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STUDENT DISMISSAL PROCEDURES 

Description 

These procedures are to be u tilized by all school staff when  dismiss i n g studen t s from our 
school s.  All staff respons i b l e for the dismis s a l of stude n t s will recei ve  docume n t e d train i n g on 
these procedur e s on an annual basis.  There are NO exceptions to these procedures.   

To emphas i z e the impor t a n c e of ensur i n g stude n t  safety and accounta b i l i t y, the Superint e n d e n t 
expect s that school staff will prop er l y educat e parent s and family me mber s of these proced u r e s. 

  

I. Elementary Schools Procedures 

Early Dismissal 

1. S c h o o l staff should set clearly defined expectations for pa ren t s that the schoo l will 
requir e adva n c e notic e (a note) that student s will be need to be releas e d from school 
earl y. 

2. At the start of each School Year, an Emerge ncy Form will be sent out to fa mili e s and 
return e d.  All persons listed on the Emergenc y Form and author i z e d to sign-out studen t s 
must be 18 years of age or older. 

3. W h e n a parent/famil y me mbe r arriv e s at the school to pick up a child for early release, 
they are to report direct l y to  the main office.  Parents/ fami ly me mbers should not be 
permi t t e d go to the studen t ’ s classr o om or any other secur e area s of the build i n g. 

4. Office staff will ask the parent/family me mber  to prese n t a posit i ve form of photo ID.  If 
the indivi d u a l does not have an ID in thei r possessi o n, office staff should direct them to 
retrie v e it.  If this  poses a problem, office staff shoul d get the principal involved to 
inter v e n e and reite r a t e the “no dism iss a l without an ID” procedur e. 
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3. If the bus leave s the schoo l with the child wh ile the parent is being cleared at the front 
office, the parent must follow the bus and pi ck up the child at their normal bus drop-off 
location. 

 
 

II.  Middle and High School Procedures 

Early Dismissal 

 
1. S c h o o l staff should set clearly defined expectations for pa ren t s that the schoo l will 

require advance notice (a note) that students will be need to be release d from school 
earl y. 

2. At the start of each School Year, an Emerge nc y Form will be sent out to famili e s and 
retur ne d.  All perso n s list e d on the Emergency Form and authori z e d to sign-out 
student s must be 18 years of age or older. 

3. W h e n a parent/famil y me mbe r arriv e s at the school to pick up a child for early release, 
they are to report direc t l y to the main of fice.  Parents/family me6229 0
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Procedure for Students age 18+ 

1. For high school age students 18 years of ag e or older, office staff will contact the 
studen t ’ s parent or guar di a n to confir m that the studen t ha s permi s s i o n to sign him/herse l f  
out of school early. 

2. It is impor t a n t that all high schoo l age stude n t s are inform e d that the school staff will 
notify parents, regardless  of the stude n t ’ s age. 


