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WELCOME
Introduction
Welcome! We are so pleased that you are a member of the Brooklyn High School for Leadership and
Community Service faculty and staff for the 2019-2020 academic year.
This handbook outlines some of the things we think teachers and staff members need to know about our
ways of doing things. Let us know – during the year – what else should be included in the next edition.
Also, please know that this booklet is not a replacement for face-to-face contact. We are available to you
whenever you have a question or concern. Your success and happiness here is very important to all of us.
We want the same success and happiness for the Brooklyn High School for Leadership and Community
Service students. Deborah Meier, a noted school principal, shared in an interview some years ago. She
said, “The most powerful thing you can do for kids is get them into something interesting, help them
imagine a life doing interesting things.” Your work has everything to do with helping them to imagine and
create such a life.

A Brief History of Leadership and DOE and CBO Partnership
Brooklyn High School for Leadership and Community Service, a transfer school in partnership with the
community-based organization, Brooklyn Community Services, opened in September 2008. We service
young people ages 16 to 21 who are over-aged and under-credited with a history of truancy. Our
commitment is to engage our students and provide a quality education as they obtain their high school
diploma and explore post-secondary options. Students should understand their history, overcome it and use
it to lead to social change.
We are located in the Clinton Hill section of Brooklyn on the Francis Scott Key campus, and share the
school building with three other schools: BCAM High School, Prospect Charter School, and I.S. 369.

Shared Commitments and Principles of Communication
The implementation of a transfer school in partnership requires that protocols and processes for
communication both among and between DOE and CBO agency staff be developed. The model also
requires the establishment of formal meeting structures that support joint communication around both
student and programmatic issues. The implementation of these processes is challenging - there is always
more to be communicated than time available. At the same time, it is important that schools articulate these
communication strategies and structures and share them broadly with staff to instill the expectation that
DOE and CBO agency staff will work together to support student engagement, progress toward graduation
and post-secondary success.
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Shared Vision and Mutual Respect
 Communication is the key to realizing the mission of creating a school where all students can learn
and achieve. All staff members are responsible for sharing information with each other about
students and program activities in a timely and thorough manner.
 Staff must commit to learning about the respective work that teachers and counselors do.
Counselors commit to learning about the workshop model and other instructional strategies.
Teachers commit to continuing to learn about youth development and to identify and practice ways
to infuse it into instruction.

Clarity and Consistency
 All team members must work to communicate clear expectations to students. One way to do this is
by creating predictable rituals and routines in classes, counseling spaces, cafeteria, gym and all other
areas.
 All staff members are responsible for enforcing the school policies outlined in the student and staff
handbooks. Consistency is essential, because when students encounter different boundaries and
expectations with different adults it confuses them and undermines the authority of other adults. It
also impacts the overall school community negatively.

Advocate Counselors
Brooklyn High School for Leadership and Community Service offers several tiers of intervention for
struggling students. If you have concerns regarding to a child’s academic progress, students must be referred to
the Advocate Counselors.
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Mission Statement
The mission of Brooklyn High School for Leadership and Community Service is to provide a
student-centered, challenging and personalized educational experience that empowers over-age
and under-credited high school students to obtain their high school diploma and become fully
participating community members, leaders and lifelong learners. Students will graduate with a
college or career plan. Students will become leaders of social change.
“Celebrating the Strength of the Human Spirit.”
"Understand your history, overcome it and use it to lead social change."

Leadership Scholars
OWN THEIR EDUCATION
 Have goals beyond high school (college, trade, career, etc.)
 Are forced and exhibit self-control despite outside distractions (e.g. resist phone use and ignore peer
pressures)
 Communicate effectively with peers, teachers and students
 Are proactive about making up work and bridging skill gaps when they have to miss class
 Seek performance feedback from peers and teachers in order to grow/learn everyday
 Easily adjust performance based on skill-based peer-and/or teacher-feedback
 Are self –reflective and honest about their effort and performance
 Self-advocate (i.e. speak up for themselves in order to receive support and opportunities)

PARTICIPATE IN LEARNING







Respect and support their environment (classroom, teacher, classmates)
Are engaged and focused-they put time and effort into mastering the required skills for each course
Participate actively in discussion and ask questions
Empower other students through encouragement and modeling
Are punctual
Come to school every day and stay in class

You are a leader.
You are a scholar.
You will graduate.
You can go to college.
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COMMUNITY NORMS






ACTIVE LISTENING
ACTIVE PARTICIPATION
NO JUDGEMENT WHEN SOMEONE SHARES/SAFE ZONE
AGREE TO DISAGREE/ Be disagreeable but not mean
BE OPEN TO FUN/JOY

SCHOOL WIDE STUDENT EXPECTATIONS
I can attend school every day.
I can set goals.
I can pass all my classes and Regent Exams.
I can inform my teachers and counselors if I need to miss a day of school.
I can listen to adults and other students.
I can listen to feedback and provide feedback without being mean or judgmental.
I can be self-reflective and honest about my effort and performance.
I can attend class silently putting away my phone and headphones.
I can be a leader.
I can ask for permission to use the bathroom and sign the log book.
I will graduate.
I can complete a career/college plan.
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Kindness and Mindfulness
Read these instructions in a calm, clear voice
Introduction:
Please close your computer, put your phone away and take off your headphones.
Today we are continuing loving-kindness and compassion meditation, which focuses on developing feelings of
goodwill, kindness and warmth towards yourself and others. This practice can help us to feel less isolated and
alone. Researchers found that seven weeks of practice increased positive emotions including love, joy and hope
among beginner meditators.
If you don’t want to practice, just sit quietly and relax.
Let’s listen to the sound of the bell until you can’t hear it any longer.
(Start your timer for five minutes and gently PLAY a sound on the singing bowl or your app…when it stops
completely, read these instructions in a soothing tone)
Please settle into a comfortable upright position and allow yourself to relax. Take a deep breath and release it.
(2 seconds)
Now just breathe naturally through your nostrils. Notice your lungs as they expand, then notice how everything
relaxes as you exhale.
Count 6 breathes, one on the next inhale, two on the exhale…and so on…
Each time your mind wanders away, and you get lost, when you remember, continue counting as you gently
bring your awareness back to your breath.
(PAUSE)
Compassion is the wish that yourself and others not suffer, as well as having the urge to help end the suffering.
Cultivating compassion is a source of peace and harmony in the heart and mind.
Picture someone who is close to you, someone that you feel a great amount of love towards. Notice how this
love feels in your heart… (Pauses between each question) Continue breathing, and focus on these feelings as
you visualize your loved one.
(PAUSE)
As you breathe out, imagine that you are extending a golden light that holds your warm feelings from the center
of your heart. Imagine that the golden light reaches out to your loved one, bringing him or her peace and
happiness.
At the same time, silently recite these phrases. “May you be safe. May you have health and happiness. May you
be free from suffering.” ““May you be safe. May you have health and happiness. May you be free from
suffering.”
(PAUSE)
Now think of a time when this person was suffering. Maybe they experienced an illness, an injury, or a difficult
time in a relationship... (15 seconds)
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Continue to visualize your loved one as you breathe. Imagine that you are extending the golden light from your
heart to your loved one, and that the golden light is easing his or her suffering. Extend this light out to them
during your exhalation, with the strong heartfelt wish that they be free from his or her suffering.
Recite silently to him or her ““May you be safe. May you have health and happiness. May you be free from
suffering.” “May you be safe. May you have health and happiness. May you be free from suffering.” ““May
you be safe. May you have health and happiness. May you be free from suffering.”
(PAUSE)
Notice how this feels in your heart… (Pauses between each question) What happened to your heart? … Did the
sensations change?… Did you
continue to feel warmth, openness and tenderness?… Were there other sensations, an aching sensation
perhaps?... Did you have a wish to take away the other’s suffering?
(Allow silence until next time point, at least 10 seconds)
Compassion for self - Contemplate a time when you have suffered yourself. Perhaps you experienced a conflict
with someone you care about, or did not succeed in something you wanted, or were physically ill…
(PAUSE)
Notice how you feel when you think of your suffering… How does your heart feel? … (Pauses between each
question) Do you continue to feel warmth, openness and tenderness?… Are there other sensations, perhaps an
aching sensation? (10 seconds)
Just as we wish for our loved one’s suffering to end, we wish that our own suffering would end. We may also
envision our own pain and suffering leaving us so that we may experience happiness. Continue to visualize
yourself as you breathe. Imagine that the golden light emanating from your heart is easing your suffering. With
each exhalation, feel the light emanating within you, with the strong heartfelt wish that you be free from your
suffering. Silently recite to yourself:
“May I be safe, may I be free from this suffering… May I have joy and happiness” “May I be safe, may I be
free from this suffering… May I have joy and happiness” (SHORT PAUSE)
“May I be safe, may I be free from this suffering… May I have joy and happiness”
(PAUSE)
Again, notice how this feels in your heart… What kind of sensations did you feel? … (Pauses between each
question) Did they change from when you were envisioning your own suffering?… Did you feel warmth,
openness and tenderness?… Were there other sensations such as pressure? Did you have a wish to take away
your own suffering?
(SHORT PAUSE)
(RING the GONG. Wait until it is silent, then read the last line in a calm & gentle voice.)
Let’s take whatever benefit we may have gotten from this practice and share it with all being
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B/R Mag

Just Some Kids from Northeast Ohio

LeBron James opened the I Promise School to help at-risk students. One year later,
not only are they thriving but they're also bringing the community with them.
Could the school set a blueprint for others across the country?

@NifMuhammad Contributor July 17, 2019

For someone who has never seen the early-morning rush at the I Promise School in Akron, Ohio, it is a joyful
sensory overload at first. It feels like being in close proximity to the floor of a basketball court when the home
team's starting lineup is announced. Kids spill out of cars and into the school building, where they are greeted
by a line of adults and older students who clap them into the building. The radio version of a DJ Khaled hit
blares from speakers, pouring down the winding staircases at the entrance. Mostly, the students run through the
line of clapping hands, jumping up for high-fives or strolling confidently, brushing off a white sneaker or a Tshirt in the process. On average, the whole ritual takes more than 30 minutes.
It's just a glimpse of the way in which LeBron James is trying to change public schooling in Akron for children
labeled "at risk." Warmth is key: If a student entering the building seems distressed or unresponsive to the
enthusiastic ruckus, someone gently pulls him or her aside to check in. The people who work at the school
know these kids well enough to decode a smile or lack thereof. "At the I Promise School, everything is
different," says Ciara DeBruce, who has a daughter heading into the fourth grade there. "Everyone genuinely
cares."
The word "family" is peppered throughout the school: on walls, on shirts, on its materials, on a large black flag
that sits at the school's back door. Everything the school does is done to foster the idea that everything within
the walls of the building is an extension of the family unit a student left behind to come to school that day.
Everyone at the I Promise School has a nickname, Michele Campbell, the executive director of the LeBron
James Family Foundation, tells me. She rattles them off matter-of-factly as each adult passes by. There's Kit
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Kat, Tyga, someone who is simply nicknamed "No. 1." Everyone calls Campbell "Boss," though in a way that
is not necessarily tied to any rigid hierarchy. It's more playful, endearing. "If you stay here long enough,"
Campbell says, "we'll get you a nickname, too."
LeBron, of course, is adorned with the most famous nickname of all. The one that echoes both within these
halls and far outside of it. When King James was a fourth grader, he missed 83 days of school. He moved
constantly, burdened by instability at home. Through a network of people who believed in him and who saw the
potential his future held, he flourished. Speaking with ESPN's Rachel Nichols in 2018, he explained what might
be considered a guiding philosophy of the I Promise School: "I think that's what kids ultimately want: They just
want someone to feel like someone cares about them. And that's what we're trying to do here."
The doors of the I Promise School are just a few stones' throws away from where LeBron's legacy took flight:
St. Vincent-St. Mary High School. If you are an Ohioan of a certain era, you may have found yourself driving
through the sometimes crummy weather of Northeastern Ohio on a fall or winter evening in the early 2000s.
You may have found yourself standing in a line or hovering outside open gymnasium doors just to get a small
glimpse of He Who Would Be King. So many of us in this state and beyond watched him in disbelief, climbing
endlessly on the air during warmups, flinging passes through impossible slivers of unoccupied space. Now,
James is reshaping the worlds of children who were like he once was. They might not yet have world-changing
dreams beyond getting through the day and making it better than the day before it, but James is surrounding
them with an entire roster of adults who believe in them. The I Promise School is the bridge from one past to
several futures.

The second morning ritual at the I Promise School begins in a circle. After breakfast, students are asked to
react to a song—how it makes them feel or not feel, what it inspires in them, what it reminds them of. On the
floor of a dark classroom, students sit in a circle and crane their necks toward the wall, where a projector is
playing the full eight-minute video for "We Are The World." As the song churns forward, the group doesn't
fidget or squirm, as one might expect of young children. Instead, the students sit still, gazing at the video with
fascination. One girl, maybe nine years old, leaps up and yells "CYNDI!" as Cyndi Lauper briefly flashes
across the screen.
The post-song process of exploring the kids' feelings and thoughts is miraculous to see—young people
examining and expressing their feelings with their own language. Their desires are simple but profound. One
student says he wants to have a good day, better than the last one. "How are you going to do that?" the teacher
asks. The student ponders and then perks up and insists that he's going to help his classmates, share and speak
up when he has a problem. It's the small things. Talk to the students like anyone else trying to figure out how to
stumble through life the best way they can.
This is one of the numerous "trauma-informed" practices that the I Promise School employs to connect with its
students. It's part of a holistic approach to learning that the school's trauma specialist, Nicole Hassan, boils
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down to simply being aware of what might be going on with a student and finding useful solutions to helping
them work through their problems. It starts with getting students to identify whatever their baggage is, and then
working to find a way to leave it at the door. "We encourage them to find the language to talk through what to
do," Hassan, who has taught in Akron Public Schools for 15 years, says. She took on her role at the I Promise
School after studying the work of Bruce Perry, a doctor with a specialty in trauma and healing in children. "So
now, it's no longer about yelling or hitting someone."
Much of the day at the I Promise School revolves around conversation, sitting in circles. "Getting the brain out
of survival mode and to a place where it can think and process," Hassan says. "It's transformational." By
focusing on varying the modes of communication between students and adults, I Promise is, by extension,
serving the parents. DeBruce has heard from other parents how the tools are transforming their lives at home. "I
know a lot of parents that have experienced a barrier with communication," she says. "There's just been a wall
up, and it's been hard to figure out 'how do we get through it?' It feels good to have that open communication
and trust."
The I Promise School is more than just a traditional space for learning, Campbell tells me. Indeed, the words "at
risk" seem to mean something different inside these walls than outside of them. For me and the kids I knew
growing up, being "at risk" simply meant that no one wanted to put up with us. That we had drained the energy
out of the people around us and therefore had to be placed somewhere else, and then another somewhere else,
and then another. The I Promise School places a pin in that cycle. It makes simply being present a singular gift.

At the I Promise School, everything is different. Everyone genuinely cares—Ciara
DeBruce, an I Promise School parent
The school currently has about 240 students, all in third or fourth grade. (James has said the fourth grade is
"where it started for me.") With each year, the school plans to add a new class until it is up to teaching grades
one through eight. The slow growth not only allows staff to adjust to changes slowly and make sure they're
getting the work as right as possible, but it also allows for the slow and thoughtful growth of the actual building
space. During my day at the school, construction workers are hustling to finish a new gym space, adding on to
the back of the school. Still, the school is situated in a low-income district, and it does have limited capacity to
serve every student who is eligible to attend. A lottery system determines which students will go to the school.
"These students left their home school that they were comfortable in. Most of them left brothers and sisters,"
Campbell tells me. "Just because you got drawn in a lottery doesn't mean your brother or sister can come."
In the early weeks, that proved to be a difficult adjustment for the first cohort of enrollees. The school had to
account for that dichotomy. "New teacher, new people, new students that they don't know. It took us a good six
weeks. We threw out teaching math and science and reading"—at least initially, Campbell says. "And we really
got down about how to be a family. And what are our expectations of a family? How do we treat family
members?"
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The faculty then shifted the focus of the lessons to double down on the concept of family and what family
means. It was a success. "Now we speak a common language," Campbell says.
The first step in clearing a mental and emotional path to learning is to treat each student like they are worthy of
having someone believing in them. "When we talk about family, it's real," says Toni Roberts, a retiring fourthgrade teacher. "So even if a student isn't in my class, that student is still my student. These students are all of
ours."

Allison Farrand/Getty Images

The I Promise School is an example of what can happen when people are willing to communally take a handful
of extra steps and a few shared sacrifices. Roberts has taught in Akron Public Schools for 32 years. "When I
came here," she says, "people would tell me: 'It's not going to work over there. When you go over there, you've
got those bottom kids. There's no way that you're going to be able to maintain what you've done all these years
and still keep it going.'
"Well, guess what? Yes, it does. These kids know how to respect. They know how to be loving. They know
how to give love in return. So, don't tell me that it's not possible with what we poured into the school. Look at
all of this."

Students playfully march down Balch Street, which runs through central Akron. Their chants echo down what
is an otherwise sleepy street: a man mows the lawn of a church, a woman with a bookbag hustles to catch a bus.
Wide, towering homes curve around the back of the I Promise School and stretch for well over a mile. The
large black school flag dances unevenly with whatever breeze the thick humidity of Ohio can spare. Some cars
honk their horns, some people poke their heads out of their homes, first perplexed and then smiling.
The school is having a picnic on Friday, and the students are making this walk to the Balch Street Community
Center to spruce up the outdoor area. They pass out invites to their neighbors along the way. One student
excitedly runs to the back of the line and finds Campbell. "You wanna see something cool?" the student shouts.
She does. The student opens her hand and reveals some treasure found on the walk. A leaf, or a coin, or a rock.
Something that those without a sense of wonder might consider unspectacular.
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At the Balch Street Community Center, some of the students take to landscaping with the seriousness of
someone who has had a career in the trade. Others dig into boxes of chalk and begin creating designs on the
sidewalk. It's work, but it feels celebratory. To be here is a choice that everyone gets excited about, and to miss
out on it seems unfathomable. While most young kids spend their summers tearing through the streets on bikes
or crowding around televisions, joyfully draining the uncommitted daytime hours, I Promise School kids fill in
every classroom. "They all just … want to be here," Campbell says.
The I Promise School is a public school. But it varies in several ways from most public schools in the area. The
school day is longer, with days running from 9 a.m. to 5 p.m. The school year is also longer—it runs from late
July to mid-May. There are small breaks built into the school year, but once June starts, summer camp begins.
The camp, much like the school itself, deviates from traditional summer camp schedules. There is some
traditional learning woven in, but much of the summer camp focuses on ways the members of the school—both
students and faculty—can engage their neighbors through acts of community service.
This is made possible in part thanks to outside partners that give resources to keep the school running and help
it succeed. The LeBron James Family Foundation spent around $600,000 in the school's first year. (The school's
budget mostly comes from the district. Per-pupil spending is roughly the same as in other schools.) Another
local partner is J.P. Morgan Chase & Co., whose employees are out today, moving mulch and pulling weeds
alongside the I Promise School students, in the middle of what would be their work day. (Chase also has
partnered with the LeBron James Family Foundation to help local kids get into coding.)

"When we talk about family, it's real," says Toni Roberts, a retiring fourth-grade teacher at I Promise Academy.Allison Farrand/Getty Images

Part of this overwhelming community commitment is tied to the way James showed a specific investment in the
youth of his hometown before the school opened. In 2011, 342 Akron third-graders made a promise to James
that they would stay in school, give back to the community and be kind to others. In return, LeBron promised to
be the best role model he could be. Those third-graders are now on the verge of graduating high school. Some
of them are here at the I Promise School for summer camp, acting as models for what the fullest potential of the
grade-school students can become. This is the foundation of the I Promise School—a series of commitments
made between older people and younger people until a lineage of greatness is fulfilled.
The way James' drive and passion seeps into the spaces he occupies makes it easy to rally behind him and his
ideas for what a community could be. It does help that he is both wealthy and visible. But even with that
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starting block firmly in place, James has never wavered in his concerns and interests. He's always been a child
of Akron, looking for ways to continue pushing the children of Akron forward.
For all of the ways the I Promise School is encased in a unique type of magic, Akron Public Schools at large
have many challenges. Keith Liechty, coordinator for school improvement at Akron Public Schools Office of
School Improvement, keeps a tally. "We definitely over the past decade have declined and lost student
enrollment as people have moved out of the city," he says. "We continue to shrink our footprint, close schools,
rezone kids, so people who can move do move oftentimes. So, we have a high poverty rate. We're struggling on
our state report card. We pride ourselves as being one of the top urban [districts], but that's not good enough
when you're looking at kids going to college and kids graduating high school. We're [at a] 70 percent
graduation rate and lower sometimes. We have Fs on our middle school, high school, elementary report cards,
meaning kids aren't achieving in comparison to the other kids across the state.
"We're making gains, but they aren't enough."
If you grow up in a certain type of place—one that is violent, loving and neglected by the city around it—your
potential is often determined by myths perpetuated by those who don't know you, your people or your passions.
They might tell you sports are the only way out. Maybe music, if you're lucky. They might look at you as if you
are looking for an escape (when you aren't). They assume you are only destined for specific glories; there is no
capability to achieve others.
The I Promise School follows the lead of its founder. The belief is that success in a child's passions should carry
them through to adulthood, whatever those passions might be. They could be a welder or a lawyer or go into the
military. The first class, Campbell says, will either go to college or enter the workforce in 2029. There will be
scholarships waiting for them at the University of Akron if they want them. The foundation opened the I
Promise Institute at the University of Akron in 2018, and the school of education was named after the LeBron
James Family Foundation. Because of these partnerships, the university offered scholarships to students of the I
Promise School with an explicit goal of making sure kids from Akron stay in Akron if they choose to. So they
don't feel like the college looming over their backyard isn't for them. A city improves from the inside, and the
hope is that some of Akron's brightest young people remain and reinvent the landscape. But as the I Promise
School grows, adds new grades and builds a stronger high school pipeline, the bigger goal is getting students
equipped to grow into whatever interests them. The idea is to have so many paths available to students that
failure isn't an option.

