RACL Parent On Duty Policy

1. RACL is a volunteer supported organization. There is a lot of work to be done and the available volunteers
are not enough to handle all the tasks. Starting from Spring 2008, all RACL families are required to
participate school and classroom assignment.

2. All families are required to sign up for “Parent On Duty” assignment for their children’s class during school
registration. Families with more than one child need to participate in all of their children’s classes. The number of
weeks on duty is determined by the class sizes. Parent on Duty Policy applies to both language classes and
activity classes.

3. Parent On Duty tasks:

A. arrive on or before 9:20AM, sign in with the safety team. Activity class parent on duty must sign in before
11:15AM.

B. prepare classroom (arrange tables and chairs before class begins) and help teacher with teaching
materials (e.g. making copies).

C. lower grade classes may need to bring in snacks for students. Parent representatives are responsible to
organize and decide how snacks are supplied.

D. be available to the teacher at all times during the class (inside or outside the classrooms).

E. clean up the classroom (vacuum the room, put tables and chairs back to required positions).

F. for activity class on duty parents, they must inspect the room at around 11:25AM. If the classroom
condition is unacceptable, they must contact the safety team immediately and report the situation. Otherwise, the
activity class on duty parent assumes the final clean up responsibility of the room when the activity class is over.

G. requests an inspection by a safety team member. Sign out when passing the inspection.

H. It is optional that on duty parents wait for the safety team to inspect their rooms. If passing inspection,
they are not responsible to issues related to that room. Parents who leave school without waiting for
inspection are subject to such responsibilities and subsequent penalties.

4. Parents can opt not to perform the parent on duty tasks by paying $25 one time or maximum $50 per semester at
the registration time.

5. Any violation of the policy, including but not limited to, no show on duty day, unavailable when teacher needs help,
don’t clean up the room or fail to meet the cleaning standard enforced by the safety team will result in a $50 charge
to the family. The charge will be collected during next semester’s registration. Failure to pay such charges will
result in incomplete registration.

6. Parent Representatives don’t need to sign up for “Parent On Duty” assignment. They should remind on duty
parents before their duty date. They should also arrange additional parents on duty during exams or other
class/school activities. When additional tasks are present (such as helping exams), parents are required to
continue the assignment rotation according to Parent Representatives’ arrangement.
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RACL Parent On Duty sign up sheet Semester:

Class: Room: Teacher:
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RACL Parent On Duty Record:

Date:

Security leader:

Class

Room

Teacher

Student

Sign in

Sign out

Result
(Pass/Fail)

Note




RACL Parent on duty task worksheet / check list:
Arrive at or before 9:20 AM.
Sign in with the safety team.

Arrange classroom tables and chairs and help teacher prepare class
materials.

Sit in or standby the classroom when classes are in session and help teacher
when requested.

For activity class on duty parent:
Be at the room at or before 11:25. Inspect the room condition. If not
acceptable, contact the safety team immediately.

When class is over:

______Move tables and chairs back to their original position. Use the diagram
on the wall as reference.

_____ Clean or vacuum the floor and table top if they are not clean

_____ Wipe the black/white board clean

_____Make sure windows are closed

____Ask a safety team member to inspect the room

______Turn the lights off

_____Sign off (and go home®).



