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1. HSGC TABLE OF ORGANIZATION 2015-2016 

 
 
  
 

Science Department 
Princess Francois 
Kevin Xu 
Kellie Fay 
 
Social Studies Department 
Eugenia Kelch 
Daniela Lo Verde 
 
Art/Music Department 
Mark Stillwell 
 
Paraprofessionals  
Martine Laurent   
Jeremy Bucaria  
  
School Aides  
Hayden Grant  
Tyrone Haughton 
 
Dean 
Alex Bordenave 
 
Librarian 
Bethany Webber 
 
	  

Administration 
Michelle Rochon, Principal 

Kabeya Mbuyi, Assistant Principal 
 

Coordinators  
Kalliopi Hatzivasilis, Operations 

Marsha Gordon, Attendance 
 

Payroll Secretary 
Harriet Koppel 

  
Guidance Counselor 

Jeannine Manning-Texidor 
  

English Department  
Brittany Chance 

Selena Farrier 
Malcolm King 

 
ESL 

Helen Wang  
 

Foreign Language 
Jennifer Callender 

  
Mathematics Department 

Shahnaz Bhuiya 
Solomon Israel  

Andrew Ostrowsky 
  

Physical Education Department 
Steeve Nathan 
Ahmed Elgalad 
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2. DAILY PERIOD SCHEDULE 
 

 

 Semester Schedule  

 
 
 
 
 
 
 
 

 
 

 

Pd. Time CLASS Notes 

1 8:10 – 9:00   

2 9:03 – 9:53   

3 9:56 – 10:46   

4 10:49 – 11:39   

5 11:40 – 12:20   

6 12:23 – 1:13   

7 1:16 – 2:06   

8 2:09 – 2:59   
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1. GOAL AND INITIATIVES  
1a. HSGC School Wide Goals 

GOALS  
 

 
 
 

 
 
 

           
 
EVERY HSGC STUDENT 
IS ACCOUNTABLE FOR 
ACHIEVING: 

 

90% Attendance 
2 Regents PER YEAR 
11 Credits PER YEAR 
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1b. Setting SMART Goals 
 
 
 
 
 

GOAL SETTING 
WHAT IS A GOAL? WHY SET GOALS?  

Read the following and reflect on the purpose of setting goals. 
------------------------------------------------------------------------------------ 

PERSONAL GOAL-SETTING – Find Direction. Live Your Life Your Way. 
 

REALIZE YOUR IDEAL FUTURE 
Goal setting is a powerful process for thinking about your ideal future, and for 
motivating yourself to turn this vision of the future into reality. It is the process of 
deciding what you want to accomplish and devising a plan to achieve the result you 
desire. 
 

CHOOSE WHERE YOU WANT TO GO IN LIFE 
The process of setting goals helps you choose where you want to go in life. By 
knowing precisely what you want to achieve, you know where you have to 
concentrate your efforts. You'll also quickly spot the distractions that would 
otherwise lure you from your course. 
 

FIND MOTIVATION 
More than this, properly-set goals can be incredibly motivating, and as you get into 
the habit of setting and achieving goals, you'll find that your self-confidence builds 
fast. 
 

ACHIEVE MORE FOCUS 
Goal setting techniques are used by top-level athletes, successful business-people 
and achievers in all fields. They give you long-term vision and short-term motivation. 
They focus your acquisition of knowledge, and help you to organize your time and 
your resources so that you can make the very most of your life. 
 

EXPERIENCE PROGRESS 
By setting sharp, clearly defined goals, you can measure and take pride in the 
achievement of those goals. You can see forward progress in what might 
previously have seemed a long pointless grind. By setting goals, you will also 
raise your self-confidence, as you recognize your ability and competence in 
achieving the goals that you have set. 

A goal is the purpose toward which an endeavor  
is directed; an objective 
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 SMART 
GOALS 

A useful way of  
making goals more 

powerful is to use the 
SMART mnemonic. While 

there are  
plenty of variants, SMART 

usually  
stands for: 

    S   SPECIFIC 

M MEASURABLE 

A ATTAINABLE 

R RELEVANT 

T TIME-BOUND 
For example:  

Instead of having “to sail around the 
world” as a goal, it is more powerful to 
say “To have completed my trip around 

the world by December 31, 2015.” 
Obviously, this will only be attainable  

if a lot of preparation  
has been completed beforehand! 

 
	  

HOW DO I SET GOALS FOR MYSELF? 
Read these GOAL SETTING TIPS before setting your own goals for this year. They 
are guidelines that will help you set EFFECTIVE goals. 
--------------------------------------------------------------------------------- 
MAKE POSITIVE STATEMENTS State each goal as 
a positive statement: Express your goals positively 
– 'Execute this technique well' is a much better goal 
than 'Don't make this stupid mistake.' 
 
BE PRECISE & DETAILED Be precise: Set a 
precise goal, putting in dates, times and amounts so 
that you can measure achievement. If you do this, 
you will know exactly when you have achieved the 
goal, and can take complete satisfaction from 
having achieved it. 
 
PRIORITIZE Set priorities: When you have several 
goals, give each a priority. This helps you to avoid 
feeling overwhelmed by having too many goals, 
and helps to direct your attention to the most 
important ones. 
DOCUMENT Write goals down: This crystallizes 
them and gives them more force. 
 
STAY SMALL Keep operational goals small: Keep 
the low-level goals you are working towards small 
and achievable. If a goal is too large, then it can 
seem that you are not making progress towards it. 
Keeping goals small and incremental gives more 
opportunities for reward. 
 
BE REALISTIC Set realistic goals: It is important to 
set goals that you can achieve. All sorts of people 
(employers, parents, media, society) can set 
unrealistic goals for you. They will often do this in 
ignorance of your own desires and ambitions. 
Alternatively you may set goals that are too high, 
because you may not appreciate either the 
obstacles in the way or understand quite how much 
skill you need to develop to achieve a particular 
level of performance. 
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5 TENETS OF OUR MISSION: 
 

● PEACE: the non-violent resolution  
of conflict 

● JUSTICE: the guarantee of a  
standard of living above poverty and  

basic human rights for all 
 

● SUSTAINABILITY: the responsible 
development and protection  

of our natural environment and resources 
 

● DIVERSITY: tolerance of and respect for 
differences across humanity 

 
● DEMOCRATIC PARTICIPATION:  
the right to participate and express  
an opinion in one’s government and  

political process 
	  

2. MISSION STATEMENT 
 

HSGC’S MISSION 
 
The High School for Global Citizenship is a community of active 
learners and problem solvers who are engaged participants in a 
multidisciplinary and experiential approach to learning both in and 
outside of the classroom. Our school is committed to both academic 
achievement at the highest standards and to the promotion of 
diversity, justice, human rights, and the democratic process. 
 

GLOBAL CITIZENSHIP 
WHAT IS GLOBAL CITIZENSHIP? 
Global Citizenship is the active awareness 
of the connection between our local 
experiences and the rest of the world. At 
HSGC, our students will become Global 
Citizens who use this awareness to effect 
positive change in the world. 
 
Global Citizenship describes individuals 
who share an awareness of and a 
concern for the health and well being of 
humanity and our planet.  Global 
Citizens recognize that certain current 
issues and problems require global 
attention and action.  These priorities 
include the promotion of PEACE, 
JUSTICE, SUSTAINABILITY, DIVERSITY, 
and DEMOCRATIC PARTICIPATION. 
 

GOALS FOR SOCIAL CHANGE: 
 

è  GLOBAL CITIZENS RECOGNIZE THAT THESE GOALS HAVE NOT YET BEEN UNIVERSALLY  
      ACHIEVED IN TODAY’S WORLD. 
 
è  GLOBAL CITIZENS UNDERSTAND THE CONNECTIONS BETWEEN THEIR LOCAL ACTIONS  
     AND EXPERIENCES AND WHAT IS HAPPENING IN THE REST OF THE WORLD. 
 
è  GLOBAL CITIZENS USE THIS AWARENESS AND UNDERSTANDING TO EFFECT POSITIVE  
      CHANGE IN THE WORLD. 
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HSGC’S ACADEMIC MISSION IS EMBODIED IN THE FOLLOWING: 

--------------------------------------------------------------------------- 
 

● RELEVANT EDUCATION  
HSGC students will develop skills and attitudes necessary for success 
in college and in the 21st century economy, including constant and 
active learning, effective communication, problem solving skills, and 
effort/perseverance. 
 
 
 
● GRADUATION 
HSGC students will acquire specific content knowledge and skills, will 
be able to meet New York State Commencement Learning Standards 
and requirements for graduation, and will demonstrate academic 
readiness for competitive colleges/universities. 
 
 
 
● GLOBAL AWARENESS 
HSGC students will gain a heightened awareness of current issues 
facing our global community and will develop a global perspective 
(which includes a foundation of knowledge about global conditions 
and events, empathy/concern for condition of others, and recognition 
of their power to effect positive change in the world).  
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--------------------------------------------------------------------------- 

HOW WILL WE ACHIEVE OUR MISSION? HSGC achieves its mission with: 

 
 

 

● HIGH EXPECTATIONS & RIGOR: At HSGC we seek to 
create a school culture based on high expectations for student 
learning and behavior. 
 

● INQUIRY-BASED EDUCATION: At HSGC we design our 
curriculum and core learning experiences around problems and 
questions. 
 
● INTERDISCIPLINARY EDUCATION: At HSGC we make the 
curriculum interdisciplinary, interconnected, and focused on global 
issues 
 
● EXPERIENTIAL EDUCATION: At HSGC we provide 
opportunities for students to learn and experience their learning 
inside and outside the classroom. 
 
● SUPPORT SYSTEMS: At HSGC we offer multiple layers of 
support to our students. 
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3. STATEMENT OF COMMUNITY CULTURE 
 
HSGC is a community of individuals (students, staff, families, and 
community partners) working together to achieve our mission.  We will 
accomplish this through the development and support of healthy, positive, 
and respectful relationships. 
--------------------------------------------------------------------------- 

AS MEMBERS OF THE HSGC COMMUNITY, WE DEMONSTRATE… 
                         POSITIVE COMMUNICATION_                    
  

● We communicate respectfully, directly, honestly, and with sensitivity.  
  
● We speak respectfully to each other with language, volume, and tone that are 
supportive and appropriate.  
  
●  We listen actively.  
  
●  We use positive body language (such as eye contact) when  
    communicating with each other.  
  
●  We choose to avoid gossip because it has a negative impact on the community.  
  
●  We openly communicate our struggles so we don’t let it fester 
    into negative energy on the community.   
  
●  We can demonstrate support for each other through appropriate, positive, 
physical contact (such as handshakes and high-fives).  

 
3 GUIDING PRINCIPLES 

 

 
 

 

ONE MIC 
ONE PERSON SPEAKS AT A TIME. GIVE 

FULL ATTENTION TO THE SPEAKER. 
LISTEN ACTIVELY AND WAIT 

PATIENTLY TO SPEAK. 

SAFE SPACE 
HELP CREATE A SPACE IN 
WHICH EVERYONE FEELS 
COMFORTABLE SHARING 

IDEAS.  SHOW RESPECT BY 
HONORING EVERYONE’S 

PHYSICAL AND MENTAL SPACE. 
	  

PARTICIPATION 
ACTIVELY ENGAGE IN ALL 

ACTIVITIES.  GET INVOLVED BY 
BRINGING A POSITIVE 
ATTITUDE, OPEN MIND, 

FOCUSED LISTENING AND 
CRITICAL IDEAS TO CLASS.	  
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4. PARTNER ORGANIZATION: 
Global Kids – Our Work and Our Impact 

 
 

 
 
 
 
 
 

“Global Kids gave me faith that we can indeed change the world.”  
– GK Participant 

 
Global Kids’ mission is to educate and inspire urban youth to become 
successful students and global  and community leaders by engaging them in 
content-rich, socially conscious experiential learning activities.   Global Kids [GK] 
works with youth and educators in underserved communities and is a national 
leader in developing informed and active citizens who understand the complex 
issues facing our world and are skilled in addressing them.  Annually, our 
programs reach over 16,000 youth and educators in the classroom, after 
school, and during the summer. Our digital media programs involve 
hundreds of thousands more in the US and around the world. 

 
 
 
 

 
International Affairs Education—the keystone of our 

work.  
Through workshops, roundtable discussions, field trips, meetings with experts, 
international travel, and other activities, youth become informed about 
globalization, immigration, human rights, war, global climate change, and other 
issues. Partnerships with such institutions as the Council on Foreign Relations, 
Peace Boat and the International Criminal Court strengthen and enrich our 
offerings. 

 

My experience with Global Kids prompted me to live and work in 
Zimbabwe.  I decided that to truly think globally, I needed to understand 

and experience what life is like in other countries.  
GK Alumna 
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Youth Leadership & Civic Engagement. The Power of Citizenry 
Leadership Program empowers youth to effect change.  Global Kids Leaders 
become skilled in educating their peers and motivating them to join them in their 
efforts.  Annually, participants research such issues as global climate change, HIV-
AIDS, genocide, and homelessness and develop projects that aim to inspire 
policymakers and others to take action. 
 
I learned from Global Kids not just to sit there and complain, but also to do 

something about it. Because of Global Kids, I became an activist.  
Current GK Participant 

 

 
Academic Achievement.  Despite multiple challenges typical of 
underserved communities, Global Kids Leaders maintain a 95% high school 
graduation rate. The majority attend college, often on scholarships earned 
because of their participation in GK.  They also become campus leaders and 
advocates for global engagement and social action. 

 
Global Kids changed me.  It made me take my schoolwork seriously and 

taught me how to think critically. If I didn’t learn that, I don’t know where 
I’d be today.  
GK Alumnus 

 
 
 
 

Youth Produced Digital Media.  Global Kids recognized early the 
potential of the internet for engaging young people in learning about the world 
and devising strategies for addressing issues of concern. Global Kids has 
pioneered in creating, testing, refining, and sharing programs and curricula that 
engage youth in productive online activities. GK teens annually produce 
sophisticated media pieces, including animated films and educational games, and 
are skilled users of virtual worlds, blogs, and social networks, all of which are 
designed to educate and inspire their peers to think critically, broaden their 
horizons, and act responsibly. 

