
 

 

Mom–in–Charge Instructions 
Master’s Monday Co-op 

 
Morning:  Scheduled work time: 7:50 – 11:50   (4 hours)    
Afternoon:  Scheduled work time:  11:30 - 3:30   (4 hours) 
 

The following pages list a timeline and check-off list of your instructions.  Your 
overall purpose is to offer loving support and structure for the students and other 
volunteers, and kind assistance to parents and teachers who might have questions 
or Co-op related needs. 
 
Master’s Monday is a ministry to our families.  Please spend some time through-
out the day in prayer for the co-op and any specific prayer requests that you know 
about. 
 
Sunday Night 

Check your e-mail for announcements and any last minute updates 
 
Monday Morning  
7:50 Report to Room 303 - MIC and Study Hall Room 

 
- Greet students and parents, answer any questions they may have, and 

maintain order in the hallway.  Help MIC setting up as needed. 
 

- As Mom-in-Charge, you will be responsible for Study Hall.  With the 
student’s help, please set up the Study Hall Room as required.   
 

 NOTE:  While you are organizing Study Hall, the Morning MIC Assistant will 
be distributing class supplies, attendance sheets, preparing the snack and 
drink supplies, and checking on room set-up for all classes.   

 
- The MIC is responsible for selling snacks.  These snacks will be brought to 

Study Hall during the first hour.  You, not the students, should exchange the 
money.  (Prices are found in the Study Hall Notebook) 

- Review the Study Hall Notebook. 
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TAKING ATTENDANCE 

- Record attendance on the Study Hall Attendance Sheet located in the Study 
Hall Notebook for each class period. 
 

- If a student is absent or tardy, please mark that on the attendance sheet.  It 
should be noted that some students might not be included on the 
attendance sheet, but are in the Study Hall.  These students are there 
because or various circumstances (late rides or their parent is working in 
another capacity at Master’s Monday).  Please make a note of that 
student’s name and the time that they are there at the bottom of the 
attendance sheet.   

 
STUDY HALL GUIDELINES 

 
- No talking during the first 40 minutes. Students must be working on 

schoolwork or reading a book.  No communication between students at all.  
(Note that the 8:00 class is a little longer to allow for all MM classes to set 
up.  There should be no talking in Study Hall until 8:55.) 
 

- Last 20 minutes:  Quiet talking and quiet games.  This is a privilege given to 
students who cooperated during the first 40 minutes. 
 

- Students may drink/eat snacks.   
 

- Only one person is allowed to leave the room at a time for restroom 
breaks. 
 

- No electronic devices during the Study Hall period.  This is the same as 
class.  Permission to use Notebooks, Tablets, or laptops to work on 
homework may be given by the MIC or the Study Hall worker. 
 

- Students must be respectful of you and the other students.  If a student has 
been called down for not following the guidelines or is disrespectful in 
language or actions, they will be written up.  (See page 5 for instructions for 
writing a student up.)   
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8:20 
 

- Pick up the classroom attendance sheets (located outside of each 
classroom door in a plastic sleeve) about ten minutes after classes start and 
file those sheets in order in the Attendance Notebook.  You should note any 
students that are tardy.   You will need to collect the attendance sheets all 
day long.  Only pick the attendance sheet up for the class that is currently 
being held.  If the teacher has not taken attendance yet, don’t interrupt 
class.  Go back to the class after that hour and pick up or have the teacher 
complete after class.  Please note that some classes are two hours and will 
not have a sheet out. 

 
10:30  Walk over to Modular B and pick up Mr. Ford’s attendance sheet, along  
  with the plastic sleeve and magnet.  File in the Attendance Notebook.  

 
11:40 
 

- The Afternoon MIC worker will arrive in Study Hall (Room 303) - if there are 
two MIC workers scheduled to work that day 
 

- Take several minutes and go over guidelines with the Afternoon MIC and 
answer any questions. 
 

- Make sure the Afternoon MIC knows that they are in charge of the snacks 
and the money box.   

 
12:20   Outside lunch workers (2) and Inside Lunch worker will come to Study Hall 
   to carry snacks, drinks, and money box to the HUB for lunch.  Please give 
   them a copy of their respective work instructions (located in  
   the front of the MIC Notebook) at this time.     
 
