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Dear ,
School safety is a precondition for teaching and learning. That’s why we are asking you as chapter
leader to ensure that you have a functioning school safety committee at your school and that you
have genuine input into your school’s safety plan.
Every school should have a school safety committee that meets monthly to address safety-related
violations and issues.
The committee is responsible for developing and annually updating a safety plan specific to your
school. Oct. 2 is the deadline for the initial submission of the plan to the DOE. The final deadline is
Oct. 31. Your signature on the DOE’s Safety Plan Signature Sheet means you sign off on the plan.
In addition to reviewing the safety plan, your school safety committee at its September meeting
should:



review any issues regarding students with limited mobility or special-needs students who
have a tendency to run off;



review the General Response Protocol, missing student protocol, the protocol for
responding to door alarms and guidelines for student transitioning;



review your school’s student-removal and de-escalation protocols and the Building
Response Team and CRISIS team members in your school and their responsibilities;



set the schedule for fire, bus and lockdown drills at your school for the year; and



review your school’s visitor control procedures

After attending each monthly safety committee meeting, please communicate the outcomes to
members in your chapter with a union memo or a jointly agreed-upon safety committee memo.
Feel free to call the safety specialists in your UFT borough office if you need assistance.
Thanks for all your hard work.
Sincerely,

Michael Mulgrew

United Federation of Teachers • A Union of Professionals
52 Broadway, New York, NY 10004 • 212.777.7500 • www.uft.org
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UFT School Safety Department
Victim Support Program (VSP)
52 Broadway, 15th Flr.
New York, NY 10004
Telephone: 212-598-9287 (Safety)
Telephone: 212-598-6853 (VSP)
Fax: 212-677-6612
Email: schoolsafety@uft.org

Contact
Information
Jeff Povalitis, Director, Safety and Health Department

(212) 598-9287

Susan Perez, Bronx Victim Support Coordinator – Health & Safety Liaison

(718) 862-6031

Katrina Foye, Brooklyn Victim Support Coordinator – Safety Liaison

(718) 722-6930

Christopher Verdone, Manhattan Victim Support Coordinator – Safety Liaison

(212) 598-6807

Diane Yodice, Queens Victim Support Coordinator – Health & Safety Liaison

(718) 830-5617

Stuart Kaplan, Staten Island Victim Support Coordinator – Health & Safety Liaison

(718) 569-4015

Member Assistance Program - MAP

(212) 701-9620

Borough Safety Liaisons:
Susan Perez sperez@uft.org XUFT Fax: 718-379-1115
Katrina Foye kfoye@uft.org KUFT Fax: 718.852.9891
Christopher Verdone cverdone@uft.org MBO Fax: 212.510.6424
Diane Yodice dyodice@uft.org QUFT Fax: 718.830.5698
Stuart Kaplan skaplan@uft.org RUFT Fax: 718.605.2031

Counseling Services:
Tina Puccio – Director of Members Assistance Program, LCSW
Alain Metellus - LMSW
Selma Williams - LMSW
Jenice Acosta - LMSW
Kathleen Regalado - LMSW
Andrew DeBaun - LSW
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tpuccio@uft.org
ametellus@uft.org
swilliams@uft.org
jacosta@uft.org
kregalado@uft.org
adebaun@uft.org

SCHOOL SAFETY
The United Federation of Teachers cares about your health and safety. We constantly strive to ensure
that your safety and rights are protected. There are contract provisions, Chancellor's Regulations, and New York
State Laws that exist to make sure you are safe at work.
What can you do to help? You may report any incidents and/or occurrences in your school to the UFT by
submitting a School Safety/Discipline Report Form via the following methods:
 Website: https://www.uft.org/your-rights/safety-and-health/incident-reporting/uft-incident-report
 Fax report form to: 212-677-6612, or
 Call your UFT Borough Office:

If there is an emergency that must be attended to immediately, please call the UFT Safety and
Health Department’s emergency hotline at (212) 701-9407.

VICTIM
SUPPORT
PROGRAM .·
UNITED FEDERATION OF TEACHERS
A Union of Professionals

We know that dealing with the aftermath of an incident can be extremely stressful and emotionally upsetting. In
recognition of these problems, The UFT and the Department of Education (DOE) have jointly sponsored the Victim
Support Program (VSP) to provide psychological support and to help in dealing with police, court and board offices. This
service is free and completely confidential. Services we offer include:
./ INCIDENT RE PORTI NG
./
/
./
./
./
./

I NCIDENT REPORTI NG OUTREACH .
PSYCHOLOGICAL COUNSELING
CRISIS INTERVENTION
VIOLENCE PREVENTION WORKSHOPS
SAFETY ASSESSM ENT & PLA NNING
SAFETY PRESENTATIONS FOR SCHOOL STAFF

Borough Representatives:
Bronx: Mary Atkinson
Brooklyn: Elizabeth Perez
Manhattan: Carl Cambria
Queens: Amy Arundell
Staten Is: Sean Rotkowitz
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Safety and Discipline
The New York City Department of Education is committed to ensuring that our schools provide a safe and orderly
environment in which teaching and learning take place each day. Safe, supportive school environments depend on
students, staff and parents demonstrating mutual respect.
Office of Safety and Youth Development
The Office of Safety and Youth Development works directly with schools and support staff to provide a range of
supports to establish and maintain safe and orderly schools and to promote positive school climate and culture.
The Citywide Standards of Intervention and Discipline Measures
All members of the school community - students, staff and parents - must know and understand the
standards of behavior which all students are expected to live up to and the consequences if these standards
are not met.
The Citywide Standards of Intervention and Discipline Measures (the Discipline Code) provides a description of
conduct that does not meet the standards of behavior expected of students in the New York City public schools. It
includes a range of guidance interventions and a range of permissible disciplinary and intervention measures which
schools may use to address misbehavior. Also included is the Bill of Students Rights and Responsibilities. The
Standards apply to all students, including those with disabilities.
School Safety and Emergency Readiness
The maintenance of order and security in and around public schools is essential to creating learning environments
to which students can meet high academic standards, educators can teach towards those standards, and parents
can be assured that their children are learning in a safe and positive school setting. Learn more about Emergency
Readiness.
New York State law requires every school district to develop a comprehensive district-wide safety plan. Read the
New York City District-wide School Safety Plan and the Parent Guide to School Safety and Emergency
Preparedness.
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NYC DOE and UFT System-wide Standards for Safety
The UFT and the DOE seek to ensure safety, and positive school culture and climate in
each and every one of our schools. This document was drafted in accordance with the
2018 Memorandum of Agreement between the UFT and the DOE in order to provide
system-wide safety standards to school educators and related service providers. The UFT
and the DOE worked collaboratively to design these standards in order to address
concerns raised by schools and educators.
The Standards listed below were created by the Central Safety Sub-Committee in
accordance with the 2018 Memorandum of Agreement between the UFT and the DOE.
These standards should be utilized as the foundation upon which school communities can
develop and improve the awareness and understanding of existing laws, regulations, and
resources that address matters concerning school safety, culture and climate. It is the
expectation that issues around these matters can be addressed and resolved at the school
level. Enforcement is limited to the rights set forth by the 2018 Memorandum of
Agreement between the UFT and the DOE and is not intended to cover a prohibited
subject of collective bargaining agreements.
This document shall be distributed to all schools and key stakeholders including, but not
limited to, SLT Chairpersons, PA/PTA Presidents, UFT Chapter Leaders, UFT District
Representatives, Superintendents, school leaders and CSA representatives.
All employees, including those in functional chapters, who believe that there is a
violation of the System-wide Safety Standards should seek to resolve their concern(s) at
the school level. If issues are not resolved at this level, the employee(s) may request that
their Chapter Leader raise school safety, culture and climate issues to their respective
Borough-based Safety Committee.
The Borough-based Safety Committee shall meet monthly for the purpose of addressing
safety, discipline, culture and climate issues not being addressed at the school level and to
ensure that these System-wide Safety Standards are being implemented properly in
schools.
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NYC DOE and UFT System-wide Standards for Safety
Standard 1: School Safety and School Culture and Climate; Regulations and State
Law
NYS Education Law and Chancellor’s Regulations related to school safety and positive
school culture and climate will be properly enforced to ensure the safety of students and
school staff. These items include, but are not limited to:
• New York State Education Law - Article 55
•
•
•
•
•

2801- Codes of conduct on school property.
2801-A- School safety plans.
2801-B - New York state school safety improvement teams.
2802 - Uniform violent incident reporting system.
2814 - Omnibus school violence prevention grant program (if applicable).

• New York State SAVE Legislation
• Chancellor's Regulations A-400 series focused on safety
• Chancellor's Regulations A-750 and 755 focused on child abuse and suicide prevention
• Chancellor's Regulation A-831 and 832 focused on sexual harassment and bullying
Standard 2: School Safety and the Safety Committee
To promote collaboration and communication on issues involving school safety, culture
and climate the DOE and the UFT are committed to ensuring that Article 9, Article 10
and Appendix B of the Teachers Collective Bargaining Agreement as well as
Chancellor's Regulation A-443 are discussed and enforced at the school level.
In accordance with Chancellor's Regulation A-414, all schools are required to create
Safety Committees that meet at least on a monthly basis. This committee establishes
safety procedures, the expectations and responsibilities of students and staff with respect
to safety, and communication related to culture and climate. Additionally, the committee
shall design prevention and intervention strategies and programs specific to the needs of
the school.
Within two days of any School Safety Committee meeting, the School Safety Committee
shall distribute the minutes of the meeting to all staff using the attached “Decision
Summary Sheet Template.”
Standard 3: School Culture and Climate
Positive School Culture and Climate is essential for student success. In order to foster
Safe and Supportive schools and promote a positive school climate and culture, schools
will continually maintain and update their Consolidated School and Youth Development
Plans which shall include, but not be limited to areas such as anti-bullying programs,
Respect for All programs, restorative justice and de-escalation initiatives as per current
regulations. The specifics of each program/initiative will be memorialized within the
School Consolidated and Youth Development Plan (the Consolidated Plan).
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Standard 4: Professional Development
The DOE shall provide professional development on the topics of school safety,
emergency readiness and school culture and climate to Chapter Leaders in the same
manner in which it is provided to principals, except that such professional development
shall take place during the first month of the school year during the contractual workday.
According to NYS Education Law, school staff must have annual training on the
emergency response plan, and this school safety training shall include components on
violence prevention and mental health.
All NYC Public School Principals receive the annual “Opening Day Training Deck.” As
per New York State Education Law Sections 2801-a, this training shall be delivered to all
staff by September 15. The school principal shall make available school safety/climate
and culture professional development to all UFT-represented employees at least two (2)
times per semester during the contractual workday. The content of this Professional
Development shall be decided by the School Safety Committee.
Each fall the DOE shall provide training (jointly developed by the UFT and the DOE) to
all deans in a borough during the workday.
Standard 5: Safety Data, Enhanced Version (Staff Version) of the Safety Plan and
Summary Reports/Consolidated Plans
The DOE has created tools that schools can use to provide insight regarding school
safety, climate and culture. To increase opportunities for collaboration, principals shall
provide Chapter Leaders, within thirty {30) days of the NYPD certification of the School
Safety Plan, a copy of the Staff Version of the School Safety Plan. This plan shall be
provided to the staff upon request to the principal. NYPD certification should occur no
later than December 1. Until this certification occurs, the previous year's Safety Plan is in
effect.
The principal shall distribute copies of the School Consolidated and Youth Development
Plan (the Consolidated Plan) to the Chapter Leader within thirty {30) days of approval by
the DOE.
Occurrence data should be reviewed and discussed at the School Safety Committee
meetings. No later than 48 hours prior to the School Safety Committee meeting, the
principal shall provide a copy of the following Online Occurrence Reporting System
(OORS) reports to the Chapter Leader which may not be reproduced nor distributed:
Occurrence Snapshot, Level 1-5 Summary, Occurrence Summary by Code, Location
Summary, and Hourly Incident Analysis. ·
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Safety and Emergency Preparedness
These types of incidents should be called in immediately to:
Your District Representative and Borough Office

