Parents-on-Duty (POD) Policy
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Parents must serve one parent-on-duty (POD) shift (about 2 hours and 20 minutes)
for each enrolled student per school semester. If you have two children enrolled,
you should do POD twice, three times for three children, and so on. You can
choose

the date and time when you register online. Unfilled slots will be assigned by the
school. If parents fail to perform POD duty during the current school year, a POD
fine of $30/shift will be charged on your invoice during registration for the next
year. Parents who teach at Xilin NS or serve on the administration team are exempt
from the parent-on-duty responsibility.

Parents-on-duty should arrive on time for the registered time slot. Upon arriving,
please proceed to the school office (in the cafeteria) where you will sign-in and
receive a POD badge and tools. After completing your shift, please go back to the
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cafeteria to sign out and return the badge and tools. Late arrival or early departure
for over 10 minutes will be charged a $10 fine. PODs do not fulfil their
assignment will need to serve a make-up shift.

Parents-on-duty are responsible for maintaining order in the lobby, stairs and
hallways. This includes keeping students quiet and safe, and preventing them from
running and disturbing others. Students will not be allowed to leave the classroom
area unless accompanied by an adult. Before leaving the school at the end of the
school day, parents-on-duty are also responsible for checking their assigned area, to
ensure that classrooms, bathroom and lobby are reasonably clean and in order.
Parents on duty may also be assigned other duties such assisting in school events,
observing a class or assisting with other administrative tasks.

If a parent-on-duty cannot be at the school for their assigned time, they are
responsible for finding a substitute to fill their time slot. If a replacement cannot
be found, the parent-on-duty must email the Xilin NS POD administrator
podadmin@xilinnschinese.org as early as possible. The school will help to arrange
a replacement. If the parent-on-duty cannot make their assigned time due to an
emergency on the same day, please email or post in the WeChat group
immediately. For parents who fail to inform the school in advance of their
absence, a POD fine will be charged at $30/shift at registration for the next school
year. If the parents refuse to pay the fine, the school reserves the right to cancel
the family’s registration and report the case to the credit bureau.
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