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Section 1: Introduction 
 

MSNV is permitted to operate a school in the Holmes Run Valley (HRV) neighborhood so long as 
teachers, staff, and parents abide by the rules set forth in MSNV’s Special Exception (SE). As the school is 
located within the neighborhood, transportation policy is a key component of MSNV’s SE in order to 
manage school traffic. The purpose of this document is to clearly establish MSNV’s transportation 
procedures to be followed when driving to or from the school. These procedures reflect the 
transportation requirements established in the SE as approved by the Fairfax County Board of 
Supervisors. It is imperative that all drivers, including staff, parents, grandparents, and 
babysitters/nannies, understand and abide by the transportation procedures described herein. 
 
In addition to managing school traffic through the neighborhood, MSNV is required to minimize the 
number of vehicular trips generated by the school during the weekday morning and afternoon peak 
hours. Peak hours are determined by counting inbound and outbound traffic entering and exiting the 
school driveway. A trip is defined as one direction; therefore, a round trip pick-up or drop-off counts as 
two trips. MSNV’s “Trip Requirement” objective, as required by the SE, is to limit all vehicular school 
traffic to no more than 131 total trips (inbound and outbound) in the morning peak hour and 97 total 
trips (inbound and outbound) during the afternoon peak hour. Generally, MSNV’s morning peak hour is 
approximately 8:15 AM to 9:15 AM and the afternoon peak hour is approximately 3:00 PM to 4:00 PM. 
 
When enrollment exceeds 76 students, MSNV will conduct a formal traffic count.  If the Trip 
Requirement objective is met, formal traffic counts will take place every 5 years.  If MSNV fails to meet 
the Trip Requirement objective for two consecutive years, additional trip reduction measures, such as a 
reduction in student enrollment or mandatory shuttling may be required. 
 
Please carefully review the policies and procedures set forth in this manual. It is very important to 
MSNV’s ongoing and future operations that all drivers abide by these procedures. We appreciate our  
co-op members reminding other members of our community to adhere to these important safety rules. 
 
Section 2: Student Drop-Off and Pick-Up 

 
2.1 Dismissal of Children 
Children will be dismissed only to their parents or to other authorized carpool drivers as indicated on 
each child’s emergency information record. If someone other than the usual parent/driver will be 
picking up your child, you must notify the school in writing.  In your note, describe the relationship of 
the driver to your child, a brief description of the vehicle (including the license plate number), and the 
dates this person will transport your child. If you participate in a regular carpool and the carpool 
driver(s) are listed on each child’s emergency information record, then a note is not necessary each 
time. 
 
Children will not be allowed to ride with any unauthorized person. You may wish to inform any person 
that does not normally pick up your child that proper identification (e.g., a driver’s license) must be 
provided to school staff. In the instance of a child going home with another child, a note is required from 
a parent of the child going home with another family describing the arrangements. Parents that send in 
blanket permission notes must still notify the school each time a child will be picked up by the 
designated person, unless the pick-up is on a regular schedule. 
 



2013-2014 Transportation Procedures Manual  P a g e 2 
 

On the first day of school, you will receive a sign imprinted with the first name and last initial of all 
children that you will be picking up at carpool. It is important that you use these signs throughout the 
year. Please display the sign(s) on the sun visor on the passenger side of your car to assist the staff in 
preparing the children for departure. 
 
Let your children know that they will not be allowed to phone parents during the school day in an 
attempt to arrange to go home with a friend or to transport a friend home. Such plans must be made at 
a time other than during school hours. 
 
2.2 Carpool Line 
MSNV strongly encourages families to carpool in accordance with our Green Philosophy. Plus, it is a 
great way to connect with other MSNV families!  There are several options to assist you in finding 
families with whom you can coordinate rideshares, such as the map link on the MSNV parent website 
and the zip code roster to be posted on the parent website. If you need any assistance in forming a 
carpool, please contact the school office. 
 
