
 

Union Grove Middle School 
Return to Campus Parent Playbook 

Phase II and Phase III Safe Return to Schools  

 

1. Phase 2 (Orientation) is held the week of September 28 - October 2.  Which students 
will attend? 
 

Students that selected the option to return back to UGMS for in person learning will attend the 
Phase 2 Orientation session.  For the Monday/Tuesday sessions, students with the last name 
beginning with an A-M will attend from on-site arrival until 4:00 pm. For Thursday/Friday 
sessions, students with the last name beginning with an N-Z will attend from their on-site 
arrival up until 4:00 pm. For the Wednesday session, all students will participate in their classes 
through remote learning.  
 

2. Scheduling Considerations for Phase 2 and Phase 3 
 
Since teams of students on site will need to transition at staggered times to avoid hallway 
crowding, schedules will go through minor adjustments starting on the week of September 
28th and communicated to students in Google Meets on Thursday, September 17th. It is the 
expectation that remote students and face-to-face students start class at the same time each day, 
Monday through Friday, for their academic classes. Even though the week of the 28th is 
designated for orientation, it is expected for all students to start class together based on their 
adjusted schedule. 
 
Connections will remain on a blocked, alternating schedule, so students will still go to one 
Connections class a day. The start time for Connections for remote students will be communicated 
on September 17th, and will remain a full 60 minutes of instruction. Students who are face-to-face 
will be in class for slightly longer; however, some of the face-to-face time in class is spent on 
transitions and sanitizing protocols, so there is not an advantage to the face-to-face learning 
experience at the school. 
 
Beginning the week of September 28th, all K through 8 students will be expected to participate 
in their academic schedule five days a week, Monday through Fridays. 
 

3. What safety precautions are in place at UGMS for the students' safe return? 
 Hand sanitizer stations located in high traffic areas (on each hallway). 

 Carousel flow of traffic (one direction) with staggered dismissal in class changes & 
dismissal. 

 Restrooms will be cleaned 3-4 times throughout the day. 

 Floor markings are highly visible to support responsible distancing. 

 All faculty and staff members will wear face guards each day, and both guards and 
masks when social distancing is not possible due to class size. 

 Students are required to wear face coverings on campus mask-down areas can be 
defined based on social distancing availability and the medical considerations of others in 
the classroom. 

 Water fountains will not be operational. Students are encouraged to bring a large, clear 
water bottle for hydration needs throughout the day. 

 No visitors will be allowed to enter areas outside of the main office. 



4. What if I need to come to Union Grove Middle School? 

 During our current operational season of prevention, entry to parents will be limited to: 

- Non-COVID related medical emergencies (i.e., seizures, diabetes, non-serious injuries) 

- Administrative requests for parental conference 

To maintain the sanitation of our school to prevent possible spread, the following reasons for 

outside office visits will be prohibited during this time: 

- Lunch drop offs 

- Chromebook drop offs or other instructional materials (should a student forget their 

Chromebook, a sanitized loaner Chromebook will be provided, if possible) 

- Check-Ins and Check-Outs. Contact the front office if you are checking your child in or 

out, a member of the front office team will meet you and your child under the front 

awning. Please have your I.D. ready for the purposes of check-outs (no check-outs 

after 3:15, the front parking lot will be closed by 3:30 pm for car rider processes) 

- Parent conferences, IEP or 504 meetings, or SST meetings. All parent meetings will be 

facilitated virtually until COVID restrictions are eased. 

When needing to enter the building, contact Joyce Vaughn, Yakita Watkins, or Kim Billings at 

678.583.8978 to inform them that you are here. 

 

5. How will students transition from different classes? 

Student movement will be in one direction during transitions.  Only one team will transition at a 
time, in a staggered and carousel motion.  Lockers will not be issued or utilized this year in order 
to assist with responsible distancing in the hallways. Students will be allowed to carry their book 
bags with them throughout the day.  Staff members will be present to ensure responsible 
distancing.  

6. Will my student be allowed to use the restroom during school? 

 Whole class restroom breaks will take place on a schedule.  

 Individual students may request a pass to go to the restroom.  

 Teachers will limit hall passes to no more than one boy and one girl at a time. 
 

7. How will my student be able to get breakfast and lunch while at UGMS? 

Breakfast Procedures 

 If the student is a car rider and needs breakfast they will enter the school and travel down 
to the cafeteria using directional signs placed around the school building. Once in the 
cafeteria, the student will follow the guidance of the on duty staff member and be 
directed to one of the two lines to grab a breakfast and report directly to their 
homeroom. Staff will allow students to eat in their rooms.  