 
One thing I learned through GK’s ‘Science in Second Life’ is that science is  

really not that hard. I always thought, "I can't do this," but no longer. I 
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have learned so much, especially about sustainability and how I can 
change my habits and environment. I never knew I was this smart.  

Current GK Participant 
Training Educators. Our professional development services provide 
curricula and training in our content and methodology for hundreds of educators 
each year.  In partnership with the Office of the Mayor, the NYCDepartment of 
Youth and Community Development, and The After School Corporation, Global 
Kids produced Teen Action, a service learning curriculum currently in use in 
80 after-school programs.  Our website,RezEd.org, serves as a hub for educators 
interested in using virtual worlds as a tool for learning.  Our massiveSecond Life 
Curriculum is the first of its kind and is now being tested by hundreds of 
educators worldwide. 
 
Global Kids inspired me to be action oriented in the classroom and to 
connect the curriculum to real-world issues.  I think that our schools would 
benefit if Global Kids became accessible to more educators.  

Participant in Global Kids’ Teacher Institute 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



	  18	  

	  

 

 

 
  

INSTRUCTIONAL 
POLICIES & PRACTICES 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

HIGH SCHOOL FOR GLOBAL CITIZENSHIP	  

	  
	  

	  



	   19	  

1. INSTRUCTIONAL &  
ORGANIZATIONAL STRUCTURE 

 
1a. INSTRUCTIONAL STRUCTURE 

 
1.   Curriculum/Curriculum Outlines—Scope/Sequence/Pacing based on the 

standards and assessments. (Must be posted on classroom door and 
inside of classroom, on personal blog and distributed to students).  

 
2.   Unit Plans/Weekly Planners---Developed using Understanding By 

Design (Must be posted on classroom door and inside of classroom, on 
the blog and distributed to students weekly) containing daily aims to be 
taught. If the course ends in a Regent exam, start planning the units from 
the exams. State and Regent exams are based on the learning and 
performance standards in the various subjects. Know what is being 
tested and emphasize that in your plans.   

 
3.   Lesson Plans---Developed using Recommended Templates  
 
4.   Instructional Delivery via the Workshop Model (Agendas, Mini-Lessons, 

Independent Work Period, Share, Active Charting and Displays, Word 
Walls including definitions, Daily Homework Assignments). Process charts 
should be posted in the classroom as well.  Agendas and mini-lessons 
can be on power point presentations. Incorporate appropriate 
instructional strategies from differentiation.  

 
5.   Student Engagement through appropriate Questions and Discussions 

and Reading and Writing in all classes. Evidence of the Principles of 
Learning in all classrooms and all lessons.  

 
6.   Effort Based Learning/Student Responsibility---Using Rubrics to make 

student work better. Student Work displayed on Bulletin Boards within 
and outside of classrooms. Using rubrics to improve Student Notebooks, 
Writer’s Notebooks, Reader’s Notebooks, Journals and Portfolios. 
Using Resources such as Classroom Libraries and Calculators.  
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7.   Assessment tied to Curriculum including ongoing or formative 

assessments, periodic assessments and summative assessments. 
Uniform unit tests, mid terms and finals. Item Analyses and Review of 
Student Work.  Data meetings with school leaders.  

 
8.   Teacher support and development: Professional development during 

common planning and at other times during the school year on site or 
out of the building.  

 
9.   Immersion in the College Awareness and Preparation Culture  
 
10.    Field Trips to Apply and/or Deepen learning preferably taking place 

after school and on weekends.  
 
11.    Use of Technology by both teachers and students to make teaching 

more effective and learning more efficient.  
 
12.    Provision of Targeted Interventions to Support Learning such as 

Special Education classes.   
 
13.    Classroom Management/Student Supports: Use of Late and Bathroom 

Log, Limiting Use of Classroom Passes, Monitoring Student Attendance 
and Lateness and other guidance services.  

 
15.    Use of Data to improve teaching and learning. Weekly subject area 

collaborative team meeting, weekly grade level meeting led by 
guidance counselor, and grade level inquiry team meeting.  

 
16.    Involvement of all constituencies in the school in all decision making 

at the school through the School Leadership Team, parent organization, 
teacher organization and student organization.   
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1b. Organizational Structure: 
 

1.   Daily common planning (4 days departmental, 1 day grade team)  
 

2.   One guidance counselor who remains with the students until graduation.  
 

3.   Assistant Principal (s) who lead subject area as well as administrative 
departments.  

 

4.   White Boards and projectors for all classrooms for technology use by 
all. To help teachers perfect the use of various software applications to 
support teaching and learning continual technology professional 
development in all subject areas is offered.  

 

5.   Use of Google Docs for all communication and sharing of information in 
addition to the school’s website at http://hs-gc.org/.  

 

6. After school and Saturday programs to support and enrich student 
experiences in athletics, the arts and academics.  

 

7.   Weekly group guidance sessions  
 

8.   Monthly cohort meetings, on lead by COSA. 
 
 
 
 

2. INSTRUCTIONAL RESOURCES & HSGC PRACTICES 
 

PLEASE SEE THE BEST PRACTICES HANDBOOK ON OUR SCHOOL’S WEBSITE 
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3. HSGC GRADING POLICY 
 
Students and parents can access links to teachers’ online grading systems through 
Skedula’s (Datacation) parent portal. Skedula and teacher created blogs will 
enable students and families to view COURSE SYLLABI, HOMEWORK ASSIGNMENTS, 
STUDENT GRADES, PROGRESS REPORTS, & MUCH MORE. Skedula will give students and 
parents immediate access to the information and resources they need for maximum 
academic support and progress. 
 
1. Examinations and Projects - Unit tests, short quizzes, verbal examinations, written 
reports, laboratory reports, portfolio artifacts, projects, and presentations   50%  
2. Homework 10% 
3. Classwork  15% 
4. Other Criteria 25% 
------------------------------------------------------------------------------------  
Report Cards: Progress reports and Report cards are issued every 3 weeks (see 
calendar for dates). Parents, guardians, AND STUDENTS are expected to attend 
conferences with teachers in order to review their academic progress and needs. 
------------------------------------------------------------------------------------  
HSGC Grading Rubric: At HSGC, we evaluate students’ progress toward standards 
and goals by using a numerical grading system (0-100). The following chart 
provides descriptors that explain what each numerical grade represents.  
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 

 
NUMBER 
GRADE 

Verbal Description Progress toward 
Standards 

 
85-100 Excellent, Far Exceeds Standards  
75-84 Good, Exceeds Standards  
65-74 Satisfactory, Meets Minimum Standards  
55-64 Poor, Approaching Standards  
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4. HSGC GRADUATION AND PROMOTION REQUIREMENTS 
 
Promotion Requirements:  EVERY HSGC STUDENT IS EXPECTED TO PASS ALL 
CLASSES and EARN 11 CREDITS or more EACH YEAR. 
 

GRADE: CREDITS REQUIRED BY DOE 
FOR PROMOTION 

HSGC 
GOAL: 

10 8 credits (completion of 11 credits is highly 
recommended to ensure timely graduation) 

11 

11 20 credits (including 4 in English & 4 in Social Studies) 22 
12 

 
30 credits 33 
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1. ROUTINES & PROCEDURES 
	  

In order for every student to reach the high academic standards within HSGC’s mission, the 
following guidelines and procedures must be fulfilled.  Teacher’s are expected to fully 
take part in our token economy and reward positive behaviors. In order to support 
EVERYONE’S education, we must maintain an extremely focused and organized community 
and ensure every student’s right to an excellent education in a peaceful environment.  
 
 

NON-NEGOTIABLES 
1.  ATTENDANCE: ALL students must be in attendance everyday and on 
time to school and all classes during the day. 
 
2.  PUNCTUALITY:   Classes begin promptly everyday at 8:10 am.  
 
3.  ARRIVAL: All students are expected to be sitting in their classrooms at 
8:10 a.m. 
    Students can arrive to school starting at 7:30 a.m. and sit in the cafeteria 
until 8:00am. to eat breakfast and prepare for the school day.  
 
4.  DISMISSAL:  The school day ends at 3:00 p.m.  
 
5.  PREPAREDNESS:  ALL students must come prepared for instruction with 
a book bag, a 5 section binder, loose leaf lined paper, a pen and a pencil. 
We provide calculators for use in school as well as all textbooks and review 
books.  
 
6.  RULES:  ALL students must follow school rules at all times which include,  

 

NO FOOD or DRINK is allowed in the HALLWAYS or  
CLASSROOMS. 
ALL HEADGEAR will be REMOVED AT SCANNING. 
ALL ELECTRONIC EQUIPMENT will be CONFISCATED. 

     

 
7.  ELIGIBILITY:  Students, who fail classes, are late to school or absent 
frequently, or do not follow school rules, or are disrespectful to staff 
members, will not be able to participate in extracurricular activities, including 
SPORTS and various ENRICHMENT programs.   
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ZERO TOLERANCE 
1.  STUDENT IDENTIFICATION:  All students must carry valid ID cards at 
ALL times.  They must also carry their program schedules at all times.  
2.  BUILDING RULES:  Absolutely no food, headgear or electronic 
equipment will be permitted into the building. Leave them at home. They will 
be confiscated and only returned to parents.    
3.  APPROPRIATE LANGUAGE:  No cursing or loud talking at anytime.  
4.  LOCKER USE:  Lockers are not available for student use. 
5.  HALLWAY RULES: The Pass Policy must be adhered to at all times. 
Students may only use the bathroom before 7:50 a.m., after 3pm and during 
the middle 30 minutes of periods 2, 3, 6 and 7. Students may use the 
CAFETERIA bathroom during their lunch periods.  
6.  FIGHTING: Absolutely NO fighting is allowed or tolerated at any time.  
7. School Store is only open during period 5 and after school. 

 

SUPPORTING A SAFE ENVIRONMENT 
 

CLASSROOMS:  
No disruption is permitted while class is in progress. All students must be seated and 
ready for instruction at the start of class, as soon as the passing period is over. 
Students must respect the teacher’s rules and protocols for speaking in class. All 
students must immediately follow the directions of the teachers in their classrooms. 
All class work assigned must be done in class. Students do not have the option to not 
do work they do not feel like doing.  GYMNASIUM: All students must get dressed in 
their gym uniform for physical education. Students must adhere to all the school 
rules in addition to any specific rules set by the gym teachers.  
 

 
HALLWAYS: DON’T LEAVE CLASS WITHOUT A PASS 
No student is permitted to be in the hallways without a pass.  Students are not 
allowed to stand or hang out in the hallways.  All students must follow the directions 
of the staff members in the hallways and stairwells. All students out of classroom 
during classroom time must display the pass from their teacher.  All teachers are 
expected to greet and usher students into their classrooms by standing in the hall 
until the end of the passing period. 
 

STAIRWAYS:  
Students walk to the right and as quietly as possible. No standing is permitted in the 
stairwells.  
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SCIENCE LABORATORY:  
Students must wear safety devices such as aprons, goggles, etc.  
 

 
CAFETERIA & LUNCHTIME:  
All students are expected to sit calmly in the cafeteria, eat lunch, dispose of litter in 
the garbage cans, use the rest rooms, read books or do homework. Any student 
requested to see during lunch, MUST have a pass indicating the date, time, 
teacher’s name and room number. All students must follow the directions of the staff 
members in the cafeteria. All school rules must be observed in the cafeteria. The 
cafeteria is just like any other classroom in the school.  
   

 
ELEVATOR:  
Students should not attempt to ride the elevator without an elevator pass.  There 
are absolutely no exceptions to this rule. Students should not lend their passes to 
others for any reasons. Violations will result in loss of elevator privileges.  
   

 
STUDENT CONFLICTS:               
Student conflicts will be resolved peacefully with Guidance Counselors and Peer 
Mediators.   
 

 
SUBSTITUTE TEACHERS:  
Students are to behave the same way with substitutes as they do with their regular 
teachers, following all school rules when their teachers are absent and substitute 
teachers are in their classrooms. Students must do the work assigned by the 
substitute teachers.  
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SUPPORTING A SAFE ENVIRONMENT 
 

 
RESPECT FOR AUTHORITY:  
All students must listen to and follow directions of all adults in the building.  
   

 
RESPECT FOR SCHOOL PROPERTY:  
Students may not vandalize school property or steal school property.  Students who 
deface the building with graffiti will be subject to arrest.  
   

 
PLAY FIGHTING:  
Students may not participate in play fighting because it often leads to a real fight, 
then both students will be suspended, hurt or both.  
   

 
USE OF PROFANITY:  
Profanity is prohibited in the building. Students who curse will be subject to disciplinary 
action.  
 

 
NEIGHBORHOOD:  
All students are expected to leave the vicinity of the school immediately upon 
dismissal. They should not stop to speak with friends at the street corners.  
   

 
ENTRANCES AND EXITS:  
Students must enter the building at the cafeteria entrance BEFORE 9:30 a.m. 
Students who arrive after 9:30 a.m. must enter through the front entrance. Students 
may not leave the school unless it is the end of their school day according to their 
program.   Students exit the building through stairwell 1 & 2 near room 312. 
 

 
SIDE ENTRANCES: We are a scanning school. Anyone who enters through an 
unauthorized entrance, or let’s other persons in through unauthorized entrances, will 
receive a suspension.  
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2. SCHOOL POLICY GUIDE 
 
This set of school policy should be retained for your reference and will be referred to 
as the School Policy Guide. The policies in this Guide supersede all previous policies.  
----------------------------------------------------------------------------- 
  
1.  ACCIDENT REPORT – STUDENT  
If a student has an accident, an assistant principal must be notified and the student, 
along, with any witness statement, must fill out an Accident Report Form.  If the accident 
is serious in nature a Comprehensive Accident Report (CAR) is to be filed.  
   
2.  ACCIDENT REPORT – TEACHER  

a.  A Comprehensive Accident Report must be filed within twenty-four hours of  
an accident’s occurrence.  See Secretary, for the form.  
 
b.  Submit to Payroll secretary a completed OP198 and OP 200 form  
 
c.   The form must be submitted to the payroll secretary, along with any witness  

statements for a teacher-related accident.  
   