 Incidents that require response by outside agencies, i.e., NYPD, EMS,
FDNY, etc.
 Shootings
 Stabbing/slashing
 Child Abuse (NYPD/EMS responding)
 Evacuations (bomb threats, explosive devices, chemical releases and
odors)
 Assault/Robberies
 Weapon Possession
 Sexual Abuse/Sexual Misconduct
 Missing Student, kidnapping, stalking (actual and attempted)
 Attempted Suicides
 Drugs and Substance Abuse
 Accidents (hit and run, falls, vehicular and bus accidents)
 Illness (cardiac arrest, asthma attacks, seizures, heavy bleeding)
 Riots, Gang Activity, Protests, Walk-outs, Disorderly Conduct
 Arrest (students and staff: for crimes committed, outstanding warrents,
or to testify as witnesses)
 Removals by police other than arrest
 Injuries to staff/School Safety Agents
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UFT SAFE SECURE SCHOOLS FACT SHEET SAFETY PLANS
Safety Plans are mandated by the SAVE Legislation, the UFT Contract, the
Chancellor’s Regulation A-414 and the NYC Discipline Code.
The SAVE Legislation requires:
Every school needs to form a safety committee and develop a safety plan that
is updated annually and is specific for your school.
UFT CONTRACT:
Requires the formation of a safety committee to develop a safety plan for the
school. The contract also sets out a procedure for any disagreements that may
arise when the plan is not complied with.
Chancellor’s Regulations A-414
Requires the formation of a safety committee which must develop a safety plan that
is submitted for approval
Safety Committee
1. Principals are responsible for ensuring that every school establishes a
school safety committee that meets MONTHLY.
2. At The Minimum the members of the committee include:
o The Principal
o Principal(s)/Designee of any other schools, programs and academies
operating at the site
o UFT Chapter Leader
o Parent Association President/Designee
o School Safety Agent(s) – Level 3/Designee
o NYPD Precinct C.O./Designee
o Custodial Engineer/Designee
All parties listed above must “sign-off” on the plan
Safety Plans
The Safety Plan Shell is the template for your school’s safety plan and is
reviewed, updated and submitted annually. A copy of the draft safety plan shell is
in this folder. Your School Plan covers:
o Normal operations of your site
o Emergency procedures
o School security Bom
o threat procedures
o Building Conditions
o Visitor control procedures
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Note:
o Section 10 of Safety Plan - Addenda you may attach customized procedures and
protocols for your school
o Section 11 of Safety Plan - Identifies the names of Committee Members, Plan
for Staff Development and the Proposed Meeting Dates for the Year
o Endorsement Page – the sign off page for members of the committee
Safety Plans are submitted as follows beginning in September:
o School Safety Committee reviews and revises draft from prior year
o Drafts submitted to DOE Borough Safety Directors (BSDs)
o Approved Drafts are forwarded to NYPD/SSD for certification by November 15th
o Please Note: Needed revisions will be done until final acceptance is
approved by certification date
Chapter Leader and Member Input
Chapter leaders should use their Executive Consultation Committee to address safety
related violations and issues. Chapter leader can then address issues at monthly safety
meetings and communicate outcomes to members and colleagues with a union memo or a
jointly agreed upon safety committee memo. THE CONTRACT, LAWS AND
REGULATIONS ARE ON YOUR SIDE. For example:
o 5-10 minutes of every faculty conference should be dedicated to safety issues
and/or procedures as outlined in the school safety plan For example:
o Crisis Response
o Student Removal procedures
o Intruder Alert Procedures
o Medical Emergency Response
o Evacuation procedures
o Bomb Scare
o Fire Drills
Safety Complaints and Violations of the Safety Plan
o Please utilize the DOE/UFT Operational Process for resolving safety matters at your school
o Chapter Leader attempts to informally resolve a safety complaint with the
Principal.
o Chapter leader uses Step I Complaint Form for Violation of School Safety Plan to
be addressed within 24 hours. (Copy of form for step 1 is in the folder).
o If in unresolved, the Chapter Leader requests a written response from the
Principal and requests the UFT District Representative file a Step 2 Mediation
Request to be scheduled within 48 hours.
o If the Teacher/Chapter Leader is not satisfied with the results of the mediation, an
appeal may be made by an Expedited Arbitration Process
*

Describe in as much detail as possible, the violation of the School Safety Plan.
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Safety Committee Check List
U

1. ROUTINE PROCEDURES:
Safety Committee Meeting Dates
Staff Development Dates
Critical Security Notifications and Offices
School Safety Agent Post Assignment
DOE Online Occurrence Reporting System (OORS) data analysis
U

U

2. EMERGENCY PROCEDURES:
U

U

A. Notification:
Principal
School Safety Division
Police
Superintendent
B. Assignments for:
Supervisors
Deans
Other out of class staff
School Safety Agent
Teachers
Paraprofessionals
C. Crisis Response Procedure: (A mechanism for summoning assistance)
Scanning procedures
Visitor control procedures
Medical emergency
Emergency situation. This should be analogous to a “911” system and
provide staff with some reasonable expectation of an appropriate and
timely response.
Classroom disruption
Intruder procedures
3. STAFF DEVELOPMENT
Incident reporting
Discipline code
Teacher removal of a “disruptive” student from the classroom
Suspensions
Corporal punishment
Verbal abuse
Bullying
U

U

4. SAFETY PLAN ENDORSEMENT PAGE
U

U

U

Recording and review of minutes prior to 48-hrs staff distribution.

For further explanation, contact the UFT Safety and Health Department.
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https://www.schools.nyc.gov/school-life/rules-for-students/discipline-code
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Summary of Changes to the NYC Discipline Code,
Effective September 2019
The Department of Education (DOE) Citywide Behavioral Expectations to Support Student Learning, Effective Sept.
2019 (“Discipline Code”) can be found here: https://www.schools.nyc.gov/school-life/rules-for-students/discipline-code

Changes to Range of Disciplinary Responses (for both K-5 and 6-12)
•
•

Students cannot be suspended for longer than 20 school days, except when required by law or for
Level 5 infractions that involve seriously dangerous and/or violent behavior (see pages 24-25).
The new minimum and maximum Disciplinary Responses are:
Min:
LEVEL
Max:
1*
Min:
LEVEL
Max:
2*
Min:
LEVEL Max:
3*

Grades K–2
meeting with student
1-day removal from
class by teacher
meeting with student
1-day removal from
class by teacher
meeting with student
1-day removal from
class by teacher

Grade 3
meeting with student
4-day removal from
class by teacher
meeting with student
4-day removal from
class by teacher
meeting with student
4-day removal from
class by teacher

Min:
LEVEL Max:
4*

meeting with student
parent conference
1 to 5-day principal’s
11 to 15-day
suspension, only for
superintendent’s
certain infractions where
suspension
behavior is repeated and
involves physical violence
Min:
parent conference
meeting with student
LEVEL
or parent conference
5*
Max: 1 to 5-day principal’s
16 to 20-day
suspension, only for
superintendent’s
certain infractions where
suspension
behavior is repeated and (except A59 & A60:
involves physical violence superintendent’s
(except A60:
suspension over 20
superintendent’s
days, subject to
suspension over 20 days,
approval)
subject to approval)

Grades 4–5
meeting with student
4-day removal from
class by teacher
meeting with student
4-day removal from
class by teacher
meeting with student
6 to 10-day
superintendent’s
suspension

parent conference
11 to 15-day
superintendent’s
suspension

Grades 6–12
meeting with student
4-day removal from
class by teacher
meeting with student
4-day removal from
class by teacher
meeting with student
11 to 15-day
superintendent’s
suspension, only for
infractions involving
substantial damage
to property or
egregious situations
parent conference
16 to 20-day
superintendent’s
suspension

meeting with student parent conference
or parent conference
16 to 20-day
superintendent’s
superintendent’s
suspension over 20
suspension
days, subject to
(except A59 & A60:
approval
superintendent’s
suspension over 20
days, subject to
approval)

* Some infractions in each level have a higher minimum and lower maximum disciplinary response than listed above, please see the
infraction charts in the Discipline Code (For K-5 pages 30-41; for 6-12 pages 30-40) for more specific information for each infraction.
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•

Schools do not have to suspend students for most infractions. The Discipline Code allows for less
severe Disciplinary Responses such as parent conferences or formal restorative conferences for most
infractions, except for some Level 4 and 5 infractions that involve physical violence or injury.

•

For Superintendent’s Suspensions, the available suspension lengths are 6-10 days, 11-15 days, 16-20
days, or 21+ days (only for Level 5 infractions for grades 6-12 upon approval) (see page 23).

•

Schools should now account for the student’s developmental age when determining whether a
student has engaged in behavior covered by the Discipline Code (see page 29).

•

For Level 5 infractions, the school can only request a suspension that is longer than 20 days when
required by law or for “seriously dangerous and/or violent behavior.” All suspensions longer than 20
days must be approved by the Chancellor, their designee, or the Community Superintendent. (see
pages 24 and 25)

•

Level 5 infractions B51, B52, B54, B55 and B59, no longer cover any threats, attempts, or plans to
engage in behavior. Only actual participation in certain behavior is a Level 5 infraction. Attempted
behavior, plans, or threats are now Level 4 infractions.

•

Most infractions involving the possession of a Category I weapon (other than a firearm, bomb, or
other explosive) or a Category II weapon no longer require suspension. Non-punitive responses that
keep students in school are now allowed and mitigating factors must be considered for possession of
Category II weapons where harm is not intended (see pages 27 and 38).

Provision of Supports & Interventions, Restorative Practices
•

For all Level 1, 2 and 3 infractions, the code states that schools can use Supports and Interventions in
lieu of – instead of – Disciplinary Responses. For Level 4 and 5 infractions, Supports and Interventions
can be used in tandem with – together with – Disciplinary Responses. (For K-5 see pages 30-41; for 612 see pages 30-40)

•

For all superintendent suspensions, schools must hold a “welcome back” restorative circle before a
student returns to school from a suspension. These circles will provide space for students, parents,
and school staff to create a plan to help a student transition back to school. (see page 17 for more
information)

Changes to Bullying Response (pages 13-15)
•

The definition of bullying in the Discipline Code now aligns with the state’s Dignity for All Student’s
Act (DASA).

•

The Discipline Code encourages the use of restorative practices to prevent bullying.

•

Individualized Support Plans are listed as a Support and Intervention for a student engaged in bullying
behavior or being bullied.

Structural and Policy Changes
•

The Discipline Code is now available online in a hyperlinked document to allow for parents and
school staff to search and find specific information in the code easily.

•

The Student Bill of Rights contains information on students’ rights to bathroom, locker, name, and
pronoun use that aligns with their gender identity. (see pages 7-10)
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•

Detailed information on Supports and Interventions is now at the front of the Discipline Code and
each Infraction Chart contains page numbers where parents and school staff can find detailed
information on each support and intervention. (see pages 18-20)

•

Elementary Schools will now receive training and support to teach students how to develop healthy
relationships though Social Emotional Learning (SEL). SEL has been proven to improve students’
academic performance by prioritizing communication, empathy and problem solving.

•

All middle and high schools will implement Restorative Justice Practices, which recognize that outside
factors often have a significant impact on students’ day-to-day response and those responses must be
addressed through multiple approaches.

•

A new unit of 85 licensed clinical social workers will better support students facing crises.





