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September 2016 
 
 
Dear Colleagues, 
 
 I would like to take this opportunity to welcome you back to Inwood 
Intermediate School 52 for the 2016 - 2017 academic school year. As we begin 
to work to educate the students in our community, I would like to thank you 
for the hard work you are about to do in helping to prepare our students for 
their future.  
 
 In order to continue our collaborative work on ensuring school-wide 
success, I would like to share with you this Teacher Handbook. This 
handbook is intended to assist new and experienced teachers alike by 
organizing the school wide policies, practices, and necessary information you 
will need throughout the year. The information you will find in handbook is 
split into three categories: Instructional Core, School Culture, and Systems for 
Improvement. This document will also serve as a repository for necessary 
school documents that you will utilize throughout the school year. 
 
As always I look forward to working with all of you on ensuring the success of 
our students!   
 
Sincerely, 

Ms. Lupe León 
Principal 
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School Directory 2016 - 2017 
 
 

Position Title Name of Person 

Principal Lupe León 

Assistant Principal 
Assistant Principal 
Assistant Principal 

Luis Tejada 
Suzanne Sheerin 
Annette Rufino 

Dean Miguel Benitez 

Advisory Manny Velazquez 

Support Staff 
Accountability 
IEP Mandated Services 
Math Coach 
ELA Coach 

 
Cecilia Nuevo 
Elisa Deegan 
Ernesto Pasco 
Pauline Sawyers 

Technology Coordinator / Data Specialist / SPOC Brandon Sabogal 

Bilingual Coordinator Vanessa Gil 

Payroll Secretary Edna Portuondo 

School Programmer Bernadette Caro 

Social Worker Maria Mendez 
Laura Burdick 

Clinic / School Nurse NY Presbyterian / Sarah Goldberg, NP 

UFT Chapter Leader Zachariah Plotkin 

Parent Coordinator Lisette Vasquez 

Custodial Engineer Armando Chavarria 

Family Worker Brenda Tirado 

Pupil Accounting Secretary Vanessa Vega 

Community Assistant 
Community Assistant 

Edward Pérez 
Lydia Freeman 
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Bell Schedule 2016 - 2017 
 

Period Begins Ends 

   

Coat Check / Device Pick Up 8:00 8:05 

   

Period 1 8:05 8:49 

   

Period 2 8:52 9:36 

   

Period 3 9:39 10:23 

   

Period 4 10:26 11:10 

   

Period 5 11:13 11:57 

   

Period 6 12:00 12:44 

   

Period 7 12:47 1:31 

   

Period 8 1:34 2:18 

   

Coat Check / Device Return 2:18 2:20 
 
 
 
Teachers have extended time on Tuesdays to meet with parents between 
2:20pm and 3:35pm. 
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School Culture 
Working with Adolescents: 
 
 Adolescence is usually divided into two periods, (11 to 15 year-olds and 15 to 18 year-
olds) and students at our school fall almost entirely into the first age group. Educators should be 
mindful that children in this age group present exclusive characteristics which impact directly on 
their educational progress and social development. These are some of the characteristics: 

Physical changes: Puberty begins earlier on girls than on boys. This includes the development 
of sexual organs, bodily changes, possible body odor, and intense preoccupation with these 
changes. Increase of appetite, need for more sleep.  

Cognitive area: Development of the ability to think in relative and abstract terms, increased 
capacity to store knowledge and to apply new concepts. This consists of the development of 
irony and sense of humor. 

Moral Development: Tendency toward egocentrism. Better understanding of moral principles, 
but need to question social, moral, and ethical principles, especially those held by parents or 
persons in authority. Peers’ approval as a point of moral reference. 

Self-concept: Feelings of insecurity. Tendency to identify with stereotypes. Worry and anxiety 
regarding weight, height, skin color, and physical aspect in general. Importance of others’ 
opinion. 

Psychological characteristics: Frequent and sudden mood changes. Challenging behaviors 
as means of asserting personality. A ‘tough façade’ or rude behavior often covers feelings of 
insecurity and vulnerability. Feelings of sadness, guilt, or depression. 

Relationship with parents: Period of intense conflict with parents. Rejection of affectionate 
gestures from parents. Rebellion against parental guidance. Seeking the company of peers and 
friends rather than parents or relatives.  

Relationship with Peers: Need to belong to a group. Influence of peers in the evolution of 
personality. Peer pressure and the development of antisocial behavior. Emergence of sexual 
drive and beginning of boy-girl relationships. 

What can teachers do when confronted with the exciting and confusing world of 
adolescence in the classroom? Here are some suggestions: 

Don’t take it personally. Adolescents are by nature egocentric, and they tend to find fault with 
adults, especially with authority figures. The concept of ‘respect’ should be taught and 
encouraged by teachers, but it develops slowly in teenagers. 
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Don’t be surprised by their illogical or bizarre behavior. It is part of their growing up. They 
themselves do not understand why they act that way at times, but they continue to need our 
support and affection. 

Don’t criticize in front of others, don’t compare the teens to others. Teens are very self-
conscious of their own image, and they resent acutely to be ridiculed openly. They appreciate 
when a teacher takes the time to talk to them privately. 

Be patient with their organizational skills. Their brains are not completely wired, so don’t be 
too surprised when they forget, misplace, misunderstand, can’t complete, etc. By all means, we 
should help our teens develop these very fundamental skills, but don’t forget that we, the 
‘perfect adults’, also forget, misplace, etc.  

Encourage students to get enough sleep and to develop healthy eating habits. This will go 
a long way to help them maintain attention and avoid crankiness and mood swings in class. 

As parents, you have probably found out that there are only two medications to ‘treat’ 
adolescente angst: LOVE and PATIENCE 
 
The Classroom Environment 
 Classroom management has a direct impact on student achievement.  School 
schedules and programs control allocated time.  Teachers control engaged time or time 
on task.  The objective is always an academically challenging and purposeful lesson 
with many opportunities for success.   
 
Management of the Classroom  
 
Establishing routines designed to maximize instructional time with careful planning 
around physical space/organization and procedures. 
 
Preventing Discipline Problems 
 Create an environment based on respect for self, respect for others, and respect 
for the learning environment through consistency, firmness, and a reasonable code of 
behavior and intervention strategies which have been clearly communicated.  Good 
discipline is achieved through caring, commitment, and prompt follow-up. 
 
• Set ground rules with procedures and consequences for dealing with misbehavior 
• Treat all students equally and be willing to listen them 
• Employ a sense of humor to help diffuse a frustrating situation 
• Maintain a calm voice and a firm manner. If students don’t normally hear you raise 

your voice, they’ll listen better when you find it necessary to do so. 
• Praise students doing well so there is less need to gain negative attention 
• Planned ignoring can be an effective management tool. Ignore misbehavior that can 

be tolerated – a whisper, friendly scuffing that stops immediately. Redirect 
misbehavior before it increases in frequency and seriousness. 

• Have a well-planned instructional program 
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Anecdotal Logs  
 It is imperative for teachers to keep anecdotal records of student behavior and 
the actions taken as a result of the behavior. Record the student name, the date of the 
incident and the time the incident occurred and an objective description of student 
behavior.  Describe emotional behavior, but do not be judgmental. This record should 
also include telephone conversations and meeting with the student’s family.  
 
Classroom Maintenance 
 
 Teachers sharing a classroom must ensure that the chalkboard/white board is 
erased, seats are arranged, and the room is clean and neat before exiting.  If you are 
the last teacher of the day scheduled to use a room, make sure windows are closed, 
chairs are placed on top of the desks and all large pieces of trash are picked up. Please 
make sure that all the iPads have been returned to the iPad cart properly and synced. 
Finally, please be sure to lock the classroom doors when leaving the room.  
 
Bulletin Boards 
 
Bulletin boards are designed to showcase students’ work and to enhance classroom 
instruction.  Bulletin boards must be updated on an ongoing basis and should display 
the different processes or stages of learning. 
 
The bulletin boards should include: 
• Title, class, teacher’s name, rubric, task, and standard addressed. 
• Displayed work must have feedback which clearly guides students through the 

learning process. 
• Student work must be graded on a 1 to 4 scale, with comments based on rubrics 

attached.   
 
 
Student Removal Policy / Save Room  
  
Immediate Student Removal Policy 
  
 When requesting a child be removed from the classroom immediately, first 
attempt to call the school dean, Mr. Benitez. If he is unavailable, call the school 
guidance counselor Ms. Burdick. Dependent upon the level of infraction, they will come 
immediately to remove the child and the child will be under their supervision for that 
period. Please keep in mind that depending on the circumstances surrounding the 
incident, the student will be removed from the classroom for a single class period for 
that day. 
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Student Removal Policy By Teacher 
 
 When a student engages in behavior, which is substantially disruptive of the 
educational process or substantially interferes with a teachers’ authority over the 
classroom, the student may be removed from the classroom utilizing the following 
procedures: 
  
(1) Prior to removing the student, teachers must provide the student with an explanation 
of the basis for the removal and allow the student to informally present his/her version of 
the events to the principal or principal designee. 
  
(2) The teacher must inform the principal/designee of the removal and complete and 
submit a student removal form. (See Appendix at the end of this document) no later 
than the end of the school day. 
  
(3) The student may be removed from the class for a period of one to four days to be 
determined by the principal/designee in consultation with the teacher. In determining the 
number of days, we will consider the students age, previous disciplinary record, and IEP 
status if applicable. 
  
(4) Removed students should be directed to tan appropriate site for continued 
educational services for the period of removal in accordance with established school 
policies and procedures: 
  
• SAVE Room, Located in Room 213  
• Teachers must provide student work for the time the child will be removed from class. 
  
 The principal/designee will make every reasonable effort to notify the parent of 
the removal by phone by the end of the school day. In any event parents will be notified 
within 24 hours from the time of removal. 
  
 The parent must be informed of the reason(s) for the removal, the length of the 
removal, and the right to request an informal conference regarding the removal. The 
principal/designee shall not set aside the removal unless he/she determines that: 
  
(1) The facts do not support a conclusion that the student committed the act or that the 
act substantially disrupted the class or substantially interfered with the teachers’ 
authority over the classroom 
(2) the removal violates the law 
(3) the behavior warrants a suspension and a suspension will be imposed 
  
 If the principal/designee sets aside the removal he/she shall advise the teacher 
and parent of the reason(s) the removal has been set aside, and the student shall be 
returned to class. 
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Pupil Personnel Team 
 
 The PPT team operates in our school as the committee that receives referrals 
from teachers concerning academic or behavioral problems. The PPT consists of 
counselors and social workers from IS 52, & the NY Presbyterian in-school clinic. The 
PPT meets on a weekly basis. Referred cases are discussed and appropriate 
interventions are recommended. No student should be referred for educational 
evaluation (CSE) before being discussed at the PPT meeting.  
 
