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Dear Colleagues, 
 
It is with great pride and gratitude that I write this letter. Chapter leaders are the 
backbone of our union. It is you, the union’s frontline representatives, who know best 
what is happening in the schools; you who can report how budget cuts, principals and 
everything else are really affecting students and educators; and you who motivate and 
mobilize UFT members into the powerful force that we are. There is no more important 
job in our union, and I thank you for taking it on. 
 
The union has put together this manual to help you in that job. It contains a “how-to” 
section that gives an overview of the many roles chapter leaders play and several 
sections that provide a comprehensive breakdown of everything you need to know 
about union benefits, the grievance process, salary schedules and much more. In 
addition to the table of contents on the next page, each section contains its own detailed 
table of contents. Think of it as a reference manual. Together with the resources 
available in the chapter leader section on the union’s Web site, www.uft.org, these tools 
will help guide you. 
 
Your most important resources, however, are your colleagues – your district 
representative, your borough representative, UFT officers and central office staff, 
myself and, very importantly, each other as chapter leaders. We all do the work 
together – it’s called a union after all – and none of us can do it by ourselves. 
 
I look forward to seeing as many of you as I can in your schools, and I know I can 
count on seeing you at meetings, at rallies and everywhere that this great union 
goes to do its work of creating the best schools possible for New York City students 
and educators. 
 
Sincerely, 
 
 
 
 
Michael Mulgrew 
President 
 

http://www.uft.org/


HOW TO USE THIS BOOK 
 
 
This manual, together with the union contracts, will be the most important tool you 
will use as chapter leader in carrying out your duties. In most cases, you will find the 
information you need in this manual or you will find a reference to where the material 
you seek is to be found. 
 
We have tried to assemble, as fully and as accurately as possible, the information you 
need to do your job as chapter leader, particularly the information you need to 
evaluate grievances, prepare your cases, answer questions, help teachers or 
functional chapter members and participate in education reform on the school level. 
 
Following this introductory section, the material is arranged in sections for easy 
reference. Each section has its own table of contents to help you find the 
proper reference quickly and will suggest cross-references as well. 
 
The following abbreviations are used throughout this manual: 
 

Agree. Collective Bargaining Agreement (all contracts) 
Memo. of Agree. Memorandum of Agreement 
By-Laws By-Laws of the Department of Education 
(DOE) Chanc. Regs. Chancellor’s Regulations 
COE Regs Regulations of the Commissioner of Education 
Gen. Cir. General Circular of the Chancellor 
Educ. N.Y. State Education Law 
Sp. Cir. Special Circular of the Chancellor 

 
The chapter leader section of the UFT website contains important resources and 
reference material for you as well. To access it, you must “sign up” on the site if you 
have not already. Click on the “sign up” button at the top left of the menu bar on the 
home page, www.uft.org. The chapter leader section has all the union contracts and 
how-to’s on everything from filing a grievance to understanding your school’s budget. 
 
Department of Education documents are available on the DOE website, 
www.schools.nyc.gov. Forms for the Division of Human Resources are also 
available on the DOE’s website; type in “forms” in the “site search” box on the top 
right of the home page. 
 
When additions or corrections to this manual are necessary, you will receive new 
pages to insert. Please insert them immediately. You might also want to include helpful 
articles from the New York Teacher in this manual. 
 

http://www.schools.nyc.gov/
http://www.schools.nyc.gov/
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THE UFT TEAM 
 
 
The UFT is organized to serve all members of the collective bargaining units. It is at your 
service. You should be familiar with the broad range of support services offered by the union 
and with your borough office, where full-time staff, district representatives and resource 
personnel can be reached. They have many years of experience, can answer questions and 
will provide useful advice on how to handle problems at the schools. They are also available 
for speaking engagements at your school. 
 
UFT OFFICERS are elected directly by the membership every three years. They oversee the 
functioning of the organization and implement policies adopted by the Executive Board and the 
Delegate Assembly. The officers also serve on the Negotiating Committee and bargain 
collectively for all members of the bargaining unit. They consult with the chancellor and other 
appropriate Department of Education (DOE) representatives on matters of educational policy 
and development. They visit schools, respond to members’ problems and inquiries and bring to 
the public’s attention vital matters concerning the schools. 
 
The EXECUTIVE BOARD is elected by the membership every three years. It sets policy, 
subject to the approval of the Delegate Assembly. 
 
The DELEGATE ASSEMBLY is the highest representative policy-making body of the UFT. It is 
composed of delegates who are elected directly by the membership in the schools and 
functional chapters in the ratio of one delegate for each 60 members. The chapter leader, by 
virtue of the office, also serves as a delegate. 
 
DISTRICT REPRESENTATIVES AND SPECIAL REPRESENTATIVES provide service to all 
of the members and chapter leaders in the schools for which they are responsible. They 
handle problems and grievances that cannot be resolved at the school level. The 
representatives are a valuable resource to the chapter leaders and also a source of 
information. They can be reached at their respective borough offices. 
 
UFT BOROUGH OFFICES are maintained in each borough to serve the members. Full-time 
staff as well as PM advisers are ready to assist chapter leaders and members in all kinds of 
ways — on educational issues; personnel matters; salary problems; pension consultations; 
workshops; health and safety matters; chapter building; grievances; summons for disciplinary 
hearings, etc. These services are coordinated by a BOROUGH REPRESENTATIVE, who 
also acts as the UFT’s chief political representative in the borough.  
 
Some UFT members are organized into FUNCTIONAL CHAPTERS because of their unique 
roles in the schools. The functional chapter members usually work under separate contracts. 
Although they have their own elected leadership (e.g., guidance counselors, 
paraprofessionals, school secretaries, psychologists, etc.), the school chapter leader is 
responsible for initiating all school-level grievances. Functional chapter members are a vital 
part of the school’s chapter and should be a welcome part of the UFT team. 
 
This handbook generally covers pedagogues and paraprofessionals. Contract citations, 
unless otherwise indicated, are to the teacher contract. 
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YOU ARE ELECTED 
 
 
Thank you for taking on this important role in your school. As chapter leader, your job entails 
a great many things, but they can all be summed up in one word: LEADERSHIP. That is why 
you were elected. Your colleagues know that you can provide leadership and they will be 
looking for it. 
 
Leadership is most effective when it is based on teamwork, the cooperation of the UFT 
officers, district representatives, chapter leaders, delegates and membership. Each has a vital 
role to play. 
 
THIS IS A BIG JOB, SO…YOU’LL NEED HELP. Take UFT weekend training courses for 
chapter leaders. They are invaluable. Chapter leader workshops offered during the school 
year are also an opportunity to develop your skills. 
 
 

THE RESPONSIBILITIES OF THE CHAPTER LEADER 
 
 
As chapter leader, your responsibilities include the following: 
 
• Holding at least six regularly scheduled chapter meetings each year. 
 
• Forming a chapter consultation committee, meeting monthly with the committee and the 

principal, and reporting the results of the meeting to the chapter. 
 
• Representing all chapter members in informal resolutions of problems with the 

administration and in grievances. 
 
• Involving the chapter with the union by advising members of meetings, programs, rallies 

and other activities. 
 
• Attending Delegate Assembly, district and citywide chapter leader meetings and divisional 

meetings where the concerns of the chapter can be transmitted. 
 
• Explaining VOTE/COPE to the members and collecting VOTE/COPE checkoff cards. 
 
• Explaining the union’s positions to members. 
 
• Providing for informal resolution of problems between members. 
 
• Serving as a resource for members about pensions, health coverage and other matters. 
 

• Providing regular communications to chapter members (emails, electronic or print 
newsletters) and maintaining the UFT bulletin board. 

 
• Working with the district representative and other union representatives. 
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• Inviting union speakers into school regularly: officers, staff, the district representative, 

Welfare Fund speakers and pension experts. 
 
• Contacting and lobbying politicians. 
 
• Registering members to vote. 
 
• Working with parent groups. 
 
• Taking the lead in seeking to ensure that the health, welfare and rights of members are 

protected. 
 
• Disseminating UFT materials via members’ mailboxes and/or electronically. 
 
• Conducting letter-writing campaigns and other union activities. 
 
• Attending training sessions in order to serve the members better. 
 
• Distributing Welfare Fund forms. 
 
• Protecting the confidentiality of all members. 
 
• Involving newer members and members of functional chapters in the life of the school 

chapter. 
 
• Ensuring that the negotiated contracts are enforced and implemented at the school 

level, and that UFT members’ rights and benefits are protected. 
 
• Leading the chapter in discussion, development and implementation of educational 

policies in the school in accordance with union policy. 
 
• Functioning as the chapter’s historian, keeping records that need to be handed down. 
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RIGHTS OF THE CHAPTER LEADER 
 
 
Access to information (See Agree. Art. 19J and Art. 8C) 
 
All official circulars must be posted on school bulletin boards by the administration and must 
be made available to teachers on request. These circulars and regulations are usually 
available online. The UFT bulletin board should not be used for this purpose unless the 
chapter leader wants to post a particular item on it. 
 
Information regarding the rotating of assignments or seniority in the school must be made 
available by the principal upon the request of a teacher. 
 
A copy of the current teaching and non-teaching assignments must be posted in each school 
and must also be given to the chapter leader. 
 
The chapter leader must be given access to such school information as is needed to perform 
his/her duties, including copies of school budget allocations, records of funds raised by the 
school and audits of school monies; teacher programs; room assignments; and allocations of 
non-teaching time. 
 
Official time to represent (See Agree. Art. 19B) 
 
Chapter leaders shall be allowed time per week as follows for the investigation of grievances 
and for other appropriate activities relating to the administration of the agreement and to the 
duties of their office: 
 

In the elementary schools, four additional unassigned periods per week; 
 

In the junior high schools and in the high schools, relief from professional activity 
periods, and exemption from administrative assignments, including homerooms 
(in junior high schools); 

 
In special education schools, buildings and sites formerly known as special day 
schools, day treatment centers and institutional settings, two additional 
preparation periods are to be given; 

 
The chapter leader of the Teachers Assigned, Education Administrators, 
Education Analysts/Officers Chapter shall be allowed one day per week for 
appropriate union activities; 

 
No member may engage in union activities during time assigned to teaching or 
other duties, except for the union’s negotiating committee. 

 
Appropriate space and facilities (See Agree. Art. 19B) 
 
The principal in consultation with the chapter leader will arrange to provide appropriate space 
and facilities (including but not limited to a desk, file and chairs). 
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BUILDING A STRONG CHAPTER 
THIS IS A BIG JOB, SO…YOU’LL NEED HELP 

 
 
Involving the membership 
 
GETTING OTHERS TO HELP YOU – TEAMWORK MAKES YOUR CHAPTER GROW 
 
The secret of running a good chapter is plenty of participation. Your members need it. Many of 
them cannot go to meetings or become active otherwise, but they will want to help build our 
union in the school. 
 
The best way to involve people is to distribute responsibilities. Here are some of the union 
positions that can be handled by chapter members in the schools. 
 
Department, grade or floor representatives – Each department, grade or area in your 
building should have a designated UFT representative. The representative’s job is to remind 
people about meetings; be of service to the members on that floor; disseminate information; 
and in general, be of assistance to the chapter leader. 
 
Telephone/email relay – You may need to reach members at home. Set up a relay system 
whereby each member can receive vital information and the burden of notification is divided 
among members of the chapter. 
 
Social life representative – Chapter life is enhanced when someone plans socials for the 
chapter; sends cards to members on special occasions or gets members to participate in 
UFT social activities. 
 
COPE/legislative representative – It’s important to have a point person for the chapter’s 
political work, someone who organizes letter-writing campaigns and lobbying efforts for 
important bills affecting our members and our schools; keeps the school informed on 
legislative matters; distributes COPE literature and educates members about the importance 
of participation. 
 
Editor – The best UFT chapters publish a school UFT newsletter either online or in print. This 
is an excellent way to keep chapter morale high and inform and recognize membership. 
Obtain samples of other school newsletters as guidelines for your own. Involve artistic 
members in the design and good writers for articles. Include reports on consultations, 
reminders and items from the weekly Chapter Leader Update. 
 
Delegates – The Delegate Assembly is the highest policy-making body in the UFT. You and 
your delegates should attend every DA and report back to members. Remember that 
functional chapter members elect their own delegates. School elections are held every three 
years in May or June for September office. (See UFT Constitution: Article VII-3.) 
 
Secretary and treasurer – The chapter will need a good secretary and a treasurer so that 
the actions and meetings of your chapter may be recorded.  
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Consultation Committee – All chapters should have a formal Consultation Committee set 
up to meet with the principal. It may be a formal committee elected by the chapter or a 
group chosen by the chapter leader that has discretion in this matter. You should, however, 
have some organized group to meet with the principal in order to show your strength and the 
support of the chapter. 
 
Parent Liaison – Some chapters have a member who serves as a liaison with parents, 
attends PA/PTA meetings, etc. 
 
At the beginning you might have difficulty enlisting assistance from members of your chapter. 
Keep after them; the chapter leader’s job is one that cannot be done alone. 
 
New Members – Early in the school year make an effort to personally greet each new staff 
member in your school. Ascertain if the person is a union member. 
 
Non-members can join the union online or they can complete dues checkoff cards and give 
them to you. You can forward the cards to the Membership Department at 52 Broadway. 
Especially important: Check with new staff members to make sure they have filed an 
application for salary step placement, for any salary differential and prior salary credit they 
are entitled to. Ask your district representative or borough office for UFT literature for new 
members, and for help in recruiting new members if you are having a problem. 
 
Advise new members that they should sign up for health insurance. Workshops for new 
teachers are held in each UFT borough office early in the fall. Ask them to sign a COPE card 
and explain why it is in their best interest. 
 
Holding a chapter meeting 
 
Before the meeting – Select the day and the time that is most convenient. You may meet 
before or after school or during the lunch period. The principal must assign a place at your 
request. (See Agree. Art. 19G.) 
 
Holding a monthly meeting – Many teachers and other members do not know what the 
union is doing. They may not know of our court victories, legislative action, committee work 
but they will know that the UFT members are meeting in the school. They will respect the 
time, effort and energy given by the UFT members. They will attend these meetings when the 
issues are of interest to them. Make sure there is plenty of advance notice and plenty of 
publicity. Use UFT bulletin boards and email, and also leave a personal invitation in every 
UFT member’s mailbox, including that of the counselors, secretaries, paraprofessionals, etc. 
 
Arrange for a last-minute reminder by note or in person by a designated representative.  
 
Advertise the topics or main topic of the meeting, e.g., letter-writing campaigns, legislation, a 
specific bill, outside speaker, etc. Prepare an agenda for the meeting (see model on next 
page). 
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MODEL NOTICE OF CHAPTER MEETING 

Dear chapter members: 

There will be a chapter meeting on: 
 

Date: October 1st  

 Time: 12:00 – 1:00 p.m. 

Place: Staff cafeteria 

A G E N D A 
 

I. Reports from the chapter leader, delegate, and UFT 
committee liaisons 

 
II. Minutes of the UFT Consultation Committee Meeting with the principal of 

September 28th (to be distributed)  

III. New Business: 

A. Suggestions for October’s consultation meeting 
 

B. School safety 
 

C. New teacher outreach 
 

D. Miscellaneous 
 
Bring your lunch; coffee and cake will be served. 

I am looking forward to seeing you there. 

A. Feiter 
Chapter leader 
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At the meeting you may want to do the following: 
 

• Introduce new members and guests. 
 

• Read minutes of the previous meeting. 
 

• Hear reports from members who have attended Delegate Assembly and UFT 
committee meetings. 

 
• Discuss last month’s consultation meeting with the principal and ask for new items for 

the next consultation. 
 

• Proceed to the main items on the agenda. 
 

• Leave time for items that members may wish to add to the agenda. 
 

• Announce date and time for the next meeting; establish committees to work on 
unresolved problems. 

 
Remember – you are not alone 

 
Union officers and staff are ready and able to visit many schools throughout the school year 
to speak at chapter meetings. 

 
President’s office – Michael Mulgrew or one of his highly informed staff members can visit 
your school to discuss current topics. 

 
Vice presidents – UFT vice presidents each have an area of expertise and responsibility in 
addition to overall union duties. These are: elementary schools, middle/junior high schools, 
academic high schools, career and technical education high schools, special education and 
educational issues. You can invite a vice president to visit your school and speak on a variety 
of subjects. Arrange a visit through the individual vice president’s office. 

 
Other officers – Feel free to invite any officer to speak at meetings in your school. Arrange 
visits through the individual officer. 

 
District representatives/special representatives – You should invite your district or special 
representative to speak at a chapter meeting during the year. She or he can also make her- 
or himself available for informal visits to meet with small groups. Your district/special 
representative can also be invited to meet teachers individually to discuss current issues and 
problems. Arrange a visit through the UFT borough office. 

 
Borough representatives – Your borough representative can also visit your school for 
general visits, or to respond to specific situations. Arrange a visit through your borough office. 

 
Paraprofessionals – One of the leaders of the Paraprofessional Chapter will be happy to 
come to your school and speak about current union issues. Other members are always 
welcome to sit in on these meetings. Arrange a visit through the Paraprofessional Chapter. 
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Special education – A member of the Special Education Department can discuss with your 
faculty any phase of special education from the point of view of the special education teacher 
and/or the regular teacher. Arrange a visit through the UFT Special Education Department. 

 
Certification speaker – The UFT Certification Services Department tracks all the changes in 
teacher certification requirements and trains a team of UFT consultants and educational 
liaisons. They, in turn, offer workshops in schools or UFT borough offices and respond to 
teachers’ questions in person, by telephone and via email. 

 
Pension speaker – A union expert on pensions can come to explain how our pension 
system and the pension tiers work, and can also provide an overview of the union’s efforts to 
protect our pension in the legislative arena. Arrange a visit through your borough office. 

 
UFT Welfare Fund Speakers Bureau – The Welfare Fund has a program that can bring a 
speaker to your school for a presentation that outlines the basic health programs and benefits 
available through the UFT Welfare Fund. To schedule a visit, write to the program coordinator 
at the UFT Welfare Fund. 

 
Dial-A-Teacher – You can have someone from Dial-A-Teacher visit your school to discuss 
this exciting homework assistance program or help with parent outreach. Write to Dial-A- 
Teacher. We also have parent liaisons in each UFT borough office to help with parent 
outreach. 

 
COPE – Committee on Political Education – Have a COPE representative visit your school 
to explain where your COPE dollars are spent and why. Arrange a visit through your borough 
office. 

 
Communications – You can have a representative from our External Communications 
Department explain how we educate the public on various issues through media relations 
and advertising. Arrange a visit through the External Communications Department. 
 
Political action, grievance information, personnel policies, parent participation, as well as any 
other topic, can be covered by one of our staff members at a meeting. 

 
Reminder: Speakers should be invited to address chapter meetings, but not every meeting 
should be turned over to an invited speaker since the chapter needs time to consider its own 
problems and initiatives. 

 
Communications 

 
To be an effective chapter leader, you must regularly communicate with the members of your 
chapter. Remember, you are an important conduit of information from the union to its 
members as well as from your members back to the union. 

 
Ways for you to stay informed – 

 
1) Attend meetings. Attend Delegate Assemblies and citywide, borough and district 

chapter leader meetings. 
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2)  Read your UFT email. Read the weekly online Chapter Leader Update and all 
chapter leader email alerts from UFT headquarters and your district rep. (Not 
receiving email from the UFT? Sign up on the UFT website, www.uft.org.) 

3)  Read the New York Teacher and visit the UFT’s website regularly. 
 
Ways to keep your chapter informed – 

 
1)  Hold regular chapter meetings in your school or site. To bolster attendance, 

publicize the meeting date, time and location in advance and prepare an agenda that 
covers timely topics. Invite members to ask questions and raise issues, and then 
brainstorm how the chapter can tackle those issues. Report on your monthly 
consultation meeting with the principal and solicit suggestions about what needs to be 
on the agenda of the next one. Report on other UFT activities to your chapter and 
promote the union by explaining the actions and positions it takes and talking up union 
victories. 

2)  Publish a chapter newsletter. As chapter leader, you should publish a newsletter, 
whether printed or electronic, as frequently as your time allows and the situation 
requires. The weekly Chapter Leader Update is an excellent source of content for your 
newsletter (just cut and paste relevant parts), but always add your own school’s 
activities in the mix. 

3)  Use your school’s UFT bulletin board. Every school must have a bulletin board 
reserved in an accessible place for the UFT (see Article 19F of the UFT/DOE 
contract). Keep your bulletin board useful by posting up-to-date information about the 
union’s activities, including budget and other legislative fights, as well as important 
grievance and arbitration decisions and collective-bargaining updates. Post all UFT 
materials on the bulletin board as soon as you receive them. Invite members to get 
involved in union initiatives. 

4)  Face-to-face communication. Personally approach members who are directly 
affected by the issues. Make a point of introducing yourself to new members in your 
school and offer them your support. 

 
Hold monthly consultation meetings with the principal – Improvements in your school are 
up to you and your members. The principal must meet monthly with a UFT consultation 
committee to discuss matters of school policy and implementation of the contract (Agree. Art. 
19H). The UFT chapter should decide how it wishes the school procedures and routines to 
be changed and give guidance to the committee that meets with the principal. Minutes of 
these meetings should be made available to the chapter members preferably through the 
chapter newsletter or at chapter meetings. 

 
Legislation and political action 

 
Political action, including legislative efforts, are vitally important to the welfare of our schools, 
our members and our union. Because education is a public function that is taxpayer-funded 
and regulated by the city and state — and to a lesser extent the federal government — it’s 
crucial for union members to be politically involved. Rights that we have won at the 
bargaining table can be weakened or nullified by legislation. 

 
Legislative campaigns are a staple of our political work, and chapter leaders are important to 
their success. Every chapter should have a committee that is active in the union’s political 
work. 
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Organizing a legislative campaign 
 
Elect or appoint a COPE/legislative representative for the chapter, along with a committee of 
assistants so that there is one person to cover each floor, department or lunch period. That 
way your team can reach everybody to distribute information and materials, to collect 
completed letters if you are doing a letter-writing campaign, and also to solicit COPE check- 
off cards. 

 
Make sure to pass on information from the union dealing with legislation to the legislative 
representative and his/her committee. 

 
Letter-writing campaigns 

 
Be sure to follow UFT instructions in addressing letters to the chairperson of the committee 
considering a particular bill in each house, to legislators from each member’s home district, 
and to key people as directed by the UFT. Always identify bills by their bill numbers. Keep 
letters short, to the point and personal. Provide sample letters. AVOID FORM LETTERS. 

 
Create a routine for writing letters. Devote one lunch period to it or set up a legislative 
corner with stationery and directions in the faculty lounges and workrooms. Have all the 
completed letters mailed by the school legislative committee. Keep track of members who 
have participated in your letter-writing effort. 

 
COPE 

 
A critical responsibility for you and your political action team is the collection of COPE payroll 
deduction cards from each member. COPE is an acronym for Committee on Political 
Education. COPE is the union’s political action arm. UFT members make voluntary 
contributions to COPE so that the union can make political contributions to candidates who 
share our concerns about education, human rights and labor issues. Members need to fill out 
only one card one time in their career. If they are returning from a leave, they should check 
their payroll stub to see if deductions are being made. 

 
In addition to collecting COPE cards, it is important to encourage members to volunteer for 
the UFT’s telephone banks and other political activities. 

 
UFT endorsements 

 
For local (New York City) races — mayor, City Council, borough president, district attorney —  
recommendations are made to the UFT Executive Board and Delegate Assembly. 

 
For statewide and national races, recommendations are made to the NYSUT Board of 
Directors. 

 
Generally, new people running for office are screened at the borough, district or city level. 
Incumbents’ voting records are very carefully scrutinized, as well as their activities in their 
home districts. 
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Creating parent support 
 
Meet and confer with the Parent Association – Parents of your school can be strong allies. 
Reach out to the leaders of the PA/PTA and develop ongoing communications. Alert them to 
your chapter’s priorities and program when appropriate and advisable and find out what 
issues are of concern to parents. 

 
The chapter leader should confer with PA/PTA leaders on issues such as school-based 
management, safety and improvement of schoolwide programs. 

 
Parents also might be interested in learning more about UFT-sponsored programs and 
materials that offer direct help to families, such as Dial-A-Teacher, the union’s annual 
borough parent conferences and the UFT Albert Shanker Scholarship Program. Make sure 
Dial-A-Teacher information is distributed as soon as it arrives. It really helps students 
complete their homework. 

 
Parent outreach is of the greatest importance to the UFT, because from partnership comes 
progress for all our kids. 

 
The UFT has a great parent liaison in every borough (contact them through the borough 
offices, listed at the front of this manual), along with conferences, workshops and committees 
to help engage parents in all critical areas of their children’s education. School + parents + 
students = success. 

 
Contract enforcement/conflict resolution 

 
Your job is multifold – In addition to your work in building the chapter and organizing your 
school, you have an important role in resolving grievances and enforcing various contracts. It 
is important that you deal with situations in the school in a way that demonstrates that the 
UFT is concerned about members’ professional welfare, and that it stands ready and able to 
help them. 

 
One of the purposes of the grievance procedure is to secure the satisfactory resolution of 
disputes. That is why the UFT places so much emphasis on the “conference” rather than the 
“hearing” as a step in the procedure. This is by no means merely a semantic difference. It is a 
frank recognition that there must be free communication and mutuality of striving in order to 
reach such resolutions. 

 
A word of caution – Don’t let personal likes and dislikes influence your decisions. Always 
keep in mind the need for unity in the chapter. If a problem seems likely to arouse dissension 
within the chapter, try to handle it so as to secure a consensus rather than a simple majority. 
Seek assistance from your district representative if you need it. 

 
Chapter elections and School-Based Options 

 
There are a variety of elections that may be conducted in your school under your direction. 
The procedures for properly running those elections are contained in the booklet “How To 
Run A Chapter Election,” which is available on the UFT website in the chapter leader section 
and should be carefully reviewed to ensure a result that fairly expresses the will of the 
chapter. The following chart gives the vote percentages required for the various referenda. 
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Elections/SBO Source Required 
vote 

Who may vote 

Election of chapter 
leader 

UFT Notice of Election Simple 
majority 
(50% + one) 

All UFT members 

Election of school 
delegate 

UFT Notice of Election Simple 
majority 

Only UFT teachers 

Election of 
paraprofessional 
delegate 

UFT Notice of Election Simple 
majority 

Only UFT 
paraprofessionals 

School Leadership 
Team 

Chancellor’s 
Regulation 

Simple 
majority 

Any member of the 
bargaining unit 

C-30 elections Chancellor’s 
Regulation 
C-30 

Simple 
majority 

Any member of the 
bargaining unit 

SBO determine a 
7 or 8 period day 

Circular 6R 1998-1999 
SBO Manual 

55% Any member of the 
bargaining unit 

Other School- Based 
Options 

Contract Article 8B; 
Circular 6R 
SBO Manual 

55% All UFT members 

SBO compensatory-
time positions and 
cluster positions 

Contract Articles 7A3, 
7B3, 7C2; Circular 6R 
SBO Manual 

55% All UFT members 

 
Please be aware that failure to adhere to procedures can lead to challenges to the election 
results. If sustained, these challenges can overturn those results. For this reason, it is 
important that procedures be followed as carefully as possible. 
 
All reference sources can be found on UFT.org and school.nyc.gov 
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EDUCATION 
REFORM 

 
 
Education reform, shared decision-making, teacher empowerment or whatever 
terminology is used can take place only in a school where the chapter is strong. The 
contract provides the means of beginning this process. Professional conciliation 
(Agree. Art. 24), School-Based Options (Agree. Art. 8B), etc. 

 
Remember that you must lead the chapter in the discussion, development and 
implementation of these initiatives. Your district representative and other union 
resources and people are there to provide assistance. 

 
UFT chapter leader training and workshops 

 
The UFT knows how difficult your job is. It has, therefore, developed an excellent 
three-part chapter leading training program which is offered on weekends. Information 
is mailed directly to you. 
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A FINAL 
WORD 

 
 
You’re the vital link 
 
As you take on this important role, you become one link in a long chain of chapter 
leaders who have built our union. You stand on the solid foundation of their 
achievements and you will add your own. 
 
But there will also be times when everything seems to be going wrong — when it will 
be tough to get others to cooperate and when you question whether all of your efforts 
are worth it. 
 
When this happens, remember you are not alone. You’re part of the UFT team. First, it 
is important to know that this happens to everybody. There are times when little effort 
produces great results; there are other times when the greatest of efforts yields very 
little. Second, even the most energetic UFT leaders have to relax once in awhile. It’s 
just impossible to keep going at top speed without feeling it. Finally, when things start 
going wrong, it’s probably time to talk to other chapter leaders, your district 
representative or other representatives at the office. They may have solutions to some 
of the problems you are facing. 
 
Also, the time may come when you are no longer chapter leader. When this 
happens, you can be proud that through your leadership other members have been 
prepared for leadership roles. The new chapter leader will need help and you will be 
in the best position to give it. Please pass this book on to the new chapter leader. 
 
Above all … 
 
UFT members are always so busy — so busy that we rarely take time out to tell 
our chapter leaders what a fine job they are doing. So, let us say again THANK 
YOU here for the invaluable leadership you are providing and the hard work 
behind it. 
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HEALTH, WELFARE FUND AND UNION BENEFITS — AN OVERVIEW 
 
The UFT, as part of the Municipal Labor Committee (a coalition of city unions), negotiates 
with the City of New York basic health insurance coverage for all its members and their 
covered dependents. The city pays the premiums directly to the insurance carrier selected 
by each member. The health plans cover doctor and hospital bills and the same choice of 
coverage applies for all city employees. 

 
The UFT also negotiates a DOE payment to the UFT Welfare Fund, which provides additional 
benefits to members and their covered dependents. These include a prescription drug plan, a 
dental plan, an optical plan, a health and cancer helpline, and various supplementary benefits. 
Each member must enroll in the Welfare Fund either online at www.uftwf.org or by completing 
the UFT Welfare Fund Enrollment Application available from your school’s chapter leader. 
 
The City of New York and the carriers provide materials detailing all the provisions of each of 
the health plans. In addition, the UFT Welfare Fund prints a chart in the New York Teacher 
enabling members to compare the different services available (it is also available online at 
www.uftwf.org). These publications are distributed to the members before the open 
enrollment period each fall. 
 
NYC MEDICAL AND HOSPITALIZATION PLAN TELEPHONE NUMBERS 

 
Aetna Inc. HMO …………………………………………………… 1-800-445-8742 

Express Scripts …………………………………………………… 1-800-723-9182 

Express Scripts (mail order)……………………….……..……… 1-800-723-9182 

Cigna Healthcare………………………………………................ 1-800-244-6224 

Empire EPO/HMO.………………………………...…….............. 1-800-767-8672 

Empire Blue Cross (GHI-CBP Hospital Coverage)…………… 1-800-433-9592 

GHI-CBP…………………………………………………………… 1-212-501-4444 

GHI/HMO………………………………………………………….. 1-877-244-4466 

Health and Welfare Services of the DOE……………………… 1-718-935-4000 

NYC Health line (in-service & retirees)………………………… 1-800-521-9574 

HIP Prime POS……………………………………….…………… 1-800-447-8255 

HIP Prime………………………………………………………….. 1-800-447-8255 

Medicare Part B reimbursement………………….……………… 1-212-513-0470 

NYC Employees Health Benefit Retiree Program……………... 1-212-513-0470 

SHIP………………………………………………….……………… 1-212-228-9060 
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UFT Welfare Fund benefits: 
 
Details of the Welfare Fund benefits can be found on the UFT Welfare Fund 
website at www.uftwf.org. Welfare Fund benefits apply to all members that the 
DOE makes a contribution on behalf of. Certain titles are not covered including: 
occasional per diem teachers, substitute paraprofessionals, F-status teachers who 
work less than two and one-half days per week and those on unpaid leave other 
than for medical reasons. 

 
COBRA 

 
Congress enacted the COBRA Law, which requires that the city offer employees 
and their families the opportunity for a temporary continuation of Health and 
Welfare Fund benefits. 

 
Eligibility Duration of coverage 

 
1. Employee termination 

(Includes unpaid leaves of absence) 
Maximum of 36 months 

 

2. 
 

Spouse of employee 
 

Maximum of 36 months 
a. 
b. 
c. 

 
d. 

Death of employee 
Divorce or legal separation 
Employee becomes eligible 
for Medicare 
Termination of employee 

 
 
 
 
 

 
 

3. Dependents of employee Maximum of 36 months 
a. Death of parent  
b. Parents’ divorce or separation  
c. Reaches age 26  
   
d. Termination of employee  

 

If a member is currently on SLOAC, COBRA must be offered at the end of the SLOAC 
period. (See Leaves of Absence section.)  
 
The Welfare Fund should be contacted for COBRA premium rates and options. 
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COORDINATED COVERAGE (WELFARE FUND) 
 
Spouses who are also covered by the UFT Welfare Fund can coordinate their 
dental, 
hearing aid and optical coverage for greater benefits. 
 
DIRECT ACCESS DENTAL 
 
This plan was designed to provide access to dental discounts for those members 
and their families who are not covered by the Welfare Fund. 
 
Direct Access Dental-SIDS 1-866-679-7437 

 
Special Leave of Absence Coverage (SLOAC) 
 
SLOAC is available when on a medically approved Leave of Absence for Restoration of 
Health (personal illness or pregnancy-related leave) which commences immediately 
following cessation of in-service status. 
  
When a member is off payroll due to illness or accident, the member may be eligible to 
have his or her city basic health insurance and Welfare Fund benefits continued for up 
to four months through the Department of Education's Special Leave of Absence 
Coverage (SLOAC). As an additional benefit, the Welfare Fund will continue that 
coverage for up to eight additional months. The member must exhaust her/his CAR 
before SLOAC begins. 
  
Paraprofessionals: 
  
In addition, continuation of coverage, as stated above, is available to a paraprofessional 
who is on an approved leave while receiving Workers’ Compensation. You must submit 
the “Application for Leave of Absence for Employees in Paraprofessional Titles,” issued 
by the Department of Education with “Approval” indicated in the appropriate section by 
the medical director for those on authorized sick leave without pay. 
  
All Others: 
  
Other members may be eligible for continuation of Medical and Welfare Fund benefits 
for a period not to exceed one year if the member: 
  
1.        receives an official leave for restoration of health (personal illness or pregnancy-

related leave) from the Department of Education which commences immediately 
following cessation of in-service status and 

2.        is eligible to receive SLOAC through the Department of Education. 
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Notes: 
  
*  Subs are not eligible. 
*  Maternity-related disability benefits are provided only up to six weeks after the birth of 

the baby for a normal delivery or eight weeks after the birth for a C-section delivery, 
with additional documentation. 

 
UFT WELFARE FUND DISABILITY BENEFIT 
 
This benefit provides income to disabled members on an approved medical leave of 
absence. The benefit is $475 per week for a maximum of 52 weeks for teachers and 
other pedagogues. The benefit is $375 per week for a maximum of 52 weeks for 
paraprofessionals. Teachers must exhaust sick days and then be off payroll for 28 
days before disability starts. Paras must exhaust sick days and then be off payroll for 
14 days before disability starts. (See Leaves of Absence section.) 
 
UFT WELFARE FUND SPEAKERS BUREAU 
 
The Welfare Fund has a program that can bring a UFT retiree to your school for a 
presentation that outlines the basic health programs and benefits available through the 
UFT Welfare Fund. To schedule a visit, use the “Speakers Bureau Request Form” 
available on the Fund’s website at www.uftwf.org. 
 
UFT BENEFITS: 
 
In addition to the health and Welfare Fund benefits, the UFT along with NYSUT and 
the AFT offers a variety of benefits to the members. Some of them are described 
below. 
 
BURIAL PLOTS 
 
Members can still buy burial plots at a discount rate in Putnam Valley’s Rose Hills 
Memorial Park, a non-sectarian cemetery. (Contact the UFT Accounting Department.) 
 
NYSUT BENEFITS: 
 
NYSUT Member Benefits-Endorsed Programs & Services 
 
Term Life Insurance 
Members and their lawful spouses (or certified domestic partners) under age 85 may 
apply. The program offers up to $1 million of group-rated term life insurance for 
applicants up to age 65. One low premium covers all of your dependent children under 
the age of 23. An accelerated death benefit is available for terminally ill insureds up to 
age 70. 
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Level Term Life Insurance 
Terms are available for 10-year, 15-year and 20-year periods. You or your spouse or 
certified domestic partner can apply for coverage up to $1 million. Your age determines 
the length of coverage that you may apply for under the coverage. Applicants must be 
under age 55 to be eligible for the 20-year plan, under age 60 for the 15-year plan and 
under age 65 for the 10-year plan. 
 
WrapPlan® II Universal Life Insurance 
This program allows you to purchase life insurance coverage that increases as your 
term life coverage decreases or terminates. 
 
Personal Property & Liability Insurance 
Automobile, homeowners/renters, boat, personal excess liability and other insurances 
are provided at competitive rates. Various discounts are available. 
 
Disability Insurance 
Protect your most valuable asset – your income – with this plan. You can apply for 
coverage up to $5,000 per month, depending on your salary. 
 
Legal Service Plan 
You and your family are guaranteed expert legal assistance at discounted rates. 
Optional riders for Business Protection and Elder Law services can be purchased to 
provide additional legal coverage. 
 
Free Accidental Death & Dismemberment (AD&D) Insurance 
Members and agency fee payers are insured for up to $1,500 in the event of death or 
dismemberment caused by accidental injuries. This coverage is provided without cost to 
the insured and is continuous as long as membership or agency fee payer status is 
maintained. 
 
Other endorsed plans available include: 
 
• Vision Plan 
• Dental Plan 
• Financial Counseling Program 
• Synchrony Bank Optimizer Plus Program 
• Working Advantage/Buyer’s Edge, Inc. 
• PayCheck Direct (Member Shopping Program) 
• OrlandoVacation.com/Grand Circle Travel 
• Wyndham Hotels & Endless Vacation Rentals/Car & Truck Rentals 
• ClearPoint Credit Counseling Solutions 
• VPI Pet Insurance 
• EPIC Hearing Service Plan 
 
For information, applications or brochures about any of these endorsed programs and 
services, please call 1-800-626-8101 or visit memberbenefits.nysut.org. 
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AFT BENEFITS: 
 
AFT + Member Benefits 2015 
 
You are also eligible for benefits from the American Federation of Teachers (AFT). The 
AFT + member benefits program includes three credit cards to meet your individual 
credit needs, a mortgage program with unique features for union members and 15 
percent off wireless plans from AT&T, the only unionized wireless provider. For further 
information on these or any other AFT + benefit, visit the AFT + webpage at 
www.aft.org/benefits or call 1-800-238-1133, ext. 8643. 
 
AFT + Member Benefits also offers a wide variety of discount & travel programs, 
including: 
 
• Car rental discounts  
• Discounted movie, theater and theme park tickets 
• Disney savings 
• Credit and budget counseling 
• Emergency Assistance Plus for travelers 
• College Test Prep 
• Budget Truck Rentals 
• Go Ahead Tours 
• AFT Subscription Services  
• Wyndham Hotels and Resorts 
• Online Consumer Report subscriptions 
 
TEACH (formerly known as QuEST) is a major educational conference sponsored by 
the AFT and held every other year during the summer. This conference provides an 
opportunity to gain a deeper understanding of key issues impacting education. 
 
NYC BENEFITS: 
 
DOMESTIC PARTNER BENEFITS 
 
Domestic partners are two persons of the same or opposite gender that meet the 
following criteria: either both persons are residents of NYC or at least one partner is 
employed by the city; both persons are 18 years of age of older; neither of the persons 
is married; neither of the persons is party to another domestic partnership or has been 
a party to another domestic partnership within the previous six months; the persons 
are not related to each other by blood in a manner that would bar their marriage in 
New York; and the persons have a close and committed personal relationship, live 
together and have been living together on a continuous basis. 
 