1. Always check the Discipline Code to determine if the disciplinary response sought and/or
imposed is allowed. Look for lower level infractions that might better describe the behavior
alleged.
2. When a classroom removal or suspension is sought for behavior where the infraction code
allows for a non-removal disciplinary response, advocate that the school use supports and
interventions and a non-removal disciplinary response instead.
3. Advocate that schools use supports and interventions whenever a child is suspended from
school or removed from class. For example, ask the school (and/or suspension hearing office)
for fewer suspension days, as well as a restorative circle or conference, peer mediation, or
conflict resolution.
4. When a student is suspended from school or removed from class, advocate for a restorative
circle or conference (“welcome back circle”), peer mediation, or conflict resolution as an
effective strategy to support a successful return to the student’s regular program.
5. Contact a School Climate Manager or Director of Student Services at the Borough Office to
help the student’s school implement effective supports and interventions for the student.
Borough Office information is here: https://sites.google.com/a/strongschools.nyc/contacts/.

If you need help with school discipline,
please call the Jill Chaifetz Education Helpline:
(866) 427-6033 (toll-free) • Monday—Thursday • 10am—4pm
www.advocatesforchildren.org
This fact sheet does not constitute legal advice. This fact sheet attempts to summarize existing policies or
laws without stating the opinion of AFC. If you have a legal problem, please contact an attorney or advocate.
Copyright © September 2019 by Advocates for Children of New York, Inc.
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Ad hoc incident and suspension data requests can be submitted to OSYDDATA@schools.nyc.gov. All data is confidential, should be used for internal
planning and review only, and in such cases should be shared only with staff with a legitimate educational interest in the data. Sharing data with external
parties may be a violation of the Family Educational Rights & Privacy Act (FERPA).

DATA REQUESTS

3‐Year Suspension Report by Demographics: Provides a count of suspensions by race, gender, and disability over three years.

3‐Year Incidents & Suspensions: Provides a count of incidents and suspensions by month over three years.

Occurrence Summary by Code: Provides a count of incidents by infraction code, location, and month. User selects infraction code.

Suspects Summary: Provides a counts of incidents by student where the student was documented as a “suspect.” User can select infraction levels and IEP.

Level 1‐5 Summary: Provides a count of incidents by infraction level and month.

Infraction Code Summary: Provides a count of infractions and percentage of total incidents by infraction code and level.

Location Summary: Provides a count of incidents by location and infraction level.

Occurrence Summary: Provides date, time, location, infraction code, and description for every incident that occurred within the requested time frame.

Occurrence Snapshot: Provides a count of level 1‐5 incidents by month. Provides teacher removals, principal, and superintendent suspensions by month for
current and previous year.

Hourly Analysis Report: Provides a count of incidents by time of day and infraction level.

OORS Report: Provides the date, time, location, infraction, people involved, and a description of the incident.

OSYD DATA REPORT DEFINITIONS

2. Select OORS [Management System].
3. Select the Year you would like to data from the drop down menu.
4. Click on the link for the report you wish to view and save.

Log in under the School Principal or Principal Designee OORS role if you work for a school. School support staff should use designated role.

Users should access the OSYD Portal via Internet Explorer (IE) 9 or higher.

1. School Climate & Safety Reports are available on the OSYD Portal*: https://ats.nycboe.net/Safety/Portal/Default.aspx

ACCESSING DATA REPORTS

Safe
Secure
Schools
If you know of a safety/discipline incident in your school:

4 INFORM YOUR CHAPTER LEADER

4 REPORT IT TO YOUR SCHOOL ADMINISTRATION
WITHIN 24 HOURS

File a UFT incident REPORT in one of three ways:

4 FILE ONLINE AT WWW.UFT.ORG
4 CALL YOUR BOROUGH OFFICE

4 FAX A UFT INCIDENT REPORT TO (212) 677-6612
If the situation is an emergency:
Seek medical attention immediately if necessary
Call the UFT Safety & Health hotline at:

(212) 701-9407
9:00 a.m. - 6:00 p.m.
KEEP

A COPY OF EVERY FORM FOR YOUR RECORDS.
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UFT Online Incident Report Form
If you are unable to fax in a written Incident Report form or call in to report an
incident, you can complete an incident report online at:
https://www.uft.org/your-rights/safety-health/incident-reporting/uft-incidentreport

21

UFT Safety / Discipline Report Form
You can also file online at: https://www.uft.org/your-rights/safety-health/incident-reporting/uftincident-report

This is a brief report of a safety/discipline incident at your worksite
(safety/discipline concerns include: Assaults, Classroom
Disruptions, Threats, and Violent or Dangerous Behavior, etc).
Notify your Chapter Leader and confirm that the principal has
filed the Department of Education’s Online Occurrence Report
and notified NYPD/School Safety Division.

FAX THIS TO:
Bronx: 718-379-1115
Brooklyn: 718-852-9891
Manhattan: 212-570-6424
Queens: 718-897-7125
Staten Is: 718-605-2031

Full Name:

File or EIS#:

School/Worksite:

District:

Non-School Phone #:

Non-School Email:

Incident Date:

Incident Time:
MM

Borough:

DD

YY

Location:
HH MM A/P

Did you report this incident to your school administration?

Yes

No

Perpetrator Information – Check all that apply

Student

Special Ed. Student

Parent

Intruder

Other

Alleged Perpetrator(s) if known:

Grade

Name

Sex

Grade

Name

Sex

Type of Incident – Circle Number(s) *(see reverse side for examples)

1.Assault
2.Harassment (Verbal, Physical, Sexual)
5.Menacing
6.Reckless Endangerment

3.Larceny/Robbery 4.Classroom Disruption
7.Criminal Mischief
8.Other

*Important* Refer to the DOE Discipline Code for the following: (see reverse side for examples)
Disciplinary Response:
Infraction Code:
Guidance Intervention:
Briefly describe the Incident and any Injuries

Please complete if you have the following information:

Occurrence Report Control #
UFT Incident Report #:
(OFFICE USE)
IF THE SITUATION IS AN EMERGENCY: CALL THE UFT HOTLINE AT

212-701-9407
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For a complete list of Infraction Codes, Disciplinary Responses and Guidance
Interventions please refer to the:
DOE Discipline Code, K-12
Sample Infraction Codes for: Grade

K-5

1. Assault
• A-51: Using force to inflict serious injury against school personnel or safety agents
2. Harassment (Verbal, Physical, Sexual)
*This is
Please refer
• A-07: Engaging in verbally rude or disrespectful behavior
not
a
to the DOE
• A-24: Shoving, pushing, or engaging in other similar physical behavior
complete
Discipline
• A-18 or A-28: Engaging in inappropriate or unwanted physical contact
list of
3. Larceny/Robbery
Code for a
• A-40: Taking property belonging to another without authorization
Infraction
complete list.
4. Classroom Disruption
codes
• A-06: Behaving in a manner which disrupts the educational process
5. Menacing
• A-35: Engaging in an act of coercion or threatening violence, injury or harm.
6. Reckless Endangerment
• A-44: Causing an injury by recklessly engaging in behavior or using object capable of causing harm
7. Criminal Mischief
• A-41: Falsely activating a fire alarm or other disaster alarm

Sample Infraction Codes for: Grade

6-12

Please refer to the

1. Assault
DOE Discipline
• B-53: Using force to inflict serious injury against school personnel or safety agents
Code for a
2. Harassment (Verbal, Physical, Sexual)
complete
list.
• B-08: Engaging in verbally rude or disrespectful behavior
• B-24: Shoving, pushing, or engaging in other similar physical behavior
• B-35: Making sexually suggestive comments, propositions or physical conduct of a sexual nature
3. Larceny/Robbery
*This is not a
• B-44: Taking property belonging to another without authorization
4. Classroom Disruption
complete list
• B-07: Behaving in a manner which disrupts the educational process
of Infraction
5. Menacing
codes
• B-38: Engaging in an act of coercion or threatening violence, injury or harm
6. Reckless Endangerment
• B-46: Causing an injury by recklessly engaging in behavior or using object capable of causing harm
7. Criminal Mischief
• B-42: Falsely activating a fire alarm or other disaster alarm

This is not a complete list of Disciplinary Response and Guidance Intervention; please refer to
your DOE Discipline Code for a complete list.
Sample Guidance Intervention:
1. Parent Outreach
2. Guidance Conference
3. Peer Mediation
4. Conflict Resolution
5. Substance Abuse Counseling
6. None Taken

Sample Disciplinary Response:
1. Arrest
2. Principal Suspension
3. Superintendent Suspension
4. Student Removal
5. Other
6. None Taken
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A-443 – Student Disciplinary Procedures

Student Removal by Teachers (General Education)
The process:
9 Teacher notifies student and explain reason(s) for removal;
9 Student informally presents his/her version;
9 Teacher informs principal and completes a “Student Removal Form”
9 Principal consults with teacher
9 Student removed for 1 to 4 days by principal (in consultation with teacher) for
“single period or entire day”
Principal consideration (For Special Education students):
9 Educational services during the removal
9 Whether a “Function Behavioral Assessment” must be conducted
9 Whether a “Behavior Intervention Plan” should be developed/reviewed
9 Whether an “Manifestation Determination Review” must be conducted.
Parental Notification:
Principal/Designee must:
9 notify parent within 24 hours;
9 state reason(s) for removal;
9 the length of removal (1 to 4 days)
9 their right to request an informal conference regarding the removal (within 2 days
of removal)
Note: Written Summaries of conferences must be maintained with recommendations;
and made available to parents

Principal cannot set aside a removal unless:
9 fact do not support
9 removal violates the law
9 suspension is warranted instead
Principal shall (If removal is set aside):
9 advise teacher and parent of reason(s)
9 return student back to class
Appeal Process by teacher (length of removal or set aside) to the Chancellor:
9 Completed Removal Appeal Form
9 must be filed within 3 days (can be filed by fax)
Chancellor will decide within 4 days of receipt
24
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Appeals
Appeals of suspensions may be filed by a student, parent or by a representative acting on their behalf.
All appeals must be must be filed in writing and set forth the grounds for appeal and the relief requested
in accordance with the procedures and timeframes below.
Appeal of Principal’s Suspensions
An appeal of a principal's suspension shall be taken in the following sequence:
(a) to the Chief Executive Officer (CEO) of the Office of Safety and Youth Development by contacting the
Borough Directors of Student Suspensions (contact information is below) within ten (10) school days of
the effective date of the suspension; and
(b) to the Chancellor within twenty (20) school days from the CEO’s decision. Where a student files an
appeal of a principal's suspension with the CEO, the principal must file a statement which sets forth the
grounds for his/her suspension decision within five school days of the filing of the appeal and include
any relevant records.
Appeals of Superintendent’s Suspensions
Appeals of Superintendent’s suspensions should be directed to:
The Chancellor
c/o The Office of Legal Services
52 Chambers Street, floor 3
NY NY 10007
An appeal of a Superintendent's suspension must be filed within twenty (20) school days of the date of
the decision or ten (10) school days from receipt of the tape recording or hearing transcript, whichever
is later. The reviewing authority may grant an extension of time for filing the appeal for good cause
shown. When a student/parent/representative requests a copy of the tape/transcript/record of the
hearing, the Suspension Hearing Office shall provide these materials expeditiously.
Pending determination of the appeal, the student or his/her parent or representative may request a
temporary decision from the Chancellor concerning the student's suspension. Such a request for interim
relief must be filed in writing with the Chancellor c/o the Office of Legal Services at the address given
above.
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SPECIAL EDUCATION
COMPLAINT FORM
The goal of the special education complaint process is to
make sure students have the supports and services they
need to succeed. To support this goal, we are asking you to
tell us how the issue you are reporting affects student
progress. We also want to know if you are receiving the
professional development you need and whether your
Borough Field Support Centers and/or Superintendents
are implementing special education requirements. We
will continue to use the information you provide to track
trends and facilitate problem solving around special
education issues.

