
MCE Transportation and Check-In/Check-Out Policies 

Afternoon Car Rider Line 

Please understand that student check-out is permitted up and until 2pm, with the window for student check-out 

closing at that time.  According to the Elementary Student & Parent Handbook, 2018-2019: 

“Parents should not check out students for the purpose of avoiding car rider traffic.” – page 8 

Arrival 

The car rider lane should remain open between 7:45 and 2:00 pm. Parents arriving prior to 2:00 pm will need to 

park in available spaces at the front of the parking lot before the car lane opens up: 

 

At 2:00 pm, parents may line up in the parking lanes, side by side, until dismissal occurs at 2:25. There are six pick up 

areas, so cars will be filled twelve (12) cars at a time. Please note: We request that parents remain in their cars to ensure 

the safety of children.  Children will be dismissed to parents in their vehicles by a staff member manning the dismissal 

process. 

 

 

 

 

 

 

 

All car rider students will have numbers on car tags (10s-90s for kindergarten, 100s for First Graders, 200s for 

Second Graders, 300s for Third Graders, 400s for Fourth Graders, 500s for Fifth Graders, and 800s for Siblings) 

and will be seated inside the building awaiting dismissal from the front lobby. The principal or principal’s designee 

will walk down the rows of cars and call students to come out to enter the cars. MCE staff will assist students into the 

cars. Once all twelve cars have been loaded, staff members will signal the stop sign holder at the front of the line, 

who will then signal cars to leave. Please do not attempt to leave prior to the signal being given. 

 

CAR 

CAR CAR 

CAR CAR 

CAR 

CAR 

CAR 

CAR 

CAR CAR 

CAR 

Red Zone

 
 CAR 

Green Zone

 
 CAR 

Orange Zone

 
 CAR 

Yellow Zone

 
 CAR 

Blue Zone

 
 CAR 

Purple Zone

 
 CAR 

STOP 

FRONT AWNING 



 

Change of Transportation 

One of the biggest sources of frustration for parents is change of transportation requests. In order for students to take 

another means of transportation home that is not their typical means, it should be noted that it is required for the 

parent or guardian to provide a written note, including the new temporary transportation mode and 

transportation person that is on the yellow student information card, along with the parent’s signature. This note 

has to be approved by the principal or principal’s designee for the change to occur (page 45, Elementary Student & 

Parent Handbook, 2018-2019). 

From time to time, unanticipated events occur that requires a change to be made. To avoid any issues, please take the 

following measures: 

1. Be sure any potential alternate transportation providers are included on the yellow card. Regardless of the 

situation, persons not listed on the yellow card cannot take students from school grounds under any 

circumstance. 

2. Find a way to e-mail a picture of your I.D., along with information about the transportation mode and person 

transporting the student to the attendance secretary and principal. Send this e-mail to 

dena.ausmore@henry.k12.ga.us, sean.thompson@henry.k12.ga.us, and to your child’s teacher, as well.  

3. If e-mail is not available, ultimately, call the front office and discuss the change with the principal or the 

principal’s designee. 

Student Check-Ins 

Whenever you arrive after 7:45 am, your child will need to be checked in to the front office. This will require you to 

enter the building with your child, and you will need to complete the green check-in form to enter the date, time, and 

reason for the check-in, and this information will be stored and accumulated throughout the year. 

Student Check-Outs 

In any instance where you are attempting access your child, whether for lunch or for check outs, please present 

valid identification to front office personnel (drivers license, military ID, etc). 

Whenever it becomes necessary to check out a child, front office personnel will check your ID and verify your 

information with the yellow information card. Adults who can check out and transport children will need to be included on 

the yellow information card; otherwise, students cannot be checked out. 

Once verified, you will need to complete a green card which will include the data and time of the check out, along 

with the reason for check out. This green card will be housed to keep track of attendance and future check-outs and 

check-ins throughout the year. 

Some important information: 

1. Students checked out prior to 11:30 and not returning will be marked as “absent” for the day. 

2. In general, students need to be present for 3.5 hours in a day to be considered present. For example, if a 

student is checked out at 9 am for a dentist appointment and returns at 11 am, then they would be 

present for the day since they were in school over 3.5 hours. 

3. As a rule of thumb, if the absence exceeds 3.5 hours, they will be considered absent. 
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