The City of New York offers health insurance coverage and bereavement 
leave for employees who meet domestic partner eligibility requirements and 
have registered with the city. 
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Additionally, the UFT Welfare Fund provides benefits for those who have met 
the city’s eligibility requirements. 
 
For detailed information, members can contact the DOE’s Office of Health and Welfare 
at 1-718-935-4000 or the NYC Office of Labor Relations Domestic Partnership Liaison 
Unit at 1-212-306-7605. 
 
FLEXIBLE SPENDING ACCOUNTS (NYC Health Benefits Program) 
 
Members can participate annually in both the Dependent Care Assistance Program 
(DECAP) 
and the Health Care Flexible Spending Account (HCFSA). 
 
In both of these plans, members reduce their taxable income, which saves on medical 
costs but may affect TDA contributions. 
 
Members may contact the administrative office of the Flexible Spending Account 
Program at 
1-212-306-7760 for further information. 
 
WHAT TO DO WHEN A MEMBER DIES (DEATH BENEFITS) In General: 
The estate of a member who dies during the school year shall receive pro-rata summer 
pay. If the teacher dies during the summer vacation, the estate is entitled to payment of 
the entire salary up to the opening of school. This does not apply to those teachers in 
Tier I who have died after becoming eligible to retire pursuant to Section 20-410 of the 
Administrative Code of the City of New York. Application should be made to the Office 
of Business Affairs. 
 
The estate of a teacher who dies shall receive termination pay on a basis of one-half of 
up to 200 days of unused sick leave. This does not apply to those teachers in Tier I who 
have died after becoming eligible to retire pursuant to Section 13-545 of the 
Administrative Code of the City of New York. Application should be made to the Office of 
Business Affairs. 
 
 
The family should inform the NYC Teachers’ Retirement System of the death and 
include a copy of the death certificate. The Retirement System will inform the surviving 
beneficiaries of the benefits due them. Please include the member’s Social Security 
number and the Teachers’ Retirement System membership number. 
 

1. All NYSUT members have a $1,500 accidental death and dismemberment policy. 
 

The family should send a note to the following address for a claim 
form: 
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Members Benefits 
NYSUT OR Call NYSUT 
800 Troy-Schenectady Road 1-800-626-8101 
Albany, NY 12110-2455 

 
When they receive the form, they will need a certified death certificate. 

 
2. All eligible in-service UFT Welfare Fund members, in addition to the 

above, have an age-based death benefit.  
 

Age Amount 
Under 40 $30,000 
40-44 $20,000 
45-49 $15,000 
50-54 $  9,000 
55-59 $  6,000 
60-64 $  4,000 
65-69 $  2,500 
70 and older $  1,600 

 
The family should write to the UFT Welfare Fund, 52 Broadway, New York, NY 
10004, and ask for a death benefit claim form. They will need a certified 
copy of the death certificate when the form is completed and submitted. 

 
3. In addition, all teachers, secretaries, guidance counselors, etc. (pedagogues) 

have a death benefit as part of our pension system. 
 
4. All active paraprofessionals in good standing are covered by a straight $2,500 

death benefit from the UFT. To claim this benefit, the family should write to the 
UFT Accounting Department. 

 
5. Many of our members have taken out life insurance policies through NYSUT. If 

there is any chance that the member might have had a life insurance policy, the 
family should write to NYSUT requesting the information and ask if a policy was 
in effect. When writing to any of the above areas, the exact date of death 
should be given. 

 
Finally, when a member of the union passes away, please notify your 
district representative. 

 
6. Summary of relevant addresses and agencies to notify: 

 
a. UFT Membership Department 

52 Broadway 
New York, NY 10004 
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b. UFT Welfare Fund 

52 Broadway 
New York, NY 10004 

 
c. Teachers’ Retirement System 

55 Water Street 
New York, NY 10041  

d. The school secretary 

e. NYSUT/AFT life insurance plans  

f. The Social Security Office 

g. Credit card companies 
 
h. Motor Vehicle Department  

i. Magazine subscriptions 

j. Post Office 
 
k. Other insurance companies 
 
l. Also, see UFT Welfare Fund section of www.uft.org 

 
m.   For an obituary in the Passings section of NYSUT United, send the text to:  

 
       Passings/NYSUT United 
       c/o New York Teacher 

52 Broadway, 12th Floor 
New York, NY 10004 

 
n. Office of Business Affairs 

Department of Education (DOE) 
65 Court Street 
Brooklyn, NY 11201 
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MEMBERSHIP SERVICES 
 
The UFT provides extensive services for its members. Some of these services are 
listed below. 
 
COMMITTEES provide an opportunity for members to participate in a variety of 
social, recreational, cultural and professional activities. Members are urged to join a 
committee. (Information can be found in the New York Teacher or online at 
www.uft.org/committees.) 
 
The UFT COMMUNICATIONS DEPARTMENT responds to media inquiries and 
develops positive public relations campaigns to keep the public aware of the union’s 
commitment to excellence. The MEMBER COMMUNICATIONS team also maintains 
the union’s website, www.uft.org; produces the monthly New York Teacher, functional 
chapter newsletters, the weekly Chapter Leader Update; writes and disseminates 
emails to members; and manages production of programs, fliers, events calendars and 
more. 
 
The UFT offers members access to a UFT LIBRARY, which is stocked with 
books, newspapers, journals and videotapes on labor, education and the 
union’s history. 
 
LEGAL CONSULTATION: The UFT has made arrangements for an initial legal 
consultation at no cost to the members on the issues of Social Security disability; 
medical arbitration; notice of claim (intent to sue); and immigration issues. Contact the 
borough office for further information. 
 
THE NEW TEACHER OUTREACH: The union celebrates its newest members by 
offering them professional support and growth through courses, workshops, 
consultations and publications. 
 
PENSION CLINICS are tier-appropriate mini courses in pension and retirement 
matters that cover: 

• How to estimate a retirement allowance 
• How to use the pension to provide for heirs and beneficiaries 
• How to make limited lump-sum withdrawals from pension accounts 
• Alternatives for the TDA 
• Member questions 

 
PENSION AND RETIREMENT INFORMATION AND SUPPORT OFFERED TO 
OUR MEMBERS: 

• “Secure your future” column in New York Teacher 
• Pension newsletter, PensioNews, distributed in schools 
• Factual pension handbooks 
• Speakers for faculty conferences of chapter meetings 
• Pension consultants in each borough office 
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• “Ready or Not” Program for those 5 to 10 years before retirement 
• Pension clinics for all tiers for those two to three years before retirement 
• Final consultation in the year before retirement 
• Three teacher-members who represent members on the Teachers’ Retirement 

Board 
• Information on the union’s website 

 
READY OR NOT is part of the UFT’s retirement preparation program. It is designed 
for members who are five to 10 years from retirement. This program is given in 
each of the borough offices in the spring term. 
 
TEACH (formerly known as QuEST) is a major AFT educational conference held every 
other year during the summer. This conference provides an opportunity to gain a 
deeper understanding on key professional issues. 
 
UFT TRAVEL, ACTIVITIES AND CONVENTIONS: This department arranges 
interesting and fun-filled activities designed for the members. A detailed description of 
events appears on the Just for Fun page in each edition of the New York Teacher. 
 
VICTIM SUPPORT PROGRAM: This program is a joint venture between the union 
and the DOE. It provides practical assistance and psychological support to staff 
members who are victims of school-related assaults and other incidents. 
 
WORKSHOPS in the areas of sabbaticals, licensure, health and welfare, pension, etc. 
are offered in the borough offices and information can be found in the New York 
Teacher. 
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MEMBERS’ RIGHTS 
 
 
How to read this section 
 
This section is arranged alphabetically. It reviews and explains contractual provisions, 
Department of Education (DOE) practice and policy, and pertinent legal matters that may 
not be covered in other sections and that affect the working conditions of our members. 
Be aware of newly issued Chancellor’s Regulations and memoranda since they may 
affect information in this handbook. 
 
References made to the contract, other sections of this handbook and other articles within 
the “Members’ rights” section are indicated as such: 
 

• Contract articles (citations, unless otherwise indicated,  (See Agree. Art. ----) 
are to the teacher contract)       

• Other sections within the handbook (See “Title” section)  
• Other sections within “Members’ rights” (See “Title” section) 

 
Absences..………………………………………………………………………………………… 1 
Absent Teacher Reserve…………………………………………………………………………4 
Academic Freedom……………………………………………………………………………….5 
Accidents Involving Pupils and Teachers…………………………………………………….. 5 
Accumulating Sick Leave……………………………………………………………………….. 6 
Acting Supervisor………………………………………………………………………………… 6 
Additional Facilities………………………………………………………………………………. 6 
Administrative Assignments…………………………………………………………………….. 6 
Adult Education…………………………………………………………………………………. 7 
Advance-NYC DOE Teacher Evaluation System…………………………………………… 7 
After-School Conference and Workshops……………………………………………………. 7 
Agency Fee………………………………………………………………………………………..7 
Alternative Teacher Observation Under S/U System…………………………………………7 
Alternative High School Programs…………………………………………………………. 7 
Annual Pedagogical Performance Review……………………………………………………. 7 
Annual Pedagogical Performance Review Complaint……………………………………….. 7 
Arbitrations………………………………………………………………………………………...7 
Arrest of a Member………………………………………………………………………………. 7 
Assaults…………………………………………………………………………………………… 8 
Assignments……………………………………………………………………………………… 8 
Attendance/Lateness……………………………………………………………………………. 9 
Bargaining Unit…………………………………………………………………………………… 9 
Basic Instructional Supplies………………………………………………………………..10 
Behavior Problems……………………………………………………………………………..10 
Benefits……………………………………………………………………………………… 10 
Bereavement Leave Policy……………………………………………………………………. 10 
Borrowed Sick Days……………………………………………………………………………10 
Budget Allocations……………………………………………………………………………… 10 
Bulletin Boards………………………………………………………………………………….. 11 
Bus Duty………………………………………………………………………………………… 11 
Cafeteria Duty………………………………………………………………………………. 11 
CAR (Cumulative Absence Reserve)………………………………………………………...11 



Certification………………………………………………………………………………… 12 
Chapter 408……………………………………………………………………………………. 12 
Chapter 683……………………………………………………………………………………. 13 
Charges………………………………………………………………………………………… 13 
Check-off…………………………………………………………………………………….... 13 
Child Abuse…………………………………………………………………………………… 14 
Class-Size Limitations………………………………………………………………………… 14 
Cluster Teacher Program……………………………………………………………………. 17 
Coaches, Athletic………………………………………………………………………….. 18 
Coaches, Math and Literacy…………………………………………………………………. .18 
Collections of Money………………………………………………………………………… 18 
Compensatory Time Position……………………………………………………………….. 18 
Conciliation…………………………………………………………………………………...… 19 
Conferences……………………………………………………………………………………. 19 
Conflict of Interest…………………………………………………………………………. 19 
Consultation……………………………………………………………………………...… 20 
Copies…………………………………………………………………………………………. 20 
Corporal Punishment………………………………………………………………………….. 20 
Counseling Memos…………………………………………………………………………… .20 
Court Appearances…………………………………………………………………….……21 
Coverage of Classes…………………………………………………………………………. 21 
Covered Illnesses and Diseases…………………………………………………………… 22 
Curriculum……………………………………………………………………………………… 23 
Cumulative Absence Reserve……………………………………………………………….. 23 
Damage or Destruction of Property………………………………………………………….. 23 
Death Benefits/Death of a Member In-Service………………………………………………23 
Debts……………………………………………………………………………………………. 23 
Deductions……………………………………………………………………………………24 
Deputy Commissioner of Investigations…………………………………………………….. 24 
Differentials………………………………………………………………………………….. 24 
Disabled Employee………………………………………………………………………….24 
Discharge, Notice of…………………………………………………………………………… 24 
Disciplinary Action for Absence/Lateness…………………………………………………… 24 
Discontinuance of Pedagogues………………………………………………………………. 24 
Discounts………………………………………………………………………………………… 24 
Discrimination…………………………………………………………………………………… 24 
Disputes…………………………………………………………………………………….. 24 
Disruptive Children……………………………………………………………………………. 25 
District 75…………………………………………………………………………………….25 
Doubtful Ratings…………………………………………………………………………………25 
Dues ……………………………………………………………………………………………………. 25 
Duty-Free Lunch Period………………………………………………………………………...25 
Education Conferences………………………………………………………………………… 26 
Emergency in the School………………………………………………………………….. 26 
Emergency Leave…………………………………………………………………………. 26 
Employees’ Rights……………………………………………………………………………… 26 
Evaluations ………………………………………………………………………………………………. 26 
Evening High School …………..…………………………………………………………….. 26 
Excessing Rules-Teachers …………………………………………………………………… 26 
Excessive Absences ……………………………………………………………………… 27 
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MEMBERS’ RIGHTS 
 
ABSENCES 
 
Absence due to illness and personal business days: (See Agree. Art. 16) 
 
Pedagogues on regular appointment shall be granted absence refunds for illness on 
application, without a statement from a physician, for a total of no more than 10 days in 
any school year.  
 
Pedagogues will be allowed to use three of such 10 days of sick leave for personal 
business provided that reasonable advance notice is given to the head of the school. 
Days off for personal business are intended to be used only for personal business which 
cannot be conducted on other than a school day and during other than school hours.  
 
If a supervisor suspects an abuse of the above, he/she may investigate and attempt to 
deny payment if he/she finds that the pedagogue was not really ill or did not require a 
personal business day to take care of a matter which could have been handled outside 
of school hours. The minimum charge against the cumulative absence reserve (C.A.R.), 
in the case of time taken for personal business, is one day. A pedagogue may not 
submit an application for excuse of absence with pay due to personal business for less 
than one day. 
 
Regular substitute pedagogues shall be granted an absence refund for illness upon 
application without a statement from a physician, for no more than five school days in 
one term. However, regular substitute pedagogues who serve two terms in one school 
year shall be granted a total of no more than 10 such absences refunded during the 
two terms, three of which may be used for personal business that cannot be conducted 
on other than a school day and during other than school hours. 
 
Sick leave privileges shall extend to the taking of annual physical checkups or the 
taking of annual laboratory tests. Such absences shall be limited to one day in each 
school year and shall be deducted from the C.A.R. 
 
Pedagogues serving in school shall not suffer loss of days from the C.A.R. for 
absence due to illness from the following children’s diseases: rubeola (measles), 
epidemic parotitis (mumps) and varicella (chicken pox). It is understood that this 
paragraph does not apply to rubella (German measles). 
 
Teachers who contract Hepatitis B as a result of working with children who have 
been evaluated as presenting a substantial risk of acting out behavior will not suffer 
loss of sick bank days. 
 
Employees who are absent due to an allergic or positive reaction from a Department of 
Education (DOE) mandated skin test shall not suffer loss of sick bank days. 
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Teachers of technology education, trade teachers, Department of Education nurses, 
therapists, paraprofessionals and lab specialists are covered by workers’ 
compensation. These members may receive full pay for the first five days of absence 
resulting from injury that they claim was sustained in the course of their employment. 
Subject to the limitations of the Workers’ Compensation Law, such absence may be 
charged against sick leave reserve if the member submits a doctor’s certificate as 
required under the By-Laws of the DOE. (See Workers’ Compensation.) 
 
CTE teachers and lab specialists can opt for LODI or Workers’ Comp. 
 
All persons who participate in a grievance conference that is held during the school 
day shall be excused with pay. 
 
Any participant who has been invited or required to appear before a DOE 
committee hearing shall be excused with pay.  
 
Pedagogues whose absence from their day school positions is excused with pay for 
illness MAY NOT SERVE IN AFTER-SCHOOL PROGRAMS ON THE SAME DAY. 
This does not apply to absence for other causes excused with pay. 
 
Absence Excused As Non-Attendance  
Should apply in advance using the OP201 for pedagogues and PD19 for 
paraprofessionals and administrative employees (see administrative guidelines). 
 
Death in immediate family for teachers and paraprofessionals and administrative 
titles: Day of death and up to three calendar days immediately following death of 
parent, child, sibling, grandparent, grandchild, spouse or domestic partner, parent of 
spouse or domestic partner, or any relative or step-relative of staff member, spouse or 
domestic partner residing in the member’s personal household is granted by the 
principal. Time required exceeding this allowance (i.e. travel to funeral at a remote 
place) requires prior approval by responsible superintendent (form OP201 is required). 
 
If you attend the funeral of a school associate, brother-in-law, sister-in-law, daughter-
in-law, son-in-law, niece, nephew, aunt or uncle who is not a member of the 
pedagogue’s household, not more than one day will be granted. (See Special 
Circular #16, 1991 and Personnel Memo #34 1991for pedagogues.) 
 
Court appearances or appearances before a public board or officer, provided they 
are on account of Department of Education business, or under subpoena as a witness 
in a case in which neither the teacher nor any relative has a financial or “personal” 
interest, and provided that such appearances are not required by any “voluntary act” 
on the part of the teacher. 
 
Absence for one day to receive a degree or diploma by a recognized school or 
institution of higher learning to attend your own graduation or graduation of employees 
parent, spouse, child or step child. If graduation is set at a distant place, three days 
may be allowed, with prior approval of the principal and superintendent (for paras and 
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administrative employees up to one day for travel). 
 
Attendance at education conferences, meetings or conventions for a variable 
number of days, provided the member is a delegate, auditor or a participant at a 
specialized subject conference relevant to the teacher’s immediate duties. Fare and 
other expenses may be aid for teachers especially designated to attend by the 
chancellor or appropriate superintendent. Delegates do not have to be released as 
nonattendance for NYSUT RA, AFT Conferences or any other union conferences.  
 
Lateness for up to three hours on account of extraordinary delay in transportation, 
approved by the principal, is nonattendance with pay. The superintendent may excuse 
an absence up to two consecutive school days on account of extraordinary delays in 
transportation. Other titles should see their respective guidelines. 
 
Jury duty: Classified as nonattendance. Regular pedagogues (all full-time employees 
and part time) when it falls on their scheduled day get full pay. In New York 
State Supreme Court no check will be issued except for car fare. 
 
Breast cancer, prostate cancer or blood donation: You can request time off for the 
purpose of getting an annual breast cancer or prostate cancer screening or to donate 
blood. The request should be made in advance and in writing to your principal, and if 
it is determined that there is not a major disruption to the school, up to four hours of 
paid leave for breast or prostate cancer screening and up to three hours for blood 
donation will be granted. The time will not be taken from your CAR. 
 
(For teachers only) Teachers having an instructional program who are called for a full 
day professional conference to the office of a DOE official outside the school shall be 
relieved by a per-diem substitute. (Agree. Art. 7N) 
 
Substitutes will be hired to allow an average of four teachers per school year/per year to 
visit other schools and to attend education conferences. (Agree. Art. 7N) 
 
Absence for religious observance 
 

See payroll handbook: The Payroll Handbook for Pedagogical Employees states 
on page 53:  
 

“An employee may use his/her three (3) personal business days or take a 
daily deduction in his/her salary for each day he/she does not report to 
work for a religious observance. The deducted amount will equal the 
amount it cost for the Board of Education to hire a per diem substitute for 
the day.” 
 

Paras and administrative employees do not have the option of being deducted the cost 
of a sub. After three personal business days for religious observance all additional days 
are applied for as personal business without pay for religious reasons. 
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Excused absences without pay 
All personal business without pay must be applied for in advance unless the absence is 
of an emergency nature. 
 
Some examples of personal business without pay include: marriage, court appearance 
as an interested witness; funeral of person not in immediate family, etc. 
 
Absences/Lateness: (See Agree. Art. 21G1, Attendance/Lateness) 
 
Absences Without Cause: 
 
Absence without due cause is deemed neglect of duty. A teacher must notify his/her 
principal either before the absence begins or as soon thereafter as possible, giving 
cause and probable duration of the absence. Principals must report any teacher who is 
absent 10 or more days without cause.  
 
Absence Without Notice: (See Agree. Art. 5F) 
 
Teachers who are absent 20 consecutive school days without notice shall be deemed 
to have resigned unless they have reasonable cause for failure to notify. Whether or not 
there is reasonable cause for failure to notify and whether or not there was notice are 
both subject to the grievance machinery. If a person is resigned due to absence without 
notice, withdrawal of resignation is generally not approved. 
 
ABSENT TEACHER RESERVE (See Agree. Art. 17) 
 
A person in excess who has not secured a regular position will be placed in the 
Absent Teacher Reserve pool in his/her district. A person in the excess pool must be 
utilized to fill any long-term absence or leave in license in the district or the borough. 
In addition, if there is a vacancy in license in district or the borough that hasn’t been 
filled, a person in the excess pool will be sent as a temporary provisional assignment 
to the school with vacancy. The person may or may not be used to fill the vacancy. 
That is at the discretion of the principal. A person in the ATR pool may not refuse or 
decline a temporary provisional assignment in license in district or borough. To 
decline or refuse such a position results in the person being deemed voluntarily 
resigned. 
 
Beginning on Sept. 15 of each school year, the DOE will arrange interviews between 
ATRs and schools with vacancies in license within the district or borough. An ATR 
that declines or fails to report to an interview, upon written notice of it, two or more 
times without good cause shall be treated as having voluntarily resigned his or her 
employment. 
 
If a person in the excess pool has not been utilized to fill a long-term absence, leave 
or vacancy, he/she will be rotated to a different school within district. On the Thursday 
before the next rotation, an email will be sent to inform people in the excess pool of 
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their assignment. 
 
A person in excess can ONLY be assigned to work responsibilities that fall within his or 
her title. However, teachers in the ATR pool who are rotating in district can be 
assigned to teach out of license to cover absent teachers or unfilled programs for a 
short-term assignment.  
 
No person in excess, regardless of title, can be assigned solely administrative duties. 
For example, a teacher in excess assigned to a school cannot be given an entire day 
of hall patrol or lunch duty. A guidance counselor cannot be asked to answer phones 
all day or call parents all day. 
 
If there is a vacancy in license area in district and the principal wants to hire a person 
in excess for the year, the principal can offer that person a “provisional hire.” The 
person MUST agree and sign a provisional hire agreement. At the end of the year, 
either the person or the principal may decide not to continue permanently at the 
school. 
 
ACADEMIC FREEDOM 
 
A loyalty oath is not required of anyone who wishes to serve as a teacher or other 
educator. 
 
Teachers have the right to comment publicly on Department of Education policies, but 
should make it clear they are speaking for themselves. If any official should attempt to 
pressure a teacher against speaking her or his mind or retaliate against them for doing 
so, the UFT will stand with the teacher and provide assistance. 
 
 
The union strongly advises members to consult with their UFT district representative 
before speaking their mind publicly or if any official retaliates against her or him for 
doing so. 
 
A teacher may place literature issued by the union in the letter boxes of colleagues. 
(See Teacher Files) 
 
ACCIDENTS INVOLVING PUPILS AND TEACHERS (See “Injury in the Line of Duty” 
section) 
 
The principal is required to report within 24 hours to the chancellor and superintendent 
any accidents occurring to pupils, teachers and others on or about school premises 
(DOE By-Laws). The employee should report any accident/incident to the principal, 
principal’s designee or responsible supervisor before the close of business on the day 
of the incident/accident, but no later than 24 hours after the incident/accident has 
occurred, unless reasonable grounds exist for failure to report within these time limits.  
 

5 



ACCUMULATING SICK LEAVE (See CAR) 
 
ACTING SUPERVISOR (See Agree. Art. 7I) 
 
Notice of vacancies for acting supervisory positions must be advertised. The notice 
must include requirements for the position. Applicants who meet the requirements for 
the position are entitled to be interviewed for the position. 
 
Acting supervisors without supervisory certification have the authority to direct, criticize, 
and supervise teachers. Observations for the purposes of a final rating, however, can 
only be conducted by and signed by licensed, appointed supervisors, or by the 
principal. (Matter of Shpizner, Step 3, Sept. 30, 1965, and subsequent decisions) 
 
ADDITIONAL FACILITIES (See Agree. Art. 7S) 
 
Adequate supplies will be made available in teacher washrooms in schools. 
 
Pay telephone facilities in schools will be made available to teachers for their 
reasonable use. In schools where continuous cafeteria service for teachers is not 
available, a vending machine for beverages shall be installed at the request of the 
particular school staff. 
 
ADMINISTRATIVE ASSIGNMENTS (See Agree. Art. 7A, 7B, 7C, 7K, Circular 6R) 
 
Teachers will be relieved of study hall service and work on a schoolwide basis related 
to the handling, distribution, storing and inventorying of books, supplies and equipment 
and duplicating of teaching materials as well as the scoring of citywide standardized 
achievement tests and preparing absentee post cards and truant slips. 
 
Teachers who are relieved of administrative assignments cannot be assigned to 
teaching duties in lieu of such assignments. 
Teachers may perform assignments such as cafeteria duty, schoolyard duty, 
hallway duty, A.M. bus duty, P.M. bus duty and homeroom if assigned in 
accordance with Article 7U (Professional Activity Assignment Procedures). 
 
Other nonteaching assignments (compensatory-time positions), including the number, 
qualifications and basis for selection and term for the positions, must be agreed upon 
by the principal and UFT chapter committee. (Cir. 6R) 
 
Teachers of library shall not be given any administrative assignments. The teacher of 
library shall have the same number of preparation periods and professional activity 
periods per week as all other teachers in the school. The other periods in the program 
of the teacher of library shall be devoted to professional activities related to the library 
program. (all quotes from CBA) 
 
 

6 



ADULT EDUCATION (See Agree. Art. 14, 15C4g) 
 
ADVANCE-NYC DOE TEACHER EVALUATION SYSTEM (See Teacher Evaluation 
section.) 
 
AFTER-SCHOOL CONFERENCES AND WORKSHOPS (See Conferences) 
 
AGENCY FEE (See Agree. Art. 19E; 19K) 
 
Agency fee payers are not members of the union. Consequently, they are not eligible 
to vote on UFT contracts or SBOs, nor are they eligible to participate in union 
elections. 
 
ALTERNATIVE TEACHER OBSERVATION OPTION UNDER S/U SYSTEM (See 
Agree. Art. 8J; Observations) 
 
For tenured teachers who are covered by the S/U rating system and are not U-rated or 
in danger of being U-rated (Article 8J), the union and the DOE have developed a plan 
to base performance review on evaluation procedures that identify and recognize the 
range of abilities of teachers and which link performance, the school’s educational 
goals and related professional development activities. Teachers have a choice, with 
agreement of the supervisor, of which option they wish to employ: Component A or 
Component B. 
 
ALTERNATIVE HIGH SCHOOL PROGRAMS (See Agree. Art. 7A7) 
 
Teachers serving in alternative high school programs have retention rights to their sites. 
If staffing needs require that a teacher has to be transferred, a volunteer will be sought 
before a junior teacher is transferred. 
 
APPR (ANNUAL PEDAGOGICAL PERFORMANCE REVIEW) (See Teacher 
Evaluation Section) 
 
APPR COMPLAINT (See Teacher Evaluation Section) 
Our contract included a provision that allows teachers to challenge procedural flaws in 
their observations and/or other aspects of their evaluation. This streamlined process to 
resolve APPR compliance issues has come to be known as the APPR complaint. If the 
complaint is not resolved by the principal or superintendent, it has the potential to be 
heard at an expedited arbitration hearing by a neutral arbitrator. The union is limited to 
150 expedited arbitration slots a year. 
 
ARBITRATIONS (See Agree. Art. 22 and “Grievance” section) 
 
ARREST OF A MEMBER (See Legal Assistance; “Due Process” section; Ch. Reg. C-
105.) If a member is arrested in school OR for any work-related reason, the member or 
you as a chapter leader should contact your district representative who will contact the 
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UFT’s central office. You or the member should give the UFT representative the name, 
phone number and precinct of the arresting officer along with any other details you have 
regarding the arrest. If the member is arrested at the school or for something work-
related and you or the member notify the UFT, the union will provide a criminal attorney 
to represent the member up to and through any arraignment. 
 
If an individual employed by the DOE is arrested or receives a desk appearance ticket 
(regardless of whether it is work-related), he or she must immediately notify his or her 
principal AND the Office of Personnel Investigations in writing (Chancellor’s Regulation 
C-105). The email address is OPIArrestNotification@schools.nyc.gov and phone 
number is 1-718-935-2666 or 1-718-935-2668. 
 
ASSAULTS (See Agree. Art. 10A; Victim Support Program) 
 
The principal shall report as soon as possible but within 24 hours to the Office of Legal 
Services and to the Chief Executive of School Safety and Planning and to the Victim 
Support Program that an assault upon a teacher has been reported to him or her. The 
principal shall investigate and file a complete report as soon as possible to the Office 
of Legal Services and to the Executive Director of School Safety and Planning. The full 
report (i.e., DOE Online Occurrence Report) shall be signed by the teacher to 
acknowledge that he or she has seen the report and he or she may append a 
statement to such report. The DOE Online Occurrence Report is assigned a “control 
number” that confirms the completion of the report. 
 
The teacher should also file a UFT School Safety Discipline Report form. Chapter 
leaders should notify their district representative and borough UFT School 
Safety/Victim Support Program (VSP) representative immediately. (See also School 
Safety, Disruptive Children, Harassment.) 
 
The UFT also provides several services to support assault victims, including practical 
professional psychological support, advice on medical matters, an explanation of 
appropriate legal recourse and violence prevention training. 
 
ASSIGNMENTS (See Agree. Art. 5B, 5C, 5D, Art. 7A6, 7B8) 
 
A teacher who is assigned during the first 15 days of the school term to a position 
that is expected to be vacant for that term shall serve under the terms and 
conditions of the Agreement that would be applicable if a regular substitute 
pedagogue were serving in that position. 
 
 
The Department of Education has established regular licenses which are valid for 
classroom teaching service under regular appointment or for day-to-day per-diem 
service. All teaching positions will be filled by persons holding such regular licenses 
except under the following circumstances: 
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a. When a position must be filled to cover a class for which no person 
holding such regular license is immediately available after all efforts have 
been made to fill the position by a person holding such regular license, or 

b. Where the position covers a subject not normally taught in the public 
schools or is temporary in nature. 

 
ATTENDANCE/LATENESS (See Agree. Art. 21G1; “Due Process/Ratings/Summons” 
section, Chancellor’s Regulation C-601) 
 
There is no specific number of absences that is automatically considered 
excessive; the individual facts and circumstances of each case must be 
considered. 
 
If the Department of Education intends to discipline a tenured pedagogue regarding 
absences and/or lateness, the employee will receive written notice and an expedited 
procedure will be followed. As soon as a member is given written notice, she or he 
should contact her or his UFT borough office and she or he will be assigned a NYSUT 
attorney to represent her or him, at the expedited hearing. In the notice to the 
employee, the Department of Education will include the attendance record and any 
documentation it intends to introduce at the hearing. The arbitrator may award a 
penalty short of termination. 
 
The employee must notify the Department of Education of his/her defense within 15 
calendar days, and submit any additional documentation it intends to place into 
evidence. If medical documentation is being submitted, a medical release must also be 
submitted to the arbitrator. 
 
An expedited hearing will occur within one month of the employee’s notification to the 
department of their defense. The hearing will be informal and the arbitrator must issue 
a final and binding award within 15 days of the hearing. 
 
For pedagogues who are not tenured and are alleged to be excessively absent or late, 
a letter may be placed in the official school file. A U-rating may follow and/or 
discontinuance of your probationary service. 
 
BARGAINING UNIT (See Agree. Art. 1 & 2) 
 
The Department of Education recognizes the union as the exclusive bargaining 
representative of all those assigned as teachers in the regular day school 
instructional program, as well as those employed as per-session teachers, adult 
education employees, teachers assigned to the central headquarters or other 
employer offices, certain education administrators, certain education officers, 
education analysts, associate education officers and associate education analysts, 
substitute vocational assistants and teacher assistants. 
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Should the Department of Education employ a new title or category having a 
community of interest with employees in the existing bargaining unit, employees in 
such new titles will be included in the existing bargaining unit and upon request by 
the union, the Department of Education shall negotiate the terms and working 
conditions for these new employees. 
 
BASIC INSTRUCTIONAL SUPPLIES (See Agree. Art. 7R) 
 
It is the school’s responsibility to provide basic instructional supplies and books to 
students so that classroom instruction will not be impaired. If these are not available, 
the chapter leader and the consultation committee shall meet with the principal to 
attempt to correct the situation. If it is not resolved at the school level, the district 
representative and superintendent shall meet within five school days. If they are not 
able to resolve the matter, the dispute will be forwarded by the union to the chancellor 
for a prompt review and response. 
 
BEHAVIOR PROBLEMS (See Agree. Art. 9 and Appendix B) 
 
BENEFITS (See “Membership Benefits” section) 
 
BEREAVEMENT LEAVE POLICY (See Absences “Absence Excused with Full Pay”) 
 
BORROWED SICK DAYS (See Agree. Art. 16A9) 
 
Regular Appointed Pedagogical Employees May Borrow Up To 20 Days. 
 
As provided in the Collective Bargaining Agreements, regularly appointed 
pedagogical employees whose sick leave is exhausted may, in case of need, borrow 
up to 20 additional sick days. At no time may the cumulative absence reserve (CAR) 
show more than 20 borrowed days. 
 
Borrowed Sick Days May Be Used In the Same Manner As Earned Sick Days. 
 
A sick day, whether earned or borrowed, may be used for any purpose for which 
absence may be authorized against deduction from the cumulative absence reserve 
(CAR). 
 
Provided that the pedagogue has sufficient days (earned or borrowed) to do so, up 
to 10 days per school year may be excused for self-certified absence. 
 
A paraprofessional may borrow up to 10 days upon approval from the Division of 
Human Resources. 
 
BUDGET ALLOCATIONS (See Agree. Art. 8C; UI: Budget Arb.) 
 
Before the end of June and by the opening of school in September, the principal shall 
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meet with the chapter leader and the chapter committee to discuss, explain and seek 
input on the use of the school allocations. The principal shall give copies of the 
allocations to the chapter leader and the chapter committee and discuss any budgetary 
modifications with them. The principal should provide to the chapter committee a copy 
of the Galaxy Table of Organization before the end of June and by the opening of 
school in September. The principal shall discuss with and must provide to the chapter 
committee any budget modifications that are made throughout the school year. 
 
BULLETIN BOARDS (See Agree. Art. 19F; “Role of Chapter Leader” section and Art. 
21A) 
 
At least one bulletin board shall be reserved for the use of the union in an accessible 
place in each school for the purpose of posting union materials. 
 
For homebound teachers, a bulletin board shall be provided in an accessible place 
in the bureau office for the purpose of posting materials dealing with union 
business. 
 
The format of classroom or hallway bulletin boards shall not be the basis for 
disciplining pedagogues. 
 
BUS DUTY (See Agree. Art. 7A, 7B, 7C, 7K, 7U; see Administrative Assignments) See 
Circular 6R 
 
CAFETERIA DUTY (See Agree. Art. 7A, 7B, 7C, 7K, 7U; see Administrative 
Assignments) See Circular 6R 
 
CAR (CUMULATIVE ABSENCE RESERVE) (See Agree. Art. 16A, also Absences) 
 
Sick leave accrues at the rate of one sick day for each month of service on the 16th 
of the month. Pedagogues have 10 days’ sick leave per year. Unused days 
accumulate up to a maximum of 200 days for appointed pedagogues. Regular 
substitutes can earn a maximum of 120 days. 
 
A pedagogue who ceases service after the 16th of a month is considered to have 
earned a sick day for that month. A pedagogue who commences service prior to the 
15th of a month and continues through the balance of that month is considered to 
have earned a sick day for that month. 
 
Unused sick leave accumulated as a paraprofessional shall be transferable to the 
sick bank as a regular substitute or an appointee. (See Art. 19 Paraprofessional 
Contracts) 
 
Unused sick leave accumulated in per-session activities shall be transferred 
to the employee’s sick bank. Employees are entitled to one session of 
unused sick time for 20 sessions worked in a specific per-session activity 
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during the school year. During the summer pedagogues and 
paraprofessionals earn one session each for July and August; one can be 
self-treated and one must have a doctor’s note. Be sure to complete a per-
session CAR transfer form at the conclusion of the activity.  
 
Illnesses caught from contact with children in the school who have measles (but not 
German measles), mumps or chicken pox (but not shingles) shall not be treated as 
school-related injuries, and are not chargeable to the CAR. (It is not necessary to have 
come in contact with children having these illnesses.) 
 
In cases of Hepatitis B, days shall not be deducted from the CAR when the teacher has 
been working with students evaluated as presenting a substantial risk of acting out. 
 
Pedagogues on regular appointment accepting regular substitute teaching positions in 
order to establish eligibility for other licenses will be credited with their cumulative 
reserves as regular teachers during their period of substitute service. 
 
Pedagogues on regular appointment called to military duty will be credited upon their 
return with the same sick leave allowance for the period of their military service as they 
would have been entitled to if they were in school. 
 
Employees of the Board of Higher Education who transfer as regular appointed 
teachers to the DOE shall have their CAR transferred and credited to them, but not in 
excess of the maximum number of days creditable in this system. 
 
If not already received in termination pay regular appointees reinstated after 
retirement will be credited with CAR remaining to their credit upon resuming service. 
There is a six-year statute of limitations on unused CAR days. 
 
Employees on sabbatical as of Feb. 1, 1994, shall not accrue days in their CAR for the 
period of the sabbatical leave. 
 
CERTIFICATION 
 
Teachers must have New York State certification to be hired in New York City as a 
licensed appointed teacher. All certification requirements for the Professional 
Certificate must be completed before the expiration date on the Initial Certificate. If 
teachers have not obtained their Professional Certificate, even though they completed 
probation, the New York City Department of Education (DOE) has the right to fire 
them. Members can contact an educational liaison in their UFT borough office with 
specific questions or concerns. 
 
CHAPTER 408 (See Individualized Education Plan (IEP)) 
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CHAPTER 683 (See Agree. Art. 12) 
 
Chapter 683 was created in July of 1986, when the New York State Legislature 
amended Chapter 683 of the Education Law and Family Court Act. One such 
amendment created a 12-month educational program for students with “severe 
handicapping.” The stated goal was to prevent the substantial regression which could 
take place over the summer months. In February 1987, the State Education Department 
adopted Commissioner’s Regulations concerning 12-month programs for students 
requiring education services year-round.  
 
Chapter 683 is the program that serves students with disabilities who are entitled to 12-
month services (i.e., services during the months of July and August). In general, 
eligibility for the 683 program is limited to employees who serve the same student 
population during the regular work year. For those employees, Chapter 683 is not a 
per-session position but an extension of the regular school year. Therefore working 
conditions are the same as the regular school year. Working conditions, including 
retention rights of members who serve in the Chapter 683 program, are specified in the 
applicable collective bargaining agreements. (See Article 12 of the Teacher Contract.) 
Detailed information about implementation of the Chapter 683 program is published by 
the DOE each year in a Chapter 683 manual, which is available online on the DOE 
website. UFT staff who are knowledgeable about the Chapter 683 program are 
available in the borough offices to respond to questions and assist in resolving 
problems. Additional information about Chapter 683 can be found in the DOE 
Guidelines, which are on the UFT website. 
 
CHARGES (See “Due Process/Ratings/Summons” section) 
 
CHECK-OFF (See Agree. Art. 19) 
 
The DOE will honor, in accordance with its terms, only such written authorizations 
as are properly executed by employees in the unit covered by the Agreement for the 
deduction of their dues on behalf of the union. 
 
For those people who have not yet joined the UFT, or who have elected not to join 
the union, the DOE will deduct an agency fee, in an amount equal to union dues. 
 
The DOE will honor individual written authorizations for the deduction of union 
dues in accordance with their terms, including authorizations stating they are 
irrevocable until the following June 30 and automatically renewable for another 
year unless written notice is given to the DOE between June 15 and June 30. 
 
Political check-off (COPE) – The DOE has agreed to arrange for the automatic 
deduction of contributions to federal political contests, in accordance with Title 2, 
Section 44lb of the U.S. Code. 
 
Payroll savings plan (U.S. Saving Bonds), Municipal Credit Union and United Way 
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Charities contributions may also be deducted by check-off. 
 