Once we receive the complaint, a UFT Liaison to the
Division of Specialized Instruction and Student Support will
review it. You will receive a call or an email to verify the
information and obtain additional details including studentspecific information. We will then work with you to
determine the appropriate mechanism for resolving the
issue. We will not share your name or any information
on this form with administrative, supervisory or
managerial personnel in the Department of Education
without your approval.
QUESTIONS MARKED WITH A * ARE REQUIRED

NAME:*

DATE:
FIRST, LAST

POSITION/RELATIONSHIP TO CHILD:*

MOBILE/HOME PHONE:*

EMAIL ADDRESS (NON-DOE):

WORK PHONE:*

BOROUGH:*

DISTRICT:*

SCHOOL:*

YOUR CHAPTER LEADER:*

THE ISSUE HAS BEEN DISCUSSED WITH:
 Child’s parents (or teacher if caller is parent)

 Chapter Leader

 Principal/Supervisor

AREA OF COMPLAINT (check all that may apply):
DO NOT PROVIDE STUDENT-SPECIFIC INFORMATION UNTIL REQUESTED

 Staff member with IEP implementation responsibilities
(general education teacher, special education teacher, cluster
teacher, related service provider, paraprofessional):

 IEP Implementation
 Special Class
 Integrated Co-Teaching (ICT/CTT)

 Not provided access to IEP or copy of IEP

 SETSS

 Not informed of IEP implementation responsibilities

 Related Service _______________

 IEP Team Process (Team Meetings, Changes to IEPs, PWN)

Specify

 Paraprofessional Support

 Child Find/ Referral

 Test Accommodations

 Assessment/Evaluation

 Behavior Intervention Plan

 Discipline

 Other _______________________

 ELLs with IEPs

Please provide a brief summary of the issue and tell us how the issue is affecting the progress of your student(s).

Please fax this form to MaryJo Ginese’s office at (212) 254-5578.
If you wish to get in touch with MaryJo Ginese, Vice President Special Education at Large
you may call her office (212) 598-7706 or you can send an e-mail to mginese@uft.org.
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CORPORAL PUNISHMENT
Regulation of the Chancellor A-420
Issued: 11/28/2018
Pupil Behavior and Discipline – Corporal Punishment

This regulation updates and supersedes Chancellor’s Regulation A-420 dated October 30, 2014. It defines
and prohibits the use of corporal punishment against students and sets forth the reporting and investigative
requirements for allegations of corporal punishment.

Chancellor’s Regulation A-420 (Appendix D of the new contract) describes the procedures for reporting
and investigating allegations of “corporal punishment” made against teachers and paraprofessionals. It’s
important that all UFT members be fully aware of the regulations and how they impact on your rights and
responsibilities. As always, consult with your chapter leader if you find yourself with a particular
problem; it is essential that you have union representation before discussing any charges made against
you.
In New York City public schools, corporal punishment is prohibited by law. As a general rule, therefore,
school staff must not physically discipline students nor inflict punishment of any kind tending to cause
excessive fear or physical or mental distress. Chancellor’s Regulations do, however, recognize four
conditions under which reasonable physical restraint of a student may be required:
1.
2.
3.
4.

To protect oneself from physical injury;
To protect another pupil or teacher or any other person from physical injury;
To protect the property of the school or of others;
To restrain or remove a pupil whose behavior is disorderly and who has refused to comply with
requests to stop that behavior.

Whenever feasible, school faculty should rely upon school security to physically restrain students.

VERBAL HARASSMENT
Regulation of the Chancellor A-421
Pupil Behavior and Discipline – Verbal Abuse

Issued: 11/28/2018

This regulation updates and supersedes Chancellor’s Regulation A-421 dated October 30, 2014. It
defines and prohibits the verbal abuse of students and sets forth the reporting and investigative
requirements for allegations of verbal abuse of students.

Verbal Abuse of students is not corporal punishment but it is behavior that is prohibited by
Regulation of the Chancellor A-421
 Language that tends to cause fear or physical or mental distress
 Discriminatory language based on race, color, national origin, alienage/citizenship status,
ethnicity, religion, gender, disability, or sexual orientation which tends to cause fear or
physical or mental distress
 Language that tends to threaten physical harm
 Language that tends to belittle or subject students to ridicule

 Written language includes language that is transmitted electronically
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The mission of a School Safety Agent is
to facilitate the development and
maintenance of a safe and secure
environment where teachers can
teach and students can find the
strength to learn…and achieve…

A School Safety Agent has specific tasks to perform in order to achieve
the mission stated above. You can expect to see agents patrolling
assigned areas, securing exits, monitoring visitors, breaking up fights,
preventing criminal activity and making every effort to be proactive in
their objective to maintain a safe environment.

Do not call when:

Call agent when:












Students are fighting
Throwing chairs
Destroying school property
You see someone stealing property
Y ou see weapons - i.e. gun, knife, and razor
You see dangerous instruments;
such as scissors, screw drivers, or
any other such devices
An irate student has physically threatened
you
There is a safety hazard in your room i.e. broken glass, falling fixtures










There are classroom management
issues
A student will not sit down
A student is not prepared for class
A student is using profanity
A student is late for class
A student is eating
A student has a cell phone
The class will not settle down or quiet
themselves
A student is noncompliant and
poses no threat to our safety and
that of the other students

We all have the same·objective, to see our children learn and grow but as we all work
for different agencies we must comply with our own job designs and agency
directives. The N.Y.P.D. School Safety Division has employed us to make safety our
main concern.
Please call extension __________ for assistance with any safety issues you may
have.

Have a wonderful school year!
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Only personal clothing and accessories (such as eyeglasses, wallets, umbrellas and handbags) are eligible for reimbursement with the form OP504!

CASH, JEWELRY (including wedding rings or watches), CELLULAR TELEPHONES, MP3 PLAYERS. PERSONAL COMPUTERS,
PERSONAL ELECTRONIC DEVICES, THE COST OF REPAIRS DUE TO DAMAGE OF A PERSONAL VEHICLE, etc.

The NYC Department of Education will NOT reimburse or replace the following personal items of school employee as they are NOT
considered necessary for the job performance:

Be Aware! Stay Alert!
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RIGHT TO KNOW

Line of Duty Injuries (LODI)
1

Injury on the job is referred to as “Injury in the Line of Duty” or “LODI,” and is covered by New York City
Department of Education Personnel Memorandum No. 4, 2002-2003 entitled “Policy and Procedures
on Line of Duty Injuries for Pedagogical Employees.” The memo may be accessed on the
Department of Education website at this shortened link: http://on.nyc.gov/1WrNbMS.
The memorandum requires that you notify the administration of any accident or injury within
24 hours. At the time of the injury, a Comprehensive Injury Report should be filed with the
administration.
If you cannot write the report, a colleague may assist. You should try to fill out the report before you
leave school that day. In the report, the specific cause of the injury should be cited and the
circumstances surrounding the injury clearly stated.
You should ask for a copy of the report. If you leave school without notifying the administration, and
are absent the next day, when you call the school to report your absence you must tell them that you
are
absent as the result of an accident you had in school. Ideally, you should talk directly to the principal. You
should also ask that a Comprehensive Injury Report be sent to you so that you can fill it out and
return it as soon as possible.
If you were injured as the result of an assault or reckless behavior of another individual, a UFT Incident
Report should be filed online, at www.uft.org/our-rights/line-of-duty-injury. The UFT Victim Support
Program will contact you and provide assistance. You may call the UFT Victim Support Program at 1212-598-6853 to check on the status of your case.

2

Notify your UFT chapter leader of your injury. Your chapter leader should call the UFT district
representative to alert him or her of the situation.

3

The Comprehensive Injury Report must be sent to the superintendent for approval. The principal does
not have the authority on his or her own to approve or disapprove a claim for line of duty status
administratively. Only the superintendent has that authority. Your chapter leader should make sure that
the Comprehensive Injury Report is sent to the superintendent by the principal within 24 hours of the
accident being reported.
The superintendent must administratively approve or disapprove the Comprehensive
Injury Report within five days of receiving the report.
If the accident is disapproved by the superintendent’s office, please contact your UFT district
representative as soon as possible, since a grievance may be appropriate. If approved, the
Comprehensive Injury Report must then be returned to the school by the superintendent’s office.
Requests for leaves for injury in the line of duty that are for 10 days or less (excluding the day of the
accident/incident) may be approved both administratively and medically by the superintendent provided
that the following conditions are met:
CONTINUED

40

United Federation of Teachers
A Union of Professionals

52 BROADWAY • NEW YORK, NY, 10004 • 1-212-777-7500 • WWW.UFT.ORG

1. A note from the member’s physician has been submitted stating that you received treatment for the

accident and were advised to remain out of work for the prescribed period of time.
2. The superintendent is satisfied that the criteria for determination of line of duty injury status, as set

forth in Personnel Memorandum No.4, 2002-2003, have been met.
3. The principal, his or her designee, or responsible supervisor has been notified of the accident or incident.
4. The injured employee has submitted an application for LODI on SOLAS*, the Self-Service Online

Leave Application System, which can be accessed using your DOE email ID and password on the DOE
website at https://dhrnycaps.nycenet.edu/solas/.
Neither the superintendent nor the Medical Bureau will give final approval to your claim until all of the
appropriate forms have been submitted. It is advisable that you obtain a copy of the injury report that has
been approved by the superintendent for your own records.

Notice of Claim:
(Intent to Sue)
• If you are considering suing the Department of Education, you should call your UFT Borough

Office as soon as possible. A Notice-of-Claim (intent to sue) must be filed by you or an attorney within
90 calendar days of the date of the accident.

You must serve a notice of claim within 90 days of the occurrence. An action cannot then be filed
until 30 days has elapsed from the time of service of the Notice of Claim. This period is to allow time
to review your claim by the City of New York. After the 30-day period, a lawsuit may be started. The
lawsuit must be started within one year and 90 days of the time of the injury.
Legal representation is recommended. Again, your union can assist in making referrals. The union has
a special arrangement with a large, reputable legal firm that gives our members special attention.
Their lawyers can protect your rights and interests and assert the claim on your behalf.
UFT SAFETY AND HEALTH OFFICE:
Thomas Bennett: ..................... 1-212-598-7711
Junior Linton: ........................... 1-212-598-7762

This serves to summarize procedures you should know regarding work- related injuries for pedagogical employees.
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Required DOE Forms to report and start the process for a Workers’
Compensation claim:
Comprehensive Injury Report – CIR: DOE policy states that you have 24 hours to report an

injury to your supervisor. However, NYS law gives you 30 days. School payroll secretary Principal forwards to superintendent, who approves or disapproves.
WCD- 23 Employee’s Notice of Injury: File within 10 days of injury and goes to Payroll

Secretary.
UFT Incident Report: If the victim of an assault, report this to UFT Victim Support within 24

hours or ASAP.

Required Workers’ Compensation Forms to establish a claim:
C-2 Employer’s Report: Filed by school payroll secretary via the Payroll Portal within 6 days

after an accident occurs, especially, when medical treatment is required. The New York City
Law Department (insurance carrier) will then index the claim with a carrier case number and
issue an acceptance letter – NOTICE OF DECISION - which is required by doctors, therapists
and pharmacists.
Secretaries must:
1. Log the incident into OORS
2. Review the CIR fact sheet, C2, DP2002 and Written Statement for signatures and
determination
3. Document C2 in Payroll Portal
4. Verify timekeeping in SOLAS
5. Upload documents to SOLAS (C2, CIR, DP2002, and Written Statement)
If further assistance is required, please contact the DOE Workers’ Compensation Unit at
718- 935-2213.
The New York City Law Department has contracted with Atlantic Imaging of
New York, P.C. to be its sole provider for all diagnostic tests..
PLEASE NOTE: FAILURE TO UTILIZE ATLANTIC IMAGING OF NEW
YORK, P.C. MAY RESULT IN NON-PAYMENT FOR SERVICES RENDERED.
C-3 Employee’s Claim: Filed by employee/claimant with the help of treating physician if

needed. You have up to 2 years after date of injury to file a claim or you will lose the stature of
limitation.
C-4 Physician’s Report: Filed by the WC occupational physician.