 If the student rides the bus and needs breakfast, they will enter the cafeteria and follow 
the guidance of the on duty staff member. The student will then get a grab and go 
breakfast and make their way to homeroom.  



 If, based on numbers from the first full week of instruction on October 5th, it is deemed that 
students can safely distance and eat in the cafeteria, breakfast can be eaten in the 
cafeteria. 

 
Lunch Procedures 

 For lunch, classrooms will be dismissed individually and staggered to report to the 
cafeteria to get a grab and go lunch. 

 Students will be directed to a specific side of the cafeteria to enter to get their grab and 
go lunch. 

 All students will eat in their classrooms. Eating times will be designated as mask down 
times for students. Students will be asked to put their mask back on once they have 
completed eating. 

 Students should use hand sanitizer (personal or school dispenser) before and after 
eating.   

 No lunch deliveries will be permitted. 

 No visitors for lunch will be allowed.  
o If, based on numbers from the first full week of instruction on October 5th, it is deemed that 

students can safely distance and eat in the cafeteria, lunch can be eaten in the cafeteria. 

 
8. Safety measures aligned with students while operating in an UGMS classroom? 

 
 Student seating will be assigned and consistent each day. 

 There will be no shared seating areas in the classrooms. 

 Classroom doors must be locked BUT can remain open. 

 Frequently touched surfaces such as desks will be cleaned and disinfected between users.  

 Seating will be distanced as much as possible within the space provided. 

 School issued textbooks/workbooks will remain at home.  

 Supplies such as scissors, colored pencils, glue, tape, calculators, etc… cannot be shared 
between students and must be brought from home.   

 

9. What safety precautions are used at UGMS for large spaces? 
GYM 

 Gym lockers will not be issued or utilized this year. 

 Students will need to wear their mask into the gym and wait until directed by one of the 
PE teachers to mask down.  

 Locker rooms will not be used.  There will be no change of clothing. 

 No equipment will be used unless it can be properly sanitized between each use.  

 Based on return to school numbers, one PE teacher per grade level will work with remote 
learners while two PE teachers work with face-to-face students to ensure safe social 
distancing and sanitation protocols with face-to-face students.  

 
MEDIA CENTER 

 The Media Center will be limited in access to specific groups of stakeholders requiring 
access to the learning area. 

 Books and materials may be checked out by teachers.  

 Students will be permitted to check out books. For the safety of our students books being 
returned to the media center will not be checked out for 72 hours.  

 

 

 



10. What are the new Arrival and Dismissal procedures for the 2020-2021 school year? 
 

Arrival Procedures for All Students - Arrival Starts at 8:15 a.m. daily 
 The drop-off time has changed for the 20-21 school year for all HCS middle schools. The 

drop-off time for car-riders is 8:15 AM.  Please do not drop off students before that time 
as doors will not be unlocked and there is no supervision until 8:15 AM.   

 Upon arrival at 8:15AM, students getting breakfast will report directly to the cafeteria 
using the directional signs in the hallway for a grab and go breakfast and report to their 
homeroom.  All other students will report directly to their homeroom class.   

 Students not in their classroom by 8:45AM will be marked tardy and will need to sign in 
late in the main office.  

 Athletes will be allowed to drop their equipment off in the locker rooms upon arrival to 
school. 

 Students with an instrument will be allowed to drop off the instrument in the morning. The 
students will be allowed to enter the cafeteria and walk through the gym to the 
connections hallway then follow the arrows to the appropriate drop off room. 

 Car Rider students will enter in one of three areas: 
- 8th graders through the front lobby 

- 7th graders through the front doors by the counseling office 

- 6th graders through the side doors at the top of the sixth grade hallway 

 
 

 Bus Riders will enter in the following manner: 

- 8th graders will enter the bus lane doors closest to the media center, at the top of the 
8th grade hallway 

- 6th and 7th grade students will enter the bus lane doors closest to the cafeteria 

 Arrival times will be reviewed following the first full week of Face-to-Face Operations 
during October 5th. If necessary adjustments to arrival procedures are needed, the 
adjustments will be communicated during the week of October 5th. 
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Dismissal Procedures for All Students – Dismissal Processes start at 3:50 pm 
 Bus Riders: 

- Bus Riders will be dismissed by their staggered release time, based on teams in 7th 
and 8th grade.  