 If a teacher feels that a student may benefit from the PPT services a Pupil 
Personnel Team Referral form (See Appendix) should be completed and submitted to 
Mrs. Deegan.  Follow-up and feedback will be given to the appropriate assistant 
principals and to the referring teacher.  
 
PPT Referral Process 
 
• Teacher identifies student in need of services. 
• Teacher collects and analyzes data on student. 
• Teacher calls parents to inform them of specific needs – i.e. academic, behavior, etc. 
• Teacher provides intervention services and monitors progress for approximately 6-8 

weeks. 
• Teacher should keep logs & records of the behaviors and intervention strategies tried 

for each student for 6 – 8 weeks. 
• Once the time has expired (6-8 Weeks), the teacher could extend the interventions, 

or the teacher could refer the student to the Pupil Personnel Team. 
• Complete and submit the PPT Referral Form to Ms. Mendez, or Mrs. Deegan. 
• Once the referral is discussed by the PPT, the case will be assigned to a PPT 

member for follow-up. 
 
*Please note: Teacher should document outreach to parents and interventions with 
students referred. Forms will be returned if not completed. 
 
 
Supervision of Students 
 
 Teachers are responsible for the supervision of students, assigned to them.  At 
no time should students be left unattended.  Each teacher will be held personally and 
professionally liable for what happens if he/she is not actively supervising an assigned 
class.  Leaving your door open does not absolve a teacher of responsibility.  If the 
teacher has an emergency and must leave the room, contact the dean as well as Mrs. 
Caro to request an emergency coverage.  
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Change of Classes 
 
 Please keep track of the time and dismiss your classes on time to avoid students 
being late for their next period class. Teachers must supervise students under their 
jurisdiction at all times during the school day.  Additionally, in order to maintain 
consistent control of student behavior on school premises, each teacher must assume 
responsibility for all students “within sight and hearing” of the individual in the 
classroom, between classes, and at dismissal time. All teachers have the responsibility 
of supervising the passing of students in the hallway during period transitions. As there 
are many junctions in the hallway where traffic can accumulate, it is important that you 
help students move along to their next period class. Any inappropriate behavior on the 
part of a student should be reported to the dean.    
 
Student Lockers & iPad Cart Assignments 
 
 During the first week of school, teachers will be assigned a classroom and an 
official class that they will be responsible for throughout the school year. It is the 
teacher’s responsibility to assign and maintain a log of the locker distribution for their 
official class. Please remember to inform your students that combination locks are 
required. Students may access their lockers before 1st period and after 8th period only. 
The only exception to this policy is if a student leaves school before the day ends. 
 
iPad Storage and Inventory Maintenance 
 
 In addition to supervising the lockers of your official class, you will be responsible 
for maintaining the inventory of your official class’ student iPads and ensuring the 
proper storage of the device on a daily basis. Please use the following protocol: 
 
Initial iPad Assignment & Setup 
 
• Assign Students to a specific slot in the iPad cart, alphabetically as it appears on the 

attendance roster, numbering them 1-30 (or 1-12). 
• Practice picking up and storing the iPad in the charging cart with your students, 

ensuring that all devices are plugged in for charging during overnight storage. 
• Review the iPad inventory checklist to ensure that all iPads were returned. 
 
Student iPad Pick Up Protocol 
 
 During coat check, unlock the iPad cart and allow your official class to retrieve 
their assigned iPads for the day, supervising to ensure that students take only their 
assigned iPads. Students may not pick up an iPad for another student that is not in the 
room. Once all students have taken their iPads, close and lock the charging cart. Never 
leave the iPad cart unlocked.  
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Student iPad Return Protocol 
 
 After 8th period students should be returning to their locker rooms to pick up their 
belonging and store the iPads in the charging carts. When you are in the room, unlock 
the iPad charging carts, and supervise that all students return and plug in their devices. 
Use the iPad inventory checklist to ensure all iPads that were assigned that day were 
returned. If there are students who did not return the iPad during this time, please be 
sure to notify Mr. Sabogal, Mr. Cepeda, or Mr. Perez so that we may lock and track the 
device. Once all iPads have been stored, close and lock the charging cart for the next 
day. 
 
Student Outerwear 
 
 Students are not allowed to wear coats, jackets or hats in the building.  All 
outerwear must be placed in the student’s locker.  If you see a student wearing 
outerwear in the hallways, please inform your dean. 
 
Students Out of Class 
 
 To avoid disturbances to other classes and to maximize learning, students must 
not be allowed out of class except in emergencies.  If an emergency does occur and a 
student must leave the room, the teacher must provide a pass and should be clear as to 
where the student is going and when the student will return.  Each teacher should have 
a class log to record the name of student, the date and the time of the student’s 
departure and return.  Students are NEVER to leave a classroom without a pass. 
 
Dismissal of Students 
 
 At the end of the 8th period, after the bell rings, students will be allowed to go to 
their lockers.  Teachers should monitor the hallways and direct students to the stairways 
for dismissal.  Any child who will be released early will be called to the Main Office to be 
signed out by a parent or guardian.  Remember to never release a child from the 
classroom to an adult. If you notice a student is leaving with a school device, please 
remind the student to return the device, and report it immediately should they leave with 
the device unauthorized.  
 
Damage to School Property 
 
 Please report any instances of major defacement or damage to school property 
to the dean. Appropriate action will be taken to address the issue by the principal 
designee. 
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Student Cell Phone / Electronics Policy 
 Cell phones/electronic devices may serve as an outstanding instructional tool 
and learning resource if used appropriately. We encourage our staff members and our 
students to use electronics and other 21st century devices to supplement instruction 
and learning.  In order to preserve the teaching and learning environment, this 
document is to clarify the cell phone/electronic devices policy for Junior High School 52 
(IS 52). The policy is as follows: 
 
❒ Cell phones/electronic devices may only be used for educational purposes in the 
classroom setting. If a student wishes to use their device for non-educational purposes, 
they may do so before the morning bell rings, snack, and after school… Monday 
through Friday. 
❒ Cell phones/electronic devices must be turned OFF before you enter any classroom, 
office, library, locker room, and / or lab. Students may power their phones at the request 
of the classroom teacher. 
❒ Once inside any of the aforementioned locations, students must store their cell 
phones/electronic device in a location that is not visible to the teacher or other students, 
even though they are OFF. Students may use the device with teacher approval.   
❒ If a cell phone/ electronic device rings, vibrates, or is used for any reason without 
teacher permission,  or is visible anytime during class time or if you are caught using it 
on campus during class time, a staff member may confiscate the device. 
❒ Refusal to surrender your phone when asked is considered defiance. Defiance may 
result in disciplinary consequences, including suspension. Parents will be contacted. 
❒Possession of cell phones is permitted on school premises. Cell phones must be 
turned off, kept out of sight and not used for any purpose, including text messaging, 
taking pictures or listening to music. The policy is in force during the normal school 
hours while students are in school buildings.  
❒All cell phones, MP3 players, headphones, iPods, iPads, etc. ARE NOT PERMITTED 
during ANY type of exam (teacher test, city and state test).  If the phone is brought in 
during a city or state exam, they MUST be powered off and turned in to the proctor for 
the duration of the test.  Once the test has finished and been collected from 
EVERYONE, the electronic devices will be returned to the students. 
 
First Offense ~ the device will be held in the Dean’s office until the end of the school 
day and a lunch or after school detention will be issued.  Students may pick up their 
phone at the end of the school day. 
 
Second Offense ~ the device will remain in the main office until the end of the school 
day. An Administrator will assign a Saturday Detention, and establish parent contact. 
Phone may only be picked up by a parent. 
 
Third Offense ~ the device will remain in the main office until Friday. The Administrator 
will issue an in-house suspension and a Saturday Detention.  Phone may only be 
picked up by a parent. 
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School Rules 
Our objective is to establish a code of behavior and discipline that will facilitate a positive and 
safe learning environment.  Please make sure students understand the procedures and rules 
of the school.  Students in violation of the Rules of Conduct will be sent to the dean. 
 

School Rules 
 

Hallway Rules: 
§ No eating or drinking outside of 

the cafeteria 
§ No shouting 
§ No running 
§ Students who are out of class 

must have a pass and a 
destination. 

§ Teachers, kindly note that 
students must be lined up and 
quiet before they can enter the 
classroom.                                 

§ Absolutely no electronic devices 
anywhere in the school building. 

 

Uniform Rules:  
§ There are no hats, do-rags, hair 

scarves, or bandanas allowed in the 
building. 

§ Hair should be groomed before 
entering the school building. 

• Pants must be worn at the waist 

Classroom Rules: 
§ No student will be allowed to eat 

or drink in the classroom 
§ Coats are not allowed to be worn 

unless unusual circumstances 
permit 

 

Cafeteria Rules: 
§ All students must go to lunch. 
§ No student may leave the 

lunchroom for any reason. 
§ Food is to be eaten in the 

cafeteria only. No food or drinks 
may be brought back to the 
classroom. 
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Instructional Core 

Common Core Standards 
 
The Common Core standards challenge us to raise the quality of instruction for all 
students across grades in order to ensure all students are on track to college and career 
readiness. To meet this challenge, we must pay special attention to two critical aspects 
of our work: 1) the effectiveness of the pedagogical strategies our teachers employ to 
help students learn; and 2) the degree to which all of our students are cognitively 
challenged in their daily lessons.  
 

Instructional Shifts 
 
ELA/Literacy 

1. Building knowledge through content-rich nonfiction and informational texts; 
2. Reading, writing and speaking grounded in evidence from text, both literary and 

informational; 
3. Regular practice with complex text and its academic vocabulary. 

Mathematics 
1. Focus strongly where the Standards focus; 
2. Coherence: Think across grades, and link to major topics within grades 
3. Rigor: Require fluency, application and deep understanding. 

For further reading: 
http://www.achievethecore.org/downloads/E0702_Description_of_the_Common_Core_Shifts.pdf 

http://schools.nyc.gov/Academics/CommonCoreLibrary/About/InstructionalShifts/default.htm  

Lesson Planning Overview 
 

Purposeful and detailed planning is critical to successful teaching and learning.  You are 
responsible for planning each and every lesson.  The recommended format for these plans is 
included below. It is your responsibility as a teacher to have your plan readily available to any 
supervisor who visits your room.   
 