Self-Service Online Leave Application System (SOLAS)
What is the Self-Service Online Leave Application System (SOLAS)?
SOLAS is the online system designed to streamline the Leave application process for DOE employees. SOLAS makes
it easier to apply for a Leave of Absence and upload the necessary supporting documentation.
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BLOODBORNE PATHOGENS (BBP) EXPOSURE PROCEDURE:

The DOE Office of Occupational Safety and Health will provide information regarding postexposure evaluation and follow-up procedures.




Contact Site Administrator (SESA) and report the incident.
GET MEDICAL EVALUATION IMMEDIATELY – and ask for a Source Individual Report Form
from your site administrator.
DOE/OSH hotline: (718) 935-2319 – from 9:00 am to 4:30 pm. fax: (718) 935-4682

WORKERS’ COMPENSATION BENEFITS:

Wages are calculated on degree of disability
1. Total disability = 2/3 of average weekly wage (@ job title at the date of incident – up to
max. rate, which is recalculated every July.
 Total disability = unable to perform any work of any kind, either full or part time
2. Partial disability
 Marked, Moderate, Mild
i. Marked disability = ½ of average wkly. wage (up to max.)
ii. Moderate disability = 1/3 of average wkly. wage (up to max.)
iii. Mild disability = 1/6 of average wkly. wage (up to max)
Monies moving toward your award during the calculation will minus any attorney’s fee and
payment(s) to employer for reimbursement if the case dictates.

Other Benefits
New York State Disability:



You cannot collect both disability and WC at the same time, therefore, if you are getting
disability and then wins a WC case – disability will have to be paid back.
(rate is currently at $170/weekly for 26 weeks)

Social Security Insurance:



You are able to collect both SSI and WC at the same time – it is cap at 8%, has no time
limit, and also benefit your family (offspring(s)) as well but, takes up to 18 months
before approval.
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Missing student or student who has run away from assigned staff.
Please note: this procedure must immediately be followed when a student has been
reported missing, the student’s whereabouts cannot be confirmed, and there is
concern for the student’s safety or well-being. Schools must be prepared to initiate a
soft-lockdown AND assign staff to secure the exit doors in an effort to prevent the
student from leaving the building.
If it is confirmed that the student has exited the building:
Immediately call 911(including transit police), and notify the Principal/Designee,
Emergency Information Center (EIC), and the Borough Safety Director (BSD).Provide a
clear description of the student including where the child was last observed. Include
the following information in the description:
 Height and approximate weight
 Ethnicity
 Complexion and hair color
 Attire and any distinguishing features
 Verbal or non-verbal
 Languages spoken
Notify the School Safety Agent (SSA) in the building so that the Borough Command and
School Safety Division can activate their protocols.
Immediately monitor the video surveillance system (if applicable) including perimeter
cameras.
Notify the parent.
Review the Blue Card to identify any relatives listed who may live near the school. This
information may be relevant in locating the missing student.
Activate the Building Response Team (BRT) and open the Command Post and gather all
relevant information necessary to work with first responders and law enforcement
(description of the student, blue card information, photograph (if available). If
applicable, review the student’s Individual Education Plan (IEP) to determine what
additional supports are required.
When the parent arrives at the school, escort the parent to the command post so that
the parent may discuss the incident with school officials and law enforcement. Where
applicable, have the parent coordinator accompany the parent in order to provide
additional support for the family. A representative of the school crisis team should also
report to the Command Post to provide support for the family.
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If it cannot be confirmed that the student has exited the building:
Notify the Principal/ designee and the School Safety Agent
o Provide a clear description of the student including where the child was last
observed. Include the following information in the description:
 Height and approximate weight
 Ethnicity
 Complexion and hair color
 Attire and any distinguishing features
 Verbal or non-verbal
 Languages spoken
Activate the BRT, and open the Command Post. Provide all BRT members, School Safety
Agents, Shelter- In staff, and floor searchers a description of the student, and if
available, a photograph of the student. If applicable, review the student’s IEP to
determine what additional supports are required.
Immediately monitor the video surveillance system (if applicable) including perimeter
cameras.
Initiate a Soft Lockdown and assign Shelter- In staff to secure the exit doors. Use the
following language,” Attention, this is a soft lockdown. Take proper action. All staff, we
are looking for (use the name and description you have). If you know where this
student is, please call extension (insert the phone extension to call)”.
If the student is observed on the camera system, immediately deploy search staff to the
location where the student was observed. This includes areas outside of the school
building.
Inside the building, all rooms and offices, including restrooms and access to the
basement must be searched.
After an initial sweep of the building, if the student has not been located, immediately
call 911 (including transit police), EIC, and the Borough Safety Director.
If available, provide law enforcement with a photograph of the missing student.
Notify the parent of the student and continue searching the building.
Review the Blue Card to identify any relatives listed who may live near the school. This
information may be relevant in locating the missing student.
When the parent arrives at the school, escort the parent to the command post so the
parent may discuss the incident with school officials and law enforcement. Where
applicable, have the parent coordinator accompany the parent in order to provide
additional support for the family. A representative of the school crisis team should also
report to the Command Post to provide support for the family.
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Responding to Door Alarms
In order to ensure a safe learning environment, it is important that all staff members are familiar with
the Missing Student Protocol and the Response to Door Alarms Document which provide guidance on
the steps that must be taken when a student is reported lost or missing, and when a door alarm is
activated Both documents describe when it is appropriate to activate these protocols. In addition, the
elementary school staff should be familiar with the protocol that must followed when an elementary
school student is observed leaving the school building or school grounds without authorization.
If you are NOT supervising students when you hear an activated door alarm:
•

Immediately report to the door where the alarm has been activated to observe conditions and
to determine the possible cause of the alarm (i.e. staff or students observed in stairwell, student
running from scene in the hallway, door propped open).

•

Immediately call (insert name of office and list the extension, as well as an alternate number)
to report the specific location of the door alarm that was activated. Share any observations.

•

If you are in possession of a two-way radio (e.g. administrator, dean, security school aide) or if a
School Safety Agent (SSA) is present, immediately use the radio to report the specific location of
the door alarm that was activated to other staff with radios so that everyone can respond with
accurate information.

If you ARE supervising students/with your class and you hear an activated door alarm:
•

Immediately call (insert name of office and list the extension, as well as an alternate number)
and report the specific location of the door alarm that was activated.

•

Immediately look outside the classroom window and/or look outside the classroom door in an
effort to observe anything that may provide additional information such as a staff member/
student(s) walking away from the door .

•

Provide the responding staff member/SSA with a description of the student(s) and the direction
the student(s) was traveling.

•

If possible, include the following information in the description:
•
•
•
•

Height and approximate weight
Ethnicity
Complexion and hair color
Attire and any distinguishing features
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GRP Summary Sheet for Teachers and Students
7KH*HQHUDO5HVSRQVH3URWRFRO *53 KDVEHHQGHVLJQHG LQFROODERUDWLRQZLWKWKH³LORYH8JX\V´)RXQGDWLRQ WRSURYLGH
all schools with the direction they will take when an emergency incident occurs. At its core is the use of common language
to identify the initial measures all school communities will take until first responders arrive. In every incident, school
administrators will need to assess the unique circumstances that will affect how the GRP is implemented.
Each protocol has specific staff and student actions that are unique to each response. In the event that a student or staff
member identifies the initial threat, calling 911 and administration is required.
Lockdown (Soft/Hard) ± Soft Lockdown implies that there is no identified
imminent danger to the sweep teams. Administrative teams, Building
Response Teams, and School Safety Agents will mobilize to the designated
command post for further direction. Hard Lockdown implies that imminent
danger is known and NO ONE will engage in any building sweep activity. All
individuals, including School Safety Agents will take appropriate lockdown
action and await the arrival of first responders.
³Attention: We are now in Soft/Hard Lockdown. Take proper action.´
(Repeated twice over the PA system.)
Students are trained to:
1. Move out of sight and maintain silence.
Teachers are trained to:
1. Check the hallway outside of their classrooms for students, lock classroom doors, and turn
the lights off.
2. Move away from sight and maintain silence.
3. Wait for First Responders to open door, RUXQWLOKHDULQJWKH³$OO&OHDU´
message: ³7KH/RFNGRZQKDVEHHQOLIWHG´, followed by specific
directions.
4. Take attendance and account for missing students by contacting the main
office.
.
Evacuate ± The fire alarm system is the initial alert for staff and students to
initiate an evacuation. However, there may be times when the PA system
and specific directions will serve as the alert initiating an evacuation.
$QQRXQFHPHQWVZLOOEHJLQZLWK³$WWHQWLRQ´IROORZHGE\VSHFLILFGLUHFWLRQV
(Repeated twice over the PA system.)
Students are trained to:
1. Leave belongings behind and form a single file line. In cold weather, students
should be reminded to take their coats when leaving the classroom. Students
in physical education attire WILL NOT return to the locker room.
Students without proper outdoor attire will be secured in a warm location as
immediately as possible.
Teachers are trained to:
1. Grab evacuation folder (with attendance sheet and Assembly Cards).
2. Lead students to evacuation location as identified on Fire Drill Posters.
ALWAYS LISTEN FOR ADDITIONAL DIRECTIONS.
3. Take attendance and account for students.
4. Report injuries, problems, or missing students to school staff and first
responders using Assembly Cards.
Shelter-In ± ³$WWHQWLRQ7KLVLVD6KHOWHU-,Q6HFXUHDOOH[LWGRRUV´ 5HSHDWHG
twice over the PA system.)
Students are trained to:
1. Remain inside of the building.
2. Conduct business as usual.
3. Respond to specific staff directions.
Teachers are trained to:
1. Increase situational awareness.
2. Conduct business as usual.
3. The Shelter-,QGLUHFWLYHZLOOUHPDLQLQHIIHFWXQWLOKHDULQJWKH³$OO&OHDU´
PHVVDJH³The Shelter-,QKDVEHHQOLIWHG´, followed by specific
directions.
BRT members, floor wardens, and Shelter-In staff will secure all exits and
report to specific post assignments.
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Transgender and Gender Nonconforming Student Guidelines
“If we lack respect for one group, then there is a tendency for that attitude to spread. It
becomes infectious and no one becomes safe from the ravages of prejudice."
Walter Annenberg

Introduction
It is the policy of the New York City Department of Education to maintain a safe and supportive school
environment for all students free from harassment, intimidation, and/or bullying and free from
discrimination on account of actual or perceived race, color, creed, ethnicity, national origin,
citizenship/immigration status, religion, gender, gender identity, gender expression, sexual orientation,
disability, or weight.
Educators play an essential role in creating a supportive school culture and advocating for the wellbeing
of students. It is important for school staff, students and parents to be aware that transgender and gender
nonconforming students may be at a higher risk for peer ostracism, victimization, and bullying because of
bias and/or the possibility of misunderstanding and lack of knowledge about their lives. Schools must be
proactive in creating a school culture that respects and values all students and fosters understanding of
gender identity and expression within the school community.
These guidelines are intended to help schools promote the educational and social integration of
transgender and gender nonconforming students and ensure a safe learning environment free from
discrimination and harassment. Each principal is responsible for ensuring that all staff are made aware of
these guidelines and for making staff aware of appropriate training and professional development
opportunities. Every student and school is unique and these guidelines do not anticipate every situation
that may occur. The needs of each student must be assessed on a case-by-case basis. School
administrators should discuss the needs and concerns of transgender and gender non-conforming
students with them and their families and draw on the experiences and expertise of their colleagues as
well as external resources where appropriate.
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Definitions and Terminology