These kids know how to respect. They know how to be loving. They know how to
give love in return. So, don't tell me that it's not possible with what we poured into
the school—Toni Roberts, a retiring fourth-grade teacher at I Promise School
That's very different from teaching to test scores, which, as you may have heard by now, are good. In April,
the New York Times reported that 90 percent of the students at I Promise School met or exceeded individual
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growth goals in a district assessment. The results were a cause for mild celebration—every success builds a
small bridge to the next, and the next—but around campus, the mood was restrained, patient. The thing about
not seeing children as numbers is that if you're going to commit to it, you have to commit to it even when the
numbers are good.
Campbell insists that they're focused on whatever else can be done better. "You know I always think about that
game where LeBron scored 52 points against the Knicks," she says. "And all he could think about was that he
missed some free throws. So, he was in the gym, the day after scoring 52 points, shooting free throws. So yeah,
we're going to get better. We're going to move into phase two construction, we're going to listen to what the
teachers need, we're going to continue to move regardless of what those critics or the world throws at us. Our
Family Resource Center needs more work. We don't have a laundry room to serve these students and their
families. We need to upgrade our yoga room. We had a great year, but we're not going to get comfortable."
There's an unmistakable aesthetic and tone to the I Promise School. The way its teachers and leaders speak
about goals and dreams. The marching and chanting and locking arms. The forward-looking determination, no
matter what success and failures arise. It's a school using a framework that is at least partially built by one of
the most driven athletes of all time, and it is reflected in everyone involved.

Back at the Balch Street Community Center, the ground beneath our feet is beginning to transform. Children
are painting stepping stones for the walkway. Some are doing yoga. The pavement is awash with pastels. The
green walkway to the center of the center eagerly blooms with possibility. Everything feels limitless. Outside,
kids from Akron are clapping the colored chalk off their hands, and the dust is singing in the air.
As our day winds down, I ask Campbell about how anyone involved knows when to be satisfied with the work.
If there are no critics to prove wrong, and if the school sustains its success for more than just one or two good
years, how can a point of satisfaction be determined within the larger project of I Promise?
"If something were to happen to me tonight, and I were no longer here on Earth, I'd be proud of what we done,"
she tells me. "We've done our best job so far. Practically speaking, when those students graduate, when these
students are caught up, we've done our jobs. When I can look at their families and say we have helped that
family unit give them everything that they need to be successful, and they just needed someone to love and care
for them. ...
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"But from a high-level perspective, the whole point is that we're never going to stop," she continues. "When
LeBron started this program, we had this conversation about if we start this, this never ends. … We need to
build something that will live beyond all of us."
And with that, we walk back out onto the sidewalk. The chalk has settled into the pavement. The drawings are
all varied—one towering figure holding a basketball, a few animals. I lift my own foot, and there is a drawing
of a small person holding hands with two larger people, all smiling. Surrounded by a circle of hearts.
Down the block, the curved white tower affixed to the top of the I Promise School pokes out above the rest of
the Akron landscape. I am reminded of the people who once made pilgrimages to this city in the corner of
Northeast Ohio to watch something miraculous happen. Now, people come once again to Akron looking to
witness a new and better miracle.
James comes from a long line of people who believed in him, and a city that believed in him, and here he is,
widening a path. His old sneakers in the hallways, his quotes etched into hallways. It is impossible to look upon
the I Promise School without seeing where James comes from. The small and hopeful circle to which he's
always returned.

Hanif Abdurraqib is a writer from the east side of Columbus, Ohio. He is the author of numerous books, including They Can't Kill Us Until They
Kill Us and, most recently, Go Ahead In The Rain: Notes to A Tribe Called Quest.
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STAFF DIRECTORY 2019-2020

Name
Alicia Sargeant
Aliyah Taylor
Carlos Oreza
Casey Munz
Catherine Allen
Catherine Costa
Dean Emma
Dieurine Guerschom
Dijoun Fox
Evangelo
Apostolakos
Faylan Brown
Georgia Serves
Gregory Castin
Gregory Ziman
Isoken Guobadia
Janan Eways
Jared Otero
Jeffrey Glinert
Latica Greer
Latifah Reed
Laura Williams
Marcella Judkins
Margo Berry Niles
Mark Davis
Melanie Moses
Michelle Connor
Michelle Johnson
Mickey Bracero
Moses Lewis
Noemi Sta. Maria
Paul Joseph
Ridwan Falah
Sarah Finley
Shanice Catini
Sherene Balkissoon
Stephen Nembhard
Tiffany Frazier
William Boyce
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Title
Attendance Teacher
Art Teacher
Computer Technician
Math Teacher
School Aide
Physical Education Teacher
Learn to Work Internship Coordinator
In school Youth Coordinator
English Teacher
Advocate Counselor
Principal
In school youth case manager
Dean
Science Teacher
Assistant Principal
Special Education Teacher
Advocate Counselor
Guidance Counselor
Assistant Program Director
Case Manager
Secretary -Principal/Payroll
Social Studies Teacher
Social Studies Teacher
Community Assistant (Admin Support)
Science Teacher
Business Manager
Advocate Counselor
Social Studies Teacher
Math Teacher
English Teacher
Math Teacher
English Teacher/ Academic Coach
Italian Teacher and ESL Teacher
Learn to Earn Coordinator
Program Director
Special Education/Multi subject Teacher
Assistant Principal

Email address
asargeant@schools.nyc.gov
Ataylor25@schools.nyc.gov
coreza@schools.nyc.gov
CMunz@schools.nyc.gov
Callen9@schools.nyc.gov
Ccosta7@schools.nyc.gov
Demma2@schools.nyc.gov
dguerschom@schools.nyc.gov

dfox@wearebcs.org
EApostolakos@schools.nyc.gov
fbrwon@wearebcs.org
gserves@schools.nyc.gov
gcastin@wearebcs.org
gziman@schools.nyc.gov
IGuobadia@schools.nyc.gov
JEways@schools.nyc.gov
Jotero11@schools.nyc.gov
jglinert@wearebcs.org
Lgreer2@schools.nyc.gov
Lreed@wearebcs.org
lwilliams@wearebcs.org
MJudkins@schools.nyc.gov
mberryniles@schools.nyc.gov
Mdavis39@schools.nyc.gov
MMoses9@schools.nyc.gov
MConnor4@schools.nyc.gov
Mjohnson18@schools.nyc.gov
mbracero@wearebcs.org
MLewis44@schools.nyc.gov
Nstamaria2@schools.nyc.gov
PJoseph3@schools.nyc.gov
Rfalah3@schools.nyc.gov
SFinley2@schools.nyc.gov
Shuntley2@schools.nyc.gov
sbalkissoon@wearebcs.org
snembhard@wearebcs.org
Tfrazier7@schools.nyc.gov
wboyce@schools.nyc.gov

TABLE OF ORGANIZATION
2019-2020
ADMINISTRATION
Serves Georgia--Principal (Room 224/Ext. 246)
Eways, Janan--Assistant Principal (Room 220/Ext. 219)
Boyce, William-Assistant Principal [Room 222/Ext. 252]
CBO ADMINISTRATION
Nembhard, Stephen —Program Director (Room 237/Ext. 238)
Reed, Latifah
—Assistant Program Director (Room 222/Ext.
253)
LEARN-TO-WORK COORDINATOR (Room 231)
Dieurine, Guerschom (Ext. 249)
IN SCHOOL YOUTH ON SITE COORDINATOR (Room 230)
Sherene Balkissoon (Ext 248 )
IN SCHOOL YOUTH ON SITE Case Manager (Room 231)
Fox, Dijoun (Ext 231 )
IN SCHOOL YOUTH ON SITE Up Case Manager (Room 231)
Williams, Laura
(Ext. )

TEACHERS
Apostolakos Evangelo – ELA (208)
Berry Niles, Margo – Social Studies/Special Education (235)
Catini, Shanice-Italian/ENL (232)
Connor, Michelle – Science (213)
Davis, Mark- Social Studies/Dean (232/206)
Emma, Dean-Health/Physical Education (234)
Falah, Ridwan- Math (226/228)
Finley, Sarah – ELA (218)
Frazier Tiffany – Special Education (235)
Guobadia, Isoken – Science (209)
Joseph, Paul – Science (212)
Lewis, Moses-Social Studies (229)
Maria Sta., Noemi – Math (226 )
Munz, Casey – Math (228)
Taylor, Aliyah – Art (233)
Ziman, Gregory- Dean (206/229)

GUIDANCE COUNSELOR (Room 222)
Latica Greer (Ext. 254)
Dean (Room 206)
Ziman, Gregory
Davis, Mark

COACH
MENTORS
Finley, Sarah
Finley, Sarah
Michelle Connor Munz, Casey
Michelle Connor

DATA SPECIALIST

ATTENDANCE TEACHER (Room 236)
Sargent, Alicia (Ext. 265/267)
PARENT COORDINATOR (Room 236)
Reed, Latifah-Room 222 (Ext 253)
SUPPORT STAFF (Main Office--Room 222)
Allen, Catherine-School Aide (Room 222/Ext 255)
Johnson, Michelle-Business Manager (Room 222/Ext. 258)
Judkins, Marcella-Secretary /Principal/Payroll-(Ext. 255)
Moses, Melanie-Community Assistant (Ext. 257)
ADVOCATE COUNSELORS
Bracero, Mickey
(Room 231/ Ext. 231)
Brown, Falyne
(Room 231/Ext. 242)
Castin, Greggory
(Room 231/Ext. 262)
Glinert, Jeffrey
(Room 230/Ext. 260)

Staff Lounge
BCAM
K369
Custodian
School Nurse
School Safety Level III Illery
School Psychologist Tasha Hagler
Auditorium
Gymnasium
Kitchen
Library
Lakiesha Middleton

Room 236/Exts. 236 & 265
718/230-5748 Ext.340
718 230-4390
Exts. 140/141
Room 126/Ext. 127
Exts. 100/116
Room 136/Exts. 136/139
Ext. 151
Ext. 191
Ext. 420
Room 240/Exts. 240/241
Ext. 528

ART THERAPIST (Room 230)
SOCIAL WORK INTERNS (Room 231)
Technician (Room 236)
Oreza, Carlos Ext 236/265/601
UFT CHAPTER LEADER(Main Office--Room 222)
Judkins, Marcella Ext 255

Therapeutic Room (Room 207

Please Note: The information above is effective September 2019. This page will be updated periodically.
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LUNCH FORMS
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LUNCH
STAFF:
STAFF LUNCH IS APPROXIMATELY 40 MINUTES LONG. YOU ARE EXPECTED TO BE IN THE BUILDING AT THE END OF THE
LUNCH PERIOD. IF YOU HAVE A PREPARATION PERIOD AFTER LUNCH, YOU MUST HAVE SIGNED OUT WITH MARCELLA
INDICATING THE TIME IN WHICH YOU WILL NOT BE IN THE BUILDING AS WELL AS YOUR DESTINATION.
16
STUDENT:
16
STUDENT LUNCH IS PERIOD 5. ADVOCATE COUNSELORS WILL BE STATIONED IN THE CAFETERIA DURING LUNCH. IF
YOU HAVE STUDENTS IN YOUR CLASSROOM THEY MUST BE SUPERVISED AT ALL TIMES. STUDENTS ARE NOT TO
LEAVE THE PREMISES DURING LUNCH. IN ADDITION, STUDENTS ARE NOT PERMITTED TO ORDER FOOD FROM
OUTSIDE RESTAURANTS OR TO LOITER IN THE HALLWAY DURING THIS TIME.
16
STAFF
16
3

HALLWAYS
BATHROOM PASS

17
18

CHAPTER 6 SECURITY PROCEDURES

19

NYPD
19
THE LOCAL 79TH PRECINCT IS LOCATED ON 263 TOMPKINS AVENUE, BROOKLYN, NY, 11221 (718) 636-6611
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THIS GUIDE COVERS INFRACTIONS AND THE RANGE OF POSSIBLE DISCIPLINARY AND OTHER RESPONSES FOR GRADES K5 AND GRADES 6-12, PLUS HOW STUDENTS/FAMILIES CAN APPEAL DECISIONS. IT ALSO INCLUDES THE STUDENT’S BILL
OF RIGHTS AND RESPONSIBILITIES. THE GUIDE IS AVAILABLE IN ENGLISH, ARABIC, BENGALI, CHINESE, HAITIAN
CREOLE, KOREAN, RUSSIAN, SPANISH, AND URDU.
26
LEAVING THE BUILDING DURING SCHOOL HOURS
31
STAFF
31
UNLESS THERE IS AN EMERGENCY SITUATION, YOU ARE EXPECTED TO BE AT SCHOOL FOR THE FULL DAY. PLEASE DO
NOT MAKE APPOINTMENTS UNTIL AFTER YOUR WORKDAY ENDS. YOU HAVE VACATION DAYS TO SCHEDULE WELLNESS
VISITS. CLEARLY YOU MAY LEAVE IF YOU BECOME TOO ILL TO CONTINUE WORKING; HOWEVER YOU NEED TO NOTIFY
THE ASSISTANT PRINCIPAL IMMEDIATELY.
31
STUDENTS
31
NO STUDENTS MAY LEAVE DURING THE MIDDLE OF THE DAY UNLESS THEIR PARENT OR GUARDIAN COMES TO SIGN
THEM OUT. IF A STUDENT TELLS YOU HE/SHE WILL BE LEAVING EARLY FOR AN ORTHODONTIST/MEDICAL OR OTHER
APPOINTMENT, NOTIFY AN ADMINISTRATOR AS SOON AS POSSIBLE SO THAT FAMILIES MAY BE INFORMED OF THIS
POLICY.
31
THE FEDERAL LEAVE ACT PROVIDES EMPLOYEES WITH THE REGULATIONS AND RIGHTS REGARDING LEAVES.
APPLICATIONS AND OTHER INFORMATION CAN BE OBTAINED THROUGH HR CONNECTOR ON THE DEPARTMENT’S WEB
PAGES. NOTE ALL LEAVE OF ABSENCES ARE SUBJECT TO D.O.E. APPROVAL. EXAMPLES OF SOME POSSIBLE LEAVES
ARE:
32
33
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34
MAILBOXES/EMAIL/OUTLOOK
35
STAFF MAILBOXES ARE LOCATED IN ROOM 222 AND MUST BE EMPTIED DAILY AND SHOULD NOT BE USED FOR
STORAGE. MAILBOXES ARE TO BE USED ONLY FOR OFFICIAL SCHOOL BUSINESS. THE PRINCIPAL OR ASSISTANT
PRINCIPAL MUST APPROVE ALL CIRCULARS, APPEALS; ETC MAILBOXES IN THE MAIN OFFICE ARE TO BE USED FOR
PROFESSIONAL USE ONLY. ALL CORRESPONDENCES MUST HAVE A "TO" AND "FROM" DESIGNATION. ALL MASS
COMMUNICATIONS.
35
OBSCENITIES
35
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TEACHERS SHOULD NOT PERMIT OBSCENE WRITING TO REMAIN ON DESKS, WALLS, ETC. TEACHERS SHOULD NOT
ALLOW STUDENTS TO USE OBSCENITIES IN THEIR PRESENCE.
35
PARENT COORDINATOR
35
PART OF THE ROLE OF THE PARENT COORDINATOR AND ASSISTANT PROGRAM DIRECTOR IS TO FIELD CALLS FROM
PARENTS REGARDING MANY OF THEIR QUESTIONS, BRING THEIR CONCERNS TO YOU AND ACT AS THE INTERMEDIARY
BETWEEN HOME AND SCHOOL, MEET WITH PARENTS WITH OR WITHOUT YOU TO HELP STUDENTS MAKE ADJUSTMENTS
TO MIDDLE SCHOOL, OFFER WORKSHOPS TO PARENTS ON A VARIETY OF TOPICS, AND BE THE PARENT VOICE IN SCHOOL
DECISION MAKING. HIS/HER DOOR IS OPEN TO EVERYONE!
35
PARENT/TEACHER /STUDENT CONFERENCES AND COMMUNICATION
36
THERE ARE FOUR FORMAL PARENT/TEACHER/STUDENT CONFERENCES, AND ONE FAMILY NIGHT.
36
STAFF MEMBERS ARE REQUIRED TO ATTEND BOTH. DISCUSSIONS OF PROCEDURES OF THIS EVENT WILL BE DISCUSSED
PRIOR TO THE CONFERENCES. TO GET READY FOR THESE MEETINGS WITH FAMILIES, YOU NEED TO KEEP ACCURATE
RECORDS OF STUDENT ATTENDANCE, STUDENT PERFORMANCE AND GATHER EVIDENCE OF STUDENT PROGRESS. IN
ADDITION, ALL TEACHERS NEED TO HAVE DOCUMENTATION OF OUTREACH TO THE STUDENT’S ADVOCATE COUNSELOR
WHEN A STUDENT IS AT-RISK OF FAILING.
36
PAYROLL
36
TH
ST
PAYDAY IS THE 15 AND 30/31 OF EACH MONTH. IF YOU RECEIVE A CHECK, YOU MUST SIGN FOR YOUR CHECK OR
PAY STUBS EACH PAYDAY. FOR INFORMATION REGARDING PAYROLL INQUIRIES, PER SESSION AND ALL MATTERS
PERTAINING TO PAYROLL, PLEASE SEE MARCELLA, OUR PAYROLL SECRETARY, FIRST.
36
PER SESSION
36
PER SESSION POSTINGS WILL BE LOCATED IN THE MAIN OFFICE. ONCE YOU HAVE APPLIED AND OBTAINED A PER
SESSION JOB, YOU MOST COMPLETE A WAIVER (OP175W), AND RETURN TO THE MARCELLA. IN ORDER TO FACILITATE
PAYMENT OF A PER SESSION ACTIVITY, PLEASE ADHERE TO THE FOLLOWING INSTRUCTIONS AS PER CHANCELLOR’S
REGULATION C-175 (REGULATIONS ON PER SESSION EMPLOYMENT):
36
EACH PER SESSION EMPLOYEE IS REQUIRED TO USE A TIME CLOCK TO RECORD THE EXACT TIME OF ARRIVAL AND
DEPARTURE.
36
EACH PER SESSION ACTIVITY REQUIRES A SEPARATE HOURLY TIME SHEET AND TIME CARD.36
COMPLETE THE HOURLY TIME SHEET AND TIME CARD. NO INDIVIDUAL IS AUTHORIZED TO WORK IN A PER SESSION
ACTIVITY DURING A NORMAL SCHOOL WORKDAY. ATTACH THE TIME CARD TO EACH HOURLY TIME SHEET. 36
PLEASE SUBMIT AN HOURLY TIME SHEET AND TIME CARD TO THE PAYROLL SECRETARY ON THE 15TH (OR FOLLOWING
WORK DAY) AND THE LAST WORK DAY OF THE MONTH, IN WHICH THE ACTIVITY TOOK PLACE. FAILURE TO FOLLOW
INSTRUCTION MAY RESULT DELAYED PAYMENT AND/ OR NO PAYMENT AS OUR BUDGET IS FLUID. SEE ALSO "AFTER
SCHOOL".
36
PERSONNEL ISSUES
37
MARCELLA JUDKINS IS OUR PAYROLL SECRETARY. SHE IS RESPONSIBLE FOR ISSUES REGARDING 37
ABSENCE, MEDICAL INSURANCE, AND SALARY CONCERNS. DO NOT WAIT TO DISCUSS THESE ISSUES, 37
ESPECIALLY IF YOU ARE NEW TO THE SYSTEM. WHEN DEALING DIRECTLY WITH THE DEPARTMENT OF EDUCATION
(DOE), REMEMBER TO DOCUMENT ALL DOE INQUIRIES, INCLUDING CONVERSATIONS, WITH DATE, TIME, CONTACT
PERSON, AND PHONE NUMBER. REMEMBER TO KEEP A COPY OF ALL DOCUMENTS HANDED IN OR SENT IN THAT INVOLVE
ISSUES OF PAYROLL, INSURANCE, LICENSING, AND SEND IN DOCUMENTS "RETURN RECEIPT REQUESTED" TO HAVE
OFFICIAL DOCUMENTATION.
37
EXPENSE POLICY
37
STAFF MEMBERS WHO ARE REQUIRED TO ATTEND MEETINGS AS PART OF THEIR PROFESSIONAL RESPONSIBILITIES WILL
BE REIMBURSED FOR CARFARE OR PARKING. THE FOLLOWING GUIDELINES APPLY: A TRAC MUST FIRST BE
SUBMITTED TO MICHELLE JOHNSON. SEE MICHELLE FOR DETAILS. STAFF MEMBERS WHO REPORT TO THE SCHOOL,
LEAVE TO ATTEND A MEETING, AND RETURN TO THE SCHOOL, WILL BE REIMBURSED FOR ROUND-TRIP CARFARE VIA
PUBLIC TRANSPORTATION. USE OF A PERSONAL CAR UNDER THESE CIRCUMSTANCES IS AT THE STAFF MEMBER’S OWN
EXPENSE, EXCEPT TO A LOCATION WHERE THE USE OF PUBLIC TRANSPORTATION WOULD PRESENT A HARDSHIP. IN
SUCH CASES, PARKING FEES WILL BE REIMBURSED. MUNICIPAL PARKING GARAGES SHOULD BE USED WHENEVER
3

POSSIBLE. PLEASE OBTAIN AND SUBMIT RECEIPTS. WHERE A STAFF MEMBER NORMALLY TRAVELS TO AND FROM
SCHOOL VIA CAR AND MUST ATTEND A MEETING FROM WHICH HE CANNOT RETURN TO THE SCHOOL OR MUST ATTEND
A MORNING MEETING, PRIOR TO HIS ARRIVAL AT SCHOOL, THE SCHOOL WILL PAY FOR PARKING.