CHILD ABUSE (See Chancellor Regulations A-750) 
 
Staff members who have reasonable cause to suspect that a child is abused, 
maltreated or neglected are required to file a report to the State Center Register and 
obtain a “Call I.D.” number by calling 1-800-635-1522. All school staff are mandated 
reporters, and as of Oct 1, 2007, Chancellor’s Regulation A-750 requires “the source 
of the report to actually file the report.” However, the principal and/or his or her 
designee should be informed or the call. 
 
CLASS-SIZE LIMITATIONS (See Agree Art. 7M, 19I, 22B6, 22G) 
 
Prekindergarten and kindergarten: 
 
The size of prekindergarten classes shall be determined on the basis of a maximum 
absolute cap of 18 pupils with a teacher and paraprofessional. There are no exceptions 
specified in the contract. *There is a finite list of schools where the pre-K maximum is an 
absolute cap of 20 students with a teacher and two paraprofessionals for the 2015–16 
school year.  
 
Kindergarten classes shall be determined on the basis of a maximum of 25 pupils 
for each teacher, except as specified in the four contractual exceptions. 
 
Elementary school (7M1): 
 
No subject class in the elementary school shall exceed 32 pupils except as 
specified in the four contractual exceptions. 
 
Junior High School/Intermediate School/Middle School (7M2): 
 
No subject class in a nonspecial service junior high school (non-Title 1) shall exceed 
33 pupils, except as specified in the four contractual exceptions. 
 
No subject class in a special service junior high school shall exceed 30 pupils, 
except as specified in the four contractual exceptions. 
 
In Title I schools in the junior high school division, classes in industrial 
arts/technology and home economics/home and career skills should not exceed 22 
students. 
 
In regular schools in the junior high school division, classes in Industrial 
arts/technology and home economics/home and career skills should not exceed 24 
students. 
 
The size of physical education classes in the junior high school shall be determined 
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on the basis of a maximum of 50 pupils for each teacher except as specified in the 
four contractual exceptions. 
 
Senior high school: 
 
No subject or homeroom (official) class in senior high school shall exceed 34 pupils, 
except as specified in the four contractual exceptions. This shall not be accomplished 
by an increase in the size of classes for the noncollege-bound students. 
 
No class in trade shop subjects in the high school shall exceed 28 pupils, except as 
specified in the four contractual exceptions. 
 
The size of physical education classes in the senior high school shall be determined 
on the basis of a maximum of 50 pupils for each teacher, except as specified in the 
four contractual exceptions. 
 
The size of required music classes in the high schools shall be determined on the 
basis of a maximum of 50 pupils for each teacher, except as specified in the four 
contractual exceptions. 
 
The size of 9th-grade classes in any high school where more than half of the pupils in 
the 9th grade have been admitted from reorganized junior high schools shall not 
exceed the maximum provided above for the junior high schools. 
 
Wherever administratively possible, in rooms with stations (typing, shops, 
laboratories), the number of pupils should not exceed the number of stations. 
 
Exceptions (7M3): 
 
An acceptable reason for exceeding the maximum class size limitations listed above 
may be any of the following four exceptions: 
 

a. There is no space available to permit scheduling of any class or classes 
in order to reduce class size. 

 
b. Conforming to the class-size objective would result in placing classes on 

short-time schedule. 
 

c. Conformity to the class-size objective would result in the organization of half-
classes.  

 

d. A class larger than the maximum is necessary or desirable in order to provide 
for specialized or experimental instruction, or for IGC instruction, or for 
placement of pupils in a subject class of which there is only one on a grade.  
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In the event that it is necessary to assign a teacher to a class which shall 
exceed the maximum size listed above, the principal shall stipulate the 
reason in writing to the teacher and to the chancellor. Such statement of 
reason may be available for examination by the union in the Office of the 
Chancellor. 

 
Prior arbitration awards do not permit principals to rely upon the exceptions so 
that they become the norm rather than the exception. In accordance with these 
arbitral precedents, the DOE is allowed to cite any of these contractual 
exceptions for two consecutive school years, or in the case of high schools that 
reorganize semi-annually, two school terms. Under Article 22G2, if the DOE 
asserts that it cannot comply with an arbitrator’s award sustaining a class-size 
grievance, they must set forth a plan of action to remedy the class size violation. 
This action plan may include an additional paraprofessional for every two 
oversized classes in a grade, or an additional teacher for every four oversized 
classes, with a minimum of one hour coverage for each affected teacher.  
 
Special education: 
 
Students with Disabilities in a General Education Class (Art. 7M4): 
 
Class-size limitations in special education are for the protection of the pupil; vigilance 
should be observed to avoid combining two or more classes in the same room with only 
one teacher. There should be the same number of teachers as there are classes. 
Special education class-size violations involving ratios are not grievable, they are 
complaints that are to be reported to UFT VP Carmen Alverez’s office.  
 
No more than three emotionally disturbed or autistic students who require intensive 
behavior management out of a total number of students with IEPs can be in a general 
education class with one teacher. Class sizes for special (self-contained) classes for 
students with disabilities and other special education programs and services are set 
out in the DOE’s Continuum of Services for Students with Disabilities and COE 
Regulations. The intensity of staffing depends on the intensity of a student’s academic 
and/or management needs.  
 
Special classes with the following ratios of students to teachers and paraprofessionals 
are currently available in community school districts and high schools and specialized 
public schools (District 75): 12:1 (elementary and junior/middle school levels); 15:1 (at 
high school level); 12:1:1; 8:1:1; 6:1:1; and 12:1:4. Chapter leaders who receive 
questions from members about special class services for students with disabilities 
should direct members to carefully review all pages of the students’ IEPs. 
 
Variances from the special class sizes may be approved by the State Education 
Department upon application and documented educational justification. According to 
the NYC SOPM (Standard Operating Procedure Manual), special classes may be 
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increased by no more than one student. An approved variance from the State 
Education Department must be in place before exceeding the requirement. Chapter 
leaders should ask to see a copy of the approved variance any time a school exceeds 
the class size for a special class. If the school cannot produce an approved variance, 
or says that they have applied or will apply for one, the chapter leader should contact 
the UFT’s vice president for special education immediately. 
 
Integrated co-teaching — known as ICT (and formerly called CTT or collaborative team 
teaching) — classes must adhere to the general education class-size limits, and as 
such, are grievable as 7M class-size grievances. The maximum number of students 
with disabilities in an ICT class may not exceed 40 percent of the total class register 
and no ICT class may have more than 12 students with disabilities. All students with 
IEPs “count” in determining the number of students with disabilities in the class. This 
includes students with IEPs who only receive related services or SETSS. Variances are 
not allowed to exceed the maximum of 12 students with disabilities in the class. 
Chapter leaders who receive questions from members about ICT for students with 
disabilities should direct members to carefully review all pages of the students’ IEPs. 
 
Students with disabilities may also receive Special Education Teacher Support Services 
(SETSS). SETSS combines the services of consultant teacher and resource room. 
Services may be direct (i.e., delivered directly to the student) or indirect, (i.e., 
collaborative consultation between the special education teacher and the general 
education teacher). Services may be delivered in the classroom or in a separate 
location. The group size for SETSS may not exceed eight students. The caseload of a 
SETSS teacher at the elementary level may not exceed 30 students. In a 
departmentalized middle or junior high school or high school, the caseload of a SETSS 
teacher may not exceed 38 students. Chapter leaders who receive questions from 
members about SETSS services for students with disabilities should direct members to 
carefully review all pages of the students’ IEPs. 
 
CLUSTER TEACHER PROGRAM (See Agree. Art. 7C4d; “OTP”; 22B5) 
 
The term “cluster teacher” refers to teaching personnel in the elementary schools who 
are specially assigned to the teaching of classes in music, art, science, health 
education or other subjects and who are not assigned a homeroom class. 
 
The “cluster” teacher’s program shall include 20 45-minute teaching periods per week. 
This is not a maximum number except for a licensed teacher of library where 20 is the 
maximum. 
 
The “cluster teacher” shall have the same number of preparation and professional 
periods during the year as all other teachers in the school. 
 
The other periods in the “cluster” teacher’s program shall be devoted to 
professional activities. 
 

17 



Selection for cluster positions is subject to the reorganization grievance 
procedure. 
 
COACHES, ATHLETIC (See Agree. Art. 15B1) 
 
COACHES, MATH AND LITERACY (See Agree. Art. 11 IVC) 
 
Math and Literacy coaches are selected based on a school level posting for one 
school year. Their responsibilities are to co-teach and/or provide demonstration 
lessons for regular teachers. This position does not require an SBO because it is 
an instructional position. Note: Article 11 addresses math and literacy coaches 
only. For contractual language covering coaches of other content areas, see 
Article 7.  
 
COLLECTIONS OF MONEY 
 
No teacher may make any collection of money from students or expenditures of 
monies collected unless authorized by the principal in conformity with the 
regulations of the DOE. 
 
Teachers who have lost money due to negligence have been held responsible. 
Money should be turned in daily and never left in the classroom. 
 
COMPENSATORY TIME POSITION (See Agree. Art. 7A3, 7A6, 7B3, 7B8, 7C4g,  
22B5; see Circular 6R) 
 
Compensatory positions may be created or re-created in collaboration between the 
chapter committee and the principal with the approval of the chapter through the SBO 
process. Each spring the chapter committee and principal must meet and agree upon 
the number of positions, the responsibilities, qualifications, basis for selection and the 
term for the compensatory time positions in their school. 
 
When there is agreement, and the SBO is ratified, the principal shall fill the 
positions in accordance with the collective-bargaining agreement. 
 
Selection for cluster positions is subject to the reorganization grievance procedure. 
 
The term of years for the duration of each compensatory position shall not exceed six 
years. 
The position of programmer shall be filled from among applicants who meet the posted 
job-related requirements; however the programmer position is exempt from all 
contractual rotation requirements and the SBO process. 
 
The principal may establish one compensatory time position of lunchroom coordinator 
without an SBO. 
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In secondary schools, the principal may also establish the compensatory time position 
of dean based on enrollment, without an SBO (i.e., one dean for up to 1,000 students; 
two deans for over 1,000 students).  
 
CONCILIATION (See Agree. Art. 24) 
 
Professional involvement of the teachers at the school level is encouraged. There may 
be differences, however, in professional judgments. Where differences exist and are 
related to school-based decisions in the areas of curriculum mandates, textbook 
selection, program offerings and scheduling, student testing procedures and appraisal 
methodology, a conciliation process is available to facilitate the resolution of these 
differences. The chapter may request through the union the service of an expert in 
conciliation. If your chapter has discussed a problem in one of these areas and wishes 
to use the process, you should call your district representative. 
 
CONFERENCES (Faculty and Grade) (See Agree. Art. 7Q; UI: Faculty Conference 
Arb.) 
 
The number should be limited to one faculty conference per month, no longer than 40 
minutes. (DOE By-Laws) Conferences called on other days of the week must be 
limited to those situations which are of an emergency nature. Except in emergency 
situations, due notice should be given to the faculty. (Matter of Libian Trynz, Step 3, 
1964 and subsequent decisions) 
 
A grade or departmental conference may also be held once a month. 
 
Faculty conferences must be on a Monday (usually the first Monday of the month, 
except when it falls on a holiday) and the agendas must be determined in 
consultation with the chapter committee. 
 
In single-session schools, conferences must be held between 8 a.m. and 3:45 p.m. 
School conferences held in September and June must be held during regular school 
hours. 
 
Single-session schools that have the 80 minutes of professional development and the 
75 minutes of parent engagement and other professional work, or similar 
configurations through an SBO, shall NOT have monthly faculty or departmental 
meetings. 
 
CONFLICT OF INTEREST (See Chanc. Reg. C-110) 
 
Department of Education employees are subject to a number of rules that are designed 
to prevent employees from having private interests that may conflict with official duties. 
For more information, an employee should consult Chancellor’s Regulation C-110 and 
the Conflict of Interest Law, which is contained in Chapter 68 of the New York City 
Chapter. 

19 



 
CONSULTATION (See Agree. Art. 7A3, 7A6, 7B3, 7B8, 7C2, 7C4g, 8A, 8B, 8C, 10B, 
15D, 19H; also “Role of the Chapter Leader” section) 
 
The head of the school and the chapter consultation committee shall meet once a 
month to consult on matters of school policy. The principal must also consult with the 
chapter leader on basic school staffing; SBM/SDM; school-based options; 
compensatory time qualifications; the safety plan; OTP positions; school allocations; 
the faculty conference agenda and the menu of professional activities. 
 
COPIES (See Agree. Art. 21A4; Teacher Files) 
 
A teacher may reproduce any material in their official school file at no charge. 
 
CORPORAL PUNISHMENT (See Chanc. Reg. A-420) 
 
State Education Department regulations and Chancellor’s Regulation A-420 prohibit 
the use of physical force against students. Some staffers have been charged with that 
offense for having physical contact with a student, such as when breaking up a fight. 
In general, employees should attempt to defuse a student altercation by using verbal, 
rather than physical means. However, employees may use physical force in self-
defense or to protect a person or school property. An employee that has been 
accused of corporal punishment should speak with the district representative 
immediately and ask for union help. 
 
Many of the allegations of corporal punishment are investigated by the employee’s 
supervisor. The UFT strongly recommends that employees do not speak to the principal 
and/or any investigator without an appropriate representative present, even if the 
allegation is false. If allegations of corporal punishment are found to be 
unsubstantiated, all references to the allegations will be removed from the employee’s 
file. 
 
All accused employees and their union representatives present at a disciplinary 
conference in connection to an allegation of corporal punishment are entitled to see and 
retain copies of all witness statements prior to administration of any and all disciplinary 
action. 
 
COUNSELING MEMOS (See Agree. Art. 21B) 
 
A counseling memo may only be written to an employee to make the employee aware 
of a rule, regulation, policy, procedure, practice or expectation. It cannot include any 
disciplinary action or threat of disciplinary action. 
 
A counseling memo must have “COUNSELING MEMO” written in bold print and 
capitals at the top of the memo and must conclude with the statement: “A 
counseling memo is not disciplinary in any manner and cannot be used in any 
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action against an employee except to prove notice if the employee denies 
notice.” 
 
The memo must be presented to an employee within one month of the latest incident 
recounted in the memo and may only reference similar prior incidents that occurred no 
more than four months from the date of the latest incident. 
 
Counseling memos may not be used in any action or evaluation involving an 
employee (that includes ratings, per-session jobs, etc.), except to establish that the 
employee who denies knowledge of a rule, regulation, policy, procedure or practice 
was given notice, and it may not be referred to in or attached to any other letter sent 
to the employee for their official file. 
 
A counseling memo may not be grieved unless it is objectively not a counseling memo, 
but the member has the right to answer within one month of receipt of the memo and 
the answer shall be attached to the file copy of the memo. 
 
A counseling memo will be permanently removed from the official file three years 
after the latest incident referred to in the memo. 
 
COURT APPEARANCES (See Agree. Art. 10; Absences; “Due 
Process/Ratings/Summons” section; see Legal Assistance) 
 
COVERAGES OF CLASSES (See Agree. Art. 7N, 7A6, 7B8, 7C4g, 7F2c, Cir. 6R) 
Teachers having an instructional program who are called for a full-day professional 
conference to the office of a DOE official outside the school shall be relieved by a per-
diem substitute. 
 
Substitutes will be hired to allow an average of four teachers per school year to visit 
other schools and to attend educational conferences. 
 
The unavailability of a teacher to cover a class constitutes an emergency. It is 
recognized that, in such emergency, the principal has the responsibility to assign a 
teacher in the school to the class without regard to the program of the teacher so 
assigned. Assignments to teachers to cover classes in such emergency shall be made 
on a rotation basis to the extent possible. 
 
Related service providers cannot be used for class coverage or other duties during 
any period in which they are scheduled to provide mandated services, including 
periods when they are providing additional service in lieu of preparation periods. Nor 
can related service providers be required to change scheduled service appointments 
to accommodate coverage needs or other duties in the school building. The memo 
addressing this issue is available on the UFT website on the Speech Chapter’s page. 
 
IEP teachers may not be used as substitutes or be part of the regular coverage pool 
unless they volunteer for such duty. If an uncovered class exists, the IEP teacher can 
only be assigned to the class if teachers in the regular coverage pool (teachers on 
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preparation period or professional period) have been assigned for that period. 
 
The practice of breaking up the class of an absent teacher in an elementary 
school and assigning the students to other classes is strongly discouraged. 
 
In secondary schools, teachers who are assigned to cover classes during their 
preparation period or during their professional period will be paid coverage rates for 
each such period in excess of one in any term. To the extent possible, the assignment 
of teachers to cover subject classes during their preparation period or during their 
professional period shall be made on a rotation basis among teachers in license. 
 
During the school term, teachers providing homeroom coverage are entitled to be paid 
when the amount of time covered is equivalent to one full period. 
 
Before involuntarily assigning a teacher to a coverage (except one who has not had 
one during the term), coverages will be assigned on an equitable basis from among 
applicants who have volunteered. Plans should be developed at the school level. 
 
In elementary schools, preparation or professional periods shall not be taken away 
from classroom teachers except when an emergency arises. The unavailability of a 
teacher to cover a class constitutes an emergency. Teachers who lose preparation 
periods because of an emergency will be paid for such time at the coverage rate of 
pay, for each such period in excess of one in any term. 
 
When the normal school schedule is changed for a parent/teacher conference day; 
when the teachers’ pupils are not in school; for a clerical half-day or a standardized 
testing day, a teacher who performs such duties during the time he or she is scheduled 
to have a preparation period shall lose his or her preparation period and no 
compensation shall be due him or her under this provision, except that in elementary 
schools a preparation period that was lost due to administering a standardized test 
shall be rescheduled within five school days. 
 
For attendance at IEP conferences, see “Individualized Education Plan (IEP).” 
 
COVERED ILLNESSES AND DISEASES (See Agree. Art 16A14, 16A15, 16A16) 
Employees who contract the following childhood diseases shall not have a sick day 
removed from their CAR: 
 

• Chickenpox 
• Measles 
• Mumps 

 
Employees who contract Hepatitis B as a result of working with children who have 
been evaluated as presenting a risk of substantial risk of exhibiting acting out 
behavior shall not have a sick day removed from their CAR. 
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Skin test: Employees who are absent due to allergic or positive reaction to skin test 
shall not suffer the loss of sick bank days. 
 
CURRICULUM 
 
Under the contract the Department of Education is required to provide teachers with 
either a yearlong or semester-long curriculum that is aligned with State Standards in all 
Core subjects. The curriculum must include a list of content and topics, scope and 
sequence, and a list of what students are expected to know and be able to do after 
studying each topic. The failure to provide curriculum is subject to the grievance 
procedure. 
 
If a teacher or teachers want to voluntarily work on creating curriculum, they can do so. 
However, if a supervisor requests that a teacher or teachers write curriculum, time must 
be provided during the day for them or the teacher[s] can be given sufficient time after 
school as per session.  
 
CUMULATIVE ABSENCE RESERVE (See Agree. Art. 16A; CAR) 
 
DAMAGE OR DESTRUCTION OF PROPERTY (See Agree. Art. 3I) 
 
Teachers shall not be held responsible for loss within the school of school property or 
children’s property when such loss is not the fault of the teacher. 
 
This does not relieve the teacher from responsibility for school property in her or his 
charge. 
 
The DOE will reimburse teachers, in an amount not to exceed $100 in any school year, 
for loss, damage or destruction of personal property of any kind normally worn to or 
brought into school, while on duty or on a field trip, when the teacher has not been 
negligent, to the extent that such loss is not covered by insurance. The term “personal 
property” shall not include cash. The terms “loss” and “damage” shall not cover the 
effects of normal wear and tear and use. 
 
Property left in school overnight and lost in a fire while the teacher was not in school 
is not covered. 
 
DEATH BENEFITS/DEATH OF A MEMBER IN-SERVICE (See “Membership Benefits” 
section) 
 
DEBTS 
 
Incurring further debt without notifying in writing a prospective creditor of the existence 
of a prior judgment unpaid in whole or in part, shall be deemed conduct unbecoming an 
employee of the Department of Education. (DOE By-Laws) 
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A garnish may be placed on an employee’s salary by the courts to satisfy an unpaid 
debt. 
 
DEDUCTIONS (See Agree. Art 19; Check-off) 
 
DEPUTY COMMISSIONER OF INVESTIGATIONS (See “Due Process/Ratings/ 
Summons” section) 
 
DIFFERENTIALS (See “Salary” section) 
 
DISABLED EMPLOYEE (See “Membership Benefits” section) 
 
DISCHARGE, NOTICE OF (See “Due Process/Ratings/Summons” section)  
 
DISCIPLINARY ACTION FOR ABSENCE/LATENESS (See Attendance/Lateness, See 
also Time Clocks arbitration)  
 
DISCONTINUANCE OF PEDAGOGUES (See “Due Process/Ratings/Summons” 
section) 
 
DISCOUNTS (See “Membership Benefits” section) 
 
DISCRIMINATION (See Agree. Art. 2) 
 
The Department of Education and its employees are prohibited from discrimination 
against UFT-represented individuals on the basis of race, creed, color, national origin, 
marital status, gender, sexual orientation, age, handicapping condition or membership 
in, participation in or association with the activities of any employee organization. That 
means that the principal cannot discriminate against an employee, discipline an 
employee or retaliate against an employee for exercising his or her contractual rights 
(e.g., filing a grievance, being a union activist or participating in a union protest). If an 
employee believes that she or she is being discriminated against, the employee should 
immediately contact his or her district representative. The UFT contract, along with 
state and federal laws, provides protections against such discrimination. 
 
DISPUTES (See Conciliation; Agree. Art. 7, Art. 24 Secretaries; Art. 7L Guidance 
Counselors; Art. 7K7, 7K8 SBST; Memo of Agree. Appendix K-Special Education; Art. 
23 School Psychologists and Social Workers) 
 
Disputes arising from workload issues can be addressed for secretaries, guidance 
counselors, psychologists and social workers (see Workload Disputes below).  
 
There is also a special education dispute resolution process for specific pedagogical 
differences ranging from curriculum mandates to textbooks, program offerings, and 
instructional strategies (see Conciliation). Forms for these issues can be found in 
the UFT website’s “Forms” section. 
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DISRUPTIVE CHILDREN (See Agree. Art. 9, Appendix B and DOE by Laws) 
 
As per the Safe Schools Against Violence in Education Act (SAVE), a teacher has a 
right to have a child who is substantially disruptive removed from his or her class. 
 
The teacher who has a child that fits the description outlined in paragraphs 1 and 2 of 
the Special Circular (Appendix B of the contract) and Chancellor’s Regulation A-443 
(Student Disciplinary Procedures) should exercise his or her right to have this child 
removed from his or her class, for the sake of the rest of the class, and for the child’s 
best interest. 
 
If the principal does not follow the procedures outlined in the circular, the teacher can 
institute a Step 1 grievance as a violation of Article 9. In addition, a grievance should be 
filed under Article 20 (Matters Not Covered) of the contract as a violation of Chanc. 
Reg. – A-433. 
 
Ordinary behavior problems are not considered in the category defined in Article 9. 
Please consult with your district representative and borough school safety 
representative before filing any grievances. 
 
DISTRICT 75 
 
District 75 provides citywide educational, vocational and behavior support programs for 
students who are on the autism spectrum, severely emotionally challenged and/or 
multiply disabled. District 75 consists of 56 school organizations, home and hospital 
instruction and vision and hearing services. Schools and programs are located at more 
than 350 sites in all five boroughs and in Syosset, New York. Some District 75 schools 
and programs are located in their own buildings, but most are co-located in community 
schools and high schools. There is a UFT representative for District 75 with citywide 
responsibilities. Every District 75 “school” or “organization” has an elected chapter 
leader. 
 
DOUBTFUL RATINGS (See “Due Process/Ratings/Summons” section) 
 
A “doubtful” rating may be given to a teacher covered by the S/U rating system only in 
the first year of teaching. Teachers who receive a doubtful rating may appeal it under 
the By-Laws of the Board of Education. Speak to your UFT borough office for further 
information. 
 
DUES (See Agree. Art. 19D,19E; Check-off) 
 
DUTY-FREE LUNCH PERIOD (See Agree. Art. 7B6, 7C4a; Length of School Day; Para 
Agree. Art. 4B1) 
 
Teachers are entitled to a duty-free lunch period. Paraprofessionals are entitled to a 

25 



duty- free lunch equal to that of the teacher: for elementary schools — 50 minutes; 
JHS/IS — one full period; HS/Voc. HS — one full period. 
 
EDUCATION CONFERENCES (See Absences) 
 
A teacher is excused with full pay, upon approval, for attendance at education 
conferences, meetings or conventions for a variable number of days, provided the 
teacher is a delegate, auditor or participant at specialized subject conferences 
relevant to the teacher’s immediate duties. Fare and other expenses may be paid for 
teachers especially designated by the chancellor or appropriate superintendent to 
attend. (DOE By-Laws) 
 
Substitutes will be hired to allow an average of four teachers per school year to visit 
other schools and to attend educational conferences. 
 
EMERGENCY IN THE SCHOOL (See Agree. Art. 7N; Coverage of Classes) 
 
An emergency is the unforeseen unavailability of a teacher to cover a class. 
 
It is recognized that in an emergency situation, the principal has the responsibility to 
assign a teacher in the school to the class without regard to the program of the teacher 
so assigned. Assignments must be made on a rotation basis to the extent possible. 
 
EMERGENCY LEAVE (See Absences; Leaves of Absence) 
 
EMPLOYEES’ RIGHTS (See Agree. Art. 2) 
 
EVALUATIONS (See “Due Process/Ratings/Summons” section) 
 
EVENING HIGH SCHOOL (See Agree. Art. 15) 
 
EXCESSING RULES-Teachers (See Agree. Art. 17B; Absent Teacher Reserve) 
 
Excessing rules apply to regularly appointed teachers. Rules governing teachers on all 
levels, resource room/ SETSS and special education teachers and those serving in 
district programs are found in Article 17. 
The rules of Article 17 as well as the following precedents apply to excessing:  
 

Teachers with the least seniority in license will be the first to be excessed.  
 
Teachers with 20 years or more of seniority who are excessed must be placed in 
the school from which they were excessed as an Excessed Employee/ATR and 
will not be rotated. These individuals will have all the rights and privileges of 
other teachers on the school's table of organization except for program 
preference rights, and may be used for coverages or other teacher-related 
duties. However, teachers with 20 years or more of seniority who are excessed 
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and are in schools that are phasing out may only be excessed in the last year of 
the phase-out and only if there is no program in their license area or they have 
not taught a program in a different license area with a program satisfactorily 
during the past two years.  
 
A health license and a physical education license are to be considered the 
same license for purposes of excessing. 
 
Early childhood licensed teachers and common branch teachers are grouped 
together for the purposes of excessing. 
 
Teachers of English and teachers of speech are separate licenses for 
purposes of excessing. 
 
A principal may not excess a teacher in a particular license while keeping a 
program in that license area taught by an out-of-license teacher. 

 
A person should be notified in writing by June 15 or as soon as is practicable after 
June 15 if he or she is going to be in excess for the following school year. 
 
An excessed person who does not have a position by the first day of school will be 
placed in an Absent Teacher Reserve (ATR) position in their school or another school 
in her or his district or high school superintendency. (SEE ABSENT TEACHER 
RESERVE) 
 
Excessing Rules — Other Titles 
 
 Excessing is always done in license and by citywide seniority. 
 
EXCESSIVE ABSENCES (See Absence; Attendance/Lateness; “Due 
Process/Rating/Summons” section) 
 
EXCESSIVE FORCE (See Corporal Punishment) 
 
EXCESSIVE LATENESS (See Lateness; Attendance/Lateness; “Due 
Process/Ratings/Summons” section) 
 
EXCUSED ABSENCE AND LATENESS (See Absence; Lateness) 
 
EXPERIMENTATION (See Agree. Art. 8F) 
 
The DOE and the union agree that sound educational programs require not only the 
efficient use of existing resources, but also constant experimentation with new 
methods and organization. This presupposes flexibility in assigning and programming 
personnel. The members’ voluntary participation in new ventures will be encouraged 
by both the DOE and the Union. Both the DOE and the union (officers) must approve 
experiments entered into under this article. (See also School-Based Options, 
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Restructuring.) 
 
Progressive Redesign Opportunity Schools for Excellence (PROSE) 
 
Amend all UFT-DOE Collective Bargaining Agreements to add: 
 
1. Mission 

 
a. To achieve success and outstanding results through a truly collaborative 

environment for all schools at all levels among the key stakeholders responsible 
for educating New York City’s schoolchildren — teachers and other school-based 
staff, principals, and parents. 

b. To build this Partnership on a basis of collaboration and mutual respect that 
empowers school-based staff (including administrators) and enables students to 
learn, thrive and achieve mastery. 

c. To treat instructional staff as professionals by empowering them and holding 
them responsible for providing the highest quality of teaching. 

d. To foster continuous innovation in the way that labor and management, 
principals, supervisors, and teachers and other school-based staff share 
information, share decision-making, and share accountability for student 
achievement and sound educational outcomes. 

e. To empower school-based staff to embrace new ways of teaching children, even 
if this means modifying certain existing regulations and work rules. This includes 
re-examining current instructional practice, such as the school day and school 
year, student assessment, evaluation, and class size. 

f. To leverage technology in instruction to engage students and improve 
professional development. This partnership will use technology to improve the 
assessment of student learning, workforce engagement and parent satisfaction. 

g. To use joint training and labor-management facilitators. 

h. To give existing schools the opportunity and flexibility to change certain rules and 
challenge the traditional way of doing things — provided they meet specific, 
measurable performance targets. 

i. To demonstrate creativity and innovation in the pursuit of educational excellence. 
 
Joint PROSE Panel 
 
a. Upon ratification of the successor collective-bargaining agreements to the 2007–

09 collective-bargaining agreements, a collaborative, decision-making panel 
made up of an equal number of members selected by the UFT president and the 
chancellor will invite school teams of UFT-represented employees and CSA-
represented administrators to submit proposals for five years long for 
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participation in the PROSE program where schools with real educator voice and 
decision-making input and/or authority are permitted to design schools that work 
best for the students and communities they serve. 

b. The program will begin as soon as practicable, consisting of a mix of high- and 
low-achieving schools, and a mix of elementary, middle and high schools. 

c. The panel will set a goal of implementing 200 PROSE Program schools over the 
next five years that will be overseen and report into the office of the senior deputy 
chancellor. 

d. Proposals will be for a maximum of five years. The panel may end a school’s 
participation in the program only if the school is not succeeding. 

 
2. How the Joint Panel screens and evaluates proposals 
 
a. Proposals will be screened based on the extent to which they demonstrate: 

i. Partnership between UFT-represented employees and CSA-represented 
administrators in decision-making;  

ii. A proven record of previous collaboration and success (which includes, 
but is not limited to, academic success on assessments); 

iii. Creativity and flexibility in modifying DOE-regulations and CBA provisions 
as specified in paragraph (x) of this subsection; 

iv. A school community where many voices are listened to; 

v. Strong buy-in from both UFT-represented employees and CSA-
represented administration; 

vi. A commitment to capacity-building and sustainability from the Board 
(DOE), UFT and CSA;  

vii. Jointly-designed and job-embedded professional development and 
training; 

viii. A five-year commitment to the proposal; 

ix. Measurable, reportable performance targets (defined more broadly than 
academic success on assessments). If any school does not meet its 
targets, the panel may take away its PROSE status at the end of five 
years or sooner; 

x. Proposals may (but do not have to) include changes to articles of the 
Teachers’ CBA and corresponding articles of other UFT-DOE CBAs that 
relate to (i) configuration of the existing work hours and/or work year 
(Article 6), including extending the school day and/or year, provided there 
is no diminution of annual salary; (ii) programs, assignments and teaching 
conditions in schools and programs (Article 7); professional support for 
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new teachers (Article 8G); (iii) evaluation; (iv) professional development 
assignments and positions (Article 11 IV); (v) working conditions of per-
session teachers (Articles 15C2 and 15C4); (vi) Step 1 of the grievance 
process (Article 22B1a); and (vii) transfers to the school (Article 18A, 
paragraph 1) 

The chancellor and UFT president may agree to other articles of the 
Teachers’ CBA that schools may propose to change. Proposals may (but 
do not have to) include modifications to Chancellor’s Regulations except 
those affecting student safety or implementing state and federal laws and 
regulations. 
 

b. Proposals must include: 
 

i. Evidence of the school’s current success, or if a group, at least one school 
in the group’s success in providing a quality education to students. The 
panel will consider multiple measures of success, not only academic 
measures. Schools that serve high-need students and schools without 
screened or selective admissions are especially encouraged to apply. 

ii. A list of the types of innovative, teacher-led practices that the school 
currently uses or is planning to use to promote student success. Examples 
could include: school-based staff selection procedures, UFT-represented 
employee representation on and powers of current school committees that 
positively influence the quality of instruction delivered to students, School-
Based Options for scheduling or other policies. A specific description of 
how the school intends to use the contractual and regulatory flexibility of 
the PROSE program to provide employees with decision-making input and 
authority in the school and build on its successes during the duration of 
the plan. As part of their proposals, schools may choose to establish 
committees consisting of key school-based stakeholders to examine 
resource allocation, schedules, curriculum, technology, professional 
development, hiring and parent engagement. 

vi. A proposed budget for the initial year, including both current budgetary 
resources and any requested supplementary funds. No such supplemental 
funds are guaranteed. The UFT and DOE will commit to pursuing 
additional outside funding to support innovative school plans, where 
feasible. The PROSE program is not contingent on securing additional 
outside funding. 

v. A mechanism for PROSE Program schools to regularly report their 
progress to the panel including, but not limited to, annual goals and 
budgets. 
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4. How a school becomes a PROSE Program School 
 
a. Applying schools must submit a proposal which has been approved by the 

School Leadership Team of their school. 

b. To be accepted, the UFT and DOE panel members must agree to accept the 
proposal and allow a school’s participation in the PROSE program. Once 
approved by the panel (including any required revisions), a proposal is submitted 
to the school for adoption. 

c. The proposal may be implemented only upon ratification by 65 percent of all 
those UFT-represented employees voting and acceptance by the school’s 
principal. Proposals may also be modified by the same ratification and approval 
process set forth in this subsection 4. 

d. UFT-represented employees who wish to transfer out of a school that has been 
approved to participate in the PROSE program may do so on the same basis as 
similarly situated employees, with the exception that teachers who wish to 
transfer out of the school for the 2014–15 school year may do so by Oct. 15 
without principal release if they find another position in accordance with the 
applicable CBA. 

e. If accepted and approved as provided herein, the UFT, DOE and the applying 
school will implement the proposal as approved. 

f. Individual schools or groups of schools may apply; however, preference will be 
given to groups of schools which demonstrate a mix of types of schools. Where a 
group of schools apply, each school in the group must ratify the proposal by 
65%, as provided herein, in order to participate. 

g. Participation in the PROSE program can be renewed at the expiration of the 
initial proposal term, in accordance with the panel’s approval, and with ratification 
by 65 percent of the school’s staff, and approval by the school’s principal, and a 
vote of the School Leadership Team. 

h. The panel shall, as soon as practicable, implement the PROSE Program, adopt 
application procedures and accept proposals from schools. 

i. The DOE and UFT will collaborate in developing pre-application and post-
application workshops to be delivered during the 2014–15 school year for 
applications which will be implemented after the 2014–15 school year. 

 
5. New schools 
 
a. The DOE and the UFT will develop an alternative process for the creation of new 

schools that are proposed by either teachers and parents. 

b. These schools can be proposed in addition to the 200 PROSE Program Schools 
and if approved in accordance with the agreed-upon procedures will have the 
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same flexibility with regard to Chancellor’s Regulations and work rules as 
PROSE Program schools. 

 
EXTRACURRICULAR ACTIVITIES (See Agree. Art. 15B; Per Session) 
 
FACILITIES (See Additional Facilities) 
 
FAILURE TO NOTIFY (See Absences; Excessive Absences) 
 
FAIR LABOR PRACTICES (See Agree. Art. 2) 
 
FALSE ACCUSATIONS (See Agree. Art. 21H) 
 
If a UFT-represented employee is accused of sexual misconduct or physical abuse 
involving students and it is determined that the allegations were knowingly false when 
they were made, the DOE must remove all references to the allegations from his or her 
DOE personnel file, restore any lost pay with interest, and permanently reassign the 
student from the employee’s class absent compelling and extraordinary circumstances. 
A recent agreement between the UFT and DOE makes clear that the disciplinary 
process should never be used to retaliate against whistleblowers or for any other illegal 
reason. It goes on to state that all employees who make a knowingly false allegation 
shall be subject to discipline. 
 
FILES (See Agree. Art. 21A, 21B; Teacher Files) 
 
FINES (See “Due Process/Ratings/Summons” section) 
 
FREE SPEECH (See Academic Freedom) 
 
FUNCTIONAL CHAPTERS 
 
The following are functional chapters within the UFT: Adult Education; Attendance 
Teachers; Audiologists; Drug Directors; Education Officers/Analysts and Assoc. Ed 
Officers/ Analysts; Educational Vision Services; Guidance Counselors; Hearing 
Education Services; Homebound Teachers; Hospital Schools; Jewish Home and 
Hospital Home Health Agency; Lab Specialists; Lutheran Medical Center; Non-Public 
Schools; Art Institute of New York City; Nurses; Physical/Occupational Therapists; 
Supervisors of Nurses and Therapists; Paraprofessionals; RTC; School Medical 
Inspectors; School Secretaries; Sign Language Interpreters; School Social Workers and 
School Psychologists; Speech Improvement; Staten Island University Hospital South 
site RNs; Supervisors of School Security; Teachers Assigned; Teachers and 
Paraprofessionals of the Consortium for Worker Education; United Cerebral Palsy 
Visiting Nurse Service RNs and LPs. 
 
FUNERALS (See Absences (bereavement)) 
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GIFTS (See Chanc. Reg. C-110) 
 
Department of Education employees are subject to a number of rules concerning 
gifts, fundraising and celebrations for new or newly promoted staff members. For 
more information, an employee should consult Chancellor’s Regulation C-110 and the 
Conflicts of Interest Law, which is contained in Chapter 68 of the New York City 
Charter, or contact their UFT borough office. 
 
GRACE PERIOD 
 
A regular appointee who has exhausted the CAR must be carried on payroll for 30 
calendar days. Each day of absence will be deducted at 1/300th of the gross annual 
salary. 
 
One additional sick day is earned while on grace period. It is not necessary to borrow 
days before using the grace period, but there is no prohibition. 
 
The grace period begins the day after the CAR is exhausted or the 20 borrowed 
days are used, and continues for 30 calendar days. It must precede a leave for 
restoration of health or maternity leave. 
 
There is a limit of one grace period per member per school year. 
 
Employees should ask the school payroll secretary to process the grace period. You 
must apply online via SOLAS. 
 
GRADUATION CEREMONIES (See Absences) 
 
GROUP SIZE (See Agree. Art. 6A2, 22B6) 
 
In single-session schools, where the teacher workday is extended for 37.5 minutes 
Monday through Thursday, following student dismissal. This time shall be used for 
tutorials, test prep and/or small group instruction only. The teacher-to-student ratio 
shall not exceed 10 students. 
 
HALF CLASS SIZE EXCEPTION (See Agree. Art. 7M; Class Size Limitations; 
“Grievance” section) 
 
HARASSMENT 
 
Special Complaints (See Agree. Art. 23; UI: Special Complaint Arb.) 
 
A special complaint is a complaint by an employee that supervisors, persons or groups 
from outside the school are engaging in a course of harassing conduct or in acts of 
intimidation that the principal, assistant or community superintendent has not provided 
adequate relief. Article 23 can now be used in cases of supervisory harassment. 
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Special complaints are expedited to provide relief from the harassment if it proven to 
exist. If not resolved by a Joint Investigating Committee (UFT and DOE) or at the 
chancellor’s level, the union may pursue the case to an arbitrator who will serve as a 
fact-finder. The fact-finder who determines that harassment and/or intimidation 
exists shall make recommendations to the chancellor to remedy the situation. 
 