3.  ADMINISTRATIVE ORGANIZATION  

a.  Role of the Principal  
i. Overall supervision and administration of the educational site.  

 
b.  Role of the Assistant Principal  

i. Overall supervision and administration to provide supervision of the  
academic, social, and behavioral progress of students.  
ii.   Provide instructional support, assistance in curriculum theme  
development and design, and disseminate curriculum materials.   
iii.  To improve instructional outcomes through formal and informal 
observations.  
iv.   Aide to the principal 

   
4.   ARRESTS & DISPOSITIONS– PURSUANT TO CHANCELLOR’S REGULATION (C-105)  

a.    It is your responsibility as a Department of Education employee to  
immediately notify the principal and notify the Office of Personnel Investigations  
in writing if you have been arrested (718-935-2471).  
 
b.   It is mandatory that you comply with this request. Failure to disclose an  
arrest can result in adverse employment consequences.  Termination of  
employment is possible.  
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5.   BELL SCHEDULE – 2013-2014  
Students should be in their seats at the start or the period. Students are dismissed at 
the end of the period. There must always bell-to-bell instruction. Teachers should ensure 
that students move quickly and efficiently to their next teaching period by monitoring 
the hallway during passing periods and encouraging students to enter classrooms 
quickly.    
   
 
 
6.   BOARD CONFIGURATIONS  

a.   The Do Now is a warm-up exercise that encourages students to begin the  
class properly and helps the class to prepare for the day’s lesson.  
 
b.  The Aim must be posted on the board.  It describes the teacher’s purpose for  

teaching the topic and provides the primary focus around which the  
subject matter in the lesson is organized.  

 
c.   The Aim describes the teacher’s purpose for teaching the topic.  Determining  
the Aim is the most professional, the most critical part of the planning process.  
The Aim is best elicited from the students, posed as a question, and revisited in  
the Summary of the lesson. The Aim must be clarified for the class early in the  
period.  
 
d.   Board work should:  

• Be written sequentially to encourage students to be organized.  
• Be written from left to right.  
• Include a daily homework assignment of not more than 30 

minutes.  The effectiveness of the day’s lesson will depend to a 
great degree on the quality of your homework assignments.  The 
work the students are asked to do at home will help with the 
subject background for the next day’s lesson.   

• Challenging homework assignments will stimulate classroom lessons 
and reinforce learning.  

 
 
7.   CELL PHONES  
CELL PHONES MAY NOT BE USED TO ACCEPT INCOMING PHONE CALLS OR TO 
MAKE OUTGOING PHONE CALLS DURING INSTRUCTIONAL PERIODS OR DURING 
PROFESSIONAL ACTIVITIES.  
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8.   CHANCELLOR’S REGULATION A-420  

a. Corporal punishment is any act of physical force upon a pupil for the purpose of 
i. punishing the pupil.  

 
b. Such term shall not mean the use of reasonable force to protect oneself from  

i. physical injury; to protect another pupil or teacher from injury; to 
protect the  

ii. property of school or of others; or to restrain or remove a pupil 
whose behavior 

iii. is interfering with the orderly exercise and performance of school 
functions; or if  

iv. that pupil has refused to comply with a request to refrain from 
further disruptive acts.  

c. No corporal punishment shall be inflicted in any of the public schools, nor  
i. punishment of any kind tending to cause excessive fear or physical 

or mental distress.  Violation of this bylaw constitutes grounds for 
dismissal.  
 

d. All allegations of corporal punishment by Department of Education employees  
i. must be reported immediately to the proper authorities.  

 
e. At the time of the communication, the supervisor will be advised as to how the 

i. investigation is to proceed from those authorities.  
   
9.   CHANCELLOR’S REGULATION A-421  

a.    Verbal punishment of students is prohibited.  Disruptive behavior by students 
must never be punished by the use of verbal abuse.  
 
b.    Verbal abuse is language that tends to cause fear or physical or mental 
distress; words denoting racial, ethnic, religious, gender, disability, or sexual 
orientation; threatens physical harm; or belittles or subjects students to ridicule.  
 
c.   All allegations of verbal abuse by Department of Education employees must be 
reported immediately to the proper authorities.  
 
d.   At the time of the communication, the supervisor will be advised as to how the 
investigation is to proceed from those authorities.  
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10.  CHANCELLOR’S REGULATIONS REMINDERS  
 

a.   No child may ever be used to render personal service for a teacher (e.g. a 
child may not be sent to the store, carry boxes, projectors …).  
 
b.    No business enterprise may be conducted on school property and staff 
members may make no unauthorized collections.  
 
c.     Children may not as a disciplinary measure be denied lunch, be placed in the 
hall, be told to stay home, be sent home without proper authorization, or have 
personal property destroyed or thrown away (parents must be provided with an 
opportunity to retrieve such property).  
 
d.   No personal mail may be posted at school expense.  
 
e.   No drug or medication is to be administered by a teacher or an unauthorized 
staff member.  
 
f.    No instructional machine or piece of equipment may ever be removed or 
borrowed from the school without permission and receipt from the principal (e.g. 
computers, musical instruments, videos, etc.).  
 
g.   Funds may not be solicited from children without authorization from the 
principal (see SPH#57).  
 
h.   No staff member leaving the school building from other than the main entrance 
may provide access to any person from “outside.”  Please ensure that the door is 
secured by slamming it shut.  

 
i.   No child may be sent home during the day without administrative 
authorization.  No parent may pick-up a student from class without office 
authorization.  
    

11.    COLLECTION OF STUDENT WORK  
a.    Assessment tool of the New York City Department of Education’s Promotion  

Standards.  
• As per the regulation of the chancellor A-501, teachers will use all 

available assessments – standardized tests, performance-based 
assessments, ongoing assessment of student work, teacher observation 
and professional judgment and attendance records as mechanisms to 
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improve classroom instruction and to provide parents with detailed 
information abut their child’s academic progress.  

• Teachers will maintain collections of student work that documents student 
progress toward meeting performance standards.  

b.   They are evidence of the students’ knowledge, skills and attitudes in the 
subject area and serves as the basis to examine effort, improvement, progress 
and achievement.  
 
c.    The collection of student work is a valuable tool in student assessment, which 
provides pupils with the opportunity to see their academic progress and which 
tells the stories of their learning.  
 
d.    Teachers are to initiate a collection of student work for each pupil.  
 
e.    The collection of student work folders is to be available to parents, 
guidance, SBST and the administration upon request.  

 
 
12.    COMMON PLANNING TIME  

• All teachers are expected to attend common planning time daily and on time.  
• All teachers are expected to participate in all activities, projects, workshops 

assigned by the supervisor  
• All teachers must sign the attendance sheet if not signed it will be assumed that 

you did not attend  
• Teachers that do not attend assigned common planning time may face 

disciplinary action in accordance with Article 7A6 of the UFT contract, all 
teachers must select a professional activity.   This SBO states that all HSGC 
teaching staff will be assigned to the professional activity of 4 days per week 
of common planning AND 1 day per week of school culture support chosen from 
the menu below. 

 
For the purposes of this SBO, Common Planning shall consist of: 

 
• 1 day per week of grade team common planning to 

o Look at student data  
o Focus on a specific student group for further analysis 
o Identify instructional techniques that will have positive influence on 

targeted groups 
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o Identify trends in the cohorts performance on Acuity/Performance Series 
literacy and mathematic assessments 

o Ensure that all students in the cohort accumulate 11 or more credits for the 
year 

• 2 days per week of departmental common planning  
o To develop unit and lesson plans based on state standards for rigorous 

content, performance, and student engagement 
o Create periodic assessments based on standards based tasks that 

regularly appear on state examinations 
o To use assessments to reveal necessary interventions; administer advance 

assessment to determine enrichment opportunities 
o To study rubrics and student work to come to an agreement on the 

interpretation of subject level standards and to guide teaching to 
accelerate student growth 

o Individual Online Course 

 
• 1 day per week of school wide PD  

 
13. PROFESSIONAL MENU ACTIVITIES – SPECIAL CIRCULAR 6R  

a.   The goal of this contractual provision is to relieve teachers of administrative 
duties enabling them to choose selected professional activities that will raise 
academic standards and promote student achievement, as well as address the 
educational needs of the school.  
 
b.   All teachers are required to select a menu item and fulfill the professional 
obligations of the menu item.  
 
c.   Teachers are required to submit to the principal an “Activity Evaluation 
Report”  

 
1 day per week of school culture support shall be selected from the following menu: 
 

• Menu items to choose from: Grant Writing/Fundraising Team, 
Attendance/Pupil Personnel Team, School Safety/Positive Behavior 
Intervention Team, Recruitment Team, College-Going-Culture Team (You 
are welcomed to join more than one team) 

• Due date for Circular 6 menu selection will be September 15, 2013 
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 14.    CONFIDENTIAL EMERGENCY CONTACT CARD  
Please complete a Confidential Emergency Contact Card and return it to Payroll 
secretary by September 7th.  All information will be held in the strictest confidence.  
   
 
15.   CONFLICTS OF INTEREST LAW   

a.     Teachers are prohibited from tutoring students in their own school and the 
siblings of those students for a fee.  
 
b.    Second jobs must be done on your own time.  
 
c.     Waivers are available, depending on circumstances.  Call the DOE Ethics 
Office (718) 935-5300 for information.  
 
d.    You may not use your official Board of Ed. position, confidential 
information, or Department of Education personnel or equipment to perform the 
job.  
 
e.   Department of Education employees are restricted from accepting gifts with 
a value of $50.00 or more from any person or firm doing business with the City 
of New York.  
 
f.     Student gifts are to be of minimal value (e.g. a “World’s Greatest 
Teacher” mug).  
 
g.    Department of Education employees are prohibited from engaging in post-
employment business with the Department of Education for one year.  
 
h.     Superiors and subordinates are prohibited from having any kind of 
financial relationship.  
 
i.      Being a public servant does not diminish your right to engage in political 
activity.  

• All activities must be performed on your own time.  
• You may not use Department of Education letterhead, equipment or 

personnel.  
• You may not coerce or induce fellow employees to participate or 

contribute by threat of their job or by promise of raise or promotion.  
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16.    COPY JOBS AND COPY MACHINES  

• Copy machines are available in the Teacher’s Workroom. Teachers are not 
allowed to use the copy machine in the Main office.  

• Full period exams should be approved by the Principal or Principal’s designee 
before copying.  

 
17.   COVERAGE ASSIGNMENTS  
 
Whenever a substitute teacher (per-diem sub or regular staff “coverage”) is assigned 
to teach the class of an absent pedagogue, a full period learning experience is to be 
presented to the entire class.  

a.     According to the UFT contract, Article 7N1 section 4, the unavailability of a 
teacher to cover a class constitutes an emergency.  It is recognized that, in such 
emergency, the principal has the responsibility to assign a teacher in the school 
to the class without regard to the program of the teacher so assigned.  
 
b.    Teachers assigned to cover a class are expected to meet the class at their 
regularly scheduled room.  The class may be taken to the covering teacher’s 
classroom or to another area of the building only with approval from the 
assistant principal, and then the covering teacher must leave a note on the door 
indicating where the class has been taken.  
 
c.    No class being covered is to be taken to the gym, library, or other 
classroom without prior approval from a supervisor.  
 
d.    If the absent teacher’s lesson plans are not available, the covering teacher 
is to present a basic lesson in his/her own area of specialty which would benefit 
the children in any class or grade.  For example: A viable current events lesson, 
a lesson on energy conservation, proper nutrition, basic computational skills, or a 
lesson on punctuation, grammar, spelling, etc. would be appropriate.  
 
e.    A class is not to be told to “do homework,” “play games,” or engage in any 
activity that is non-teacher directed or has no practical educational application.  

   
18.   CUTTING AND LATENESS TO CLASS  

a.    Lateness and cutting are closely related and in violation of the Chancellor’s 
Discipline Code #3 and #5.  
 
b.    Cutting involves missing the majority of an instructional period without the 
necessary permission and notification.  
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c.    Continued defiance of these rules may result in disciplinary action.  
 
d.    When a student arrives late to class – admit the child.  Do not send the 
child out of the classroom to obtain a late pass.  
 
e.    If it is necessary to detain a student please return them to class with a 
dated, signed, time-indicated pass.  
 
f.     Appropriate disciplinary action for lateness:  

• Verbal reprimand  
• Phone call to parent  
• Referral to the family para for continued unexcused lateness.  

   
19. DISCIPLINE, SAFETY AND WELFARE  
 

a.    Structure your classroom management so that you can teach and your 
students can learn.  Routine brings order.  First impressions are important – be 
structured and clear on the first day of school.  Be consistent in all classroom 
rules.  It is unprofessional to make threats to students such as:  you are going to 
be suspended; you are going to be left back; you are not to return to this class.  
 
b.   Positive reinforcement is the key to increasing good behavior.  
 
c.   Consequences must be fair and consistent every time a rule is broken.  
 
d.   Maintain an anecdotal record for professional reference.  Teachers should 
submit referral forms to document student behavior regularly to dean’s 
office.  Even if there is no immediate visible consequence teachers should 
continue to submit forms.  
 
e.    Model punctuality, preparedness, and a respectful demeanor.  First period 
classroom teachers are to be at their scheduled assignment, have the classroom 
door open, and to be ready to admit students at the beginning of the period.  
 
f.    Teacher-to-teacher classroom visits and teacher-to-teacher telephone calls 
are to be professional in nature.  Personal conversations are not to be held 
during instructional periods.  
 
g.   Students are to be dismissed promptly, to avoid congestion during passing.  
 
h.   Teachers should avoid keeping pupils after the end of the period.  
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i.    Teacher and staff should not allow students to stay with them when the 
students have a scheduled class or in other ways enable student infractions.  
 
j.   Students are to be encouraged to move quickly through the hallway and to 
go directly to their next assigned class.  
 
k.   Teachers are required to stand in the doorway to the classroom during 
passing and actively supervise traffic to ensure the safe and orderly movement 
of students.  
 
l.   All closets and files are to be locked. All handbags and valuables are to be 
kept under lock and key.  
 
m.   In case of an emergency dial “3283.”  or 1000 for School Safety. 
 
n.    Classroom door windows are to be unobstructed to allow for an unimpeded 
view of the room.  
 
o.   Students in classrooms must be under a teacher’s supervision at all times.  
   