Lesson plans should have a clear focus aligned to CCLS that establishes the content, skills, 
processes, or performance tasks specific to the lesson.  They should also include varied 
opportunities for critical thinking, evident through effective questioning and discussion 
techniques, as well as ongoing checks for understanding.  Assessment tools must be 
standards-based, align with the focus of the lesson and learning activities, and evaluate the 
comprehension & analysis of content/skills taught.   
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Sample Lesson Plan Template: 
 

Lesson Plan for 

 

Date 

 

 

Teacher 

Texts/Materials 

 

Objective SWBAT: 

Teaching Point 

Opening / Do Now 

Lesson   

 
Common Core Standards 

 

Independent Practice 

Vocabulary 

Closing  

Homework:   
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Sample Lesson Plan 
Lesson Plan for ELA 
 
Class: 8th grade 

Date 
 
Friday, May 11, 2012 

Teacher: Mr. Teacher 
Texts/Materials 
Handouts:  
Legal Definition of Hate Crime 
Graphic Organizer 
Reader Response Journals 
Folders 

Objective SWBAT: 
Examine and interpret the Louisiana legal definition of “hate crimes” 
(1997) to determine whether the hanging of nooses in the Jena Six case 
could have been prosecuted as a hate crime.   
Teaching Point 
Lawyers often interpret the language of the law in the best way to support their cases.  Sometimes, cases expose 
weaknesses in the language of the law.  When this happens, laws may be changed or modified. 

Opening / Do Now 
Students will respond the following writing prompt in their Reader Response Journals: 
Notes: 
The use of media (newspapers, television, magazines) and social media (Twitter, Facebook) is proven to have a 
huge impact upon public opinion.  It can be a powerful tool for raising awareness of, gaining support for, or 
protesting against a social issue. 

1. Respond to the following question using the RAGS (restate the question, answer in own words, give 
examples, sum it up) method.  Be sure to include at least two examples from the text to support your 
answer.  

 

How did Jena go from being an “anonymous town” to being part of a “national conversation” about race?  Students 
will share out responses 
Lesson:  “What is a Hate Crime?” 
READ ALOUD: “Justice in Jena”. T will read aloud District Attorney Reed 
Walters’s article in the New York Times, written in defense of his decision not to 
prosecute the students responsible for hanging nooses. 
 

T will chart the various terms that are incorporated into the legal definition of a 
hate crime such as battery, assault, kidnapping, etc. 
 

T will challenge students to choose two terms that they believe could be used to prosecute the hanging of nooses as 
a hate crime and explain their thoughts.  After students share their explanations, T will reveal further definitions of 
the two terms that will most likely be chosen:  terrorism and institutional vandalism.  
 

T will prompt students to consider:  What language in these two definitions makes them inapplicable to the hanging 
of nooses? 

Common Core Standards 
RI 8.1:  Cite evidence that 
most strongly supports what 
the text says explicitly as well 
as inferences drawn from the 
text. 

Independent Practice 
In pairs, students will examine the Louisiana law handout and choose two terms that could apply to the hanging of 
nooses. 
After examining definitions of terrorism and institutional vandalism in depth, students will independently answer the 
Central Question on the handout:  Is there anything in the language of Louisiana law that could allow for prosecution 
of a hate crime for the hanging of nooses?  T will circulate to assist. 
Vocabulary 
statute 
Closing  
T will have a student read aloud the amended law specific to the hanging of nooses, as of 2008.  T will ask:  What 
does the revised language tell you about the impact of the Jena Six case?  How does this relate to our essential 
question:  What is the relationship between language and power?  
Homework:  5 NY Times Articles w/Cornell Notes Due Thursday 
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I.S. 52 Grading Policies 

Core Academics Policy 
 
Academics                                       Student Responsibilities 
 
Summative Assessments    20% Organization     5% 
Test/Quizzes                        15% Homework                              5% 
Performance Tasks             20%     Participation/Collaboration  10% 
Classwork                           25% 
 
Art Grading Policy   Band Grading Policy  Gym Grading Policy 
 
Portfolio    40% Participation   50% Participation 50% 
Classwork    30% Performance Task  30% Cooperation 30% 
Art Presentations   20% Written Assignments  10% Uniform 20% 
Homework    10% Homework   10% 

 
The GPA that will be considered in order to determine honor roll eligibility is the 

combined average of all academic, health, and enrichment classes. This means that the 
grades for all subject areas will be averaged to determine honor roll eligibility. 
 
Bronze Honor Roll – Grade Point Average Between (85 – 89) 
  
Silver Honor Roll – Grade Point Average Between (90 – 94) 
  
Gold Honor Roll – Grade Point Average Between (95 – 100) 

 
I.S. 52 Rubrics & Learning Targets Template 
 
 Our teacher created school-wide rubrics are utilized to assess student performance tasks 
& summative assessments. Data resulting from performance assessments help educators design 
learning targets for their students. A model template and samples for each are listed below. 
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Math Performance Task Rubric 

 
 
 

     
CATEGORY 4 3 2 1 

Mathematical 
Concepts 
 
The concepts 
presented in the 
project, including 
math language and 
concepts presented 
from the lessons 
 
 

Response shows 
complete 
understanding of 
the mathematical 
concepts used to 
solve the 
problem(s). 

Response shows 
substantial 
understanding of 
the mathematical 
concepts used to 
solve the 
problem(s).  

Response shows 
some 
understanding of 
the mathematical 
concepts needed to 
solve the 
problem(s). 

Response shows 
very limited 
understanding of 
the underlying 
concepts needed to 
solve the 
problem(s) OR is 
not written. 

Strategy/Procedures 
 
The strategies and 
procedures used to 
arrive at the 
solutions 

Typically, uses an 
efficient, effective, 
and mathematically 
sound strategy to 
solve the 
problem(s). 

Typically, uses an 
effective strategy 
to solve the 
problem(s). The 
strategies may or 
may not be 
consistent. 

Sometimes uses an 
effective strategy 
to solve problems, 
but does not do it 
consistently. 

Rarely uses an 
effective strategy 
to solve problems. 

Explanation 
 
Using words to 
explain how you 
arrived at your 
particular answer 

Explanation is 
detailed and clear. 

Explanation is 
clear. 

Explanation is a 
little difficult to 
understand, but 
includes critical 
components. 

Explanation is 
difficult to 
understand and is 
missing several 
components OR 
was not included. 

Mathematical 
Correctness 
 
The math presented 
in the problem is 
cohesive and correct 
mathematically. 

The steps and 
solutions are 90-
100% correct. 

The steps and 
solutions are 85-
89% correct. 

The steps and 
solutions are 65-
84% correct. 

Less than 65% of 
the steps and 
solutions are 
correct. 

Diagrams and 
Sketches 
 
All diagrams and 
sketches follow with 
the rest of the 
procedure 
introduced. 

Diagrams and/or 
sketches are clear 
and greatly add to 
the reader's 
understanding of 
the procedure(s). 

Diagrams and/or 
sketches are clear 
and easy to 
understand. 

Diagrams and/or 
sketches are 
somewhat difficult 
to understand. 

Diagrams and/or 
sketches are 
difficult to 
understand or are 
not used. 
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ELA Performance Task Rubric 
 

 Exceptional  4 Capable  3 Developing   2 Emerging   1 
Ideas 
Shows 
understanding 
of the 
assignment 
and the topic 
 
x 1 

-ideas make clear 
connections that draw 
upon relevant background 
information 
-demonstrates a 
sophisticated 
understanding of the task 
and topic 
-thoughtfully and 
thoroughly explains ideas 

-ideas are clear, 
original, and focused  
-demonstrates 
understanding of the 
task and topic 
- thoroughly explains 
ideas 

-ideas are reasonably 
clear 
-demonstrates a basic 
understanding of the 
task and/or topic 
-simply states or implies 
ideas 

-ideas are unclear or 
incomplete 
-demonstrates a lack of 
understanding of the 
task and/or topic 
 

Development    
Shows 
relationship  
between ideas, 
examples, and  
evidence 
 
x 2 

-introduces topic clearly 
and originally, previewing 
what is to follow 
-provides detailed, original 
examples  
-skillfully introduces 
quotes/evidence from the 
text that clearly add to and 
support the examples 
 - and accurately explains 
all examples and quotes, 
and makes clear 
connections to thesis 
statement 
-provides a powerful 
thoughtfully conclusion 
that clearly reinforces the 
evidence and examples 

-introduces topic 
clearly previewing 
what is to follow 
- provides detailed 
examples  
- includes quotes / 
evidence from the text 
that clearly add to and 
support the examples 
-explains the quotes  
without repeating the 
language of the quotes  
-makes clear 
connections to thesis 
statement 
-provides a conclusion 
that clearly reinforces 
the evidence and 
examples  

-attempts to introduce 
the topic while 
suggesting what is to 
follow 
-provides some examples  
-includes quotes from the 
text that mostly support 
the examples 
-attempts to explain and 
connect the examples 
and quotes, but is 
unsuccessful and/or may 
repeat the language of 
the quotes 
-conclusion generally 
follows from the evidence 
and examples 

-fails to introduce the  
topic and/or preview 
what is to follow 
-provides no examples, or 
examples are irrelevant 
-provides incorrect 
details or information 
-quotes are: 
• missing 
• not explained 
• made up 
• unrelated to 

examples 
-conclusion is missing or 
unrelated to evidence 
and examples 
 

Organization 
Shows how the 
structure or 
flow of the 
paragraph 
supports the 
ideas 
 
x 1 

- uses transition phrases to 
organize ideas, examples, 
and evidence with 
sophistication 
-arranges examples in such 
a way that the ideas are 
made stronger  
-writing "flows, " is 
interesting, and drives the 
reader to want to know 
more 

-uses transition words 
or phrases to organize 
ideas, examples, and 
evidence  
-arranges examples 
and evidence logically  
-writing "flows" and is 
easy to follow 

-attempts to use 
transition words or 
phrases to organize 
ideas, examples, and 
evidence  
-examples and evidence 
are arranged somewhat 
logically 
-writing does not "flow, 
causing the reader to 
stop or re-read  

-transition phrases are 
missing and/or do not 
organize ideas, examples, 
and evidence 
-examples and evidence 
are not arranged 
logically 
-writing is disorganized 
and confusing 

Language Use 
Shows words 
were carefully 
chosen and 
appropriate for 
the audience 
 
x 1 

-is free of informal 
language and opinion 
words 
-makes thoughtful choices 
about which words best 
communicate ideas 
-correctly includes unit 
vocabulary throughout 
 

-is free of informal 
language (such as 
gonna, wanna, kinda, 
should) 
-is free of opinion 
words (I think, In my 
opinion, I believe) and 
“you, your, you’re” 
-correctly includes 
some unit vocabulary 

-includes some informal 
language (such as gonna, 
wanna, kinda, should) 
-includes some opinion 
 words (I think, In my 
opinion, I believe) and 
“you, your, you’re” 
-attempts to correctly  
include unit vocabulary 

-includes too much 
informal language (such 
as gonna, wanna, kinda, 
should)-includes too 
many opinion words (I 
think, In my opinion, I 
believe) and “you, your, 
you’re” 
-does not include unit 
vocabulary 

Mechanics:  
 Has command 
of Standard 
English 
Conventions 

has almost no mistakes in:  
  - spelling       -punctuation 
  - capitalization 
  - grammar -paragraphing 

has few mistakes in: 
 
 

has some mistakes in:  
 
 

has many mistakes in: 
 
 

 