Supervisory (See Agree. Art. 2, 21A, 23H) 
 
Harassment must be established by showing a pattern of excessive demands, acts of 
intimidation, hypercritical supervision or unprofessional behavior on the part of a 
supervisor. In rare instances a single act can constitute harassment. The teacher who 
is subject to harassment should keep a carefully dated objective record of all 
incidents. It is important to discuss the case at length with a district representative 
before taking any action because the contract requires that attempts at resolution be 
made at the district level. 
 
Harassment is the most difficult of all grievances and requires that the burden of proof 
be on the teacher. It is helpful to establish some Department of Education policy and 
practice being violated (memorandum, circular, etc.). 
 
HEALTH AND HOSPITAL INSURANCE (See Agree. Art. 3G1; “Membership Benefits” 
section) 
 
All members are entitled to health and hospital coverage. Pedagogues serving in a 
regularly scheduled part-time position (F status) will be entitled to full health and 
welfare benefits if scheduled to work at least one-half of the regular full-time schedule 
for that title. 
 
HEALTH AND SAFETY (See Agree. Art. 10D, 10E – 10G) 
 
The union and the DOE have established a joint committee to resolve Health and 
Safety issues. The DOE is to provide recognized standards of workplace sanitation, 
cleanliness, light and noise control, adequate heating and ventilation. 
 
If the union believes a situation has arisen that is likely to cause serious physical harm, 
it may bring it to the attention of the chancellor or designee who shall immediately 
assess the situation, including on-site inspections where appropriate and take such 
action as the chancellor deems appropriate. If the union seeks to contest the 
chancellor’s determination, it may exercise its statutory rights under New York State 
Labor Law. 
 
HOMEROOM (See Agree. Art. 7B4) 
 
Homeroom classes are those in which children assemble for administrative 
purposes. The time involved is usually a short period. 
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Homerooms are part of the contractual menu of professional activities. Teachers 
performing homeroom duties cannot be assigned any additional professional 
period assignments during the school day. 
 
HOURS OF WORK (See Length of School Day) 
 
INCIDENTS (See School Safety)  
 
INCREMENTS (See “Salary” section) 
 
INDIVIDUALIZED EDUCATION PROGRAM (IEP) 
 
The IEP documents a student’s eligibility for special education services and 
memorializes the school system’s commitment to provide a free appropriate public 
education that will meet the unique needs of a student with a disability in the least-
restrictive environment. The DOE is legally obligated to provide all of the services and 
supports recorded on the IEP. The IEP may not be changed without going through 
legally required procedures. Staff members who know that students with disabilities are 
not being served in accordance with their IEPs should be encouraged to use the UFTs 
online special education complaint form. 
 
Chapter 408 
 
Chapter 408 of the Laws of 2002 requires principals to provide a paper or electronic 
copy of the IEP to each general education teacher, special education teacher and 
related service provider who is responsible for implementing any aspect of the IEP 
(including instructional and test accommodations) prior to implementation of the IEP. 
Chapter 408 also requires that paraprofessionals responsible for assisting in the 
implementation of a student’s IEP have the opportunity to review the IEP prior to 
implementation and have ongoing access to a copy of the IEP. Lastly, Chapter 408 
requires the principal to designate a staff member who is familiar with the contents of 
students’ IEPs to inform each staff member with IEP implementation responsibilities of 
his or her specific responsibilities. 
 
The first response of a chapter leader who receives a question from a member about 
his or her responsibilities to a student with a disability should be to direct the member 
to carefully review all pages of the student’s IEP. 
 
IEP team 
 
The IEP team is responsible for developing the IEP for each student with a disability. 
The IEP team minimally includes the child’s special education teacher (or related 
service provide if the only service the child receives is a related service), the child’s 
general education teacher (if the student is or may be participating in the general 
education environment), the child’s parent, and a district representative (a 
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representative of the school designated by the principal who may be another member 
of the team). 
 
The school psychologist must participate in initial IEP team meetings, requested 
reviews and triennials, and the school social worker may participate if he or she is 
involved in any aspect of the evaluation process. There are procedures for “excusing” 
required participants from team meetings and for changing IEPs without a team 
meeting after the annual review. These procedures, which require written parental 
consent or approval, must be completed prior to the meeting. Staff members who are 
directed to sign the participation page for meetings they did not attend or who are 
aware of other procedural violations should file a special education complaint. 
 
IEP teacher 
 
IEP teachers must be programmed for a minimum of five periods per week to attend 
IEP meetings of children initially referred-to special education and coverage of other 
special education teachers’ classes so that they may attend IEP meetings for their 
students. The number of periods devoted to these tasks is based on workload 
allocations created by the DOE prior to the opening of school. The balance of the 
IEP teacher’s program may be assigned to provide special education instruction 
(SETSS, CTT, part-time special class); instruction for at risk-students; participation 
in PPT/Instructional Support Committee meetings; providing interventions 
recommended by the PPT/IST; and administration of curriculum-based 
assessments for “at-risk” general education students. Other provisions pertaining to 
this provision may be found in Article 7F2 of the Teacher Contract. 
 
IEP Conferences 
 
Teachers who attend an IEP conference will be paid at the coverage rate (Article 
7N) for the lost preparation period. IEP conferences are not “emergencies” and 
therefore or not governed by the same rules as emergency coverages. Office of 
Labor Relations and Collective Bargaining document Arbitration Implementation 
Memo, dated May 2, 2001 states: “Please be advised that when a teacher loses 
his/her preparation period due to attendance at an IEP conference, this conference 
shall not be considered an "emergency," therefore the teacher must be 
compensated. This settlement does not change any of the provisions of Article 7N 
of the teacher's agreement. A teacher can lose his or her first preparation period of 
the term due to an "emergency" without being compensated. However it cannot be 
lost due to attendance at an IEP conference, because we do not believe those 
conferences qualify as an "emergency." 
 
INDUSTRIAL ARTS TEACHERS/TEACHERS OF TECHNOLOGY (See Agree. Art. 7A, 
7B, 7M) 
 
Teachers of industrial arts are now known as teachers of technology 
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education. See salary differentials and salary credit for prior service. 

Special policies to be adopted wherever practicable for industrial arts teachers in 
junior high schools: 

 
• Industrial arts teachers should teach only in their license area. 
• Industrial arts teachers should not be assigned to professional activity 

periods when other shops are in operation. 
• All shops should be in operation at the same time, except that 1A 

teachers of technology can apply for compensatory time 
assignments. 

• Maximum opportunity for exploration should be accorded to all shop pupils. 
• All shops should be programmed by single grade levels and 

homogeneously. 
• In the case of special education, classes should be programmed by functional 

level. Industrial arts teachers may be assigned homeroom classes on same 
basis as all other teachers. 

 
INFORMATION AT THE SCHOOL (See Agree. Art. 19; “Role of Chapter Leader” 
section) 
 
INITIAL PLANNING CONFERENCE (IPC) (See Teacher Evaluation Section) 
 
This is a face-to-face conversation between the teacher and the evaluator (principal or 
AP) conducted at a mutually agreed-upon time no later than the last Friday in October. 
The purpose is to: outline goals as a teacher for the school year; outline a plan for the 
teacher’s evaluation; choose an observation option and indicate which videotaping 
option as well.  
 
INJURY IN THE LINE OF DUTY (See “Injury in Line of Duty” section) 
 
IN-SERVICE TRAINING 
 
The New York City DOE’s After School Professional Development Program (ASPDP) 
offers “P” credit courses that pedagogues may use as a low-cost option to complete 
requirements for contractual salary differentials as well as to obtain high-quality 
opportunities for maintaining professional certification, professional growth and career 
enhancement. 
 
Information about the ASPDP in-service courses, schedules and registration may be 
obtained on the DOE’s website: https://pci.nycenet.edu/aspdp/. 
 
Course program 
 
The UFT Teacher Center and the NYSUT Education and Learning Trust provide 
credit- bearing graduate and undergraduate courses to support New York City 
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teachers, Paraprofessionals, school secretaries, guidance counselors and other 
educators to satisfy New York State certification requirements and New York City 
licensure requirements. Educators may complete requirements for salary 
differentials and maintain professional certification. Courses are research-based, 
relevant, practical, and provide low-cost, convenient opportunities for professional 
growth and career enhancement. 
 
All degree-bearing coursework is aligned to New York State certification 
requirements and New York City licensure requirements. Non-degree-bearing 
courses also address teacher certification and licensure requirements, contractual 
salary differential requirements, and promote best instructional practices that 
support federal, state, city and local initiatives. 
 
This outstanding program is designed specifically to address the needs of New York 
City educators. The Teacher Center offers a wide variety of Master’s degree 
programs, undergraduate degree programs, and certificate programs. 
 
The instructors are a cadre of experienced and highly qualified instructors with a deep 
understanding of the current New York City educational environment. Classes are 
held at convenient locations throughout the city and scheduled for working 
professionals. College credit is granted by NYS accredited college partners. Low-cost 
tuition is at a highly discounted rate. 
 
Information about courses, programs, registration and class schedules are 
disseminated through our course program catalog, which is available at all UFT 
borough offices, mailed directly to UFT members with the New York Teacher three 
times a year (fall, spring and summer semesters) and posted on the UFT website. 
 
INSUBORDINATION (See “Due Process/Ratings/Summons” section) 
 
The grievance procedure provides an orderly means for correcting violations of the 
contract., All members of the bargaining unit are obligated to follow directions and 
orders from supervisors, even those which they know to be violations of the contract. 
 
The existence of a means to obtain redress carries with it the obligation to use that 
mechanism and the requirement to avoid other solutions. Further, an act of 
insubordination, which is an activity on the part of an employee that impedes or 
hampers management’s right and ability to manage, undermines the basic structure of 
the employing organization. These two elements, management rights and the presence 
of a grievance procedure, require that an employee refrain from engaging in what is 
called “self-help,” such as refusing to carry out a supervisor’s directive. Under current 
precedent, an act of “self-help,” even in the face of valid grievance, causes the 
employee to forfeit the just cause protections of the contract and renders the employee 
subject to discipline and/or discharge. 
 
There are only three valid defenses against a charge of “self-help”: 
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First, the employee has a reasonable belief that carrying out the order will 
endanger the employee’s health. 
 
Second, carrying out the order will threaten the safety of others. 
 
Third, carrying out the order will result in a knowing violation of the law.  
 
In these instances, the burden of proof is on the union! 
 
One of the primary difficulties of the “obey, then grieve” rule is that it may apply to 
situations where the employee, by complying with the order of direction, is placed in a 
situation where no remedy or means of making the employee whole exists. Grievances 
of this nature often go to arbitration. Since arbitrators universally take a dark view of 
“self-help,” it is extremely important that you impress upon your fellow workers the 
importance of the principle — obey, then grieve. 
 
INSURANCE (See “Membership Benefits” section) 
 
INTELLECTUALLY GIFTED CLASSES (IGC) (See Agree. Art. 7C1, 7M, “Class Size”) 
 
INTIMIDATION (See Harassment) 
 
INVOLUNTARY LEAVES OF ABSENCE (See “Leaves of Absence” section) 
 
INVOLUNTARY TRANSFER (See Transfers) 
 
ITINERANT TEACHERS (See Agree. Art. 7K2d) 
 
JAREMA CREDIT (See DOE By-Laws; Tenure) 
 
A teacher who serves as a regular substitute for at least a semester immediately 
preceding an appointment to a probationary position in the same tenure area is 
entitled to request that up to two years of the prior regular substitute service applied 
toward completion of the probationary period. The teacher must also have 
appropriate certification in the tenure area for which he or she seeks Jarema credit. 
 
JURY DUTY (See Agree. Art. 16G; Absences) 
 
Employees are excused with full pay to serve on jury duty. 
 
KINDERGARTEN CLASS SIZE (See Agree. Art. 7M; “Class Size”) 
 
LAYOFF (See Agree. Art. 14G, 17D) 
 
If a citywide excess condition causes a layoff of staff in any licensed position, such 
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members will be placed on a preferred list for reinstatement to their former positions. 
 
Section 2588 of the Education Law shall be the basis for determining the adult 
education teacher to be laid off and such employees shall be placed on a preferred list 
for reinstatement to their former positions. 
 
Probationary adult education teachers shall be laid off before any teacher in license 
who has completed probation. 
 
LEAVES OF ABSENCE (See “Leaves of Absence” section) 
 
LEGAL ASSISTANCE (See Agree. Art. 10; “Due Process/Ratings/Summons” section)  
 
Occasionally, a UFT-represented employee is sued (for example, by a parent) because 
of something he or she did at work. When the City Law Department (i.e., the 
Corporation Counsel) finds that the lawsuit results from something the employee is 
alleged to have done (or not done) as part of his/ her job and that the employee broke 
no laws or rules, it will provide legal representation for the employee. If the employee is 
found financially liable, he or she will be reimbursed (this is known as “indemnification”). 
However, in order to be entitled to this defense and indemnification, the employee must 
deliver to the Corporation Counsel — not the DOE — “a copy of any summons, 
complaint, process, notice, demand or pleading” within 10 days after he or she is served 
with such a document and fully cooperate in the defense of the lawsuit. Corporation 
Counsel may refuse legal representation until any disciplinary action is resolved and if 
the employee is not “exonerated” in the disciplinary processing. 
 
The DOE’s Office of General Counsel (formerly known as the DOE’s Office of Legal 
Services) serves as a conduit for the Law Department to assess whether it will provide 
representation. Employees need to complete a form that they can get from their 
borough office and give it to their supervisor with the relevant papers. Often, when a 
person is sued, he or she has only 20 days to answer the suit. Therefore, you should 
immediately contact your district representative or borough office for assistance in 
obtaining an extension of time. 
 
Another situation in which an employee may be entitled to defense or indemnification 
is if he or she is facing criminal charges as a result of disciplinary actions taken against 
a pupil while the employee was doing his or her job. The employee should immediately 
contact the appropriate district representative or UFT borough office for assistance in 
this situation. 
 
There’s one additional step worth taking. At the same time that you contact the DOE 
and Corporation Counsel, ask your UFT borough office for an application for the 
NYSUT Legal Defense Fund. If you are fully exonerated of all charges, this fund will 
reimburse you for up to $25,000 in legal fees. 
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LENGTH OF THE SCHOOL DAY (See Agree. Art. 6A) 
 
The school day for teachers serving in single-session schools is six hours and 20 
minutes, inclusive of the lunch period. 
 
In the MOA of June 2014, the workday was reconfigured such that the 150 minutes per 
week and all faculty and grade conference time will be used in the following way for a 
period of one school year. This workday configuration has been extended through the 
2015–16 school year. Before the end of the school year, the UFT and DOE will decide 
whether to extend this configuration further. 
 
The school day for all teachers and paraprofessionals shall be six hours and 20 
minutes On Monday, there shall be 80 minutes of professional development 
immediately following the conclusion of the workday. On Mondays the day can end no 
later than 4 p.m. On Tuesday, there shall be a 75-minute block immediately following 
the conclusion of the school day which consists of 40 minutes of parent engagement 
and 35 minutes of other professional work. On Wednesday through Friday, the day 
shall begin no earlier than 8 a.m. and end no later than 3:45 p.m. On citywide 
professional development days, the workday shall be 6 hours and 50 minutes. 
 
If the UFT and DOE do not agree to continue with the changes indicated above, then 
the workday will revert to the extended 37.5 minutes Monday through Thursday. 
 
Multi-session schools and District 75 schools will have a six-hour, 50-minute day as 
well as one faculty conference a month and one departmental/grade meeting a 
month. Multi-session and District 75 schools are encouraged to find ways to include 
time for professional development, parent engagement and other professional Work 
within the school day. 
 
In May 2015, the parties agreed to reached to continue the above workday configuration 
for the 2015–16 school year. The parties clarified the contract language concerning 
OPW as follows: “For the time allotted for other professional work, teachers can choose 
from the activities listed in the contract over the course of the year. Principals can direct 
the teachers to an activity on the list ‘‘on an as needed basis’’ to improve class 
instruction and meet the needs of the school as outlined in its Comprehensive 
Education Plan. 
 
LENGTH OF THE SCHOOL YEAR (See Agree. Art. 6C) 
 
The work year for employees begins on the Tuesday following Labor Day. Part of that 
day shall be used for classroom preparation. Teachers shall be in attendance on all 
school days except for the last two weekdays of the month of June. 
 
The official school calendar shall provide for a one-week February midwinter 
recess that includes Washington’s Birthday. 
 
Effective 2014–15, schools will close for Eid al-Adha and Lunar New Year. 
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LESSON PLAN FORMAT (See Agree. Art. 8E and UI Lesson Plan arbitration) 
 
The organization and development of lesson plans are within the discretion of each 
teacher. A principal or supervisor may suggest but cannot require a particular format. 
 
A principal may suggest, but not require a particular lesson plan format, except as 
part of a program to improve the deficiencies of teachers who receive U-ratings or are 
in danger of receiving an adverse rating. 
 
LETTER BOXES (See “Academic Freedom”; “Role of the Chapter Leader” section; 
Harriet Baizerman Step 3 decision, 1974) 
 
Chapter leaders have the right to place union materials in letter boxes without the 
fear of reprisals or disciplinary actions taken against them. 
 
Principals may establish a policy of requiring prior review of the union materials being 
placed in the letter boxes, but cannot prohibit the materials from being disseminated in 
them. 
 
LETTER IN THE FILE (See Agree. Art. 21A, 21B 21G3; Teacher Files: Todd Friedman 
Arbitration; Gale Friedman Arbitration) 
 
A teacher must be given the opportunity to read any material that will be placed in her 
or his official school file. The teacher must acknowledge that she or he has read the 
letter by signing it. 
 
The teacher always has the right to attach a response to the letter which must be 
appended to it. The supervisor cannot respond to the response. 
 
Materials placed in the official school file that are violations of a substantive 
collective-bargaining agreement provision(s) other than “fairness/accuracy” may be 
grieved, with the remedy being the removal of the letter from the official school file. 
 
Material for the official school file may be grieved if the material refers to an incident 
that has not been reduced to writing within three months of its occurrence, exclusive of 
summer vacation. 
 
Material for the official school file may be grieved if incidents investigated by the 
Chancellor have not been reduced to writing within six months from the date the incident 
either occurred or should have been discovered by the appropriate school officials. 
 
Material for the official school file may be grieved if incidents investigated by a 
governmental agency have not been reduced to writing within 12 months from the date 
the incident either occurred or should have been discovered by the appropriate school 
official. 
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LIBRARY TEACHERS (See Agree. Art. 7A8, 7B9, 7C4; Cluster Teacher Program) 
 
In the high schools, teachers of library will not be required to serve in more than one 
school. Teachers of library in high schools, junior high schools and intermediate schools 
shall not be given any administrative assignments. 
 
In the elementary schools, programs of the licensed teachers of library shall include 20 
45-minute periods per week. The teachers of library shall have the same number of 
preparation and professional periods and duty assignments as all other teachers in the 
school. The other periods shall be devoted to professional assignments related to the 
library program. 
 
Per-diem substitutes employed for library teaching shall be assigned to the library. 
 
LICENSES (See Agree. Art. 5; Assignments) 
 
Regular licenses are established by the DOE and are valid for classroom teaching 
service under regular appointment or for day-to-day per-diem work. 
 
A person who has been dismissed or who has resigned while charges were pending is 
not eligible for re-employment on any previously held license, nor shall be issued a 
substitute license. He or she may not be a candidate for license in a new examination 
except with the expressed permission of the chancellor. (DOE By-Laws) 
 
LIFE INSURANCE (See “Membership Benefits” section) 
 
LOSS OF PROPERTY (See Damage or Destruction of Property) 
 
LOYALTY OATHS (See Academic Freedom) 
 
LUNCH PERIOD (See Duty Free Lunch Period; Length of the School Day) 
 
MASTER TEACHER — (SEE MOA, 2014, page 15) 
 
A master teacher is relieved from a minimum of one teaching period per day and will 
use this time as well as their professional period to perform responsibilities related to 
being a master teacher. Master teachers coordinate instructional support activities within 
and across schools, provide coaching and debriefing with teachers after classroom 
visits, assist teachers in meeting their professional goals and model best practices in 
their own classrooms. Master teachers work an additional eight days during the summer 
during the week preceding Labor Day and an additional eight hours a month determined 
by the master teacher and the principal. Master teachers receive an additional $20,000 
a year in compensation. 
 
MATERIAL IN FILE (See Teacher Files) 
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MATERNITY LEAVE (See “Leaves of Absence” section; Agree. Art. 16E2) 
 
MATTERS NOT COVERED (See Agree. Art. 20; “Grievance” section) 
 
MEDICAL ARBITRATION (See Agree. Art. 21K4; “Injury in the Line of Duty” section)  
 
MEDICAL EXPENSES (See Agree. Art. 3H, 21K4; “Membership Benefits” section)  
 
MENTOR-INTERN PROGRAM (See Agree. Art. 8G2) 
 
This program is designed to support beginning teachers by fostering a collegial 
relationship with experienced teachers. This relationship provides the intern with 
assistance in developing effective teaching strategies by sharing the accumulated 
knowledge and skills of the mentor. 
 
MILITARY LEAVE (See Agree. Art. 28C, 16A4, 16F; “Leaves of Absence” section) 
 
MODEL TEACHER (MOA 2014, p 15-15) 
 
Model Teachers are full-time teachers who create a laboratory classroom, 
demonstrate lessons and explore emerging teacher practices. They work an 
additional two days during the summer and work an additional two hours a 
month during the school year outside the contractual workday determined by 
the model teacher and principal. They use their professional periods to 
perform responsibilities related to being a model teacher. They receive an 
additional $7,500 per year in compensation. 
 
MEASURE OF TEACHING PRACTICE (MOTP) (See Teacher Evaluation section) 
 
MEASURE OF STUDENT LEARNING (MOSL) (See Teacher Evaluation section) 
 
MUSIC TEACHERS (See Agree. Art. 7C4d) 
 
In elementary schools, a music teacher who participates for a major portion of the 
period in a teaching capacity during assemblies, the assembly period shall be deemed 
a teaching period. 
 
NATIONAL SCIENCE FOUNDATION – NDEA SUMMER INSTITUTE (See “Absences”) 
 
NEGLECT OF DUTY (See “Due Process/Ratings/Summons” section) 
 
NEW TEACHER PROGRAMS (See Agree. Art. 8G1) 
 
The union and the DOE share a common concern for staff development for teachers 
new to the system. They are entitled to collegial support as soon as they enter the 
system. As a result, mandatory time for staff development has been established for 
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certified and uncertified teachers. 
 
NEW YORK TEACHER (See “Membership Benefits” section) 
 
NON-ATTENDANCE WITH PARTIAL PAY (See Absences) 
 
NON-TEACHING ASSIGNMENT (See Agree. Art. 7A, 7B, 7C, 7K, 7U; Administrative 
Assignments; Compensatory Time Position) 
 
NO REPRISAL CLAUSE (See Agree. Art. 8K; Special Education Student Referral) 
 
NOTICE OF VACANCIES (See Agree. Art. 7I, 18, 19) 
 
Principals are required to advertise all vacancies. Vacancies will be posted as early as 
April 15 of each school year and will continue being posted throughout the spring and 
summer. 
 
Vacancies are defined as positions to which there is no teacher, except where 
a nonappointed is filling in for a teacher on leave. 
 
Lists of all vacancies shall be made available to the union. 
 
OBSERVATIONS UNDER THE S/U RATING SYSTEM (See Agree. Art. 21A, 21B3, 8J; 
Teaching for the 21st Century) 
 
IF A TEACHER IS NOT COVERED BY ADVANCE (TEACHER EVALUATION), THEN 
THE TEACHER WILL BE COVERED BY THE S/U RATING SYSTEM. The DOE has 
established the following minimum number of classroom observations for teachers 
covered by the S/U rating system: 
 

• Probationary teachers are generally observed a minimum of two full periods 
a year, though they may be observed more often. 

• Tenured teachers in elementary and middle/junior high schools are generally 
observed a minimum of one full period per year though they can be observed 
more often. 

• Tenured high school teachers are generally observed a minimum of two full 
periods per year by an assistant principal and one full period by the 
principal. 

 
A teacher should request a pre- and post-observation conference in writing. 
 
The classroom visit should be followed by a post-observation conference between the 
supervisor and the teacher. A written report of observation then follows. The teacher is 
entitled to a copy of this report. A copy, signed by the teacher to acknowledge receipt, is 
placed in the teacher’s file. The teacher may not refuse to sign a copy, but may append 
a response. (Matter of Gordon, Step 3, Oct. 20, 1964, and subsequent decisions) 
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Teachers are advised to write down for their own record as fully, and as soon as 
possible, their own recollections of their lesson. Such a record will be useful in 
the conference with the supervisor, and for the refutation of unmerited adverse 
criticisms in the report. 
 
If the report seems to the teacher to be inaccurate, biased, or otherwise objectionable, 
she or he should append the words “answer to follow” to her or his signature, and insist 
that it be placed in her or his file. It is wise to have the chapter leader review the 
answer before the teacher files it, to make sure it does not contain inadvisable 
statements. 
 
The principal has the right to make unannounced (informal) observations. The burden 
of proof as to whether the number of observations is excessive rests with the teacher. 
(Matter of Mauer, Step 3, Jan. 29, 1965, and subsequent decisions) 
 
Principals who make unannounced observations may ask to see your lesson plan 
and write up what they observe. 
 
Teachers who receive negatively rated observation reports on informal observations 
should ask for a post-observation conference in writing. 
 
Observation reports and confidential reports may be forwarded to a new school 
when a teacher transfers. All official notices, such as ratings, absence, etc., are 
transferred. 
 
The UFT and the DOE have developed an evaluation and professional development 
plan that will give each staff member a choice and role in his/her professional growth. 
They will attempt to develop a high-quality prescriptive evaluation and professional 
growth system. 
 
OBSERVATIONS UNDER ADVANCE (APPR) (See Teacher Evaluation section) 
 
OFFICE OF SCHOOL SAFETY (See Agree. Art. 10; School Safety) 
 
The principal is charged with the responsibility of maintaining security, safety and 
discipline in the school. To meet this responsibility he or she shall develop in 
collaboration with the union chapter committee and the parents association of the 
school a comprehensive safety plan, subject to the approval of the chief executive of 
School Safety and Planning. 
 
The safety plan is updated annually using the same collaborative process, and reports 
of any incidents shall be shared with the chapter leader. A complaint by a teacher or 
chapter leader that there has been a violation of the safety plan may be made to the 
principal as promptly as possible. He or she will attempt to resolve the complaint within 
24 hours, after receiving the complaint. If the teacher/chapter leader is not satisfied 
with the results of the mediation, an appeal may be made by an expedited arbitration 
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process, to be developed by the parties. 
 
OFFICIAL CIRCULARS (See Agree. Art. 19I; “Role of the Chapter Leader” section) All 
official Department of Education circulars shall be sent to the union. 
 
All official Department of Education circulars shall be posted on school bulletin boards 
for the inspection of teachers and shall be made available to all teachers on request. 
 
OFFICIAL TIME FOR REPRESENTATIONAL ACTIVITIES (See Agree. Art. 19B; 
“Role of the Chapter Leader” section) 
 
Chapter leaders shall be allotted time per week for the investigations of grievances and 
other appropriate union activities in the following manner: 
 
• In elementary schools, four additional preparation periods per week. 
• In middle/junior high schools, relief from professional periods and the same number 

of teaching periods as homeroom teachers. 
• In high schools, relief from professional periods. The union shall inform each 

year the DOE of those chapter leaders in large high schools who shall be 
relieved of one teaching period per day. 

• In special education schools, sites or buildings formerly known as special day 
schools, day treatment centers and institutional settings, two additional preparation 
periods. 

• Functional chapter leaders shall receive time as described in their individual 
collective bargaining agreements. 

 

OTHER PROFESSIONAL WORK 

Appropriate Other Professional Work from the list of activities in the MOA is to be done 
during the 35-minute OPW time block and any time where parent engagement and/or 
professional development activities are not taking place. 
 

• Collaborative planning 
• Lesson study 
• Inquiry and review of student work 
• MOSL-related work 
• IEP related work excluding IEP meetings 
• Work with or related to computer systems/data entry 
• Preparing and grading student assessments 
• Mentoring 
• Responsibilities related to teacher leader duties for all individuals in 

teacher leadership positions 
 

Teachers shall select from the activities listed to engage in during these blocks of time 
unless otherwise directed by the principal to another activity on the list. 
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In May 2015, the parties agreed to reached to continue the above workday configuration 
for the 2015–16 school year. The parties clarified the contract language concerning 
OPW as follows: “For the time allotted for other professional work, teachers can choose 
from the activities listed in the contract over the course of the year. Principals can direct 
the teachers to an activity on the list ‘on an as-needed basis’ to improve class 
instruction and meet the needs of the school as outlined in its Comprehensive 
Education Plan.” 
 
OTP (Other Teaching Positions) (See Agree. Art. 7C2; Cluster Teacher Program) 
 
In the spring of each year, the principal and the chapter committee shall meet to review 
the OTP positions in the school. The goal is to agree on the responsibilities, 
qualifications, basis for selection and term of office for each position. When agreement 
is reached, it must be ratified by the chapter and only the chapter will then have the 
right to grieve a misapplication of the ratified agreement. 
 
If no agreement is reached with the chapter, each OTP position will be posted and 
made available to all teachers so that written applications can be filed in a timely 
manner. Selections will be made from within the school on the basis of seniority and 
among qualified applicants. 
 
OUT-OF-CITY SERVICE CREDIT (See Agree. Art. 3; “Salary” section) 
 
OUT-OF-LICENSE TEACHING (See Agree. Art. 5; Assignments) 
 
State Law requires that a teacher be assigned to duties in accordance with the rank 
and the subject of his license. (Educ. 2573, Sub. 10) This is modified by a 
Commissioner’s Regulation permitting the chancellor to assign five class hours per 
week out-of-license. 
 
PAPERWORK REDUCTION 
 
The contract requires that the UFT and Department of Education agree upon citywide 
standards for the reduction and elimination of unnecessary paperwork (both paper and 
electronic). In addition, central and district paperwork committees are to meet on a 
regularly scheduled basis once a month to address paperwork issues and to ensure the 
standards are being properly implemented in the schools. 
 
Any UFT-represented employee, including those in functional chapters, may request 
that you, as chapter leader, raise paperwork issues before the District Committee. You 
should try to resolve the matter with your principal first. If you can’t resolve the matter 
then reach out to your UFT district representative. 
 
Paperwork issues not resolved by a District Committee may be referred to the Central 
Committee. If not resolved by the Central Committee, the union can chose to take the 
matter to arbitration.  
 

48 



PARAPROFESSIONAL WORKDAY (See MOA 5.II.A) 
 
Paraprofessionals shall have the same default workday as teachers in single-session 
schools except that on Tuesdays when school is in session paraprofessionals shall only 
be required to work a 70-minute block instead of a 75-minute block. 
 
PARENT ASSOCIATION (See “Role of Chapter Leader” section) 
 
PARENT ENGAGEMENT (See MOA 5.I.C.) 
 
Parent Engagement Activities:  

• face-to face meetings (individual or group) with parents or guardians 
• telephone conversations with parents or guardians 
• written correspondence including email with parents or guardians 
• creating newsletters 
• creating content for school/class websites and/or answering machines 
• preparing student report cards 
• preparing student progress reports 
• meetings with parents of ELLs 
• preparing for any of the above parent engagement activities 

 
Schools may expand the list of activities above through the SBO process. 
Teachers shall select activities from this list to engage in during parent engagement 
blocks (see Length of School Day) unless otherwise directed by the principal to another 
activity from the list above. 
 
PART-TIME ASSIGNMENTS (See Agree. Art. 7P) 
 
Regularly appointed teachers who are on leave may be assigned to less than full-time 
positions. Teachers in these positions will be entitled to medical benefits, pro-rata 
salary and pro-rata sick leave. 
 
PAST PRACTICE, POLICY AND RULE (See Art. 20; Discrimination; “Grievance” 
section) 
 
PAY PRACTICES (See Agree. Art. 3A; “Salary” section) 
 
PAYMENTS (See Absences; “Leaves of Absence” section; “Salary” section) 
 
PEDAGOGICAL JUDGMENTS (See Observations) 
 
PEER COLLABORATIVE TEACHER 
 
Peer collaborative teachers are released a minimum of one period a day. That period 
and the professional periods are dedicated to their responsibilities as a peer 
collaborative teacher. Peer collaborative teachers work five days prior to the start of the 
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school year and five hours per month outside of the normal workday to be determined 
by the PCT and the principal. They coordinate instructional support for teachers. In 
addition, they provide coaching and debriefing with teachers after classroom visits, they 
assist teachers in meeting their professional goals and they model best practices in their 
own classrooms They are responsible for integrating the work of other teacher 
leadership positions, if they exist, in the school (i.e. Model Teachers). Peer Collaborative 
Teachers receive $12, 500 in additional compensation. 
 
PEER INTERVENTION PROGRAM (PIP) (See Agree. Art. 21I ; “Due 
Process/Ratings/Summons” section) 
 
The DOE and the union recognize that instructional services should be delivered by a 
highly qualified and motivated staff who must be accorded the respect and 
professional treatment to which they are entitled. 
 
Toward that end, the DOE and the union have agreed to provide peer assistance on a 
voluntary, confidential basis to staff who have completed probation and who believe 
that their teaching competence will benefit from that assistance. 
 
The “peer intervenor” will work with each participating member and develop a plan 
tailored for their specific needs. The intervenor will work with the member directly for 
not more than one year. 
 
For three months following the start of the intervention period, supervisors will not 
evaluate or observe the participating employee. However, supervisors will otherwise 
continue to exercise their responsibilities. 
 
PER DIEM (See Agree. Art. 7N1, 13, 16E2, Chancellors Regulations C-510, C-515, C-
520, C-525) 
 
PER SESSION (See Agree. Art. 15;22B2a(2).) 
 
The per-session year begins on July 1 and ends on June 30 of the following 
calendar year. As per Chancellor’s Regulation C-175, which covers per session, all 
per-session activities must be posted at least 20 school days prior to the 
commencement of the activity. The maximum number of hours of per-session work 
that may be performed during this period is 500 hours or 270 hour maximum for 
school social workers or school psychologists. Any service which exceeds 500/270 
hours must be approved in writing by the executive director of Human Resources 
through a Per-Session Waiver form.  
 
Retention rights to a per-session activity may be claimed if a member has 
satisfactorily worked a per-session activity for at least two consecutive years. 
Retention rights may be claimed in only one per-session activity during a per-
session year.  
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Per-session grievances concerning selection, retention or reduction of positions must be 
presented within two workdays after date of knowledge. These grievances should all be 
filed under Article 15 as well as Article 20, Matters Not Covered.  
 
Teachers whose absence from their day school positions is excused with pay for 
illness may not serve in per-session activities on the same day. This does not apply to 
absence for other causes excused with pay. 
 
Sick leave in a per-session activity is accrued on the basis of one session (equal to the 
number of hours in the activity) per 20 sessions worked. In the summer, you accrue 
one session each for July and August. If they are not used, the time may be transferred 
into the pedagogue’s CAR. Be sure to complete a unused sick time transfer form and 
submit to the payroll secretary responsible for the per session activity. Retain a copy 
and proof of submission.  
Per-session work cannot be an extension of or substantially similar to a teacher’s 
primary assignment. 
 
PERSONAL BUSINESS (See Absences) 
 
PERSONAL PROPERTY (See Agree. Art. 3I; Damage or Destruction of Property) 
 
PERSONNEL FILES (See Agree. Art. 21A, 21B; Teacher Files) 
 
POSTING (See Agree. Art. 7A3, 7B3, 18, 19; Compensatory Time Positions)  
 
PREPARATION PERIODS (See Agree. Art. 7B4, 7C4, 7O5, 7N6)  
 
Preparation periods are assigned as follows: 
 
• In elementary schools, five preparation periods per week. 
• In middle/junior high schools, five preparation periods per week. In Title I schools, 

teachers hired prior to July 1, 1985, shall receive eight preparation periods per 
week. 

• In high schools, one preparation period for each five periods taught per week (e.g.: 
three preparation periods per week for 15 teaching periods per week). 

 
Preparation periods are to be unassigned and used for job-related professional work. 
This may include preparation of classes or teaching material, presentation of or 
attendance at demonstration lessons, participation in teacher training and 
conferences with the principal, with other teachers, with guidance counselors or with 
parents. (For number of preparation periods and special circumstances see contract 
articles in addition to above.) 
 
PRIOR SERVICE — SALARY CREDIT (See “Salary” section) 
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PROBATIONARY PERIOD (See Agree. Art. 21D; “Due Process/Ratings/Summons” 
section; Jarema Credit) 
 
Pedagogues are given probationary status either when initially hired or 
when they subsequently transfer into other tenure areas (switch 
appointments). 
 
There are two ways to reduce the probationary period. One is by receiving Jarema 
Credit. Jarema credit is applied if a person worked as a regular substitute in the same 
license area before being appointed. Per-diem service does NOT count toward Jarema 
Credit.  
 
The second way to reduce a probationary period is by being granted “Travelling 
tenure.” If a pedagogue has achieved tenure in one license area and elects to take an 
appointment in a new license area, or if a pedagogue was previously tenured in another 
school district in New York State, she or he can apply to have their probationary period 
reduced by one year.  
 
Pedagogues reinstated after withdrawal of resignation do not serve a new 
probationary period, provided they apply on or before the first day of school to 
withdraw their resignation and had completed probation prior to resignation and 
withdrew their resignation within five years. All others have to meet the 
requirement of By-Law 255. 
 
Discontinuance of Service: Completing probation is one of the requirements for being 
granted tenure. If the DOE intends to deny your completion of probation, you must be 
given 60 calendar days’ notice prior to the end of you probationary period. If you are 
discontinued before the end of your probationary period, you must be given 30 days’ 
notice. 
 
A discontinuance of probationary service does not automatically terminate a 
pedagogue’s license but merely the probationary service in a particular district. If the 
pedagogue can secure a new position, she or he can begin a new period of 
probationary service. However, the position must be in another district or division. If the 
teacher has engaged in misconduct or been discontinued twice for incompetence, the 
DOE may terminate her or his licenses and prevent her or him from working for the 
DOE ever again. 
 
The pedagogue may resume service in another license under which he served 
immediately prior to appointment. 
 
A probationer who is absent more than 25 days per annum will be denied salary 
increment unless the absence has been satisfactorily explained to designated 
officials. 
 
Probationary teachers receive a report on teaching service during each year of 
probationary service. This is more detailed than the annual rating and asks for the 
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principal’s recommendation for continued service. The teacher must receive a copy at 
the time of filing. 
 
PROFESSIONAL ACTIVITY OPTIONS (See Agree. Art. 7A6, 7B8, 7C4g, 7F3, 7O) 
 
Teachers who have a professional period must select a professional or administrative 
activity to perform during this period. This cannot be an additional teaching period, 
except that secondary school teachers may volunteer to teach a class in a shortage 
license area and will be compensated in accordance with Article 7O. In the contract 
there is a menu of activities from which the teachers may choose. A teacher who 
wishes to participate in an activity not listed on the menu may do so with the approval 
of the principal. Teachers performing homeroom duty fulfill the requirement of the 
professional period. Teachers who choose a.m. or p.m. bus duty will use their 
professional activity period as a preparation period. All contractual provisions with 
regard to compensatory time shall remain in place. 
 
PROFESSIONAL ACTIVITY PROCEDURES (See Agree. Art. 7U) 
 
Each spring the chapter leader and the principal shall meet to determine the number of 
positions, the qualifications, and the responsibilities required for each activity on the 
menu of professional activity options. The principal will make the final determination. If 
the union believes the number of positions selected for administrative activities set by 
the principal is inappropriate, the union may appeal the decision to the chancellor. If 
agreement cannot be reached, the appeal then goes to the NYC Office of Labor 
Relations. This same procedure would be used by a teacher who believes a selection 
decision is in violation of the agreement. 
 