Assigned Sex at Birth: Refers to the sex designation recorded on an infant’s birth certificate should such
a record be provided at birth.
Cisgender: An adjective describing a person whose gender identity corresponds to their assigned sex at
birth. For example, an individual who was assigned the sex designation of female at birth and whose
gender identity is female.
Gender Expression: The way a person expresses gender to others in ways that are socially defined as
either masculine or feminine, such as through behavior, clothing, hairstyles, name, pronouns, activities,
voice or mannerisms. (Note: Gender expression can vary depending on one’s culture as well as changes
in social norms and expectations, such as shifts in clothing and hairstyles.)
Gender Identity: A person’s gender-related identity, whether or not that gender-related identity,
appearance or behavior is different from that traditionally associated with the person’s physiology or
assigned sex at birth. Everyone has a gender identity. Gender Identity is a person’s inner sense of being a
man or a woman, some combination of both, or neither.
Gender Nonconforming: An adjective used to describe an individual whose gender expression does not
conform to the social expectations or norms or stereotypical expectations for a person of that sex assigned
at birth. Gender nonconforming individuals may identify as male, female, some combination of both, or
neither.
Gender Transition: Refers to the process in which transgender individuals begin asserting the sex that
corresponds to their gender identity instead of the sex they were assigned at birth. During gender
transition, individuals may begin to live and identify as the sex consistent with their gender identity and
may dress differently, adopt a new name, and use pronouns consistent with their gender identity.
Transgender individuals may undergo gender transition at any stage of their lives, and gender transition
can happen swiftly or over a long period of time.
Intersex: A term used for individuals born with variations in sex characteristics – reproductive or sexual
anatomy or chromosome pattern- that do not fit the typical binary notions of male or female bodies.
Sexual Orientation: A person’s sexual orientation is the individual’s enduring pattern of physical,
romantic, emotional, aesthetic or other attraction to another person. Sexual orientation can be towards
persons of the opposite sex or gender, the same sex or gender, or to both sexes and more than one
gender. Sexual orientation is not the same as gender identity.
Transgender: Describes a person whose gender identity or gender expression is different from their
assigned sex at birth.
Transgender and gender nonconforming youth use a number of words to describe their lives and
experiences. Some examples these students may use to refer to themselves include, but are not limited
to, trans, transgender, male-to-female (MTF), female-to-male (FTM), genderqueer, non-binary, gender
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fluid, two-spirit, trans boy, and trans girl. The terminology and language used to describe transgender
individuals may differ based on varied factors such as geographic location, race, ethnicity, age, country of
origin, etc. and may change over time.
The individual student is the best person to determine their own identity. School staff should be sensitive
to, and use, the terminology that supports and respects the wishes of the individual child.

Addressing Discrimination/Harassment

It is the policy of the New York City Department of Education to maintain a safe and supportive learning
and educational environment that is free from harassment, intimidation, and/or bullying and free from
discrimination on account of actual or perceived race, color, creed, ethnicity, national origin,
citizenship/immigration status, religion, gender, gender identity, gender expression, sexual orientation,
disability, or weight.
The DOE’s Citywide Behavioral Expectations to Support Student Learning (the Discipline Code), prohibits
slurs, harassment, discrimination, intimidation and/or bullying behavior, including using electronic
communication to engage in such behavior (cyber-bullying), on any of the above noted bases.
Complaints alleging discrimination or harassment based on a person’s actual or perceived transgender
status or gender nonconformity must be handled in accordance with the procedures set forth in
Chancellor’s Regulation A-832 (for student-on-student allegations) and Chancellor’s Regulation A-830 (for
staff-on-student allegations).
Additional Chancellor’s regulations that address discrimination/harassment by students and staff include
Chancellor’s Regulation A-831 (student-to-student sexual harassment); Chancellor’s Regulation A-420
(corporal punishment); and Chancellor’s Regulation A-421 (verbal abuse.)

Privacy

In accordance with the Family Education Rights Privacy Act (FERPA) and Chancellor’s Regulation A-820,
only those school or other DOE employees with a legitimate educational interest are permitted to access
a student’s records. Absent parental consent, or the student’s consent if they are 18 years of age or older,
information contained in, learned from or to be recorded in a student’s records, including information
regarding a student’s transgender status, may only be disclosed in the following very limited
circumstances: 1) in a health or safety emergency; 2) to employees with a legitimate educational interest
in the information; or 3) in various other circumstances explicitly permitted by Chancellor’s Regulation A820 and FERPA. (See Chancellor’s Regulation A-820 for additional information regarding these
exceptions).
Moreover, transgender and gender nonconforming students have the ability, as do all students, to discuss
and express their gender identity and expression openly and decide when, with whom, and how much of
their private information to share with others. Schools should work closely with the student and parent(s)
in devising an appropriate plan regarding the confidentiality of the student’s transgender status. (See
Supporting Transgender or Transitioning Students section below.) Note that using a student’s name and
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the corresponding pronoun that is preferred and consistently asserted at school as set forth below does
not constitute a violation of a student’s privacy or this policy.
In some cases, transgender students may not want their parents to know about their transgender status.
These situations must be addressed on a case-by-case basis and will require schools to balance the goal
of supporting the student with the requirement that parents be kept informed about their children. The
paramount consideration in such situations is the health and safety of the student.

Supporting Transgender or Transitioning Students

Schools have a unique and powerful opportunity to support transgender students, including those going
through a gender transition, while providing education to the entire school community. Regardless of how
a student transitions or expresses their gender identity, all students have the right to have their gender
identity recognized and respected by their school community.
For most youth, and for all young children, the experience of gender transition is focused solely on “social
transition,” whereby they begin to live as the gender consistent with their gender identity. Transgender
youth who are in the process of social gender transition often choose a new first name and the gender
pronoun that better reflects their gender identity. They may or may not begin to dress and style their hair
in ways that better reflect their gender identity, and, as all young people do, seek social affirmation of
their gender identity from peers and other important figures in their lives. Transition can also include
changing identity documents such as the person’s social security record, passport, driver’s license, etc.
Not all transitions are binary, meaning male-to-female or female-to-male.
Some transgender youth who are close to reaching puberty, or after commencing puberty, may
complement social transition with medical intervention that may include hormone suppressants, crossgender hormone therapy, and, for a small number of young people, a range of gender-affirming surgeries.
An individual’s decision about whether and how to undergo gender transition is personal and it will
depend on the unique circumstances of each student.
It is not unusual for a child’s desire to transition to first surface at school. In some cases, a parent will
approach a school or district administrator about their child’s transition. In other cases, the student is the
person who informs the school about their transition.
The administrator should meet with the parents and student to discuss the school’s role in supporting the
student’s transition, make resources available to parents who have questions or concerns, work with the
family to prepare for a formal gender transition at school and put in place measures for supporting the
child and creating a sensitive supportive environment at school. This meeting should include, but not be
limited to, discussion of the timing of the transition, planning responses to questions from school staff
and students, and changing the student’s information in school records.
School officials must be mindful that transgender and gender nonconforming youth often experience
significant family challenges. Some transgender students have not talked to their parents about their
gender identity and/or do not want their parents to know about their transgender status based on safety
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concerns or concerns about a lack of acceptance. The school principal or their designee should speak with
the student first to ascertain concerns the student may have. As noted above, these situations must be
addressed on a case-by-case basis. The school principal or their designee should confer with their Senior
Field Counsel about how to proceed.
Schools should be especially vigilant for any bullying or harassment issues that may arise. Pursuant to DOE
policy, schools must work to prevent bullying and harassment, and respond promptly when allegations of
bullying and harassment arise in accordance with Chancellor’s Regulation A-832.

Names and Pronouns

Every student is entitled to be addressed by the name and pronoun that corresponds to the student’s
gender identity that is consistently asserted at school. Students are not required to obtain parental
consent or a court ordered name and/or gender change as a prerequisite to being addressed by the name
and pronoun that corresponds to their gender identity. Teachers and other school staff should be made
aware of and honor a student’s request to be referred to by the name and gender that corresponds to
their gender identity.
It is important to note that for students who are gender non-conforming or who do not prescribe to the
gender binary, they may prefer gender neutral pronouns such as they, ze, or other pronouns.

Student Records

Each school is required to maintain a permanent pupil record of each student (e.g. transcript, report cards,
attendance records), in the student’s legal name and gender.
In those records which are not permanent pupil personnel records (e.g. guidance logs, anecdotal records,
yearbooks, graduation programs), schools must use the name and gender that is preferred and
consistently asserted by the student at school.
Student IDs should be issued in the name that reflects a student’s gender identity that is preferred and
consistently asserted at school.

Procedures to Change a Student’s Permanent Pupil Record

A student’s permanent pupil record can be changed to reflect a change in legal name or gender only upon
receipt of documentation that such legal name and/or gender have been changed pursuant to applicable
law.
Required Documents
• The documentation required for a legal change of name is a court order or birth certificate
demonstrating the student’s new name.
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•

For a legal change of gender, the student must provide a birth certificate indicating the student’s
legal gender, or a valid passport indicating the student’s legal gender. (Please see Changing Birth
Certificate, Passport, and Social Security Record in the Resources section of this document.)

The following procedures should be followed if a school receives a request to change a student’s record
to reflect a change in legal name and/or gender.
•

For students who are currently enrolled in a New York City public school, the school in which the
student is enrolled should make the legal name and/or gender change in ATS upon receipt of the
required documentation (see above).

•

For students who have been discharged, the school should forward the request for the legal
name and/or gender change to the Field Support Center (FSC) data/applications specialist with
the appropriate documentation (see above). The FSC specialist will follow-up to make sure the
appropriate change is made in ATS.

In all cases, the former name and/or gender will be maintained in archived data in the DOE’S central
database, in order to ensure that records accurately reflect circumstances in effect at the time each record
was made, to enable records to be cross-referenced, and to maintain the confidentiality of the student’s
transgender status to the extent possible.

Medical Records

With respect to student medical records, school nurses and other licensed professionals need accurate
and reliable information to confirm a student’s identity in order for the student to receive appropriate
care and to enable them to coordinate care with other health care providers or licensed professionals,
as well as to file health insurance claims with other organizations, such as Medicaid. In accordance with
applicable law and regulations, nurses are required to maintain patient records that contain all pertinent
information which identifies a patient and that accurately document clinical information relating to their
patients, and to keep such records confidential.
In the case of a transgender student, a school nurse should use the student’s preferred name, and should
use the student’s legal name only when necessary for the student to receive appropriate care and to
enable the school nurse to coordinate care for the student with other health care providers or licensed
professionals, as well as to file health insurance claims.

Sports and Physical Education

Sports and physical education programs, including physical education classes and school teams, are
educational opportunities. Participation in these activities plays an integral role in developing a child’s
fitness and health, self-esteem and general well-being. Transgender students are to be provided the same
opportunities to participate in physical education as are all other students.
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Students must be permitted to participate in physical education and intramural sports in accordance with
the student’s gender identity that is consistently asserted at school. Participation in competitive athletic
activities and contact sports will be resolved on a case-by-case basis.

Restroom and Locker Room Accessibility

Transgender and gender nonconforming students must be provided access to facilities (restrooms, locker
rooms or changing rooms) consistent with their gender identity consistently asserted at school. A
transgender student may not be required to use a facility that conflicts with the student’s gender identity
consistently asserted at school. A student whose gender identity is fluid should work with their school to
facilitate restroom and locker room access that affirms their identity.
Schools must provide reasonable alternative arrangements for any student who expresses a need or
desire for increased privacy. Reasonable alternative arrangements may include a single occupancy
restroom, use of a private area, or a separate changing schedule. Any alternative arrangement should be
provided in a non-stigmatizing way and in a manner that protects a student’s ability to keep their
transgender status confidential. Alternative accommodations must be made available to students who
request them, but may never be forced upon students.

