KY Chinese School Parents On Duty Task
1. The on-duty parents need to check in with on-duty board member at 3:00 PM. 
2. The parents on duty need to stay in the Chinese School from 3:00 PM to 
5:30PM. The parents on duty should not leave the school during that time period.
3. The parents on duty need to help the school principle and the school on duty coordinator to handle any issues arising during the time period.

4. The parents on duty need to be alert during the break time. Between 3:50 pm to 4:10 pm for about 20 minutes that all the students remain inside the school. Please make sure that no children are running in the hallway or going to the parking lot. During the break time, one parent needs to be guarding in the front door and make sure no children are allowed to go out of the school building. The other parents need to be on both first floor and second floor hallway on duty and make sure that the students are safe and secure during the break time. 

5. The Parents on duty need to clean up every class room after the school finishes. That includes cleaning up the whiteboard, the floor, as well as the trash can, in each classroom KCS has used. Please replace the plastic trash bag in the trash can when needed, and dump the big trash bag to the dumpster in the school yard.  The Chinese school classrooms are, Basement W001, 2nd Floor W201, W202, W203, W204, W205 and W206.
6. All the chairs and tables in the classroom need to be put in the same way as the classes begin. Please refer to the classroom layout map. Also the little color chairs and tables belong to the Chinese School. They need to bring back to the Chinese School supply room. Turn off the light for all the classrooms and hallway.
7. At the end please coordinate with the on duty board member, make sure that everything is cleaned up and finished, and no students are in the school anymore. Then you complete your duty. 

Any Questions, please consult with the school principle Frank Wang at (502)593-7127 or Wen Xu at (513) 288-9229. Thank you for your support and help.