20. DISRUPTIVE & VIOLENT STUDENTS/REMOVAL OF STUDENTS 
FROM CLASSROOMS BY TEACHERS – CHANCELLOR’S REGULATION 
A-443  
 

a.   A substantially disruptive* or violent** student may be removed from the 
classroom by the teacher when the student engages in behavior that is 
substantially disruptive to the educational process or substantially interferes with 
a teacher’s authority over the classroom.  

 
• Fighting should be reported immediately to the Deans Office, ext 

3213 or to the nearest School Safety Agent.  
• Theft and/or Weapons should be immediately reported to the Deans 

office. 
• Verbal threats should also be reported as above.  
• The teacher is to consult the Discipline Code for behavior infractions 

subject to students’ removal.  
• Prior to the removal of the student, the teacher must provide the 

student with an explanation of the basis for the removal and allow the 
student to present his/her version of the events.  

• The teacher must inform the principal/designee of the student’s 
removal and must submit a completed Student Removal Form (A-443, 
Appendix B) by the end of the school day.  
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• The student’s teachers must provide class work and homework during 
the removal period.  

• Students must be permitted to take or makeup any examinations 
administered during the removal period.  

• Save room will be scheduled as a regular class assignment, and will 
have generic skills enrichment lessons available for assignments.  

   
*Disruptive students are defined as those who are substantially disruptive of the educational 
process or who substantially interfere with a teacher’s authority in a classroom.  
 
** Violent students are defined as those who commit acts of violence against any school 
employee; who commit acts of violence on school property against any student or other person 
lawfully on school grounds; possess on school property a gun, knife, incendiary bomb, or other 
dangerous instrument capable of causing physical injury or death; threaten, on school property, to 
use any instrument that appears capable of causing physical injury or death; knowingly and 
intentionally damage or destroy the personal property of any person lawfully on school property; 
or knowingly or intentionally damage or destroy district property.  
   
NO STUDENTS SHOULD BE REMOVED FROM A CLASS UNLESS THEY ARE GOING 
TO BE A PHYSICAL DANGER TO THEMSELVES, OTHERS OR PROPERTY.  
                

b.   In the instance when the student’s presence in the classroom poses a 
continuing danger and presents and ongoing threat of disruption to the 
academic process, the student may be immediately removed.  The teacher is to 
provide such notification to the student and the opportunity to be heard within 
one school day of the removal.  
 
c.    The teacher is to ensure that the removed student is escorted from the room 
by:  in the instance of a disruptive student* - an assistant principal or principal, 
and in the instance of a violent student** - a school safety agent.  A removed 
student may not be placed in a hallway or be sent unescorted to an office as a 
result of misbehavior.  
 
d.    The principal/designee will confer with the teacher to review the 
circumstances leading to the removal and determine the professional, 
pedagogical and classroom management criteria and standards that were used 
in deciding that a removal was to be imposed.  At the time of this conference, 
all supporting documentation is to be presented to the principal/designee, such 
as:  

• Witness statements.  
• Must include the date and time of the statement collection, the person’s 

name, class if student, description of the incident, and signature of the 
witness. 
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• Additionally, the receiving teacher must sign each witness statement 
and note the date and time.  

• Anecdotal records.  
• Teacher’s logs, guidance referrals, PWC supports, parental 

communications, family conference notes, Student Intervention forms, 
collection of student work, etc. are part of the record.  

e.  The principal/designee, in consultation with the teacher, will determine if the 
period of removal will result in the student being removed from the classroom 
for a single period or for the entire day, for a total of four days.  

• In determining the number of days, consideration must be given to the 
student’s age, maturity, previous disciplinary record, and the 
circumstances surrounding the incident.  If applicable, the student’s IEP, 
behavioral intervention plan, or 504-accommodation plan is to be 
considered.  

• For students with disabilities, the principal shall determine the number 
of day’s exclusion from the student’s current educational program in 
order to determine additional IDEA requirements.   

f.    The determination to set aside a student removal may be made at any 
point following notification to the principal/designee of the removal.  In no 
event shall the determination be made later than the third school day following 
the removal.  A student removal shall be set aside if the principal/designee 
determines that:  

• The facts do not support a conclusion that the student committed the 
act or that the act substantially disrupted the class or substantially 
interfered with the teacher’s authority over the classroom.  

• The removal violates the law.  
• The behavior warrants a suspension and a suspension will be imposed.  

g.    Upon a parent’s request, a conference must be held within two (2) school 
days of the student’s removal.  

• The principal/designee shall provide an explanation of the basis of 
the removal and allow the student/parent to present his/her version 
of the events.  

• Where deemed appropriate by the principal/designee, the teacher 
and other staff will participate in the conference to discuss the incident 
and to recommend appropriate intervention strategies.  

h.    The principal/designee must track the number of days and number of 
removals for each student utilizing the ATS system.  
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i.  After any teacher removes a student from any classroom three times during a 
semester, a principal’s suspension must be sought if the student engages in 
subsequent behavior that would otherwise result in a removal.  Principal 
suspension decisions will be determined in accordance with DOE mandates and 
cannot exceed an aggregate of ten (10) school days in a school year.  

   
 
21.  EDUCATIONALLY RELATED SUPPORT SERVICES (ERSS)  
 

a.   Provides short-term, non-career counseling services to students and consultant 
services to families and school personnel.  
 
b.   ERSS is an overall initiative to provide students who are at-risk of referral to 
special education.  The at-risk student is one who, without these supplementary 
services would be referred to special education.  
 
c.    Various types of supplementary services (e.g. individual and/or group 
counseling) are available.  
 
d.   ERSS counseling can support students through a difficult period (e.g. divorce, 
death of a parent, illness, etc).  
 
e.   Referrals can be made by seeing the PWC social worker or by dropping a 
note in his/her mailbox with the child’s name, class, teacher’s name and the 
reason for the referral.  

    
 
22.    FACULTY MEETINGS  

a.    Faculty meetings are held every first Monday of each month after the 
students last instructional period of the day.  These conference dates and times 
will be listed in the school calendar.  

• Any pedagogue who has a viable reason for non-attendance and 
provides the Principal with due notice may be excused.  

• When absent, see the principal’s secretary to receive any handouts, notes 
that were given during the meeting.  

• Staff is reminded not to register for any course on Mondays, as 
attendance at Faculty meetings is a professional responsibility.  

   
Attendance at faculty conferences is a contractual obligation. Everyone is expected 
to attend. No personal day should be taken on those days.  
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23.   HOMEWORK  
a.    Homework reinforces learning, develops the habit of independent study, 
enriches the curriculum and helps students to budget their leisure time.  
 
b.    Fifteen to thirty minutes of homework, per subject, is to be assigned daily.  
 
c.    Students will conscientiously complete their homework if assignments are 
reviewed and corrected the next day, evaluated and assessed by the teacher.  
 
d.  Though class time should be allocated to the explanation and modeling of 
homework assignments, homework assignments are to be completed at home.  
 
e.   It is recommended that homework assignments be numbered and signed by 
the parent.  
 
f.   Students are to make up all missed homework.  
 
g.  Winter recess assignments (e.g. educational projects, a research paper, the 
reading of a literary title, etc.) are to be distributed 3-5 school days before the 
break.  This consideration will afford students with travel plans ample 
opportunity to gather the needed instructional materials in advance of their 
departure.  

   
24.  INDICATORS OF A SUCCESSFUL CLASSROOM ORGANIZATION  

 
a.   Bulletin boards are to be decorated with students’ work by the third week of 
the semester, and are to display current, standards setting and standards 
labeled student work.  Posted work serves to:  

 

• Decorate the room  
• Build self-esteem and personal pride in the educational environment  
• Highlight exemplary student work  
• Serve as a “clearing house” for students’ contributions  
• All papers, postings, drawings, etc. are to be affixed to the bulletin 

boards.  
• Any work found taped to painted wall surfaces will be removed  

 

b.    Student behavior/student involvement/time on task.  
 
c.     Innovative curriculum and lesson planning.  
 
d.    Evidence of a variety of assessment methods.  
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e.    A positive classroom atmosphere.  
 
f.     Varied and appropriate selections of educational materials  
 
g.    Teachers are to ensure an expedient and safe class dismissal of all students 
at the bell by providing direct supervision  
 
h.   Teachers are to direct students to pick up papers from the floor and 
straighten the desks and chairs before exiting the room.  
 
i.    No passes are to be issued during the first and last 10 minutes of each 
period.   Only one student is to be out on a pass.   
 
j.    Classroom lights should be on to provide sufficient lighting.  
 
k.    Classroom door windows must remain unobstructed at all times.  

   
25.   IN-HOUSE SUSPENSION PROGRAM  

a.  Students will be placed in this program based on the standards set forth in 
the Department of Education of the City of New York Discipline Code.  
 
b.  Students identified for the component will be provided with a more 
structured and restricted learning environment, in a self-contained classroom, 
and with a smaller teacher-student ratio.  
 
c.   The Dean will notify parents/guardians by telephone and in writing of their 
child’s placement in this program.  
 
d.   Students placed in the program will receive instruction consistent with current 
class placement and will be provided with an ongoing assignment.  
 
e.   Subject teachers will provide current classroom and homework assignments.  
 
f.   Lunch will be made available to each student within the self-contained 
classroom.  
 

f. Students will be placed in the program for a maximum of four days at a time.  
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  26.  INTERNET USAGE POLICY  
 

a.   The purpose of access to or use of the Internet through DOE connections or 
equipment is solely educational.  Therefore, anyone who utilizes the DOE connection 
must foster that purpose by using Internet resources only for educational purposes 
and in an appropriate and legal manner.  
 
b.  All persons accessing or using the Internet through DOE connections or 
equipment, whether from a DOE location or from a remote location using DOE 
hardware, software, and/or accounts, are prohibited from using such connections or 
equipment for other than educational purposes.  
 
c.    All classroom computers have filtered Internet access.  If students do access 
sexually explicit or other objectionable material the teacher is responsible to give 
the offending URL (web address) to the dean so the site may be filtered.  
 
d.   HSGC computers may only be used for academic, professional purposes.  
 
e.   Classroom websites must be hosted through the DOE’s website.  
 
f.    All material to be posted is to be given to the tech coordinator.  Remember, 
parental permission to post any student work must be on record.  
 
g.   Users have no expectation of privacy in their Internet use.  
 
h.   The LAUP governs all electronic activity, including e-mail and access to the 
Internet.  
 
i.    Parental consent is required to disclose any student information on the Internet. 
 
j.    Filters have been installed in an attempt to block user access to inappropriate 
and/or harmful material on the Internet.  
 
k.   Use of web pages for commercial, religious or political purposes is prohibited.  
 
l.    All district, school, teachers, staff, students and extracurricular organization web 
pages must be hosted on Department of Education servers.  
 
m.   Incidental personal use of the Internet by employees is permissible during duty-
free time. 
 
n.    The full document is on the DOE web page.  The address is 
www.nycenet.edu/oit.  
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o.    Every employee of the Department of Education is responsible for following all 
regulations contained in the LAUP.  

   
27.  INVENTORIES  
 

a.    Every teacher is responsible for the equipment, materials, and textbooks used 
in their classroom and distributed to students.  
 
b.    Students are to be instructed in the proper use and care of all room 
equipment.  
 
c.    Teachers are to examine their classroom equipment (e.g., television, computer, 
microscope, etc.) to ensure that all equipment inventories are engraved.  The 
AP/department is to be notified if any equipment engraving is required.  
 
d.     Immediately notify the AP/department of any lost or stolen equipment.  
 
e.     Lost textbooks (i.e. title, author, ISBN#, and inventory #) are to be reported to 
the assistant principal.  

 
28. KEYS  
 

a.    The secretary collects key sets on the last day of school or final day of 
employment at HSGC.  
 
b.    Lost keys must be reported immediately to the secretary.  Teachers must pay 
for the cost of the replacement key.  
 
c.     Teachers are required to keep their keys with them at all times during the 
school day to avoid losing them.  
 
d.     Teachers are not to give keys to any student under any circumstances.  

   
29.  LADDER OF REFERRAL  
 
Referrals are to be made only after the student’s teacher has exhausted all 
professional possibilities of the ladder of referral.  The following procedural hierarchy 
is to be followed in the event a teacher must initiate some disciplinary procedure:  

a.      Teacher speaks with child.  
 
b.      Teacher contacts parent by phone and/or in writing. Parent coordinator 
referral.  
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c.      Teacher meets with parent.  A log is to be maintained of all parental contacts.  
 
d.      Teacher refers student to support services provider – guidance, PWC, pupil 
personnel committee.  
 
f.      Teacher refers student to dean’s office.  

 
* Pre suspension hearings are to be held with the dean, the teacher, 
guidance, PWC (as needed), parent and student  
 
**Suspension conferences are to be held with the principal or principal’s 
designee, guidance counselor, parent and student.  

   
30.  LAVATORIES  
 

a.    Students are not permitted to leave the room without the official room pass.  
 
b.    Only one student may use the bathroom facilities at a time.  
 
c.    Passes may not be issued during the first 10 minutes and the last 10 minutes of 
a period.  
 
d.   Bathroom passes are not to be issued the period before or the period after the 
class’ lunch period.  
 
e.   Teachers are to be alert in determining and be sensitive to the granting of 
emergency requests.  