Gender Segregation in Other Areas

Gender-based policies, rules, and practices can have the effect of marginalizing, stigmatizing, stereotyping
and excluding students, whether or not they are transgender or gender nonconforming. For these
reasons, schools should review such policies, rules and practices, and should eliminate any that do not
serve a clear pedagogical purpose. Examples may include such practices as gender-based graduation
gowns, lines, and/or attire for yearbook pictures.
Students must be permitted to participate in all school activities (e.g., overnight field trips) in accordance
with their gender identity consistently asserted at school. Requests for accommodations to address
privacy concerns will be addressed on a case-by-case basis.
With respect to single gender schools, students are eligible for admission on the basis of gender identity
consistently asserted at school. If a student has not changed their gender in ATS, the student’s guidance
counselor should work with the Office of Student Enrollment.

Dress Codes

Schools may enforce dress codes that are adopted pursuant to Chancellor’s Regulation A-665 and
consistent with this policy. Schools must carefully examine their dress codes to ensure that the code
does not stereotype or require students to wear different articles of clothing based on gender, gender
expression or gender identity. (e.g., requiring girls to wear skirts)

Notification

The Principal or designee are responsible for ensuring that school staff and students are familiar with
these guidelines.
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Questions/Inquiries

Questions about these guidelines should be directed to your school’s Senior Field Counsel, or to Jaye
Murray, Executive Director of the Office of Counseling Support Programs at JMurray7@schools.nyc.gov
or to Jared Fox LGBT Community Liaison at JFox16@schools.nyc.gov.

Resources

School Based Resources

Schools have implemented a number of initiatives to ensure that students feel affirmed in their school
regardless of sexual orientation and gender identity/expression. These include:
Out for Safe Schools Badges: The Out for Safe Schools program helps educators, administrators, and
other school district employees “come out” as visible allies for LGBTQ students. As part of the program,
participating staff wear badges identifying themselves as allies in order to make school a safer, more
welcoming place.
Gender and Sexuality Alliances (GSAs): GSAs are student-run clubs that may serve as a social, support,
and advocacy channel for LGBTQ students. They primarily exist in middle and high schools while
elementary schools have opted to host Respect for All clubs with similar purposes.
Curriculum: Schools should ensure that their curriculum is both a window and a mirror, allowing
students who are not LGBTQ to see the experiences of others and providing a reflection for LGBTQ
students. This can include incorporating LGBTQ history, reading books by LGBTQ authors, and ensuring
sexual health curriculum is inclusive of all identities.
Respect for All: Respect For All (RFA) which was formulated in the aftermath of 9/11, is the NYC DOE’s
program designed to promote respect for diversity and combat harassment, discrimination and bullying.
This initiative provides professional development for K-12 school staff, as well as direct services to
students. The goal of this work is to ensure that every NYC school provides a learning environment
where all children feel safe, valued and respected. Trainings offered to RFA Liaisons include a 2-day
LGBTQ specific training.

Educators

New York State Education Department Guidance to School Districts for Creating a Safe and Supportive
School Environment for Transgender and Gender Nonconforming Students

Parents, Educators and Students

The following organizations provide resources for parents, students and educators on supporting
transgender individuals
• Ackerman Institute's Gender and Family Project offers a range of services (e.g., support groups
and family therapy), as well as training and research.
• GLSEN is a national organization addressing LGBTQ issues in K12 education, which provides
resources and supports to students, educators, administrators, and other constituents.
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•
•

•

The Hetrick Martin Institute is the nation’s oldest and largest LGBTQ youth serving agency
providing free programming for young people ages 13-24 and their families.
PFLAG NYC is the local chapter of PFLAG which provides general support and informational
resources, including the TransParents Project, a dedicated support group for parents and
families of transgender children.
The Trevor Project is a national organization focused on crisis and suicide prevention efforts
among lesbian, gay, bisexual, transgender and questioning youth.

Parents, Educators, Service Providers

The following organizations provide informational materials and resources for discussing gender identity
and expression:
• National Center for Transgender Equality
• American Psychological Association

Parent Resources

The following organizations offer support to parents of transgender individuals:
• Gender Spectrum
• Trans Youth Equality Foundation
• Families in TRANSition: A Resource Guide for Parents of Trans Youth

Information on Changing Birth Certificate, Passport and Social Security Record

The New York City Department of Health and Mental Hygiene will issue an applicant a new birth certificate
with a changed gender marker. To obtain a birth certificate with a changed gender marker, an applicant
must provide an affirmation from a physician licensed to practice in the United States, or an affidavit from
a doctoral-level psychologist, master social worker, clinical social worker, physician assistant, nurse
practitioner, marriage and family therapist, mental health counselor, or midwife, licensed to practice in
the United States that the applicant’s gender marker must be changed to accurately reflect their gender
identity.
To change a birth certificate of an individual born in one of the five (5) boroughs of New York City
(Manhattan, Brooklyn, Queens, the Bronx, and Staten Island), please visit the New York City Department
of Health and Mental Hygiene web site.
For students 18 or over who were born in New York state outside of New York City, the New York State
Department of Health will issue a new certificate to an applicant who submits a notarized affidavit from
a physician, nurse practitioner or physician assistant licensed in the United States that either states that
the applicant has undergone appropriate clinical treatment for a person diagnosed with gender dysphoria
or transsexualism, or confirms that surgical procedures have been performed on the applicant to
complete sex reassignment.
NOTE: At the federal level, the U.S. Department of State policy allows the gender designation on passports
to be changed for applicants producing certifications from attending internists, endocrinologists,
gynecologists, urologists or psychiatrists stating that the provider has a doctor/patient relationship with
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the applicant and that the applicant has undergone appropriate clinical treatment for gender transition.
Likewise, the Social Security Administration will change an individual’s gender on social security records
upon receipt of a medical certification of appropriate clinical treatment for gender transition from a
licensed physician or doctor of osteopathy.
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Respect for All
The Citywide Standards of Discipline and Intervention Measures prohibits harassment and prohibits students from
bullying other students for any reasons, including taunting and /or intimidation through the use of epithets or slurs
involving: race, color, ethnicity, national origin (which includes groups of students of common ancestry, heritage,
background or those from the same country), citizenship/immigration status, religion, gender, gender identity, gender
expression, sexual orientation or disability. This policy is in effect on school grounds, school buses and at all school
sponsored activities, programs and events.

A-831

Student to Student Sexual Harassment
Regulation of the Chancellor A-831
Student to Student Sexual Harassment

Issued: 10/07/21

This regulation supersedes and replaces Chancellor’s Regulation A-831 dated October 12, 2011. This
regulation establishes a procedure for the filing, investigation, and resolution of complaints of peer
sexual harassment at the school level.

Student-to-student sexual harassment is conduct and/or communication by a student directed against another
student. It consists of unwanted and uninvited sexual advances, requests for sexual favors, sexually motivated
conduct and other verbal, non-verbal or physical conduct or communications sufficiently persistent to:
1. Substantially interfere with a student’s ability to participate in or benefit from an educational program,
school-sponsored activity, or any other aspect of a student’s education
2. Create a hostile, offensive or intimidating school environment
3. Or otherwise adversely affect a student’s educational opportunities

A-832

Anti Bullying
Regulation of the Chancellor A-832
Student to Student Biased Based Harassment,
Intimidation, and/or Bullying

Issued: 10/07/21

This Regulation supersedes Chancellor’s Regulation A-832, dated August 21, 2013

Bias-based harassment, intimidation and/or bullying are any intentional written, verbal or physical act that a student
or a group of students directs at another student or students which:
1. Is based on a student’s actual or perceived race, color, creed, ethnicity, national origin,
citizenship/immigration, religion, gender, gender identity, gender expression, sexual orientation or
disability
2. Substantially interfere with a student’s ability to participate in or benefit from an educational program,
school-sponsored activity, or any other aspect of a student’s education
3. Create a hostile, offensive or intimidating school environment
4. Or otherwise adversely affect a student’s educational opportunities
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Intoxicated Students

Strategic steps for handling intoxicated students.
In general, when students appear intoxicated and are present in
school, it’s the school’s responsibility to keep them there until
dismissal or the student is released to the parent/legal guardian.
Steps to be taken:
•
•
•
•

Parent notification
EMS possibly, depending on students action
Student cannot be allowed to leave the building
Student must be seen by the school nurse.

Mark Rampersant,
OSYD Executive Director of School Safety and Administrative Support.
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Escalation Staff Assistance Request Form
2019-2020
You may seek assistance from escalation staff to coordinate the completion of an open
investigation of a complaint of student-to-student harassment, discrimination, intimidation
and/or bullying, including sexual harassment (A-832 Complaint) if:
◻ You believe school staff retaliated against you or your child for making a prior A-832
Complaint at the same school; or
◻ Your child has been the victim of two or more A-832 Complaints in the same school
year that were determined to be material incidents (i.e., violations of Chancellor’s
Regulation A-832); or
◻ You did not receive a Notice of Determination from the school within 10 school days of
the school’s receipt of the open A-832 Complaint.
Please complete the form and email it to the Family Support Coordinator for the
superintendent that oversees your school. The list of superintendents and their Family
Support Coordinators can be found on the Superintendents page of the DOE website. You
can also find your Family Support Coordinator on your school’s webpage, which can be
located with the Find A School tool.

Student Information
Last Name:
First Name:
Middle Name:
Student ID # (if known):
Date of Birth (mm/dd/yyyy):
Home Address (House number, Street name, Apt. #, City, State, Zip):
Home Phone:
Number:
Name of School:

Parent/Guardian I n f o r m a t i o n
Last Name:
First:
Name:
Relationship to Student:
Home Address (House number, Street name, Apt. #, City, State, Zip):
Home Phone Number:
Work Phone:
Number:
Email Address:
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Reason for Request (please check one)
◻ School staff has retaliated against me or my child for a prior A-832 Complaint at the same
school
◻ My child has been the victim of two or more confirmed A-832 Complaints in the same school
year
◻ A-832 complaint was reported to the school and the school did not issue a notice of
determination within 10 school days of receipt of the complaint
Additional Information. Please answer to the best of your ability.
1. Identify and describe the Pending A-832 complaint. Please provide OORS report,
correspondence with the school or any other documentation of this complaint.
2. Describe any prior A-832 Complaints concerning the student, including dates, times and locations
of incidents where available. Please provide any OORS reports, correspondence with the school or
any other documentation of these complaints.
3. For Alleged Retaliation by School Staff, please provide additional information:
i. Name(s) and title(s) of staff member(s) if known:
ii. Details regarding the actions taken by the staff member(s) that you allege to be
retaliatory, including dates, times and locations.
iii. If you have reported the alleged retaliation to the principal or superintendent, provide
the date and the name of the person to whom you reported your allegation of
retaliation.
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Regulation of the Chancellor
Category:

STUDENTS

Subject:

BEHAVIORIAL CRISIS DE-ESCALATION/INTERVENTION AND
CONTACTING 911

Issued: 5/21/15

A-411

Number:

1 of 3

Page:

ABSTRACT
This is a new Regulation. It establishes the Department of Education’s
(“DOE”) policy and procedures regarding intervention and de-escalation,
and contacting 911 for students experiencing behavioral crises. This
Regulation shall become effective on August 1, 2015.
I.

BEHAVIORAL CRISIS DE-ESCALATION/INTERVENTION AND CONTACTING 911

II.

1

A.

This Regulation establishes the Department of Education’s (“DOE”) policy and procedures
regarding intervention and de-escalation, and contacting 911 for students experiencing
behavioral crises. It becomes effective on August 1, 2015.

B.

When a student engages in behavior that poses a substantial risk of serious injury to the
student or others, schools must determine the appropriate way to manage the behavior and
consider whether the situation can be safely de-escalated by school staff as set forth below.
In such situations, the following procedures must be followed:
1.