37

ALL OTHER REIMBURSEMENTS MUST BE APPROVED BY THE ASSISTANT PRINCIPAL. DO NOT PURCHASE ITEMS FOR
REIMBURSEMENT WITHOUT PRIOR APPROVAL.
37
PREPARATION PERIODS
38
AS DEFINED BY THE UFT CONTRACT, TEACHERS ARE EXPECTED TO UTILIZE THEIR PROFESSIONAL 38
PREPARATION PERIODS IN SUCH MANNER AS TO ENABLE THEM TO FURTHER THEIR PROFESSIONAL WORK
38
FOR THE PURPOSE OF THEIR GREATER CLASSROOM EFFECTIVENESS. PREPARATION PERIODS ARE NOT TO BE 38
USED TO GET COFFEE, LUNCH ETC.
38
QUALITY REVIEW
38
FOR THE QUALITY REVIEW IT IS ESSENTIAL THAT WE ARE USING THE DATA TO DRIVE OUR INSTRUCTION AND SET
GOALS FOR ALL STUDENTS IN ALL ACADEMIC AREAS. THE REVIEWER WILL BE LOOKING FOR HIGH LEVEL INSTRUCTION
ALIGNED WITH THE COMMON CORE STATE STANDARDS IN ALL ACADEMIC AREAS.
38
RECYCLING PROGRAM
38
CHANCELLOR’S REGULATIONS A-850 REQUIRES ALL SCHOOLS TO RECYCLE IN ACCORDANCE WITH THE NEW YORK
CITY RECYCLING LAW AND MAYORAL DIRECTIVES. WE WILL BE FOLLOWING ALL RECYCLING MANDATES. 38
PLEASE REVIEW THE RECYCLING RULES WITH YOUR STUDENTS. EACH CLASSROOM WILL HAVE A SEPARATE BIN FOR
PAPER. PLEASE BE SURE THAT ONLY PAPER GOES INTO THAT BIN. A TISSUE OR WET PAPER TOWEL GOES INTO THE
REGULAR TRASH. WE NEED TO BE ENVIRONMENTALLY CONSCIOUS AND TEACH THE STUDENTS THE IMPORTANCE OF
RECYCLING.
38
WE NEED TO MODEL APPROPRIATE RECYCLING FOR THE STUDENTS THAT INCLUDES PAPERS, CANS, AND BOTTLES. 38
IF YOU NOTICE THE CUSTODIAL STAFF NOT COLLECTING THE RECYCLED PAPER SEPARATELY, PLEASE INFORM ME
IMMEDIATELY.
38
REPAIRS WITHIN THE CLASSROOM
38
FOR REPAIRS OF YOUR SHADES, LIGHTS, FURNITURE, ETC., PLEASE FILL OUT A REPAIR FORM LOCATED
38
THE MAIN OFFICE AND RETURN COMPLETED FORM TO CIARA. PLEASE PUT IN FOR REPAIR REQUESTS AS SOON AS YOU
NOTICE A PROBLEM SO IT CAN BE RECTIFIED IN A TIMELY WAY.
38
SCHOOL IMPLEMENTATION TEAM (SIT)-SIT TEAM:
38
SCHOOL LEADERSHIP TEAM-SLT TEAM:
39
THE CHANCELLOR HAS CREATED SCHOOL LEADERSHIP TEAMS FOR ALL SCHOOLS. IF YOU ARE INTERESTED IN BEING
A PART OF THE SLT, PLEASE LET MARCELLA KNOW. IN ADDITION TO SCHOOL STAFF, THE SLT ALSO INCLUDES
PARENTS AND STUDENT MEMBERS.
39
OUR SCHOOL TEAM MEETS APPROXIMATELY ONCE A MONTH. WE DISCUSS ISSUES OF SAFETY, CURRICULUM, BUDGET,
STAFFING, AND ANYTHING OR EVERYTHING THAT IMPACTS NO OUR SCHOOL. STAFF MEMBERS ARE INVITED TO BRING
ISSUES AND MATTERS OF CONCERN TO ANY OF THE MEMBERS FOR DISCUSSION. HOWEVER, ONE OF OUR BIGGEST TASKS
IS WRITING THE COMPREHENSIVE EDUCATIONAL PLAN (CEP) FOR OUR SCHOOL. WE USE PERFORMANCE DATE TO
IDENTIFY OUR GOALS AND THEN WRITE REALISTIC STRATEGIES TO HELP US MEET THOSE GOALS.
39
SEXUAL ABUSE/SEXUAL HARASSMENT - SEE ALSO "CHILD ABUSE AND NEGLECT" 39
TIMES HAVE CHANGED AND PEOPLE'S AWARENESS OF THE SUBTLETY OF SEXUAL INNUENDOS HAS BECOME
HEIGHTENED. FOR THIS REASON IT IS IMPORTANT TO CONDUCT OURSELVES AS PROFESSIONALS, REMEMBERING THAT
OUR STUDENTS AND OUR COLLEAGUES DESERVE THE UTMOST RESPECT. WE EXPECT IT OF EACH OTHER AND OF THE
STUDENTS WE TEACH.
39
UNFORTUNATELY WE LIVE IN DANGEROUS TIMES WITH REGARDS TO ALLEGATIONS OF SEXUAL ABUSE/HARASSMENT
AND PHYSICAL ABUSE. DO NOT COMPROMISE YOURSELF BY SAYING AND/OR DOING ANYTHING THAT MAY BE DEEMED
INAPPROPRIATE BY STUDENTS, PARENTS OR COLLEAGUES.
39
FOR YOUR OWN PROTECTION, DO NOT BE ALONE BEHIND A CLOSED DOOR WITH ANYONE. WHEN MEETING ALONE WITH
ANYONE ALWAYS KEEP YOUR DOOR OPEN, LIGHTS ON, OR MEET IN A PUBLIC PLACE, LIKE THE OFFICE OR LIBRARY.
3

STUDENTS SHOULD NOT BE TOUCHED FOR ANY REASON. IT IS IMPORTANT TO NOTICE IF STUDENTS ARE
UNCOMFORTABLE IN YOUR CLASS. SOME EVENTS THAT INDICATE THERE MAY BE A PROBLEM ARE FREQUENT STUDENT
COMPLAINTS THAT A "STUDENT IS BOTHERING ME", STUDENTS CALLING OUT "STOP!", STUDENTS STANDING UP AND
MOVING AWAY FROM SOMEONE OR STUDENTS SHARING THE ACTUAL DETAILS WITH YOU. THESE RED FLAGS NEED TO
BE BROUGHT TO THE ATTENTION OF OUR CBO STAFF AS SOON AS POSSIBLE. YOU DON'T NEED TO HAVE CONCRETE
EVIDENCE TO BRING THIS MATTER UP. YOUR INSTINCTS ARE USUALLY A GOOD INDICATOR OF A PROBLEM. 39
THE CHANCELLOR'S REGULATIONS ARE SPECIFIC REGARDING PROCEDURES THAT MUST BE FOLLOWED IN THE EVENT
THAT ALLEGATIONS ARE MADE BY STUDENTS AND/OR FAMILIES. IT INVOLVES AN INVESTIGATION ACCORDING TO
CERTAIN PROTOCOLS. THE PRINCIPAL OR AN INVESTIGATOR FROM THE OFFICE OF SPECIAL INVESTIGATIONS WILL
MEET WITH YOU, FACULTY OR STUDENTS INVOLVED, TO DETERMINE WHAT HAPPENED. A REPORT IS FILED WITH THE
DEPARTMENT OF EDUCATION, AND BASED ON THE FINDINGS; A DETERMINATION OF CONSEQUENCES IS MADE. IN
SERIOUS CASES, STAFF IS SUBJECT TO ARREST AND LOSS OF LICENSE.
39
STATE REPORT CARD
40
THE NEW YORK STATE REPORT CARDS PROVIDE ENROLLMENT, DEMOGRAPHIC, ATTENDANCE, SUSPENSION,
DROPOUT, TEACHER, ASSESSMENT, ACCOUNTABILITY, GRADUATION RATE, POST-GRADUATE PLAN, CAREER AND
TECHNICAL EDUCATION, AND FISCAL DATA FOR PUBLIC AND CHARTER SCHOOLS, DISTRICTS, AND THE STATE. FOR
EACH REPORTING YEAR, A COMPANION DATABASE CONTAINING STATEWIDE DATA IN MANY OF THE ABOVE AREAS IS
ALSO PROVIDED FOR STATISTICAL ANALYSIS PURPOSES. TO ACCESS THE REPORT CARD HOME PAGE FOR A PARTICULAR
REPORTING YEAR, CLICK ON THE APPROPRIATE LINK BELOW.
40
IF YOU FIND THAT A REPORT CARD IS UNAVAILABLE, PLEASE SEND A REQUEST TO DATAQUEST@MAIL.NYSED.GOV.
40
STUDENT REMOVAL
40
NO ONE MAY "THROW A STUDENT OUT" OF THE ROOM FOR MISBEHAVIOR. YOU NEED TO TRY SOLVING THE PROBLEM
FIRST FOLLOWING WITH THE GUIDANCE COUNSELOR AND ADVOCATE COUNSELOR. A REFERRAL MUST BE FILED FOR
ANY DISCIPLINARY ISSUE. IN CONJUNCTION WITH WORKING WITH THE GUIDANCE AND ADVOCATE COUNSELOR, HERE
ARE SEVERAL SUGGESTIONS: SPEAK TO THE STUDENT PRIVATELY, REMIND THE STUDENT OF SCHOOL/CLASS RULES,
MOVE THE STUDENT'S SEAT, CONTACT THE PARENT/GUARDIAN, SEE IF YOUR COLLEAGUES HAVE HAD SUCCESS WITH
THE STUDENT AND HOW THEY HANDLE HIM/HER, AND SO ON. IF YOU AND THE ADVOCATE COUNSELOR HAVE TRIED
MULTIPLE STRATEGIES WITHOUT SUCCESS AND THE STUDENT CONTINUES TO ACT OUT, CONTACT AN ADMINISTRATOR.
IF YOU NEED IMMEDIATE ASSISTANCE, CALL MARCELLA (EXT 255) IN THE MAIN OFFICE WHO WILL GET YOU
ASSISTANCE.
40
STUDENT TEACHERS
41
IF YOU ARE INTERESTED IN HAVING A STUDENT TEACHER, SPEAK TO THE ASSISTANT PRINCIPAL. DO NOT 41
MAKE ARRANGEMENTS TO HAVE A STUDENT TEACHER ON YOUR OWN; IT MUST FIRST BE APPROVED BY
41
THE ADMINISTRATION.
41
SUBSTANCE ABUSE
41
SHOULD YOU SUSPECT ANY STUDENT OF SUBSTANCE ABUSE OR ANYTHING HAVING TO DO WITH BUYING
41
OR SELLING OF ILLEGAL SUBSTANCES, NOTIFY AN ADMINISTRATOR IMMEDIATELY. DO NOT INVESTIGATE THIS MATTER
ON YOUR OWN.
41

SUPERVISION OF STUDENTS

41

DO NOT LEAVE STUDENTS UNATTENDED. THEY ARE YOUR
RESPONSIBILITY AND SHOULD THEIR SAFETY BE COMPROMISED, THE DOE
HOLDS THE CLASSROOM TEACHER ACCOUNTABLE. CALL A FELLOW
TEACHER OR THE MAIN OFFICE FOR HELP OR A BREAK IF YOU FEEL IT IS
NECESSARY TO LEAVE YOUR CLASSROOM. NEVER LEAVE A STUDENT(S) IN
3

YOUR ROOM WITHOUT DIRECT SUPERVISION FROM AN ADULT. NO
STUDENT IS TO BE TOLD TO LEAVE WITHOUT A PASS.
41
SUPPLIES

41

UNFORTUNATELY, WE DO NOT HAVE A SUPPLY CLOSET AS WELL STOCKED
AS STAPLES. HOWEVER, WE DO HAVE A VARIETY OF TRADITIONAL SCHOOL
SUPPLIES FOR YOU TO USE. AS KEEPING ACCURATE INVENTORY IS
ESSENTIAL, ALL SUPPLY REQUESTS MUST BE IN WRITING. GIVE YOUR
REQUEST FOR GENERAL OFFICE SUPPLIES TO CIARA.
41
HOW TO USE THE SHOP DOE WEBSITE

42

GO TO HTTPS://DFOFORMS.NYCENET.EDU/ECATALOG/

42

ENTER YOUR DOE EMAIL ADDRESS.

42

CLICK ON SHOPPING CART TO START SHOPPING. PLEASE SEEK ITEMS AND
MATERIALS THAT ARE NOT NORMALLY FOUND IN THE SUPPLY ROOM.
42
ENTER CRITERIA FOR COMMODITIES. DO NOT PLURALIZE THE
ITEM/MATERIALS WHICH YOU ARE LOOKING TO PURCHASE. FOR EXAMPLE,
TYPE GATSBY IN THE ENTER CRITERIA BOX WHEN LOOKING TO PURCHASE
THE GREAT GATSBY, OR MATERIALS RELATED TO THE NOVEL. 42
ONCE YOU HAVE FINISHED SHOPPING, CLICK ON “PROCEED TO
CHECKOUT.” PLEASE SPEND AT LEAST $100 EACH TIME YOU PURCHASE. 42
ENTER ALL NECESSARY DELIVERY INFORMATION. CLICK ON “SAVE
SETTINGS” TO SAVE SCHOOL INFORMATION (ADDRESS, EMAIL ADDRESS
ETC.) FOR FUTURE PURCHASES.
42
EMAIL ALL ORDERS TO MICHELLE JOHNSON

42

PLEASE CLICK ON “PRINT ORDER” TO SAVE A HARD COPY FOR YOUR
RECORDS
42
TEACHER’S CHOICE

42

DEPARTMENT OF EDUCATION BUDGET PERMITTING, ALMOST ALL
TEACHERS ARE ENTITLED TO TEACHER'S CHOICE MONEY. THIS IS NOT
PART OF THE SCHOOL’S BUDGET AND COMES DIRECTLY FROM THE DOE. 42
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ALL RECEIPTS ARE TURNED IN WITH FORMS IN THE SPRING (TYPICALLY
MARCH). A TAX-EXEMPT FORM IS INCLUDED IN ATTACHMENTS. TEACHERS
WILL NEED TO DISPLAY RECEIPTS FOR "NECESSARY CLASSROOM
SUPPLIES" BOUGHT BETWEEN AUGUST AND FEBRUARY (DATES CHANGE
EACH YEAR SO PAY ATTENTION TO NOTICES). IF THIS MONEY IS NOT
SPENT IT WILL BE DEDUCTED FROM YOUR MARCH PAYCHECK. 42
THEFT

43

THERE IS A SIGNIFICANT AMOUNT OF THEFT THAT OCCURS IN ALL
SCHOOLS, NO MATTER HOW SAFE THEY
43
ARE. YOU NEED TO MAKE SURE THAT YOU HAVE A SECURE PLACE IN YOUR
ROOM TO LOCK UP YOUR
43
BELONGINGS AND ANY VALUABLES. NO LAPTOP, CAMERA, PURSE, BAG,
IPOD, CELL PHONE, ETC SHOULD BE LEFT UNATTENDED FOR EVEN A
MOMENT. PLEASE KNOW THE SCHOOL AND THE DEPARTMENT OF 43
EDUCATION ARE NOT RESPONSIBLE FOR LOSS OF BELONGINGS ON
SCHOOL GROUNDS.
43
TRANSLATION

43

THE TRANSLATION AND INTERPRETATION UNIT PROVIDES NEW YORK
CITY SCHOOLS WITH A FABULOUS
43
FREE RESOURCE FOR REQUESTING WRITTEN TRANSLATION AND ORAL
INTERPRETATION SERVICES, INCLUDING OVER THE PHONE
INTERPRETATION. PHONE TRANSLATION CAN BE USED TO CALL A
STUDENT'S HOME AND/OR TRANSLATE OVER SPEAKERPHONE WHEN THE
PARENT IS WITH YOU. PLEASE CALL 718-752-7373 IF YOU ARE IN NEED OF
THESE SERVICES. TRANSLATION SERVICES ARE AVAILABLE IN MANY
LANGUAGES INCLUDING, BUT NOT LIMITED TO, SPANISH, CHINESE
(MANDARIN AND CANTONESE), ARABIC, HAITIAN CREOLE, KOREAN,
RUSSIAN, TURKISH, AND URDU. FOR AMERICAN SIGN LANGUAGE SERVICES
PLEASE CONTACT THE OFFICE OF SIGN LANGUAGE INTERPRETING
SERVICES AT 212-689-4020.
43
TRANSPORTATION

43

TRAINS: IF OUR STUDENTS WILL BE ARRIVING TO SCHOOL VIA THE G
TRAIN, IT IS SUGGESTED THAT THEY EXIT AT THE CLINTON AND
3

WASHINGTON STATION OR THE CLASSON AVENUE STATION ON
LAFAYETTE
43
BUSES: B38 ON LAFAYETTE/DEKALB, B44 ON BEDFORD/NOSTRAND, B48 ON
FRANKLIN/CLASSON; B52 ON GATES/GREEN, B54 ON MYRTLE
43
CAR SERVICE:

43

NEW BROOKLYN (718.388.2828)

43

BROOKLYN CAR SERVICE (718.384.4444)

43

MOBILE CAR (718.388.8300)

43

UFT TEACHER UNION

44

MARCELLA JUDKINS IS THE UNION CHAPTER LEADER IN THE SCHOOL.
SHE WILL ACT AS THE LIAISON BETWEEN THE STAFF AND THE UNION. IF
YOU HAVE ANY QUESTIONS RELATED TO THE UNION PLEASE CONSULT
AND/OR WWW.UFT.ORG.
44
TRIPS

44

WE ENCOURAGE TEACHERS TO TAKE STUDENTS ON TRIPS. SOME IDEAS
FOR TRIPS:
44
VIDEOS

44

ALL VIDEOS MUST HAVE A CONNECTION TO THE CURRICULUM YOU
TEACH. AS A
44
GENERAL RULE OF THUMB, SHOW ONLY G, PG, PG-13 MOVIES. OTHER
MOVIES MAY HAVE TO BE EDITED TO MAKE THEM ACCEPTABLE WITH
APPROVAL FROM ADMINISTRATION. STUDENTS SHOULD NEVER VIEW
NUDITY, ABUSIVE/OBSCENE LANGUAGE, AND EXTREME VIOLENCE. 44
VIDEO SURVEILLANCE SYSTEM

44

VIDEO CAMERAS HAVE BEEN STRATEGICALLY PLACED THROUGHOUT THE
SCHOOL AND ON THE BUILDING PERIMETER TO CONTINUALLY MONITOR
AND RECORD ANY AND ALL MOVEMENTS 24 HOURS A DAY. CAMERAS HAVE
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NOT BEEN PLACED IN CLASSROOMS, OFFICES, AND BATHROOMS, AND ARE
NOT INTENDED TO EVALUATE EMPLOYEES.
44
VISITORS

44

PLEASE INFORM THE ASSISTANT PRINCIPAL WHEN YOU WILL BE HAVING
VISITORS IN YOUR ROOM. ADMINISTRATION RESERVES THE RIGHT TO
DETERMINE IF THE VISITATION IS APPROPRIATE FOR A CLASS OR FOR THE
TIME PERIOD REQUESTED.
44
WEBSITE

45

WWW.BROOKLYNLEADERSHIPHS.COM

45

WORKSHOPS/CONFERENCES/INTERVISITATIONS

45

WE VALUE PROFESSIONAL DEVELOPMENT OPPORTUNITIES AND WILL TRY
TO APPROVE ANY MEETINGS, CONFERENCES OR INTERVISITATIONS IN
AND OUT OF THE BUILDING THAT WILL ENHANCE YOUR TEACHING
EXPERTISE. PLEASE MAKE YOUR REQUESTS AS SOON AS YOU CAN. PLEASE
SEE MARCELLA FOR PAPERWORK ANY TIME YOU LEAVE THE BUILDING
FOR A WORKSHOP, CONFERENCE, PROFESSIONAL DEVELOPMENT, ETC. 45
FURTHER RESOURCES

46

--------------------------------------------------------------------------------------------46
DEPARTMENT OF EDUCATION FORMS ON INTERNET

46

LINKS TO COMMONLY USED DOE FORMS

46

HEALTH BENEFITS APPLICATION (EBR)
HTTP://WWW.NYCBOE.NET/OFFICES/DHR
/BENEFITS/HEALTHAPP.PDF
46
HEALTH FORMS
PLEASE CONSULT THE ATTACHED LINK FOR VARIOUS
HEALTH RELATED FORMS
46
HTTP://WWW.NYCBOE.NET/OFFICES/SPSS/SSS/CPSH.ASP 46
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PER SESSION WAIVER
HTTP://WWW.NYCBOE.NET/OFFICES/DHR/FORMS2/PERSESSI
ONWAIVERAPPLICATION.PDF
46
PERSONNEL CHANGE FORM (OP85)

46

HTTP://WWW.NYCBOE.NET/OFFICES/DHR/RESOURCES/DOC/OP-85.PDF 46
SCHOOL TRIPS:

46

PARENTAL CONSENT

46

(CHANCELLOR’S REGS. A670 – ATTACHMENT 1)
HTTP://DOCS.NYCENET.EDU/DSCGI/DS.PY/GET/FILE1308/ATTACHMENT_1.PDF
46
TRIP PLAN (CHANCELLOR’S REG. A670 ATTACHMENT 4)

46

HTTP://DOCS.NYCENET.EDU/DSCGI/DS.PY/GET/FILE1311/ATTACHMENT_4.PDF

46

Instructional Handbook *There is an additional instructional handbook for the
teaching staff.
The link for our Live Binder instructional handbook is:
http://www.livebinders.com/play/play?id=2041634
The password is: leadership
Every document/resource that we regularly use (and some new stuff!) is available here. If you see something is
missing, let Sarah know and she can upload it.
The dark blue tabs are the large "umbrella" categories, with the corresponding resources/documents/links below
them in gray tabs.

