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Run Sheet

The first day runs the same way every year. Fill in the blanks, print it, carry it. The opening hour replaces first period, so classes start late
and run short.

8:30 Teachers arrive
Fifteen minutes before students — work down this list in order

Unlock, lights on, thermostat set

Walk the building together — every adult sees where the first aid kit is

Not “it's in the office.” Walk them to it.

Name the adult who walks at the back of the group on the fire route

One person, named out loud, so it is not decided at 9:00.

Say the furniture staging spot — one place

The cards currently disagree: Main and Yellow say by the H.S. classroom, Gray says main room. Pick one.
Cleanup cards handed to each room lead

Room leads:

Shed attendance sheet and first aid kit staged by the door

Say the emergency roles out loud
Incident Lead - Calls 9M - Contacts parents

Registration, Code of Conduct and pledge paperwork out on a table
Families still owing paperwork:

8:45 Students arrive

Decided — 8:45, matching what families have already been given
Belongings neatly along the entryway wall
Straight to the Main Room

8:50 Opening

Everyone in the Main Room

Open with prayer over the year
Before anything else. This is the first thing that happens at Lions Light Academy.

Worship
Welcome — every adult stands and is named

Say whether lunch today is provided
And when families start bringing their own.

9:00 Fire drill — walk the route

On foot, the whole way, before anyone is tired or distracted
Walk the fire route to the shed — everyone, on foot
Take attendance at the shed
Known absences written in before you walk out. Unaccounted names said out loud.

Nobody goes back inside until Damian or Ginny says so
Not the alarm stopping. Not because it looks fine.

On the way back, ask students: “"Where do we go?"



9:20 Expectations

Same talk for every age
Code of Conduct — the short version, in your own words

Hand out the student pledge
Grade 7 and up sign it in the room, on paper. Grade 6 and under take it home for a parent.

Three strikes — and what is not a strike
Coming without your work once is not a strike. Twice in a row without a reason is.

Homework is your work. Nobody can do it for you.
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Collect the pledges that get signed in the room

9:40 Split by age group

Fifteen minutes each

[ ] Elementary - Middle - High School

10:00 Class 1

Short blocks on the first day — the opening hour replaces first period
[] High School —
(] Middle School —
() Elementary —

[} Rosters on paper in every room — not on a phone

(] Classes that do not run today:
Cut so that every teacher still teaches at least once on the first day.

10:50 Break + snack

Ten minutes — then move

[] Snack, then straight to the Class 2 rooms

11:00 Class 2
[] High School —
(] Middle School —
(] Elementary —

() 1:55 — everyone moves to the Main Room

12:00 Lunch — whole school

Whole school together

(7] Sayagainthat lunch today is onus
And that from next week families bring their own. Say it to the room, not to individuals.

12:45 Class 3

Last class of the day
(] High School —

() Middle School + Elementary —
[] Cleanup at 1:30 sharp — warn the rooms at 1:25




Any time

1:30

1:45

Last out

This week

Admin — catch people while they are in front of you
None of this is scheduled; all of itis easier today than by email
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Chase the outstanding registration and Code of Conduct
Completed paperwork goes to lionslightacademy2025@gmail.com — not a personal inbox.

Ask every teacher to open Classroom while you watch

Aninvitation lives only in email and is easy to miss. Check the address it was sent to is the address they
actually read.

Every teacher has accepted their Classroom invitation and can see their class
Show teachers the website and where every document lives
lions-light-academy.pages.dev — everything is there, nothing has to be emailed around.

Classes are owned by lionslightacademy2025@gmail.com, not a personal account
If Classroom looks wrong, check which Google account the browser is signed into.

Supply fees — check or cash only

No card, no app, no Venmo. If someone asks, that is the answer.

Write a receipt for every single payment, on the spot

Supply Fee Receipt form is on the site. Money is going through a personal account until LLA has its own —
the receipt is the only record that it was LLA’s money and not Damian'’s.

Keep one written list of who paid, what, and when
Not in your head, not in a text thread. One page that goes home with you.

Cleanup

Explain the cards before releasing anyone
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Hold up the assignments card: “Where do | go after my last class?”
Room leads take their card and keep their group together

Vacuum route — Yellow - Gray - Main Room (entryway rug) = supply closet
One route, no waiting. Everywhere else is swept, not vacuumed.

Stewardship — say why: the building is lent to us. Leave it better than we found it.
Each room lead checks and signs their card, and hands it to Damian

Dismissal
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Closing prayer

Ask one last time: "Where do we go if there's a fire?"

Final walkthrough — Damian
Only after every room card has been checked and approved
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Supply closet key returned
All windows locked

All doors closed

Thermostat set

Collect all eight cleanup cards

Not today

Write it down before you leave the building
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Publish anything that changed today
Schedule, rosters, class lists.

Check every document still says the right school year

Insurance from the host church — in writing, current year
LLA is an unaffiliated outside group. Assume nothing.

ID photos for any teacher still without one
Retire last year's printables so nobody prints them by mistake
Reconcile today's receipts against what actually came in
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