22 
 

Simplified ELA Rubric To Kill A Mockingbird 
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  I.S. 52          Argument Writing  Rubric  
Dimensions Exceptional   (4) Capable     ( 3) Developing  (2) Emerging (1) 

Ideas:                             
Shows 
understanding of  
unit specific task 
and text 
 
x1 

-Includes an appealing hook: quote, 
anecdote, question or statistic 
-Thoughtfully acknowledges the opposing 
argument 
-Claim is clear, convincing, original and 
focused, and makes connections beyond the 
task 
-Fulfills all of the requirements of the task                                                             
                                                                       

-Includes a hook: quote, anecdote, 
question or statistic 
-Acknowledges the opposing argument 
-Claim is clear, convincing, original and 
focused 
-Fulfills most of the requirements of the 
task 
     
                                                                   

-Includes a weak hook: quote, anecdote, 
question or statistic 
-Attempts to acknowledge the opposing 
argument 
-Claim is reasonably clear, convincing, 
original and focused 
-Fulfills some of the requirements of the 
task and/or shows some misunderstanding 
of the text or task                                                               

-Hook is missing or unrelated to claim 
-Does not acknowledge the opposing 
argument 
-Claim is unclear or incomplete 
-Fulfills few or no requirements of the 
task and/or lacks understanding of the 
text or task                  
 
                                                               

Development:    
Shows 
relationship  
between ideas and 
evidence 
 
x2 

- Supports ideas with elaboration and 
thorough analysis 
-Provides relevant and well chosen cited 
evidence that goes beyond the obvious 
-Cited evidence is introduced and thoroughly 
explained using specific details 
- Explains examples through paraphrase and 
/or summary, leaving the reader with no 
lingering questions                                         

- Supports ideas clearly and fully with facts 
and reasons 
-Provides relevant and well chosen cited 
evidence  
-Cited evidence is introduced and explained 
using specific details 
- Explains examples through paraphrase 
and /or summary  
                                                                   

- Develops ideas briefly  
-Provides some cited evidence and/or 
examples that may be unrelated to topic or 
claim  
-Cited evidence is not introduced and/or 
explained using specific details 
- Examples lack explanation and may 
include inaccurate details                                                            
                                                                    

- Fails to develop ideas 
-Provides no cited evidence and/or 
includes invented evidence as though 
cited 
-Provides no examples and details and/or 
includes inaccurate or irrelevant 
information 
                                         
                                                                

Organization:    
Shows how the 
structure builds 
direction and  
coherence 
 
 
x1 

- Introduces the claim clearly and originally, 
previewing what is to follow 
- Original topic sentences clearly establish 
and maintain a thoughtful focus for each body 
paragraph 
- Connects the claim, reasons and evidence 
using sophisticated and varied transitional 
words, phrases and clauses 
- Title is creative and captures meaning 
- Writing shows careful planning and revision 
- Concluding statement strongly reinforces 
your claim, supports your position and 
includes an inspiring call to action               

- Introduces the claim clearly previewing 
what is to follow 
- Topic sentences clearly establish and 
maintain a focus for each body paragraph 
- Connects the claim, reasons and evidence 
using appropriate transitional words, 
phrases and clauses 
- Title is interesting and makes sense 
- Writing shows planning 
- Concluding statement reinforces your 
claim, supports your position and includes 
a call to action                                                                                 
                                                                                             

- Attempts to introduce the claim while 
suggesting what is to follow 
- Topic sentences attempt to establish a 
focus for each body paragraph 
- Attempts to connect the claim, reasons 
and evidence using appropriate transitional 
words, phrases and clauses 
- Title is simple and hints at meaning 
- Writing shows some planning 
- Concluding statement shows little 
connection to claim and/or call to action 
may be missing                                                                                                         

- Fails to introduce the claim and/or 
preview what is to follow 
- Topic sentences are not present and/or 
relevant 
- Fails to establish a logical sequence  
-Transition words are not present or are 
used incorrectly 
- Title is missing 
- Writing shows no planning 
- Concluding statement is missing or 
unrelated to content           
                                                                                 

Language use:   
 Shows awareness 
of  audience and 
purpose 
 
x1 

- Is fluent and easy to read with a strong sense 
of engagement or voice 
- Consistently uses precise and above grade 
level vocabulary 
- Varies structure and length of sentences to 
enhance meaning and hold reader interest 
- Is sophisticated in style and tone 
-Writing consistently shows attention to 
audience and purpose  
                                                                        

- Is fluent and easy to read with some sense 
of engagement or voice 
- Uses precise and some above grade level 
vocabulary 
- Varies structure and length of sentences to 
enhance meaning 
- Maintains consistency in style and tone 
-Writing shows attention to audience and 
purpose  
                                                                    

- Is readable with little sense of 
engagement or voice 
- Uses basic vocabulary 
- Exhibits some attempt to vary structure 
and length of sentences but with uneven 
success 
- Establishes but fails to maintain 
consistency in style and tone 
-Writing shows little attention to audience 
and purpose                                                

- Is difficult to read with little or no 
sense of engagement or voice 
- Uses limited or repetitive vocabulary 
- Sentences lack variety in structure or 
length 
- Fails to establish style or tone 
-Writing shows no attention to audience 
and purpose                                             
 
                                                                        

Mechanics:  
Shows command 
of the    
conventions of 
Standard English 
x1 

Shows control with essentially no errors in:  
  - Spelling 
  - Capitalization 
  - Grammar 
  - Paragraphing 
  - Punctuation  
even when using above grade level language                                                                        

 Shows control with occasional errors that 
do not hinder comprehension when using:  
  - Spelling 
  - Capitalization 
  - Grammar 
  - Paragraphing 
  - Punctuation                                                                                                  

Shows some control with occasional errors 
that hinder comprehension when using:  
  - Spelling 
  - Capitalization 
  - Grammar 
  - Paragraphing 
  - Punctuation                                   

Shows little control with errors that 
make comprehension difficult when 
using:  
  - Spelling         -Capitalization 
  - Grammar       -Paragraphing 
  - Punctuation         
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Socratic Seminar Rubric 

 4 3 2 1 
Questioning • Has prepared 

several open ended 
questions 

• Asks several 
thoughtful and open 
ended questions 

• Consistently asks 
follow up or clarifying 
questions 

• Has prepared open-
ended questions. 

• Asks open-ended 
questions. 
 

• Asks follow-up or  
clarifying questions. 

• Has prepared 
questions 
 

• Asks some relevant 
questions 

 
• Attempts to ask follow-

up or clarifying 
questions 

• Has not prepared 
questions 

• Does not ask questions 
or asks irrelevant 
questions 
 

Speaking / Listening • Acknowledges and 
challenges others’ 
ideas 
 

• Refers to specific 
sections of the text 

• Speaks clearly and 
audibly to the group 

• Makes connections to 
other speakers and 
elaborates on their 
ideas 

• Refers to the text 
 

• Speaks to the group 
 

• Expresses ideas and 
opinions and attempts 
to build on others’ 
ideas. 
 

• Reads from the text 
without explanation 

• Speaks to set 
individuals 

• No connections to 
previous comments 

 
 
• Uses irrelevant textual 

evidence or none at all. 
• Doesn’t speak or 

speaks  inaudibly  

Reading and 
Preparation 

• Demonstrates 
evidence of close 
reading (annotated, 
highlighted etc.) that 
purposefully supports 
ideas 

• Demonstrates evidence 
of close reading 
(annotated, highlighted 
etc.) 

• Familiar with the text 
but no evidence of 
close reading 

• Unprepared and/or 
unfamiliar with text 

Conduct • Models and 
encourages exemplary 
listening skills (makes 
eye contact, nods, 
takes notes) 

• Consistently follows the 
rules for appropriate 
behavior for Socratic 
Seminar 

 

• Demonstrates effective 
listening skills (makes 
eye contact, nods) 

    
 
• Follows the rules for 

appropriate behavior 
for Socratic Seminar 

 

• Occasionally 
demonstrates 
listening skills (makes 
eye contact, nods) 

 
• Follows the rules for 

appropriate behavior 
for Socratic Seminar 

 

• Does not 
demonstrate 
any listening skills. 
 
 
 

• Interrupts the 
conversation, talks 
over someone or 
engages in side 
conversation 
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I.S. 52 Learning Targets Template 
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Sample Learning Target 
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Systems for 
Improvement 

 
Danielson Group’s Framework for Teaching 

 

“By three methods we may learn wisdom: First, by reflection, which is noblest; second, by 
imitation, which is easiest; and third by experience, which is the bitterest.” Confucius 

 

Pedagogy in the modern age will continue to evolve and adapt with the never-ending advances 
in technology. To avoid stagnation, our profession requires reflection and growth to meet the 
challenges of the new technological era we are steaming towards. 
 

The documents on the following pages will be used as a tool to reflect on our own practice, 
utilizing the 2013 Danielson’s Framework for Teaching. These truncated rubrics were taken 
from the original Danielson Framework for Teaching document found on the following website: 
http://www.danielsongroup.org/userfiles/files/downloads/2013EvaluationInstrument.pdf 
 
 

In order to simplify and focus the use of Danielson’s Framework for Teaching (2013 Edition), 
and reduce unnecessary paperwork, only the following eight (8) components of the rubric 
shall be rated: 1(a), 1(e), 2(a), 2(d), 3(b), 3 (c), 3(d), and 4(e). These eight (8) components 
shall be referred to herein as the “Danielson Rubric.” Any reference to Danielson or the 
Danielson Rubric in the Commissioner’s Decision shall be deemed to refer only to these eight 
(8) components. In each observation, all components of the Danielson Rubric shall be rated for 
which there is observed evidence. The remaining components of the Danielson Framework for 
Teaching (2013 Edition) not described herein will continue to be used for formative purposes. 
 

• Component 1a: Demonstrating Knowledge of Content and Pedagogy 
• Component 1e: Designing Coherent Instruction 
• Component 2a: Creating an Environment of Respect and Rapport 
• Component 2d: Managing Student Behavior 
• Component 3b: Using Questioning and Discussion Techniques 
• Component 3c: Engaging Students in Learning 
• Component 3d: Using Assessment in Instruction 
• Component 4e: Growing and Developing Professionally 
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Danielson’s 
Framework For 

Teaching 
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Danielson’s Framework for Teaching 
Domain 1: Planning and Preparation 

 Indicators Ineffective  Developing Effective Highly Effective 
1a Demonstrating 

knowledge of 
content and 
pedagogy 
 

In planning and practice, teacher 
makes content errors or does not 
correct errors made by students. 
Teacher’s plans and practice display 
little understanding of prerequisite 
relationships important to student 
learning of the content. 
Teacher displays little or no 
understanding of the range of 
pedagogical approaches suitable to 
student learning of the content. 