Teachers will select three activities from the menu. The principal makes the 
assignments based on qualifications and availability. The teacher will receive one of the 
three choices. If this is not possible, the teacher will be given an opportunity to select 
three additional choices. No teachers may be involuntarily assigned to an 
administrative activity for consecutive years. 
 
Teachers new to the school system or teachers in danger of receiving a U-rating 
may be assigned to professional development or common planning as their 
professional activity. Teachers hired in the fall will be offered three choices by the 
principal from the menu. 
 
Teachers will be notified in writing prior to the end of the school year of their 
assignment for the following school year. It will be incorporated into their program. 
 
Teachers may only file a grievance is there is a misapplication of the provision; not 
over the selection of a particular menu option. 
 
PROFESSIONAL CONFERENCES (See “Absences”) 
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PROFESSIONAL DEVELOPMENT (MOA, 2014, page 5) 
 
Each school (and program functional as a school) must have a professional 
development committee which includes the chapter leader and consists of equal number 
of members selected by the chapter leader and the principal. The SDC shall 
collaboratively review, consider and develop the school-based professional 
development that is offered during the PD block which should be relevant to all staff 
members. The school PD committee may meet on the last clerical day scheduled in 
June and/or a portion of the time during the workdays prior to the start of the 
instructional year when students are not in attendance. In addition, the PD committee 
can meet during other professional work time. 
 
There are also be citywide professional development committees for functional 
chapters. 
 
PROGRAM GUIDELINES (See Agree. Art. 7A2, 7B2) 
 
PROGRAM PREFERENCES (See Agree. Art. 7A2, 7B2, 7C2, 7U) 
 
In addition to subject and grade level, a teacher may indicate on the preference sheet 
the professional activity the teacher wishes to engage in for the term or year. This 
selection shall be made from a menu of contractual activities. Special education 
teachers should express a preference for age range and program designation.  
 
Program preference is subject to the reorganization grievance procedure. 
 
PROMOTIONAL DIFFERENTIAL (See Agree. Appendix A II G; “Salary” section) 
 
PUPIL DISCIPLINE (See Agree. Art. 9; Appendix B; Corporal Punishment, Disruptive 
Children) 
 
QUALIFICATIONS (See Agree. Art. 7A3, 7B3, 7C1; “Compensatory Time Positions;” 
“Rotation”) 
 
Qualifications for an assignment are considered in making selections for 
compensatory time positions, OTP positions and for rotation of class assignments. 
Special teaching assignments in special education also carry posted qualifications. For 
each position applied for, the selection is based upon the qualifications criteria listed in 
the posting for the position. Posting qualifications should be discussed with the 
principal as part of consultation.  
 
RACE (See Agree. Art. 2; Discrimination) 
 
RATES OF PAY (See Agree. Appendix All; “Salary” section Chancellors Regulation C-
530 and C-535) 
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RATINGS (See Section “Due Process/Ratings/Summons”) 
 
READY-OR-NOT (See “Membership Benefits” section) 
 
REGULAR LICENSE (See Agree. Art. 5; Licenses)  
 
REGULAR SUBSTITUTE (See Absences; Transfers) 
 
REIMBURSEMENT (See Absences; Transfers) 
 
Victims in assault cases will be reimbursed by the DOE for reasonable medical 
expenses not covered by insurance and not to exceed $750 because of injury in the 
line of duty. At the discretion of the chancellor, a waiver on the $750 may be granted on 
unreimbursed medical expenses sustained as a result of an assault. 
 
REINSTATEMENT AFTER RESIGNATION (See Agree. Art. 5E; Withdrawal of 
Resignation) 
 
RELIGIOUS OBSERVANCE (See “Absences”–Absence Excused With Partial Pay; 
Sabbath Observance) 
 
Accommodations shall be made for employees requesting time off for a full day or 
part of a day for Sabbath or holy day observance. Each request for an 
accommodation must be individually assessed to determine if: 
 

• The school has the ability to provide the required level of service in the 
teacher’s absence. 

• The school has the ability to maintain proper supervision in the 
teacher’s absence. 

• There is a disruption to the school in the teacher’s absence. 
 
REMOVALS, SUSPENSIONS, TRIAL OF CHARGES (See Agree. Art. 21; Chanc. Reg. 
A-443; Student Code of Conduct; “Due Process/Ratings/Summons” section) 
 
Student Removals 
 
The DOE has directed that every school develop a plan for the removal of 
“substantially disruptive” students from the classroom. The plan should be appended 
and made part of the school safety plan. 
 
Student Suspensions 
 
If the principal seeks to impose a suspension and believes that the student’s presence 
in school poses a continuing danger to persons or property or an ongoing threat of 
disruption to the academic process, the student may be suspended immediately. The 
principal must enter the incident into the Online Occurrence Reporting System (OORS) 
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and explain in Suspensions and Office of Hearings Online (SOHO) the reason(s) for the 
student’s immediate suspension. The principal must notify the parent and schedule a 
conference as soon as reasonably practicable. (Chanc. Reg. A-443 and Student Code 
of Conduct). 
 
REPLIES (See Agree. Art. 21A, 21B; Observations; Teacher Files) 
 
REPRIMAND (See Agree. Art. 21B; “Due Process/Ratings/Summons” section) 
 
REQUEST FOR MEDICAL EXAMINATION OF A TEACHER (See Agree. Art. 21K) 
 
RESIGNATION (See Agree. Art. 5E) 
 
A teacher may resign from the DOE at any time, with or without stating the cause, 
provided the chancellor is given 30 days’ notice. There is no such thing as resigning 
from a school. (NY Ed. 3019). If a person does NOT give 30 days notice, the 
Department of Education may choose NOT approve an application to rescind the 
resignation. 
 
A person who wishes to rescind his or her resignation must find a position and then 
APPLY to rescind ON OR BEFORE the first day of school by filling out the 
Withdrawal of Resignation form found on the Department of Education’s website and 
submitting it to the Division of Human Resources. A person should not submit the 
Withdrawal of Resignation Form before they have found a position within the 
Department of Education. 
 
A person considering resignation should consult with a pension adviser in regard to 
possible vesting rights. 
 
RESOURCE ROOM TEACHER/SETSS (See Agree. Art. 7K2d, 7N7, 7F, 17B Rules 
1C, 3D) 
 
RESPONSE TO A LETTER OR OBSERVATION REPORT (See Agree. Art. 
21A, 21B; Observation; Teacher Files) 
 
Teachers have a right to respond to any negative letter or observation report placed 
in their official school file. It can be written and attached at any time. It should be 
written so that a third party reading the response would have the teacher’s view of 
the incident or the classroom observation. 
 
Teachers should have their chapter leader review the response prior to it being 
attached to the letter or observation report. 
 
RETENTION RIGHTS (See Agree. Art. 15; Chanc. Reg. C-175; Per Session; Art. 
17A; Assignments; Para Art. 12; for Chapter 683, see Art. 12) 
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REVIEW OF RATINGS (See Agree. Art. 21D; See Section “Due 
Process/Ratings/Summons”)  
 
Regular substitute teachers and teachers on probation shall be entitled to the review 
procedures established in the By-Laws of the Board of Education for the review of a 
recommendation by the superintendent to discontinue their probationary service. 
 
Teachers who receive doubtful or unsatisfactory ratings may appeal their adverse 
rating as described in the By-Laws of the Board of Education. 
 
ROOM ASSIGNMENTS (See Agree. Art. 7A2b, 7B2d) 
 
The number of different rooms in which assignments occur should be held to a 
minimum. 
 
ROTATION (See Agree. Art. 7A3, 7B3) 
 
Classes, sessions, annex assignments and professional assignments must be rotated in 
accordance with the provisions of the contract. 
 
SABBATH OBSERVANCE (See Absences; Religious Observance; Chanc. Reg. C-
606)  
 
Chancellor’s Regulation A-606 provides that “accommodations shall be made for 
employees requesting time off for a full day or part of a day for Sabbath or holy day 
observance” except in certain limited situations. 
 
SABBATICALS (See Agree. Art. 16B; “Leaves of Absence” section) 
 
Sabbaticals are granted for study and restoration of health. There are six-month and 
full-year sabbaticals. Teachers in elementary schools may only apply for full-year 
sabbaticals for study. Courses for study sabbaticals must be job-related and rigorous 
Sabbaticals for restoration of health must be approved by the medical director.  
 
Teachers granted a full year sabbatical are required to remain in the school system 
for two years after the teacher returns to service. Sabbaticals of six months or less 
are conditional upon the teacher remaining in the school system for one year after 
the teacher returns. 
 
SAFETY (See School Safety) 
 
SALARY (See “Salary” section) 
 
SCHOOL-BASED OPTIONS (See Agree. Art. 8B; Circ.6R) 
 
The UFT chapter in a school and the principal may agree to modify the contract or 
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DOE regulations concerning class size, rotation of assignments/classes, teacher 
schedules and/or rotation of paid coverages for the entire school year. Ratification 
requires approval of 55 percent of those voting on the option. Resources available in 
the school must be maintained at the same level which would be required if the 
proposal were not to be put into effect. 
 
Consultation about SBOs for the following school year should begin in February or 
March. The chapter leader must conduct a union meeting and survey before holding 
an SBO vote to make sure the chapter supports a particular proposed SBO. All SBOs 
must be submitted to the UFT to be approved by the district representative and the 
president. 
School-Based Options open the door to restructuring and shared decision making. 
The chapter leader should set up committees in the school to work on School-
Based Options. Assistance is available through the district representative and the 
borough office. 
 
SCHOOL CONFERENCES (See Agree. Art. 7Q; Conferences) 
 
SCHOOL LEADERSHIP TEAMS 
 
School Leadership Teams should be established in each school. The principal, 
chapter leader and PA/PTA president serve on the team. All other members must be 
elected. The responsibility of the SLT is to develop an annual school Comprehensive 
Educational Plan (CEP) that is aligned with the school-based budget. The principal 
shall consult with the SLT in developing the school-based budget. 
 
SCHOOL MODERNIZATION AND RENOVATION (See Agree. Art. 10F) 
 
The DOE and union have agreed to standard procedures to help ensure that health, 
safety and educational standards are maintained during school capital modernization 
projects. These standard procedures will be applied in school modernization projects 
undertaken by the School Construction Authority and will be posted and reviewed with 
all staff in any school undergoing modernization. 
 
SCHOOL PROGRAMS (See Agree. Art. 7A2, 7B2, 7B4, 7C4, 19; “Role of Chapter 
Leader” section–Access to Information) 
 
In elementary schools, teachers should receive their program assignment for the next 
school year by June 15. 
 
In middle/junior high/ high schools, teachers should receive their tentative program 
assignment for the next school year no later than 10 school days prior to the end of the 
school year. 
 
Teacher programs shall be posted in September in an area accessible to the entire 
faculty.  

58 



Teachers have two school days from knowledge to grieve programs that they believe 
violate the contract. 
 
SCHOOL REORGANIZATION (See Agree. Art. 22B4; 22B5 and “Grievance” section)  
 
SCHOOL SAFETY (See Agree. Art. 10; Chanc. Reg A-412) 
 
Safety problems may involve you with several agencies within and outside the DOE and 
have a significant impact on schools and individuals. Here are several areas of which 
you should be aware: 
 
Safety plans – Principals must consult with the chapter committee in developing and 
annually updating school safety plans. Chapter leaders are urged to confer with 
PA/PTA representatives regarding their mutual concerns. Violation of school safety 
plans are grieved via Agree. Art. 10B. Plans must also reflect procedures ensuring 
safety with the elimination of administrative assignments. 
 
Crisis intervention plan – Each school is expected to submit a crisis intervention 
plan that develops emergency procedures for major school disorders and 
complements the school safety plan. This is to be prepared in consultation with the 
UFT consultation committee and the PA/PTA and must be submitted at the same time 
as the safety plan. 
 
Reporting incidents – The principal is required to report all incidents involving staff to 
the DOE’s Office of School Safety and the Office of Legal Services. He or she is also 
required to report all crimes to the police. The member should obtain a copy of this 
report. 
 
Chapter leaders should report all incidents to the UFT on the School Safety Discipline 
Report Form. This procedure helps us monitor the DOE reporting and enables us to 
send information to victims. 
 
Chapter leaders should also call the district representative immediately when an 
incident has occurred in the school. 
 
SCHOOLWIDE SENIORITY (See Agree. Art. 28; Para Art. 37-C) 
 
Seniority in the school shall be determined by the number of years of continuous 
service in the school as a regularly appointed teacher and as a regular substitute. 
Teachers excessed into the school carry their school seniority from the previous 
school with them. 
 
Teachers who transfer into a school through the open market do not carry school 
seniority with them, but do maintain their excessing seniority. 
 
Schoolwide seniority plays a role in program preference but has no role in excessing.  
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Paraprofessional “district seniority” 
 
Effective September 2006 “seniority” shall mean length of service as a 
paraprofessional employee in the bargaining unit, including seniority accrued as a 
day-to-day substitute paraprofessional. 
 
SCIENCE EXPERIMENT REVIEW PANEL (See Agree. Art. 10G) 
 
A panel consisting of three lab specialists and three science teachers selected by the 
union and three science supervisors will consider any dispute concerning the safety 
and efficiency of scientific experiments and procedures in the school. These disputes 
must be presented in writing to the panel. 
 
SELF-TREATED DAYS (See Absences) 
 
SENIORITY 
 
The definition of seniority is not necessarily the same for all purposes. 
 
Excessing    See Agree. Art. 17B 
Layoff     See Agree. Art. 17D 
Sabbaticals    See Agree. Art. 16B 
Schoolwide assignments  See Agree. Art. 28 
Recall     See Agree. Art. 17D 
 
SESSIONS (See Agree. Art. 7A3b, 7B3b) 
 
When assigning sessions, the policy of rotation should be followed except for unusual 
circumstances. A teacher may retain a particular session if no other qualified teacher 
desires such session and the needs of the school will be served. 
 
SEX DISCRIMINATION (See Agree. Art. 2; Discrimination) 
 
SHORTAGE LICENSE AREA (See Agree. Art. 5G, 7O) 
 
There are license areas in which there is a citywide shortage. In a school where a 
vacancy exists in one of these areas authorization may be given to fill the position with 
a teacher who volunteers to teach up to five additional periods per week in lieu of their 
preparation period. In return the teacher is paid additional money as noted in Article 
7O. 
 
SICK LEAVE (See “Absences”; “Leaves of Absence” section) 
 
SKIN TEST (See Agree. Art. 16A16; Covered Illnesses and Diseases) 
 
Employees who are absent due to an allergic or positive reaction from a skin test 
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do not suffer loss of sick bank days. 
 
SLOAC (See “Member Benefits” section) 
 
SMOKING (Chanc. Reg. C/D 810, Sept. 9, 1993)  
 
Smoking is prohibited in all areas within the school buildings.  
 
SPECIAL BEHAVIOR PROBLEMS (See Agree. Art. 9)  
 
SPECIAL COMPLAINTS (See Agree. Art. 23; Harassment) 
 
SPECIAL EDUCATION (Clauses that pertain specifically to special education may be 
found in Article 7F, Assignments, IEP/Special Education Teachers; Article 7K ,Citywide 
Special Education; Article 7L, Speech Improvement Teachers.) 
 
SPECIAL EDUCATION STUDENT REFERRAL (See Agree. Art. 8K) 
 
The DOE is responsible to maintain a work environment free from reprisals based on 
the proper and professional exercise of responsibilities related to identifying students 
who are suspected of having disabilities. 
 
SPECIAL MEDICAL EXPENSES (See Agree. Art. 3H) 
 
SPEECH IMPROVEMENT (See Agree. Art. 7L)  
 
SPLIT ASSIGNMENTS (See Agree. Art. 7H) 
 
Upon request, teachers serving in a split assignment shall be assigned to a full position 
in the district superintendency or program before a newly hired employee. The 
assignment shall be based on layoff seniority. 
 
STAFF DEVELOPMENT (See Agree. Art. 3B, 8G, 8A3; In-Service Training and 
professional development) 
 
STAFFING NEW OR REDESIGNED SCHOOLS (See Agree. Art. 18D) 
 
Staffing of new or redesigned schools will be accomplished for the first year 
through a personnel committee consisting of representatives of the union and the 
DOE. At least 50 percent of the pedagogical positions shall be filled from among 
the appropriately licensed most senior applicants from the impacted schools who 
meet the school’s qualifications. 
 
STORM DAY PROCEDURES 
 
The procedures for school closings and delayed openings, which the UFT fought for 
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and won, are in the DOE Memorandum No. 9, Jan. 19, 1995. At our urging, the 
chancellor has added some flexibility for staff parking in bad weather. 
 
The chancellor will make the citywide decision to close or delay the opening of 
schools for two hours as early as possible prior to 6 a.m. on the affected day; that 
decision will be relayed to WINS (1010 AM) and WCBS (880 AM) radio. No schools 
should close or open late without the chancellor’s authorization. 
 
In the event the chancellor closes schools, all administrative offices of the Department 
of Education are open (unless reported to the contrary by WINS and WCBS) and all 
UFT employees working in those offices are expected to report for work. If you are 
absent, the day will be taken from your CAR. 
 
Another memorandum on parking in bad weather permits the principal, in 
consultation with the custodian, to open schoolyards for staff parking when the 
weather limits normal parking areas. 
 
As for per-session jobs and preps, remind your members that: 
 

• There is no payment for per-session jobs missed on the days schools 
were closed. There is no payment for preps totally lost due to a two-hour-
delay opening. 

• If on the day of the delayed opening school started during a teacher’s prep 
period and the teacher lost any part of that prep because of an assignment, 
she or he must be paid for the lost prep. It is permissible for members to be 
asked to perform an emergency assignment during that time. 

 
Also, be sure to call the UFT hotline (1-212-777-0190) and check the UFT website 
(uft.org) for the most accurate information about whether storm conditions will affect 
union activities. On days when the DOE closes schools, the UFT also will close after-
school union activities and classes. 
 
STUDENTS’ GRADES (See Agree. Art. 8D) 
 
Teachers’ judgments in grading students is to be respected before the principal 
changes a student’s grade. The principal must notify the teacher in writing of the 
reason for the change. 
 
SUMMATIVE END-OF-YEAR CONFERENCE (See “Teacher Evaluation” section) 
 
This is a face-to-face conversation between the teacher and evaluator conducted 
between the last Friday in April and the last Friday that school is in session in June. 
The purpose is to discuss the classroom observations and scored evaluations 
throughout the year. 
 
SUMMER WORK (See Agree. Art. 15) 
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SUMMONS, NOTICE OF (See Agree. Art. 21C; “Due Process/Ratings/Summons” 
section) 
 
SUPERVISOR (See Observation) 
 
SUPERVISORY POSITION-ACTING (See Agree. Art. 7I, 19I; Acting Supervisor) 
 
SUPPLIES (See Agree. Art. 7R, Basic Instructional Supplies; Agree. Art. 7S, Additional 
Facilities, Teacher’s Choice) 
 
SUSPENSION (See Agree. Art. 21D; “Due Process/Ratings/Summons” section) 
 
TEACHER ASSIGNMENTS (See Assignments; Cluster Teacher Program) 
 
TEACHER FILES (See Agree. Art. 21A, 21B; Gale Friedman Arb.; Wendy Hazen 
Step3; Knopf Arb.; Material in File; Observations) 
 
Official files are maintained in the school. 
 
No material derogatory to a teacher’s conduct, service, character or personality shall be 
placed in the files unless the teacher has had an opportunity to read such material by 
affixing her or his signature on the actual copy to be filed with the understanding that 
such signature merely signifies that she or he has read the material to be filed and does 
not necessarily indicate agreement with its content. However, an incident that has not 
been reduced to writing within three months of its occurrence, exclusive of the summer 
vacation period, may not later be added to the file. 
 
The teacher must have an opportunity to read the material in the file. The teacher 
shall acknowledge that she or he has read such material by affixing her or his 
signature on the actual copy to be filed. (Only one copy should be signed.) Such 
signature merely signifies that she or he has read the material to be filed and does 
not indicate agreement with its contents. 
 
A teacher should not refuse to sign a statement that she or he has seen a copy of 
the material to be placed in his/her file. It is understood that this signature does 
not indicate agreement with the content, but is merely an acknowledgment that the 
teacher has, in fact, seen the document before it was placed in the file. 
 
The teacher has the right to answer any material filed and her or his answer must be 
appended to the file copy. The teacher should keep a copy for her or his own records. 
Be sure to confer with the district representative for relevant precedents regarding 
material in the file. 
 
A teacher may examine her or his file in the principal’s office upon appropriate request. 
If the teacher finds material in the file that she or he has had no opportunity to read, the 
teacher should insist on its removal. She or he shall be permitted to reproduce any 
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material in his/her file at no charge.  
 
Negative material in the official file not used in disciplinary actions will be removed 
from the file three years from the date the original material is placed in the file. 
 
If a supervisor keeps in his or her possession private notes or reports on the 
supervision of a teacher, such notes or reports may not be used as an official record 
against the teacher. 
 
The teacher may see her or his file at the DOE only if she or he has some urgent 
reason, with the approval of the executive director in charge of Human Resources. 
 
The principal may not put reports on union activities or copies of grievances into a 
teacher’s file. (Matter of Hazen, Step 3, Nov. 25, 1964) 
 
A teacher’s file will be forwarded in its entirety to the new school when a 
teacher is transferred. 
 
TEACHER LEADERSHIP POSITIONS (See Model, Master and Peer 
Collaborative Teacher) 
 
Currently, there are three teacher leadership positions: Model Teacher, 
Master Teacher and Peer Collaborative Teacher. Teacher leaders take on 
additional responsibilities to support instructional practice in school. To be 
eligible for a teacher leadership position, a teacher must be rated 
Satisfactory, Effective or Highly Effective and must apply to a posting 
created jointly by the DOE and UFT, be interviewed, and selected by a joint 
DOE/UFT selection committee. A principal may then select a teacher leader 
from the pool of candidates identified by the joint DOE/UFT selection 
committee. The positions have a term of one year. 
 
TEACHERS ASSIGNED (See Agree. Art. 11) 
 
Notice of openings for positions of teachers assigned to administrative/district offices 
or central headquarters shall be posted. The notice shall include the job description 
and qualifications for the position. Selection shall be from among qualified applicants 
who are regularly appointed teachers. Notices for district positions shall be posted in 
all district schools and for positions in central headquarters, notice shall be posted in 
all the schools in the system. 
 
The hours of service of a teacher assigned shall be 37½ hours per week, exclusive of a 
daily 30-minute lunch period. The daily schedule shall be 9 a.m. to 5 p.m. unless 
otherwise specified in the assignment. 
 
The work year of a teacher assigned whose work is preponderantly connected with the 
school year instructional program shall be the same as a day school teacher. In addition 
they may be required to serve a week during the Christmas recess, Easter recess or the 
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summer vacation period. 
 
All other teachers assigned shall commence on Sept. 1 and end on Aug. 31. Each 
teacher assigned shall be granted 31 days of vacation, to be scheduled during the 
Christmas recess, Easter recess, summer vacation period and any other period that is 
mutually agreed to with the head of the office or organizational unit. 
 
In the event of a school closing due to snow or other natural disaster, if central and 
borough office within the DOE are NOT closed, teachers assigned must report to work 
or use a personal day. 
 
TEACHER’S CHOICE 
 
Teacher’s Choice enables teachers to exercise their professional judgment in selecting 
a wide range of instructional materials and school supplies. The money for Teacher’s 
Choice is allocated by the City Council as a result of consistent lobbying by the UFT. A 
new circular is issued each year and chapter leaders should call their district 
representative if there is a problem with any aspect of this program. 
 
TEACHERS OF TECHNOLOGY (See Industrial Arts Teachers) 
 
TEACHERS’ PROGRAMS (See Agree. Art. 7A, 7B, 7C, 7K7) 
 
Most elementary schools are programmed for either seven or eight periods per day, 
and teachers have a daily duty-free lunch period (50 minutes) and a preparation period 
each day. In schools that are programmed for an eight-period day, teachers have one 
professional period per week. 
 
In middle/junior high schools, teachers receive a maximum of 25 teaching periods, five 
preparation periods, five duty-free lunch periods and five professional periods per 
week. In Title I schools, senior staff who qualify may be entitled to a maximum of 22 
teaching periods, eight preparation periods, five duty-free lunch periods, and five 
professional periods per week. In non-Title I schools, the same proportion of teaching 
and preparation time to total scheduled teaching time as presently exists in that school 
will continue with a rotation policy established. 
 
In high schools, teachers receive a maximum of 25 teaching periods, five preparation 
periods, five duty-free lunch periods and five professional periods. Teachers who 
have a reduced teaching program (compensatory time) receive one preparation 
period for each five teaching periods. 
 
In middle/junior and high schools, there should not be more than three consecutive 
teaching assignments in a row, except for subjects normally programmed for double 
periods. 
 
In middle/junior and high schools, there should not be more than four consecutive 
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working assignments, including professional periods. 
 
In middle/junior and high schools, the number of different rooms in which assignments 
occur should be held to the absolute minimum administratively possible. 
 
In middle/junior and high schools, the number of lesson preparations should be kept 
at the minimum. Honor classes and modified classes should be considered as 
separate preparations. 
 
TEACHING PERIODS (See Agree. Art. 7B4) 
 
Teaching periods are those in which the teacher is actively involved with the pupils in 
the act of teaching either as an individual or a member of a team and has participated 
in the planning of the instruction to be conducted. 
 
TENURE (See Agree. Art. 21G; Jarema Credit; Probationary Periods; “Due 
Process/Ratings/Summons” section) 
 
Tenure is a status that appointed pedagogues achieve after completing a probationary 
period with satisfactory service and all announced requirements for the position, 
including permanent certification from the State Education Department.  
 
TERMINAL LEAVE (See Agree. Art. 16A; “Leaves of Absence” section) 
 
TERMINATION PAY (See Agree. Art. 16A; “Leaves of Absence” section) 
 
THEFT OF PROPERTY (See Damage or Destruction of Property) 
 
TIME CLOCKS (See Chanc. Memo. #30, 1986–87, time clock arbitration) 
 
Alternative plans to record absence and lateness have been devised in the schools 
so that time clocks can be eliminated. This action was taken as a step toward 
professionalizing teaching. 
 
Paraprofessionals are not required to use a time clock to record daily attendance. 
Paraprofessionals shall follow the same timekeeping procedures as other UFT-
represented professional titles in their school/work place.  
 
In cases of individual documented abuse, an individual paraprofessional may be 
required to use the time clock for a pre-determined period of time if there is evidence 
of excessive lateness.  
 
Per Chan. Reg. C-175, Per-Session Employment, a time clock must be used 
wherever possible in recording the hours of per-session employment. 
 
TRAINING (See Agree. Art. 3B, 8A3, 8G1) 
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TRANSFERS (See Agree. Art. 18A, 18B) 
 
Principals will advertise ALL vacancies as early as April 15 through Aug. 7 on the 
DOE website. Vacancies are defined as positions to which no teacher has been 
appointed except where a nonappointed teacher is filling in for an appointed teacher 
on leave. 
 
Teachers wishing to transfer or teachers who have been placed in excess can 
apply for vacant positions or directly to a school through the Open Market website.  
 
Interviews should be conducted by school-based human resource committees 
composed of pedagogues and administrators. Principals make the final decision 
regarding who is offered a position. 
 
Once offered a position, the transfer cannot be processed unless the principal has 
an approved vacancy in Galaxy, the member has been entered into the vacancy 
and both the principal and member have signed the commitment document. The 
member will receive an email confirming the transfer and the principal of the 
former school will also receive an email informing him/her of the transfer. At that 
point, if the member is transferred and if offered another position, he/she must 
secure the release of the principal of the school to which he/she transferred. 
 
Otherwise, transfers during the transfer period do not require the release of a 
principal. Anyone offered a position after Aug. 7 must secure the release of his or 
her principal. 
 
Hardship Transfers (See UI: Hardship Transfers) 
 
Teachers on regular appointment for three or more years may apply for hardship 
transfers based on medical and/or safety reasons. In order to apply for a transfer based 
on a medical hardship, documentation must be submitted by your physician attesting to 
the fact that the location of your current school assignment places undue hardship on 
either your medical condition or the medical condition of an immediate family member. 
For hardship transfers due to safety reasons you must attach a letter explaining the 
circumstances and the nature of the hardship. You may provide documentation such as 
a letter from a therapist to substantiate your transfer request. If you were the victim of 
an assault, holdup, or other crime or violent incident you must provide the police case 
number for verification. 
 
Upon receipt of an application for a hardship transfer the DOE will promptly review the 
circumstances to determine if a hardship exists. As soon as possible, but no later than 
15 school days after the DOE determines a hardship exists, the DOE will assign the 
teacher to a school as a “hardship transferee” to abate the hardship. Teachers 
assigned as a “hardship transferee” will not be placed in the Absent Teacher Reserve. 
 
For the first two school years following the transfer, the hardship transferee shall not 
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have the right to grieve the failure to receive a program preference, although the 
hardship transferee can grieve the denial of an assignment in the license area. 
 
An employee may remain in “hardship transferee” status for a maximum of two school 
years. During that time the teacher will make good faith efforts to seek a permanent 
position through the Open Market Transfer plan. If a teacher makes a good faith effort 
but has been unable to transfer via the Open Market, he or she will continue in hardship 
transferee status until a vacancy becomes available in his or her license in the school to 
which he or she has been transferred. If there is a vacancy in the school that the 
teacher transferred from, the teacher may request to be returned to his or her original 
school. The request will be granted if there is an available vacancy and the hardship 
has abated. Once a teacher is placed in a vacancy in the school that they had 
transferred to or has transferred via the Open Market Transfer plan, they no longer 
have the right to return to their original school. If a teacher does not make a good faith 
effort to obtain a transfer via the Open Market plan, after two years that teacher can be 
placed in the Absent Teacher Reserve. 
 
Transfers for paraprofessionals (See Paraprofessional Agree. Art. 14) 
 
A.  Effective school year 2005–06, principals will advertise all vacancies. Interviews 

should be conducted by school-based human resources committees (made up of 
pedagogues and administration) with the final decision to be made by the principal. 
Vacancies are defined as openings created by the termination of a regularly 
employed employee or new position assigned to a school or a position in a newly 
constructed or re-designed school. The determination of qualifications for 
employment in an opening in a particular school in the bargaining unit shall be made 
by the head of the school or by the head of the program. 
 
Vacancies will be posted as early as April 15 of each year and will continue being 
posted throughout the spring and summer. Candidates (paraprofessionals wishing 
to transfer and excessed paraprofessionals) will apply to specifically posted 
vacancies and will be considered, for example, through job fairs and/or individual 
application to the school. Candidates may also apply to schools that have not 
advertised vacancies so that their applications are on file at the school should a 
vacancy arise. 
 
Selections of candidates may be made at any time; however, transfers after Aug. 7 
require the release of the paraprofessional’s current principal. Paraprofessionals 
who have repeatedly been unsuccessful in obtaining transfers or obtaining regular 
positions after being excessed will, upon request, receive individualized assistance 
form the Division of Human Resources on how to maximize their chances of 
success in being selected for a transfer. 
 

B. Vacancies in the position of auxiliary trainer A and auxiliary trainer B shall be 
posted for seven school days in all schools in the district in which the vacancy 
occurs. The senior qualified applicant shall be selected. 
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C. The DOE will post notices of available positions in titles such as substitute 

vocational assistant, secretary assistant and teacher’s assistant, so that 
paraprofessionals who meet the qualifications will have an opportunity to apply. 

 
Medical Hardship 
 
Please be advised that in order to claim medical hardship, documentation must be 
submitted by your physician attesting to the fact that the location of your current school 
assignment places undue hardship on either your medical condition or the medical 
condition of an immediate family member. 
 
Assault and other reasons for hardship transfers 
 
Please attach a letter explaining the circumstances. You may provide documentation 
such as a letter from a therapist to substantiate your transfer request. If you were the 
victim of an assault, holdup, or other crime or violent incident you must provide the 
police case number for verification. 
 
TRIAL OF CHARGES (See “Due Process/Ratings/Summons” section) 
 
U-RATINGS (See “Due Process/Ratings/Summons” section) 
 
UNANNOUNCED OBSERVATIONS (See Observations) 
 
UNBECOMING/UNPROFESSIONAL CONDUCT (See “Due 
Process/Ratings/Summons” section) 
 
UNEMPLOYMENT BENEFITS 
 
In general, laid-off members are entitled and should apply for unemployment 
benefits. Substitute teachers who do not work in the summer are not entitled to 
these benefits. 
 
UNSATISFACTORY RATINGS (See “Due Process/Ratings/Summons” section) 
 
USE OF EXCESSIVE FORCE (See Corporal Punishment) 
 
USE OF SUBSTITUTES (See Agree. Art. 7A8, 7B8, 7N) 
 
If a substitute is called to cover for an absent teacher, he or she must be used to 
teach that teacher’s classes; if called to work in the library, he or she must be 
assigned to the library. 
 
VACANCIES (See Assignment; Compensatory Time Position; Transfers) 
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VACATION PAY (See Agree. Art. 3F) 
 
VENDING MACHINES (See Additional Facilities) 
 
VERBAL ABUSE (Chanc. Reg. A-421) 
 
Verbal abuse of students is prohibited. Verbal abuse is not corporal punishment but 
includes language that tends to cause fear or physical or mental distress; that denotes 
racial, ethnic, religious, gender, disability or sexual orientation and which tends to 
cause fear or physical or mental distress; that threatens physical harm; or that tends to 
belittle or subject students to ridicule. 
 
All accused employees and their union representatives present at a disciplinary 
conference in connection to an allegation of verbal abuse are entitled to see and retain 
copies of all witness statements prior to administration of any and all disciplinary action. 
 
VICTIM SUPPORT PROGRAM (See Agree. Art. 10A) 
 
The victim support program offers comprehensive practical assistance and 
psychological support to teachers and other school personnel following crimes and 
violent incidents in school. 
 
In addition, a psychologist will visit schools in the aftermath of serious incidents 
that can cause ripple effect trauma in a staff. 
 
A fellow teacher with knowledge of DOE policy and procedure as well as a working 
knowledge of the criminal and juvenile justice systems will assist the teacher victim in 
dealing with the paperwork, the police, courts and various agencies such as a Workers’ 
Compensation Board. 
 
The goals are to help individuals cope with those aspects of their reactions that may 
interfere with their adequate functioning and to assist victims in resuming their personal 
and professional lives. 
 
VISITATION (See Observation) 
 
WAIVER, TEACHERS ON (See Agree Art. 5B) 
 
WASHROOMS (See Additional Facilities) 
 
WEATHER DELAYS (See Absence; Storm Day Procedures) 
 
WITHDRAWAL OF RESIGNATION (See Agree. Art. 5E, 5F; By-Laws) 
 
A pedagogue who resigns may apply to withdraw his or her resignation and if the 
application to resign is approved, be reinstated provided he or she served a full year 
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(175 days) on regular appointment. Approval requires the pedagogue to have secured 
a position with a school and requires that the pedagogue has made application to 
rescind ON or BEFORE the FIRST day of school. 
 
If he or she had completed his or her probation, he or she has a five-year time limit to 
maintain his/her tenure. 
 
Conditions of reinstatement: 
 

• He or she must pass a medical examination. 
• A probationer must serve a new probationary period. 
• The pedagogue must have the approval of the chancellor. 
• A tenured pedagogue who withdraws his or her resignation (following 

procedure stated above) within five years does not serve a probationary period. 
• A tenured pedagogue who withdraws his or her resignation after five years 

serves a new probationary period and is treated as a reinstated probationary 
teacher. 

• A pedagogue who resigns from one license to resume service on a previous 
license on which he or she had acquired tenure may not withdraw this 
resignation. A pedagogue who withdraws his or her resignation may be 
reinstated on the same salary step or year at which he or she was paid prior to 
resignation. No credit is given for interim substitute service unless his or her 
salary as a substitute was higher than that at which he or she resigned. If he or 
she is appointed from a new eligible list, he or she may get credit for all service 
within a period of 10 years just prior to appointment. (DOE By-Laws) 

 
Retirement credit is granted year for year for prior service. 
 
Reinstated pedagogues are given the same sick leave and sabbatical leave rights 
as they held at the time of resignation. 
 
If a pedagogue was absent for 20 consecutive days without notice and was deemed to 
have resigned, he or she cannot withdraw the resignation unless he or she has 
“reasonable cause.” 
 
WORKDAY (See Agree. Art. 6A; Length of the School Day) 
 
WORK YEAR (See Agree. Art. 6B; Para Art. 4 – A, B, C Length of the School Day)  
 
WORKERS’ COMPENSATION (See Agree. Art. 16A13; “Leaves of Absence” section)  
 
As of 1981 pedagogical members of UFT are not covered under Workers’ 
Compensation. However, as a result of UFT-sponsored legislation, it is now possible for 
eligible teachers of technology education, DOE nurses and therapists and trade 
teachers to receive Workers’ Compensation benefits. The paraprofessionals and lab 
specialists’ agreements supplement their coverage under the Workers’ Compensation 
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Law. These members may receive full pay for the first five days of absence resulting 
from injury that they claim was sustained in the course of their employment. Subject to 
the limitations of the Workers’ Compensation Law, such absence may be charged 
against sick leave reserve if the member submits a doctor’s certificate as required under 
the By-Laws of the Department of Education. 
 
Also, chapter leaders should notify their district representative when members need to 
make claims for Workers’ Compensation. These members, directed by UFT borough 
offices, can receive legal counsel regarding their claims. 
 
WORKLOAD DISPUTES (See Conciliation; Agree. Art. 7, Art. 24 Secretaries; Art. 7L 
Guidance Counselors; Art. 7K7, 7K8 SBST; Memo of Agree. Appendix K-Special 
Education; Art. 23 School Psychologists and Social Workers) 
 
School secretaries, guidance counselors, psychologists and social workers can bring 
the issue of workload before the principal. If it is not resolved the matter can be taken to 
the superintendent and eventually the chancellor. The procedures are found in the 
respective contracts. 
 
X-RAY (See Agree. Art. 21G2; Skin Test) 
 
The DOE and the union shall seek legislation to permit employees a choice of skin 
test or X-ray. Until such legislation is enacted teachers in this system will be given a 
skin test. The skin test will be administered by the Department of Health. Where a skin 
test result proves to be positive, the DOE may require an X-ray test. An enabling 
resolution to this effect was adopted by the Department of Health on May 6, 1962. 
 
YARD DUTY (See “Administrative Assignments,” Circ. 6R) 
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DUE PROCESS/RATINGS/SUMMONS 
 
 
DUE PROCESS (See Agree. Art. 21; Section 3020-a of State Education Law; 
Department of Education (DOE) By-Laws) 
 
Reassignment 
 
In some cases, teachers under investigation or awaiting charges are removed from 
their teaching assignments and are temporarily reassigned to administrative duties in 
their schools or in a DOE administrative office until the investigations are complete or 
their cases are adjudicated in a § 3020-a proceeding. A recent agreement between the 
UFT and DOE states that absent unusual circumstances, allegations being investigated 
by principals will not result in an employee being removed from her or his school. The 
agreement also requires that an employee be notified of the grounds for her or his 
reassignment or that an employee is being investigated by the Special Commissioner of 
Investigation (SCI). In the agreement, the DOE states that it will diligently attempt to 
complete all investigations by the Chancellor’s Office of Special Investigations (OSI) 
within 90 days. Further, a reassigned employee will be returned to her or his school 
unless the reassigned employee is being investigated by the SCI or the case involves 
criminal charges. However, even if a reassigned employee is returned to her or his 
school after six months, the DOE may still bring disciplinary charges against her or him. 
 