PLEASE BE COURTEOUS.  

o Morning drop-off happens when our neighbors are leaving for work.  Please don’t block 
driveways, accelerate to prevent someone from entering the street before you, or do anything 
else that could end up making you and the school look discourteous to the homeowners. Please 
also note that passing cars on a residential street is prohibited. 

o Slow down for and yield to pedestrians and others who are moving slower than you. If you think 
of it, wave to our neighbors. Some of them really like that. 

o If you see cones blocking the driveway or another normal route, do not drive through, around, 
or over any of the cones. They probably mean the route is temporarily closed. If in doubt, stop 
and ask. 

o Do not leave your car unattended in carpool line; keep idling to a minimum.  
 
2.2.1 Morning Arrival 8:30 to 8:45 AM 
Primary and Pre-Primary children will arrive between 8:30 and 8:45 to begin class at 8:45.  
 
All drop off and pick up shall occur on site.  In order to prevent traffic from backing up onto Rose Lane, 
no left hand turns are permitted upon entering or exiting MSNV during drop-off and pick-up hours.   
Please refer to the Appendices D, E, F for drop off and pick up routes.  A double carpool line will also be 
formed to prevent traffic from backing up onto Rose Lane.  If you approach the school and can see that 
the driveway is full, please loop around and return later instead.  Please remember U-turns are 
prohibited.   
 
Please wait in line until all the cars in front of yours are unloaded so that the line may move forward 
together.  Do not pass cars in the car line unless instructed to do so by a staff member or you are 
planning to park. Wait for a staff member to open your car door and escort your child(ren) into the 
building.  Belongings should be ready to unload (e.g., shoes are on, belongings are zipped in backpacks, 
etc.). Parents of a new student may park in the school parking lot on the first day of school and 
accompany their child into the building. However, after the first two days of school, please use the 
carpool line to drop off your child as parking lot space is limited and neighborhood street parking is 
strictly prohibited. 
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2.2.2 Shuttle Bus 
If you have children enrolled both at the Valleybrook and Hillbrook campuses, your Hillbrook students 
may pick up the shuttle at Valleybrook. Please note, the shuttle will only depart once daily from 
Valleybrook at a predetermined time.  The shuttle will also return in the afternoon once the Hillbrook 
Elementary Program has ended. Valleybrook students who are waiting on their sibling to return to 
Valleybrook on the bus will need to be enrolled in the Extended Day Program. 
 
2.2.3 Half-day 12:10-12:30 and Full-Day 3:05-3:20 Dismissals 
Form a double line up the school’s driveway. Preprimary parents should enter the carpool line no 
sooner than 12:05 PM for 12:10 dismissal. Parents of Primary half-day students should enter the 
carpool line no sooner than 12:15 PM. Parents of full day Primary students should enter the carpool 
line at 3:00 PM for the 3:05 PM dismissal. Please use the later time for picking up siblings in both 
programs.  
 
During half-day dismissal, Preprimary parents should use the lane closest to the school and Primary 
parents should us the outer lane.   If you are picking up a car seat that requires installation at dismissal 
time, be aware that staff members are not permitted to install car seats. Be prepared to perform this 
task yourself, and allow extra time. If necessary, park in our parking lot and walk up to the door so as not 
to hold up the carpool line. 
 
2.3 Early Dismissal 
When MSNV is in session for only the morning, please follow this schedule for pick-up: 
 

o 12:10 Preprimary and older siblings 
o 12:15 Primary half day and older siblings 
o 12:25 Primary full day  

 
2.4 Late Arrival Procedures (after 8:45 AM) 
If you arrive late, you must park in the parking lot, accompany your child into the building, and escort 
your child to the classroom door. Please say goodbye at the door, make eye contact with one of the 
adults in the room, and do not enter the classroom. This serves to build your child’s sense of 
independence and avoid disturbing the classroom.  
 
2.5 Late Pick-Up Procedures 
Children should be picked up promptly by the close of their school day and by 5:45 PM from Extended 
Day. Children whose parents are more than 10 minutes late for Half-day or Full-day dismissal will be 
signed into the Extended Day program. Parents will be charged the Extended Day drop-in fee of $10.50 
per hour (charged in half-hour increments), as well as the $20 registration fee if the child has not 
previously been registered. The after-school program closes at 5:45 PM. Parents who arrive after 6:00 
PM will be charged $20.00 per 15 minutes or fractions thereof, per child. There is no grace period after 
6:00 PM. If parents are late repeatedly, the Head may require them to remove their child(ren) from the 
after-school program (also see the Extended Day policies and procedures). 
 