Chapter 1: School Schedules and Staff Attendance
A supervisor must always be on site.
Administrators will meet twice a month at 9:00 a.m. on Thursdays
School Schedules and Staff Attendance
Arrival: Staff
3

Staff, other than teachers, i.e., advocate counselors, community assistants, secretaries, etc. may have
different start and end times depending on their contract. All staff members are expected to be in their
assigned locations at their assigned time. As it is beneficial to arrive early, the building officially opens
at 7:00 a.m.

Bell Schedule 2019--2020
Monday, Wednesday, Thursday, Friday

Education
Student Schedule
Days

Teacher Schedule

IN

OUT

IN

OUT

Monday

08:56

03:16

08:56

03:16

Tuesday

08:56

03:16

08:06

03:16

Wednesday

08:56

03:16

08:01

03:16

Thursday

08:56

03:16

08:06

03:16

Friday

08:56

03:16

08:56

03:16

Special Education
Student Schedule
Days

IN

OUT

IN

OUT

Monday

08:56

03:16

08:56

03:16

Tuesday

08:56

03:16

08:06

03:16

Wednesday

08:56

03:16

08:01

03:16

Thursday

08:56

03:16

08:06

03:16

Friday

08:56

03:16

08:56

03:16

Semester
Fall- Semester 1
Benchmark 1
3

Teacher Schedule

1/18/19

Days in
Semester/
Benchmark
84

Grades
Due
1/25

9/28

15

10/2

Start Date

End Date

9/5/19
9/5

Benchmark 2

10/1

10/26

19

10/30

Benchmark 3

10/29

11/23

17

11/27

Benchmark 4

11/26

12/14

15

12/18

Benchmark 5

12/17

1/18

18

1/25

1/29/20

6/26/20

85

6/21

Benchmark 1

1/29

3/1

18

3/5

Benchmark 2

3/04

3/22

15

3/26

Benchmark 3

3/25

4/12

15

4/16

Benchmark 4

4/15

5/17

19

5/21

Benchmark 5

5/20

6/17

18

6/20

Spring – Semester 2

Benchmark Calendar: 2019-2020

Fall Term
Marking Pd 1

Marking Pd 2

Marking Pd 3

Marking Pd 4

Total

Days

20

22

22

19

83

Times

15hrs

16.5hrs

16.6hrs

14.25hrs

62.25hrs

Spring Term
Marking Pd 1

Marking Pd 2

Marking Pd 3

Marking Pd 4

Total

Days

24

20

23

19

86

Times

18hrs

15hrs

17.25hrs

14.25hrs

64.5hrs

Brooklyn High School for Leadership and Community Service runs on a
semester schedule. Each semester will have a midterm and a final exam.
3

How we communicate to our staff, students, and community:
1. Our digital board
2. Marcella daily emails to staff
3. Kinvolve attendance app
4. All staff meetings
5. Community meetings (SLT)
6. School handbook
7. Emails and staff mailboxes
8. Conferencing with students, parents, and colleagues
9. School monthly newsletter that highlights students with great attendance and grades

Teacher Attendance
We depend on teacher attendance because your presence assures: Continuity of instruction, less chance of
student discipline problems in classrooms and hallways, and avoidance of coverage assignments by your
colleagues. Additionally, regular teacher attendance sets a mode for students to emulate. Emergencies do occur.
At the beginning of each semester each teacher is required to submit three emergency lesson plans to
Marcella no later than September 28th Fall semester January 29th Spring semester.
Attendance Meetings- Every Tuesdays
DOE Members need to be present
During our meetings we need to discuss the positives and what needs improvement
Student attendance needs to be divided into three categories. Alicia will create the color coded spreadsheets
Students who are present 80% to 100% of the time will be labeled in green
Students who are present 60% to 80% of the time will be labeled in yellow
Students who are present less than 60% of the time will be labeled in red

The workday configuration for the 2019–20 school year
The workday configuration for the 2019–20 school year will remain the same as the configuration for the 2018–
19 school year. The workday will consist of a six-hour and 20-minute day, followed by 80-minutes of
professional development on Mondays, and a 75-minute block of parent engagement/professional work time on
Tuesdays for non-D75 and D79 single-session schools. The Session Time Memo outlines the procedures and
timelines for submitting school-session times, title-specific workday guidelines, and School Based Options
(SBOs). In order to avoid a potential loss in state aid, you must work to maximize student instructional time and
prioritize time in the classroom. This may include reducing minutes-of-passing time between periods and
eliminating homeroom, if it is not operationally necessary.

Personal Benefits accrued by good attendance
Your Cumulative Absence Reserve (C.A.R) bank provides full salary payment in the event of a prolonged
illness. Upon retirement, you may convert every two days in your C.A.R. into one day’s cash. This may add
up to several thousand dollars (at rate of pay at time of retirement). “Accumulated days” are one of the best
investments.
The rating report for probationary teachers and supervisory positions considers attendance and punctuality as an
important part of the evaluation process.
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Attendance is a factor in the selection for higher licensure.

Organizational Procedures Regarding Teacher Absence
Absence- Teachers
Procedure for Reporting Absences: For reporting absences, please adhere to the following procedures:
1. Please contact Marcella school secretary at 718.638.3062 extension 255 or 347 282-8029 by 6:30
am. Then email all lessons and directives to Marcella at mjudkins@schools.nyc.gov Cc Janan and Bill.
At that time, teachers will be advised if an in-house coverage is available. If there is no in-house
coverage, please follow the directions outlined in #2 below.
2. If you have not already, please register online with sub central at https://subcentral.nycenet.edu. You
can register at sub central to report your absence one month prior to the date of your absence). If you
have difficulty registering with SUB-CENTRAL, please call the help desk at (718) 935-4401.
If circumstances change after you have notified Sub-Central, and you will NOT be absent, you MUST
cancel your absences with SUB-CENTRAL no later than the night before the absence was to occur.
The moment a substitute is assigned, this person will be paid, not the regular teacher. In addition, notify
the school that you will be present on that date.
Absences before and after holidays or on Mondays and Fridays are a burden on our school staff. Although you
may want to extend your vacation or weekend, it is unprofessional to do so. Teachers who consistently take
days before or after holidays, Mondays or Fridays may face disciplinary actions. Please be aware that money
for substitute teachers/coverage takes away from monies spent on classroom instructional materials.
When absent please provide the substitute with handouts and activities for the students to complete in your
absence. Telling a substitute that the lesson plan is on Google docs is not sufficient. Hard copies need to be
provided. It is also suggested that you leave three emergency lesson plans in case we are unable to contact you.
It is also suggested that you try your best not to be absent around Regents week.
Advance notice must be given if the absence is due to illness personal business, religious observance, jury duty,
Department of Education examinations, etc. Please contact Marcella as far in advance as possible.

Lateness
Lateness due to unexpected emergencies (public transportation or traffic problems, snowstorms, etc.) should be
called in as soon as possible particularly if first period coverage is required.
Lateness is documented. Once a staff member is late, timecards are pulled and held by Marcella and the time of
arrival is recorded. Excessive lateness is unprofessional and can lead to disciplinary meetings, letters for file,
and loss of pay.
If you are late, you must see the Marcella for your time card. Any faculty member late five times may be
required to punch in upon arrival for the remainder of the semester, subsequent to a meeting with Janan. All
daily lateness’s in excess of five minutes will be accumulated. Lateness’s exceeding 3 hours and 40 minutes
will be deducted at the end of the term as per Department of Education regulations.
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Deductions are made as follows:
Under 3:40 hours
= No deduction
3:40 to 9:39 hours = One personal business day reduced from CAR balance
9:40 to 15:39 hours = Two personal business days reduced from CAR balance
15:40 to 21:39 hours = Three personal business days reduced from CAR balance
21:40 to 27:39 hours = Deduction of pay from 1 to 4 days depending on usage of Personal
Business days
27:20 to 33:19 hours = Deduction of pay from 2 to 5 days depending on usage of Personal
Business days

Classroom teachers who are going to be late must notify Marcella by phone 347 282- 8029 or email
marcellajudkins@gmail.com as soon as is possible so that emergency coverage can be arranged.
Protocols for student lateness
If a student is late three times the teacher must schedule a meeting with the student to see why they are
late to class. A Kinvolve message or a phone call should go out to the parent. If the problem continues a 1
on 1 meeting with the student’s counselor is created. The teacher will follow up with the counselor and
attendance teacher is notified via email. Schedula is also updated. If the problems continues following
steps will be taken:
1. Student contract that Alicia will create which will identify students who are chronically late or
absent. A folder highlighting this info is created for the student.
2. Parent meeting is schedule with Assistant Program Director and school guidance counselor
3. Student meets with Bill and Program Director. Bill reviews folder. Program Director creates the
latter of referral that all people who are involve sign and date. Alicia keeps these folders.
4. Restorative justice circle is created

Illness
Teachers on regular appointment should be granted absence refund or illness on application, without a
statement from a physician, for a total of no more than 10 days in any school year.
Absences of ten or more days may require the approval of the Department of Education

Medical Director, Division of Personnel.
In the event of an absence of less than 10 days, the Principal also has the right to request the advice of the
Department of Education Medical Director.
In accordance with the Department of Education regulations, no staff member may travel outside of the New
York City Metropolitan area during an absence for illness unless the Superintendent has granted approval.
The Principal is required to investigate situations involving pedagogues with EXCESSIVE or UNUSUAL
PATTERNS of absence (pre and post holidays, Mondays, Fridays, etc.)

Personal Business
Teachers are permitted to use three of the ten days of sick leave for personal business. Reasonable advance
notice (3 days) should be given to the Principal. A form obtained from Marcella must be completed and
approved by the Principal. Days off for personal business are intended to be used only for personal business that
cannot be conducted after regular school hours.

Teacher’s Responsibility When Absent
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It is the professional responsibility of the teacher to ensure that there is meaningful work assigned to the
classes, which he/she will miss because of absence. There are many ways in which a teacher can ensure that
this work is in place.
1. Substitute lessons: Prepare substitute lesson plans at the beginning of the term in anticipation of illness
during that term. We are requesting that all teachers give an emergency lesson plan packet with 3 days’
worth of lessons to Marcella by September 18, 2018. Include your schedule, seating charts, name of a
reliable monitor, routines, and enrichment or reinforcement lesson plans, including worksheets. Reminder:
These plans need to be updated after each absence.
2. Email Marcella lessons for each class on the morning of the absence as noted in the absence teacher
section.
3. Leave work for that day in an accessible place in the department office and email directive to Marcella
accordingly.

STORM DAY PROCEDURES
The Chancellor or Deputy Chancellor of Operations will announce the City wide decision to close schools
(including the cancellation of after-school activities) on days of inclement weather or other City wide
emergency conditions after consultation with the Mayor's Office of Emergency Management, the Weather
Bureau, the City Sanitation Department, the City Transit Authority and other appropriate agencies. The
Citywide decision will be made as early as possible prior to 5:00 a.m. on the affected day.
The Department of Education’s (DOE’s) Office of Communications and Media Relations will notify the
Associated Press news wire service and radio and television stations as soon as possible prior to 5:00 a.m. All
relevant information will also be posted on the DOE website (http://schools.nyc.gov), in addition to DOE social
media outlets https://twitter.com/nycschools and https://facebook.com/NYCschools. School staff and parents
are advised to check the DOE website listen to information broadcasts by local radio and television stations, or
call 311.
In all instances when the announcement by the Chancellor or Deputy Chancellor of Operations is made to close
schools, the Office of Pupil Transportation will advise the bus companies of any related activity cancellation.
While the Chancellor or Deputy Chancellor of Operations does not have authority to close nonpublic schools,
nonpublic school transportation provided by the City adheres to the decision made by the Chancellor or Deputy
Chancellor of Operations.
In all instances of an authorized Citywide closing, the following will be cancelled and staff whose after- school
services are funded by the public school system will not be made available for after-school activities,
unless the Chancellor or Deputy Chancellor of Operations makes an announcement to the contrary: all field
trips, all after-school programs (including Community-Based Organization after-school programs on public
school sites and after-school program transportation, including transportation to after-school programs at
Community-Based Organization sites), all Public School Athletic League (PSAL) and Small School Athletic
League (SSAL) programs, all Adult and Continuing Education classes, all Young Adult Borough Centers, and
all evening High-School Equivalency (HSE) programs.

Cancellation of Afterschool Activities
In the event of Citywide inclement weather conditions, or if a storm worsens during a regularly scheduled
school day, the Chancellor or Deputy Chancellor of Operations may decide to cancel all afterschool
activities, PSAL, and SSAL.
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Coverage
Coverage allows for the teaching to go on without interruption. The number of coverage assigned is in direct
relation to the number of absences of teachers and the availability of substitutes.
As per the Department of Education/UFT Agreement, all teachers serve one coverage without payment each
term. Payment for coverage cannot be made until all unpaid coverage has been exhausted.
Substitute teachers with short programs (fewer than five classes) are assigned to cover classes wherever
possible to preclude coverage assignments. No substitute will work fewer periods than a regularly assigned
teacher will.
Period availability is a factor in making coverage assignments. If the first coverage teacher is unavailable in a
particular period, a volunteer may be used or paid coverage must be assigned.
There is no prohibition on assigning a teacher to a coverage, which would constitute the fourth subject period in
a row. To assign only those teachers for whom the coverage would mean three in a row means that coverage
would be assigned disproportionately to fewer teachers and eliminate some teachers from coverage totally.
Teachers may not be assigned to a coverage that would constitute a fifth subject class in a row.
So as not to burden teachers who do report on storm days when large numbers of teachers are absent, we
consolidate classes when fewer students attend.
When a teacher leaves because of an illness or emergency, coverage will result, often on very short notice. If a
substitute fails to appear on time, we are again faced with making assignments on short notice.
On days when there is some unforeseen problem especially an accident on the bridges, parkways, streets
etc. we may not know what classes to cover until teachers fail to appear on time. On such days, we are
faced with locating teachers who are unassigned period one (a difficult task).

Jury Duty
Jury Duty is a vital civic responsibility. Please notify your rating officer immediately if you are summoned to
Jury Duty. Be sure to get a receipt from the courts documenting days served for jury duty. Please submit this
receipt along with an OP201 to the Marcella upon your return.
When you get a jury duty notice, you need to see Marcella, as soon as possible. Do not call in one morning to
inform us that you are beginning jury duty without having notified us ahead of time. Prior planning allows us to
be proactive in ensuring the best education for children in your absence.
A staff member summoned for Jury Duty during the school day and who wishes to defer that service must
notify the secretary upon receipt of the jury summons if class coverage is required.
Teachers who report for Jury Duty are to notify the secretary. Teachers who are on Jury Duty must call each
day to inform the school of their status in order to have substitutes cover their programs. Please notify the
school as soon as Jury Duty ends. Lessons must be prepared for students as well.

Early Excuse of Staff
All DOE staff members who must leave early should first obtain permission from the Assistant Principal or
Principal. All CBO staff who must leave early should first obtain permission from the Program Director. All
staff members leaving the building must sign the Early Excuse Book located in the main office -room 222. All
requests must be made in a timely manner.
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Chapter 2 Guidelines for Academic Policy/Marking and Grading Academic Policy
Academic Policy Practices: Please make sure that you are familiar with the academic policies and regulations
included in the High School Academic Policy Guide and that you are using this resource to guide your school
practices around student programming, record keeping, and to monitor graduation requirements. In particular,
make sure that you are familiar with the targeted credit recovery guidelines if you are using these practices.
Standards Based Grading. Please see instructional handbook.
Listed below are some factors to be considered when preparing student grades:
1. Grades are an appraisal of academic achievement, not a reward or punishment.
2. Grades should be determined independently of conduct, although it is understood that class participation
and observance of rules are factors.
3. Students are entitled to and deserve an explanation of their grades. This should be done in private and at
a time agreeable to both student and teacher.
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4. Parents are entitled to and deserve an explanation of their grades. Teachers should have sufficient
documentation available to substantiate the grade given, i.e. school grading policy, test and quiz marks,
record of homework, class participation, alternative assessment, and attendance.
5. Parents appreciate being contacted by a teacher about their child’s progress, even before the first
marking period. Make a telephone call to contact parents before it is too late. Your intervention can be
most worthwhile.
6. Students and parents must be informed of the department/school grading policy. Department contracts
must be distributed, signed, and returned by parents at the beginning of each cycle.
7. Student achievement is directly related to student attendance. Students will only attain the necessary
skill to succeed academically by being present
8. We request that if a student passes the regents then they should receive credit for the class
Standards-Based Grading Policy

Final Mastery Levels
4 – Exceeding Standard – demonstrates understanding of standard independently and can analyze and
explain without prompting
3 – Meeting Standard – demonstrates understanding of standard independently
2 – Approaching Standard – demonstrates understanding of standard with support
1 – Below Standard – demonstrates minimal understanding of standard with support
0 – Demonstrates no understanding of standard or puts forth no effort






No corresponding percentage grades
Codes correspond to STARS CLASSROOM final Cycle grades
0,1 – Not passing
2-4 – Passing
Progress report grade will be cumulative (accurate progress snapshot in real time throughout
Cycle)

How lessons will be assessed
 Learning target written as an “I can” statement
 Success criteria listed to support the learning and assessment of the “I can” statement
 Must have exit ticket as part of the assessment process
 One learning target – for assessment clarity and simplicity
 Activity/Practice period (Independent practice, performance task, presentation, discussion,
writing, etc.) and Exit Ticket scored daily (at least one or the other)
 Formal assessments (Benchmark) are an additional opportunity for students to prove mastery
 Entered into Skedula as assignments
 Must have at least 8 recorded assessments for each standard
Draft document for families, scholars, and staff
Available Monday September 18, 2018
Structure for Skedula
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Regents-only classes will exist in Skedula
Other courses will not exist in Skedula (more experiential learning)

DOE Academic Policy Link schools.nyc.gov/.../0/AcpolicyHighSchoolAcademicPolicyReferenceGuide.pdf 2016-09-06
DOE Grading Policy
Schools may establish grading policies at the school, department, grade, or course level. Schools should have
clearly defined procedures to ensure that students’ final course grades are entered in STARS in a timely
manner, no more than four weeks after the end of the marking period.
In general, report cards are designed to assess student mastery of the Common Core standards. Grading policies
must apply to all students in the school, including students with disabilities and ELLs. All students should be
working toward grade level standards, as follows: The NYCDOE Student Bill of Rights and the Parent Bill of
Rights include the rights to know and be provided with written documentation of grading policies and to
receive grades based on those policies.
DOE Chancellor’s Regulation for Student Attendance Link schools.nyc.gov/StudentSupport/StudentAttendance/

Beliefs at the Heart of High Expectations for All Students
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Effort-based Approach to
Student Achievement
Effort makes a difference. Academic ability
can be grown. It is not how smart the child is, but
how hard he or she works that determines success.
All students are held to high expectations and
offered opportunities to take challenging courses.