A reassigned employee is paid while reassigned except if she or he was found guilty 
or pled guilty to any felony. Also, the DOE can request a special hearing to determine 
whether there is sufficient evidence that the employee engaged in serious misconduct 
such as any actions that would constitute (1) a felony involving a controlled 
substance, (2) a crime involving physical abuse of a student or minor, (3) a felony 
committed on school property or while performing duties, (4) a felony involving a 
firearm, or (5) serious sexual misconduct with a student or a minor such as sexual 
touching, verbal abuse of a sexual nature, solicitation of a relationship or possession 
of child pornography. If a specially appointed arbitrator determines there is sufficient 
evidence that the employee engaged in such conduct, she or he can be suspended 
without pay for up to two or three months. 
 
Cause for discipline 
 
A tenured pedagogue may be disciplined only for just cause, which, by way of 
example, may include, but is not limited to charges such as incompetence, 
insubordination, corporal punishment or sexual misconduct. 
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Procedural rights 
 
The employee is entitled to: 
 

• Receive a copy of the charges and specifics relating to the charges 
• Have a hearing before an impartial arbitrator 
• Be represented by counsel 
• Call witnesses 
• Cross-examine witnesses. 

 
If the hearing officer finds a charged employee guilty of any of the charges, discipline 
can be imposed. The discipline may include a written reprimand, monetary fine, 
suspension without pay or most seriously, termination. If the employee is terminated, 
he or she will also lose his or her New York City teaching licenses(s). However, the 
employee’s permanent state certifications cannot be revoked without another hearing. 
 
Charges may not be brought more than three years after the occurrence of the 
alleged misconduct, unless it constitutes a crime when committed. 
 
Attendance/Lateness 
 
See Attendance/Lateness above in Member’s Rights Section 
 
PARAPROFESSIONAL DISCHARGE (See Agree. Art. 23) 
 
A paraprofessional may be discharged for a good and sufficient reason 
after due consideration by a supervisor having such authority. 
 
If an employee with more than the equivalent of one school term of continuous service 
is discharged, he or she shall be given a written notice of discharge and a statement of 
the general reasons for such action. Such employee will also be afforded an 
opportunity for a prompt and careful review of the discharge in accordance with the 
provisions of the grievance procedures. A paraprofessional who has been discharged 
should contact his or her district representative and/or the UFT borough office as 
quickly as possible. 
 
If the union is not satisfied with the determination made at Step 2, it may appeal the 
decision under Article 22 of the Agreement for final and binding arbitration. In the 
event a para is discharged he or she should notify the district representative. 
 
SUBSTITUTE TEACHER TERMINATION (See Agree. Art. 21D1; DOE By-Laws) 
 
A nonappointed pedagogue filling a full-time vacancy who receives a U-rating 
and is terminated is entitled to review procedures as prescribed in the By-
Laws. 
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RATINGS 
 
Pedagogues filling long-term positions are ordinarily rated once per year. The principal 
must rate any pedagogue who serves 20 days in her or his school. (DOE By-Laws) 
There are currently two evaluation processes in DOE schools. Classroom Teachers, 
who teach an average of two periods daily for at least six months of the school year, 
are evaluated under the Advance Rating System. All other pedagogues are evaluated 
under the S/U system.  
 
The rating officer is ordinarily the principal under either system.  
 
Under the S/U system ratings may be: 
 

SATISFACTORY (S) 
 
UNSATISFACTORY (U) — may be accompanied by a discontinuance of 
probationary service/denial of completion of probation. 
 
DOUBTFUL (D) — may only be given to a probationer in the first year of 
service. The individual may not be completing probation. 
 
NOT APPLICABLE (N/A) — may be used only when a pedagogue is 
reassigned out of his or her regular assignment for disciplinary reasons. It 
applies only for the period of reassignment and cannot be used in any 
proceeding. 
 

A U-rating may be accompanied by a discontinuance of probationary service or denial 
of completion of probation. A pedagogue who receives notice of discontinuance of 
probationary service or denial of completion of probation is entitled to a review 
procedure as provided in Article 5 Section 5.3.4 of the By-Laws. A pedagogue who 
receives such notice should be advised to call the borough office immediately.  
 
A discontinuance of probationary service does not terminate a teacher’s license but 
merely the probationary service in a particular district. If the teacher can secure a new 
position in a different district, he/she can begin a new period of probationary service. 
 
S/U Ratings are due: 
 
Within the last 10 school days of the year, but no later than four days before the end of 
the school year. 

 
Not more than four days following the termination of service for a person whose 
assignment is terminated at some time other than the end of the school year. (By- 
Laws) 
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U-ratings or D-ratings must be accompanied by support data. 
 

Under the Advance system ratings may be:  
 
 HIGHLY EFFECTIVE (HE) 

 
 EFFECTIVE (E) 

 
DEVELOPING (D) — a teacher who receives this rating will be subject to a 
Teacher Improvement Plan (TIP). (See the Advance Ratings section for more 
information.) 
 
INEFFECTIVE (I) — a teacher who receives this rating will be subject to a 
Teacher Improvement Plan (TIP). (See the Advance Ratings section for more 
information.) 
 

Advance Ratings are due: 
 
The Measure of Teacher Performance Rating (MOTP) is due by June 26. Overall 
Ratings, which include Measure of Student Learning (MOSL) Scores, are due  
by Sept. 1.  

 
Consequences of an adverse rating (U or I): 
 
A pedagogue who has not reached the maximum pay step may be denied salary 
increments until they are rated satisfactory, developing, effective or highly 
effective. 

 
Should an adverse rating be reversed on appeal, the employee will retroactively be 
placed on his or her proper pay step with interest. 
An applicant for another license may be denied the license on the basis of adverse 
ratings. 

 
A probationer who receives an adverse rating in the last year of probation may be 
denied tenure.  

 
An adverse rating may lead to attempts to dismiss the person, even when he or she 
has tenure. For the person’s rights in such a case, see “Tenure” in the “Membership 
Benefits” section.  
 
Other ratings pedagogues receive: 
 
Probationers receive a report on teaching service during each year of probationary 
service. This is more detailed than the annual rating for tenured teachers and asks for 
the principal’s recommendation for continuation of service. The teacher must receive a 
copy at the time of filing. 
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Teachers who receive an Ineffective, Unsatisfactory or Doubtful rating, or fear they 
are likely to receive one, should confer with their chapter leader and arrange to see a 
representative in their borough office as soon as possible. They should bring all 
papers that may bear on the rating: reports of observation, notes for reprimand, etc. If 
the teacher is tenured she or he may want to seek the services of the Peer 
Intervention Program. 

 
ADVANCE RATINGS  
 
Overall ratings are based on three components or measures: Measures of Teacher 
Practice (MOTP) accounts for 60% of the rating and Measures of Student Learning 
(MOSL) State and Local comprise the remaining 40%.  

 
In the MOTP portion, teachers are observed multiple times over the course of the year 
and each observation is accompanied by feedback. Evaluators score observations, 
rating eight key components of the Danielson Framework for Teaching (2013) for 
evaluative purposes.  
  
There are four observation options in Advance. The teacher chooses their option at an 
Initial Planning Conference — which is held in the fall — by the last Friday in October.  
 
Measures of Student Learning (MOSL) used in Advance are based on student growth 
over the year. State measures (20% of rating) include state-determined measures, and 
for some grades and subjects, a list of allowable assessments that can be used. Local 
measures (20%) of rating Includes options chosen from a state-approved list by the 
school’s Local Measures Committee and submitted to the principal, who may accept 
the recommendation or opt for the Local Measures default (schoolwide) measure.  
  
Teachers who receive an overall rating of Developing or Ineffective work with their 
evaluators to develop and implement a Teacher Improvement Plan (TIP). These plans 
are not disciplinary in any way and are meant to assist and develop teachers. The plan 
identifies specific improvement areas as well as a timeline and plan for assessing 
improvement. As a part of the TIP, the teacher and his/her evaluator will engage in 
three meetings throughout the school year to discuss and assess the progress the 
teacher has made/is making toward achieving improvement on the outlined activities.  
 
For more information, please see the Advance Educator Guide 2014-15 available on 
the UFT website: www.uft.org/teaching/teacher-evaluation 
 
APPEALS OF ADVERSE RATINGS 
 
Adverse Ratings are not subject to the grievance procedure and are handled 
through the borough offices. 
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All pedagogues have the following procedural rights at appeal hearings: 
• To appear in person 
• To have an adviser present who may be an employee of the DOE or a 

representative of the UFT. The adviser may not be an attorney. 
• To confront witnesses 
• To call witnesses 
• To cross-examine witnesses 
• To introduce relevant evidence 
• To secure a copy of the testimony upon payment of a fee 
 
Advance Rating System 
 
Appeals are filed through the borough offices once final ratings are received in 
September. Teachers who receive an overall rating of Ineffective should contact their 
borough office immediately to begin the appeal process. Appeals under this system 
must be specific and detailed. Trained advisers are available in each borough to assist 
members through the process of filing their appeal.  

 
All appeals must be scheduled within the school year in which they are filed, including 
summer and excluding recess periods. Within 15 school days prior to the hearing the 
department must submit a written response to the appeal and any additional 
documents or written materials specific to the point(s) of disagreement that support 
their response and are relevant to the resolution of the appeal. 
 
There are two appeals under this system: Chancellors Appeals and Panel Appeals.  

 
Chancellor’s Appeals: 
 
Chancellor’s appeals are handled by the Department of Education’s Office of Appeals 
and Reviews. A teacher in year one status (not rated ineffective in the prior year) has 
the right to appeal their rating to the chancellor.  

 
Chancellor’s appeals may address the substance of the rating, compliance with 
negotiated procedures as well as adherence to procedures under State Education 
Department law 3012-C and regulations of the commissioner. Additionally, the 
issuance or implementation of the terms of the Teacher Improvement Plan, if 
applicable, may be addressed.  

 
All grounds for the appeal must be raised with specificity within the appeal. Grounds 
not raised at the time the appeal is filed are deemed waived, and may not be raised at 
the appeal hearing. The overall rating form must be submitted with the appeal.  
 
An adviser/advocate is assigned by the borough office to represent the teacher at their 
appeal hearing. Each side has two hours to present their case. The rating officer may 
appear in person or via video conference or telephone. The teacher and all witnesses 
shall appear in person.   
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Panel Appeals: 
 
The union may select up to 13% of the number of ineffective ratings to take to Panel 
Appeals. The sole basis of these appeals is that the rating was based on “harassment 
or something other than the teacher’s job performance.” The three-member panel is 
made up of one member selected by the UFT, one member selected by the 
Department of Education and a neutral arbitrator. The teacher is represented by an 
advocate from the Appeals Division of the Grievance Department. The teacher bears 
the burden of proving that the rating was based on harassment or something other 
than job performance. Decisions in this forum are due within 30 days of the hearing, 
and are precedential. 
 
S/U Rating System 
 
A pedagogue who receives an unsatisfactory or doubtful rating has three weeks 
(exclusive of summer vacation) to submit notice of appeal in letter form to the 
executive director of the Division of Human Resources with a copy to the principal. If 
the pedagogue appeals directly, a copy should also be sent to the UFT borough office. 
We encourage members to file through their UFT borough office. 

 
It is not necessary or advisable to discuss the basis of the rating in this notice of 
appeal. This applies to regular pedagogues, whether on tenure or probation. Per-diem 
substitutes should also file a notice of appeal. Although they are not covered by the By- 
Laws, they may have an opportunity for an interview. Appeals should be sent by 
certified mail, within three school weeks following receipt of such notice. Once an 
appeal is filed, the pedagogue is considered an appellant. The chancellor will direct the 
rating officer to furnish the appellant with a statement of “reasons, facts and conditions” 
upon which the rating was based. 
 
A chancellor’s hearing officer will summon the appellant and other officially interested 
persons to a hearing to review the matter, no later than one year from the date of the 
rating complained of.  
 
Usual practice of these hearings: 
 
The rating officer presents his or her case. The advocate may cross examine the 
rating officer. 
 
The appellant then presents her or his own case, witnesses, documentary evidence 
and her or his own testimony. The hearing officer may question the appellant. 
 
Testimony is limited to the rating period. Evidence from an earlier or later time is 
inadmissible. 
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An audio recording is made at the hearing and become the official record. A copy may 
be purchased at cost. 

 
Where the record of the hearing is defective, the person is entitled to another hearing.  
 
The appellant has the right to appeal the chancellor’s decision to the state 
commissioner of education or the courts. Unless gross error, malice, prejudice or bad 
faith can be proven, they are not likely to reverse the decision. 
 
A person who wishes to appeal should consult with the borough office. Such an appeal 
(the actual appeal, not merely the notice of appeal) must be filed within 30 days of the 
act complained of. Delay in consulting with an adviser may block an appeal. These 
appeals are not taken frivolously. 
 
PEER INTERVENTION PROGRAM (See Agree. Art. 21I) 
 
See “Members’ Rights” section above. 
 
SUMMONS (See Agree. Art. 21; Educ. Section 2560 and 2568; Sp. Cir. 92, 1976-77) 
 
Regardless of who has summoned the employee to appear, the UFT generally 
recommends that a person not answer any questions that could lead to 
disciplinary or criminal action being taken without proper representation. 
 
A UFT-represented employee who is summoned for an interview, by the principal or 
another DOE employee, that may lead to disciplinary action is entitled to be 
accompanied by a union representative (or a representative employed by the school 
system). An interview that is not held in accordance with these procedures cannot be 
made part of an employee’s DOE personnel or school file, and any statements made 
at such an interview cannot be used against the employee in any DOE proceeding. 
 
Summons to the principal’s office: 
 
If the employee is summoned by the principal, he or she may be accompanied at 
his or her option by the chapter leader or the chapter leader’s designated alternate. 
It is a good practice for any employee, when summoned to a conference by the 
principal, to ask directly if the conference may lead to disciplinary action. The 
principal must then respond either yes or no. if yes, the teacher may then exercise 
the option to have a representative accompany him or her. Do not depend upon the 
principal to voluntarily inform teachers prior to conference that the conference my 
lead to disciplinary action or of their right to representation. 
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Summons to other investigative offices: 
 
Aside from the principal, the Chancellor’s Office of Special Investigations (OSI) and the 
Special Commissioner of Investigation (SCI) regularly seek to interview educators. The 
allegations investigated by SCI usually involve potential criminal activity, financial fraud 
and other serious matters. Sometimes, the Chancellor’s Office of Personnel 
Investigations (OPI) or the Office of Equal Opportunity (OEO) will ask a member for a 
statement and occasionally even the police will go to a school. 
 
If an employee is summoned to OSI, OPI or OEO, your UFT district representative or 
borough office will provide a representative to attend the interview with the employee. 
If a member is summoned by SCI, your UFT district representative or borough office 
will arrange for a criminal attorney to provide representation. The member should 
obtain the investigator’s name and the case number and call the borough office 
immediately. 
 
Summons to the district superintendent’s office: 
 
Employees summoned to the office of a district superintendent or to the Division of 
Human Resources shall be given two days’ notice and a statement of the reason for 
the summons, except where an emergency is present or where considerations of 
confidentiality are involved. The district representative or UFT borough office should 
be notified of any such summons. 
 
Summons to SubCentral: 
 
An employee summoned to SubCentral for a conference to discuss any allegation 
should be accompanied by a union representative. Contact your borough office. 
 
Corporal punishment procedures: 
 
A new DOE circular has improved the procedures for investigating corporal punishment 
allegations. Principals are required to explain the circular to all staff members. In light of 
an increase in reports of such allegations, chapter leaders may want to review with 
members the existing definitions and policies, as well as to alert them to the new 
procedures and their rights. 
 
Chancellor’s Regulation A-420 clearly prohibits corporal punishment. However, it spells 
out the four conditions under which reasonable physical intervention may be 
necessary: (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; or (4) to restrain or remove a pupil whose behavior is disorderly 
and who has refused to comply with request to stop that behavior. 
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The new circular reflects several changes of procedure: 
 
Responsibility for handling corporal punishment allegations resides in the Office 
of Special Investigations. 
 
Notification. The supervisor or someone with knowledge of the alleged 
corporal punishment must immediately report the allegation to the Office of 
Special Investigations before doing anything to investigate the validity of 
the charge. 
 
Investigation. The Office of Special Investigations will determine whether it 
will conduct the investigation or delegate it to the supervisor. (Previously, the 
supervisor always gathered the preliminary information.) If the supervisor is 
chosen to investigate, the Office of Special Investigations “will provide guidance 
and instruction” about how to do so. 
 
Time limits. A supervisor who investigates a report of corporal punishment 
has five working days to file an A-420 Form stating a conclusion about 
whether corporate punishment has taken place. 
 
Hearings. Regardless of who conducts the investigation, prior to any action 
being taken, the accused will have the chance to appear with representation to 
address the allegations and must receive 48 hours’ written notice before any 
hearing. (Before, there were no firm time limits or requirements for advance 
notice of hearings.) 
 
Written clearance. When an inquiry determines that “the staff member has 
not committed corporal punishment or the evidence does not support the 
allegation, the staff member must be so notified, in writing.” This should 
protect members from innuendoes or lingering doubts. 

 
What this means for chapter leaders 
 
As soon as you hear of an allegation of corporal punishment, alert your district 
representative. The UFT strongly recommends that employees do not speak to the 
principal and/or any investigator without an appropriate representative present, even if 
the allegation is false. If the employee wishes, you or your designee can represent 
the employee in any interview conducted by the principal. If an employee is 
summoned to OSI, OPI or OEO, your UFT district representative or borough office will 
provide a representative to attend the interview with the employee. If a member is 
summoned by SCI, your UFT district representative or borough office will arrange for 
a criminal attorney to attend the interview with the member. If OPI asks for a written 
statement, your UFT district representative or borough office will arrange for an 
attorney to assist the employee in writing it. 
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Verbal abuse: 
 
Allegations of verbal abuse are covered by Chancellor’s Regulation A-421. The 
procedures are, generally, the same as in allegations of corporal punishment, except 
that members are not to be reassigned except in extraordinary circumstances. 
 
Summons to Court: (See Court Appearances above) 
 
ARREST OF A MEMBER 
 
If the police should arrest a member in school or for any work-related reason, you as the 
chapter leader should contact your district representative, who will contact the UFT’s 
central office. You should give the UFT representative the name, phone number and 
precinct of the arresting officer along with any other details you have regarding the 
arrest. If a member is arrested at school or for something work-related and notifies the 
UFT, the union will provide a criminal attorney to represent the member up to and 
through an arraignment. 
 
A member who has been arrested or has received a desk appearance ticket for any reason 
must immediately notify IN WRITING her or his immediate supervisor AND the Office of 
Personnel Investigations, 65 Court Street, Brooklyn, NY 11201. (Chanc. Reg. C-105) 
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GRIEVANCES 
 
 
INTRODUCTION 
 
The contract is only as good as its enforcement. At the school level you, the chapter leader, 
are the guardian of the contract. One of your roles is to make sure that members are aware of 
their contractual rights and how the contract not only protects us but also is a tool that can help 
further education (i.e. class-size limits). Knowledge is power. When called upon to protect 
those rights, informal meetings and discussions are always a good place to start. The more 
formal avenues of consultation, conciliation and/or the grievance procedure are also tools at 
your disposal. You must decide which is the best route to take in a particular situation, but you 
need not, and should not, make that decision alone. 
 
The UFT provides numerous support services for chapter leaders. In addition to the contract 
and this handbook, your district representative and the staff at the UFT borough offices are 
there to help you. They have access to grievance precedents, legal advice and a 
knowledgeable and professional grievance department. They also have experience in conflict 
resolution and alternate ways to resolve both grievances and complaints that are not grievable. 
Please call on them for assistance. The UFT also offers chapter leader training sessions and 
workshops specifically designed to assist you in your role as chapter leader. We encourage you 
to take advantage of them. 
 
This section is designed to assist you in analyzing a situation, deciding how best to address it 
and follow it through to its conclusion/resolution. 
 
Determine whether the problem is a grievance 
 
A grievance is a violation of the contract, or of established DOE policy and practice as 
embodied in By-Laws, Circulars, Personnel Memoranda, Chancellor’s Regulations, etc. A 
grievance is not a violation of a so-called “school policy.” A grievance is not a gripe against a 
fellow worker, a personal disagreement or a non-work-related problem. It may be necessary to 
talk to the complainant at length to determine whether or not a grievance exists. Consult the 
relevant sections of this handbook and the appropriate contract to help you decide. It is always 
a good idea to get in touch with your district representative as well. 
 
What if the problem is not a grievance? 
 
Not all disputes rise to the level of a grievance. If you are sure the problem is not a grievance, 
explain to the member why it is not a grievance. Recognize the fact that this situation is real for 
them and that they are seeking your assistance and your guidance. Suggest alternate ways of 
solving the problem, if you can. Although an out-of-school problem is not a grievance, you may 
be able to refer a member to someone who can help him or her. If you are unsure as to what 
guidance to offer, union staff may be able to advise you of other ways to address the issue, such 
as your UFT Chapter Consultation Committee or conciliation. 
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PREPARING THE GRIEVANCE 
 
If you decide that a matter is grievable, it is your responsibility to assist the member in filing 
the grievance and to represent the member and the union at the Step 1 conference. In order 
to determine if a matter is grievable, make sure to check the appropriate contract (remember 
you represent all UFT titles in your school) and contact your UFT district representative. Even 
if you determine, in consultation with your DR, that a matter is not grievable, the member has 
the right to file a Step 1 grievance. However, only the union has the right to proceed to Step 2. 
 
In order to file the grievance properly you must have as much information as possible. Facts 
are ammunition: Be sure you get all the facts from the grievant. Explain to the grievant that you 
are asking questions so that you will both be prepared for whatever questions or arguments the 
DOE presents. Cover all the weaknesses of his or her case as well as the strengths. Do not be 
satisfied with generalities. 
 
Check the appropriate contract; some functional chapters (guidance counselors, secretaries, 
paraprofessionals etc.) have separate contracts. Make note of the article number of those 
sections which are being violated. If you believe there is a violation and cannot find a 
contractual Article that corresponds to the situation, it is possible that the situation is covered by 
regulations, rulings, resolutions, directives, etc. issued by the DOE that govern or affect salary 
and working conditions. It is also possible that there is a violation of a Department of Education 
policy and practice. Violations of policy and practice or regulations, rulings, etc., are grievable 
under Article 20 of the Teacher’s Agreement.  
 
PROCESSING THE GRIEVANCE AT STEP 1 (See Agree. Art. 22B1a) Step 1 grievance 
request 
 
Step 1 grievances must be filed via the UFT’s electronic filing system. As chapter leader, you 
are the only person in your school with access to this system, so it is your responsibility to file 
grievances for any member who approaches you. To file an online grievance, you must go to 
www.uft.org and sign in. Click on the section for chapter leaders and then click on “grievances” 
on the blue menu on the left of the screen and follow the directions for filing a step 1 grievance. 
You must have the member’s payroll name and Social Security number in order to file a 
grievance on her or his behalf. Carefully follow the prompts and instructions to input the 
grievance. (Step-by-step instructions are laid out at the end of this chapter of the handbook.) 
Remember to print copies of the grievance to give to the principal or other appropriate 
supervisor, as well as keeping a copy for yourself, the grievant, and your district representative. 
 
You must give the appropriate supervisor a copy of the grievance within the specified 
contractual time frame! Remember that you have not filed a grievance by filing online! 
The grievance must be submitted to your principal or appropriate supervisor! 
 
The specified time frames for filing a grievance are as follows: 
 
Regular grievance: within 30 school days after the employee has knowledge of the act or 
condition which is the basis of the complaint. 
 
Per session selection, retention or reduction of positions grievances: within two workdays 
after the employee has knowledge of the act or condition which is the basis of the complaint. 
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Salary and leave grievances: within three months after the employee has knowledge of the 
act or condition which is the basis of the complaint. 
 
Reorganization grievances: within two school days after the employee has knowledge of the 
act or condition which is the basis of the complaint. 
 
Once the principal has received the grievance, it is his or her obligation to arrange for a 
grievance conference. 
 
Explain to the grievant why it is important that you represent him or her and to let you do the 
talking. She or he may harm herself or himself. You have the right and obligation to be at the 
Step 1 conference even if you do not represent the grievant. 
 
Before meeting with the principal, prepare the grievant. Discuss possible remedies with the 
grievant and explain what is and isn’t an appropriate remedy. Decide on strategy, how to 
present the grievance, what facts to use and how to answer arguments you anticipate from the 
principal. Discourage the grievant from doing the talking. You are there as a buffer between the 
grievant and the administration. You should present the arguments. Grievants should write 
notes to the chapter leader during the conference if additional arguments need to be raised. 
 
Presenting the grievance 
 
The grievance conference should be conducted at a time and place which affords a fair and 
reasonable opportunity for all persons entitled to be present to attend. 
 
At the conference with the principal, much depends on your attitude. In the process of 
presenting a grievance, a chapter leader and the principal are equals. The principal may 
have the backing of the superintendent, but you have the UFT behind you. Keep notes of 
the grievance hearing for use at the next step, stating the principal’s position. 
 
Start by telling the principal the contractual clause and language that you are relying on. Then 
ask the principal how the condition you’re complaining of came about. This serves several 
purposes. First, it puts the focus on the contract as opposed to a personal matter. Also the 
principal may have information which you do not have, no matter how carefully you prepare your 
case. It makes the principal defend and/or explain his or her actions. It also helps establish real 
communication between you. This is a prerequisite for a fruitful meeting. 
 
Present your case and tell the principal how the union wants this grievance settled. Ask for a 
specific remedy. Remember that the remedy is limited to correcting the contract violation and 
cannot be punitive. If the principal gives you an argument, don’t retreat. Stick to your guns and 
show him or her that the contract supports your position. If the principal offers a possible 
resolution to the grievance, take the grievant outside and discuss it. 
 
Keep the following rules in mind 
 
Don’t lose your temper. Few people can think straight when they’re angry. This isn’t personal, it’s 
about a contract violation. 
 
Don’t let the principal sidetrack you. If it is attempted, talk it through and then come back to the 
facts of the grievance. 
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Don’t be talked into a trade where you lose on one grievance and win on another. This is 
unfair to the grievant involved. It will boomerang against the union. Settle each case on its 
own merits. 
 
However, if a compromise is possible and appropriate, find out before the meeting what the 
grievant would accept. If it becomes evident that a compromise is being offered that you did not 
discuss with the grievant, you may ask for a brief recess and step outside with the grievant to 
discuss it. Do not accept a compromise with which the grievant disagrees or one that would 
violate another member’s rights. If you are not sure about a compromise or a resolution, check 
with your district representative to make sure that the agreement is appropriate. 
 
Don’t let the principal break up the united front between you and the grievant. If a 
disagreement arises, take time to straighten it out in private. Make sure that the grievant is 
prepared for this in advance. 
 
Awaiting a decision 
 
Don’t let the principal stall. Keep the time limits in mind. Remind the principal of these limits. Ask 
for a written decision if a resolution is not reached. Remind the principal that she or he has five 
school days to respond with a written decision from the date of the filing of the grievance. 
 
Make duplicate copies of all of your grievances. Keep a copy for your own records and have the 
grievance appeal, notes of the conference, and Step 1 decision and all documents related to 
the grievance sent to the district representative. These will be invaluable in several ways: 
 

• in pursuing the grievance further. 
• in reducing later disagreements on the facts and merits of the case  
• as suggestions to the union for future negotiations 
• as a way of showing non-believers how the union helps members  

If the grievance is sustained, you have performed a great service for the member. If the 
grievance is denied, discuss with the member whether or not he or she wishes to proceed to 
the next step. If the grievant wishes to go forward to the next step, notify your district 
representative immediately and forward all documents to him or her. 
 
PROCESSING THE GRIEVANCE AT STEP 2 (See Agree. Art. 22B1b) 
 
Once a decision has been rendered at Step 1, the grievance has either been sustained or 
denied. The denial must be reviewed by the union. 
 
Only the union may appeal or initiate grievances at Step 2 and arbitration. 
 
The UFT’s borough grievance committee meets with the district representative to consider 
proceeding to Step 2 on all denied cases. 
 
The grievance committee discusses the merits of the case, reviews precedents and considers 
the possible effect of the grievance on the members of the bargaining unit. (If the grievance 
has been filed by a member of a functional chapter, the chapter leader is called and 
consulted.) 
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If the grievance committee finds that the case has merit, an appeal is filed with the chancellor by 
the UFT borough office, c/o Office of Labor Relations. The borough office will assign a grievance 
advocate, who may be either the district representative or a special representative, to represent 
the member at Step 2. The chapter leader also has the right to be present at the Step 2 
conference and should attend if at all possible. 
 
If the grievance committee declines to press the case further, the grievant is notified. Someone 
from the borough office can explain to the grievant why it is not being pursued to the next step. 
The grievant is informed of the internal appeals process in the letter she or he receives 
indicating that the grievance is not being pursued to the next level. The grievant then has the 
right to appeal the decision of the borough’s grievance committee. This appeal is filed with the 
UFT Grievance Department. If the Grievance Department upholds the decision of the borough’s 
grievance committee not to proceed, the member may appeal to the Administrative Committee 
(Ad Com) of the UFT officers. This is the final level of appeal.  
 
PROCESSING THE GRIEVANCE AT ARBITRATION (See Agree. Art. 22C) 
 
A grievance which was not resolved at the level of the chancellor under the grievance procedure 
may be submitted by the union to an arbitrator for a decision if it involves the application or 
interpretation of the Agreement. 
 
The grievant must proceed through the union. The UFT Grievance Department reviews each 
case not resolved at the chancellor’s level. Should the UFT decide that a case does not have 
sufficient merit to be taken to arbitration, the grievant will be notified and entitled to an internal 
appeal process similar to the one described above. The grievant will also be notified if their 
case will be scheduled for arbitration and the arbitration process will be explained to him or 
her.  
 
OTHER TYPES OF GRIEVANCES 
 
Class-size grievances (See Agree. Art. 22B7, 22G) 
 
When filing class-size grievances, the member need not sign any individual grievance form. 
Rather, the chapter leader and the administration must attempt, during the first 10 days of the 
term, to resolve individual class-size situations. It is expected that during the first 10 school 
days, the principal will consult and seek assistance from the superintendent and the chapter 
leader will consult with the UFT district representative to attempt to resolve all class-size 
problems. Complaints arising at any time during the school year will follow the expedited time 
frame detailed in the Agreement. 
 
If the principal and chapter leader cannot resolve class-size problems within the school, after 
the first 10 school days the union may file a demand for arbitration within two school days of 
their failure to resolve the grievance. You have a right to have access to any computer 
information (RACL reports, master schedule final reports, etc.) regarding class size. 
Remember that this information may change on a daily basis, as students are admitted and 
discharged. 
 
Your district representative will contact you and ask that you provide information regarding 
how many oversized classes there are in your school on the first day of classes, the sixth day 
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of classes and also on the 10th day. It is very important that you provide this information when 
requested. 
 
Per-session grievances and grievances for special groups of teaching staff (See 
Agree. Art. 22B2)  
 
Grievances for per-session employees are presented at Step 1 to the head of the particular 
per-session activity and at Step 2 to the chancellor (by the union). Remember per-session 
selection, retention or reduction of positions grievances must be filed within two workdays 
after the employee has knowledge of the act or condition which is the basis of the complaint. 
 
Safety complaints (See Agree. Art. 10B) 
 
When there is a complaint by a member that there has been a violation of the safety plan, 
such grievance is initiated with the principal. Please go to the UFT website and click on the 
link for safety complaints for more information. 
 
Salary and leave grievances (See Agree. Art. 22B3) 
 
Salary and leave grievances must be filed with the executive director of the Division of 
Human Resources by the union through the borough office. Remember, salary and leave 
grievances must be filed within three months after the employee has knowledge of the act or 
condition which is the basis of the complaint. 
 
School reorganization grievances (See Agree. Art. 22B4) 
 
When grievances arise out of school reorganization and involve class size, teacher programs 
or assignment, there are special time limits. Reorganization grievances must be filed within 
two school days after the employee has knowledge of the act or condition which is the basis 
of the complaint. Article 7 provides a list of the types of grievances covered under this 
process. 
 
Special types of grievances (See Agree. Art. 22B8) 
 
Grievances arising from the action of officials other than the head of a school may be initiated 
with and processed by such officials in accordance with the provisions of Step 2 of this 
grievance procedure. Where appropriate, such grievances may be initiated with the chancellor 
by the union. 
 
This type of grievance may only be filed by the union. 
 
APPR Complaints  

Our contract includes a provision that allows teachers to challenge procedural flaws in their 
observations and/or other aspects of their evaluation. This “streamlined process to resolve APPR 
compliance issues” has come to be known as the APPR Complaint. If the complaint is not 
resolved by the principal or superintendent, it has the potential to be heard at an expedited 
arbitration hearing by a neutral arbitrator. The union is limited to 150 expedited arbitration slots 
each year.  
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An APPR complaint must be filed directly to the principal within five school days of knowledge of 
the occurrence by filling out an APPR Complaint form on the UFT website and presenting a copy 
of the form to the principal. At the same time, the teacher, through you as their chapter leader, 
forwards all pertinent information to his/her district representative, who will attempt to resolve the 
complaint at school and if necessary, the district level 

• If not resolved within 10 school days of filing the complaint, the UFT borough office may 
refer it to the Central UFT Evaluation Committee 

• Central UFT Evaluation Committee reviews all cases referred by the boroughs  
• If a complaint has sufficient merit, the Central UFT Evaluation Committee files an “Intent 

to Arbitrate” with the DOE. The UFT can schedule arbitrations for up to 150 complaints 
each year 

Filing an APPR Complaint 

In order to file an APPR Complaint, the teacher who has the complaint must sign in to the UFT 
website and then click on the link to the APPR Complaint form. The quickest way to get there is 
to type “APPR Complaint” into the search box. The teacher fills in all fields including a brief 
description of the procedural issue(s) in question and then prints out a copy to give to the 
principal, thus initiating the complaint. An email will be automatically sent to the teacher’s district 
representative with all the information provided by the teacher. The district representative will 
then contact the principal and attempt to resolve the issue. Chapter leaders should be ready to 
assist the district representative and the teacher filing the complaint in any way possible.  

 

When to file an APPR Complaint  

It is important to note that this process is limited to compliance issues and cannot be used to 
challenge the judgment of the evaluator in arriving at a teacher’s component ratings. Some of the 
most common procedural errors by evaluators are: 

• Observable components not rated 
• No lesson-specific evidence provided 
• No teacher-specific evidence from 15 days prior to the observation provided for the 

Preparation and Professionalism section 
• Evidence from outside the observation cycle or, for the P&P section, outside of the 15-day 

prior window has been evaluated 
• No feedback given prior to receiving observation report 
• Evidence for component is not aligned to Danielson rubric 

The more knowledge you as chapter leader have about the proper way evaluations should occur, 
the more likely it is that teachers in your school will be evaluated in a fair and objective manner. 
Informing your members of what is required of administration in evaluations and on the 
appropriate use of the APPR Complaint can help us get closer to this goal.  
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GENERAL PROVISIONS AS TO THE GRIEVANCE PROCEDURE 
 
This is a procedure for ensuring that the “DOE plays by the rules.” In other words it’s a 

way to make sure it adheres to the following:  

• The terms of contract. 
• DOE policy as set forth in rules and regulations and in By-Laws. 
• Actual DOE policy . A complaint is not a grievance unless specific articles of the 

Agreement can be shown to have a direct relationship with the act or condition of the 
complaint. 

 
It is a declared objective of the parties to encourage the prompt and informal resolution of 
complaints as they arise and to provide an orderly procedure of their adjustment. At all steps of 
the grievance procedure, all efforts should be made by both sides to engage in real dialogue 
with the goal of resolving the issue. The aim of the conference is to secure the speedy and 
satisfactory adjustment of grievances so as to resolve, insofar as possible, the areas of 
disagreement. 
 
Any member can file a Step 1 grievance. 
 
Matters for which another method of review is prescribed by law or by any rule or regulation of 
the State Education Department or by the By-Laws of the DOE may not be pursued under this 
procedure — for example, ratings, termination of license, etc. Matters in which the DOE is 
powerless to act are excluded. 
 
The DOE may proceed to take the action complained of pending the resolution of the 
grievance subject to the final decision of the grievance. In other words, the fact that a 
grievance was filed doesn’t require the DOE to stop or change what it was doing. It is 
only the successful resolution of or sustained decision regarding a grievance that can 
stop the action. 
 
Any individual employee may process a grievance to Step 1. The union reserves the right to 
proceed to Step 2 and arbitration, and on salary and leave matters. 
 
No employee may be denied her or his rights under Civil Rights Law, Sec. 15, or under State 
Education Law or other civil service laws and regulations. 
 
A member may not attend a grievance hearing if she or he is absent based on a claim of injury 
or illness. Grievants must appear personally at each step of the grievance procedure, except as 
indicated in Article 22B1b. Failure of a grievant to appear at the scheduled grievance hearing 
may constitute grounds for declaring the grievance abandoned. 
 
The chapter leader may not initiate a grievance on behalf of other teachers except in matters of 
class size and certain reorganization grievances. Sometimes, you will find out about a contract 
violation even though the affected person does not complain. Discuss the situation with the 
person involved. Point out the violation. Explain how the union would prevent retaliatory 
measures if the person is reluctant to process a grievance. If the person still does not wish to 
initiate a grievance, you cannot do it for her or him. However, your chapter may be able, during 
the monthly consultation with the principal, to take up in a general way the practice which 
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violates the Agreement. If you are unsuccessful, let the district representative know about it. 
There may be other channels of redress the union can use. If there is a definite contract 
violation, and it impacts more than just the individual, the UFT may be able to bring a union-
initiated grievance on behalf of the grieved member. 
 
The chapter leader can file for the chapter for program deadlines, postings and mandated 
consultations. If you are unsure whether or not it is appropriate for you to file such a 
grievance, consult with you UFT district representative. 
 
Harassment — Special Complaint (See Agree. Art. 23) 
 
Where members believe that persons or groups, including a supervisor, are engaging in a 
course of harassing conduct, or in acts of intimidation, which are being directed against 
them, they can file a special complaint under Article 23. 
 
All members availing themselves of this process must keep an anecdotal record of the 
harassing conduct and give it to their district representative. The UFT borough office will 
review the log and will process it through the Grievance Department if they believe the 
complaint can be successfully pursued. 
A Special Complaint is not a grievance. The process is different so be sure to discuss it 
with your district representative if you have any questions. 
 
Conciliation (See Agree. Art. 24) 
 
Where educational differences related to school-based decisions cannot be resolved, members 
can file for professional conciliation. The areas of dispute can be related to: curriculum 
mandates, textbook selections, program offering and scheduling, student testing procedures 
and appraisal methodology and pedagogical and instructional strategy, technique and 
methodology. 
 
The UFT can request the assignment of a professional conciliator if the dispute cannot be 
resolved at the school level. All members should speak with their chapter leader if a dispute 
arises. 
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STEP 1 GRIEVANCE FILING ONLINE: A MINI-MANUAL 
 
 

You must be registered on the UFT website in order to access the chapter leader 
section of the site, where you will find the form to file Step 1 grievances online. Click 

“sign up” on the home page if you’re not already signed up. 
 
 

Once you are in the chapter leader area of the UFT Web site, CLICK the “grievance briefcase” link 
 

 
 
 

Once in the grievance briefcase, you can choose either to enter new Step 1 grievance cases or to review 
those Step 1 cases previously entered. 
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CLICK the “Step1 Grievance Entry” link to enter the Step 1 Grievance Cases 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OR 
 
 
 
 
 
 
 
 
 
 
 
 
 

CLICK the “Step1 Grievance Listing” link to review cases already created in your school. 
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Step1 Grievance Entry: 
 

Enter Grievant’s First Name, Last Name and SSN (Social Security number) 
 

 
 
CLICK “Submit.” 

 
Note: If the grievant is a new teacher, the UFT may not have payroll information on file, click 

“Continue.” 
 

 
 

Note: If the SSN exists for a different member name, the grievance information will have to be 
faxed to either the respective borough or central office depending on the type of grievance. 
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Step1 Grievance Entry: (Con’t) 
 

 
 

 
You must receive a successful identification of the grievant or be working with a new teacher to 
continue to enter the Step 1 grievance electronically. 
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“Step 1 Grievance Entry” screen appears: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: If the UFT has received DOE payroll information for the grievant, all member information will be 
shown. If not, only the name and last four digits of the SSN will be shown for member 
information. 

