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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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Contact 
Information 

Jeff Povalitis, Director, Safety and Health Department (212) 598-9287 

Susan Perez-Gonzales, Bronx Victim Support Coordinator – Health & Safety Liaison (718) 379-6200 

Katrina Foye, Brooklyn Victim Support Coordinator – Safety Liaison (718) 852-4900 

Shelia Laval-Friedman, Manhattan Victim Support Coordinator – Safety Liaison (212) 598-6800 

Diane Yodice, Queens Victim Support Coordinator – Health & Safety Liaison (718) 275-4400 

Roseanne Alkhatib, Staten Island Victim Support Coordinator – Health & Safety Liaison (718) 605-1400 

Borough Safety Liaisons: Counseling Services: 

Tina Puccio – Social Worker, Coordinator of M.A.P.   tpuccio@uft.org 
Steve McNulty – Social Worker                                     smcnulty@uft.org
Enrique DeUrquiza - Psychologist                                edeurquiza@uft.org                           
Mickey Correa - Counselor/LSW                                  mcorrea@uft.org
Lindsay Strickler-Levine - Counselor                   lstrickler-levine@uft.org          
Andy DeBaun - LSW                                                        adebaun@uft.org

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 
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Lila Ezra, Director of Clinical Counseling Services (212) 598-7749 
lezra@uft.org

mailto:schoolsafety@uft.org
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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:  WWW.Uft.org/uft- incident-report.
 Fax report form to:  212-677-6612, or
 Call your UFT Borough Office:

Bronx: 718-379-6200 
Brooklyn: 718-852-4900 
Manhattan: 212-598-6800 
Queens: 718-275-4400 
Staten Is: 718-605-1400 

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: Dwayne Clarke 

Queens: Rona Freiser 
Staten Is: Debra Penny 

http://www.uft.org/uft-incident-report
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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. 

http://schools.nyc.gov/Offices/OSYD/
http://schools.nyc.gov/RulesPolicies/DisciplineCode/default.htm
http://schools.nyc.gov/Offices/OSYD/EmergencyReadiness.htm
http://schools.nyc.gov/NR/rdonlyres/C4034C41-3551-4F1F-9646-2766CA0A3AC7/0/DistrictPlanSafeandOrderlySchools.pdf
http://schools.nyc.gov/NR/rdonlyres/DD9AA289-1986-4746-BA67-A4DC06D2A5EF/0/ParentGuidetotheSafetyPlan.pdf
http://schools.nyc.gov/NR/rdonlyres/DD9AA289-1986-4746-BA67-A4DC06D2A5EF/0/ParentGuidetotheSafetyPlan.pdf
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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

Borough Offices: 

Bronx: 718-379-6200 
Brooklyn: 718-852-4900 
Manhattan: 212-598-6800 
Queens: 718-275-4400 
Staten Is: 718-605-1400 
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USafety Committee Check List 

1.  UROUTINE PROCEDURES U: 
 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  

2.  UEMERGENCY PROCEDURESU: 

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.  USTAFF DEVELOPMENT U 

 Incident reporting  
 Discipline code  
 Teacher removal of a “disruptive” student from the classroom  
 Suspensions  
 Corporal punishment  
 Verbal abuse  
 Bullying 

4.  USAFETY PLAN ENDORSEMENT PAGE U 

For further explanation, contact the UFT Safety and Health Department.  7
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UFT Safety / Discipline Report Form 
You can also file online at: www.UFT.org

 
 

 
 
 
 

Full Name: File or EIS#: 
School/Worksite: District: Borough:
Non-School Phone #: Non-School Email: 

Incident Date:  Incident Time:  Location: 
 MM    DD     YY    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)    3.Larceny/Robbery 4.Classroom Disruption 
5.Menacing   6.Reckless Endangerment  7.Criminal Mischief 8.Other

*Important* Refer to the DOE Discipline Code for the following:  (see reverse side for examples)
Infraction Code: Disciplinary Response:
Guidance Intervention: 

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

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 



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)

• A-07: Engaging in verbally rude or disrespectful behavior
• A-24: Shoving, pushing, or engaging in other similar physical behavior
• A-18 or A-28: Engaging in inappropriate or unwanted physical contact

3. Larceny/Robbery
• A-40: Taking property belonging to another without authorization

4. Classroom Disruption
• 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
1. Assault

• B-53: Using force to inflict serious injury against school personnel or safety agents
2. Harassment (Verbal, Physical, Sexual)

• 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
• B-44: Taking property belonging to another without authorization

4. Classroom Disruption
• B-07: Behaving in a manner which disrupts the educational process

5. Menacing
• 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

*This is
not a 
complete 
list of 
Infraction 
codes 

Please refer 
to the DOE 
Discipline 
Code for a 
complete list.

*This is not a
complete list 
of Infraction 
codes 

Please refer to the 
DOE Discipline 
Code for a 
complete list. 



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:  
http://www.uft.org/uft-incident-report 

17
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A-443 – Student Disciplinary Procedures 

Student Removal by Teachers (General Education) 
The process: 

 Teacher notifies student and explain reason(s) for removal; 
 Student informally presents his/her version; 
 Teacher informs principal and completes a “Student Removal Form” 
 Principal consults with teacher 
 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): 
 Educational services during the removal 
 Whether a “Function Behavioral Assessment” must be conducted  
 Whether a “Behavior Intervention Plan” should be developed/reviewed 
 Whether an “Manifestation Determination Review” must be conducted. 