Ability-based Approach to
Student Achievement
Student success is determined by their
ability. Students of high ability receive the
highest marks and are selected to take the most
challenging courses. Students perceived with less
ability are put in classes with lower expectations.
Academic deficiencies are attributed to low
ability.

Students learn at different rates and may
not reach proficiency at the same time. A
mistake is not an inability to perform, but a
learning opportunity. For that reason, students
may re-do work and retake tests.

Since time is the constant in learning,
students that fail to finish assignments, score well
on tests, or learn key concepts by the “due dates”
receive failing marks with no second chances.

Effort-based teachers are not necessarily
unrealistic about their students’ capabilities, but
they are unwilling to give up on them. Students
are required to receive extra help.

Extra help opportunities are entirely the
responsibility of the student. No structure
exists to ensure that students who need extra
help get it.

Students can be motivated to come to the
belief that their effort is worthwhile, even if
they do not believe it at the time they enter school.

Students have the responsibility to
motivate themselves to learn. If they do not
believe they can do well in school, they probably
won’t.

Students are provided with extensive and
specific feedback through the learning process
to make corrections in their understanding.

Feedback to students is limited, often
occurring only in the form of a numerical or letter
grade.

Teachers explicitly teach students how to exert
effective efforts in learning—study skills, time
management, problem solving, and note-taking.

Teachers assume that students should
have these skills by the time they get to high
school.

Student Assessment and learning

All Students Can Learn
•

The culture of assessment needs to reflect that every student is capable of—and expected
to—produce acceptable work.

Assessment for Learning: The Critical Components
•
•
•
•

It is authentic assessment
It is an assignment that is on standards and fully assessed
It includes ongoing feedback
It requires coaching throughout the process

WHEN DO YOU ASSESS?
Traditionally, teachers have assessed students at the end of an instructional unit or sequence.
However, when assessment and instruction are interwoven, both the students and the teacher benefit.
Standards-based Guidelines
Students should be assessed or checked on everything (or almost everything) they do
But everything that is assessed and/or checked
does not need a score and every score should not be included in the grade.

Assess More, but Grade Less.
When assessing for purely formative purposes, formal grades should not be recorded in the grade book
 Formative Assessment serves as practice for students, just like a meaningful homework
assignment does.
Extra Help/Redo Policy
• A structured system of extra help must be in place to close achievement gaps and teach all
students at a high level.
• Must include a well-defined process for referring students to extra help and an equally welldefined method of monitoring progress.

Support for Struggling Students
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Identify students immediately, and provide information on what needs to be done
Provide opportunities to re-take assessments and re-do assignments
Expect all students to complete work
Provide a comprehensive system of extra help—keep records, follow up
Provide classroom opportunities for re-learning and re-teaching
Provide rewards, recognition, and motivation

Require Students to do the Work

Requiring students to complete work teaches responsibility and accountability.
Avoid assigning zeroes
Assigning a score of zero to work that is late, missed, or neglected does not accurately
depict students’ learning. Is the teacher certain the student has learned absolutely
nothing, or is the zero assigned to punish students for not displaying appropriate
responsibility?”
--Thomas Guskey
Students must be given EXTRA HELP opportunities
Students are required to complete work during school, after school, Saturday School, or whatever fits
the school’s possibilities
Don’t Give Up

Graduation Requirements
Regents & Advanced Regents Diploma:
Required Course Credits

Subject Area

Regents Diploma

English
Social Studies

8 Credits
8 Credits

Advance Regents
Diploma
8 Credits
8Credits

6 Credits
6 Credits

6 credits
6 credits

2 Credits
2 Credits
1 Credits
4 Credits
7 Credits
44 credits

6 Credits
2 Credits
1 Credits
4 Credits
3 credits
44 Credits

4 Global, 2 US History 1 Participation in Government, 1 Economics

Mathematics
Science
Minimum 2 in Life Science and 2 in Physical Science

Languages Other Than English
The Arts
Health
Physical Education (every year)
Electives
Total
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Regents Appeal:
 See link below
 Any questions see Janan or Latica
https://intranet.nycboe.net/NR/rdonlyres/7FB4B61B-5D0B-4878-95DA6A534B39706E/0/Acpolicyappealsfaq.pdf

Progress Reports
Biweekly progress reports are sent home to all students notifying parents of their child's current grades. This
report details missing homework, attendance/lateness, and performance. If a child is at risk for failing, you must
make sure a referral has been made and there has been adequate follow up. Every effort needs to be made to
ensure that the student receives the necessary support to prevent a failing grade from happening.

Chapter 3 School Policies on Instructional Matters

Teachers’ Role in Measures of Student Learning
Advance measures of student learning are designed to give schools a choice to select options that best match
their school’s culture and needs. Together, school leaders work with school-based committees of teachers to
determine the best local measures for their school based upon available options approved by the state. The
process of selecting local measures is repeated annually; this ensures that schools can adjust selections to reflect
lessons learned, new assessments, and evolving student needs.
Throughout the year, teachers will play a key role in implementing the measures of student learning in their
schools. Student starting points are identified in the fall, either using historical student performance data or via
baseline assessments administered in the classroom. Teachers and principals can use the results of baseline
assessments as additional information to plan instruction for the year and to focus on key areas of needs for
students in their classroom. Teachers and principals should regularly check-in throughout the year to assess
student progress using whatever formative or periodic assessments schools have in place. In the spring, end of
year assessments will be administered in classrooms. Student growth scores will be determined either using a
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growth model or a goal-setting process, based on the school’s growth measurement selection. Teachers will
receive their final ratings in the fall, when test scores become available. Teachers and principals should discuss
results and use information from the MOSL process to help drive instructional improvements the following
year.
NYC educators: for more in-depth information about MOSL, including tools to support principals and School
Local Measures Committees in making decisions, see the Advance Intranet page.

Lesson Plans
As professionals, we plan lessons for our students daily. All teaching staff is required to have daily lesson plans
for current and past lessons. Any administrator can request your lesson plans when they visit your room. It is
suggested that when asked, teachers have their lesson plans available. It is also suggested that teachers
incorporate regents’ questions and student centered activities throughout the daily lesson. The additional
regents practice will help students when they take their exams.

APEX/ I-Learn Checklist for ALL Teacher
September 4, 2019
Dear staff,
When submitting your APEX work please make sure that each folder has the necessary documents. This form
will act as your checklist.

1. Course syllabus

2. Course hour logs- when did you meet with the student

3. Student validation form

4. Description of additional work (if needed)
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5. Student print-outs (Example-journals)

6. Student I-Learn cover sheet with hours posted and completion of work

7. A list of the state standards

8. Have photocopies of your attendance
This form is to validate an individual student’s completion of a course offered through the Learning
Environment (D2L) platform. All courses require that the student complete each assignment and assessment
before determining a final grade. The student must also maintain a notebook of all notes for the course, which
will be turned in with this credit validation form. All sections of this form must be completed before credit may
be awarded. All awarded credits are subject to a Department of Education audit at any time.

STUDENT COMPLETES:
Last Name:

First Name:

OSIS#:

Course:

Phone Number:

Email:

Guidance Counselor:
Copy and sign the following statement:
“I affirm that I have received no unauthorized assistance with the course listed above. I am the
only person who completed all assignments, quizzes, and exams. Any violation of these terms will
result in a failing grade for this course and may be subject to disciplinary action.”
_________________________________________________________________________________________________
_________________________________________________________________________________________________
3

_________________________________________________________________________________________________
_________________________________________________________________________________________________

Student Signature: ____________________________ Date: ________________
COURSE FACILITATOR: ______________________________________

Initials

Statement

Comments

I have reviewed the student’s grade
book online. All assignments and
assessments have been completed.
The student has a Raw Score of 65%
or higher.
The student has utilized a notebook
to record course information that
demonstrates knowledge, time, and
effort required for course credit.
Signature: ___________________________________ Date: _________________

CONTENT TEACHER:

Student Hours Logged:
Online hours: ________

Initials

Offline Hours: ________ Total hours logged: _________

Statement
I have graded and provided feedback
for all “open-ended” assignments and
assessments. I have entered the
grade for each into the online grade
book.
The student has utilized a notebook
with all notes for the course that
demonstrates knowledge, time and
effort is the students own.
The student understands course
material that merits a ___________
as the final adjusted score.

Signature: ________________
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Comments

Student iLearnNYC Course Hour Log
Time Start: ______________
Time Finish: _____________
Total Hours: ______________
Course Name and term: _________________
Student Name: ____________________
Student Signature and Date: _______________
Teacher Name: __________________
Teacher Signature and Date: _______________
The above hours are counted towards the student’s iLearnNYC course time as offline hours and the combined
hour count on and offline.
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Reviewing Administrator’s Signature: ______________

Multiple Pathways Institute
Brooklyn High School for Leadership and Community Service has partnered with the Multiple Pathway
Institute to implement strategies on engagement and instruction.

Blank Page
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WRITING RUBRIC

INFORMATIVE

Description

Exceeding Standards

Above Standards

Meeting Standards

Approaching Standards

Below Standards

Focus:

The text clearly focuses on a

The text focuses on an interesting

The text focuses on a topic to inform

The text has an unclear topic with

The text has an unidentifiable topic

The text focuses on a topic to inform

compelling topic that informs

topic that informs the reader with

a reader with ideas, concepts,

some ideas, concepts, information,

with minimal ideas, concepts,

a reader with ideas, concepts,

the reader with ideas, concepts,

ideas, concepts, information, etc.

information, etc.

etc.

information, etc.

information, etc. Standard W2

information, etc.

Development:

The text provides significant facts,

The text provides effective facts,

The text provides relevant facts,

The text provides facts, definitions,

The text contains limited facts and

The text presents relevant facts,

definitions, concrete details, and

definitions, concrete details,

definitions, concrete details,

details, quotations, and examples

examples related to the topic. The

definitions, concrete details,

quotations that fully develop and

quotations, and examples that

quotations, and examples that

that attempt to develop and explain

text may fail to offer a conclusion.

quotations, and examples. The

explain the topic. The conclusion

sufficiently develop and explain the

develop and explain the topic. The

the topic. The conclusion merely

conclusion ties to and supports the

provides insight to the implications,

topic. The conclusion provides the

conclusion ties to and supports

restates the development.

information/explanation.

explains the significance of the topic,

implications, significance of and

the information/explanation.

and projects to the future, etc.

future relevance of the topic, etc.

Audience:

The text consistently addresses the

The text anticipates the audience’s

The text considers the audience’s

The text illustrates an inconsistent

The text lacks an awareness of the

The author anticipates the audience’s

audience’s knowledge about the

knowledge level and concerns about

knowledge level and concerns about

awareness of the audience’s

audience’s knowledge level and

background knowledge of the topic.

topic. The text addresses the

the topic. The text addresses the

the topic. The text addresses the

knowledge level and needs.

needs.

Standard: W4

specific needs of the audience.

specific needs of the audience.

needs of the audience.

Cohesion:

The text strategically uses words,

The text skillfully uses words,

The text uses words, phrases, and

The text contains limited words,

The text contains few, if any, words,

The text uses appropriate and varied

phrases, and clauses to link the

phrases, and clauses to link the

clauses to link the major sections of

phrases, and clauses to link the

phrases, and clauses to link the

transitions to link the major sections

major sections of text. The text

major sections of the text. The text

the text. The text connects the topic

major sections of the text. The text

major sections of the text. The text

of the text, creates cohesion, and

explains the relationships between

identifies the relationship between

and the examples and/or facts.

attempts to connect the topic and

does not connect the topic and the

clarifies the relationships among

the topic and the examples and/or

the topic and the examples and/or

the examples and/or facts.

examples and/or facts.

complex ideas and concepts.

facts.

facts.

Language and Style:

The text presents an engaging,

The text presents an appropriate

The text presents a formal, objective

The text illustrates a limited

The text illustrates a limited or

The text presents a formal, objective

formal, and objective tone and

formal, objective tone and uses

tone and uses precise language and

awareness of formal tone and

inconsistent tone and awareness of

tone and uses precise language and

uses sophisticated language and

relevant language and topic-specific

topic-specific vocabulary to manage

awareness of topic-specific

topic-specific vocabulary.

topic-specific vocabulary to manage

topic-specific vocabulary to manage

vocabulary to manage the complexity

the complexity of the topic.

vocabulary.

the complexity of the topic.

the complexity of the topic.

of the topic.

Conventions:

The text intentionally uses standard

The text uses standard English conventions

The text demonstrates standard English

The text demonstrates some

The text contains multiple

The text demonstrates standard English

English conventions of usage and

of usage and mechanics along with

conventions of usage and mechanics along

accuracy in standard English

inaccuracies in Standard English

conventions of usage and mechanics along

mechanics along with discipline-specific

discipline-specific requirements (i.e. MLA,

with discipline-specific requirements (i.e.

conventions of usage and

conventions of usage and mechanics.

with discipline-specific requirements (i.e.

requirements (i.e. MLA, APA, etc.).

APA,etc.).

MLA, APA, etc.).

mechanics.

Standard: W2, R1

Standard: W4

Standard: W4

MLA, APA, etc.). Standard: W4

R1: Read closely to determine what the text says explicitly and to make logical inferences from it; cite specific textual evidence when writing or speaking to support conclusions drawn from the text.
W2: Write informative/explanatory texts to examine and convey complex ideas and information clearly and accurately through the effective selection, organization, and analysis of content.
W4: Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.

ONENT AND ANALYSIS
(R1, W1)
COMMA
ND OF
EVIDENC
E
(R1, W2)
COHERENCE AND
ORGANIZATION
(W4)
CONTROL OF LANGUAGE AND GRAMMAR
(W4)

ABOVE
STANDARDS
(ME/MA)

MEETING
STANDARDS (MT)

APPROACHING
STANDARDS (MP)

BELOW
STANDARDS (MB)

-Thoroughly
develops all
aspects of the
task evenly
and in depth
-Is more
analytical than
descriptive
-Includes an
introduction
and conclusion
that is beyond
a restatement
of the theme.

-Develops all aspects
of the task but may
do so somewhat
unevenly by
discussing all aspects
of the task for one
event more
thoroughly than for
the other event or by
discussing one aspect
of the task less
thoroughly than the
other aspects of the
task for both events
-Is both descriptive
and analytical
-Includes an
introduction and
conclusion that is
beyond a
restatement of the
theme.

-Develops all aspects of
the task with little
depth
-Is more descriptive
than analytical (applies,
may analyze and/or
evaluate information)
-Includes an
introduction and
conclusion that is a
restatement of the
theme.

-Minimally
develops some
aspects of the task
-Is descriptive; may
lack understanding,
application, or
analysis
-May lack an
introduction or
conclusion.

-Richly
supports the
theme with
relevant facts,
examples, and
details
-There is a
smooth
progression of
ideas
enhanced by
effective
transitions,
and sentence
variety.

-Supports the theme
with relevant facts,
examples, and details

-Uses some facts,
examples, and details

-The ideas progress
with appropriate
transitions.
-Sentences relate
relevant information.

- -Sentences are
repetitive and fail to
develop ideas from one
to the next.

-Ideas do not flow
within the
paragraph and are
often impeded by
confusing sentence
structure.

-Contains
precise
vocabulary,
which includes
appropriate
academic
vocabulary.
-Illustrates
consistent
command of
standard,
grade-levelappropriate
writing
conventions.
Errors are so
few and so
minor that
they do not
disrupt
readability.

-Contains
appropriate
vocabulary that may
lack some specificity,
including some
appropriate
academic vocabulary
- Illustrates
consistent command
of standard, gradelevel-appropriate
writing conventions.
Minor errors do not
disrupt readability.

-Contains vague,
repetitive and often
incorrect word choice.
Illustrates consistent
errors of standard,
grade-level-appropriate
writing conventions.
-Errors disrupt
readability and
undermine the force of
the writing.

-Contains very
limited and often
incorrect word
choice.
Illustrates
consistent errors of
standard, gradelevel-appropriate
writing
conventions.
-Errors impeded
readability and
comprehension of
the writing.

Thematic ESSAY
Quick Write Rubric
Based Writing
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-Includes few
relevant facts,
examples, and
details

Evidence-

R1: Read closely to determine what the text says explicitly and to make logical inferences from it; cite specific textual evidence
when writing or speaking to support conclusions drawn from the text.

W2: Write informative/explanatory texts to examine and convey ideas and information clearly and accurately
through the effective selection, organization, and analysis of content.
W4: Produce clear and coherent writing in which the development, organization, and style are appropriate to task,
purpose, and audience.

COMMAND OF EVIDENCE
(R1, W2)

CONENT AND ANALYSIS
(R1, W1)

DBQ Paragraph Rubric (for exam)
Evidence-Based Writing
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ABOVE
STANDARDS
(ME/MA)

MEETING STANDARDS (MT)

APPROACHING
STANDARDS (MP)

BELOW STANDARDS
(MB)

-Thoroughly
develops all
aspects of the
task evenly
and in depth
-Is more
analytical
than
descriptive
-Includes an
introductory
and
concluding
sentence that
is beyond a
restatement
of the theme

-Develops all aspects of the
task but may do so
somewhat unevenly by
discussing all aspects of the
task for one event more
thoroughly than for the
other event or by discussing
one aspect of the task less
thoroughly than the other
aspects of the task for both
events
-Is both descriptive and
analytical
- Includes an introductory
and concluding sentence
that is beyond a
restatement of the theme

-Develops all aspects of
the task with little
depth
-Is more descriptive
than analytical (applies,
may analyze and/or
evaluate information)
-Includes an
introductory and
concluding sentence
that is a restatement of
the theme

-Minimally develops
some aspects of the
task
-Is descriptive; may
lack understanding,
application, or analysis
-May not include an
introductory or
concluding sentence

-Incorporates a
great deal of
relevant
information
from the
documents
-Incorporates
substantial
relevant
outside
information
-Richly supports
the theme with
many relevant
facts, examples,
and details

-Incorporates relevant
information from the
documents
-Incorporates relevant outside
information
-Supports the theme with
relevant facts, examples, and
details

-Incorporates some
relevant information
from the documents
-Incorporates limited
relevant outside
information
-Includes some relevant
facts, examples, and
details; may include
some minor
inaccuracies

-Makes unclear
references to the
documents or consists
primarily of
information copied
from the documents
-Presents no relevant
outside information
-Includes few relevant
facts, examples, or
details; may include
inaccuracies

CONTROL OF LANGUAGE AND GRAMMAR
(W4)

COHERENCE AND
ORGANIZATION
(W4)

-There is a
-The ideas progress with
-Quotes and
-Ideas do not flow
smooth
appropriate transitions and
paraphrases may be
within the paragraph
progression of
integration of quotes and
present, but they are
and are often impeded
ideas enhanced
paraphrases.
not effectively
by confusing sentence
by proper
-Sentences relate relevant
integrated into the
structure.
integration of
information.
exposition.
quotes and
-Sentences are
paraphrase,
repetitive and fail to
effective
develop ideas from one
transitions, and
to the next.
sentence
variety.
-Contains
-Contains appropriate
-Contains vague,
-Contains very limited
precise
vocabulary that may lack some
repetitive and often
and often incorrect
vocabulary,
specificity, including some
incorrect word choice.
word choice.
which includes
appropriate academic
Illustrates consistent
Illustrates consistent
appropriate
vocabulary
errors of standard,
errors of standard,
academic
- Illustrates consistent
grade-level-appropriate
grade-levelvocabulary.
command of standard, gradewriting conventions.
appropriate writing
-Illustrates
level-appropriate writing
-Errors disrupt
conventions.
consistent
conventions. Minor errors do
readability and
-Errors impeded
command of
not disrupt readability.
undermine the force of
readability and
standard,
the writing.
comprehension of the
grade-levelwriting.
appropriate
writing
conventions.
Errors are so
few and so
minor that they
do not disrupt
readability.
R1: Read closely to determine what the text says explicitly and to make logical inferences from it; cite specific textual evidence when writing or
speaking to support conclusions drawn from the text.
W2: Write informative/explanatory texts to examine and convey ideas and information clearly and accurately through the effective selection,
organization, and analysis of content.
W4: Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.