If you know you are going to be late picking up your child, please call the school. The Extended Day 
and/or late fees still apply, but the staff will be spared calling to locate you and can reassure your child. 
Parents who are late for the half-day or full-day dismissal must park and come into the building to 
collect their child(ren), and sign out of Extended Day. 
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Section 3: Parking 
 
Per MSNV’s Fairfax County Special Exception, ALL parking for staff, visitors, and volunteers MUST be 
accommodated on-site in the parking lot, except for occasional (no more than 4 per year), pre-arranged 
school events for which street parking is permitted. Unless you are attending an event for which an 
official announcement authorizing street parking has been publicized, do not park on the street and 
walk to the school.  
 
On the 4 occasions for which street parking is allowed, please adhere to the following rules and 
procedures: 
 

o Park ONLY on the east side of Rose Lane (same side as MSNV) from the school to Annandale 
Road. 

o Do not park within 10 feet of a driveway or within 30 feet of a stop sign. If present, use the 
cones as guidelines to show you where parking is permitted. 

o Do not U-turn in a neighborhood intersection or turn around in a neighborhood driveway. 
o Follow all traffic regulations.  

 
For some events, MSNV will run a shuttle from a nearby location that will be announced to parents in 
advance.  Please make use of the shuttle, if possible, in order to reduce traffic through the 
neighborhood and parking on the street. In addition, please minimize the number of vehicles entering 
the neighborhood by carpooling, if possible (e.g., family members attending a performance should 
attempt to drive together).  
 
The handicapped parking spot is reserved for cars identified with the appropriate license plate or 
placard. Please do not use this space unless your vehicle is properly identified. 
 
Section 4: Driving Restrictions 

 
Annually, MSNV requires all parents and drivers of students to sign the Standards of Driving Conduct 
form (Appendix A) and agree to practice safe driving in the neighborhood surrounding MSNV. Please be 
extra courteous when driving through our neighborhood. Obey all posted speed limits and all other 
traffic laws. Failure to abide by these standards directly affects our status as a cooperative school in the 
community and, more importantly, creates safety hazards that may endanger lives. 
 
Section 5: Enforcement 
 
MSNV takes proactive steps to ensure our drivers abide by all traffic laws as well as the transportation 
procedures set forth in this manual.   
 
5.1 Definitions 
The following definitions apply to MSNV’s Transportation Procedure Manual. 
 
Verified Infraction – A violation that is witnessed by MSNV staff or admitted to by the violator.  A traffic 
citation issued by the Fairfax County Police Department may also be deemed a verified infraction if the 
citation is for a moving or parking violation within the Holmes Run Valley neighborhood and the citation 
becomes known to the MSNV staff. 
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Moving Violation – The following moving violations, occurring within the Holmes Run Valley 
neighborhood, warrant penalties under MSNV’s Transportation Procedure Manual: 

 Speeding over the posted limit 

 Running a stop sign 

 Failure to yield right of way 

 Failure to stop for a school bus 

 Driving in the carpool lane illegally (driving down the wrong side of the driveway) 

 DUI/DWI 

 Street racing 

 Road rage 

 Reckless driving 

 U-turn in an intersection or turning around in a driveway within the Holmes Run Valley 
neighborhood  

 
Fairfax County Special Exception Violation – The following parking violations warrant penalties under 
MSNV’s Transportation Management Plan: 

 Making a left hand turn into or out of MSNV – ONLY during drop-off and pick-up times. 

 Parking on any surrounding neighborhood streets on a date other than a pre-arranged special 
event for which street parking is permitted. 

 Parking on the left (west) side of Rose Lane or any surrounding neighborhood streets during a 
special event for which street parking is permitted. 

 Parking within 10 feet of a driveway or 30 feet of a stop sign within the Holmes Run Valley 
neighborhood during a school event for which street parking is permitted. 