Teacher is familiar with the important 
concepts in the discipline but displays 
lack of awareness of how these 
concepts relate to one another.  
Teacher’s plans and practice indicate 
some awareness of prerequisite 
relationships, although such 
knowledge may be inaccurate or 
incomplete. Teacher’s plans and 
practice reflect a limited range of 
pedagogical approaches to the 
discipline or to the students.  
 

Teacher displays solid knowledge of 
the important concepts in the 
discipline and how these relate to one 
another. Teacher’s plans and practice 
reflect accurate understanding of 
prerequisite relationships among 
topics and concepts. Teacher’s plans 
and practice reflect familiarity with a 
wide range of effective pedagogical 
approaches in the discipline.  
 

Teacher displays extensive 
knowledge of the important concepts 
in the discipline and how these relate 
both to one another and to other 
disciplines. Teacher’s plans and 
practice reflect understanding of 
prerequisite relationships among 
topics and concepts and a link to 
necessary cognitive structures by 
students to ensure understanding.  
Teacher’s plans and practice reflect 
familiarity with a wide range of 
effective pedagogical approaches in 
the discipline, anticipating student 
misconceptions.  

Critical 
Attributes 
 

• Teacher makes content errors.  
• Teacher does not consider 
prerequisite relationships when 
planning.  
• Teacher’s plans use inappropriate 
strategies for the discipline.  
 

• Teacher is familiar with the 
discipline but does not see 
conceptual relationships.  
• Teacher’s knowledge of 
prerequisite relationships is 
inaccurate or incomplete.  
• Lesson and unit plans use limited 
instructional strategies and some are 
not be suitable to the content.  
 

• The teacher can identify important 
concepts of the discipline, and their 
relationships to one another.  
• The teacher consistently provides  
Clear explanations of the content.  
• The teacher answers student questions 
accurately and provides feedback that 
furthers their learning.  
• The teacher seeks out content-related 
professional development.  

• Teacher cites intra- and inter-
disciplinary content relationships.  
• Teacher is proactive in uncovering 
student misconceptions and 
addressing them before proceeding.  
 

1e Designing 
Coherent 
Instruction 

Learning activities are poorly aligned 
with the instructional outcomes, do 
not follow an organized  
progression, are not designed to 
engage students in active intellectual 
activity, and have unrealistic time  
allocations. Instructional groups are 
not suitable to the activities and offer 
no variety 

Some of the learning activities and 
materials are aligned with the instructional 
outcomes and represent  
moderate cognitive challenge, but with no 
differentiation for different students. 
Instructional groups  
partially support the activities, with some 
variety. The lesson or unit has a 
recognizable structure; but the  
progression of activities is uneven, with 
only some reasonable time allocations. 

Most of the learning activities are aligned 
with the instructional outcomes and follow 
an organized progression suitable to 
groups of students. The learning activities 
have reasonable time allocations; they 
represent significant cognitive challenge, 
with some differentiation for different 
groups of students and varied use of 
instructional groups. 

The sequence of learning activities 
follows a coherent sequence, is 
aligned to instructional goals, and  
is designed to engage students in 
high-level cognitive activity. These 
are appropriately differentiated for  
individual learners. Instructional 
groups are varied appropriately, with 
some opportunity for student choice. 

 Critical 
Attributes 

• Learning activities are boring and/or not 
well aligned to the instructional goals.  
• Materials are not engaging or do not 
meet instructional outcomes.  
• Instructional groups do not support 
learning.  
• Lesson plans are not structured or 
sequenced and are unrealistic in their 
expectations.  

• Learning activities are moderately 
challenging.  
• Learning resources are suitable, but 
there is limited variety.  
• Instructional groups are random or 
only partially support objectives.  

• Learning activities are matched to 
instructional outcomes.  
• Activities provide opportunity for higher-
level thinking.  
• Teacher provides a variety of 
appropriately challenging materials and 
resources.  

In addition to the characteristics of 
“proficient,”  
 
• Activities permit student choice.  
• Learning experiences connect to other 
disciplines.  
• Teacher provides a variety of 
appropriately challenging resources that 
are differentiated for students in the class.  
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 • Lesson structure is uneven or may 
be unrealistic in terms of time 
expectations.  
 

• Instructional student groups are 
organized thoughtfully to maximize 
learning and build on student strengths.  
• The plan for the lesson or unit is well 
structured, with reasonable time 
allocations.  

• Lesson plans differentiate for individual 
student needs.  
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Domain 2: Classroom Environment 
 Indicators Ineffective  Developing Effective Highly Effective 
2a Creating an 

Environment 
of Respect 
and Rapport 

Patterns of classroom interactions, 
both between teacher and students 
and among students, are mostly 
negative, inappropriate, or insensitive 
to students’ ages, cultural 
backgrounds, and developmental 
levels. Student interactions are 
characterized by sarcasm, put-downs, 
or conflict. The teacher does not deal 
with disrespectful behavior. 

Patterns of classroom interactions, 
both between teacher and students 
and among students, are generally 
appropriate but may reflect 
occasional  
inconsistencies, favoritism, and 
disregard for students’ ages, cultures, 
and developmental levels. Students  
rarely demonstrate disrespect for one 
another. The teacher attempts to 
respond to disrespectful behavior,  
with uneven results. The net result of 
the interactions is neutral, conveying 
neither warmth nor conflict. 

Teacher-student interactions are 
friendly and demonstrate general 
caring and respect. Such interactions 
are appropriate to the ages, cultures, 
and developmental levels of the 
students. Interactions among 
students are generally polite and 
respectful, and students exhibit 
respect for the teacher. The teacher 
responds successfully to disrespectful 
behavior among students. The net 
result of the interactions is polite, 
respectful, and businesslike, though 
students may be somewhat cautious 
about taking intellectual risks. 

Classroom interactions between 
teacher and students and among 
students are highly respectful,  
reflecting genuine warmth, caring, 
and sensitivity to students as 
individuals. Students exhibit respect 
for the teacher and contribute to high 
levels of civility among all members of 
the class. The net result is an 
environment where all students feel 
valued and are  
comfortable taking intellectual risks. 
 

 Critical 
Attributes 

• Teacher uses disrespectful talk 
towards students. Student body 
language indicates feelings of hurt or 
insecurity.  
• Students use disrespectful talk 
towards one another with no 
response from the teacher.  
• Teacher displays no familiarity with 
or caring about individual students’ 
interests or personalities.  
 

• The quality of interactions between 
teacher and students, or among 
students, is uneven, with occasional 
disrespect.  
• Teacher attempts to respond to 
disrespectful behavior among 
students, with uneven results.  
• Teacher attempts to make 
connections with individual students, 
but student reactions indicate that the 
efforts are not completely successful 
or are unusual.  
 

• Talk between teacher and students 
and among students is uniformly 
respectful.  
• Teacher responds to disrespectful 
behavior among students.  
• Teacher makes superficial 
connections with individual students.  
 

In addition to the characteristics of 
“proficient,”  
 
• Teacher demonstrates knowledge 
and caring about individual students’ 
lives beyond school.  
• When necessary, students correct 
one another in their conduct towards 
classmates.  
• There is no disrespectful behavior 
among students.  
• The teacher’s response to a 
student’s incorrect response respects 
the student’s dignity  

2d Managing 
Student 
Behavior 

There appear to be no established 
standards of conduct, or students 
challenge them. There is little or no  
teacher monitoring of student 
behavior, and response to students’ 
misbehavior is repressive or 
disrespectful of student dignity. 

Standards of conduct appear to have 
been established, but their 
implementation is inconsistent. The  
teacher tries, with uneven results, to 
monitor student behavior and respond 
to student misbehavior. 

Student behavior is generally appropriate. 
The teacher monitors student behavior 
against established  
standards of conduct. Teacher response 
to student misbehavior is consistent, 
proportionate, and respectful to students 
and is effective. 

Student behavior is entirely appropriate. 
Students take an active role in monitoring 
their own behavior and/or that of other 
students against standards of conduct. 
Teacher monitoring of student behavior is 
subtle and preventive. The teacher’s 
response to student misbehavior is 
sensitive to individual student needs and 
respects students’ dignity. 

 Critical 
Attribute 

• The classroom environment is chaotic, 
with no apparent standards of conduct.  
• The teacher does not monitor student 
behavior.  
• Some students violate classroom rules, 
without apparent teacher awareness.  

• Teacher attempts to maintain order in 
the classroom but with uneven success; 
standards of conduct, if they exist, are not 
evident.  
• Teacher attempts to keep track of 
student behavior, but with no apparent 
system.  

• Standards of conduct appear to have 
been established.  
• Student behavior is generally 
appropriate.  
• The teacher frequently monitors student 
behavior.  
• Teacher’s response to student 
misbehavior is effective.  

In addition to the characteristics of 
“proficient,”  
 
• Student behavior is entirely appropriate; 
no evidence of student misbehavior.  
• The teacher monitors student behavior 
without speaking – just moving about.  
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• When the teacher notices student 
misbehavior, s/he appears helpless to do 
anything about it.  

• The teacher’s response to student 
misbehavior is inconsistent: sometimes 
very harsh; other times lenient.  

• Teacher acknowledges good behavior.  • Students respectfully intervene as 
appropriate with classmates to ensure 
compliance with standards of conduct.  

 
Domain 3: Instruction 

 Indicators Ineffective  Developing Effective Highly Effective 
3b Using 

Questioning and 
Discussion 
Techniques 

The teacher’s questions are of 
low cognitive challenge, with 
single correct responses, and 
are asked in rapid succession. 
Interaction between the teacher 
and students is predominantly 
recitation style, with the teacher 
mediating all questions and 
answers; the teacher accepts 
all contributions without asking 
students to explain their 
reasoning. Only a few students  
participate in the discussion. 

The teacher’s questions lead 
students through a single path of 
inquiry, with answers seemingly 
determined in  
advance. Alternatively, the teacher 
attempts to ask some questions 
designed to engage students in 
thinking, but only a few students are 
involved. The teacher attempts to 
engage all students in the 
discussion, to encourage them to 
respond to one another, and to 
explain their thinking, with uneven 
results. 

While the teacher may use some low-
level questions, he poses questions 
designed to promote student thinking and 
understanding. The teacher creates a 
genuine discussion among students, 
providing adequate time  
for students to respond and stepping 
aside when doing so is appropriate. The 
teacher challenges students  
to justify their thinking and successfully 
engages most  
students in the discussion, employing a 
range of strategies to ensure that most 
students are heard. 

The teacher uses a variety or series 
of questions or prompts to challenge 
students cognitively, advance  
high-level thinking and discourse, and 
promote metacognition. Students 
formulate many questions, initiate 
topics, challenge one another’s 
thinking, and make unsolicited 
contributions. Students themselves 
ensure that all voices are heard in the 
discussion. 
 