12:30  Dismiss Study Hall for lunch    

 
- Check rooms after students have been dismissed and make sure that all 

students have exited the building.  Students are not allowed to remain in 
the classroom buildings during lunch.   
 

- Walk over to the HUB and assist the HUB lunch worker and the Outside 
Lunch Workers as needed. 
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1:10    Return to the classroom wing and wait for students to arrive.  
 
1:15 Lunch ends 
 
1:20 Classes start again.  Make sure that all students are either in their classes or 

in Study Hall. 
 

1:40   Outside Lunch workers and Inside Hub worker will finish up their work and 
 return the Snacks, drinks, and money box, and work instructions to Study 
 Hall.  
 
3:00  Boys & Girls Club starts arriving  
 
3:30 Move Study Hall students to Room 302 
 
3:30 Monitor the students in the hallways until they leave.  Make sure that they  
 are polite to the Boys & Girls Club children. 

 
3:30 MIC Dismissed 

 
Monday Evening 

 
- Prepare a brief e-mail report of the day’s activities.  This report should 

include any supplies or snacks that we are out of, incidents, any detentions, 
any students who are given a warning (include a brief description), and any 
other items that should be documented.  Please send that report to the 
board for their information and for any further actions that might be 
required. 

 
 
 
Additional Information for the Mom-In-Charge 
� First Aid kit is located on the supply cart 

 
� A weather alert radio is located on the supply cart.  Please use if the 

weather even looks threatening.  See Emergency Evacuation Plan for more 
details. 
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� Classroom items (pencils, electric pencil sharpener, stapler, etc.) are 
located in plastic boxes on the supply cart. 
  

� The short, thick white binder with blue cards has the names of all of the 
students and their schedules along with their emergency information and 
phone numbers.   
 
Take the white binder with you during any emergency (fire, tornado, etc.) 
 

� The Mom-In-Charge Notebook has a copy of the class schedule, Family 
Handbook, Policies, Board Member Directory, Teacher Directory, copies of 
co-op job descriptions, emergency procedures, and a work schedule.  
Please familiarize yourself with the information as soon as you have a 
chance during the day. 

 
 
Incident Report procedure   
If a student violates the dress code, disrupts the co-op, disrespects anyone in 
authority, destroys property, or has an accident, follow the instructions on the 
incident report form that is located in the file folder of our Teacher File box.  (See 
Family Handbook for guidelines – located in MIC Notebook)   
 
How to fill out an Incident Report: 
      (Blank forms are located in a blue plastic binder on the supply cart): 

o When an incident occurs, fill out a “Notes Home” duplicate form.  
o In the “To” section, put the name of the child’s parent (Mrs. Smith). There is a 

“Teacher or Principal” line; if a teacher is reporting (tardiness, missing 
homework, etc.), he/she can put his/her name on this line. If the MIC is doing 
the reporting for an offence, the MIC’s name should be on this line.  

o Please write the offence in as much detail as possible in the “Comments” area.  
o Send the white copy home to be signed, then staple or tape the yellow copy to 

the student’s family page in the incident book.  
o Next, write a brief summary of the incident on that day’s date page in the front 

section of the incident book so next week’s MIC can know to collect the signed 
white copy. 

o  When the white copy is returned, staple it to the family page. 
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Detention procedures: 
 

x Call the parents and inform them that the student will be serving detention for the 
next two weeks during lunch.  Students will be required to report to the Mom-in-
Charge in Study Hall at 12:30 and clean tables for the first 30 minutes of lunch.  
They may eat their lunch for the remaining 15 minutes.  Students must serve a 
minimum of 30 minutes each week, so if they don’t get started on time, they have 
to come back for a third week.   

x Fill in the detention sheet located in the teacher file folder toward the back. 
x Put the detention form that either you fill out or the teacher fills out in the 

incident book on the student’s specific page. 
 
 

*** When all else fails - call a Board Member for assistance!  *** 
 
 
 
 
 
To report damage, problems, etc. contact the following we people at West Park: 
      George Gillett, (Director of Operations) - 690-0031 Ext. 5407 / 423-244-4412 (cell)  
      John McClellan, Jr. (Maintenance) – 773-3365 (cell) - text the problems to this number 
 
 
To report towels out, lights out, A/C problems, etc. text: 
       John McClellan, Jr. – 773-3365 (assistant facility administrator) - text problems to number 
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