   
31.  LEARNING OR WORKPLACE DISCRIMINATION/HARASSMENT  
 

a.    It is unlawful to discriminate on the basis of race, color, creed, religion, national 
origin, alienate, citizenship status, gender, age, marital status, disability, prior 
record or arrest or conviction and sexual orientation.  
 
b.    All Department of Education employees and students are to enjoy a 
working/learning environment free of discrimination, harassment, retaliation and/or 
intimidation.  
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32.   LESSON PLANNING  
a.   Chancellor’s Special Circular No. 28, 1990-91, states, “Planning by teachers is 
a critical element in the education of our students.  This planning provides a 
blueprint for such educational priorities as the implementation of curriculum, the 
development of long and short term expectations for student learning, the 
integration of subject areas, monitoring of pupil progress and modifications of 
strategies and objectives based upon student performance and need.”  
 
b.   Effective classroom instruction requires a well-developed, carefully prepared 
lesson plan for every class period.  Proper planning is a key element in the 
successful completion of any important task.  This is especially true in the education 
of students.  
 
c.   Teachers are responsible to maintain lesson plans reflective of this circular.  The 
development of these plans by and for the use of the teacher is a professional 
responsibility vital to teaching.  Lesson plans are road maps for professional 
effectiveness and academic success.  “Lesson planning is recognized to be a vehicle 
for furthering professional outcomes and a way of enhancing professional 
development.”  
 
d.   Supervisors may suggest but not require a particular format with respect to 
lesson plans where a teacher has demonstrated satisfactory teaching.  However, 
where there is evidence that a teacher needs assistance or as part of a program to 
improve deficiencies, a supervisor, on an individual basis, may require a certain 
format or organization until those deficiencies are corrected.  
 
e.  Each teacher has a professional responsibility to prepare a written 
plan.  Teachers are to plan in ways that will help them help their students and these 
plans are to be evident in the classroom and be made available to a supervisor, if 
asked.  
 
f.  Lesson plans are to reflect the Chancellor’s Performance Standards.  
 
g. Assistant Principal Supervision and the Principal have the right to collect and 
review lesson plans at any time.  
 
h.  Each teacher shall have on file with the secretary three lesson plans in the event 
of the teacher’s absence or is at an attendance or on trip.  
 
i.  Each teacher has a responsibility to update this file, as needed.  
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33.  LOST AND FOUND  
a.  The Lost and Found is located the Main office.  Students and staff are requested 
to bring found articles to this office.  
 
b.   Keys, eyeglasses and valuables should be taken to the main office.  

   
34.   MAINTAINING A PROFESSIONAL DEMEANOR  

a.   Determine and establish the tone of a classroom.  
 
b.   Organize the approach to classroom learning, use effective classroom 
management skills, and pace the curriculum.  
 
c.   Motivate students to be continually engaged in learning activities.  
 
d.   Be a role model – speak courteously to any speaker.  
 
e.   Consider students’ feelings and their right to privacy when you provide counsel.  
 
f.    Help students thrive on achievement with appreciation and recognition.  
 
g.   Refrain from making public statements regarding the students’ academic 
standing, test results, personal or family history, etc.  
 
h.   Mete out authority with a positive philosophy and a professional approach, 
while maintaining a genuine regard and concern for students.  
 
i.   Refrain from using corporal or verbal punishment at all times.  (Refer to 
Chancellor’s Regulation A-420 and A-410a (SPH#10 and SPJ#11).  

 
 
35.   NOTIFICATION TO PARENTS  
 

a.   It is the responsibility of subject teachers to notify parents every two weeks 
during each marking period when the student:  

• Fails to complete homework assignments.  
• Fails to show satisfactory behavior and/or attitude in class.  
• Fails to attend class on a regular basis.  
• Achieves failing scores on class tests, projects, etc.  
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b.   Parents should be contacted by telephone, letter or progress report and 
advised of any situation that may result in their child’s receiving a failing grade for 
the marking period.  Such notification must be made early during each marking 
period and should be continued during the marking period.  Notification, where at 
all possible, should be done by telephone.  The teacher should maintain a record, 
including the date and the name of the person reached.  

 
c.   Failing marking period grades are not to be assigned for any marking period 
unless such notification has been made to the parents early enough during the 
marking period so that the parent and child could correct the condition leading to 
failure.  
 
d.   It is also very effective to call parents with positive comments – the child has 
shown improvement, the child has done something very positive, etc.  

   
36.   OBSERVATIONS  
 

a.    Observations will begin in September and will focus on the following 
instructional priorities/teacher competencies from the Danielson Framework for 
Teaching: 

• 1c. Setting Instructional Outcomes 
• 1e. Designing Coherent Instruction 
• 1f. Designing Student Assessments 
• 2b. Establishing a Culture for Learning 
• 2d. Managing Student Behavior 
• 3b. Using Questioning and Discussion Techniques 
• 3c. Engaging Students in Learning 
• 3d. Using Assessments in Instruction 
• 4a. Reflecting on Teaching 

ARIS Learn provides resources to support understanding and development of these nine 
competencies. 

   
37.     PARTIES IN SCHOOL  

a.     Student parties are permitted with prior approval of the principal.  
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38.    PERSONAL BUSINESS ABSENCES  
a.    An OP198 is to be submitted when appropriate as well as an OP201  
 
b.    Days off for personal business (two of the three days may be used for the 
care of an ill family member) are intended to be used only for personal business 
which cannot be conducted on other than a school day and during other than school 
hours.  A written request is to be submitted to the principal for consideration prior 
to the date.  Excessive absence (over 10 days) may result in a “U” rating.  Personal 
business absences are included in this number.  
 
c.   Religious absence must be completed and submitted for the principal’s approval 
ten business days prior to the date requested.  Religious observance is subject to 
deduction approximating one day’s pay for each day granted.  

 
 
39.   PREPARATION PERIODS  

a.    Preparation periods shall be used for unassigned professional work.  
 
b.    This time shall be used for professional, job-related work.  Teachers are 
expected to utilize their professional preparation time in such a manner as to 
enable them to further their professional work for the purpose of their greater 
classroom effectiveness, be available for parents, professional staff development, 
etc.  
 
c.   Please note:  Staff should not leave the building unless during his/her 
lunchtime.    
  

 
40.  PUPIL PERSONNEL COMMITTEE  
 

a.   The Pupil Personnel Committee (PPC) is a standing committee.  The PPC uses a 
non-judgmental, collaborative and confidential approach to review and evaluate 
the needs of specific students who are not demonstrating success in their current 
educational program.  
 
b.   The PPC uses a multi-disciplinary approach to examine why an individual 
student is demonstrating significant academic social or physical needs and then 
develops supportive strategies and interventions.  Teachers are strongly 
encouraged to submit referrals to PPC members.  
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c.    PPC referral process:  
• The teacher identifies a significant problem.  
• The teacher submits a 1-page referral to a PPC member.  
• A PPC member presents the case to the committee.  
• Appropriate interventions are initiated.  
• A PPC member provides feedback to the referring teacher.  

d.    The Least Restrictive Environment Committee (LRE) is a subcommittee of the 
Pupil Personnel Committee.  The first and foremost function of the LRE committee is 
to ensure that special education services are made available in the least restrictive 
setting in which services can be useful in allowing a disabled student to succeed  

 
  41.  REPORTING SCHOOL RELATED CRIMES COMMITTED BY 
STUDENTS AND SUSPECTED CHILD ABUSE  
 

a.   In all cases where school staff have been provided with information or an 
allegation that a school related crime which poses a danger to students, staff or the 
school community has been committed by a student, they shall immediately notify 
the principal or dean.  The principal/dean shall notify the police, the ranking 
Division of School Safety representative in the building, the superintendent and 
parent.  
 
b.  In all cases where school staff has a reasonable suspicion that a student is a 
victim of child abuse, maltreatment or neglect by a parent, a person responsible for 
the child’s care, or a person regularly or continually found in the child’s household, 
school staff must immediately report the suspicion to the principal/ guidance 
counselors.  
 
c.    An immediate report must be made to the New York Central State Register for  
Child Abuse and Maltreatment (800-635-1522).  If a child’s abuse is by a person 
other than an individual specified above, the principal/assistant principal of 
guidance should contact the student’s parent and the police.   
Compliance with the procedures set forth is mandatory.  The knowing failure to 
comply with these procedures may result in disciplinary action including dismissal 
from employment.  
 
d.   All Department of Education employees are MANDATED REPORTERS.  The 
knowing failure to comply with these procedures or delay to comply with these 
procedures may result in disciplinary action including dismissal from employment.  
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42.   REQUEST FOR FUNDS AND COLLECTIONS OF MONEY  
a.    Prior administrative approval must be received from the principal/designee 
before completing a Request for Funds form.  
 
b.    If you wish to be reimbursed for material that cannot be purchased with our 
district allotment, please see the secretary for a “Request for Funds” form and a 
tax-exempt letter.  Staff cannot be reimbursed for taxes.                 
 
c.     A paid receipt must be submitted with the form (tax excluded).  
 
d.     Collection of monies from students  

 
• As provided in the Chancellor’s regulations and the Standard Operating 

Procedures Manual, no member of staff is permitted to collect any monies 
from students without prior authorization and approval from the principal,  

• All monies collected must be immediately deposited with our school 
treasurer, or AP.  Monies are not to be held for more than one day, and 
are to be placed in the vault for safekeeping.  

• No teacher or staff member may retain monies collected from students 
for activities, trips, etc.  

• See AP for a written letter of authorization to collect money on behalf of 
the school.  

   
43.   PARENT/TEACHER CONFERENCES  
 

a.   Parent-Teacher conference discussions are to be constructive and are to be 
based on students’ performance histories, anecdotal records, intervention forms 
and collection of student work.  
 
b.   Collection of student work is to be available for parent review.  
 
c.   Respect and sensitivity of parents’ diversity and an awareness of students’ 
family circumstances will improve communication and home/school relationships. 
See online calendar for the dates of Parent Teacher Conferences. 
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44.  SCHOOL LEADERSHIP TEAM  
 

a.   The Chancellor’s Plan for School Leadership Teams provides for teams of 
parents, teachers, other school staff and often students, to work constructively 
together in developing an effective educational vision for the school.  
 
b.    The fundamental responsibility of the HSGC Leadership Team is to create the 
school’s Comprehensive Educational Plan (CEP), including annual goals and 
objectives, and the development of a school-based budget and staffing plan 
aligned with the CEP.  
 
c.    To ensure that all members of the school community have the opportunity to 
participate, all team members are to be elected by their own constituency group 
in a way that is public, broadly advertised and perceived as fair and unbiased by 
the constituency.  
 
d.   Annual School Leadership Team pedagogue elections will take place each 
year in September.  
 
e.   The role of a team member is significant.  Every member must be a leader, 
take on the responsibility of attending all scheduled meetings, exercise good 
judgment in all decision making, and do whatever it takes to ensure that all 
planning and budgetary deadlines are met.  
 
f.    At least 50% of the teams must be comprised of the parent community.  

   
45.   SEXUAL MISCONDUCT – CHANCELLOR’S MEMORANDUM  

 
a.    Every employee and officer of the Department of Education has an 
affirmative obligation to immediately report to the Special Commissioner of 
Investigation for the New York City School District (212-510-1400), and any 
information concerning sexual misconduct involving students by Department of 
Education Officers, employee or others connected with school programs or services, 
such as volunteers.  This obligation extends to sexual misconduct on and off school 
premises; moreover, employees and officers are required to make this report 
regardless of the source of the information whether it comes from a student, parent 
or staff member.  
 
b.    The knowing failure of an employee or officer to report sexual misconduct 
may result in disciplinary action including removal from employment or office.  Any 
employee or officer who knowingly and intentionally makes a false report of 
sexual misconduct may be subject to disciplinary action, including removal from 
office or employment.  
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46.   SMOKING  

a.    HSGC is a smoke-free environment and smoking is prohibited on school 
grounds in accordance with New York State and New York City law.  
 
b.    Do not smoke at the main entrance or any other exit door – it sends a poor 
message to our students.   

 
47.   STAFF DEVELOPMENT/PROFESSIONAL MEETINGS  

a.   Pedagogues scheduled to attend any staff development; professional 
meetings or school trips are to submit lesson plans for their subject classes two days 
prior to the conference (any additional instructions or pertinent materials may be 
attached) to their department supervisor.  
 
b.   Form OP 201 must be completed prior to the date of event, with a copy of the 
conference or meeting notice attached.  

   
48.   STUDENT ATTENDANCE  

a.    Teachers are to pick-up attendance folder in the main office upon arrival 
before their session begins.  
 
b.    The ATS roster is a legal document and must be completed by the teacher. 
The ATS roster must be signed in blue or black ink, only. A teacher’s signature 
certifies the correctness of the ATS roster. By failing to mark a student absent, the 
teacher is legally certifying the student is present for the day.  

• Absence notes are to be placed in the ATS roster folder by the period 3 
teacher.  

• Any discrepancy must be investigated immediately (e.g. student who is 
not listed on class roster  

• Period attendance is to be taken on the ATS section sheet.  These sheets 
are to be taken to the family para in room 201A.  

c.    Daily attendance will be collected during 3rd period EVERYDAY  
   
49.   STUDENT CUMULATIVE RECORD FOLDERS  
 

a.   To ensure the proper maintenance of the students’ cumulative folders, a form is 
posted in the Guidance Office.  
 
b.   Staff members are required to note the date, write the name of the person 
obtaining the record, the student’s class and the date the cumulative folder was 
returned.  
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50.  STUDENT PASS PROCEDURES  
 

a.   Students may leave the classroom only with an official room-specific pass or a 
teacher issued written pass. If written, it must be dated, with the time and the 
teacher’s signature.  
 
b.   Only one student may be out on a pass at a time.  
 
c.    Limit the use of the pass.  School tone is maintained by our collaborative 
efforts.  
 
d.   No passes are to be issued during the first and last 10 minutes of a 
period.  Exceptions are to be made only for a medical emergency.  
 
e.   Report stolen or lost passes immediately to the dean.  

   
51.   STUDENT’S PHYSICAL AND EMOTIONAL PROGRESS  

a.   Take note of students’ lateness and absence.  
 
b.   Alert guidance counselor of a family death or other crisis.  
 
c.    Check the children’s physical and emotional condition each day.  
 
d.   Notify the AP, guidance counselor, PWC or Pupil Personnel Committee of any 
academic, social or behavioral concerns.  