CONENT AND ANALYSIS
(R1, W1)

Quick Write
Evidence-Based Writing Rubric
ABOVE
STANDARDS
(ME/MA)
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-Contains a clear
and compelling
explanation or
claim.
-Explanation or
claim
demonstrates
insightful
comprehension
and valid precise
inferences.
-Overall analysis
follows logically
from the text.

MEETING
STANDARDS
(MT)

APPROACHING
STANDARDS (MP)

BELOW
STANDARDS
(MB)

-Contains a clear
explanation or
claim.
-Explanation or
claim
demonstrates
sufficient
comprehension
and valid basic
inferences.
-Overall analysis
follows logically
from the text

-Explanation or claim is
not fully articulated.
-Explanation or claim
demonstrates basic
literal comprehension
and significant
misinterpretation.
-Major points of
textual analysis are
missing or irrelevant to
accomplish purpose.

-Contains a
minimal
explanation or
claim that is not
beyond correct
literal repetition.
-Minimal
inferential
analysis serving
no clear
purpose.

CONTROL OF LANGUAGE AND GRAMMAR
(W4)

COHERENCE AND
ORGANIZATION
(W4)

COMMAND OF EVIDENCE
(R1, W1)

-Explanation or
-Explanation or
-Explanation is only
-Demonstrates
claim is wellclaim is wellpartially supported by
some
supported by
supported by
textual evidence.
comprehension
textual
textual evidence.
-Explanation or claim is
of the idea of
evidence.
-Use of relevant
occasionally supported
evidence, but
-Use of relevant
evidence is
with significant gaps or
only supports
evidence is
generally
misinterpretation.
the explanation
sustained
sustained.
-The core reasoning is
or claim with
throughout the
-The core
tangential or invalid
minimal
paragraph.
reasoning follows
with respect to the
evidence which
-The core
from evidence.
evidence.
is generally
reasoning
invalid or
follows from
irrelevant.
evidence.
-There is a
-The ideas
-Quotes and
-Ideas do not
smooth
progress with
paraphrases may be
flow within the
progression of
appropriate
present, but they are
paragraph and
ideas enhanced
transitions and
not effectively
are often
by proper
integration of
integrated into the
impeded by
integration of
quotes and
exposition.
confusing
quotes and
paraphrases.
-Sentences are
sentence
paraphrase,
-Sentences relate
repetitive and fail to
structure.
effective
relevant
develop ideas from
transitions, and
information.
one to the next.
sentence
variety.
-Contains
-Contains
-Contains vague,
-Contains very
precise
appropriate
repetitive and often
limited and often
vocabulary,
vocabulary that
incorrect word choice.
incorrect word
which includes
may lack some
Illustrates consistent
choice.
appropriate
specificity,
errors of standard,
Illustrates
academic
including some
grade-levelconsistent errors
vocabulary.
appropriate
appropriate writing
of standard,
-Illustrates
academic
conventions.
grade-levelconsistent
vocabulary
-Errors disrupt
appropriate
command of
- Illustrates
readability and
writing
standard, gradeconsistent
undermine the force
conventions.
levelcommand of
of the writing.
-Errors impeded
appropriate
standard, gradereadability and
writing
level-appropriate
comprehension
conventions.
writing
of the writing.
Errors are so few
conventions.
and so minor
Minor errors do
that they do not
not disrupt
disrupt
readability.
readability.
R1: Read closely to determine what the text says explicitly and to make logical inferences from it; cite specific textual evidence
when writing or speaking to support conclusions drawn from the text.
W1: Write arguments to support claims in an analysis of substantive topics or texts using valid reasoning and relevant and
sufficient evidence.
W4: Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and
audience.

Books and Technology
You are responsible for taking an inventory of the books/technology given to you and
making sure that you have the same number of books at the end of the year that you
had at the beginning of the year.
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Textbooks
One way to keep track of your textbooks is to number books in the front or back and
issue a particular numbered book to each student, keeping a reference as to whom the
book was issued to. It is not healthy for students to carry all their textbooks to school
every day. Please ask the students to bring in their books only when it is necessary.
Students who lose or damage books are responsible for replacement. Please take a
few minutes to discuss the care of schoolbooks with students. Post-Its™ are good
items to use for noting passages in schoolbooks; markers, pens and pencils are
prohibited. Ask students to cover their books to help keep them in good condition.

Classroom Library Books
Students may be asked to replace any books that are seriously damaged or lost.

Bulletin Boards
It is expected that each teacher will display student work on the assigned bulletin
boards outside their classrooms. The format of your bulletin board is up to you.
Please arrange an attractive presentation. ALL bulletin boards must be completed by
the end of the first month and must be updated accordingly. Please post student
writing and award/honor roll. It is suggested that bulletin boards are updated between
every four to six weeks.

Classrooms: Staff Responsibility
Your classroom/and or office space is a reflection of you and of the school. It is
important to maintain your environment, keeping it clean and neat. If you create
clutter, give it a semblance of order. Label working areas, arrange your libraries in an
attractive way, clean the boards (or have students to it) use filing cabinets or carton
for organizing student work.
 All food must be closed. When you serve food in your class, put all garbage
in sealed plastic garbage bags. Request bags from custodians
 Closet doors must be closed and locked at all times to eliminate the
opportunity for theft. Do not leave handbags or backpacks containing your
wallet on or around your desk. All doors and windows should be closed at the
end of the day. In addition, always lock your door when leaving your room,
even if it’s only for a short time.
 Bulletin board should be kept up to date. Visitors should be able to tell what
your students are studying just by entering your room. Charts and quality
student work serve as reinforcement of what is being taught, as well as
reference for analyzing content material during independent and group work.
 Hang reinforcement charts, post the standards addressed in the day’s lesson.
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Ensure classroom tables, desks, and other work surfaces are kept clean.
Learning centers, project areas, reference and general library areas should be
designated.
 Students are never allowed to be in the classroom without staff member
 Word walls are also suggested
 Desks must be aligned in groups of 4 (when permitted)
Make up work stations (must be visible)
Provide students with the opportunity to submit work using google classroom
Regent multiple choice question should be posted by unit
Grading policy- don’t give zeros (See Dr. Veach)
Use a clipboard when giving formative assessments – See Mr. Boyce
Implement Hochman strategies – when needed
I can statements
Have the phone policy and VIBE policy posted
Request an AC in your class- if you feel you need the support
Have high expectations for all your classes
Student work needs to be updated every four to six weeks
Classrooms need to be clean
Create a student of the month- lunch with the principal
Honor roll in your classroom
The school will have an awards ceremony four times a year (November, January,
April, June)
Revision Fridays- Students can make up assignments if students are finished with
their work or teachers can reteach content that students struggled with
For Humanities- It is suggested that Fridays should be designated as writing days.
A writing assignment could be incorporated in that lesson
Rubrics- where necessary (For example it is suggested that Humanities teachers
create rubrics that are aligned to the state exam
Go to nysedregents.com and sample old exams. Your rubrics could reflect the
rubrics provided on the state website
It is suggested that your teaching is culturally relevant
Every Monday after school we will conduct an advisory- for ACs
Friday during lunch there will be an advisory- for ACs
It is strongly suggested that teachers stand outside of their classes while in
between classes. Please stand at your door until the bell rings.

Classroom Management
There are many ways to maintain a classroom. Adolescents sometimes test of our ability
to maintain a calm demeanor under fire. Use a variety of strategies to diffuse potentially
volatile situations – a word whispered in the student’s ear, asking the student to meet with
you at the end of the class, engaging the student’s energy as a monitor, etc. All of these
can be effective, but not every strategy works all of the time.
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You are the first line of defense but must always follow the behavioral policy and
communicate with student’s advocate counselor regarding behavioral issues.
Humiliating or yelling at students just exacerbates the situation and is not acceptable.
Also, do not threaten a student with any consequence you cannot be guaranteed you can
deliver...e.g. "If you do that again, you will be suspended," or "You can't come back until
your parent comes to school." In addition, students need to be supervised at all times.
Sending students out of the class as a disciplinary measure is not in keeping without
school policy.
We are also implementing a new policy called Lunch and Learn. If you feel that you are
having a difficult time connecting with a student take them to lunch. Although this
suggestion cannot be used on all students, it may be helpful in building relationships with
students that need additional guidance.. Please use this option after you exhausted all
other options. The school will reimburse you.

Every morning we will also be offering breakfast to students
Students who don’t go to advisory must set up an alternative appointment to meet with
their counselor
Advisory Counselors will take their advisees to lunch during the first Friday of school.
Counselors will plan a trip with their advisees during the second Friday of school.
Counselors will plan five different trips and have them rotate the trips among their
advisory groups.
Training for Restorative Justice will continue in September
College tours start in September and continue in October
Students need to get a NYC ID and a library card. This will give students access to many
NYC museums.
Walk-throughs
A Walk- through is when the administration visits classrooms to observe teachers and
students. Several walk-throughs will occur throughout the year. You will be notified
when a walk-through will take place. Please make sure your classroom is updated. Please
see Mr. Boyce for more information.

Report Cards
Teachers will conference with their students on days when report cards are distributed.
Counselors will also conference with the student during that week. Students will create a
goal setting form. Counselors will collect those forms. The Program Director has the
documents.
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Open Mic
Our open mic will take place on Fridays. We encourage all staff and students to
participate.

Common Planning Time
Common planning time is often described as a central dynamic for the systematic
improvement of instruction. Whenever possible, common planning time has been
included in your schedule to allow you to meet with your colleagues, with students,
families, or the administration. We encourage you to meet on a regular basis and use this
time to plan interdisciplinary units or lessons or common assessment, set up grade level
policies, analyze student performance data, and discuss issues related to instructional
practices or practice problems.
We will also be incorporating inter-visitations. We encourage three inter-visitations
during each semester. When visiting your colleagues please use the lens of Danielson.
Our focus this year will pertain Danielson 3B and 3D.
Garth from the UFT will also be conducting professional development twice a month. For
the humanities team please also use the Hochman writing materials to promote writing.

Class Trips
Please remind students that they are required to follow school’s code of conduct during
class trips and that the same rules and consequences apply when they are in school as
when they are on class trips. This is remains true for teachers. The necessary forms for
trips can be obtained in room 222.

Classrooms: Staff Responsibility
Your classroom/and or office space is a reflection of you and of the school. It is
important to maintain your environment, keeping it clean and neat. If you create clutter,
give it a semblance of order. Label working areas, arrange your libraries in an attractive
way, clean the boards (or have students to it) use filing cabinets or carton for organizing
student work.
 All food must be closed. When you serve food in your class, put all garbage in
sealed plastic garbage bags. Request bags from custodians
 Closet doors must be closed and locked at all times to eliminate the opportunity
for theft. Do not leave handbags or backpacks containing your wallet on or around
your desk. All doors and windows should be closed at the end of the day. In
addition, always lock your door when leaving your room, even if it’s only for a
short time.
 Bulletin board should be kept up to date. Visitors should be able to tell what your
students are studying just by entering your room. Charts and quality student work
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serve as reinforcement of what is being taught, as well as reference for analyzing
content material during independent and group work.
Hang reinforcement charts, post the standards addressed in the day’s lesson.
Ensure classroom tables, desks, and other work surfaces are kept clean.
Learning centers, project areas, reference and general library areas should be
designated.
We need to expect the best from our students. Our students are smart. Keep the
classes rigorous! Have high expectations. Hold them responsible for the work
they submit.
Teacher need to provide a caring environment to help students stay strong

Students who walk out of your room
Students who are engaged in the lesson are less likely to walk out of your room. When
creating lesson plans and activities please reflect on how you connect students to your
activities. Counselors need to assist teachers. Need to keep teachers updated with the
daily activities of our students.
Try to connect with students who are sleeping in your class. Sleeping in class should not
be tolerated. Ask students why they are sleeping. Try to motivate them to stay awake.
Perhaps the teacher can create a do now that relates to current events. This could be one
way to keep students engaged.
If students walk out of your room they are not allowed to come back without a pass. The
student’s counselor should authorize if students had a legit reason for leaving the
classroom. If a student leaves a classroom the parents need to be called by the teacher.
Bathroom passes
Bathroom passes should not be given out during the first ten and last ten minutes of class.
Kids need to sign the bathroom log. Students should not abuse the bathroom pass. If this
does occur the following steps should be taken:
1. Teacher meets with the student
2. Parent is contacted
3. After the meeting the teacher emails the counselor

Case conferencing
Case conferencing- A group of teachers will go through a list of students to see what is
working best. Teachers and counselors will go through a list of kids in their caseload.
Analyze the data to see why the student is struggling. The CBO Program Director and
Assistant Program Director will lead the groups. Teachers will voice strengths and
weaknesses.
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Computers
Each classroom is equipped with computers. The maintenance of these machines is your
responsibility. Post the rules and regulations for computer use in a prominent place and
go over them with your students.
The Department of Education monitors computer use. School computers should be used
strictly for school related purposes. Do not visit inappropriate websites or download
questionable documents from these computers. While personal web pages are your
private business, please note that the DOE has had several incidents involving the Office
of Special Investigations surrounding Face book/MySpace. It is recommended that your
personal pages be “locked/invite only,” so as never to link your personal activities to that
of a child.

The attached link http://www.nycenet.edu/opm/opm/nysslanswers2.html is the
Department of Education’s policy regarding computer software, computers and internet.
Please read it, be aware of its content and follow all directives. Be sure you are not in
violation of the Department of Education’s policy on these issues. Also be aware that
access to internet items that are deemed inappropriate for children in schools violates
Chancellor’s Regulations. You are ultimately responsible for supervising yourself and your
students while using DOE equipment and internet access. Additionally, staff are required
to adhere to the D.O.E. Social Media Guidelines distributed and posted on the DOE
webpage. Violations regarding these policies may result in disciplinary action.

Student Attendance:
Student attendance is an essential part of the learning process. Students will struggle with
their academics if they are not attending school on a regular basis. We must message to
our students the importance of attending school.
Here are some helpful quotes:
4. 80% of success is showing up
5. Attend today and achieve tomorrow
Last year we introduced Kinvolve as a way for teachers to take attendance. Every teacher
and CBO member has a Kinvolve password and username. Please use Kinvolve. The
steps are easy. After you log in you will have access to all your classes. If a child is
absent you simply move the students name to the absent column. Once you are done with
each class you can click the submit button. Kinvolve is amazing. It’s a great way to stay
in touch with parents!

For more information: https://kinvolved.com
Or see Mr. Boyce.
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Each day staff members will also receive a morning email from the CBO Program
Director giving an update about certain students. These updates give us insight to what
students are experiencing outside of school. Alicia will also be in charge of sending
letters home to students and parents notifying them of their absences. Alicia will also be
in charge of home visits. Every week the percentage of absents should be posted for all
students.
We will have our own entrance for students to enter the building. A school representative
will be at the entrance each day to welcome students. A school representative will be at
entrances 7/8 between 8:00 a.m. and 8:45 a.m. Students who arrive earlier than 8:00 a.m.
can wait in a counselor suite or in the main office.
If students are constantly late or absent here is order of command to ensure that the
student begins to arrive on time. The order of command was established if the behavior of
the student does not improve.
1.
2.
3.
4.
5.
6.

Teacher meets with the student- parent is contacted and call is documented
Counselor, teacher, and Alicia meet with the student- Alicia sends a letter home
The Assistant Program Director and the child’s parent meet with the student
Program Director meets with the student
Bill and Guidance Counselor meet with the student
Janan meets with the student Georgia meets with the student

 REMEMBER EVERYTHING NEEDS TO BE DOCUMENTED. If it’s not
documented it never happened.
If student is absent more than two days in a row the teacher should contact the parent and
log that a phone call was made. After another two days Alicia will contact the parent and
keep a log of when the parent was called. Student’s Metrocard will be turned off if they
are showing excessive absences.
Students must also enter their name into their teacher’s late log upon entering class. The
time the student arrives also needs to be logged.

Comprehensive Educational Plan
The Comprehensive Educational Plan annually developed through the SLT outlines
the school’s annual goals, academic programs, and identifies the ways in which federal
monies are spent.

11 | P a g e

Cell PhonesUsing cell phones while class is in session is not permitted. Teachers must actively
control cell phone usage inside the classroom. You must consistent with our cell phone
policy. You must address the problem when a situation occurs
Some suggestions on handling cell phones:
1. Have students come up with a phone policy
2. Cell phone box inside the classroom- students can drop the cell phone in the box
when they enter
3. Each student that does not use their phone will receive $1 Vibe Buck
4. Have a phone box in the closest and lock up the phones for each period
The protocol for students who refuse to turn off their phone:
1. Tell the student to turn off their phones
2. Contact the parent- document the phone call
3. Contact the counselor
4. Contact Assistant Program Director and bring the parent in for a conference
5. Contact Guidance Counselor and Program Director
6. Contact Bill
7. Contact Janan
8. Contact Georgia

12 | P a g e

Chapter 4 Other Professional Duties

Accidents: Staff and Students
We are required to report every accident to the Department of Education: hence every
accident in which a staff member is injured MUST be reported to the assistant principal
at once. If you or a student should have an accident on-site or while participating in an
off-site approved activity, you need to inform an administrator as soon as possible. In
addition, an accident report must be filed within 24 hours of the occurrence. Details about
location, date and time, witnesses, and a statement of what happened need to be included.
Reminder: Failure to fill out forms in a timely fashion may result in denial of line of
duty absences resulting from your accident.
Remember, the first call you make is to the main office when there is an accident.
An administrator will come to your assistance. Do not try to handle medical emergencies
yourself. If an accident occurs off-site, call the school for support.

ADVANCE is the evaluation system for NYCDOE teachers.
To support educators in implementing Advance, all Advance-related tools and
resources will be posted on this site.
https://intranet.nycboe.net/HR/advance/default.htm
For questions about Advance, email Advance Support at
advancesupport@schools.nyc.gov.

It is suggested all you review all components of Danielson
Arrival and Dismissal: Student
Arrival
Students will enter through the Willoughby Avenue Entrance starting at
8:00 am unless they are participating in an administratively approved
before school program. Classes will begin at 8:56 a.m.
A hot breakfast is served in the cafeteria starting at 8:00 a.m. A grab and
go breakfast will be distributed at 8:15a.m on a daily basis.

Dismissal
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Advocate Counselors and assigned staff will be stationed at various exits and places on
the school perimeter during dismissal. All teachers need to be in the hallways during this
dismissal to ensure student safety.
 Dismissal time is 3:16 pm. Students exit through the Willoughby Avenue side of
the school.
 Students must leave the school property immediately after dismissal unless they
are participating in afterschool tutoring, student leadership, a club/group or other
approved after school activity.

Assembly Procedures
Auditorium
Please speak with Marcella three weeks in advance if you would like to reserve the
auditorium.
In order to continue having meaningful and orderly assembly programs, teachers should
follow the procedures listed below:
 Students are to report to their classrooms and then be escorted to the auditorium.
Attendance is to be taken in the auditorium and not in the classroom. This allows
more time for the assembly program.
 Be aware of your seating assignments and escort your class to the assigned seats
in the auditorium.

Belongings: Students
Safety and security are important issues for all of us. All students' belongings are to be
locked in closets; classroom doors should be also locked whenever you leave your room.
It is the responsibility of the teacher/advocate counselor to ensure homeroom closets are
locked and classroom doors are locked when no class is present.
If a student drops off his/her belongings with you it is your responsibility at the end of the
day to ensure the student is able to retrieve his/her belongings. If you know you will be
unavailable, do not lock up students belongings.
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Chapter 5 Support Services, School Rules
Cell Phones
Teachers may not receive or make calls on their cell phones during instructional periods.
Teachers may not receive or send any text messages during instruction periods. It is
expected that all cell phones will be turned off and put in a safe place, unless you have an
administrative or preparation period without student responsibilities. Do not allow
students to use your or their cell phone. It is also recommended that you use school
phones to contact families.

Copy Machine
Should the copy machine jam or break down while you are using it, PLEASE do not walk
away and leave it in disrepair. It is slows down the work flow in the office and is
inconsiderate to our colleagues. There is one copier in our school, the one in the main
office. In the event the copy machine is not working, please use the printer in your
classroom, and inform Melanie.

School Letterhead
Teachers/staff must receive the approval of the assistant principal prior to using
stationery bearing the school letterhead. School letterhead should not be accessible to
students.

Library
The library is open during most lunch periods and after school several days a week. If
anyone wants to use the library you must schedule its use speak to Marcella.

Lunch Forms
We must collect a lunch form from every student. This is a difficult process. Once all the
forms are collected we will be able to determine our percentage of students for free and
reduced lunch which will determine our Title I funding for the next school year. If we do
not collect enough lunch forms, we will lose funding.
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Lunch
Staff:
Staff lunch is approximately 40 minutes long. You are expected to be in the building at
the end of the lunch period. If you have a preparation period after lunch, you must have
signed out with Marcella indicating the time in which you will not be in the building as
well as your destination.
Student:
Student lunch is Period 5. Advocate Counselors will be stationed in the cafeteria during
lunch. If you have students in your classroom they must be supervised at all times.
Students are NOT TO LEAVE the premises during lunch. In addition, students are NOT
PERMITTED to order food from outside restaurants or to loiter in the hallway during this
time.