 Critical Attributes • Questions are rapid-fire, and 
convergent, with a single 
correct answer.  
• Questions do not invite 
student thinking.  
• All discussion is between 
teacher and students; students 
are not invited to speak directly 
to one another.  
• A few students dominate the  
discussion 
 

• Teacher frames some questions 
designed to promote student 
thinking, but only a few students are 
involved.  
• The teacher invites students to 
respond directly to one another’s 
ideas, but few students respond.  
• Teacher calls on many students, 
but only a small number actually 
participate in the discussion.  
 

• Teacher uses open-ended questions, 
inviting students to think and/or have 
multiple possible answers.  
• The teacher makes effective use of wait 
time.  
• The teacher builds on uses student 
responses to questions effectively.  
• Discussions enable students to talk to 
one another, without ongoing mediation 
by the teacher.  
• The teacher calls on most students, 
even those who don’t initially volunteer.  
• Many students actively engage in the 
discussion.  

In addition to the characteristics of 
“proficient,”  
 
• Students initiate higher-order 
questions.  
• Students extend the discussion, 
enriching it.  
• Students invite comments from their 
classmates during a discussion.  
 

3c Engaging 
Students in 
Learning 

The learning tasks/activities, 
materials, and resources  
are poorly aligned with the 
instructional outcomes, or  
require only rote responses, 
with only one approach  
possible. The groupings of 
students are unsuitable to  
the activities. The lesson has 
no clearly defined structure, or 
the pace of the lesson is too 
slow or rushed. 

The learning tasks and activities are 
partially aligned  
with the instructional outcomes but 
require only  
minimal thinking by students and little 
opportunity for them to explain their 
thinking, allowing most  
students to be passive or merely 
compliant. The groupings of students are 
moderately suitable to the activities. The 
lesson has a recognizable structure;  
however, the pacing of the lesson may 
not provide  

The learning tasks and activities are fully aligned with  
the instructional outcomes and are designed to 
challenge student thinking, inviting students to make 
their  
thinking visible. This technique results in active 
intellectual engagement by most students with 
important  
and challenging content and with teacher scaffolding  
to support that engagement. The groupings of 
students  
are suitable to the activities. The lesson has a clearly  
defined structure, and the pacing of the lesson is 
appropriate, providing most students the time needed 
to  
be intellectually engaged. 

Virtually all students are intellectually 
engaged in challenging content through 
well-designed learning tasks and activities 
that require complex thinking  
by students. The teacher provides suitable 
scaffolding and challenges students to 
explain their thinking.  
There is evidence of some student 
initiation of inquiry and student 
contributions to the exploration of 
important content; students may serve as 
resources for one another. The lesson has 
a clearly defined structure, and the pacing 
of the lesson provides students  
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students the time needed to be 
intellectually engaged or may be so slow 
that many students have a considerable 
amount of “downtime.” 

the time needed not only to intellectually 
engage with and reflect upon their learning 
but also to consolidate their 
understanding. 
 

 
 Critical 

Attributes 
• Few students are intellectually engaged in 
the lesson.  
• Learning tasks require only recall or have 
a single correct response or method.  
• The materials used ask students only to 
perform rote tasks.  
• Only one type of instructional group is 
used (whole group, small groups) when 
variety would better serve the instructional 
purpose.  
• Instructional materials used are unsuitable 
to the lesson and/or the students.  
• The lesson drags, or is rushed.  
 

• Some students are intellectually engaged 
in the lesson.  
• Learning tasks are a mix of those 
requiring thinking and recall.  
• Student engagement with the content is 
largely passive, learning primarily facts or 
procedures.  
• Students have no choice in how they 
complete tasks.  
• The teacher uses different instructional 
groupings; these are partially successful in 
achieving the lesson objectives.  
• The materials and resources are partially 
aligned to the lesson objectives, only some 
of them demanding student thinking.  
• The pacing of the lesson is uneven; 
suitable in parts, but rushed or dragging in 
others.  

• Most students are intellectually engaged 
in the lesson.  
• Learning tasks have multiple correct 
responses or approaches and/or demand 
higher-order thinking.  
• Students have some choice in how they 
complete learning tasks.  
• There is a mix of different types of 
groupings, suitable to the lesson objectives.  
• Materials and resources support the 
learning goals and require intellectual 
engagement, as appropriate.  
• The pacing of the lesson provides 
students the time needed to be intellectually 
engaged.  
 

In addition to the characteristics of 
“proficient,”  
 
• Virtually all students are highly engaged in 
the lesson.  
• Students take initiative to modify a 
learning task to make it more meaningful or 
relevant to their needs.  
• Students suggest modifications to the 
grouping patterns used.  
• Students have extensive choice in how 
they complete tasks.  
• Students suggest modifications or 
additions to the materials being used.  
• Students have an opportunity for reflection 
and closure on the lesson to consolidate 
their understanding.  
 

3d Using 
Assessment 
in 
Instruction 

Students do not appear to be aware of the 
assessment criteria, and there is little or no 
monitoring of  
student learning; feedback is absent or of 
poor quality.  
Students do not engage in self- or peer 
assessment. 

Students appear to be only partially aware 
of the assessment criteria, and the teacher 
monitors student  
Learning for the class as a whole. 
Questions are rarely used to diagnose 
evidence of learning. Feedback to students 
is general, and few students assess their 
own work. 

Students appear to be aware of the 
assessment criteria, and the teacher 
monitors student learning for  
Groups of students. Questions and 
assessments are regularly used to diagnose 
evidence of learning. Teacher feedback to 
groups of students is accurate and specific; 
some students engage in self-assessment. 

Assessment is fully integrated into 
instruction, through extensive use of 
formative assessment. Students appear to 
be aware of, and there is some  
evidence that they have contributed to, the 
assessment criteria. Questions and 
assessments are used regularly to diagnose 
evidence of learning by individual students. 
A variety of forms of feedback, from both 
teacher and peers, is accurate and specific 
and advances learning. Students self-
assess and monitor their own progress. The 
teacher successfully differentiates 
instruction to address individual students’ 
misunderstandings. 

 Critical 
Attributes 

• The teacher gives no indication of what 
high quality work looks like.  
• The teacher makes no effort to determine 
whether students understand the lesson.  
• Feedback is only global.  
• The teacher does not ask students to 
evaluate their own or classmates’ work.  
 

• There is little evidence that the students 
understand how their work will be 
evaluated.  
• Teacher monitors understanding through 
a single method, or without eliciting 
evidence of understanding from all 
students.  
• Teacher requests global indications of 
student understanding.  
• Feedback to students is not uniformly 
specific, not oriented towards future 
improvement of work.  

• Students indicate that they clearly 
understand the characteristics of high-
quality work.  
• The teacher elicits evidence of student 
understanding during the lesson students 
are invited to assess their own work and 
make improvements.  
• Feedback includes specific and timely 
guidance for at least groups of students.  
• The teacher attempts to engage students 
in self- or peer-assessment.  

In addition to the characteristics of 
“proficient,”  
 
• There is evidence that students have 
helped establish the evaluation criteria.  
• Teacher monitoring of student 
understanding is sophisticated and 
continuous: the teacher is constantly “taking 
the pulse” of the class.  
• Teacher makes frequent use of strategies 
to elicit information about individual student 
understanding.  
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• The teacher makes only minor attempts to 
engage students in self- or peer-
assessment.  
• The teacher’s attempts to adjust the 
lesson are partially successful.  
 

• When necessary, the teacher makes 
adjustments to the lesson to enhance 
understanding by groups of students.  
 

• Feedback to students is specific and 
timely, and is provided from many sources, 
including other students.  
• Students monitor their own understanding, 
either on their own initiative or as a result of 
tasks set by the teacher.  
• The teacher’s adjustments to the lesson 
are designed to assist individual students.  

 
 
Domain 4: Professional Responsibilities 

 Indicators Ineffective  Developing Effective Highly Effective 
4e Growing and 

Developing 
Professionally 

The teacher engages in no 
professional development activities to 
enhance knowledge or skill. The 
teacher resists feedback on teaching 
performance from either  
supervisors or more experienced 
colleagues. The teacher makes no 
effort to share knowledge with others 
or to assume professional 
responsibilities. 

The teacher participates to a limited 
extent in professional activities when 
they are convenient. The teacher 
engages in a limited way with 
colleagues and supervisors in 
professional conversation about 
practice, including some feedback on 
teaching performance. The teacher 
finds limited ways to assist other 
teachers and contribute to the 
profession. 

The teacher seeks out opportunities 
for professional development to 
enhance content knowledge and 
pedagogical skill. The teacher 
actively engages with colleagues and 
supervisors in professional 
conversation about practice, 
including feedback about practice. 
The teacher participates actively in 
assisting other educators and looks 
for ways to contribute to the 
profession. 

The teacher seeks out opportunities 
for professional development and 
makes a systematic effort to conduct 
action research. The teacher solicits 
feedback on practice from both 
supervisors and colleagues. The 
teacher initiates important activities to 
contribute to the profession. 

 Critical 
Attributes 

• The teacher is not involved in any 
activity that might enhance 
knowledge or skill.  
• The teacher purposefully resists 
discussing performance with 
supervisors or colleagues.  
• The teacher ignores invitations to 
join professional organizations or 
attending conferences.  
 

• The teacher participates in 
professional activities when required 
or when provided by the school 
district.  
• The teacher reluctantly accepts 
feedback from supervisors and 
colleagues.  
• The teacher contributes in a limited 
fashion to educational professional 
organizations.  
 

• The teacher seeks regular 
opportunities for continued 
professional development.  
• The teacher welcomes colleagues 
and supervisors in the classroom for 
the purposes of gaining insight from 
their feedback.  
• The teacher actively participates in 
professional organizations designed 
to contribute to the profession.  
 

In addition to the characteristics of  
“proficient,”  
• The teacher seeks regular 
opportunities for continued 
professional development, including 
initiating action research.  
• The teacher actively seeks 
feedback from supervisors and 
colleagues.  
• The teacher takes an active  
leadership role in professional 
organizations in order to contribute to 
the teaching profession.  

4f Showing 
Professionalism 

The teacher displays dishonesty in 
interactions with colleagues, 
students, and the public. The teacher 
is not alert to students’ needs and 
contributes to  
school practices that result in some 
students being ill served by the 
school. The teacher makes decisions 
and recommendations that are based 
on self-serving interests. The teacher 

The teacher is honest in interactions 
with colleagues, students, and the 
public. The teacher’s attempts to  
serve students are inconsistent, and 
unknowingly contribute to some 
students being ill served by the 
school.  
The teacher’s decisions and 
recommendations are based on 
limited though genuinely professional 

The teacher displays high standards 
of honesty, integrity, and 
confidentiality in interactions with 
colleagues, students, and the public. 
The teacher is active in serving 
students, working to ensure that all 
students receive a fair opportunity to 
succeed. The teacher maintains an 
open mind in team or departmental 
decision making. The teacher 

The teacher can be counted on to 
hold the highest standards of 
honesty, integrity, and confidentiality 
and takes a leadership role with 
colleagues. The teacher is highly 
proactive in serving students, seeking 
out resources when needed. The 
teacher makes a concerted effort to 
challenge negative attitudes or 
practices to ensure that all students, 
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does not comply with school and 
district regulations. 

considerations. The teacher must be 
reminded by supervisors about 
complying with school and district 
regulations. 

complies fully with school and district 
regulations. 

particularly those traditionally 
underserved, are honored in the 
school. The teacher takes a 
leadership role in team or 
departmental decision making and 
helps ensure that such decisions are 
based on the highest professional 
standards. The teacher complies fully 
with school and district regulations, 
taking a leadership role with 
colleagues. 