 
Step1 Filing Date defaults to today’s date, but it can be changed. The calendar icon can be used to 
select a new date. 

 
Step1 Union Rep defaults to the Chapter Leader’s name, but it can be changed. 

 
Step1 Board Rep is selected from the dropdown box. 

 
 

School information for the grievance defaults to the chapter leader’s school and cannot be changed on 
the Step 1 entry screen. It can be changed by the borough or central office once the case is submitted. 

Calendar icon 
to select Step1 

Filing Date 
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Select the Type of case from the dropdown box: 

 
 

The following types of cases are briefly demonstrated below: 
 

• Per session 
• Group/class size 

 
Per-Session Case Type 

 
 
 
 
 
 

If a per-session case type is 
selected during the months of 
May and June (up to the last 
day of school), you will be 
prompted to select if the case is 
a summer case since either a 
regular per-session or a summer 
per-session case could be 
entered during this time period. 
Entry of the case will not be 
possible until a selection is 
made. 

If a per-session case type is 
selected during the months of 
May and June (up to the last 
day of school), you will be 
prompted to select if the case is 
a summer case since either a 
regular per-session or a 
summer per-session case could 
be 
entered during this time period. 
Entry of the case will not be 
possible until a selection is 
made. 
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Group/Class-Size Case Type 
 
 

Note: A fact sheet must be entered for group and class size grievance cases. A button will appear 
on the screen to enter group/class size information. All group and class size cases will be 
sent to the central office. 

 
 
 
 

CLICK Add Class Size button 
 

 
 

Enter the district superintendent (optional) and principal’s name (required). 
School information defaults to chapter leader’s school, and it cannot be changed. 
Enter class size information and CLICK the “Add Record” button for each class record entered. 

 
Edit and delete options are available for each class record created. 

 
 

Once completed, select the   button. 

Enter a description for the case – up to 30 characters may be entered 
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Contract and article entry 
Select a contract by clicking on applicable contract in the dropdown box. 

 

 
 

 
 
 
 
 
 

Once the contract is selected, select the contract articles by clicking on the “Select Articles” button: 

CLICK to select the appropriate contract articles. 

 

  
 

CLICK “Submit.” 
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Enter comments – It is very important to be as descriptive as possible concerning the grievance. You 
should include a “Remedy Sought” in your comments. 

 

 
 

 
 
Et Al Members 

 
 

CLICK “Add Et Al Members” if more than one grievant is party of the grievance. 

Enter members for the et al grievance. 
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After adding each et al member, they will appear at the bottom of the Step1 Grievance entry screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CLICK “Submit” once all the information is entered. 
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A review screen appears to allow the chapter leader the ability to go back and make any necessary 
changes. 

 
CLICK "Edit Grievance" before submitting the grievance case. 

 
If information entered is correct, CLICK "Submit Grievance" to send the grievance to the appropriate 
UFT borough or central office. 

 
 
 
 
 
 
 

IArt1cles  I  IClass S1ze I   IEt AI •lembers I   IReview I IConfirmation I 
 
 
 

SSN  : XXX-XX-2362 File  = : 67789 
1br Title I Position : TRTRQ I 781BQ 

School : K755 
School District : 00 

ESI : 067789 

 
IGrievance Case  Information 1----------------------, 

 
Step1Filing Date      05114/2008 
Step1Union Rep  BETTY GOTIFRIED 
Step1Board Rep 

00 
K755  -  SCHL OF ADULT CONTNI U NG EDU 
FC  -  FUNCTIONAL CHAPTER 

 
 
 
 
 

Comments I 
Remedy Sought 

GROUP SZI E 
37.5 UNUTES 
TEACHERS  0610112003 - 10/1212007 
6,20 
GROUP S ZE DURING THE 37.5 UNUTESIS OVER 10 STUDENTS,SPEC AL ED 
GROUP S ZEIS OVER 5. 
RE1EDY SOUGHT: GROUP SIZE TO BE REDUCED 

 
 
 
 

RONALD NEWHOUSE 

SSN 
XXX-XX-4442 
XXX-XX-1904 
XXX-XX-4773 

 
 

IClass Information I   
 

Distrci t Super ntendent      1R.LEONARD 
JONES Principal MRS. 1ARY SMITH 

 
 

RONALD NEWHOUSE 

 
C ass Grieved 
2· 201 
1· 432 

 
Type of  Class 
37. 5 
37. 5 

 
Current Register 
15 
12 

 
 
 

Edit Grievance  Submi t Grievance 
 

 
Copyright A© 2007 United Federation of Teachers   I  Pnvacy Policy 
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The REMINDER window appears for chapter leader to notify her or his district representative once she 
or he receives a decision. 

 
CLICK “Continue.” 

 

 
The “Continue” button will turn into “Please wait…” In a few moments, a confirmation page appears. 

 
 
Summer Cases 

 
If the case is a summer case, a REMINDER window appears to tell the chapter leader to fax the summer 
case to the borough office. 

 
CLICK “Continue.” 

 

 
 
The “Continue” button will turn into “Please wait…” In a few moments, a confirmation page appears. 
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The Case Number and Step 1 Deadline Date appear on the screen. Your Step 1 grievance case is now 
created and is at the UFT borough or central offices for review. Submit and print copies of the 
grievance case as indicated. 

 

 
 
CLICK “Return to the grievance briefcase screen” link to exit the Step1 grievance screen. 

 
Case Distribution List 

 
Depending on the type of case entered, the chapter leader submits the grievance to the appropriate 
staff: 

 
Grievance type: Submitted to: 
683 (summer grievance only) Superintendent 
Group size District representative 
Reorganization Principal 
Per session Head of activity 
Class size District representative 
All others Principal 

 
Note: All summer cases must be faxed to the appropriate UFT borough office as well. 
Note: If an error is encountered while processing the grievance case, a message will appear: 
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ENTRY ERRORS 
 
 
Processing Error 

 
 

 
Web Scheduled Maintenance Error 

 
If the case number is not available due to scheduled Web maintenance, the following message will 

appear: 
 
 

 
If an error occurs after Web scheduled maintenance is completed, an email message is sent to the 
chapter leader: 
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Step1 Grievance Rules/Display Errors 

 
 

                                                                             Processing selection 
 
 
 

A 683 case can only be entered from May 1 to the day 
before the beginning of a new school year. 

 

 
 
 

A summer case cannot have a “Y” (Yes) value during the 
school year unless the Step1 filing date falls between May 
1 and the day before the beginning of a new school year. 

 
 
 
 

A summer case cannot have an “N” (No) value during the 
summer where the Step 1 filing date falls between the day 
after the last day of school and before the first day of the 
new school year. 

 
 
 

Step1 filing date cannot be on a weekend or during a 
school holiday. Filing date will be moved forward to the 
next school day. 
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GRIEVANCE LISTING 
 
 

In the grievance briefcase, CLICK the “Step1 Grievance Listing” link. 
 

A listing of grievance cases will appear for the respective chapter leader’s school. 
 

 
 

Each grievance case can be viewed and printed as needed. 
 

By clicking on each heading, the chapter leader can sort the column in either ascending or descending 
order. 
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Pending Cases 
 
 

A case will be in PENDING status if a case # has not yet been generated. If a case is in PENDING status 
for more than 24 hours, please contact your borough office. 

 
 
 
 
 
 
 
 
 
 
 

CLICK “View” Notice Case # is still PENDING. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If a case was unable to be processed, no Case # is generated and the case information can be printed. 
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Note: Any time “fax to borough” or “fax to central” appears in the case number field, the 
grievance must be faxed to the appropriate UFT office, as it was not processed 
completely through the Web. 

 

 
 
 

 
 
 
 

CLICK “Return to the grievance case listing” when finished. 
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TEACHER EVALUATION (ADVANCE)-(COMMISSIONER’S ORDER; MOA 2014, 
DOE/UFT ADVANCE GUIDE) 
 
For the past two years, most teachers have been subject to an evaluation system that 
has been dictated by State Education Law 3012-C, and the state education 
commissioner’s 2013 decision about teacher evaluations.  
 
In April 2015, the New York State Legislature approved a state budget that included 
several education “reforms.” Among them was a new process for teacher evaluation or 
APPR (Annual Professional Performance Review). At the time of this writing, it is 
unclear whether these changes will take effect during the 2015–16 school year or not. 
What follows is a description of important aspects of the evaluation system, if the 
governor’s changes do not go into effect in 2015–16. 
 
IF A CLASSROOM TEACHER TEACHES 40% OF THE TIME AND IS LINKED TO 
STUDENTS FOR SIX MONTHS OR MORE, THE TEACHER IS COVERED BY 
ADVANCE and the teacher’s final rating is based on a combination of Measures of 
Teacher Practice (MOTP) and Measures of Student Learning (MOSL). MOTP is made 
up of observations, rated using the Danielson Rubric, and MOSL is an attempt to 
measure student growth. Teachers are rated Ineffective, Developing, Effective or Highly 
Effective based on a combination of these two components.  
 
Here’s a closer look at the two components:  
 
MOTP: Measure of Teacher Performance 
 
MOTP is the basis of 60% of a teacher’s evaluation. 
 
In the fall of each school year, at the teachers’ Individual Planning Conference (IPC), 
teachers are given the opportunity to choose between FOUR OBSERVATON 
OPTIONS: 
 

Option 1: A minimum of one formal observation (including a pre-observation 
and post-observation) and three informal observations. 
 
Option 2: A minimum of six informal observations. 
 
Option 3 (for teachers rated Highly Effective only): A minimum of three informal 
observations, plus three nonevaluative visits by a colleague. 
 
Option 4 (for teachers rated Effective only): A minimum of four informal 
observations. 
 

MOTP should be an opportunity for teachers to continually grow. In order to ensure that 
the observation process is as fair as possible, there are many rules related to these 
observations. Please consult the DOE Advance Guide from 2014–15 in this handbook 
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as well as the collective-bargaining agreement and MOA of 2014. 
 
Some of the rules regarding MOTP are: 
 

• Teachers must receive an Initial Planning Conference before they are observed. 
• Teachers must receive feedback about an observation within 15 days of the 

observation. 
• Teachers must receive the evaluator form for the observation within 45 days of 

the observation. 
• Only one administrator can score an evaluation (two additional observers can be 

present during an observation, but only one can score). 
• The only people who can observe and rate a teacher are the principal, an AP, the 

superintendent or an assistant superintendent. 
• Informal observations must last a minimum of 15 minutes. Formal observations 

last the entire class period. 
• All observable components from the Danielson Rubric must be scored. 
• No unobserved components may be scored. 
• Each component that is scored must contain evidence. Evidence is composed of 

specific things that are seen or heard during an observation. Language that is 
quoted or paraphrased from the Danielson Rubric does not constitute evidence. 

• Evidence of planning and professionalism (components 1a, 1e, and 4e) that is 
observed outside of the classroom can only be scored if that evidence is 
observed within the 15 days immediately preceding the observation. 

 
If the administration violates any of those rules, members of your chapter can file an 
“APPR Complaint” on uft.org. Please remember that APPR Complaints must be based 
on a procedural error — not a difference of opinion between administrator and teacher. 
APPR Complaints, if found to have merit, can be the subject of arbitration. This 
arbitration can result in positive results for your members. (SEE APPR COMPLAINTS) 
 
MOSL: Measures of Student Learning 
 
At the moment, MOSL makes up 40% of a teacher’s evaluation. This 40% is further is 
composed of a 20% state measure and a 20% local measure. 
 
The state 20% must be based on a state exam if the teacher teaches a course that 
ends in a state exam. If a teacher does not teach such a course, his or her state 20% 
will be based on a NYC performance-based assessment, a third-party assessment or a 
group measure (more on that below). 
 
The local 20% can be based on state exams, performance-based assessments, third-
party assessments or group measures. 
 
A teacher’s MOSL score is most often based on a growth model. A growth model 
purports to measures how much their students grow compared to similar students. 
Similar students are defined by a variety of characteristics, including academic history, 
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IEP status, ELL status, and Title I status. Put simply, this means that a student who has 
always scored a 1 on state tests, who has an IEP, who is an English language learner 
and who is eligible for free lunch will not be compared to a student who has always 
scored a 4, who does not have an IEP, who is not an ELL, and who is not eligible for 
free lunch. 
 
In other cases, a teacher’s MOSL score may be based on target setting, whereby 
teachers set expected targets for their students on a particular assessment, and the 
teacher’s rating is based on the percentage of students who hit their targets. 
 
Teachers can be attached to students for the purposes of MOSL in a variety of ways. 
They are: 
 

• Individual Measures: MOSL score is based on the growth of students that the 
teacher teaches, on an assessment that is associated with his/her classes. 

• Grade Measure: MOSL score is based on the growth of all of the students in a 
particular grade, as measured by one or more assessments.  

• Schoolwide Measure: MOSL score is based on the growth of all of the students 
in a school, as measured by one or more assessments. 

• Linked Measure: MOSL score is based on the growth of the students that the 
teacher teaches, on an assessment that is not associated with his/her classes. 

 
A teacher’s state 20% and local 20% cannot be based on the same assessments and 
the same students. In cases where the same assessment is used for both the state 20% 
and the local 20%, a subgroup of students must be selected for the Local 20%. 
Subgroups can be made up of the lowest-performing third of students, English language 
learners, students with disabilities, or black and Latino males. 
 
Each school should have a MOSL committee made up of members, chosen in equal 
numbers by the principal and chapter leader. The MOSL Committee is tasked with 
recommending the local measures for all teachers in the school. The principal can either 
accept the recommendations of the MOSL Committee, or go to “default,” which is a 
schoolwide measure based on all of the state tests that are administered in the school. 
 
IF A TEACHER TEACHES LESS THAN 40% OR IS NOT LINKED TO STUDENTS 
FOR SIX MONTHS, THAT TEACHER IS COVERED BY THE S/U RATING SYSTEM 
AS OUTLINED IN ARTICLE 8J AND TEACHING FOR THE 21ST CENTURY. 
 
Even though teachers’ Advance Overall Rating is not available at the end of the school 
year, it is critical for teachers and school administrators to come together to reflect on 
available information that may inform student learning and ways to improve teaching 
practice. These conversations take place between teachers and evaluators as part of 
the Summative End-of-Year Conference. Teachers will receive their MOTP score, 
which is a weighted average of all component scores received during the year. 
Components in Domains 2 and 3 are weighted more heavily that Domains 1 and 2. 
Scores from informal and formal observation count equally. 
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On Sept. 1, all teachers receive their overall rating which combines the MOTP, received 
in June and the MOSL for a final overall rating of either Highly Effective, Effective, 
Developing or Ineffective. 
 
A teacher who is rated Ineffective should file a rating appeal. (SEE DUE 
PROCESS/RATINGS/SUMMONS section) 
 
Teachers rated Developing or Ineffective are entitled to a Teacher Improvement Plan 
(TIP). The purpose of a TIP is to assist teachers to work to their fullest potential. The 
plan identifies specific improvement areas as well as a timeline and plan for assessing 
improvement. As a part of the TIP, the teacher and his/her evaluator will engage in 
three meetings throughout the school year to discuss and assess the progress the 
teacher has made/is making toward achieving improvement on the outlined activities. 
 
APPR Complaints 
 
Our contract includes a provision that allows teachers to challenge procedural flaws in 
their observations and/or other aspects of their evaluation. This “streamlined process to 
resolve APPR compliance issues” has come to be known as the APPR Complaint. If the 
complaint is not resolved by the principal or superintendent, it has the potential to be 
heard at an expedited arbitration hearing by a neutral arbitrator. The union is limited to 
150 expedited arbitration slots each year.  
 
An APPR complaint must be filed directly to the principal within five school days of 
knowledge of the occurrence by filling out an APPR Complaint form on the UFT website 
and presenting a copy of the form to the principal. At the same time, the teacher, 
through you as her or his chapter leader, forwards all pertinent information to his/her 
district representative, who will attempt to resolve the complaint at school and, if 
necessary, the district level. 
 
If not resolved within 10 school days of filing the complaint, the UFT borough office may 
refer it to the Central UFT Evaluation Committee. 
 
The Central UFT Evaluation Committee reviews all cases referred by the boroughs  
If a complaint has sufficient merit, the Central UFT Evaluation Committee files an “Intent 
to Arbitrate” with the DOE. The UFT can schedule arbitrations for up to 150 complaints 
each year 
 
Filing an APPR Complaint 
 
In order to file an APPR Complaint, the teacher who has the complaint must sign in to 
the UFT website and then click on the link to the APPR Complaint form. The quickest 
way to get there is to type “APPR Complaint” into the search box. The teacher fills in all 
fields including a brief description of the procedural issue(s) in question and then prints 
out a copy to give to the principal, thus initiating the complaint. An email will be 
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automatically sent to the teacher’s district representative with all the information 
provided by the teacher. The district representative will then contact the principal and 
attempt to resolve the issue. Chapter leaders should be ready to assist the district 
representative and the teacher filing the complaint in any way possible.  
 
When to File an APPR Complaint 
 
It is important to note that this process is limited to compliance issues and cannot be 
used to challenge the judgment of the evaluator in arriving at a teacher’s component 
ratings. Some of the most common procedural errors by evaluators are: 
 

• Observable components not rated 
• No lesson specific evidence provided 
• No teacher specific evidence from 15 days prior to the observation provided for 

the Preparation and Professionalism section 
• Evidence from outside the observation cycle or, for the P&P section, outside of 

the 15 day prior window has been evaluated 
• No feedback given prior to receiving observation report 
• Evidence for component is not aligned to Danielson Rubric 

 
The more knowledge you as chapter leader have about the proper way evaluations 
should occur, the more likely it is that teachers in your school will be evaluated in a fair 
and objective manner. Informing your members of what is required of administration in 
evaluations and on the appropriate use of the APPR Complaint can help us get closer to 
this goal. 
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Letter from Chancellor Carmen Fariña  
 

Dear Colleagues, 

As educators, we are united by a single goal: ensuring that we prepare our students to graduate from high school ready 
to succeed in college and careers. Our transition to the Common Core standards raises the bar for our students and 
underscores the power of high-quality teaching as a tool for helping students reach these higher standards. To support 
our students in meeting these higher standards, we must support teachers in continuously developing their 
instructional practice over time.   

Advance  refers to New York City's first system of teacher evaluation and development that considers both what 
teachers do and how students do. We believe that when our teachers and administrators look at these things together 
with shared goals for student success, it is possible for schools to progress student learning in new ways.  Advance also 
helps the DOE recognize the most effective instructional strategies and use that knowledge to strengthen teacher 
practice by systematically providing teachers rich feedback they can use to develop their practice.  

Last year marked a significant year of growth and change for all of our schools.  My first priority as Chancellor was to 
listen and learn from the talented professionals who were pioneering this work in their schools and classrooms.  
Throughout the year we hosted a number of town halls, focus groups, and feedback sessions to understand the 
experiences our educators were having.  Teachers, administrators, and other colleagues shared key feedback to help us 
improve the policies that drive school-level practices.  We are excited to build off the strong foundation that we laid last 
year.   

Additionally, our newest contract with the United Federation of Teachers (UFT) marks the first time in City history that 
the Department of Education and the UFT have designed an agreement that provides for multiple measures of teacher 
effectiveness. I am proud of the collaboration that led to this contract and the improvements that we agreed to. You will 
find that this guide reflects feedback both the DOE and the UFT heard over the course of the 2013-14 school year. 

This guide explains the key features of Advance, including what changes you can expect in the 2014-15 school year, and 
where you can find support.  I encourage you to take the time to review it and refer back to it throughout the year.  

 

Since last year, more than 10,000 teachers and school administrators have participated in in-person, centrally-led 
training, and thousands more have engaged in school-based training and on-line professional development about 
Advance. It is exciting to recognize our educators’ investment in this work. I am confident that with your support and 
commitment, Advance will help us realize our shared goal of providing a high quality education for our students.  

Sincerely,  

Carmen Fariña 

In this guide, you will find:   
 

 Highlighted policy changes for the 2014-15 school year 

 A detailed explanation of the components of Advance 

 A graphic representation of the scoring components 

 An evaluation timeline so you know what to expect and when 

 Suggested steps you may take during the first few months of the school year 

 A hyperlinked list of resources and supports to guide you in getting the most out of Advance 

http://schools.nyc.gov/Academics/CommonCoreLibrary/About/Standards/default.htm
http://schools.nyc.gov/Offices/advance/default.htm


 

 
 

Advance Guide for Educators  

 

Section One: Get to Know Advance  
 

 

 

 

 

 

 

 

 

 

 

 

Section Two: Implementing Advance in Your School 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section Three: Resources and Support 
 

 

 

Finishing the Year Strong:  End-of-year steps to set our students and educators on a path to 

continuous improvement.  
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shared commitment to ensuring that all students in New York City graduate college and career 

ready.   
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Introduction to Advance 
In New York City, we are focused on ensuring that all students graduate college and career ready.  A large part of 

meeting this goal requires us to prepare our students to think for themselves and pursue questions instead of answers. 

Great teaching is key to achieving these goals and Advance is part of our shared commitment to recognizing and 

strengthening teaching practice. As we enter the 2014-15 school year, we reaffirm our shared commitment to ensuring 

the work of Advance supports teaching and learning in our schools.  

 

We also believe that our schools and communities must be grounded in an ethic of shared responsibility and 

collaboration. Our educators, teachers and school administrators, must engage in a collaborative cycle of observation, 

reflection and feedback. In addition, educators must understand their students’ strengths and areas for improvement.  

To do this, the work of Advance must be aligned and integrated with our daily work by supporting our instructional 

vision, providing us with deeper knowledge of our students, and fostering collaborative professional development.  

 

 

 

 

 

 

 

 

 

 

 

 
 

New York State Policy and Context 
In 2010, New York State passed Education Law 3012-c, introducing significant changes to the Annual Professional 

Performance Review (APPR) for teachers and principals. This law laid the foundation for a more meaningful evaluation 

system that: 

 Incorporates multiple measures of a teacher’s effectiveness; 

 Uses a 4-point “HEDI” (Highly Effective, Effective, Developing, Ineffective) rating scale;  

 Provides teachers with more specific feedback; and  

 Supports school administrators to connect evaluation to professional development.   

The New York City Department of Education (DOE) and the United Federation of Teachers (UFT) are working together 

within these parameters to develop and improve Advance, by structuring choices for schools about the measures that it 

includes and conferring often on the overall implementation of the system.   

 

 

 

 

"I feel that while challenging in its first year of 
implementation, Advance is the most 

significant improvement in teacher evaluation 
in my career.  In addition, Advance creates a 
seriousness and weight to coaching teachers 
that was absent in the prior system of S/U.”  

 

— NYC principal 

NYC Voices 
 

Satisfactory Unsatisfactory Ineffective Developing Effective 
Highly 

Effective 

The previous evaluation system 

2014-15 Citywide Instructional Expectations 

OVERVIEW OF ADVANCE 
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The Importance of Multiple Measures in Advance 
Teaching is a complex and multi-faceted skill, so measuring 

teacher effectiveness and providing developmental 

opportunities to teachers is a complex and multi-faceted 

process. No single tool or method can fully measure a 

teacher’s impact on students. That’s why Advance uses 

multiple measures – both Measures of Teacher Practice 

(MOTP) and Measures of Student Learning (MOSL) – to 

provide teachers with access to various sources of feedback 

and more support to develop as educators.  Using multiple 

measures allows us to get a more complete picture of what’s 

happening in each classroom and ensures fairness and 

accuracy of teachers’ ratings. Additional research supporting 

this approach can be found on the Advance website.  

 

Advance provides teachers and administrators with several opportunities to collaborate and reflect: 

 

 Initial Planning Conference  

 Measures of Teacher Practice 

o Multiple classroom observations, followed by  

written and/or verbal feedback 

 Two different Measures of Student Learning  

o State Measures 

o Local Measures 

 Summative End-of-Year Conference 

 

 

 

 

“The new evaluation system is a great tool to help teachers 
monitor, develop, and/or improve instructional practices that 

allow for professional growth.” 
 

—NYC teacher 

NYC Voices 
 

Multiple Measures Provide a                 
More Complete Picture of Teacher Practice 

State Measures of Student Learning 

Local Measures of Student Learning 

Measures of Teacher Practice 

Frequent cycles 
of observation 

and feedback 

Measures of 
student 

academic growth 

Student surveys 
(non-evaluative 
in SY 2014-15) 

http://schools.nyc.gov/Offices/advance/Background/Research+on+TE/default.htm
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 Establishes a common language 
and increases dialogue about 
effective instruction  
 

 Provides opportunities for teachers 
to be observed and receive 
formative feedback at various 
points throughout the year 

 Provides assessment data that can 
be used to inform a teacher’s 
instruction and professional 
development   
 

 Provides information on student 
progress over the course of an 
entire year and a contributes to the 
summative teacher rating        

MOTP MOSL 

                           

 

Multiple Measures Working Together in Advance 
Measures of Teacher Practice (MOTP) and Measures of Student Learning (MOSL) are mutually reinforcing processes.  

Research supports our belief that a successful system of teacher evaluation and development is one that combines 

actionable feedback from evaluators at multiple points throughout the year and a clear understanding of what students 

learn over the course of the year.  These two subcomponents of Advance complement each other to provide a more 

holistic understanding of what’s happening in each classroom. Each one contributes different aspects to Advance, 

strengthening the system overall and ensuring that everyone is working together to support teachers in the areas that 

will most impact student learning.   

 

 

 

 

 

  

http://www.metproject.org/downloads/MET_Ensuring_Fair_and_Reliable_Measures_Practitioner_Brief.pdf
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 Teachers will be evaluated on only eight components in the Danielson Framework for Teaching (2013). 

Evaluators may use all twenty-two components in the Danielson Framework for formative purposes. 

 Evaluators will provide teachers with feedback within 15 school days of an observation. 

 Evaluators will complete and submit an Evaluator Form within 45 school days of an observation.  

 The total weight for components in Domains 2 and 3 will increase from 75% to 85%.  Together, components in 

Domains 1 and 4 will account for the remaining 15% of the MOTP score. 

 New observation options with fewer evaluative observations are now available to teachers who received an 

overall rating of “Effective” or “Highly Effective” in the previous year.   

 Peer Validators selected by the DOE and UFT will observe teachers rated “Ineffective” in the previous year. 

 

 

 
 

Introduction to Measures of Teacher Practice (MOTP) 
Through MOTP, educators engage in a collaborative cycle of observation, feedback, and reflection. By establishing a 

shared language about instruction, MOTP provides a framework for school communities to use in supporting teacher 

development. Teachers can use this framework to reflect on their practice and discuss their professional growth with 

their school administrators and other colleagues.  School administrators can use this framework to better understand 

where teachers in their schools excel and where they need additional support.  

  

MOTP comprises 60 percent of each teacher’s annual Advance Overall Rating.  As part of MOTP, teachers are observed 

multiple times over the course of the year and each observation is accompanied by feedback. Evaluators score 

observations, rating eight key components of the Danielson Framework for Teaching (2013) for evaluative purposes.  

The remaining components of the Danielson Framework for Teaching (2013) may be used for non-evaluative (i.e., 

developmental) purposes.    

 

MOTP Timeline* 

 
 

 

 

 

 

 

New for 2014-15 
In response to feedback from teachers and school administrators, several changes have been made to the way in which 

MOTP will be implemented in 2014-15.  Some of these changes are highlighted here, and additional information is 

provided in the pages that follow.  These changes will help streamline processes, making Advance easier to implement 

and allowing teachers and school administrators to focus more time on the feedback process. 

Formal and informal observations 

(After Initial Planning Conference and ending June 5
th

) 

Initial Planning Conferences 

(September 2-October 31)  

Summative EOY Conferences 

(April 24-June 26) 

A CLOSER LOOK AT MEASURES OF TEACHER PRACTICE (MOTP)  

*Note that all timelines must be adhered to absent extraordinary circumstances (e.g., certain types of leaves). 
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The Danielson Framework for Teaching 
Advance uses a focused version of Charlotte Danielson’s 

Framework for Teaching (2013), a research-based rubric of teacher 

practice, to assess teachers’ professional skills, behavior, and 

knowledge. The full Danielson Framework is comprised of 22 

Components spanning four Domains: Planning and Preparation, 

The Classroom Environment, Instruction, and Professional 

Responsibilities.  

 

In response to feedback from teachers and school administrators, 

and as agreed to with the UFT, in 2014-15, teachers will receive 

ratings on eight key components of the Danielson Framework.  This 

will allow evaluators to give more focused feedback on the most 

critical areas of teacher practice.  The entire Danielson Framework 

will still be used for formative purposes, but teachers will only 

receive ratings on the following eight components:  

             

 

 

  

 “I am a big believer that teachers need to 
construct next steps with the administrators. We 

try to present the observation evidence to our 
teachers in a way that allows them to highlight the 

most important next steps to focus on. We ask 
what key things they want to work on between 
observations and note those next steps for the 
teacher and the coaches that work with them. 

When an instructional coach visits the teacher to 
offer support, the teacher can feel confident that 
the coach is aware of the collaboratively set next 

steps and is there to help them.” 
 

—NYC principal 

NYC Voices 

 

2014-15 Components:   

 

 

 

 

 

 

 

 

 

 

Components in Domains 2 & 3 are 
weighted more heavily this year than in 
2013-14 (Total weight of 85% instead of 

75%) 

 1a: Demonstrating Knowledge of Content and Pedagogy 

 1e: Designing Coherent Instruction 

 2a: Creating an Environment of Respect and Rapport 

 2d: Managing Student Behavior 

 3b: Using Questioning and Discussion Techniques 

 3c: Engaging Students in Learning 

 3d: Using Assessment in Instruction 

 4e: Growing and Developing Professionally 

http://schools.nyc.gov/NR/rdonlyres/8A4A25F0-BCEE-4484-9311-B5BB7A51D7F1/0/TeacherEffectivenessProgram1314Rubric201308142.pdf
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Initial Planning Conference (IPC) 
The IPC is a mandatory one-on-one meeting between the teacher and evaluator that is held at a mutually agreed upon 

time and occurs prior to any formal or informal classroom observations required by Advance.   
 

Key Requirements of the IPC: 

 This meeting must be held before the last Friday in October (October 31, in 2014).  

 During the IPC, the evaluator and teacher meet face-to-face to discuss expectations 

for the year ahead. (If it is mutually agreed, an additional evaluator may be present.) 

 The teacher selects an observation option (see below).   

 Before or during the IPC, the teacher may consider self-assessing on the Danielson 

Framework and prioritizing 2-4 formative professional goals for the school year 

(Note: the teacher cannot be required to engage in professional goal-setting or self-

assessing at the IPC).   

 At the IPC and Summative End-of-Year Conferences, the teacher and evaluator 

reflect together on a teacher’s practice and develop strategies for improvement to 

further support student learning.   

 At the conclusion of the IPC, the teacher will submit the completed MOTP Observation Option Selection Form. 

The signed form must be kept in the personnel file of the teacher to serve as a record of the teacher’s 

observation option selection and his or her consent to have observations videotaped (see below). The teacher 

should be given a copy of this form for his or her records. 
 

At the IPC, each teacher chooses between four observation options:1  
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
Note: The Safety Net Result, if applicable, will be used to determine teacher eligibility for Observation Options 3 and 4 (e.g., if a teacher’s Advance 
Overall Rating is Developing and the Safety Net Result is Effective, then the teacher will be eligible to select Observation Option 4).   

                                                           
1
 A teacher who selects Observation Option 1 may request that the IPC serve as his or her Pre-Observation Conference. If the evaluator grants this 

request, the IPC must occur between one and 20 school days prior to the formal observation. An evaluator may also choose to hold the Pre-

Observation Conference closer to when he or she plans to hold the observation.  

 

 At least 6 informal observations 
 

Teacher Tip: 

See the      

Starting Strong 

section of this Guide 

for more information 

about planning for a 

successful IPC. 

 

For teachers with an overall “Highly 
Effective” rating in the previous year: 

 At least 3 informal observations 
 3 classroom visits by colleagues 

(teacher may consent to more)  

 At least 1 formal observation
1
  

 At least 3 informal observations 

Option 1 

New! Option 3 

Option 2 

 Formal observations last a full period and involve Pre- and Post-Observation Conferences. They must be scheduled by mutual agreement. 
 Informal observations are 15 minutes or longer. They may all be unannounced and at least one must be unannounced. 
 Classroom visits are non-evaluative opportunities for teachers to observe and learn from the teaching practice of colleagues. 

 

For teachers with an overall “Effective” 

rating in the previous year: 

 At least 4 informal observations 

New! Option 4 

http://intranet.nycboe.net/NR/rdonlyres/2648D3E4-B32B-4E74-AF7E-2251615E9138/0/MOTPObservationOptionSelectionForm_201415.pdf


 

7 
 

 

The Observation and Feedback Cycle 
Evaluative observations of a teacher may begin as soon as the teacher has completed his or her IPC and must be 

completed by the first Friday in June (June 5, in 2015). Note that, beginning this year, no more than one evaluator and 

two school-based observers2 may be present during a formal or informal observation.  

 

Before an observation… 

 Teachers who select Observation Option 1 participate in an individual, face-to-face Pre-Observation Conference 

as part of each formal observation.  This conference must be held within 20 school days preceding the scheduled 

date of the formal observation. The purpose of the Pre-Observation Conference is to review the objectives, 

activities, and expectations for the lesson that will occur during the teacher’s formal observation. 

 

During an observation… 

 The evaluator gathers specific evidence of teacher’s practice, which the evaluator then aligns to the Danielson 

Framework and records on the Annual Professional Performance Review (APPR) Evaluator Form (note that this 

form is new for 2014-15).   

 The specific components assessed during a given observation will depend upon what is observed in the 

classroom during the visit, but may include any or all of the eight components of the Danielson Framework 

evaluated as part of Advance.   

 Evidence related to components 1a, 1e, and/or 4e that is observed by 

the evaluator during the 15 school days immediately preceding a 

teacher’s observation may also be included on the Evaluator Form. 

 

After an observation… 

 Timely, specific feedback that is tailored to the teacher’s strengths 

and growth areas is a critical feature of Advance.  This feedback is 

what establishes the link between evaluation and development. 

Feedback must be provided after every observation. Evaluators are 

                                                           
2 

School-based administrators include District Superintendents, Assistant Superintendents, Principals, Assistant Principals, or other trained 
administrators of the observed teacher’s school. This does not include network-based staff, including Talent Coaches and Achievement Coaches. 

Revised Guidelines for Videotaping and Photographing (New!) 

 All observations will be conducted in person. However, the teacher and evaluator may mutually consent to evaluators not being present 
when videotaping. Teachers will indicate whether they consent to be videotaped on their MOTP Observation Option Selection Form. 

 If a teacher chooses to have his or her observations videotaped he or she shall select among the following options:  
o The evaluator will choose which observations, if any, will be videotaped; or  

o The evaluator shall videotape the observations in the following manner:   

 For Observation Option 1, the formal observation shall be videotaped; 

 For Observation Option 2, two of the informal observations shall be videotaped (at the evaluator’s option);  

 For Observation Option 3, one of the informal observations shall be videotaped (at the evaluator’s option); or 

 For Observation Option 4, one of the informal observations shall be videotaped (at the evaluator’s option). 

 Evaluators who take photographs during Advance observations, should, to the extent practicable, be unobtrusive (for example, 

photographs may be taken at the end of the observation). 

“One thing that I found to be very useful 
was the precision of some of the 

feedback.  I was able to know where I 
needed to put more effort, as well as 

knowing what my strengths were, which 
often get ignored.” 

—NYC teacher 

NYC Voices 
 

http://schools.nyc.gov/NR/rdonlyres/8A4A25F0-BCEE-4484-9311-B5BB7A51D7F1/0/TeacherEffectivenessProgram1314Rubric201308142.pdf
http://intranet.nycboe.net/NR/rdonlyres/3AAA3F87-E729-46DF-AAB7-BC3156EF0773/0/EvaluatorForm_201415.pdf
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required to deliver feedback that is evidence-based and aligned to the eight Danielson components within 15 

school days of the observation.  The format of feedback is at the evaluator’s discretion (e.g., in-person 

professional conversation, email, or note). 

 A completed Evaluator Form must be provided to the teacher within 45 school days following each 

observation. The Evaluator Form shall contain a score on any component that is observed during the 

observation. Evidence related to components 1a, 1e, and/or 4e that is observed by the evaluator during the 

observation or during the 15 school days immediately preceding the observation may also be included on the 

Evaluator Form. From the time an observation is conducted until the time the teacher receives the Evaluator 

Form for that observation, only one additional observation (formal or informal) may be conducted for that 

teacher. 

 For teachers who select Observation Option 1, the Post-Observation Conference must be held at a mutually 

agreed upon time within 20 school days after the formal observation occurs. The Post-Observation Conference 

provides the teacher and evaluator the opportunity to discuss the observation and engage in a meaningful 

conversation about the teacher’s practice and discuss next steps for development. The Evaluator Form should 

be completed and provided to the teacher after the Post-Observation Conference (Note: the completed 

Evaluator Form must be provided to the teacher within 45 school days following the formal observation). 

 

Student Surveys 
Student surveys have the potential to provide your students with a voice in their own learning process and provide you 

with valuable feedback directly from the students who experience your classes every day. In addition, research has 

revealed that student surveys have the potential to be a reliable tool in measuring a teacher’s contribution to student 

learning.   

 

In the 2014-15 school year, New York City will pilot student surveys in two ways: the Tripod Student Perception Survey 

citywide in the spring of 2015; and additional student surveys in a subset of schools in the fall of 2014. These pilots will 

provide teachers and schools with more time to learn how to most effectively implement student surveys as a 

component of a teacher evaluation and development system. This means that student surveys will only be used for 

non-evaluative purposes during the 2014–15 school year. 

 

The Tripod Student Survey, which will be piloted by citywide this year, asks students to give feedback on specific aspects 

of their classroom experience. Students rank their agreement with statements such as “Students in this class treat the 

teacher with respect,” and “My teacher wants us to use our thinking skills, not just memorize.” This feedback will be 

provided via detailed reports that outline for you and your colleagues the overall strengths and areas of improvement 

(Note: this information cannot be used for evaluative purposes in 2014-15).  

 

At the end of the 2014-15 school year, the DOE and UFT will meet to discuss the results of the pilot and the possibility of 

continuing or discontinuing the pilot, as well as the use of student surveys for evaluative purposes. If agreement is not 

reached at the conclusion of the 2014-15 school year, then beginning in the 2015-16 school year, student surveys will 

count for five (5) points of the teacher’s MOTP rating for teachers in grades 3-12.   

 

 

 

 

http://cdn.americanprogress.org/wp-content/uploads/2012/12/MultipleMeasures-2.pdf
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Teacher Improvement Plan (TIP) 

Any teacher who receives an Advance Overall Rating of “Developing” or “Ineffective” for 2013-143 will work with their 

evaluator to develop and implement a Teacher Improvement Plan (TIP) early in the 2014-15 school year. The purpose of 

a TIP is to assist teachers to work to their fullest potential. The plan will identify specific improvement areas as well as a 

timeline and plan for assessing improvement. Key features and requirements include:  
 

 The TIP outlines a plan of assistance for the teacher and establishes a timeline for assessing progress. 

 The TIP should in no way be construed as disciplinary in nature and should be seen by all parties involved as a way to 

improve educator effectiveness through professional development. 

 Teachers who receive an Advance Overall Rating of “Developing” or “Ineffective” will receive a TIP no later than 10 

school days from the first day of school (September 17 in 2014). The TIP will be discussed as a part of the Initial 

Planning Conference (IPC), which will be held within the first 10 school days (by September 17 in 2014). The TIP may 

be subject to further discussion at an additional meeting as described below. Teachers may request the attendance of 

a union representative at these TIP planning meetings.  

