
 

 

Daily Routines and Procedures 

 

1. Use the application on your phone or your computer to sign in each day.  

Report time for teachers is 7:20 AM.  Please be at your door by 7:20 AM.  

2. Middle and High School teachers and staff will park in the parking area that 

runs along the middle school.   

3. The car drop off area is in the front of the school in the circle drive.  Cars 

will only be permitted to enter the car line from Stadium Drive on to Central 

Avenue.  Students may not be dropped off until 7:20 AM.  If a car arrives 

earlier, the student must stay in the car until 7:20 AM.  After drop off, the 

car must take a left to return to Central Avenue.      

4. Buses will enter the campus from Central Avenue by turning left in front of 

the school.   

5. The elementary bus stop will be beside the band room.  All K-5 students will 

get off of the bus at that stop.  This is a duty assignment area.   

6. The middle school and high school bus stop will be at the covered back walk 

area. This is a duty assignment area. 

7. Middle school and high school students may go to their locker and then 

report to homeroom class.  Students should use the locker visit to gather 

supplies for their morning classes and to put up jackets or hoodies. 

Elementary students will report to breakfast.   

8. Attendance will be taken daily.  Attendance must be taken on the JPAMS 

system by 7:45 AM.  A student is tardy for school if they show up after 7:45 



AM.  Please take attendance on the computer and on the printed attendance 

log from JPAMS.  Every two weeks, your printed attendance logs will be 

turned in to Fred Hearn.  THIS IS VERY IMPORTANT for truancy 

compliance.  Tardies and absences must be marked EVERY HOUR.  Fred 

Hearn will be monitoring tardies and absences.   

9. The high school bell is reset to the new schedule.  The middle school does 

not have a bell, please keep a check on the clocks in your classroom.  

EVERY student will report to the cafeteria for breakfast and lunch.  This is 

mandatory.  During breakfast and lunch, MS/HS students cannot be in the 

buildings.  MS teachers must walk their students to the cafeteria.  After all 

students are out of your room, please lock your door.  HS teachers, please 

ensure that all students are out of the building and lock your doors.   

10.  Teachers must be at their doors at the end of the lunch period.  Please check 

dress code as students are re-entering the building from lunch.  Be present. 

11. Please make sure students walk down the right of the hall at all times. This 

must be taught during the first few weeks of school.  Please guide the 

students while they are in the hall.   

12.  At the end of school, please make sure that you walk to the main exit with 

your students.   

13. At the end of each day, set your doors to lock when closed.  The cleaning 

staff will close your door after cleaning is completed.   

14. Your work day is complete at 3:20 PM.  If you are a coach or a sponsor of 

an after-school activity, your day is complete when your last participant has 

left the campus with a parent/guardian.   

15. Students should not be unsupervised at ANY time.  If you are NOT in your 

room, students should not be in your room.   

 

 