Parental Notification:  
Principal/Designee must: 

 notify parent within 24 hours; 
 state reason(s) for removal; 
 the length of removal (1 to 4 days) 
 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: 
 fact do not support  
 removal violates the law 
 suspension is warranted instead 

Principal shall (If removal is set aside): 
 advise teacher and parent of reason(s) 
 return student back to class 

Appeal Process by teacher (length of removal or set aside) to the Chancellor: 
 Completed Removal Appeal Form 
 must be filed within 3 days (can be filed by fax) 

Chancellor will decide within 4 days of receipt 
18
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CORPORAL PUNISHMENT

This regulation updates and supersedes Chancellor’s Regulation A-420 dated July 19, 2013. 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. To protect oneself from physical injury;
2. To protect another pupil or teacher or any other person from physical injury;
3. To protect the property of the school or of others;
4. 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 
 
 

This regulation updates and supersedes Chancellor’s Regulation A-421 dated July 19, 2013. 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

Regulation of the Chancellor A-421 Issued: 10/30/14 
Pupil Behavior and Discipline – Verbal Abuse 

Regulation of the Chancellor A-420 Issued: 10/30/14 
Pupil Behavior and Discipline – Corporal Punishment 

14
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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. 

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

Do not call when: 

 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! 
30
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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 1-
212-598-6853 to check on the status of your case. 

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. 

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 

RIGHT TO KNOW 

Line of Duty Injuries (LODI)

1 

2 
3 

34
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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/.

* Please note that SOLAS has rendered two important forms obsolete, namely the OP 198 and the
OP 407. Previously, the OP 198 form was used to enumerate the exact days of absence and provide a 
space for your doctor’s note and signature. The OP 407 provided for confidentiality of your medical 
condition. All of these requirements are now handled by 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 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 BOROUGH OFFICES: 
Bronx: ..................... 1-718-379-6200 

Brooklyn: ................. 1-718-852-4900 

Manhattan: .............. 1-212-598-6800 

Queens: ................... 1-718-275-4400 

        Staten Island: …….. 1-718-605-1400 

This serves to summarize procedures you should know regarding work- related injuries for pedagogical employees. 

United Federation of Teachers 
A Union of Professionals 

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

This regulation supersedes and replaces Chancellor’s Regulation A-831 dated December 9, 2008. 
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 

This Regulation supersedes Chancellor’s Regulation A-832, dated October 12, 2011 

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

Regulation of the Chancellor A-831 Issued: 10/12/11 
Student to Student Sexual Harassment 

Regulation of the Chancellor A-832 Issued: 8/21/13 
Student to Student Biased Based Harassment, 
Intimidation, and/or Bullying 
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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 9111 

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
parent.2  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.

II. 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. 

III. 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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IV. 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). 

V. NOTIFICATION 

A. Each Crisis Intervention Team must conduct an orientation for all school staff, including 
non-instructional staff by October 31st.  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 31st that it has conducted the orientation session in its 
annual Consolidated School and Youth Development Plan. 

C. By October 31st, 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. 

VI. 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 

Fax: 

212-374-5751 
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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.

• Parent notification

Steps to be taken: 

• 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 Director of School Safety and Administrative Support.
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D I V I S I O N  O F  S C H O O L  F A C I L I T I E S
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 non-
essential 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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HOW TO MANAGE GRIEF AND LOSS
Have you experienced  

a difficult loss in the last year?
The UFT Member Assistance Program (MAP) offers counseling 

groups to assist you in managing your grief and adjusting to the loss 
of a family member, significant other, friend or colleague.

THURSDAYS, 4:30 - 5:45 pm.

50 Broadway, New York, NY 10004  212-701-9620  mapinfo@uft.org

GM32852

ENROLLMENT IS LIMITED
PLEASE EMAIL mapinfo@uft.org 

OR CALL 212-701-9620 
FOR REGISTRATION INFORMATION

REGISTRATION IS REQUIRED



Are you or someone close to  
you affected by substance use?

The UFT Member Assistance Program  
(MAP) offers various types of assistance  

and referrals for members and their families.

Please email Mickey Correa  
at mapinfo@uft.org to arrange  
for a confidential conversation.

50 Broadway, New York, NY 10004 
212-701-9620 
mapinfo@uft.org

GM32851



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?

➤	 Frustrated by the paperwork involved in securing 

your medical benefits, claiming line-of-duty injury, 
or dealing with law enforcement or other agencies?

➤	 Apprehensive about returning to work?
Call the Victim Support Program.

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

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 life-
saving skills.”
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The New York City Department of Education  

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

68



69





   United Federation of Teachers 
   A Union of Professionals


	Blank Page
	Blank Page
	Blank Page
	A411Final52115.pdf
	I. BEHAVIORAL CRISIS DE-ESCALATION/INTERVENTION AND CONTACTING 9110F

	TransGNCGuidelinesMarch1finaltopost.pdf
	Definitions and Terminology
	Addressing Discrimination/Harassment
	Privacy
	Supporting Transgender or Transitioning Students
	Names and Pronouns
	Student Records
	Sports and Physical Education
	Restroom and Locker Room Accessibility
	Gender Segregation in Other Areas
	Dress Codes
	Notification
	Questions/Inquiries
	Resources




