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TIME SCHEDULES 

Administrators shall be at their assigned duties in their locations of responsibility 
when students are in attendance.  When an elementary principal must be away 
from the building, a teacher must be designated to be in charge during that 
absence.  Where a principal and an assistant principal are assigned to a school, 
every effort should be made to have one of the administrators in the building at 
all times. 

When administrators leave their assigned responsibilities, they must inform a 
person on their staff of their destination, expected time of return, and where they 
can be reached in case of an emergency. 
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