   
52.   STUDENT RECORDS – ACCESS AND DISCLOSURE  

a.   Personal information – student’s name, name of the student’s parent or other 
family members, address of the student or student’s family, the student’s social 
security number or student identification number and personal characteristics of the 
student or the student’s family is confidential information.  
 
b.   The student’s current teacher must have a specific, educationally legitimate 
reason to access student records.  No other staff member may do so without 
written permission from the principal.  
 
c.   No personally identifiable student information may be released to non-school 
agencies or individuals, e.g. school safety agents, another student’s parent, the 
NYPD, etc.  
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53. STUDENT SUPPORT INTERVENTIONS  
 

a.    Instructional and support interventions are to be provided to at-risk students 
who are not meeting the promotion standards.  
 
b.   Are provided by teachers in collaboration with appropriate school-based 
staff.  
 
c.   To be documented.  
 
d.   To be shared with parents in an effort to help them be active partners in the 
education of their children.  
 
e.    Designed to help students accomplish the learning goals set for them.  
 
f.     To include spiraling homework assignments, extra homework and/or projects, 
supplemental textbook/workbook/resource materials, manipulatives, a weekly 
review period of instruction, a study buddy/tutor, an academic/behavior sheet, 
alternative assessment opportunities, home-school communications (e.g. mid-point 
progress reports, phone calls, letters, etc.), a study schedule, family conferences 
and guidance/PWC interventions.  
 
g.  Students who are achieving below a 55 at any point in the marking period 
must be provided concurrent credit recovery, so that the student doesn’t have to 
wait until he/she fails to get the help that they need. 

   
54.  STUDENT-TO STUDENT SEXUAL HARASSMENT  
 

a.   Student-to-student sexual harassment is conduct and/or communication by a 
student directed against another student.  
 
b.   Sexually harassing behavior may take many forms, including but not limited to 
engaging in physical conduct of a sexual nature, making sexual comments, 
displaying or distributing sexually oriented pictures, making obscene gestures, 
pressuring for sexual activity, spreading rumors of a sexual nature and engaging 
in sexually violent or coercive behavior.  

   
55.   TEACHERS’ ATTENDANCE  

a.   Excessive absences (over 10 days) can result in a “U” rating.  Personal business 
absences are included in this number.  
 
b.   A pattern of excessive teacher absence is disruptive to the school program, 
places a burden on colleagues and is injurious to students’ education.  
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c.    Planning for teacher absence:  
• Pedagogues are to submit to the secretary a folder containing three 

subject related, grade appropriate lesson plans, (e.g. if you teach two 
preps you are to submit three lesson plans for each prep). Please see the 
school calendar for the due date of the absentee lesson plans.  

d.   Every teacher is to move his/her time card from Out to In when arriving, but if 
you are late, you must punch in your card. At 8:05 you are late. Please move your 
card from In to out when leaving.  
 
e.   Any teacher who leaves early, must punch in his/her card. Even if it was 
approved.  

   
56.  TEACHER’S CHOICE (when applicable) 

a.    Funds are provided to each teacher to acquire materials for classroom use, as 
per outlined in the program’s guidelines.  
 
b.    Payroll secretary, can assist you with forms and answer your questions.  
 
c.     Each teacher will receive a teacher’s choice money to be accounted for with 
proof of valid receipts.  
 
d.    “Teacher’s Choice” materials belong to the school and must be used for 
school-related activities.  
 
e.     These materials are to remain in the school in the event that you leave.  

   
57.   TEACHERS’ COMPUTERS  

a. To assist teachers in their professional efforts, computers are available in the 
Teacher’s workrooms.  
 
b. If a teacher signs out a laptop, a waiver must be completed and held on file by 
the Tech Coordinator and the laptop becomes the sole physical and financial 
responsibility of the teacher. Any loss/stolen laptops must be reported 
immediately.  The teacher must file a police report for the lost/stolen item. 

   
58.  TEACHER VOLUNTEERS  

Teachers who wish to volunteer for coverages should see the payroll secretary.  
   
59.   TELEPHONES  

a.   Telephones are to be used for official school business only.  
b.   Telephone directories are available in the main office.  
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60.    TESTING POLICY  

a.    Tests are important instruments of student evaluation.  They demonstrate the 
students’ understanding and mastery of the subject.  
 
b.   Students are to be given ample notice of a test to study for success.  
 
c.   For a test to have real value, the questions and answers are to be reviewed 
so students can learn from their mistakes.  
 
d.   It is suggested that all tests, quizzes, reports and project grades be signed 
by a parent/guardian.  
 
e.   Make up examinations are to be administered to students absent from 
instruction (i.e. due to illness, field trips, performances, court appearance, 
religious observance, etc.) in a timely manner.  

 
61.   TEXTBOOKS  

a.    Textbooks are to be distributed to the students as soon as possible.  
 
b.    All staff members should use the approved book receipt form.  

 
c.     Students are to be urged and reminded to cover all textbooks to help 
maintain them in proper condition.  
 
d.    Students are to be held financially accountable for lost books.  See the 
department supervisor for text replacement costs.  
 
e.    The parent of any student who fails to pay for a lost text must be notified 
within five business days.  

   
62.   TIMEKEEPING PROCEDURES  
The Department of Education mandates that payroll/timekeeping controls be in 
effect.  The school’s plan must include a method of recording actual time served by 
staff members; certification by either the principal/designee of time served; and a 
method for determining who is absent or late so as to arrange for coverages, 
emergency communications, etc.  

a.   Each UFT and CSA member must move their timecard from the out to in side 
upon arrival.  
 
b.   Each DC37 member must clock in and clock out upon arrival and departure 
daily.  
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c.   Staff members who know of an absence prior to the event (i.e., trips, 
meetings, graduations, etc) must write their name, department, and periods 
needed to be covered. The calendar book is located in the general office near 
the switchboard.  

   
63.   TRIP PROCEDURES  

a.  Complete and submit a Request for Trip Approval Form.  The form should be 
submitted not less than four weeks prior to the date of the trip.  
 
b.   The assistant principal of your subject area must sign the form prior to 
submission to the principal for signature.  
 
c.    No trips will be approved for citywide testing dates.  Every effort is to be 
made to arrange all class trips before May 1, 2010.  
 
d.   Permission slips must be on file for all students.  
 
e.   For every school trip there must be a minimum of one adult (including 
parent) to every twenty (20) students.  The teacher in charge should have the 
appropriate contact information for each child.  
 
f.   Any unusual occurrence on the trip must be reported immediately to the 
principal.  Such notification is to be made from the trip (i.e. lost or injured child, 
dangerous or illegal activity) or upon return to school (i.e. problem with 
reservations, quality of presentation).  
   

64.    UNIFORM GRADING POLICY  
a.   Teacher will follow the school’s standardized grading policy.  

   
65.  VIEWING OF VIDEOTAPES / DVD’S  

a.    No “R”, “NC-17”, or “X” rated movies are to be shown at any time.  
b.    Any teacher wishing to show any videotape or movie that is not Department 
of Education approved must request and receive written administrative 
permission for that specific tape or movie.  
 
c.    Videotapes or DVD’s are to be educationally appropriate to your subject 
matter and the day’s lesson plan.  
 
d.   Videotape or DVD’s presentations are to augment, not supplant, the subject 
specialist’s classroom instruction.  
 
e.   The title and subject of the videotape or DVD is to be noted in the day’s 
lesson plan and be relevant to the lesson’s instructional objective.   
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LADDER OF REFERRAL FOR DISCIPLINE SITUATIONS 
	  

 
 

 

 
This ladder of referral divides incidents into three categories: minor incidents that do not require removal of a student(s) from the 
classroom; minor incidents that require the removal of student(s) from the classroom; and major incidents that require the removal 
of student(s) from the classroom.  Removal of student(s) from a classroom is justified if the student(s) cause such disruption as to 
make instruction impossible.  
  

MINOR INCIDENTS THAT DO NOT REQUIRE REMOVAL OF STUDENT(S) FROM THE CLASSROOM 
  

• Teacher completes the student referral form and submits it to the Discipline Center (Room 201) or places it in the Dean’s 
mailbox.  

• The Dean will implement appropriate follow-up actions and determines appropriate consequences.  
• One copy of the form will go into the student file, another will go to the guidance counselor and the third will be returned 

to the teacher with the results of the Dean’s actions.  

  
MINOR INCIDENTS THAT REQUIRE REMOVAL OF STUDENT(S) FROM THE CLASSROOM 

  
• If the incident involves an individual student, the teacher calls the Discipline Center (x2014) to  have the student escorted 

from the classroom.  The teacher completes the Student Referral Form once the class has concluded and submits the form 
to the Discipline Center.  

• If multiple students are involved, the teacher calls the Discipline Center (x2014) to have the students escorted from the 
classroom.  The teacher completes the yellow Student Referral Form once the class has concluded and submits the form to 
the Discipline Center.  

• Discipline Team determines consequences as well as additional follow-up including counseling with guidance counselor.  
Removals from class merit a minimum consequence of a detention.  Students removed from class three times during the 
course of a term are assigned a suspension.  

• If necessary, OORS incident report is entered by a Discipline Team member.  
• One copy of the form will go into the student file, another will go to the guidance counselor, the third will be returned to 

the teacher with the results of the Dean’s actions.  

  
MAJOR INCIDENT THAT REQUIRES REMOVAL OF STUDENT(S) FROM THE CLASSROOM 

  
• Teacher calls Discipline Team (x3213 OR 3212) and/or School Safety (x1000) and requests assistance.  Teacher explains 

incident to Discipline Team and/or School Safety as student is removed from class.  The teacher completes the Student 
Referral Form and possibly an OORS Incident Form once the class has concluded and submits the form to the Discipline 
Center.  

• One copy of the form will go into the student file, another will go to the advisory teacher and the third will be returned to 
the teacher with the results of the Dean’s actions.  
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CITYWIDE DISCIPLINE STANDARDS 
 
 
 
 
 

 
 
The New York City Department of Education is committed to ensuring that our schools 
provide a safe and orderly environment in which teaching and learning take place each 
day. Safe, supportive school environments depend on students, staff and parents 
demonstrating mutual respect. The Office of School and Youth Development works with the 
Integrated Service Centers' Safety Administrators and directly with schools to provide a 
range of supports to establish and maintain safe and orderly schools and to promote 
positive school climate and culture. 
 

All members of the school community - students, staff and parents - must know and 
understand the standards of behavior which all students are expected to live up to 
and the consequences if these standard are not met. The citywide standard of Discipline 
and Intervention Measures (The Discipline Code) provides a comprehensive description of 
unacceptable behavior and consequences, including incidents involving drugs or weapons. 
The code applies to all students, including those with disabilities. The Discipline Code is 
updated each year, distributed to all students and can be downloaded in English or eight 
other languages. 
 

PROMOTING POSITIVE STUDENT BEHAVIOR 
Each school is expected to promote a positive school climate and culture that provides 
students with a supportive environment in which to grow both academically and socially. 
Schools are expected to take a proactive role in nurturing students’ pro-social behavior by 
providing them with a range of positive behavioral supports as well as meaningful 
opportunities for social emotional learning. Effective social emotional learning helps 
students develop fundamental skills for life effectiveness, including: recognizing and 
managing emotions; developing caring and concern for others; establishing positive 
relationships; making responsible decisions; and handling challenging situations 
constructively and ethically. Such skills help prevent negative behaviors and the 
disciplinary consequences that result when students do not live up to behavioral standards. 
Student engagement is also integral to creating a positive school climate and culture that 
effectively fosters students’ academic achievement and social/emotional growth. Providing 
students with multiple opportunities to participate in a wide range of pro-social activities 
and, at the same time, bond with caring, supportive adults mitigates against negative 
behaviors. Examples can include: providing students with meaningful opportunities to share 
ideas and concerns and participate in schoolwide initiatives; student leadership 
development; periodic recognition of students’ achievements in a range of academic and 
co-curricular areas; using corrective feedback; and developing schoolwide positive 
behavior systems. Such opportunities, coupled with a comprehensive guidance program of 

All students will receive a copy of the Department of Education’s Citywide 
Standards of Discipline and Intervention Measures 

PLEASE REVIEW THESE IMPORTANT EXCERPTS from the document. 
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prevention and intervention, provide students with the experiences, strategies, skills, and 
support they need to thrive.  
 

PREVENTION AND INTERVENTION 
School personnel are responsible for developing and using strategies that promote 
optimal learning and positive behavior throughout a student’s school experience.  They 
are also responsible for addressing behaviors which disrupt learning.  Administrators, 
teachers, counselors and other school staff are expected to engage students, including 
students with disabilities, in intervention and prevention strategies that address a student’s 
behavioral issues and discuss these strategies with the student and his/her parent. 
Intervention and prevention approaches may include guidance support and services to 
address personal and family circumstances; social/emotional learning, such as confl ict 
resolution/peer mediation/negotiation, anger management, and/or communication skills 
acquisition; the use of alternate instructional materials and/or methods; enrichment 
services; alternate class placement; and/or development or review of functional 
behavioral assessments and behavioral intervention plans which should be developed 
and/or reviewed as an early intervention strategy.  If, at any time, school officials suspect 
that a student’s diffi culties may be the result of a disability which may require special 
education services, the student should be referred immediately to the Committee on 
Special Education.  Through the use of intervention and prevention strategies that engage 
students and give them a clear sense of purpose, school staff facilitate students’ academic 
and social-emotional growth and assist them in following school rules and policies.  
 

PARENTS AS PARTNERS 
Students, parents and school personnel all have a role in making schools safe and must 
cooperate with one another to achieve this goal.  School staff should keep parents 
informed of their child’s behavior and enlist parents as partners in addressing areas of 
concern.  Outreach to parents can include, but is not limited to, a phone call and/or a 
written communication.  As role models, parents and school staff should exhibit the 
behaviors which they would like to see students emulate.  To ensure that parents become 
active and involved partners in promoting a safe and supportive school environment, 
parents must be familiar with the Discipline Code. Educators are responsible for informing 
parents about their child’s behavior and for nurturing the skills students need to succeed in 
school and in society.  Parents are encouraged to discuss with their child’s teacher and 
other school staff issues that may affect student behavior.  It is important that there be 
maximum consultation and communication between the school and the home.  Guidance 
conferences attended by the principal or his/her designee, a guidance counselor, the 
student’s parent, and one or more of the student’s teachers are an effective means of 
encouraging parental input and should be held with students where appropriate.  Parents 
who want to discuss guidance interventions in response to student behavior should contact 
their child’s school, including the Parent Coordinator, or, if necessary, the Office for Family 
Engagement and Advocacy. 
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HSGC’s POSITIVE BEHAVIOR INTERVENTION SYSTEM 
 
  
  

This year HSGC will continue implementing a comprehensive Positive 
Behavior Intervention System (PBIS) in order to enhance school culture 
and ensure the successful growth of every HSGC student.  Our PBIS 
team will devise a system through which staff can account for positive 
student behavior and acknowledge all positive contribution to our 
school culture.  Students will be involved in helping to establish and 
enforce this system, sharing in leadership and responsibility and 
helping to promote a truly democratic school community. 
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4. HSGC ATTENDANCE PROCEDURES 
 

As a result of last year’s decrease in overall school attendance and individual class 
cutting, there have been some major changes to HSGC’s Attendance Procedures.  It 
is important that all members of the school community take responsibility for their 
role in the attendance procedures to effect successful change in school culture.  
Therefore, the following procedures have been established to ensure the accurate 
recording and timely reporting of student attendance and intervention:  
  

• It is the responsibility of the teacher to keep organized and accurate attendance 
records. These records must be kept at the school site.  