 
 
 

 Critical Attributes • Teacher is dishonest.  
• Teacher does not notice the 
needs of students.  
• The teacher engages in practices 
that are self-serving.  
• The teacher willfully rejects 
school district regulations.  
 

• Teacher is honest.  
• Teacher notices the needs of 
students, but is inconsistent in 
addressing them.  
• Teacher does not notice that 
some school practices result in 
poor conditions for students.  
• Teacher makes decisions 
professionally, but on a limited 
basis.  
• Teacher complies with school 
district regulations.  

• Teacher is honest and known for 
having high standards of integrity.  
• Teacher actively addresses 
student needs.  
• Teacher actively works to provide 
opportunities for student success.  
• Teacher willingly participates in 
team and departmental decision-
making.  
• Teacher complies completely with 
school district regulations.  

• Teacher is considered a leader in 
terms of honesty, integrity, and 
confidentiality.  
• Teacher is highly proactive in 
serving students.  
• Teacher makes a concerted effort to 
ensure opportunities are available for 
all students to be successful.  
• Teacher takes a leadership role in 
team and departmental decision-
making.  
• Teacher takes a leadership role 
regarding school district regulations.  
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Class Coverages 
 

Occasionally, teachers will need to cover another teacher’s classes.  You will be compensated 
for coverages above the 25th period of teaching per week.  You will receive two copies of the 
class coverage form.  Please sign one and return it to Mrs. Caro.  The second copy is to for 
your personal files. Volunteers will be used first and then rotation shall be among remaining 
teachers.   
 
If you are directed to take the coverage, you must do so and report to the classroom on time.  
The first coverage in the fall and the first one in the spring semester are a non-paid coverage 
as per the UFT contract. 

 
Article 7N6 of the UFT Teacher’s Contract states:  When there is a change in the normal 
school schedule, (i.e., parent-teacher conference day when students leave early, a clerical 
half-day, a staff development program mandated by the community school district or central 
board when students are not in school, or a standardized testing day), a teacher who 
performs such duties during the time he/she is scheduled to have a preparation period shall 
lose his/her preparation period and no compensation shall be due him/her under this 
provision except that in elementary schools a preparation period which was lost due to 
administering a standardized test shall be rescheduled within five school days. 
 

Personal Business, Belongings  
 

Please keep in mind that no union business or personal business can be conducted during 
regular school operating hours. No personal business, enterprises, or non-work related 
conferences may be conducted on school property or using school equipment.  Please 
remember to take proper care for your personal belongings. Keep your personal items or 
valuables with you or locked away at all times.   

 
Staff Communication 
 

Mail 
Mail will be placed in each staff member’s mailbox.  Please do not send students to pick up 
mail. Be sure to check your mailbox at least twice each day. 
 
Email 
All staff members have an email address on the NYC Department of Education website 
https://mail.nycboe.net.   Also, teachers are accountable for checking the Inwood52 Gmail 
(https://accounts.google.com ). Please check your BOTH emails on a daily basis to 
remained informed. 
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Staff Dress Code 
 

Students at IS 52 are required to wear a school uniform to ensure they are dressed 
appropriately.  Although we cannot regulate appropriate dress for staff members, please 
remember that we are role models for our students. 
 

Professional Development 
 

All professional development activities out of the building must be approved by Ms. León.  
 
If information is received regarding a professional development, meeting or workshop that will 
benefit you, an email providing all the necessary information for your attendance will be sent to 
you from the office of Ms. León.  The assistant principal and Ms. Portuondo will also be given 
this information.   If you receive notification of a professional development you wish to attend, 
please email Ms. León with the details and you will be informed of her decision.   
 
It is your responsibility to provide a brief summary of the meeting, workshop or professional 
development you attended.  It is to be emailed to Ms. León upon your return to the building.   
 
In addition, if you know that you will be out of the building or absent ahead of time, you 
must leave lesson plans for your classes with the coverage coordinator / programmer, 
Mrs. Caro.  
 

 

Extended Holidays/Vacations  
 

Staff members are not allowed to extend vacation or holiday leaves.  This places an 
unnecessary burden on staff members in attendance and detracts from students’ education.  
Please review the 2016-2017 school calendar and plan accordingly.  Taking days off 
immediately before or after a holiday will result in a letter in your file. 
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Maintaining Accurate Records 
 
Attendance 

Teachers are required to take ATS attendance during the 2nd period each day.  Attendance 
should be returned by 9:38am to the main office. 
  
All marks on the ATS sheet must be made with a #2 pencil.  Fill in the bubbles 
completely.   Students arriving after 8:05am must have a late pass to enter class as they will 
be signing in to the late sheet in the main office. They will not be allowed to go to their lockers.  
The ATS sheet is a legal and binding document, and as such, attendance should be 
taken ONLY by the teacher. Please do not give this document to a student. (signs by a 
teacher) 
 

When students are absent, they are required to provide a letter stating the reason for the 
absence.  The note must be written by a parent or guardian and can be written in English or 
any language used by the parent or guardian.  Doctor’s notes and NYC Agency notes are 
accepted.  Letters should be placed in the attendance folder and will be put in a file.   
All teachers must take and record student attendance every period.  This is critical 
information for parent-teacher conferences as well as for grading.  Report card grades should 
reflect a student’s absences and/or lateness to class.   If you record attendance electronically, 
a paper-based copy must be furnished upon request.  Students arriving late to class are 
required to have a pass.  If a student does not have a pass, admit the student to class and 
note it in your grade book. 
 

Document and report any student who has cut class to the dean of your grade. 
 

Report Cards 
You must enter report card grades into the STARS classroom..  
 Passing grades are recorded as:  

• 90% or better are recorded in increments of 1 (91, 92, 93, etc) 
• 65% - 90% are recorded in increments of 5 (65, 70, 75) 

 Failing grades (all grades below 65%) are recorded as: 
  55% is the ONLY failing grade permitted by STARS.   

Chronic absences:   
  40% is only used for TRUANT students 
Promotion 
Any student in danger of failing to meet promotional criteria must receive a Promotion in Doubt letter in 
January/February.  Parents should be notified if there was any possibility the child would receive this letter.  
Teachers should have a log of all phone calls and letters home.  The decision to retain a student in any grade 
will be based on a comprehensive assessment of the student’s academic record, which includes, but is not 
limited to: 

• Tracking Intervention sheet 
• Quarterly progress reports (2-3 weeks prior to end of each marking period) 
• Standardized test results 
• Academic proficiency and current levels of achievement 
• Expectation for future growth 
• Attendance 
• Student work 
• Fulfillment of IEP designated standards 
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Communicating with Parents 
 

Parent Coordinator 
The Parent Coordinator for IS 52 is Mrs. Licette Vasquez.  Her job is to create a welcoming 
environment in the school for our parents and guardians.  One of the key objectives of the Children 
First reform is to increase a family’s involvement in education.  Mrs. Vasquez will be parents' first stop 
in their search for information about the school, the system in general and for specific issues or 
concerns regarding the school or their child.   
 
Another task for Mrs. Vasquez is to support existing parent organizations, such as the Parent 
Association and the School Leadership Team.  It is her job to work with parent groups to find ways to 
attract and serve a broader range of parents in each school. 
The Children First also addresses the need to involve entire communities in improving schools.  As 
such, Mrs. Vasquez will be reaching out to Community Based Organizations to seek their assistance.  
Health care, after school activities, and mentoring programs are part of a broad range of issues for 
which she will seek community assistance.  The goal is to support students in the broadest sense.   
 

Mrs. Vasquez will be available during school hours and will also be available some evenings and 
weekends. Her office will be in room 222. 
 

Parent Visits 
Parents are always welcome at I.S. 52.  However, parents must check in at the main office, and 
should send a note with their child or call in advance to make an appointment with a teacher or 
administrator.   
 

Parent – Student – Teacher Compact 
Assistant principals will provide parents and students with a handbook which includes the Parent-
Student-Teacher Compact.  A copy of the Parent-Student-Teacher Compact is in the appendix for 
teachers. As well as media consent forms to be returned to the main office. 
 

Parent-Teacher Conferences 
 
Afternoon and evening Parent-Teacher conferences will be held in September, November and March 
and May.  Afternoon and evening sessions will be held on the same day.  Teacher attendance is 
mandatory.  There will also be additional parent teacher conferences added in lieu of the extended 
day.  
 
1st Parent Teacher Conference: September 15th, 2016 
2nd Parent Teacher Conference: October 27th, 2016 
3rd Parent Teacher Conference: March 16th, 2016 
4th Parent Teacher Conference: May 18th, 2016  
 
Parent Letters and Notices 
 
All staff members are to submit a copy of any communication sent home from classrooms to Ms. 
Leon for approval & to be kept on file.  This information will also allow the office staff to respond to 
any questions concerning new items or information received by parents. 
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Parking 
 

IS 52 parking passes will be provided to teachers during September.   Only registered vehicles will be 
allowed to park in the designated parking areas and permits must be displayed at all times on the 
dashboard.  Parking on school premises without a designated parking permit will result in a NYC 
parking ticket. 
 

If you have a new vehicle and / or new plates, please send an email to Ms. Nuevo so that she may 
make the appropriate changes to the records. 
 
Announcements  

Teachers wishing to make general announcements should complete an announcement 
request form (see appendix) and email to Ms. León by 2:30 p.m. of the preceding day or place 
in her mailbox by 7:30 a.m. the morning of the announcement. 

