
Parent-On-Duty Responsibility List 
Huaxia Chinese School of Greater New York  

(Revised on 9/6/2017) 

  
1. Parents take turns to serve as Parents On Duty on campus. School policy is each school year for 

every student 1st grade or above, parents need to serve as POD twice (about 2 hours each time, 
9-11:15 or 11:15-13:15).  Since many students don’t have classes in PERIOD 4, we need families 
with P4 students to sign up for the 11:15-13:15 session.  Otherwise we won’t have enough 
coverage.  Note this is DIFFERENT than the in classroom parent on duty where parents help a 
particular teacher of their children in the specific classroom. 

Families with board members, admin members, teachers, TA’s, class parents (one or two 
per class) are exempted from this duty. 

TO SIGN UP, visit the online file to be disseminated by email. 
 

2. Main Responsibilities (details below): 
CAMPUS SAFETY 
QUIET CORRIDOR DURING CLASS TIME 
MAKE SURE CLASSROOM IS ONLY FOR CLASS USE 

 
3. Please report to the POD desk slightly before 9:00am (9:00-11:15 shift) or 11:15am (11:15-13:15 

shift).  You will receive your location assignment, a POD badge, security vest, and responsibility 
checklist.  Please wear the vest for identification.  Emergency phone numbers of school 
personnel are on the back of the badge. 

 
4. You must stay at your assigned area during your entire duty shift.  Please patrol the area to make 

sure no one lingers near the classrooms.  Classrooms are for HXGNY classes only.  Please 
make sure no one uses them for any other purposes without HXGNY’s explicit approval.  After 
the last class, make sure no one is left in the classroom. 

  
5. Maintain a safe environment.  Please walk around and check the hallways, classrooms, and 

stairs, especially during recess, to make sure that no children are engaging in any dangerous or 
inappropriate activities, such as climbing out of windows, playing on handrails, etc. Keep young 
children (under the age of 12) away from the stairways and elevators. 

 
6. Contact the Main Office if any unexpected issue develops and escort the student to the Main 

Office when necessary.  Assist teachers with safety issues upon their request.  Direct young kids 
to bathrooms. 

 
7. Be the last person leaving the floor of your post after checking all classrooms and hallway.  Then 

return the badge/vest/form to the main office and report if any room appears messy.  Sign out 
before you leave. 

 
 
 
 