 
• Daily attendance folders will be placed in teacher mailboxes every day before the 

start of period one.  

 
• The daily attendance period is PERIOD THREE. Record the attendance on the 

attendance sheet and submit it to the attendance office (Room 328) at the end of 
period three.  

 
• Weekly period attendance folders will be placed in teacher mailboxes before the 

start of each school week.  

 
• Weekly period attendance sheets must be returned to room 328 and placed in the 

attendance bin immediately at the end of the school day on Friday.  

 
• An attendance report will be generated every day.  The report will include the 

names of all students absent on that day.  Copies will be emailed and placed in 
mailboxes for teachers to review. 

 
• Daily Period Cut Reports will be generated and distributed to teacher mailboxes 

everyday.    

 
• Teachers will follow up with students who cut their classes and inform the parents or 

guardians.    
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• Responses to attendance calls will be logged in a phone log and shared with the 
attendance coordinator and guidance counselors on a bi-weekly basis.  

 
• Daily phone calls will be made by an automated service for all students who were 

absent that day.  

 
• Ms. Gordon will contact students who are absent three days in a row. These calls will 

be logged and distributed Guidance Counselors immediately after the calls have 
been completed.   

 
• Guidance counselors will use the attendance reports to follow up with students and 

parents during guidance conferences and counseling interventions.  

 
• Home visits for students who are excessively absent (407) will be conducted by Ms. 

Gordon.  
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5. ATTENDANCE POLICIES & PROCEDURES 
FOR HSGC STAFF  

 

The tone of a classroom and a school when staff members are absent speaks 
volumes about the strength of that school’s culture.  The following policies and 
procedures have been established to ensure the smooth operation of our school 
during those times when staff members are not present.  
  
POLICIES ON REPORTING TO WORK  

• All teachers on a 1-8 schedule are expected to report to school at 8:05, five 
minutes before the start of first period.    

• All teachers on a 2-9 schedule are expected to report to school at 8:58, five 
minutes before the start of second period.    

• All teachers are required to move their time card from out to in upon arrival.   
• Time cards will remain in room 328 until 1-8: 8:15 (2-9: 9:08); after that time 

teachers are required to see payroll secretary for time card and punch in.  

  
POLICIES ON REPORTING ABSENCES  

• If you know in advance that you are going to be absent, please follow this 
procedure: 

o Email Mrs. Rochon (mrochon@hs-gc.org) with the date of the absence 
and the reason for the absence.   

o If the absence is an emergency – Call and email Mrs. Rochon 
(mrochon@hs-gc.org  and khatzivasilis@hs-gc.org) and 718-230-
6300 ext. 3281) by 6 am and leave a message informing her of your 
absence and reason for the absence. In the message, provide 
information regarding your lesson plan, indicating whether to use your 
emergency lesson plan OR an alternative lesson plan.  Include 
instructions for how to prepare and execute the lesson. 

o Contact sub central to arrange for sub coverage. 

  
POLICIES ON LATENESS  

• In the event you are going to be late to school, you must call Ms. Hatzivasilis as 
soon as possible and inform her of your approximate arrival time.  She will 
arrange coverage of the class until you arrive.  
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• Staff members who are consistently late (more than two times in a term), may 
be required to clock in using the time clock every morning.  Lateness may also 
lead to a deduction of pay for the time missed.  

 
 

ABSENTEE LESSONS – PROCEDURES & EXPECTATIONS 
  
The manner in which instruction occurs when a teacher is absent speaks 
volumes about the organization and culture of a school.  At HSGC, we want to 
ensure that, when a teacher is absent, meaningful instruction takes place in a 
productive learning environment.  In order to ensure that instruction is 
continuous during teacher absences, the following procedures have been 
established.  
  

1. Every teacher must submit three emergency absentee lesson 
plans for every course in his/her program.  These plans are 
designed for those rare occasions when a teacher is unexpectedly 
absent (i.e. no advanced planning was done).  These lessons should 
be based on a topic or skill that would be appropriate at ANY 
time in the term; in other words, they are not dependent on where 
you are in the curriculum.  They are to be replaced are each 
absence thereby maintaining three at all times.  
 
2. For absences that are known in advance, the teacher must 
submit the absentee lesson plan and learning materials (hand-outs, 
etc.) on the day before the absence.  These lesson plans should fit 
logically into where you are in the curriculum.  
 
3. In planning the lessons, please make sure that the lesson requires 
an amount of time equivalent to the amount of time that your class 
meets.  (For example, an assignment that requires students to read 
one page and answer two questions would not be appropriate for 
a double-period class.)  Also, be realistic in your expectations of 
the substitute or coverage teacher.  The assignment/activity should 
be clearly explained and easy to follow, but it should not require 
extensive teaching on the part of the substitute or coverage 
teacher.  
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4. It is very important that students are held accountable for the 
work they do when a teacher is absent.  If the work completed 
during an absence is not assigned a grade or is never referred to 
again, then students get the message that it wasn’t important.  This 
causes a ripple effect wherein the next time the students have a 
substitute, they are likely to be less motivated in completing the 
work.  
 
5. All absentee lesson plans will be given to the main office 
personnel and stored in a file drawer marked “Absentee Lessons” 
in the Main Office (Room 328).  
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6. STUDENT ABSENCE & LATENESS POLICY 
  

New York State law mandates an attendance rate of 90% for all public school 
students.  The following absence and lateness policy has been established to 
thoroughly account for and document every day that a child is absent from school.  
------------------------------------------------------------------------------ 

 

REQUIRED STEPS IN THE EVENT A STUDENT IS ABSENT FROM SCHOOL: 
  

ON THE DAY OF THE ABSENCE:  
• Parent/guardian must call the school and inform HSGC of the student’s name 

and reason for absence.  
• HSGC staff will call the parents/guardians of ALL students who are absent 

and who have not called the school.  

  
ON THE DAY AFTER THE ABSENCE:  

• Student must bring a signed note from his/her parent/guardian (written by the 
adult not the student) indicating the reason for the absence  

• Students who are absent for two or more consecutive days due to illness must 
bring a physician’s note.  

• The student presents the note(s) to each subject teacher.  Each subject teacher 
signs the note and records the reason for the absence; then, the student turns 
in the  

• signed note to the Main Office (Room 328).  

  
Absences that are not verified by either a phone call or a note are considered 
unexcused absences (cuts).  Students with unexcused absences are subject to 
disciplinary action according to HSGC’s discipline policy.  
------------------------------------------------------------------------------ 
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REQUIRED STEPS IN THE EVENT A STUDENT IS LATE CLASS: 
  

 

IF LATE TO A PARTICULAR CLASS:  
• Because HSGC operates without bells, teachers will explain what signals the 

official start of the period (such as closing the door).  The digital clock in each 
classroom is considered the official time.  

• Students are required to sign in if they arrive late to class.   
• Students are penalized for lateness by losing participation points for every 

late arrival to class. 
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7. HSGC UNIFORM POLICY  
 
In an effort to promote a more effective learning climate, foster school unity and 
pride, improve student performance, and distinguish our students from other students 
on our campus, The High School for Global Citizenship (HSGC) has instituted a 
mandatory school uniform policy.  Every student is required to conform to the 
uniform policy or face the established consequences.  
------------------------------------------------------------------------------ 

REQUIREMENTS OF THE UNIFORM POLICY 
 

For Girls: The top (collared shirt/blouse) must be solid: black and solid khaki 
bottoms. 
 
For Boys:  black tops and solid khaki bottoms   
 
For Both:  Khaki blazer with school logo. 
 

• Uniforms can be purchased at the school 
• Jeans and sweatpants are not acceptable.   
• All skirts and shorts must extend to within six inches of the student’s knees or 

lower.  
• Navy blazer to be worn daily 
• Students will not be allowed to wear clothing with logos larger than one 

square inch.  
• Any obscene logos or logos that promote illegal activity will not be allowed, 

as per the Chancellor’s Discipline Code.  
• Footwear and belts should be black.  
• Uniforms must be worn at all times during academic classes and lunch.   
• The PBIS system will reward students for complying with the uniform policy. 
• Students must purchase and wear the school gym uniform from their PE teacher 

no later than September 19. 

  
------------------------------------------------------------------------------ 
  



	  72	  

 
 
 
  

STUDENT CONTRACT: 
 

I   ________________________________ hereby agree to honor the HSGC Uniform Policy. 
            STUDENT NAME 

 
 

_________________________________________        ______________ 
Student Signature       Date 

	  

PARENT CONTRACT: 
 

I   ________________________________ hereby agree to honor the HSGC Uniform Policy. 
            STUDENT NAME 

 
 

_________________________________________        ______________ 
Student Signature       Date 
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8. HALL PASS AND PERIOD 
PASSING PROCEDURES 

 
 
 
 
 
 
 
 
 
 

 
 
 

A. HSGC BATHROOM PROCEDURES 
 

PERMISSION: Students MUST sign a teacher’s bathroom 
logbook in order to get a bathroom pass from the teacher. 
  
PASSES: Only students with bathroom passes from 
classroom teachers will be allowed to use the bathrooms. 
Students without passes will be instructed to return to class.  
   
FIRST & LAST 10 MINUTES: Bathrooms are locked during 
the first and last 10 minutes of every period. No students 
are allowed in the bathrooms at these times.  
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SIGN-IN BOOK: Students with a bathroom pass must check 
in with the bathroom monitor stationed in the hallway. 
Students will sign the bathroom logbook and then the door 
will be unlocked.  
  
ONE PASS PER CLASS: Only one student may use a 
bathroom pass from a classroom.  If more than one student 
comes to the bathroom from the same classroom, they will 
not be allowed to enter the bathroom together.  
 
 
 
 
 

B. POLICIES ON PASS REQUESTS FOR: 
------------------------------------------------------------------------------ 

 HEALTH EMERGENCIES 
• When requesting a pass because of sickness, you must explain the nature of 

the problem and the teacher will assess whether or not the situation is an 
emergency that must be addressed immediately.  

• If the situation is identified as an emergency, the teacher will send you with a 
pass to the main office.  The main office determines the extent to which the 
situation is an emergency and ensures that the appropriate services are 
provided to the student (first aide, parent, etc.).  

• If you have a urgent situation requiring special health supplies, such as band-
aids, ice packs, or feminine products, the teacher will give you a pass to the 
nurse to retrieve those supplies.  You must return BACK TO CLASS as soon as 
you have used the supplies. 

• If the situation is NOT an emergency, the student must wait until the end of the 
class period.  

------------------------------------------------------------------------------ 
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VISITING GUIDANCE COUNSELORS 
 

• Guidance counseling sessions fall into two categories: sessions that are held 
regularly (such as mandated weekly counseling as part of a student’s IEP); 
and, sessions that are unscheduled but become necessary as the result of 
unanticipated situations.  

• All regular guidance-counseling sessions are scheduled by appointment.  The 
Guidance Counselor provides the student with a laminated pass with the 
counselor’s name on it.  Students report to their regularly scheduled class and 
are marked present by the classroom teacher.  Students present the pass 
from the Guidance Counselor to the teacher and then they report to their 
counseling appointment.  

• Classroom teachers should NOT send/allow students to go to their Guidance 
Counselor unless there is an emergency.  Students who come to the Guidance 
Suite must have a written pass from the classroom teacher.  Students without 
passes and not in emergency situations will be directed back to class.  

• In the event of an unplanned incident or situation that requires mediation or 
counseling, the following procedures are in place:  

 

o If it is an incident that happened during an earlier period but requires 
follow-up, the Guidance Counselor will come to the classroom and remove 
the student.  
 

o If it is an incident that occurred during an earlier period but extends into a 
new instructional period, the Guidance Counselor will inform the teacher of 
the student’s whereabouts once the mediation and/or counseling have 
concluded.  

o Students returning from the Guidance Counselor’s office in the middle of a 
period must have a pass from the counselor.  
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9. FIELD TRIP & SPECIAL ACTIVITIES ELIGIBILITY POLICY 
  
At HSGC, we are committed to providing our students with multiple learning 
opportunities outside the traditional classroom.  Most field trips that we plan are 
preceded by classroom instruction and activities that prepare students for the 
learning that will occur on the trip.  As a result, it is very important that students 
complete the pre-trip activities before going on the trip.  In order to achieve these 
ends, the following policy has been approved.  
  

• Each plan for a field trip or special activity must include specific 
requirements that must be met by every student attending the trip.  

• HSGC teachers and staff must inform students of the requirements 
during their preparation for the trip.  These requirements should be 
listed on the parent notification/consent form.  

• Students who do not complete all of the requirements for the trip will not 
be eligible to go on the trip.  For those students, a letter indicating 
ineligibility should be sent home in lieu of the parental consent form.  

• Permission slips will indicate whether students are required to wear 
school uniform for trips.  

 

------------------------------------------------------------------------------ 
 

SAMPLE INELIGBILITY LETTER 
  
Dear HSGC Parent/Guardian:  
  
On (date of trip), our class will be going on a learning trip to (destination).  In order 
to be eligible for the trip, students needed to (list eligibility requirement that the 
child did not meet).  I regret to inform you that your son/daughter did not meet the 
eligibility requirements for this trip; as a result, s/he will not be able to attend.  
Your child must still attend school that day.  
  