- The front office will communicate when bus riders are released: 
a. “All 3:50 Bus Riders are now dismissed” 
b. “All 3:55 Bus Riders are now dismissed” 
c. “All 4:00 Bus Riders are now dismissed” 

- Bus Riders will exit through the same doors they entered in the morning 

 
Car Riders: 

- For the 2020-2021 school year, UGMS will be utilizing a number system for car 
riders. 

- Students will be assigned a car tag based on grade level: 
600 numbers for 6th Graders 
700 numbers for 7th Graders 
800 numbers for 8th Graders 
900 numbers for siblings (instead of multiple numbers) 

- Car rider tag sign-ups will begin the week of September 14th 

- Each car rider will receive two car tags to hang from up to two vehicles, and one 
transportation tag per student that can be tied to the student’s book bag 

- Parents who are picking up car riders can park alongside the back road behind 
Wolverine Stadium and continue to park there all the way back behind the high 
school 

- Starting at 3:40, personnel will begin to walk alongside the first cars parked and will 
begin to enter numbers into the transportation display screen that students will see 
inside the building during dismissal. 

- When signaled, the first 24 cars will be directed to pull to the front of the school 
through the bus lane by personnel directing traffic. 

- The first 24 cars will be parked in front of the building, while the next 24 car tag 
numbers are entered while parked behind Wolverine Stadium. 

- At 3:50 pm, the first wave of car riders will be dismissed, exiting the building through 
the same entrances from the morning. 

- From 3:50 pm – 3:55 pm, Wave 1 car riders will be loaded and then dismissed to 
exit by Wolverine Stadium and East Lake Road. Any car rider parent whose child has 
not loaded by 3:55 pm will need to park in an empty space in the front parking area 
to wait for their child. 

- At 3:55, or whenever the first wave of car riders has exited safely, the next wave of 
cars pull into the front parking area. 

- An announcement for Wave 2 car riders will be made, and Wave 2 car riders will 
exit the front and load. During this time, personnel will be entering car rider wave 3 
numbers for students to see in the school. 

- This process will repeat until buses have dismissed, at which point a second car rider 
lane can be created in the bus lane to help with dismissal processes. 

- See the next page for a step by step of the process. 



 

 

11. What safety protocols are in place for students in case there is a COVID positive test, 

report of exposure, or students who are exhibiting symptoms? 

 

- Union Grove Middle teachers and administrative staff are trained on protocol 

responses, which will be covered and rehearsed on Friday, September 18, 2020 

during staff trainings. 

Before Arriving School or Leaving Home: 

- Parents are encouraged to take the following actions each morning prior to students 

getting on buses and arriving at school: 

1. Check your child’s temperature. If they are presenting with a fever, 

please keep them home. 

2. Check your child’s well-being. If they are exhibiting any of the following 

symptoms, we ask that you keep your child at home: 

a. Fever 

b. Shortness of Breath 

c. Fatigue 

d. Loss of taste or smell 
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e. Couch or Sore Throat 

f. Nausea or Diarrhea 

3. If you child is exhibiting symptoms, please contact and report this to the 

school so we can keep track of students exhibiting COVID-like symptoms. 

Once a Child is on Campus: 

- If a student begins to exhibit symptoms while on campus, there is a COVID waiting 

room where students can be appropriately spaced and symptoms documented and 

checked by the school’s clinic aide. 

- Parents will be contacted and expected to pick up their child if they are exhibiting 

COVID-like symptoms. 

- If the child has a fever, the child cannot report back to campus the next day as they 

must be fever-free for at least 24 hours. 

- Students exhibiting symptoms will be reported to school administration and the Union 

Grove cluster nurse for follow up conversations with parents. 

In Case of a Positive Diagnosis or Report of Exposure to a Positive Diagnosis of COVID: 

- All areas of the academic day will have a seating chart for assigned student seating. 

- Administration and team members will follow district-provided protocols regarding 

contact tracing and reviewing learning areas that may have been impacted based on 

information from the report. 

- Communication from administration and district officials will be provided if it is 

determined that a positive case or possible exposure would require quarantine or 

additional actions based on the review of information from the report and the 

subsequent contact tracing investigations. 

- The school and district will operate with transparency regarding cases within the 

district and within the school and any necessary actions will be applied consistently 

per guidelines within procedures and protocols rehearsed by UGMS personnel and 

administration. 

 

 

 


