Duty Assignments


I. Morning Gym (7:45- 8:15) 
6th & 7th grade students will be released from the commons area (cafeteria) at 7:45 to the gym.  7th grade will sit in the bleachers on the side nearest the commons area.  6th grade students will sit on the other side of the gym.  Two teachers should be near each side to monitor the students.  Have students fill in from the top of the 1st section over to the steps one row at a time all the way down. Students may be excused to a teacher with a note.  Once students have a seat, they are not to move.  Repeat the process for each section.  We will dismiss in the same manner at 8:15.  Release the students a section at a time.  The 6th grade will dismiss first and they will exit through the connections hallway beside the bleachers.  The 7th grade will dismiss after the 6th grade which will allow for the 8th grade to vacate the commons area.  The 7th grade will dismiss through the commons area.  (The only exception will be team 7-4, who will remain in the gym to take their restroom break.  Their team teachers will be there at that time.)
II. Cafeteria (7:45- 8:15)

8th grade students will be in the commons area.  There will also be some 6th and 7th grade students who are eating breakfast.  These students should sit at the round tables and should be encouraged to eat their breakfast quickly and go on to the gym.  One person should be stationed near the gym door to prevent any students from coming into the cafeteria from the gym.  The restrooms will be opened for students to use, someone should monitor that students are going in and out in a timely manner.  Students may be excused to a teacher with a note.  Students should remain seated at all times, by their academic teams.  Release students at 8:15.  Dismiss them one table at a time from each end until everyone is released.  All students should go to the 8th grade hall or to the trailers on the cafeteria side of the building.  
III. Cross Hall (7:45- 8:15)

This duty is assigned to the hallway that goes to the cafeteria.  Please station yourself at the end of the 7th grade hall.  As students come past you check to see if they have a note to see a teacher during this time.  Direct any students without a note to the proper place (8th grade –cafeteria, 6th/7th –gym).

IV. Front Lobby (7:45-8:15)

This duty is assigned to the front lobby.  All students should be directed from here to go down the 8th grade hall and then to the proper place (8th grade –cafeteria, 6th/7th –gym).  Students may be excused to a teacher with a note, but they must go down the 8th grade hall first.  
V. Front Drive (7:45- 8:15)

As students arrive to our school parents will want to drop them off right at the door. (This is true especially in inclement weather.)  I have no problem allowing them to do so as long as there is not a long line of traffic.  As the traffic line gets longer, one person needs to move further down the sidewalk and motion for cars to pull down.  This may be hard to enforce, but we will certainly try to get the students in as quickly as possible.  Some people will not listen to you.  Don’t sweat it.

VI. Front Drive (3:47- 4:15)

Traffic will no doubt be backed up as always, this presents a problem for us because we have a great deal of students who are roaming around outside waiting on their rides.  One person needs to be stationed on the sidewalk down near the stop sign motioning for cars to move forward.  One person needs to be stationed near the mailbox motioning for cars to move forward.  The third person should be near the exit by the counselors’ office making sure that no students go past the sidewalk or hang out near the exit by the counselors’ office.  Ms. Campbell and Mr. Peppers will be in the drive directing traffic and helping to supervise the students.
VII. Bus Duty (3:47- All buses have left)

Teachers assigned to bus duty should report to the bus lane after their students have been dismissed.  You will assist Ms. Hansen and Mr. Pope in directing the students to get on their buses in a timely and orderly fashion.  After the buses are released, the teachers will report to the commons area or the gym, depending on where the students are held while waiting on their buses.  The teachers should actively monitor the students, making sure that they remain seated and abide by school rules, i.e. no cell phones or electronic devices.  Mr. Pope or Ms. Hansen will radio to the teachers which buses have arrived for dismissal.