  



42 
 

Roles and Responsibilities 
 

Role Responsibility 
Employee  • Consult with school/payroll secretary or DHR website to complete the appropriate 

leave request form(s)  
• Contact HR Connect with any questions regarding leave types and/or eligibility  
• Obtain Principal/Supervisor signature on leave request documentation  
• Submit leave request form and all supporting documentation to HR Connect  
• During leave of absence, notify HR Connect with intended action upon leave end 

date (e.g., return, resign, etc.)  
Principal 
/ Supervisor  

• Review employee leave of absence request and determine whether to 
acknowledge/approve  

• Contact HR Partner with any questions regarding leave types, eligibility rules 
and/or other consultative issues  

• Receive notification of employee’s leave eligibility decision (approve/deny) and 
dates from HR Connect  

• Take appropriate actions in regards to budget and headcount activities based on 
the leave decision 

Payroll/ 
School 
Secretary or 
Timekeeper  

• Direct employees to HR Connect for leaves-related inquiries, requests, etc.  
• Work with HR Connect to validate employee accrued time (vacation, sick/CAR) 

balances and leave start dates  
• Process timekeeping events such as use of CAR balances, intermittent FMLA, etc.  
• Contact HR Connect with any questions regarding leave types and/or eligibility  
• Receive employee’s leave eligibility decision from HR Connect  

CFN  • Assist Principal/Supervisor with managing updates to budget system (i.e., 
Galaxy/Table of Organization) as a result of leave decisions  

• Support Principal/Supervisor in managing employee return to work – approving 
vacancy, attaching employee to a job in Galaxy, initiating 20-day process if an 
employee fails to return, etc.  

• Monitor the Table of Organization to identify and follow-up on persons without a job  
• Receive reports from HR Connect – example reports may include status of 

employee leave requests, responses to early notification period, status of 
employees due to return from leave, etc.  

HR Partner  • Work with Principal/Supervisor to answer any leave-related questions/issues and 
provide consultative services  

• Assist HR Connect when dealing with Manager/Principal issues  
• Facilitate the 20-day process for employees failing to return from leave, including 

placing the person on an unauthorized leave  
• Receive reports from HR Connect and provide information, as requested  

Superintendent  • Complete instructional review of Study Sabbatical requests  
• Complete review of Line of Duty Injury requests  

 
Leave of Absence Requests  
 
All new Leave of Absence requests, including paid/unpaid leaves and Line of Duty Injury claims, will be 
processed centrally by DHR Headquarters at 65 Court Street in Brooklyn. ISCs will continue to manage leaves 
that were submitted prior to July 2. Please refer to the chart above for detailed roles and responsibilities in this 
new process:  
 
FAMILY AND MEDICAL LEAVE ACT OF 1993 (FMLA) 
Requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to “eligible” 
employees for certain family and medical reasons.  Employees are eligible if they have worked for a 
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covered employer for at least one year and for 1,250 hours over the previous 12 months, and if there 
are at least 50 employees within 75 miles.  
 

Reasons for Taking Leave:  Unpaid leave must be granted for any of the following reasons: 
• to care for the employee’s child after birth, or placement for adoption or foster care; 
• to care for the employee’s spouse, son or daughter, or parent, who has a serious 

health condition; or 
• for a serious health condition that makes the employee unable to perform the 

employee’s job. 
 

At the employee’s or employer’s option, certain kinds of paid leave may be substituted for 
unpaid leave. 
 
Advance Notice and Medical Certification:  The employee may be required to provide 
advance leave notice and medical certification.  Taking of leave may be denied if requirements 
are not met. 

• The employee ordinarily must provide 30 days advance notice when the leave is 
“foreseeable.” 

• An employer may require medical certification to support a request for leave 
because of a serious health condition, and may require second or third opinions (at 
the employer’s expense) and a fitness for duty report to return to work. 

 
Job Benefits and Protection: 

• For the duration of FMLA leave, the employer must maintain the employee’s health 
coverage under any “group health plan.” 

• Upon return from FMLA leave, most employees must be restored to their original or 
equivalent positions with equivalent pay, benefits, and other employment terms. 

• The use of FMLA leave cannot result in the loss of any employment benefit that 
accrued prior to the start of an employee’s leave. 

 
Unlawful Acts By Employers:  
FMLA makes it unlawful for any employer to: 

• Interfere with, restrain, or deny the exercise of any right provided under FMLA; 
• Discharge or discriminate against any person for opposing any practice made 

unlawful by FMLA or for involvement in any proceeding under or relating to FMLA. 
Enforcement:   

• The U.S. Department of Labor is authorized to investigate and resolve complaints of 
violations. 

• An eligible employee may bring a civil action against an employer for violations. 
 
FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or 
local law or collective bargaining agreement which provides greater family or medical leave rights.  
 
Absences 
 

Illness/Emergency Absence:  Sick days accumulate at the rate of one per month (as of the 
16th of each month).  If (a) you are absent more than 10 days in a year or (b) you are absent 
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two or more consecutive days, you must have a doctor’s note.  Also, if you are absent more 
than 10 days your pay will be deducted accordingly.  
 
All classroom teachers must be registered with Sub-Central.  In cases of illness or 
emergency, teachers must call 212-304-1671 by 6:30 a.m. that morning.  Please make sure 
that you speak clearly and SPELL YOUR LAST NAME otherwise it is very difficult to 
understand who is calling.  You can also reach Mrs. Caro on her cell at 914-384-5940.  If you 
are feeling ill and know you will be out the next day, please tell Mrs. Caro before leaving for the 
day.  If an emergency arises on your way to work (after 6:30 am) you MUST call the school’s 
main number 212-567-9162 to report your lateness. 
 
Upon return to school, see the payroll secretary, Ms. Edna Portuondo, to sign your Cumulative 
Absence Report (CAR) sheet as well as provide any documentation. 

 
If you are absent for 6 or more days prior to January 31st it will be considered as excessive and 
can result in a warning letter. 
 
Please keep in mind the following protocols when calling in lateness/absences: 
 
1. If you are going to be absent you must email me by 6:30AM, at the latest, on the day you 
are going to be absent. You must also send in work for your classes. You can email me 
assignments for your classes and I will make sure they are given to those covering your 
classes that day. 
 
2. If you know in advance that you are going to be absent, please send me an email to let me 
know. It is easier to request a substitute the day before than the morning of the absence. 
 
3. If you are going to be late you must call the main office to report your lateness as soon as 
you think you might be late. You cannot email me to let me know you will be late. You cannot 
call at 8:00 to say you are going to be late - at that time you are already late. Please be aware 
that I teach first period everyday and at 8:00 I am already on my way to class. 
 
This year we will be continuing with the formula for the extended day minutes as follows: 

• Mondays – students are dismissed at 2:20 pm and teachers will be receiving PD from 
2:20 pm to 3:40 pm. 

• Tuesdays – students are dismissed at 2:20 pm and teachers will have a combination of 
PD and parent meeting time from 2:20 pm to 3:35 pm 

 
Staff should not to schedule any kind of appointment during the Monday and Tuesday 
extended time since they are part of the school day.  Emergencies are understandable, but not 
the norm.  Any appointments that you need to have may be done on the other three days of 
the week where your schedule is from 8:00 am – 2:20 pm. 
 
 
 



45 
 

Personal/Professional Leave:  Personal days may account for three of your sick days.  You 
must complete and submit a written request to the principal at least one week in 
advance.  Upon receiving approval, you should inform Mrs. Caro.  

 

On the Job Injuries:  If you are injured while working, please contact your assistant principal 
and complete an accident/incident report within 24 hours.  This should be done even if you do 
not need to see a doctor.  Reports must be made and submitted to the main office within 24 
hours of the accident/incident.   

 

Excused Days:  The following days are not deducted from your sick bank:    
o Jury Duty 
o Graduation of immediate family member or self from high school or 

higher 
o Funeral of immediate family members 
o Subpoena (job related only) 
o Approved/assigned professional conferences 

Notify the payroll secretary as early as possible and complete the required paperwork.  Also, 
notify Mrs. Caro of the aforementioned absences. 

 

 
Lateness 
Please call the school immediately at 212-567-9162 if you know you will be late.  If you arrive after 
8:00 a.m., the school secretary will have your timecard and you will be required to punch in.  
Chronic lateness is calculated cumulatively by hours and minutes.   
 

At no time may a staff member take or move another’s timecard. 
 
 

Lunch 
All staff members are entitled to a duty-free lunch, unless the principal declares that an emergency 
situation exists.  You cannot change the assigned lunch and professional periods without permission 
of the administration. 
 

Teachers may not eat food or drink beverages in the classroom or in the hallways when 
students are present! 
 

Teacher’s Work Day 
 

In order to ensure proper supervision, staff members are to be in their rooms or at their 
designated assignment by 8:00 a.m. when students arrive.  Upon the morning arrival of students, 
teachers and staff must be supervising the hallways.  In addition, teachers are asked to be sure 
the students are in the classrooms before the start of each period.  The end of the teacher’s day 
occurs after professional commitments have been met – with students or staff meetings.  During the 
day, should staff members need to leave the building for personal business, other than lunch, 
they are to notify the assistant principal of their grade for approval.  Staff members must also 
sign out when leaving and sign back in upon their return.  The sign out book is located in the main 
office. 
 

When you enter the Main Office, remove your timecard from the OUT side rack to the IN side rack.  
When you leave in the afternoon please move the timecard from the IN side rack to the OUT side 
rack. Check your mailbox and the chart in the office for daily events and information. 
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Child Abuse Reporting Procedures 
 

As per Chancellor’s Regulation A750 and as mandated reporters, teachers must immediately and 
discreetly report suspected cases of abuse to the guidance counselor.  If a student self-reports or you 
suspect abuse or neglect, bring the student to the guidance counselor.  If the teacher continues to be 
concerned, he/she should address the matter with an assistant principal.   
 

Chancellor’s Regulations 
 

Please read and familiarize yourself with the Chancellor’s Regulations which cover areas such as 
child abuse, sexual misconduct and suicide prevention.  All members of the New York City 
Department of Education are held accountable to these regulations.  They can be found on the DOE 
web site at http://schools.nyc.gov/RulesPolicies/ChancellorsRegulations/default.htm.   The 
aforementioned link connects you to all the regulations.   

 
Corporal Punishment  
 
Corporal punishment is prohibited by Chancellor’s Directive A420, A421 and by NYS law.  All 
allegations of corporal punishment will be investigated and reported to the Office of Special 
Investigations; staff may be removed pending resolution.   
 

• You may not use physical force to direct or discipline a student. 
 

• You may not have a pupil stand in the back of the room or hallway as a disciplinary measure. 
 

• You may not assign repetitive writing of lines as a disciplinary action.  Essays relating to 
behavioral topics are permissible. 

 

• You may not use threatening or abusive language towards a student. 
 

• All staff members are mandated to report incidents of sexual harassment to administration  
 

See Section 5, Chancellor’s Regulations  
 
Sexual Misconduct 
 
According to Chancellor’s Regulation A-831 sexual harassment, student on student is unacceptable 
conduct and will not be tolerated.  Students found guilty of violating this regulation will be subject to 
disciplinary action consistent with the Discipline Code as per Chancellor’s Regulation A-443.  Sexual 
harassment of a student by an employee is prohibited as set forth by Chancellor’s Regulation A-830. 
See Section 5, Chancellor’s Regulations  
 
Procedures in Case of the Arrest of Employees 
 
As per Chancellor’s Regulation C-105, in the event an employee of the New York City Department of 
Education is arrested, you need to immediately notify the school. 
See Section 5, Chancellor’s Regulations  
 