Sincerely,  
  
Teacher Name  
 

  



	   77	  

 
FIELD TRIP APPROVAL POLICY* 

   
At HSGC, we strive to design out-of-the-classroom experiences that provide 
opportunities for students to observe, explore, discover, and engage firsthand in 
learning.  In an effort to support and encourage the planning of field trips that are 
educationally rich and to promote these experiences as rewards that students earn, 
the following policy was approved.  
   
HSGC staff members interested in planning a field trip must forward the following 
information to the principal prior to approval:  
  
● STATEMENT OF EDUCATIONAL RATIONALE: 
 A statement that explains how the trip extends, supplements, or reinforces 
classroom learning. (One paragraph is sufficient.)  
 
● PREPARATION STEPS: 
 A statement that explains what lessons and activities the teacher has planned 
to adequately prepare students for the learning on the trip.  
 
● TRIP REQUIREMENTS:  
 A statement that outlines the specific requirements that each student must 
satisfy in order to be eligible to attend the trip (such as completion of assignments, 
participation in a preparatory lesson, etc.).  Once the trip is approved, these 
expectations must be communicated to the students in a timely manner. 
  
● COMPLETION OF NOTIFICATION FORMS & PERMISSION SLIPS: 
 The coordinating teacher completes the Trip Plan, DOE Parent 
Notification/Consent Form, and HSGC Field Trip Notification Form and forwards all 
three forms to the Principal for approval.  
 Upon approval, the Principal returns all documentation to the coordinating 
teacher. Passes for free public transportation on the subway can be obtained from 
the main office.   
 
------------------------------------------------------------------------------ 
* Chancellor’s Regulation C-670 specifies all the regulations surrounding the planning and 
execution of field trips.  This school-based policy is in alignment with this regulation and is 
particularly intended to ensure that “all school trips…have an educational focus and be 
viewed as an extension of the curriculum and the learning environment” and that “all 
school trips…be approved in advance by the principal.”  



	  78	  

10. FIRE DRILL PROCEDURES 
 

Attached are the current FIRE DRILL procedures, which include where staff in 
designated classrooms should exit the building.  What has changed is the manner in 
which schools will reenter the school building, and where we will be standing while we 
are waiting outside.  Please read the following instructions:  
  

When classes exit the building they will stay with their teacher in designated 
spots to help maintain attendance and class continuity. Designated spots are 
based on the classrooms and not the teacher.  Therefore if any teacher who 
is in room 310 during the school day will exit on the Union Street side of the 
school and be the ninth group after BASE’s students. 

 
 

Students will return with their teacher through the same door that they exited the 
building.    
  
Students will remain with their teacher until all students have entered the building.  This 
includes if there was a change of period during the drill.  For example, if the drill 
overlaps periods two and three, all classes will return to period two.  
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HSGC SUPPLY REQUEST FORM 
 
  

Please fill out this form and return it to Mr. Grant’s mailbox in the Main Office (Room 328). 
  
DATE:  ______________________________  
  
STAFF MEMBER NAME:  ______________________________  
  
DESCRIPTION OF SUPPLIES REQUESTED: 
  

___________________________________________________________________ 
 

___________________________________________________________________ 
 

___________________________________________________________________ 
  
QUANTITY REQUESTED: __________  
  
CLASSROOM/OFFICE WHERE SUPPLIES SHOULD BE DELIVERED: __________  
  

---------------------------------------------------------------------------------------------------- 
  
 

*** Completed by Mr. Grant and filed *** 
     

DATE SUPPLIES DELIVERED: ______________________________ 
 

MR. GRANT’S INITIALS: ___________ 
 

ADDITIONAL COMMENTS (IF NECESSARY):  ______________________________ 
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HSGC Book Request Form  
 
 

Please fill out this form and return it to Mr. Grant’s mailbox in the Main Office (Room 328). 
 
DATE:  ______________________________  
  
STAFF MEMBER NAME: ______________________________  
  
TITLE OF BOOKS REQUESTED  
  

___________________________________________________________________ 
 

___________________________________________________________________ 
 

___________________________________________________________________ 
  
QUANTITY REQUESTED: __________  
  
CLASSROOM/OFFICE WHERE BOOKS SHOULD BE DELIVERED: __________  
  

---------------------------------------------------------------------------------------------------- 
  

*** Completed by Mr. Grant and filed *** 
 

DATE BOOKS DELIVERED: ______________________________ 
 

MR. GRANT’S INITIALS: ___________ 
 

ADDITIONAL COMMENTS (IF NECESSARY):  ______________________________ 
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------------------------------------------------------------------------------ 
 

12. CUSTODIAL REPAIRS & REQUEST PROCEDURES 
  
Forms for custodial repairs and requests (including requests regarding keys 
and furniture) can be obtained from the Main Office (Room 328).  Once the 
main office receives a request from a staff member she will forward it to the 
Principal for her signature.  All requests are then forwarded to the custodian.  
 
------------------------------------------------------------------------------ 
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13. COMPUTER USE POLICY 
 

PROCEDURES FOR USE OF TECHNOLOGY EQUIPMENT  
IN CLASSROOMS  

------------------------------------------------------------------------------ 
  
In order to provide our students with the opportunity to use technology in their 
classes while also safeguarding expensive DOE property (lap top computers, 
calculators, Smartboards, etc.) the following procedures have been instituted 
when technology equipment is used in classrooms.  
  
RESERVATION OF EQUIPMENT 
● The teacher/staff member must follow school procedures regarding the 
reservation of equipment.  
 
CLASSROOM DISTRIBUTION & OVERSIGHT 
● Once equipment has been delivered to the classroom, the following 
distribution and collection procedures must be followed:  

• The teacher/staff member must institute clear distribution procedures 
that include recording which equipment is assigned to which 
student(s).   

• Each cart will have a sign-in book, which correlates to the 
computers in that cart.   

• Allocate at least five minutes for the proper distribution of 
equipment.   

• In terms of procedures, the teacher should take the ID card of the 
student(s) who are given equipment and have the student sign the 
book.  The ID card will be returned when the equipment is returned 
in the same condition as it was issued. This procedure must be 
followed for a teacher to continue to have the ability of using the 
laptop carts.  

• The teacher must be an active presence when the equipment is in use 
during a lesson.  Students are expected to be engaged in the 
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learning task of the lesson.  Any other activities (surfing the internet, 
changing the background screen, etc.) are not authorized and 
should be addressed immediately by the teacher/staff member.  
The teacher must position him/herself in such a manner that all 
equipment can be seen from that position.  In other words “I didn’t 
see what happened” is not an acceptable response when 
equipment is used inappropriately or irresponsibly.  

• No student who signed out a laptop is allowed to leave the room 
unless their laptop has been returned to the teacher.  

• Teachers should be explicit in their directions as to what equipment 
students are allowed to operate.  Equipment such as TV/VCR/DVD 
players, Smartboards, LCD projectors should only be operated by 
staff.   Students should not be allowed to use such equipment unless 
given the explicit permission of the teacher and the teacher is 
directly supervising the use of that equipment.  

• Collection of equipment must also happen in an organized fashion.  
Allocate at least five minutes for the collection of equipment.  The 
teacher should call students by name and/or number to return the 
equipment and to receive their ID card.  Upon receiving the 
equipment, the teacher must review its condition.  If the equipment is 
not in the same condition as when it was distributed, then the 
differences must be documented and the student(s) should be 
detained at the end of the period and referred to the Dean.  If the 
equipment is in the same condition, then it must be returned to its 
storage container (calculator box or lap top cart), plugged in (if a 
lap top) and neatly placed on the appropriate shelf (if a lap top). 

• No students are to leave the classroom until all computers have 
been replaced.  Again, this procedure must be followed for a 
teacher to continue to have the ability of using the laptop carts.  

• In the event, equipment is missing; school administration (Dean, 
Assistant Principal, and/or Principal) must be contacted immediately 
as well as school safety.  
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● It is the teacher’s responsibility to monitor the use of technology equipment.  
Damaged or missing equipment is also the responsibility of the teacher.  
Teachers/staff members who do not implement effective distribution and 
collection practices, as well as effectively monitor the use of technology during 
the lesson will not be allowed to reserve the equipment.  
  
● Similar to the lesson that all science teachers deliver prior to beginning 
experiments in the lab, all teachers using technology equipment must present 
these procedures to students prior to using equipment (calculators & 
computers) in class.  The lesson should be more than a simple reading of these 
procedures.  It must include practicing the procedures described herein.  In 
using technology, we are teaching proper care of expensive equipment as 
well as the skills necessary to use the equipment.  Students must also be 
informed that irresponsible use of equipment will lead to that student being 
prohibited from using such equipment.  Students must also be informed that 
theft of equipment is a crime (up to grand larceny) and it treated as such by 
the NYC Department of Education Discipline Code as well as by the NYPD.  
------------------------------------------------------------------------------ 
 
REMEMBER TECHNOLOGY IS A LIMITED RESOURCE AND IT IS 
EVERYONE’S RESPONSIBILTY TO MAINTAIN THE SAFTY AND SECURITY 
OF THIS EQUIPMENT.  
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14. INTERNET USE POLICY 
 
ACCEPTABLE USE POLICY - NEW YORK CITY SCHOOL LIBRARIES 

  
Policy on District-Provided Access to Electronic Information, Services, and Networks 

  
 

RESPONSIBILITIES OF TEACHERS AND PARENTS 
 
The New York City Public School System expects that faculty will blend thoughtful use of the 
Internet throughout the curriculum and will provide guidance and instruction to students in its use. 
As much as possible, access from school to Internet resources should be structured in ways, which 
point students to those, which have been evaluated prior to use.   
  
While students will be able to move beyond those resources to others that have not been 
previewed by staff, they shall be provided with guidelines and lists of resources particularly 
suited to learning objectives.  Most importantly, librarians and classroom teachers shall instruct 
students in the skills they need to enable them to find, evaluate, and use information from the 
Internet wisely and safely.  
  
Outside of school, families bear responsibility for the same guidance of Internet use as they 
exercise with information sources such as television, telephones, radio, and movies,.  
  

 
RESPONSIBILITIES AND EXPECTATIONS  

OF STUDENT USERS 
 

Students utilizing District-provided Internet access must first have the permission of and must be 
supervised by New York City Public School System’s professional staff.  Students utilizing school-
provided Internet access are responsible for good behavior  online just as they are in a classroom 
or other areas of the school. The same general rules for behavior and communications apply.   
  
The purpose of District-provided Internet access is to facilitate communications in support of 
research and education. To remain eligible as users, students’ use must be consistent with the 
educational objectives of the New York City Public School System. Access is a privilege, not a 
right. Access entails responsibility.   
  
Users should not expect that files stored on school-based computers would be private.  
Administrators and faculty can and may review files and messages to maintain system integrity 
and ensure that users are acting responsibly.   
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UNACCEPTABLE USES 
 

The following uses of school-provided Internet access are NOT permitted: 
  

• Maliciously disrupting or harming the school’s workstations, network, and services 
through such activities as hacking, or downloading, uploading, creating, or 
spreading computer viruses;   

• Plagiarism;   
• Violating copyright or otherwise using the intellectual property of another individual 

or organization without permission;   
• Accessing, uploading, downloading, scanning, or distributing pornographic, obscene, 

sexually explicit, harassing, discriminatory, or defamatory material;   
• Transmitting obscene, abusive, sexually explicit, or threatening language;   
• Violating any local, state, or federal statute; or school district policies;   
• Vandalizing, damaging, or disabling the property of another individual or 

organization;   
• Accessing another individual’s materials, information, or files without permission; 

sharing passwords or   
• Using the account or the identity of another user;   
• Using limited network bandwidth for downloads not related to academics;   
• Posting web pages for commercial purpose or political advocacy (Material posted 

on the school server must be reviewed and approved by a faculty member.);   
• Copying or downloading software without the authorization of the network 

administrator;   
• Using computers for personal communications:  gaming, personal e-mail, chat, and 

personal blogs.  

  

DISCLAIMERS/ LIMITATION  
OF SCHOOL DISTRICT LIABILITY 

 The New York City Public School System makes no warranties of any kind, neither expressed nor 
implied, for the Internet access it is providing. The District will not be responsible for any damages 
users suffer, including—but not limited to—loss of data resulting from delays or interruptions in 
service. The District will not be responsible for the accuracy, nature, or quality of information 
stored on District diskettes, hard drives, or servers; nor for the accuracy, nature, or quality of 
information gathered through District- provided Internet access. The District will not be responsible 
for personal property used to access District computers or networks or for District-provided 
Internet access. The District will not be responsible for unauthorized financial obligations resulting 
from District-provided access to the Internet.   
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SANCTIONS 
 
Violations of this Acceptable Use Policy could result in a student’s loss of access to network and 
Internet privileges, or other disciplinary action to be determined at the building or classroom 
level, consistent with the student Discipline Code. Where there is an allegation of criminal 
behavior, law enforcement organizations will be involved.   
  

WHAT PARENTS SHOULD KNOW: 
 
Parents of students in the New York City Public School System shall be provided with the following 
information:   
  
The New York City Public School System is pleased to offer its students access to the Internet. The 
Internet is an electronic highway connecting hundreds of thousands of computers and millions of 
individual users all over the world. This computer technology will help propel our schools through 
the communication age by allowing students and staff to access and use resources from distant 
computers, communicate and collaborate with other individuals and groups around the world, and 
significantly expand their available information base. The Internet is a tool for lifelong learning.   
  
Families should be aware that some material accessible via the Internet may contain items that 
are illegal, defamatory, inaccurate, or potentially offensive to some people. In addition, it is 
possible to purchase certain goods and services via the Internet which could result in unwanted 
financial obligations for which a student’s parent or guardian would be liable.   
  
While the District’s intent is to make Internet access available in order to further educational goals 
and objectives, students may find ways to access other materials as well. While the District utilizes 
filters to help regulate students’ Internet access, those methods are not failsafe. Nonetheless, the 
District believes that the benefits to students of access to the Internet exceed any disadvantages. 
Ultimately, however, parents and guardians of minors are critical in setting and conveying the 
standards that their children should follow when using media and information sources. Toward that 
end, the New York City Public School System makes the System’s complete Internet policy and 
procedures available on request for review by all parents, guardians, and other members of the 
community.  
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