 
5.2 Reporting Infractions 
Staff, co-op members, and neighbors may report traffic and parking violations. There are several ways to 
report an incident. You may fill out the Traffic/Parking Violation Form (Appendix B). You may also call or 
e-mail the Head of School. For the 2012-2013 school year, all potential infractions should be reported to 
the following individual: 
 

Transportation Management Plan Coordinator 
c/o MSNV Phone: (703) 992-0255 
E-Mail: nmoody@msnv.org 

 
When reporting a possible infraction, provide the date and time of the incident, a description of the 
vehicle, license plate number (if possible), precise location of the infraction, and a description of the 
incident. The more detail provided, the more likely the school can identify a vehicle and person driving 
in order to follow up on the report. For example, it is unlikely that the school will be able to take any 
action if a report is received about a van running a stop sign on Rose Lane sometime Thursday 
afternoon. In this example, MSNV could not be certain if the driver is related to MSNV and vans are 
common. Without a specific time, verification that the vehicle entered or left MSNV property, or a 
license number, the allegation may not be ruled a verified infraction. 
 
The Transportation Management Plan Coordinator will investigate all reported infractions as further 
described in Section 5.3. Note that in order for the school to take action, sufficient information must be 
received to determine the identity of the driver, to confirm that the driver is affiliated with the MSNV 
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community, and to confirm (either by admission of the driver or by witness of a staff member) that the 
violation took place. 
 
5.3 Addressing Reported Infractions 
The Transportation Management Plan Coordinator will maintain a binder of all reported traffic and 
parking infractions. The Transportation Management Plan Coordinator will add newly received violation 
forms to the binder. If the incident is reported by phone, by e-mail, or in person, the Transportation 
Management Plan Coordinator will complete a Traffic/Parking Violation Form to document the 
complaint. 
 
Once a community or co-op member reports a traffic or parking violation, the Transportation 
Management Plan Coordinator will: 
 

1. Complete a Traffic/Parking Violation Form, if applicable. 
2. Determine if the vehicle in the complaint belongs to an MSNV parent or regular 

caregiver/nanny. 
3. Contact the family to whom the vehicle belongs. 
4. Determine if the vehicle in question was correctly identified (i.e., determine if the vehicle was in 

the location at the date and time described in the complaint) and whether the family admits 
that a violation occurred. If a family member or caregiver admits to the infraction, then 
determine the identity of the individual that committed the infraction. 

5. Counsel the individual on the infraction, the traffic procedures, and the penalties to be imposed 
in the event of another verified infraction. 
a. If this is not the individual’s first verified infraction, discuss the penalty to be imposed. 
b. If this is the individual’s third infraction,  

i. inform the individual that driving privileges to the school have been suspended; and 
ii. assist the individual, if necessary, in identifying another parent or co-op member to 

transport the individual’s child(ren) to and from school for the remainder of the 
school year. 

6. Notify the Business Manager of the monetary fine to be imposed, if any. 
7. Document the action taken on the Traffic/Parking Violation Form and file the completed form in 

the Traffic/Parking Violation binder. If the Transportation Management Plan Coordinator 
investigates the complaint and determines that (1) the vehicle in the complaint did not belong 
to an MSNV parent or regular caregiver/nanny or (2) all family members (and other drivers) to 
whom the vehicle belongs deny the allegation (in the absence of a staff witness or police 
citation), then no action will be taken. The Transportation Management Plan Coordinator will 
document all findings on the Traffic/Parking Violation Form. 

 
5.4 Penalties 
The Transportation Management Plan Coordinator will impose penalties on a parent or caregiver that 
commits any verified moving traffic infraction or verified Fairfax County Special Exception violation that 
occurs in the Homes Run Valley neighborhood.  Moving and Fairfax County Special Exception violations 
accumulate over the course of a school year, which is defined as July 1 of one year through June 30 of 
the next year. 
 
Moving traffic violations risk the safety and well-being of our community and therefore incur greater 
penalties then Fairfax County Special Exception violations. Penalties will be assessed according to the 
following schedule. 
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MOVING VIOLATIONS 

 The first verified moving traffic violation in a school year will result in a conversation with the 
Head of School and a warning. 

