
 

Traffic Flow for Pick‐up and Drop‐Off 

Morning Drop-Off Procedures 

For maximum safety and proper traffic flow, parents may enter on the east or west side of the campus. Depending 

on the volume of traffic going into the west parking lot, drivers should proceed to the least congested drop- off line 

by proceeding into the west parking lot or by turning right into the alley, and driving behind building A, then 

proceed to the drop-off position in the east parking lot next to building A or B. Drivers should not park their car in 

the drop-off line, nor step out of the car and leave the car parked while in the drop-off area. Car helpers will be 

present to assist while students exit the vehicle. 

Drivers may park in either parking lot, and walk their child to the gates of the campus. When 
parking on the west side of the campus, only those parking spaces identified as TRIVIUM spaces 
should be used. No parking is permitted in the parking area in front of or to the north of McDowell 
Dentistry.  
 
Drop-off is best done between 7:25AM and 7:45AM. All late drop offs (any at or after 7:50AM) 
require the student to come to the front office, be signed in by a parent, and receive a tardy 
pass. (Parents are not allowed onto the campus unless they are scheduled to volunteer and sign 
in at the front desk.) 

Student Pick-Up Procedures 

For maximum safety and proper traffic flow, parents must enter at the traffic light on McDowell Road. If a parent 

tries to use the other entrance he/she will be redirected as there are cones blocking certain entrances into the 

parking lot. 

If a driver wishes to use the drive-up and pick-up option, the driver will queue up his/her vehicle along the 
perimeter of the east parking lot and pull up to the front of the MPR. A staff member will use the student’s pick-
up cards to scan the information to staff members in the MPR. A car helper will then bring the student(s) to the 
appropriate vehicle. 
 
If drivers wish to park, they may park in the west parking lot in spaces identified as TRIVIUM parking places. They 
may walk onto campus with their student’s pick-up card.  At 3:10 pm, parents may queue at the front office 
doors. Teachers will use the pick-up card to scan the student(s) information to a staff member in the MPR and 
bring the student(s) to the correct location. If someone does not have a student pick-up card, they must report 
to the front desk and show I.D. to be allowed to pick up their student.   
 
Dismissal time will be used as a silent reading time. Each scholar may have a book (non-popular culture) in his/her 
backpack for this purpose. Please inform your children on what they should expect each day with regard to who 
and when they will be picked up. 

Kinder Drop-off and Pick-up  
During morning drop-off, parents of kindergarten students may walk their kindergartener into school, where, for 
the first month of school, a teacher will be in the lobby to welcome them to campus and walk them to their 
classroom.    After the first month of school, parents may drop off kindergarten students according to normal 
procedures used for all grades. 
 
 



Half-Day Kinder 

For all half-day kindergarten students, 11:25AM pick-up will happen in the east parking lot at the far east gate.  All 
half-day kindergarten students will be led to this gate from their classroom and handed off to the appropriate 
person holding a pickup card. If a parent does not have a pick-up card, they will need to report to the front desk 
to show I.D. prior to being allowed to pick-up their student. 

 
Full-Day Kinder 
For all full-day Kinder students, parents may park in the west lot and walk onto campus or use the drive through 
system with their pick-up cards. 

Late Pick-up Policy: 

In the event that a student is not able to be picked up before 3:40PM, please call the school to inform the front 
office. If a student is picked up within 15 minutes after 3:40 PM on a full day, 1:45 PM on an early release, and 
12:30 PM on a half day, a $15 late fee will apply. An additional $5 for every 5 subsequent minutes will be added. 
If a student continues to be picked up late, the fees will be increased at the discretion of the administration. 

Basic School Information 

Office and Student Hours; Campus Access  

The school office is open from 7:20AM to 4:00PM on Mondays, Tuesdays, Thursdays, and Fridays when school is in 

session. The school office is open from 7:20AM to 2:00PM on Early-Release Wednesdays and from 7:20AM to 

12:45PM on half days. Summer hours will vary and be posted on the website. The school phone number is (623) 

866-4718. Voice messages may be left on voice mail any time the phone is busy or we are out of the office. 

Messages left after hours will be returned the next working day. Also, families may contact the administration via 

e‐mail (please see school website). The school's FAX number is (623) 866-4719.  

The administration asks that non‐urgent calls to the school office be made between 9:00AM and 11:00AM 

and between 1:00PM and 2:45PM, since other times during the school day are “high‐traffic” periods.  

 
School starts daily at 7:50AM. For safety reasons, students should not arrive on campus earlier than 7:00AM 

nor stay later than 3:45PM unless they are attending an organized, adult‐supervised program associated with the 
school. Children are not to be left unattended, so parents are to stay with their children until the supervisor 
arrives.  Students are allowed into the classroom at 7:50AM. Students should be on campus by 7:35AM, allowing 
time to unpack in the classroom and prepared to learn at the beginning of the school day. Before school, students 
will be supervised in the multipurpose room (MPR) from 7:00AM – 7:25AM, and on the playground from 7:25AM-
7:40AM.   
 
School ends at 3:10PM on Mondays, Tuesdays, Thursdays, and Fridays. On Early-Release Wednesdays, school 

ends at 1:15PM, and on half days, school ends at 12:00PM. Students who are not picked up prior to 30 minutes 
after release will remain in the MPR. If arriving after this time, please park in the east parking lot and walk to the 
gate by the MPR to pick up your child. Repeatedly picking up students late from school is inconsiderate of those 
who are waiting. If a student has not been picked up an hour after the conclusion of dismissal and the parents 
cannot be reached, the school will need to call the nearest police precinct to make arrangements for the child. 

 