The principal/designee must be notified of the situation and must attempt to reach the
2
parent. The parent must be given an opportunity to speak by telephone or in person
with his/her child where safety considerations permit and where it will not interfere with
school staff’s efforts to de-escalate the situation.

2.

Every effort must be made by responding school staff to safely de-escalate the
behavior where possible using: 1) strategies and interventions for addressing
behavioral crises; and 2) the in-school and community resources identified in the
school’s Crisis De-escalation Plan (see Section III below). If the classroom teacher or
the responding staff member is unable to de-escalate the behavior, the teacher/staff
member should seek assistance from staff members trained in crisis de-escalation.
The teacher/staff member may also seek assistance from other appropriate staff and
resources including the assistant principal, dean, a member of the school’s Crisis
Intervention Team, a member of the Building Response Team, a guidance counselor,
School-Based Mental Health Clinic (SBMH) or a School-Based Health Center with
mental health services (SBHC) if there is one on-site, or the Children’s Mobile Crisis
Team if available in the borough.

3.

However, where a student’s behavior poses an imminent and substantial risk of
serious injury to himself or others and the situation cannot be safely addressed by
school staff or the support services set forth above, the principal/designee must call
911. In such situations where it is not practicable to contact the principal/designee, the
responding staff member/School Safety Agent must call 911 and immediately
thereafter notify the principal/designee.

SCHOOLS’ RESPONSIBILITIES WHEN 911 IS CONTACTED
A.

When 911 is called for a student, the principal/designee must immediately attempt to reach
the parent to notify him/her that 911 was called.

1

The policies and procedures regarding contacting 911 for emergency medical services for a physical injury or
medical condition are contained in Chancellor’s Regulation A-412.

2

“Parent” means the student’s parent or guardian or a person in any parental or custodial relationship to the student,
or the student if he/she is an emancipated minor or is 18 years or older.
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B.

If the parent has arrived at the school and it will not interfere with the proper discharge of
the on-scene 911 responders’ duties and responsibilities, the parent must be given an
opportunity to speak to the on-scene 911 responders and the student.

C.

If the parent has not arrived at the school but has been reached by phone, the parent must
be given an opportunity to speak to the on-scene 911 responders and the student if it is
feasible and it will not interfere with the proper discharge of the on-scene 911 responders’
duties and responsibilities.

D.

If the parent requests that his or her child not be transported to the hospital, the on-scene
911 responders will obtain relevant information from DOE staff, the parent and others as
appropriate and determine whether the parent’s request may be honored in accordance
with FDNY policies and procedures for Refusal of Medical Assistance.

E.

If it is determined that the student does not require emergency treatment and/or transport,
school officials and the parent shall discuss appropriate immediate next steps, including but
not limited to whether the student should be returned to class.

F.

If the school staff is unable to contact the student’s parent, the on-scene 911 responders
will obtain relevant information from DOE staff and others as appropriate and then
determine whether the student requires emergency medical treatment and/or transport. If
it is determined that the student will be transported to the hospital, school staff must
accompany the student. If the parent does not arrive by the end of the staff member’s
school day, the staff member must contact the principal/designee for further instructions.

G.

In no circumstance should 911 be called or employed as a disciplinary response or
disciplinary measure because of a student’s behavior. Furthermore, 911 should not be
used in lieu of or as an alternative to de-escalation strategies or resources, where such
strategies and resources can be safely used to address the crisis as set forth in I.A.2 above.

H.

Schools may not request or require a mental health clearance letter as a condition of a
student attending or returning to school.

I.

Following any behavioral crisis, school staff should meet with the parent (and the student
where appropriate) to discuss appropriate positive behavioral supports and interventions for
the student.

CRISIS INTERVENTION PLANS
A.

Each school’s Crisis Response/Prevention Education/Intervention Team (Crisis Intervention
Team) must complete a Crisis De-escalation Plan as part of its Consolidated School and
Youth Development Plan. Such plan must:
1.

include strategies for de-escalating behavioral crisis situations;

2.

identify locations in the school building in which students in crisis may be safely
isolated from others;

3.

identify any school staff trained in de-escalation techniques;

4.

identify in-school and community resources that are available to the school and
parents (e.g., mental health clinics, mobile crisis teams, facilities that provide
urgent/same-day mental health assessments); and

5.

describe how crisis de-escalation and response protocols are communicated to school
staff.
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REPORTING PROCEDURES
A.

The principal/designee must notify the DOE’s Emergency Intake Center (EIC) at
(718) 935-3210 whenever 911 has been contacted.

B.

The principal/designee must file an Online Occurrence Report (OORS Report) within
24 hours of the incident for all school-related incidents, including all incidents for which 911
was contacted.

C.

The Office of Safety and Youth Development (OSYD) provides a help desk to assist with
any technical questions regarding the filing of an OORS report. The help desk is
available from 8:00 am to 5:00 pm Monday through Friday. To contact the help desk, call
(718) 935-5004 and ask for the OSYD Web Support.

D.

Upon request, parents have the right to receive a copy of their child’s occurrence report in
accordance with Chancellor’s Regulation A-820 and the Family Educational Rights and
Privacy Act (FERPA).

NOTIFICATION
A.

Each Crisis Intervention Team must conduct an orientation for all school staff, including
st
non-instructional staff by October 31 . The orientation session must include a presentation
of the policies and procedures set forth in this Regulation and the school’s Crisis
De-escalation Plan.

B.

Each school must certify by October 31 that it has conducted the orientation session in its
annual Consolidated School and Youth Development Plan.

C.

By October 31 , the policies and procedures set forth in this Regulation and the Crisis
De-escalation Plan must be addressed at a School Safety Committee meeting at which an
in-house School Safety Agent Level IIl/designee must be present.

D.

A copy of this Regulation must be made available to parents upon request.

st

st

INQUIRIES
Inquiries regarding this Regulation should be addressed to:

Telephone:
212-374-5501

Office of Safety and Youth Development
N.Y.C. Department of Education
52 Chambers Street – Room 218
New York, NY 10007
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Fax:
212-374-5751
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DIVISION OF SCHOOL FACILITIES
J O H N T . S H E A , Chief Executive Officer
44-36 Vernon Boulevard – 5th Floor, Long Island City, NY 11101
Telephone: (718) 349-5799
Fax:
(718) 349-5766
E-mail: JSHEA3@SCHOOLS.NYC.GOV

November 25, 2014
Subject: New Electrical Load Approval Process
The following procedures were developed to help expedite the air conditioning (AC) unit replacement or
addition approval process. The Office of Sustainability requires two items to be submitted to
sustainability@schools.nyc.gov before approval can be issued.
1. The school(s) benefitting from the requested equipment must have designated their
sustainability coordinator during the school year in which the equipment is requested in
accordance with Chancellor’s Regulation A-850. Sustainability will confirm the designation of a
coordinator.
2. The school(s) must confirm that they have complied with Chancellor’s Regulation A-850 and
removed non-essential personal equipment. This confirmation can be in the form of an email
from the principal(s) or custodian engineer.

Chancellor’s Regulation A-850, Section II:
Reducing energy consumption and the DOE’s carbon footprint by requiring that all DOE schools and
facilities under the DOE’s jurisdiction, including charter schools located in DOE buildings, remove nonessential personal equipment (e.g., microwave ovens, mini refrigerators, coffee makes, personal fans,
and personal heaters) from cubicles, offices and classrooms because these items not only consume a
large amount of electricity, but also pose a fire hazard to our students and staff and attract vermin. Each
school or facility will instead have this type of equipment available for use in at least one central
location, such as a resource room, teacher’s lounge, or other available space in the building
Once these items are confirmed by the Office of Sustainability, approval will be issued. For additional
information, contact the Office of Sustainability (sustainability@schools.nyc.gov or 718-349-5738) or
Laura Iannaccone (liannaccone@schools.nyc.gov).
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MAP
What is MAP?
MAP provides short-term counseling to in-service
UFT members for work-related and personal issues.
Professional mental health staff
is available for confidential and free services.

What services does MAP provide?
In-office scheduled MAP appointments available:
•
•

Short-term individual counseling
Peer support group for bereavement

Referrals to appropriate outside services including:
•
•
•
•
•
•
•

Mental health
Substance Use (members and family)
Eating and gambling disorders
Trauma, bereavement and loss
Domestic violence
Legal and financial counseling
Housing issues

50 Broadway, 9th floor, Suite 904, New York, NY 10004
Phone: 212-701-9620 • Fax: 212-514-8428 • Email: mapinfo@uft.org

GM35652

Have you been the victim of assault, robbery, harassment
or some other school-related crime?
If you have, are you:
➤ Feeling vulnerable, anxious, fearful, angry or
depressed?
➤ Confused about procedures and forms?

FOLD

➤ Frustrated by the paperwork involved in securing
your medical benefits, claiming line-of-duty injury,
or dealing with law enforcement or other agencies?
Call the Victim Support Program.
➤ Apprehensive about returning to work?
The Victim Support Program was established in 1989 by the
United Federation of Teachers and the New York City Board
of Education to provide comprehensive, practical assistance
and psychological support to teachers and other school
personnel following crimes and violent incidents in school.
Our goal is to help you cope with the aftermath of a
criminal incident. We will support you as you strive for
recovery after what we know is often a professionally
and personally traumatic event.

Housed at the UFT and staffed by your colleagues
who understand your school environment and both
the pressures and satisfactions of your job, the Victim
Support Program is the only one of its kind in the
country. Services include:
➤ Individual and group counseling conducted
by licensed psychologists, specially trained and
experienced in working with people who are
suffering trauma.
➤ Help with forms and procedures.
➤ Assistance in dealing with the police department
and other criminal justice agencies.
➤ Support as we accompany you to court or the
Board’s Medical Bureau.
➤ Visits to schools following violent incidents to
deal with “ripple effect” trauma.

Call us. We can help!
(212) 598-6853
FOLD

Monday-Friday, 9 a.m.- 6 p.m. • Assistance is free and strictly confidential.

Can you spot the warning signs of trouble?
Do you have the tools to avoid and defuse violent
situations in school?
Helping staff who have been victims of school crime is
only part of the program’s mission. Through Violence
Prevention Training staffers learn ways to stay safe.
They acquire psychological strategies and techniques
for effectively handling school situations that have the
potential for violence.
Trained facilitators conduct workshops in schools and
UFT borough offices. They help participants:
➤ Understand the dynamics of violence, aggression,
hostility and acting-out behaviors.

➤ Develop safe strategies for interactions with
violence-prone individuals.
➤ Learn practical techniques for defusing potential
violence and aggression.
Facilitators have done workshops in hundreds of
schools throughout the city. Response from participants
has been positive and enthusiastic. As one teacher
noted, “The course focused on the real anxieties that
teachers have. It gave me helpful techniques and lifesaving skills.”
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1. Housekeeping
• Discard trash daily and clean up spillage
• Remove trash immediately; keep garbage area clean, lids tight
2. Storage
• Keep lockers, desks, closets and storerooms clutter-free
• Store supplies at least 6 inches off the floor
• Cluttered closets is an ideal nesting ground for vermin
3. Structural repairs
• Report, missing tiles, leaking water, gaps beneath entrance doors,
cracks and holes to the custodian engineer
• Vermin travel throughout the building through small gaps and holes within
walls and gaps around radiator pipes
4. Food Handling
• Snacks should be placed in plastic containers and stored
six inches off the floor
• Staff meals should be consumed within designated areas
• Food waste should be discarded in garbage receptacles with liners
5. Science Labs
• In science labs, store pet food within plastic containers
6. Plants
• Over watering house hold plants is an ideal environment for flying insects
7. Closing entrances
• Closing windows at the end of each day will prevent unwanted
guests from entering your room
8. If possible appliances should be removed from classrooms
9. Wipe sinks dry at the end of each day
10. Contact Pest Management if pest activity increases
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