Dress Code
Staff
The Chancellor's Regulations require that students do not wear clothing that detracts from
the learning environment. We expect our staff to dress professionally; therefore
regulations in regards to the dress code (short skirts, thin strapped tank tops, appropriate
dress) apply to staff as well.

Students
Attire must always follow Chancellor's guidelines. Clothing that does not appropriately
cover students or has inappropriate messages or meanings will not be allowed in school.

Email/Communication Expectations
It is your responsibility to check your NYCDOE email every day; and is
recommended that email is checked once in the morning and once before you leave.
Email will be used to send the majority of reminders, memos and information in lieu of
putting notes in your mailbox. If you have technical difficulty or need assistance, please
let administration know. Be sure that when you are writing an email that you adhere to
the DOE policies and that you remember that emails can be obtained in discovery by a
party suing the City and used in a trial or by a Freedom of Information Law request.
Therefore, take care to avoid writing something that you would not include in a carefully
considered memorandum. Remember you also need to empty your mailbox (inbox and
sent). Delete all items and then permanently delete so you have adequate space.
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Communication is essential in the running of a school. New information is constantly
disseminated. It is expected that staff checks their email daily and recommended that it is
checked at least twice; once in the morning, once in the afternoon. It is also expected that
mailboxes are checked and emptied daily.

Equipment and Furniture
Take care of your computers, projectors, Smartboards, lap top carts, TVs and DVD’s as
well as other items. Do not let students operate expensive equipment without established
rules that are clearly understood. Establish protocol for use and stick to it, especially with
computers. Keep procedures posted publicly. Repairs and replacement needs should be
reported to Computer Tech in 236. All requests must be put in writing.

Faxes
Staff must fill out the fax form in the main office. Only school-related documents may
be faxed. The school fax machine is located 222. The fax number is 718.638.3404.

Graffiti
Any graffiti must be immediately reported to the Assistant Principal’s office.

Guidance Intervention
Students are mandated, referred or self-selected for guidance intervention. We have many
avenues for guidance intervention including a guidance counselor, four advocate
counselors, two licensed social workers, art therapy and social work interns, a school
psychologist and a School Based Support Team. The advocate counselors have the
benefit of knowing students over time. As with all service providers, guidance counselors
should be involved in all issues related to a student's attendance, academic progress, and
family meetings.

Hall and Bathroom Pass Policy
Hallways
Students need to move through the hallways in a quiet, orderly fashion. There is a oneminute passing time, so visiting and loitering is not possible for students who arrive on
time to class. Advocate counselors and assigned staff supervise the passage of students
between periods. Once the period ends, we need to end our class and move our
students to the hallway as soon as possible. Incidents frequently occur in the moment
between your conversation with a student ending and your being at the door. For safety
reasons, we expect that all teachers to stand at their doors watching students'
movement through the halls whenever not teaching doubles. Your cooperation in helping
supervise students in the halls, reminding students to walk on the right, supervise
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staircases, auditorium, entering and exiting the lunchroom, and building, maintains a
sense of calm.
Bathroom Pass
All staff members have been issued an official pass. All students leaving your room must
be given the pass so that we will know why they are in the hallways.
All staff is to adhere to the following:
1. No pass is to be given other than the Official Pass.
2. Never leave the pass out on the desk accessible for students to use freely.
Teachers are to control the usage of the pass.
3. Never leave the pass in the drawer or cabinet unless it is locked. Please take the
pass with you. It is assigned to a person NOT to the room.
4. You must have students sign the bathroom log.
5. Bathroom passes should NOT be given out:
a. The first 10 and last 10 minutes of each period
b. Between classes. Do NOT issue the pass during these times.
6. If a student is out with the pass more than 10 minutes, he/she has abused it and
you have every right to put the student on “NO PASS” restriction until the end of
the term.
7. Inform your students that you expect them to use the bathroom facility during
their lunch period rather than during class time.
8. If the following scenarios should arise please respond accordingly. For example:
”I need to see my counselor NOW.” (Sample Reply): You are allowed to see your
counselor at, during lunch, or during advisory, or after school.
9. Research has shown that despite how much teenagers “buck authority” they
really have a great need for and want discipline, structure and guidance. The
most effective way to guide them is by being consistent and following through on
sticking to the above policy.

Hazardous Conditions
Potentially hazardous conditions should be reported to the assistant principal, in writing,
by the first staff member who observes it.

Individualized Education Plans – IEP
An Individualized Educational Plan or IEP is a plan developed for a special education
student. It contains both long and short-term goals and objectives for reading, writing,
math, and behavior. In addition, it includes testing modifications and promotional
criteria.
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Chapter 6 Security Procedures
Building Response Team
The Building Response Teams (BRTs) are emergency information and action
management teams that exist within each school or non-school building.
The BRT members form the school’s core emergency response group and are hand
selected by the Principal to handle all school or student-related emergency incidents and
conditions.
 On average, BRTs will consist of five members; however, BRT size will
be determined on a case-by-case basis.
 For Campus Structures, there will be one BRT for the campus with
representation from each school.
 As members of the BRT, these employees are trained to collect and
provide accurate information on an incident.

Chain of Command
If there is a school emergency, the chain of command is as follows:
1. Georgia Kouriampalis, Principal
2. Janan Eways, Assistant Principal
3. Bill Boyce, Assistant Principal
4. CBO Program Director- Stephen Nembhard
5. CBO Assistant Program Director- Latifah Reed

Intruder
If an intruder is discovered in the building, an alert message will be announced. Please
follow are GRP procedures.

NYPD
The local 79th Precinct is located on 263 Tompkins Avenue, Brooklyn, NY, 11221
(718) 636-6611

Fire drills
Too many students fail to take fire drills seriously. They fail to understand that if we had
to evacuate the building for a true emergency, our ability to do so would depend upon the
training we have given them during non-emergency times. When a fire (or other
emergency) occurs, it is too late for us to begin instructing students in the correct
response. Each teacher is asked to take a few moments of each period to instruct his/her
class in the correct response to fire and other drills. Please emphasize that we hold these
drills very serious.
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During the Fire Drill we will evacuate according to the fire drill procedures posted in
each room. Once outside of the building walk your class away from the building in
accordance to the posted procedures and wait for appropriate signal to return to the
building.
Procedures are in place for both fire drills and evacuation procedures. This plan is in
effect in the event of a fire, bomb scare or neighborhood disaster. You must follow the
designated exits which are posted in your classroom unless your exit is blocked. Three
minutes is the maximum time it should take for everyone to evacuate. Please convey the
seriousness of these procedures to your students. Students are expected to move quickly
and silently. This is extremely important. We need your support in conveying how
critical this practice is. One day this may not be a drill and we need to be prepared. Fire
drills. Series of three gongs (3-3-3) or beeps indicate that students get in line quickly
and quietly. Teachers supervise students at the front of the line as they go through their
designated exit to the street. Reinforce the point that that students move silently, quickly,
and calmly. Teachers are to take roll books and/or class roster sheets with them and take
attendance.

Preparing for an Evacuation
As fire drills are an important part of the school community, it is essential that we are all
familiar with the proper procedures and routines around this very important issue. As
such, please:
1. Familiarize yourself with the exit closest to your room.
2. Read the sign in your room that details emergency exiting procedures.
3. Run a practice – follow the path outlined below to make sure you are familiar
with it and that it makes sense.

EVACUATION PROCEDURES
Signal
There will be three sets of three gongs. Once you hear the first set of three gongs, please
begin evacuation procedures. Please exit the building through the PRIMARY EXIT
unless otherwise informed during the evacuation.
Exits and Routes
Rooms:
208, 209, 211, 212, 213, 218, 219, 220, 222, 226, 228, 229
Primary Exit: 3&4 (Main Entrance)
Destination: Willoughby Avenue, across the street from school.
Route: Walk to the corner of Kent and cross the street. Once across the street,
walk towards Franklin Avenue.
Secondary Exit: 7&8 (Near Library)
Rooms:
230, 231,232,233,234,235, 236, Library
Primary Exit: 7&8 (Library)
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Route: Cross the street upon exiting the building. Walk towards Dekalb Avenue
along the Kent condos.
Secondary Exit: 3&4 (Main)
Procedures
During an emergency or drill, please adhere to the following procedures:
1. If class is in session, make sure you take your attendance roster and know who
is present.
2. Escort your class out of the building; follow the predetermined route that has
been outlined for you.
3. Once outside, make sure you move students away from the building; again
follow the predetermined route.
4. Once the class is away from the building, take attendance to determine that
everyone has safely evacuated the building.
5. Wait for further directions; during a drill this means wait for directions to
return.
6. Please make sure that there is no talking for the duration of the fire drill.
Please make sure that students are not wearing headphones, or cell phones. All
school rules apply while outside during a fire drill.
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Chapter 7 General Information

Address of Employees Changes and Emergency Contact
Each employee will complete an emergency contact sheet indicating someone the
Superintendent’s Office can contact on your behalf in the event of an emergency.
Additionally, each employee is responsible to provide to the Superintendent a current and
updated address of residence. Be advised that the DOE will not change a current legal
residence for any employee until a new OP-85 form is received and approved by the
supervisor. In fact, any change of address, or name or status must be reported to the
Superintendent’s Administrative Assistant as part of the process to change departmental
records.

Arrest of Employees
Subject: BACKGROUND INVESTIGATIONS OF PEDAGOGICAL AND
ADMINISTRATIVE APPLICANTS AND PROCEDURES IN CASES OF THE
ARREST OF EMPLOYEES
Chancellor’s Regulation C-105
This regulation has been revised to clarify the responsibilities of different offices within
the Department of Education to investigate the circumstances of employees and other
persons working for the Department who are arrested. For certain arrests, supervisors will
now be directed to remove the employee from contact with children during the pendency
of the arrest.
The February 2003 change to the regulation adds a reference to a provision of the
Corrections Law that was inadvertently omitted from the last version of the regulation. All
other provisions remain the same as the version posted on 11/25/02.
http://docs.nycenet.edu/dscgi/admin.py/Get/File-499/C-105.pdf
YOU ARE REMINDED THAT ACCORDING TO CHANCELLOR’S REGULATION C105, ALL EMPLOYEES OF THE DEPARTMENT OF EDUCATION WHO HAVE
BEEN ARRESTED AND CHARGED WITH A FELONY, MISDEMEANOR OR
VIOLATION MUST IMMEDIATELY NOTIFY THEIR RATING OFFICER, WHICH
FOR PRINCIPALS IS THE SUPERINTENDENT AND THE
OFFICE BELOW, FAILURE TO COMPLY WITH THIS MAY RESULT IN
DISCIPLINARY ACTION:
Administrator, Office of Personnel Investigation
New York City Department of Education
Telephone: 65 Court Street - Room 223 Fax:
718-935-2666/2668 Brooklyn, New York 11201 718-935-4366
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Attire
Although contracts do not always permit administrators to mandate attire for staff, we do
respectfully request that our staff and administrators model respectful and professional
dress while at school or involved in activities that supervise students or staff or present a
public image of our school community and or profession.

Certification/Licensing (Staff)
It is the responsibility of teachers to update and maintain their New York State teaching
certification and New York City licenses.

Chancellor’s Regulations
The Chancellor's Regulations cover a wide range of policies, divided into four sections.
Volume A addresses student-related issues, from admissions to promotion. Volume B
addresses school-based budgeting. Volume C addresses employee issues, from hiring to
termination. Volume D addresses parent and community involvement. The regulations
are available in English, Arabic, Bengali, Chinese, Haitian Creole, Korean, Russian,
Spanish, and Urdu.
The full Chancellor's Regulations can be found at the following web address:
http://schools.nyc.gov/RulesPolicies/ChancellorsRegulations/default.htm.
Please read and become familiar with these regulations.

Child Abuse and Neglect
All school staff members are considered “mandated reporters” of abuse and are legally
bound to share all suspicions with the authorities. If you suspect that a student has been
abused or if a student shares that he/she has been abused, you need to report the matter as
soon as possible to the guidance counselor or an administrator and call ACS. Please do
not ignore the signs. Although we are all mandated reporters, the reporting and followthrough work best if done in collaboration with staff members. Your full cooperation is
important to early detection and intervention. Any information you receive regarding a
student’s personal issues are confidential and should not be discussed with colleagues.
Chancellor’s Regulation A-750 addresses all matters of child abuse, neglect. If you suspect
any abuse of a student, please act accordingly and notify your supervisor immediately.
Remember we are all MANDATED REPORTERS.

http://docs.nycenet.edu/dscgi/admin.py/Get/File-466/A-750.pdf
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Clubs & Teams
Brooklyn High School for Leadership has a variety of after school activities. Staff
must file an application and procedure to create a club/team. See Janan for details.

Communication Expectations
Communication is essential in the running of a school. New information is constantly
disseminated. It is expected that staff checks their email daily and recommended that it is
checked at least twice; once in the morning, once in the afternoon. It is also expected that
mailboxes are checked and emptied daily. Check your mailbox morning and end of day.

Conflict of Interest/ Gifts from Students or Parents
Chancellor’s Regulations and City Council Law prohibits employees of the NYCDOE
from doing business with students, schools or agencies contracted with the D.O.E. outside
of the normal scope of their assigned duties. Questions regarding this law and ethics
regulations must be brought to the Superintendent or Principal or Ethics Officer at the
Office of Ethics and Conflicts of Interest. 718 935-5300. It is better to ask first than to be
summoned before the City Conflict of Interest Board. See Chancellor’s Regulation C-110.
This Regulation also governs the receipt of gifts from students and or parents. Gifts must
not be worth more than FIVE dollars and if given collectively as a group or class, MUST
NOT exclude any child regardless of whether they contributed.
A teacher may not tutor any Brooklyn High School for Leadership and Community
Service students or siblings for money. Operating under a conflict of interest is subject
to disciplinary action, fines, and possible termination of employment. (See Chancellor’s
Regulation.)

Contact/Communication - with Parents
You can phone parents with good news, just as easily as bad news. Make it a practice to
be a good news bearer whenever you can. We can all easily fall into the habit of only
calling when there is a problem.
Before you send out any written communication to families, you must show it to the
assistant principal for approval. It is also beneficial to “cc” administration on e-mail
contact with families. Keep a copy of all written communication and the date sent out.
Your copy can be invaluable in documenting your efforts.
Make yourself available for parent meeting by appointment. If you are uncomfortable
with meeting a parent alone, arrange for an advocate counselor to be present. You can
often schedule a meeting during common planning time to give families an overview of
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student performance and a strategy for improvement. These meetings create a positive
relationship between the home and school.

Corporal Punishment
http://docs.nycenet.edu/dscgi/ds.py/Get/File-523/RegTOC.html
(Chancellor’s reg)
http://docs.nycenet.edu/dscgi/admin.py/Get/File-446/A-420.pdf
(actual file)

Above is the link for Corporal punishment, pupil behavior and discipline and Verbal Abuse,
Regulation A-420 / 421. Please be familiar with these procedures. In addition to this, please
note that actions such as, inciting physical confrontations, physical confrontations and or
verbal abuse are covered by these Chancellor’s Regulations. Verbal
Abuse may consist of and is not limited to the following: Words and actions that “belittle,
insult, curse, cause fear, humiliate, ridicule or name call” students.
The Chancellor's Regulation reads as follows:
Physical Abuse: All of us are frustrated at some time or other with our students;
however, we may not act upon our feelings. Hitting, pushing, shoving, grabbing and
touching in a forceful way are not acceptable. Other forms of punishment such as having
students stand during a period, rather than sit, making a student the brunt of sarcasm, etc.,
or having students write repetitive sentences may be construed as corporal punishment.
The Chancellor's memorandum on corporal punishment is attached.
Verbal Abuse: Verbal interchanges can fall under the corporal punishment umbrella. The
use of pejoratives, cursing and swearing, racial, gender or religious comments, sarcasm at
the students' expense, put-downs and even yelling are all construed as verbal abuse.
Speak to your students in a respectful tone and manner. If a student, parent, or staff
member makes an allegation of corporal punishment, either physical or verbal, the Office
of Special Investigations is notified of the allegation and they determine who will
investigate. Frequently, the principal becomes the chief investigator and you are
interviewed in the presence of your union representative. After all interviews are done, a
report is filled out and sent to The Office of Special Investigations. This office sends the
final determination back to the school. At no time should a faculty member try to
discuss the allegation with the individuals who made the allegation. It only
compromises the case and may lead to additional disciplinary action.

Crutches
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No students on crutches or with canes are to be admitted without an assistant principal's
authorization and knowledge. We will verify the student's ability to navigate the stairs,
and ensure that a doctor's note has been submitted to the office.

Defibrillator
Every school in the City of New York has been mandated to inform all staff to be aware
of the protocols concerning our emergency plan. Brooklyn High School for Leadership
and Community Service will be able to use, if need be, the defibrillator that is found at
the School Safety station on the first and third floors.

Dereliction of Duty/Abandonment of Position
Please be familiar with behavior that constitutes dereliction of duty or abandonment of
position. Actions such as “leaving the school and or students unattended or
unsupervised” may be considered dereliction of duty, whereas, failure to report for work
for a period of 20 days may constitute abandonment of your position. Actions such as
these may result in disciplinary action which could lead to termination.

Discipline/ Discipline Code
Communication with an Advocate Counselor is essential. Once a problem arises, write a
referral to the Advocate Counselor, conference with the counselor and/or request a
Student Teacher Advocate Counselor meeting (STAC). Please work with the Advocate
counselor and student to brainstorm a strategy.
If the behavior of the student does not improve please follow this chain of command
1. Meeting with Assistant Program Director, guidance counselor, and the students parent
2. Meeting with Program Director
3. Meeting with Bill and Celeste
4. Meeting with Janan
5. Meeting with Georgia
This guide covers infractions and the range of possible disciplinary and other responses
for grades K-5 and grades 6-12, plus how students/families can appeal decisions. It also
includes the Student’s Bill of Rights and Responsibilities. The guide is available in
English, Arabic, Bengali, Chinese, Haitian Creole, Korean, Russian, Spanish, and Urdu.
The 2014 discipline code can be found at the following web address:
http://schools.nyc.gov/RulesPolicies/DisciplineCode/default.htm

Early Dismissals/Closures
Do not dismiss early or close school for students and adults for any reason before the end
of their scheduled school day without departmental approval. If an incident occurs at
your school that requires an evacuation, please evacuate the school to the evacuation sites
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listed on your school’s safety plan. All early dismissals that are planned require approval
at the link http://schools.nyc.gov/Calendar/changerequests.htm.

Excessive Absences or Lateness
Please be advised that all administrators and district staff regardless of how many days are
in your Cumulative Absence Reserve (CAR), absences and or likenesses exceeding ten
days per school year is considered excessive and subject to disciplinary action.

Helping students meet their attendance goals

MY ATTENDANCE
SUCCESS PLAN
POSSIBLE STRATEGIES TO REACH MY ATTENDANCE GOALS










I will make attending school every day a priority.
I will keep track of my attendance and absences.
I will set my alarm clock for
a.m.
I will attend school every day unless I’m truly sick with a temperature of 100 degrees or
more.
I will find a relative, friend or neighbor who can take me to school if I miss my bus.
If I am absent, I will contact my teachers to find out what I missed.
I will set up medical and dental appointments for weekdays after school. If I must make a
medical appointment during the school day, I will try to attend school for the majority of
the day.
When I am struggling with a challenge that is keeping me from school I will confide in
an adult at school and seek help.
To improve my attendance, I commit to the following:

1.
2.
3.
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We will review progress to meet this goal in one month.
Student Signature:

Date:

School Staff Signature:

Date:
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MY HELP BANK
MY FAMILY

1. My Family: List who lives in your house.

POTENTIAL
HELPERS
EVERYDAY
HELPERS

2. Everyday Helpers: Identify who you can
call on to help you get to school or resolve a
problem. These are people like friends,
neighbors, school staff, and relatives who
can help regularly.

OCCASIONAL
HELPERS

3. Occasional Helpers: Identify people who
probably cannot help every day, but can
help in a pinch. Maybe it’s a godparent, a
relative or a friend who lives outside your
neighborhood but can be there for short
stints.

1.

My
Family:

2.

Everyday Helpers:

3.

Occasional Helpers:

4.

Potential Helpers:

4. Potential Helpers: Identify people who
are part of your school community, church
or neighborhood who are able to help if
you ask.