 The second verified moving traffic violation in a school year will result in a family conversation 
with the Head of School, the MSNV Transportation Management Plan Coordinator, and a fine of 
up to $100. 

 The third verified moving violation in a school year will result in a written warning to the family 
that the re-enrollment of their child(ren) is being evaluated and a fine of up to $250. At a 
minimum, the violator’s driving privileges will be suspended for the remainder of the school 
year, which will require another family member or nanny to drive the children to school or will 
require the children to take the shuttle bus and/or carpool with another family. 
 

FAIRFAX COUNTY SPECIAL EXCEPTION VIOLATIONS 

 The first verified parking traffic violation in a school year will result in a conversation with the 
Transportation Management Plan Coordinator and a warning. 

 The second verified parking traffic violation in a school year will result in a family conversation 
with the Head of School, the Transportation Management Plan Coordinator and a fine of up to 
$25. 

 The third verified parking violation in a school year will result in a written warning to the family 
that the re-enrollment of their child(ren) is being evaluated and a fine of up to $50. At a 
minimum, the violator’s driving privileges will be suspended for the remainder of the school 
year, which will require another family member or nanny to drive the children to school or will 
require the children to take the shuttle bus and/or carpool with another family. 
 

Fines will be charged and billed in accordance with MSNV’s usual procedures. Penalties are tracked and 
imposed on individual drivers and are not levied against a family in general. Fines, as approved by the 
Membership, shall be payable no later than June 30, for infractions committed that school year. 
 
The MSNV Head of School will take into consideration repeated, verified moving traffic infractions and 
parking violations committed by a family or its drivers when considering applications for re-enrollment. 
Repeated, verified moving traffic infractions or parking violations may constitute a basis upon which to 
deny a family’s continued enrollment at MSNV. 
 
MSNV cannot control the actions of visitors or potential families that are not members of the co-op. 
Penalties apply only to parents and regular caregivers/nannies, all of whom are required to sign MSNV’s 
Standards of Driving Conduct form.  
 
5.5 Timely Resolution 
MSNV will respond to a reported traffic problem as soon as practical, but at least within 30 days. In the 
event of a verified moving traffic or parking violation, the Transportation Management Plan Coordinator 
will contact the alleged offender as soon as possible but no more than one week following the alleged 
incident. 
 
In the event that a general complaint necessitates an organizational response, the Transportation 
Management Plan Coordinator will determine the course of action to be taken. In an effort to respond 
to transportation issues in a timely manner, such response, if necessary, shall take place within 30 days 
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of a complaint or incident. Examples of organizational responses include sending an e-mail reminder to 
the co-op regarding a specific policy, adding monitors to ensure parents park on the correct side of the 
street, addressing a carpool line issue, etc. 
 
5.6 Recordkeeping and Reporting 
MSNV is required to provide our neighborhood’s community association (HRVCA) with contact 
information for the TMP Coordinator.  
 
MSNV will maintain a record of all reported and verified infractions for three years. A year is defined as 
July 1 of one year through June 30 of the next year.  
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APPENDIX A  

STANDARDS OF DRIVING CONDUCT 
 

Dear Parents, 
 
It is imperative that you understand and abide by the traffic procedures set by the school. In addition, it is equally 
important that you abide by the traffic laws established by the Commonwealth of Virginia and Fairfax County, 
particularly in the neighborhoods surrounding MSNV.  The standards outlined below were designed to protect the 
safety of all citizens and to maintain a positive relationship with the neighborhood to ensure the future of our 
school. 
 
 

Driving Conduct in MSNV Neighborhood: 

 Drive no more than 25 miles per hour. 

 Come to a complete stop at all stop signs (no rolling stop). 

 Yield right-of-way as required by law. 

 Use extreme caution around pedestrians. 

 Obey school bus laws. 

 When you can safely do so, stop and allow neighbors to back out of their driveways. 

 Do not turn around in neighborhood driveways or U-turn in neighborhood intersections. 

 Do not drive in an unlawful manner, which includes DUI/DWI, street racing, road rage, and reckless driving. 

