
ADA HARRIS ELEMENTARY 
STUDENT DROP OFF AND PICK UP PROCEDURES 

 
 
 
 

 
Dear Parents, 
Your child’s safety is a top priority.  Please read the following carefully.  If everyone follows 
these guidelines, students can be safely and efficiently dropped off and picked up each day. 
Please communicate your pick-up plan with your child ahead of time. 
 
Students in grades three and four are to be dropped off and picked up in the front 
driveway of Ada Harris Elementary and picked up at the bottom of the driveway.  
Students in grades five and six are to be dropped off and picked up in the old Ada 
Harris driveway that is located up the hill on Windsor Road.  Fifth and sixth grade 
students will access and exit the school via the ramp that connects the upper driveway with 
the lower campus.  Staff will be on duty at both locations to supervise students.  If you 
have children in both areas, please choose the more convenient of the two locations and plan 
to have your children meet you there.  
 
In terms of parking lot protocol, the following guidelines will apply to both the upper and 
lower driveways.  Thank you for taking time to refamiliarize yourselves with the procedures, 
so we can all work together to ensure student safety during these busy times of the days.  
 
Drop off/Pick Up Procedures 
 

1. Parents will enter the school from Windsor Road and form a single car line on the 
right side only. Do not park along the left red curb area.  If you need to park and 
enter the school between 2:30 and 3:00, we ask that you park on the street and 
walk up.   

2. Proceed forward in the designated loading zone to pick up your child.   
3. Students being picked up will be required to line up on the sidewalk, and they will 

be under teacher supervision.  Students will only be permitted to get into/out of 
cars that are inside the loading zone area.  Please, do not allow your child to 
enter/exit your car until you reach the loading zone.   

4. Once you have completed loading/unloading you may pull out to the left and exit 
school grounds. 

 
These procedures are simple and will work if everyone follows them.  Please also remember 
never leave your car unattended in the pick up line. Use the parking lot or west side of 
Windsor Road. 
 
Students walking or riding bikes need to cross with the crossing guard on Windsor and 
Woodlake.  
 
Please be aware, there is no parking on the east side of Windsor Road Monday-Friday from 
7:00-9:00am, 2:00-3:00pm, and Wednesday from 11:00am-1:00pm. This allows for traffic to 
continue during drop off and pick up times. 
 
As always, student safety is our highest priority.  Your cooperation and patience are 
essential for the safety of our students. 