If I need help getting to and from school or with a barrier to attendance, I will ask the following
people help me out:
Name:

Best Contact Number:

Name:

Best Contact Number:

Name:

Best Contact Number:
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Filing and Reporting Accident/Occurrence Reports
Accidents/occurrences must be reported appropriately either through OORS, and or EIC
within 24 hours of the occurrence.
Accident/Occurrence Reports must include a statement from the injured party(s) as to
what events occurred. In addition, a statement from all witnesses about any events they
may have witnessed must be attached to the OORs report.
Accidents/Occurrences involving injury to a staff member must also be documented on an
accident and/or incident form.
 Although Accident/Occurrences may appear to be trivial, you should not fail to
report them nor fail to complete proper Department of Education forms. This is
for your protection and for the protection of the school.
 All statements and reports must be dated and signed.
NOTIFICATION TO SUPERINTENDENT AND SENIOR LEGAL COUNSEL IS
REQUIRED ANY TIME YOU HAVE TO CALL 911 OR E.I.C., IF YOU HAVE A
SERIOUS INCIDENT OR INJURY OCCUR WITHIN YOUR SCHOOL OR
BUILDING OR INVOLVE YOUR STUDENTS OR STAFF.
WITH Anytime NYPD, EMS or FDNY are called, you must contact a supervisor
immediately AND call EIC (DOE Emergency Information Center).
 Suicide threats, safety concerns, and/or suspected child abuse/neglect must also
be reported.
** PLEASE NOTE: ANY TIME A STUDENT IS TAKEN TO THE HOSPITAL
BY EMS, A STAFF MEMBER MUST ACCOMPANY THE STUDENT. IF
STUDENTS ARE ARRESTED STAFF (NON-SSA STAFF) MUST ALSO
REPSOND TO THE PRECINCT UNTIL PARENT /GUARDIANS ARRIVE AND
OR ARE PROVIDED REASONABLE TIME TO RESPOND.

Insubordination
Please be advised that failure to comply with a directive from your supervisor may be
considered insubordination. Insubordination may result in disciplinary action and or an
adverse employee rating.

Invitation to Outside Speakers
All outside speakers for assemblies, club, classes etc. must be cleared by the Assistant
Principal in advance, before they are approached or invited.
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Keys
Please safeguard all of your keys. Do not give your keys to students for any reason at
any time. No keys are to be kept in mailboxes.

Laptops
Brooklyn High School for Leadership and Community Service has several Laptop carts.
Laptops carts are available on a first-come basis. Laptop cart keys and the safety of
Laptops are your responsibility.DO NOT keep keys to Laptop carts unattended or out
in your classroom unattended.

Late Use of Building
No staff member or student is to be in the building beyond official schools hours without
authorization from the Principal or Assistant Principal and an approved building permit.
There must be no unsupervised activity in the building at any time. Students participating
in an activity may not leave the area of the activity. The supervisor is responsible for
their whereabouts at all times. Whenever you leave the building, other than your lunch
period, the DOE requires that you sign out and then back in. There is a sign out book in
the main office that you are required to sign. Include the time you leave and the time you
return.

Leaving the Building During School Hours
No Students, staff or faculty member is permitted to leave a school building during hours
without first notifying and or gaining approval from their supervisor.
Staff
Unless there is an emergency situation, you are expected to be at school for the full day.
Please do not make appointments until after your workday ends. You have vacation days
to schedule wellness visits. Clearly you may leave if you become too ill to continue
working; however you need to notify the assistant principal immediately.
Students
No students may leave during the middle of the day unless their parent or guardian comes
to sign them out. If a student tells you he/she will be leaving early for an
orthodontist/medical or other appointment, notify an administrator as soon as possible so
that families may be informed of this policy.

Leave of Absence/Sabbaticals
Leaves
There are multiple types of leaves available to teachers, administrators and staff members.
Should something arise that prohibits you from performing your daily duties and
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obligations as a school administrator, please contact your supervisor and the payroll
secretary immediately to discuss options regarding leave of absences.
The Federal Leave Act provides employees with the regulations and rights regarding
leaves. Applications and other information can be obtained through HR connector on the
department’s web pages. Note all Leave of Absences are subject to D.O.E. approval.
Examples of some possible leaves are:
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Leaving the Building During School Hours
No student, staff or faculty member is permitted to leave a school building during school
hours without first notifying and or gaining approval from their supervisor.

Kinvolve
Kinvolve is the way we message parents. It’s important that everyone is using Kinvolve to
help students attend school. It’s also great to keep everyone informed of our daily activities.

Mailboxes/Email/Outlook
Staff mailboxes are located in room 222 and must be emptied daily and should not be
used for storage. Mailboxes are to be used only for official school business. The
Principal or Assistant Principal must approve all circulars, appeals; etc Mailboxes in the
main office are to be used for professional use only. All correspondences must have a
"to" and "from" designation. All mass communications.
Every administrator and staff member has been provided with a D.O.E. / Outlook Email
Account. You are expected to read and respond to your emails within a professionally
acceptable period of time. Since this is a professional obligation, you are responsible for
checking and responding to its content daily and emails requiring responses should be
answered within a 24 hour time frame. Please note that the information contained in your
email is subject to public and departmental scrutiny. Misuse of this service and or
equipment violates Departmental Regulations and may result in disciplinary action.

Obscenities
Teachers should not permit obscene writing to remain on desks, walls, etc. Teachers
should not allow students to use obscenities in their presence.

Parent Coordinator
Part of the role of the Parent Coordinator and Assistant Program Director is to field calls
from parents regarding many of their questions, bring their concerns to you and act as the
intermediary between home and school, meet with parents with or without you to help
students make adjustments to middle school, offer workshops to parents on a variety of
topics, and be the parent voice in school decision making. His/her door is open to
everyone!
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Parent/Teacher /Student Conferences and Communication
There are four formal parent/teacher/student conferences, and one family night.
Staff members are required to attend both. Discussions of procedures of this event will be
discussed prior to the conferences. To get ready for these meetings with families, you
need to keep accurate records of student attendance, student performance and gather
evidence of student progress. In addition, all teachers need to have documentation of
outreach to the student’s advocate counselor when a student is at-risk of failing.
Students are permitted and encouraged to attend conferences.

Payroll
Payday is the 15th and 30/31st of each month. If you receive a check, you must sign for
your check or pay stubs each payday. For information regarding payroll inquiries, per
session and all matters pertaining to payroll, please see Marcella, our payroll secretary,
first.

Per Session
Per Session Postings will be located in the main office. Once you have applied and
obtained a per session job, you most complete a waiver (OP175W), and return to the
Marcella. In order to facilitate payment of a per session activity, please adhere to the
following instructions as per Chancellor’s Regulation C-175 (Regulations on Per Session
Employment):
Each per session employee is required to use a time clock to record the exact time of
arrival and departure.
Each per session activity requires a separate Hourly Time Sheet and time card.
Complete the Hourly Time Sheet and time card. No individual is authorized to work in a
per session activity during a normal school workday. Attach the time card to each Hourly
Time Sheet.
Please submit an Hourly Time Sheet and Time Card to the payroll secretary on the 15th (or
following work day) and the last work day of the month, in which the activity took place.
Failure to follow instruction may result delayed payment and/ or no payment as our
budget is fluid. See also "After School".
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Personnel Issues
Marcella Judkins is our Payroll Secretary. She is responsible for issues regarding
absence, medical insurance, and salary concerns. Do not wait to discuss these issues,
especially if you are new to the system. When dealing directly with the Department of
Education (DOE), remember to document all DOE inquiries, including conversations,
with date, time, contact person, and phone number. Remember to keep a copy of all
documents handed in or sent in that involve issues of payroll, insurance, licensing, and
send in documents "return receipt requested" to have official documentation.

Expense Policy
Staff members who are required to attend meetings as part of their professional
responsibilities will be reimbursed for carfare or parking. The following guidelines
apply: A TRAC must first be submitted to Michelle Johnson. See Michelle for details.
Staff members who report to the school, leave to attend a meeting, and return to the
school, will be reimbursed for round-trip carfare via public transportation. Use of a
personal car under these circumstances is at the staff member’s own expense, except to a
location where the use of public transportation would present a hardship. In such cases,
parking fees will be reimbursed. Municipal parking garages should be used whenever
possible. Please obtain and submit receipts. Where a staff member normally travels to
and from school via car and must attend a meeting from which he cannot return to the
school or must attend a morning meeting, prior to his arrival at school, the school will
pay for parking.
All other reimbursements must be approved by the Assistant Principal. Do not purchase
items for reimbursement without prior approval.
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Preparation Periods
As defined by the UFT Contract, teachers are expected to utilize their professional
preparation periods in such manner as to enable them to further their professional work
for the purpose of their greater classroom effectiveness. Preparation periods are not to be
used to get coffee, lunch etc.

Quality Review
For the quality review it is essential that we are using the data to drive our instruction and
set goals for all students in all academic areas. The reviewer will be looking for high
level instruction aligned with the Common Core State Standards in all academic areas.

Recycling Program
Chancellor’s Regulations A-850 requires all schools to recycle in accordance with the
New York City Recycling Law and Mayoral directives. We will be following all
recycling mandates.
Please review the recycling rules with your students. Each classroom will have a
separate bin for paper. Please be sure that only paper goes into that bin. A tissue or wet
paper towel goes into the regular trash. We need to be environmentally conscious and
teach the students the importance of recycling.
We need to model appropriate recycling for the students that includes papers, cans, and
bottles.
If you notice the custodial staff not collecting the recycled paper separately, please
inform me immediately.

Repairs within the Classroom
For repairs of your shades, lights, furniture, etc., please fill out a repair form located
the main office and return completed form to Ciara. Please put in for repair requests as
soon as you notice a problem so it can be rectified in a timely way.

School Implementation Team (SIT)-SIT Team:
Overview:
Brooklyn High School for Leadership and Community Service’s School Implementation
Team (SIT) meets regularly to facilitate the strategic planning and guidance necessary to
ensure that the individual needs of students with disabilities are met. The team is
minimally made up of an administrator, a general education teacher and a special
education teacher, who consistently monitor progress for all students with disabilities to
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ensure they are making progress in the least restrictive environment. The team also
provides staff development regarding special education reform and systems. In
consultation with families and students, the School Implementation Team works with
teachers, counselors, related service providers, the School Based Support Team and all
school staff, to make program adjustments as needed to foster student success. Some
responsibilities of the School Implementation Team includes: reviewing special
education student’s biweekly progress reports and discussing ways in which students can
be better supported academically and emotionally; helping to organize and participate in
annual and triennial student reviews; meeting with parents of students with disabilities;
supporting staff when using SESIS and when creating Individual Education Plans (IEPs);
assisting in reviewing testing accommodations; and facilitating staff meetings.

School Leadership Team-SLT Team:
The Chancellor has created School Leadership Teams for all schools. If you are
interested in being a part of the SLT, please let Marcella know. In addition to school
staff, the SLT also includes parents and student members.
Our school team meets approximately once a month. We discuss issues of safety,
curriculum, budget, staffing, and anything or everything that impacts no our school. Staff
members are invited to bring issues and matters of concern to any of the members for
discussion. However, one of our biggest tasks is writing the Comprehensive Educational
Plan (CEP) for our school. We use performance date to identify our goals and then write
realistic strategies to help us meet those goals.

Sexual Abuse/Sexual Harassment - See also "Child Abuse and Neglect"
Times have changed and people's awareness of the subtlety of sexual innuendos has
become heightened. For this reason it is important to conduct ourselves as professionals,
remembering that our students and our colleagues deserve the utmost respect. We expect
it of each other and of the students we teach.
Unfortunately we live in dangerous times with regards to allegations of sexual
abuse/harassment and physical abuse. Do not compromise yourself by saying and/or
doing anything that may be deemed inappropriate by students, parents or colleagues.
For your own protection, do not be alone behind a closed door with anyone. When
meeting alone with anyone always keep your door open, lights on, or meet in a public
place, like the office or library. Students should not be touched for any reason. It is
important to notice if students are uncomfortable in your class. Some events that indicate
there may be a problem are frequent student complaints that a "student is bothering me",
students calling out "Stop!", students standing up and moving away from someone or
students sharing the actual details with you. These red flags need to be brought to the
attention of our CBO staff as soon as possible. You don't need to have concrete evidence
to bring this matter up. Your instincts are usually a good indicator of a problem.
The Chancellor's regulations are specific regarding procedures that must be followed in
the event that allegations are made by students and/or families. It involves an
investigation according to certain protocols. The principal or an investigator from the
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Office of Special Investigations will meet with you, faculty or students involved, to
determine what happened. A report is filed with the Department of Education, and based
on the findings; a determination of consequences is made. In serious cases, staff is subject
to arrest and loss of license.

State Report Card
The New York State Report Cards provide enrollment, demographic, attendance,
suspension, dropout, teacher, assessment, accountability, graduation rate, post-graduate
plan, career and technical education, and fiscal data for public and charter schools,
districts, and the State. For each reporting year, a companion database containing
statewide data in many of the above areas is also provided for statistical analysis
purposes. To access the report card home page for a particular reporting year, click on the
appropriate link below.
If you find that a Report Card is unavailable, please send a request to
DATAQUEST@mail.nysed.gov.

Student Removal
No one may "throw a student out" of the room for misbehavior. You need to try solving
the problem first following with the guidance counselor and advocate counselor. A
referral must be filed for any disciplinary issue. In conjunction with working with the
guidance and advocate counselor, here are several suggestions: speak to the student
privately, remind the student of school/class rules, move the student's seat, contact the
parent/guardian, see if your colleagues have had success with the student and how they
handle him/her, and so on. If you and the advocate counselor have tried multiple
strategies without success and the student continues to act out, contact an administrator.
If you need immediate assistance, call Marcella (ext 255) in the main office who will get
you assistance.
If the students’ behavior does not improve here is the order of command
1. Meet with Assistant Program Director and the students’ parents
2. Meet with Program Director
3. Meet with Bill and guidance counselor
4. Meet with Janan
5. Meet with Georgia
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Student Teachers
If you are interested in having a student teacher, speak to the Assistant Principal. Do not
make arrangements to have a student teacher on your own; it must first be approved by
the administration.

Substance Abuse
Should you suspect any student of substance abuse or anything having to do with buying
or selling of illegal substances, notify an administrator immediately. Do not investigate
this matter on your own.
Here is the protocol that is followed:
1. Teacher identifies that student could possibly be on drugs
2. Student is removed from class by counselor. The counselor takes the student to
the nurse. Parent is notified by teacher.
3. An ambulance we be called if the nurse deems that the student is on drugs
4. Nurse also notifies parent
5. If the problem continues with the student Crystal is notified. Crystal will establish
a substance abuse group at lunch so students can talk about their issues. The
students’ counselor will make sure they attend the meeting.
6. If problems continues the parent and child will attend a meeting with the Program
Director and Assistant Principal to discuss other school options. This will occur
after the 3rd occurrence.

Supervision of Students
DO NOT LEAVE STUDENTS UNATTENDED. They are your responsibility and
should their safety be compromised, the DOE holds the classroom teacher accountable.
Call a fellow teacher or the main office for help or a break if you feel it is necessary to
leave your classroom. Never leave a student(s) in your room without direct supervision
from an adult. No student is to be told to leave without a pass.

Supplies
Unfortunately, we do not have a supply closet as well stocked as Staples. However, we
do have a variety of traditional school supplies for you to use. As keeping accurate
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inventory is essential, all supply requests must be in writing. Give your request for
general office supplies to Ciara.

How to use the Shop DOE Website

Go to https://dfoforms.nycenet.edu/ecatalog/
Enter your DOE email address.
Click on shopping cart to start shopping. Please seek items and materials that are not
normally found in the supply room.
Enter criteria for commodities. Do not pluralize the item/materials which you are looking
to purchase. For example, type Gatsby in the ENTER CRITERIA box when looking to
purchase The Great Gatsby, or materials related to the novel.
Once you have finished shopping, click on “Proceed to Checkout.” Please spend at least
$100 each time you purchase.
Enter all necessary delivery information. Click on “Save Settings” to save school
information (address, email address etc.) for future purchases.
Email all orders to Michelle Johnson
Please click on “Print Order” to save a hard copy for your records

Teacher’s Choice
Department of Education budget permitting, almost all teachers are entitled to Teacher's
Choice money. This is not part of the school’s budget and comes directly from the DOE.
All receipts are turned in with forms in the spring (typically March). A tax-exempt form
is included in attachments. Teachers will need to display receipts for "necessary
classroom supplies" bought between August and February (dates change each year so pay
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attention to notices). If this money is not spent it will be deducted from your March
paycheck.

Theft
There is a significant amount of theft that occurs in all schools, no matter how safe they
are. You need to make sure that you have a secure place in your room to lock up your
belongings and any valuables. No laptop, camera, purse, bag, iPod, cell phone, etc should
be left unattended for even a moment. Please know the school and the Department of
Education are not responsible for loss of belongings on school grounds.

Translation
The Translation and Interpretation Unit provides New York City schools with a fabulous
free resource for requesting written translation and oral interpretation services, including
over the phone interpretation. Phone translation can be used to call a student's home
and/or translate over speakerphone when the parent is with you. Please call 718-752-7373
if you are in need of these services. Translation services are available in many languages
including, but not limited to, Spanish, Chinese (Mandarin and Cantonese), Arabic,
Haitian Creole, Korean, Russian, Turkish, and Urdu. For American Sign Language
services please contact the Office of Sign Language Interpreting Services at 212-6894020.

Transportation
Trains: If our students will be arriving to school via the G Train, it is suggested that they
exit at the Clinton and Washington Station or the Classon Avenue Station on Lafayette
Buses: B38 on Lafayette/DeKalb, B44 on Bedford/Nostrand, B48 on Franklin/Classon;
B52 on Gates/Green, B54 on Myrtle
Car Service:
New Brooklyn (718.388.2828)
Brooklyn Car Service (718.384.4444)
Mobile Car (718.388.8300)
Students are given a MetroCard. Students who are absent more than three days in a row
will have their MetroCard shut off. Students will then have to come to school to have it
reactivated. These students will then be put on a two way trial run.
Students must contact Stacey if they are going to be absent.
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UFT Teacher Union
Marcella Judkins is the union chapter leader in the school. She will act as the liaison
between the staff and the union. If you have any questions related to the union please
consult and/or www.uft.org.

Trips
We encourage teachers to take students on trips. Some ideas for trips:
1.

Brooklyn Historical Society

2.
3.
4.
5.
6.

Brooklyn Museum
Brooklyn Bridge
The Chocolate Store
Tenement Museum
MOMA

Starting in the fall counselors will be taking their students on different college trips. We
will first explore colleges in Brooklyn.

Videos
All videos must have a connection to the curriculum you teach. As a
general rule of thumb, show only G, PG, PG-13 movies. Other movies may have to be
edited to make them acceptable with approval from administration. Students should never
view nudity, abusive/obscene language, and extreme violence.

Video Surveillance System
Video Cameras have been strategically placed throughout the school and on the building
perimeter to continually monitor and record any and all movements 24 hours a day.
Cameras have not been placed in classrooms, offices, and bathrooms, and are not
intended to evaluate employees.

Visitors
Please inform the Assistant Principal when you will be having visitors in your room.
Administration reserves the right to determine if the visitation is appropriate for a class or
for the time period requested.

Summer rules for visitors
1. Staff members must pick up students from the lobby.
2. Staff member must escort students to bathroom.
3. Staff members walk students to exit /main lobby.
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Website
www.BrooklynLeadershiphs.com

Workshops/Conferences/Intervisitations
We value professional development opportunities and will try to approve any meetings,
conferences or intervisitations in and out of the building that will enhance your teaching
expertise. Please make your requests as soon as you can. Please see Marcella for
paperwork any time you leave the building for a workshop, conference, professional
development, etc.

The 10 Most in-Demand Skills for 2019
CNBC released a list of both the top 5 soft skills and top 5 hard skills employers are
looking for based on an analysis of hundreds of thousands of LinkedIn job postings. The
top 5 soft skills for 2019 were: 1) Creativity, 2) Persuasion, 3) Collaboration, 4)
Adaptability, and 5) Time Management. The top 5 hard skills were: 1) Cloud Computing,
2) Artificial Intelligence, 3) Analytical Reasoning, 4) People Management, and 5) UX
Design. To read the article and find recommended online courses to support each
skill, click here.
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Further Resources
-------------------------------------------------------------------------------------------Department of Education Forms on Internet

Links to commonly used DOE Forms
Health Benefits Application (EBR)
http://www.nycboe.net/offices/dhr/benefits/healthapp.pdf
Health Forms

please consult the attached link for various health related forms
http://www.nycboe.net/offices/spss/sss/cpsh.asp

Per Session Waiver
http://www.nycboe.net/offices/dhr/forms2/persessionwaiverapplication.pdf
Personnel Change Form (OP85)
http://www.nycboe.net/offices/dhr/resources/doc/op-85.pdf
School Trips:
Parental Consent
(Chancellor’s Regs. A670 – Attachment 1)
http://docs.nycenet.edu/dscgi/ds.py/Get/File-1308/Attachment_1.pdf
Trip Plan (Chancellor’s Reg. A670 Attachment 4)
http://docs.nycenet.edu/dscgi/ds.py/Get/File-1311/Attachment_4.pdf
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