Driving Conduct on MSNV Grounds: 

 Follow safe driving guidelines established in the MSNV Transportation Procedures Manual. 

 Pedestrians have right of way. 

 Do not pass another car in carpool line. 

 Do not leave your unattended car in the carpool line; keep idling to a minimum. 

 Do not park on the street during regular school operations except during a school event for which street 
parking is permitted. 

 If you must temporarily park in an undesignated space, use your carpool sign to identify your car.  Give your 
ID information to the office manager. 

 
Failure to abide by these standards directly affects our status as a cooperative school in the community and, more 
importantly, creates safety hazards that may endanger lives. 
I will communicate this information with anyone who drops off or picks up my child(ren) at MSNV. 
 

FOR PARENT OR GUARDIAN  
 
I have read and understand the Standards of Driving Conduct, and agree to assume full responsibility for my 
behavior on said matters. 
 
Family Name (printed):________________________________ 
 
_____________________________________________________  __________________ 
Parent #1 Signature       Date 
 
_____________________________________________________  __________________ 
Parent #2 Signature       Date 
 
___________________________________________________________ __________________ 
Signature of Guardian, Nanny, Au Pair, Babysitter    Date 
or other caregiver who will be responsible for transporting your child to/from MSNV. 
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APPENDIX B 
 

MSNV Traffic / Parking Violation Form 
Submit to:  

Nikki Moody, Associate Head of School 
Phone: (703) 992-0255  E-Mail: nmoody@msnv.org 

 

Please provide as much information as possible. 
 

INCIDENT TIME AND LOCATION 

Date _________________________________________ Time _____________________________________ 

Location _____________________________________________________________________________________ 

 
 

VEHICLE DESCRIPTION 
Please describe the vehicle including make, model, and color.  Include license number, if possible.   
 
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 
 
License Plate Number ____________________________________ State _______________________ 
 

 
INCIDENT DESCRIPTION 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 
 
 
MSNV USE 
Investigation Notes 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_________________________________________________________ 
 

Verified infraction:        □Yes  □No   
If not, reason __________________________________________________________________________ 
_____________________________________________________________________________________ 
Action taken ___________________________________________________________________________ 
_____________________________________________________________________________________ 
Staff Signature _______________________________________ Date Closed _________________________ 
 

THE MONTESSORI  SCHOOL OF NORTHERN VIRGINIA, INC. 
3433 ROSE LANE, FALLS CHURCH, VA 22042 
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APPENDIX C 
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APPENDIX D 
 

Suggested Entrance Routes 
1. Entering from Gallows Road: 

Right on Hickory Hill Rd 
Right on Slade Run Dr 
Left on Rose Lane 
Right into MSNV 

2. Entering from Route 50: 
Right on Holloman Rd 
Right on Devon Dr 
Right on Valleybrook Dr 
Right on Rose Lane 
Right into MSNV 

3. Parents entering from either direction on Sleepy Hollow Rd will turn onto Valleybrook Drive, 
turn right onto Rose Lane, and right into MSNV. 

 
Suggested Exit Routes: 

1. Returning to Sleepy Hollow Rd: 
Right out of MSNV 
Left onto Hickory Hill Rd 
Left onto Slade Run Dr 
Right onto Valleybrook Dr 
Right or Left onto Sleepy Hollow Rd 

2. Returning to Annandale Road: 
Right out of MSNV 

  Right or Left onto Annandale Road 

 
 
 
 

NO LEFT HAND TURNS ARE PERMITTED  
INTO OR OUT OF THE MSNV PARKING LOT DURING  

DROP-OFF AND PICK-UP TIMES: 

 
8:30-8:45am 

12:10-12:30pm 
3:05-3:20pm 
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ENTRANCE MAPS 
 

Entering from Gallows Road 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

Entering from Arlington Blvd (Route 50) 
 

 
 

 

 
 

 

 

 

 
 

 

 

 

EXIT MAPS 
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EXIT MAPS 

 

Returning to Sleepy Hollow Road 
 

 
 

 
 

 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

Returning to Annandale Road 

 
 
 
 
 
 
 
 
 

 


