
School Notification of a student Pickup

Procedures for EARLY STUDENT PICKUP: 
*** ALL requests for parent pick up MUST be entered into Parent Portal/Genesis no later than 2:30 PM - at that 
time the system will close.  If you have a request for a pick-up after that time, you will need to call the Main 
Office.***

** Send a note in with your child with details of any dismissal changes.
** Notes are not to be e-mailed or sent via a Class Dojo message to the teacher, unless it is in addition to the Genesis 

notification.

Parent 
Portal/
Genesis

1. Log on to Parent Portal/Genesis.  

2. Choose the “Attendance” tab.  

3. Click on the       sign to “Add Daily Pickup Release” 



Procedures for EARLY STUDENT PICKUP: 

4. Fill in all required information –  
• Authorized adult picking up
• Phone number of the authorized adult picking up
• Notes – Indicate 

• Time of pickup (10:00 A.M. or regular dismissal time)
• Reason for pickup (example: doctor appointment or change in dismissal plan)

5. Click “Save”

*** Parent dismissal prior to 3:10 P.M. will take place in the front office, all 
other dismissals will occur following our normal dismissal procedures 

beginning at 3:25 P.M. at Door 11.
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