 For the 2014-15 school year only, the TIP may be subject to further discussion at an additional meeting in accordance 

with the following:  

o Teachers rated “Ineffective” in the previous school year may request, in writing, a separate meeting to 

further discuss the TIP.  If requested, such meeting shall occur at a mutually-agreed upon time, but no later 

than 20 school days from the first day of school (October 3 in 2014). Based on the feedback received from 

the teacher at this meeting, the principal may modify the TIP prior to 20 school days from the first day of 

school (October 3 in 2014).  

o Teachers rated “Developing” in the previous school year may request, in writing, a separate meeting to 

further discuss the TIP and such request shall not be unreasonably denied. This meeting shall occur at a 

mutually-agreed upon time, but no later than 20 school days from the first day of school (October 3 in 2014). 

Based on the feedback received from the teacher at this meeting, the principal may modify the TIP prior to 

20 school days from the first day of school (October 3 in 2014). 

 As part of the TIP, the teacher and evaluator will engage in the following meetings:  

o Meeting #1: To occur in the same meeting as the Initial Planning Conference (by September 17 in 2014). For 

the 2014-15 school year only, an additional meeting may be scheduled to further discuss the TIP prior to 20 

school days from the first day of school (by October 3 in 2014). Teachers may request the attendance of a 

union representative at these TIP planning meetings. 

o Meeting #2: To occur from January 2 – April 30. 

o Meeting #3: To occur in the same meeting as the Summative End-of-Year Conference. 
 

At each one of the scheduled meetings, the teacher is responsible for presenting evidence to his or her evaluator that 

demonstrates the progress the teacher has made/is making towards achieving improvement on the outlined activities. It 

is the evaluator’s responsibility to maintain copies of all documents used in the development and implementation of the 

TIP, and document the completion of each activity for improvement on the TIP form while the plan is in progress. The 

documentation must be accessible to both the evaluator and the teacher. 

Upon demonstration of progress satisfactory to the evaluator, he or she will inform the teacher through verbal and 

written communication that the TIP has been successfully completed. The evaluator will then place copies of all 

documents used in the development and implementation of the TIP in the teacher’s personnel file within 10 school days 

of the completion of the TIP process. 

 

                                                           
3
 The Safety Net Result, if applicable, will be used to determine teacher eligibility for a Teacher Improvement Plan (e.g., if a teacher’s Advance 

Overall Rating is Developing and the Safety Net Result is Effective, then the teacher will not be required to have a Teacher Improvement Plan). For 
more information about the Safety Net Result, please see the 2013-14 Advance Overall Ratings Guide, available on the Advance Intranet page. 

 

For additional resources and information about MOTP, see the Advance Intranet MOTP page. 

https://intranet.nycboe.net/HR/advance/MOTP/MoTP_Tools.htm
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Introduction to Measures of Student Learning (MOSL)  
Understanding how students are performing is a crucial step toward recognizing outstanding teaching and encouraging 

meaningful improvements in teaching and learning.  Measures of Student Learning (MOSL) allow educators to better 

understand their students’ strengths and how best to support student growth.  The work of Advance provides the 

opportunity for schools to measure student learning in meaningful ways that reinforce their instructional priorities. This 

happens when members of the school community collaboratively make thoughtful decisions about how to measure 

student learning at their school, including which assessments to use, which student groups to target, how to calculate 

student growth, and how to norm and score assessments.  

Students enter our classrooms at very different levels.  This is why all Measures of Student Learning used in Advance are 

based on student growth over the year, not absolute proficiency levels.  This focus on student growth is what drives 

instructional decision-making toward the goal of preparing all students for college and careers. 

MOSL Timeline*  

 

 

 

 

  

 

New for 2014-15 
In response to feedback from teachers and school administrators, several changes have been made to the way in which 

MOSL will be implemented in 2014-15.  Some of these changes are highlighted here and additional information is 

provided in the pages that follow.  Many of these changes have been made to streamline processes and make Advance 

easier to implement, allowing teachers and school administrators to focus on student learning.  

 

 

  

  

A CLOSER LOOK AT MEASURES OF STUDENT LEARNING  

“ 

Grade/Subject MOSL selections 

(by Sept. 17
th

) 

Baseline assessment administration (Sept. 17 – Nov. 7) 

Goal-Setting (by Nov. 17), if selected 

Teacher-level MOSL selections (Nov. TBD) 
 

End-of-year assessment administration 

(dates TBD) 

Use assessment results to inform instruction 

(ongoing) 

 Additional assessment options have been added for many grades and subjects. 

 Schools can choose to administer baseline assessments that are aligned to their strategic assessment plans. 

Your principal and school’s Local Measures Committee will let you know if you should administer a fall baseline 

assessment for MOSL purposes.  

 Results for some baseline assessments (NYC Performance Tasks and certain Periodic Assessments) will be 

available in Schoolnet, an online resource that will help teachers access and analyze assessment data to inform 

planning and instruction.   

 A new option has been added to link teachers to ONLY the students they teach, even if the assessment is not 

administered in a course they teach. 

 Additional time has been allotted during the beginning and end-of-year MOSL-related activities. 
 

*Note that all timelines must be adhered to absent extraordinary circumstances (e.g., certain types of leaves). 
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State and Local Measures of Student Learning  
Measures of Student Learning account for 40% of a teacher’s Advance Overall Rating.  Since we know that multiple 

measures offer a more valid, robust picture of teacher performance and provide teachers with multiple sources of 

feedback, each teacher will have two different Measures of Student Learning: State Measures and Local Measures.  

 

MOSL Components 
Each State or Local Measure includes three components: an assessment, target population, and growth measurement. 

 

For both State and Local Measures, schools have the autonomy 

to select options that best match their school’s culture and 

needs. The principal and the school’s Local Measures Committee 

(LMC) work together to determine the best measures for each 

grade and subject in their school based upon available options 

approved by the state. Making selections at the grade/subject-

level ensures that Measures of Student Learning are applied 

consistently and fairly across all teachers of similar programs at a 

school.   

 

For the State Measures, the principal determines the 

assessments, target populations, and growth measurements for 

each grade/subject. For Local Measures, the LMC recommends 

assessments, target populations, and growth measurements and 

the principal either accepts all of these recommendations or 

opts for the Local Measure Default (a school-wide measure for 

each grade/subject) within 10 school days from the first day of 

school (by September 17 in 2014). The process of selecting State and Local Measures is repeated annually; this ensures 

that schools can adjust selections to reflect lessons learned, new assessments, and evolving student needs.  You 

principal should notify you and your colleagues of the finalized grade/subject State and Local Measures selections at 

your school by September 30. 

 

Example of MOSL Selections 
Here is an example of what MOSL selections may look like for a 4th grade teacher. Note: this is an example only – actual 

measures are dependent upon each school’s selections. All teachers should understand which measures apply to their 

evaluation. If there is any uncertainty, teachers are encouraged to speak to their principal, UFT chapter leader, and/or a 

member of their school’s Local Measures Committee for clarification.  

 

  

 

State 
Measures 

(20%) 

Includes state-determined measures, and for some grades and 
subjects, a list of allowable assessments that can be used (chosen 
by principal where there is choice). 

Local 
Measures 

(20%) 

Includes options chosen from a state-approved list by the 
school’s Local Measures Committee and submitted to the 
principal, who may accept the recommendation or opt for the 
Local Measures default (school-wide) measure. 

Component Definition 

Assessment 

Refers to the assessment used to 
measure student learning. This will 
be a State Assessment, 3

rd
 Party 

Assessment, or a NYC Performance 
Assessment. 

Target 
Population 

Refers to the students included in 
the measure. Target population can 
include students school-wide, in a 
particular grade level, or only those 
students a teacher teaches. 

Growth 
Measurement 

Refers to the method by which 
student growth is measured on a 
given assessment. This will be either 
goal-setting or growth models. 
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The LMC is responsible for making decisions about the items in BLUE (with principal approval).  

The items in RED are pre-determined by the state.  

GRADE/SUBJECT 
STATE MEASURE 

(TO BE DECIDED BY THE PRINCIPAL) 

LOCAL MEASURE  

(TO BE RECOMMENDED BY THE SCHOOL LOCAL MEASURES 
COMMITTEE) 

ELA and/or 
Math  

(4th Grade) 

 

 

Assessment: State Test – ELA (4
th

 Grade) 

Target Population: Individual 

Growth Measurement: Growth Model (SED) 

Assessment(s): _NYC Performance Task – ELA_____ 

Target Population: _____Individual_______________ 

Growth Measurement: ____Growth Model (DOE)___ 

(Optional) Baseline 

Assessment: State Test – Math (4
th

 Grade) 

Target Population: Individual 

Growth Measurement: Growth Model (SED) 

 

Baseline Assessment Administration (Optional) 
Beginning this year, administration of fall baseline assessments for MOSL is optional.4 This provides schools with more 

autonomy to implement Advance in accordance with their school’s context and instructional priorities. Assessment is an 

integral tool to knowing your students’ strengths and supporting their growth, and baseline assessments can provide 

valuable information about where students are starting the year. However, the administration of baseline assessments 

also requires the commitment of operational resources and teacher time for norming and scoring.  

Because baseline assessments can be instructionally valuable, schools may also choose to administer fall baseline 

assessments even if they choose not use the scores for MOSL purposes. For the 2014-15 school year, the fall baseline 

assessment administration window is September 17 – November 7. Additional information on baselines is available in 

the 2014-15 Measures of Student Learning Selections Guide. 

The Importance of Norming Scoring Practices 
New York City Performance Assessments will be scored locally by teachers within each school.  Teacher teams should 

norm their scoring practices, as these assessments present a valuable opportunity to support collaborative professional 

development. By discussing assessment prompts, student work, rubric language, and student scores, teachers can 

establish a common understanding of what students need to know and be able to do.  This information can inform 

planning and instruction.   

 

Additionally, norming scoring practices helps to ensure that all scorers are calibrated to the rubric to ensure fair grading 

practices across students, teachers, and schools.  School administrators or assessment coordinators will work with their 

instructional teams to develop a plan for norming and scoring.  Teachers and school administrators can access 

professional development resources to support norming processes among teacher teams on the Advance MOSL Intranet 

page (forthcoming September 2014).  

 

 

  

                                                           
4
 This policy refers to the administration of baseline assessments for MOSL purposes only. Any assessments that are a required 

component of Response to Intervention must still be administered. 

For additional resources and information about MOSL, see the                                        

Advance MOSL Intranet page. 

http://intranet.nycboe.net/NR/rdonlyres/74C2FBA6-CE53-4A1A-AEFD-25424169188A/0/201415MOSLSelectionsGuide.pdf
https://intranet.nycboe.net/HR/advance/MOSL/MOSL+Tools+2.htm
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As educators, we know that the beginning of the school year is a crucial time for building relationships with students and 

setting the right tone in a classroom.  This time of year is just as important for teachers and school administrators to step 

back and think holistically about the year ahead, discuss professional development goals, and align on a plan for 

support. This section highlights several activities, opportunities, and suggestions that educators can take to start the 

year strong.  
 

Beginning-of-Year Teacher Checklist 
By October 31, 2014, teachers and evaluators hold an Initial Planning Conference (IPC) to meet and discuss instructional 

priorities, student needs, and ensure that Advance supports each individual teacher.  To best prepare for this important 

meeting:  
 

 Ensure that you and your administrator have a shared understanding of the courses you are teaching and your 

instructional priorities.  
 

 Consider completing a self-assessment of teaching practice:  While not required, teachers may consider 

reviewing the Danielson Framework and completing a self-assessment of teaching practice in preparation for the 

IPC.  

 

 Identify 2-4 formative professional goals: The teacher may consider using his or her self-assessment and any 

feedback he or she received from the previous year to prioritize 2-4 formative professional goals for the school 

year. (Note: professional goal-setting is at the teacher’s sole discretion.) Teachers may choose to discuss these 

goals with the evaluator during the IPC. The purpose of professional goal-setting is to support teachers in 

making clear statements about the instructional decisions and pedagogical approaches they want to work on in 

order to maximize academic achievement for all students. Teachers’ self-assessments, reflections on collegial 

and evaluative feedback, and students’ learning objectives (where applicable) should inform these priorities.  

 Decide on your preferred observation option and record this at your IPC using the MOTP Observation Option 

Selection Form. 
 

 Decide whether or not you want to be videotaped for evaluative purposes and record this at your IPC using the 

MOTP Observation Option Selection Form. 
 

 Prepare to discuss your Measures of Student Learning (MOSL): The IPC is an opportunity for the teacher and 

evaluator to discuss the assessments used for a teacher’s MOSLs and upcoming MOSL-related activities (e.g., 

administering and scoring baseline assessments, making connections to MOSL data from the previous year, etc.).  

You will be able to log on to the Advance Web Application later this fall to review your individual teacher-level 

MOSL selections and should discuss any questions you have with your principal to better understand the 

rationale for your school’s MOSL selections. 

 

 Discuss opportunities for collaboration in teacher teams to support the administration and norming and 

scoring of assessments selected as MOSLs using the 75-minute block after the regular instructional day. 

 

 

 

STARTING STRONG  

 

 

Advance at a Glance: September - November 
(for schools that select goal-setting) 
 

Advance at a Glance: September - November 
 (for schools that do NOT select goal-setting) 

 

Beginning-of-Year Steps for School Administrators 
Advance at a Glance: September – November, now 

available on the Advance Intranet page, contains a list 

of key dates and deadlines to support school 

administrators with implementing Advance. 
 

https://learn.arisnyc.org/ia/tag.f1d417a210b88482.render.userLayoutRootNode.uP?uP_root=root&uP_sparam=activeTab&activeTab=3
http://intranet.nycboe.net/NR/rdonlyres/2648D3E4-B32B-4E74-AF7E-2251615E9138/0/MOTPObservationOptionSelectionForm_201415.pdf
http://intranet.nycboe.net/NR/rdonlyres/2648D3E4-B32B-4E74-AF7E-2251615E9138/0/MOTPObservationOptionSelectionForm_201415.pdf
http://intranet.nycboe.net/NR/rdonlyres/2648D3E4-B32B-4E74-AF7E-2251615E9138/0/MOTPObservationOptionSelectionForm_201415.pdf
https://www.nycenet.edu/advance/Login.aspx?ReturnUrl=%2fAdvance
http://intranet.nycboe.net/NR/rdonlyres/0388DF05-2A32-4CB1-9938-8DDB754AC0BC/0/AdvanceataGlanceSeptemberNovember2014_withgoalsetting.pdf
http://intranet.nycboe.net/NR/rdonlyres/A9A1B2CC-8FC2-4744-B693-354751F36C15/0/AdvanceataGlanceSeptemberNovember2014_withoutgoalsetting.pdf
http://intranet.nycboe.net/HR/advance/default.htm
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Our vision for Advance stems from our goal of ensuring that 

every child graduates a critical thinker, prepared for 

college, a career, and a meaningful future. One key to 

achieving this long-term goal lies in the day-to-day actions 

of teachers, school administrators, and DOE staff.  By 

integrating the practices of Advance—increased 

observation and feedback cycles in the context of Common 

Core standards and curricula combined with a collaborative 

focus on student outcomes, we can ensure that all of our 

efforts are truly aligned with our goal.   

Both MOTP and MOSL are designed to strengthen the 

efforts of teachers, teacher teams, school administrators, 

and support staff throughout the entire year.  While the 

Initial Planning Conference and the Summative End-of-Year Conference serve as critical bookends for teachers and 

school administrators to step back and discuss teacher practice, student progress, and professional development, the 

most critical work takes place during the months of school in between these conferences.  The effort that educators 

invest each day in their classrooms is what truly impacts student learning.  Advance is most effective when teachers and 

school administrators find ways to connect it to daily practice.   
 

Best Practices: Integrating MOTP  
Here are some best practices that have emerged across the City 

as teachers and administrators have begun to integrate new 

MOTP structures and practices into their daily work:  

 Use rubric language from the Danielson Framework to 

anchor conversations about teacher practice: 

o Teachers are using the Danielson Framework to talk to 

each other in the hallways and during formative peer 

classroom visits.  Some teachers are incorporating the 

Danielson Framework into self-reflection and 

professional development planning. 

 Build a culture of formative observation and feedback:  

o Principals conduct formative observations to support 

teacher development, in addition to evaluative 

observations.  Teachers also participate in informal peer 

observations.  

 Conduct regular feedback meetings: 

o Principals and instructional teams meet to discuss observations, feedback, and support planned for the day. 

 Communicate frequently and collaboratively set next steps:  

o Teachers and school administrators review multiple sources of information and collaboratively determine areas 

for growth and appropriate next steps. These steps include both professional learning steps and classroom 

practice steps, as well as frequent professional conversations about progress. 

“As someone in the system for 19 years, I believe this 
is the first year we have had true observations of our 

everyday practices.  In the past, we knew when 
administration was coming in to observe us, so our 

lesson plan was not only planned, it was also 
discussed prior to the observation.  With Advance we 
never knew when administration would come in and 

that meant: 1) always being on top of your game; and 
2) it gave administration a clearer picture of what we 

are capable of and how we do it.” 
 

—NYC teacher 

NYC Voices 
 

DAY-TO-DAY  

1. Observe 

The school 
administrator gathers 

lesson-specific evidence 
of teacher practice.  

2. Prepare and Share 
Feedback 

The school administrator 
assesses practice based on 
the Danielson Framework 

and collaborates with 
teacher to prioritize and 

determine 2-3 next steps. 

3. Support and 
Develop 

The teacher implements 
next steps with support. 

http://schools.nyc.gov/Academics/CommonCoreLibrary/About/Standards/default.htm
http://schools.nyc.gov/Academics/CommonCoreLibrary/About/Standards/default.htm
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Best Practices: Integrating MOSL  
Here are some best practices that have emerged during the first year of Advance implementation as teachers across the 

City began to integrate new MOSL structures and practices into their daily work:  

 

 Review student work and assessment results in 

vertical and horizontal teacher teams: 

o Teams of teachers engage in collaborative review 

of student work to better understand the needs of 

individual students as well as grade-level, subject 

area, or school-wide trends.   

 Use norming exercises to plan instruction across 

grades or subjects: 

o Some schools use the assessment norming and 

scoring processes to increase collaboration and 

ensure that teachers share a common 

understanding of student mastery levels, their 

strengths, and growth areas.   

 Use MOSL NYC Performance Task rubrics to review 

student work throughout the year. 

 Use MOSL NYC Performance Task rubrics to spark conversations among students about their own progress: 

o Some teachers share NYC Performance Task rubrics directly with students to build their academic vocabulary, 

encourage them to self-assess their own work, provide feedback on their peers’ work, and inform teacher-

student conversations.   

 Use baseline assessments to determine student starting points: 

o Some teachers who administer baseline assessments review the results early in the year to adjust their 

instructional plans for the year based on the individual needs of their students.   

 Use benchmark and formative assessments to regularly check-in throughout the year to assess student progress:  

o In addition to the baseline assessment and end-of-year assessments, some teachers choose to access centrally-

provided, or create their own, mid-year benchmark assessments that serve as critical check-points for assessing 

student learning.  

o This year, teachers will have access to the 2013-14 NYC Performance Tasks in addition to centrally-provided 

CCLS-aligned benchmark options through Schoolnet. Prior year NYC Performance Tasks may be used as informal 

benchmarks since  they are aligned in structure and skills to this year’s NYC Performance Tasks.    

 

  

Teach 

Assess 
Use results to guide 

instruction 

https://sso.nycenet.edu/
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The end of the school year is a critical time for teachers and school administrators to assess student progress over the 

course of the year and to reflect upon each teacher’s individual professional growth.  Advance plays an important role in 

these reflective processes, and there are a number steps that teachers and school administrators take to wrap up the 

year and to begin planning for the following year.   

 

End-of-Year MOSL Assessment Administration 
Since all MOSL ratings require the administration of an end-of-year assessment, many teachers will need to take specific 

steps related to MOSL at the end of the year.  A comprehensive End-of-Year Assessment Administration Handbook will 

be released to support teachers and school administrators to plan for this process and to prepare them to administer 

assessments, norm and score them properly, and submit student scores for the DOE to calculate ratings. The 2014-15 

End-of-Year Assessment Administration Handbook will be made available to teachers and school administrators in the 

spring of 2015 to support with these processes.  

 

 

 

Summative End-of-Year Conferences 
Even though teachers’ Advance Overall Rating is not available at the end of the school year, it is critical for teachers and 

school administrators to come together to reflect on available information that may inform student learning and ways to 

improve teaching practice. These conversations take place between teachers and evaluators as part of the Summative 

End-of-Year Conference. In order to support teachers with their end-of-year reflection and planning, evaluators are 

expected to take the following steps: 

 

 

 

 

 

 

 

MOTP Weighting for End-of-Year Ratings 
A weighted average of all component scores will determine 

final MOTP scores (see chart to the right). Components in 

Domains 2 and 3 are weighted more heavily this year than 

in 2013-14 (Total weight of 85% instead of 75%). Scores 

from informal and formal observations will count equally.     

  

FINISHING THE YEAR STRONG: END-OF-YEAR STEPS  

Remember, just like during the baseline assessment administration window in the fall, schools will be 
able to dedicate the 75-minute block after the regular instructional day to MOSL-related work. 

Key End-of-Year Evaluator Actions: 
 

 Hold a Summative End-of-Year Conference with each teacher between the last Friday in April (April 24 in 

2015) and the last Friday school is in session (June 26 in 2015).  

 Deliver MOTP Final Summary Forms to teachers, obtain teachers’ signatures, and place in teachers’ 

personnel files by the last day of school (June 26 in 2015). 
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Advance Overall Ratings 
 

Measures of Teacher Practice, State Measures, 

and Local Measures will each have a point value. 

Taken together, these multiple measures lead to 

an Advance Overall Rating for each teacher on the 

HEDI scale – “Highly Effective,” “Effective,” 

“Developing,” or “Ineffective.”   

 

 

 

 

 

 

 

 

 

 

 

  

 

 

MOSL ratings 

40% 
 Communicated to each teacher 

by September 1, 2015. 

 

 

Key Question:  When will teachers receive their EOY ratings? 

MOTP rating  

60% 

Communicated to each 

teacher by June 26, 2015. 
 

 

Combines MOTP and 

MOSL ratings and is 

communicated to teachers 

by September 1, 2015. 
 

 

                  Overall Rating 

                  100% 
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Online Supports 

 

 

Advance Support Help Desk- AdvanceSupport@schools.nyc.gov   
The Advance Support Help Desk is a team of DOE staff dedicated to addressing inquiries about 
Advance from NYCDOE educators. Teachers, school administrators, field support staff, and 
superintendents can email the Help Desk with any questions about Advance. 

 
 
 
 
 

Advance Intranet 
This online hub houses documents and resources designed to support teachers and school 
administrators implementing Advance.  Here, you’ll find up-to-date announcements with 
detailed information about all aspects of Advance including a comprehensive library of policy 
questions and answers. This site will be the home of all Advance-related resources and guidance 
released throughout the year.   
 

Teachers and school administrators, use your regular DOE login information to access this site.  If 
you do not know your log-in information, please use the password recovery and account 
confirmation tool.    

 
 
 
 
 
 

2014-15 Measures of Student Learning Selections Guide 
The New York City Department of Education and the United Federation of Teachers are pleased 
to introduce the 2014-15 Measures of Student Learning (MOSL) Selections Guide. This guide is 
designed to support schools in making thoughtful 2014-15 MOSL selections that are aligned to 
their student needs, instructional priorities, and strategic assessment plans to drive 
improvements in student learning.  

 
 

 

ARIS Learn 
The New York City Department of Education’s Achievement Reporting and Innovation System 
(ARIS) provides a centralized place where DOE teachers and school administrators can explore 
the Danielson Framework through a self-assessment tool and find aligned professional 
development resources, including teaching videos, facilitator guides and protocols to use with 
teacher teams, interactive modules, tools, articles, and podcasts. DOE educators can access ARIS 
Learn by logging into the system (using your DOE ID and password) and clicking on the “Learn” 
tab at the top of the page. 

 
 

 
 

Schoolnet 
In the 2014-15 school year, NYC Performance Tasks and other Periodic Assessments5, as well as 
results from certain NYC Performance Assessments and 3rd Party Assessments will be available to 
all schools in Schoolnet. Schools will be able to view the results of baseline assessments in 
Schoolnet. Assessment results will be available to all schools that administer them, regardless of 
whether the baseline assessment results will be used for MOSL purposes.  
 

School administrators use your regular DOE login information to access this site.  If you do not 
know your log-in information, please use the password recovery and account confirmation tool.    

 

                                                           

5
 These include Periodic Assessments that can also be selected as a MOSL and other assessments from the Periodic Assessment portfolio.  For more 

information about Periodic Assessments available in Schoolnet, review the 2014-15 Periodic Assessment Guide.  

RESOURCES AND SUPPORT OVERVIEW SECTION 7 

mailto:AdvanceSupport@schools.nyc.gov
https://intranet.nycboe.net/HR/advance/default.htm
https://idm.nycenet.edu/selfservice/Login.do
https://idm.nycenet.edu/selfservice/Login.do
https://portal.nycenet.edu/NR/rdonlyres/74C2FBA6-CE53-4A1A-AEFD-25424169188A/0/201415MOSLSelectionsGuide.pdf
https://portal.nycenet.edu/NR/rdonlyres/74C2FBA6-CE53-4A1A-AEFD-25424169188A/0/201415MOSLSelectionsGuide.pdf
https://nyc.schoolnet.com/
https://nyc.schoolnet.com/
https://idm.nycenet.edu/selfservice/Login.do
https://portal.nycenet.edu/NR/rdonlyres/D12057BC-69B4-407A-BA21-FA32F194A587/0/201415PAGuide_Final_061314.pdf
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In-Person Supports 

 Network Staff 

Throughout the year, schools will be supported by achievement coaches and other network 
staff. These colleagues will play a prominent role in implementation and professional 
development by supporting school-based professional development and providing resources to 
ensure schools effectively implement Advance. 
 

 Talent Coaches 

Talent coaches provide support, tools, and resources to evaluators in implementing Advance. 
They partner with superintendents and network instructional staff to support the whole 
system’s ability to implement with quality while meeting compliance expectations. Talent 
coaches are instructional leaders who have served as teachers and hold supervisory licenses.  
Each school’s talent coach will: 

 Work with a consistent group of schools throughout the year; in most cases, these will 
be schools within a community or high school district. 

 Offer job-embedded support for all aspects of Advance implementation, differentiated 
based on school needs.  

 Co-observe classrooms with evaluators during non-evaluative observations to support 
rating accuracy and meaningful feedback practices. 

 Check-in with evaluators and gather feedback to inform system-wide implementation. 

 MOSL Specialists 

MOSL specialists will build the capacity of networks to effectively implement Advance. The role 
of MOSL specialists is primarily to work through network staff to build the capacity of school 
administrators to implement MOSL. School staff may receive professional development from 
specialists on MOSL selections, goal-setting, baseline, and end-of-year assessment 
administration, among other topics.  

 Peer Validators 

Peer Validators will observe and rate teachers who received an Advance Overall Rating of 
“Ineffective” in SY 2013-14. To ensure objectivity, the validator does not have contact with the 
teacher or evaluator as part of the evaluation process, and provides his/her independent 
assessment of the teacher’s practice for comparison with the school-based evaluator’s 
assessment at the end of the rating period. 

 Centrally-provided Professional Development on the Teacher Practice Rubric and Core 
Components of Advance  

Centrally-provided professional development for teachers, school administrators, network staff, 
and district superintendents will supplement the job-embedded support described above, with a 
focus on collaborative engagement around Advance and its role in conducting fair and accurate 
assessments of teacher practice. 
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Glossary of Common Advance Terms and Acronyms  
3rd Party Assessments: Assessments developed by vendors. Many have previously been used in schools across NYC. 
Some of these assessments are closer to performance tasks than standardized, multiple choice-only assessments. 
 
Advance: NYC’s teacher development and evaluation system, as required by the New York State Education Department 
and negotiated by DOE and UFT. 
 
Advance Web Application: The online application that supports Advance implementation.  School administrators and 
other groups can use this application to make MOSL selections, enter goals, submit teacher ratings and monitor progress 
over the course of the year.   
 
Baseline Assessment: An assessment of student performance designed to show growth over time. The baseline is 
administered during the fall and paired with an end-of-year assessment in the spring to measure growth.  In 2014-15, 
the administration of baseline assessments is no longer required for MOSL purposes; rather, Local Measures 
Committees and principals decide whether or not teachers will administer them for MOSL purposes.  Because baseline 
assessments can be instructionally valuable, schools may also choose to administer fall baseline assessments even if 
they choose not use the scores MOSL purposes. Baseline assessments are available to all schools use for their periodic 
assessment plans regardless of if they choose to administer them for MOSL purposes. 
 
Evaluator: Any authorized district superintendent, assistant superintendent, principal, or assistant principal (or other 
trained administrator) of the observed teacher’s school who has received the requisite training to properly observe, 
evaluate, and/or score the teacher’s Advance Overall Rating in accordance with Education Law 3012-c and as outlined in 
the NYC’s APPR plan. 

Evaluator Form: The form completed by the evaluator within 45 school days of a teacher’s evaluative observation for 
Advance.  The Evaluator Form shall contain lesson-specific evidence for components observed during an observation and 
teacher-specific evidence for components relating to professionalism and preparation that may have been observed 
within fifteen (15) school days prior to the observation. The Evaluator Form also has a space for additional evaluator 
notes, which are optional. The report can be prepared by entering teachers’ ratings in the Advance Web Application or 
off-line by printing a blank form from the Advance Web Application. The form must be signed by the teacher and the 
evaluator and placed in the teacher’s file in accordance with the CBA. 

Evidence: Specific, observable features of teaching practice captured by evaluators taken during any formal or informal 
classroom observation; may also include direct observations of practice related to components 1a, 1e and/or 4e 
captured within 15 school days preceding an observation. Any notes are the sole property of the evaluator and do not 
constitute a record of the teacher observation process and, therefore, will not be included within a teacher’s file. 
Evidence is drawn from the observation process, including notes recorded on the evaluator report. 
 
Feedback: Evidence-based commentary that is aligned to the Danielson Framework.  The primary purpose of feedback is 
to reinforce strengths and to help teachers improve; for example, evaluators may note areas of growth that were 
observed and also note one or two areas of improvement.  Evaluators must provide teachers with feedback in any 
format (verbal or written communication) within 15 school days following an evaluative observation.   

Formal Observation: A full-period observation scheduled at a mutually agreed upon date and time. Formal observations 
must be preceded by a Pre-Observation Conference held no more than 20 school days before the observation is 
scheduled to occur and followed by a Post-Observation Conference held no later than 20 school days after the 
observation occurs. 

Goal-setting: Measurement method that examines students’ progress in relation to goals set for students at the 
beginning of the year. For some assessments, suggested goals are provided by the DOE. For individual target 
populations, goals are set by the teacher and submitted to the principal for approval. For grade and school target 



 

21 
 

populations, goals are either set by the Local Measures Committee or the principal (depending on the Committee’s 
selections). If the principal is responsible for setting these goals, then he/she sets the goals and submits them for 
approval to the superintendent.  
 
Growth models:  Growth models measure the extent to which the students included in a teacher’s measure grow over 
the course of the year.  Students’ growth is always compared to that of similar students. The DOE or SED will provide 
student growth scores and the accompanying teacher rating to teachers and principals after assessments have been 
administered.  
 
HEDI Rating: The numerical value a teacher receives based on the evaluator(s) scoring of the components within each of 
the four (4) Danielson Domains. The 1-4 HEDI score represents the numerical value associated with the four (4) 
performance rating categories (Ineffective, Developing, Effective, and Highly Effective) established by the Commissioner. 

Peer Validator: A teacher who was selected through a joint DOE-UFT process, who observes and rates teachers who 
received an “Ineffective” rating in the previous year. To ensure objectivity, the validator does not have contact with the 
teacher or evaluator as part of the evaluation process, and provides his/her independent assessment of the teacher’s 
practice for comparison with the school-based evaluator’s assessment at the end of the rating period. 
 
Informal Observation: An observation lasting a minimum of 15 minutes; does not require prior notification to the 
teacher. All can be unannounced and at least one must be unannounced. 

Initial Planning Conference (IPC):  A mandatory one-on-one meeting between the teacher and evaluator that is 
scheduled at a mutually agreed-upon time and occurs prior to any formal or informal classroom observations required 
by Advance.  During the IPC, the evaluator and teacher discuss expectations for the year ahead and the teacher selects 
his or her Observation Option. This year, the IPC must be held no later than Friday, October 31, 2014. 

Local Measures: One subcomponent of Advance. The category of Measures of Student Learning that includes options 
recommended by the School Local Measures Committee and approved by the principal (or default chosen). Options 
include State Assessments, 3rd Party Assessments, and NYC Performance Assessments. If the committee cannot reach 
consensus, or the principal does not approve their recommendation, a default, school-wide measure will be used. 
 
Measures of Student Learning (MOSL): Two subcomponents of Advance. All teachers will receive two MOSL ratings: one 
based on State Measures and one based on Local Measures. State Measures account for 20 percent of a teacher’s 
Overall Rating, and Local Measures account for 20 percent of a teacher’s Overall Rating. 
 
Measures of Teacher Practice (MOTP): One subcomponent of Advance.  In 2014-15, all teachers will receive a rating on 
MOTP, based on classroom observation ratings on eight components of the Danielson Framework for Teaching (2013). 
MOTP ratings will as account for 60 percent of a teacher’s Overall Rating.  
 
NYC Performance Tasks: Open-ended item type assessments (e.g., evidence-based essay) developed by NYC teachers, 
DOE, and assessment experts and scored against common rubrics. NYC Performance Tasks are one type of assessment 
option that is eligible for MOSL purposes.  
 
Observation Option: The choice a teacher makes about how he or she will be observed and rated.  This year, there are 
four options to choose from: Option 1 (at least one formal and at least three informal observations); Option 2 (at least 
six informal observations); Option 3, which is only available to teachers rated Highly Effective based on the Safety Net 
Result in 2014 (at least three informal observations, plus three classroom visits by a colleague); and Option 4, which is 
only available to teachers rated Effective based on the Safety Net Result in 2014 (at least four informal observations). 
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State Measures: One subcomponent of Advance. The category of Measures of Student Learning that includes State 
Assessments or, where there are no State Assessments, the list of allowable assessments that can be used. Where there 
are choices in State Measures, the principal makes the choice.  
 
Student Survey: The applicable Tripod Student Perception Survey administered to students for which the teacher has 

been designated as the teacher of record. For SY 2014-15, the two (2) surveys administered will be the Tripod 

Elementary Student Perception Survey for teachers of grades 3-5 and the Tripod Secondary Student Perception Survey 

for teachers of grades 6-12. For the 2014-15 school year, teachers of grades 3-12 will use the grade-appropriate Tripod 

Student Perception Survey for non-evaluative purposes only. At the end of 2014-15, the DOE and UFT will meet to 

discuss the results of the pilot and discuss the possibility of continuing or discontinuing the pilot and use of student 

surveys for evaluative purposes. If agreement is not reached at the conclusion of 2014-15, then beginning in 2015-16, 

student surveys will count for 5 points of the teacher’s MOTP rating for teachers in grades 3-12.   

 

Target Population: The students who may be included in the State or Local Measures for a given assessment:  

 Individual: Only those students that a teacher teaches. 

 Grade: Students in a given grade level. 

 School: All students within the school. 

 Linked: Includes only the teacher’s students who take an assessment administered in another teacher’s course 

(e.g., a HS Theater teacher is evaluated based on the growth of only his/her students on the 9th and 10th grade 

NYC Performance Tasks in ELA). 

 

Teacher Improvement Plan (TIP): A plan provided by an evaluator to a teacher rated “Developing” or “Ineffective” in the 

previous school year. The plan identifies specific improvement areas as well as a timeline and plan for assessing 

improvement. As a part of the TIP, the teacher and his/her evaluator will engage in three meetings throughout the 

school year to discuss and assess the progress the teacher has made/is making towards achieving improvement on the 

outlined activities. 



    

ANNUAL PROFESSIONAL PERFORMANCE REVIEW (APPR)  
EVALUATOR FORM 

 

Teacher Name: ________________________   Teacher ID:   _________   
 

School Year:    ________________________ School Name/DBN:  _________ 
_________________________________________________________________________________________ 

CLASSROOM OBSERVATION: 
In each observation, all components for which there is observed evidence must be rated. Each form must contain lesson-
specific evidence for each of the components observed during a classroom observation.  
 

This observation was: (check one) 
 Formal Observation (full period)  Informal Observation (15 minute minimum) 
 
Date of Observation: ______________  Time/Period: _____________________  
 

Component Ineffective Developing Effective 
Highly 

Effective 

Not 

Applicable 

1a: Demonstrating knowledge of content & pedagogy 

 
1 2 3 4 N/A 

1e: Designing coherent instruction 

 
1 2 3 4 N/A 

2a: Creating an environment of respect and rapport 

 
1 2 3 4 N/A 

2d:  Managing student behavior 

 
1 2 3 4 N/A 

3b: Using questioning and discussion techniques 

 
1 2 3 4 N/A 

3c:  Engaging students in learning 

 
1 2 3 4 N/A 

3d:  Using assessment in instruction 

 
1 2 3 4 N/A 

4e:  Growing and developing professionally 

 
1 2 3 4 N/A 

_________________________________________________________________________________________ 



    
ASSESSMENT OF PREPARATION AND PROFESSIONALISM: 
In this section of the form, evaluators should rate evidence for components 1a, 1e, and 4e that was observed within 
fifteen (15) school days prior to the classroom observation as part of an assessment of a teacher’s preparation and 
professionalism. Each form must contain teacher-specific evidence for each of the components observed. 

 

Component Ineffective Developing Effective 
Highly 

Effective 

Not 

Applicable 

1a: Demonstrating knowledge of content & pedagogy 

 
1 2 3 4 N/A 

1e: Designing coherent instruction 

 
1 2 3 4 N/A 

4e:  Growing and developing professionally 

 
1 2 3 4 N/A 

 

Additional Evaluator Notes (please attach more pages, as necessary): 

 

 

 

 

 

 

 

 

 

Teacher’s signature: _________________________________________ Date________________ 

(I have read and received a copy of the above and understand that a copy will be placed in my file.) 

 
Evaluator’s name (print): _____________________________________ 

Evaluator’s signature: ________________________________________ Date________________ 



2014 CONTRACT
MEMORANDUM OF AGREEMENT

MEMORANDUM OF AGREEMENT (the “MOA” or “Agreement”) entered into this_______day of _________ by and 
between the Board of Education of the City School District of the City of New York (the “Board”) and the United 
Federation of Teachers, Local 2, AFT, AFL-CIO (the “Union”) modifying certain collective bargaining agreements 
between the Board and the Union that expired on October 31, 2009, as set forth more particularly below. 

IN WITNESS THEREOF NOW, THEREFORE, it is mutually agreed as follows:

1. INTRODUCTION
The collective bargaining agreements between the Board and 
the Union which expired on October 31, 2009, covering the 
titles and/or bargaining units set forth in paragraph 3, below, 
shall be replaced by successor agreements that shall continue 
all their terms and conditions except as modified or amended 
below. 

2. DURATION
The terms of the successor agreements shall be from Novem-
ber 1, 2009 through October 31, 2018.

3. WAGES

A. Ratification Bonus
A lump sum cash payment in the amount of $1,000, pro-rated 
for other than full time employees, shall be payable as soon as 
practicable upon ratification of the Agreement to those employ-
ees who are on the payroll as of the day of ratification. This 
lump sum is pensionable, consistent with applicable law, and 
shall not be part of the Employee’s basic salary rate.

B. 2009-2011 Round –
Salaries and rates of pay as customarily done:
 i. 5/1/15: 2%
 ii. 5/1/16: 2%
 iii. 5/1/17: 2%
 iv. 5/1/18: 2%

C. Structured Retiree Claims Settlement Fund
Upon ratification, the City shall establish a Structured Retiree 
Claims Settlement Fund in the total amount of $180 million to 
settle all claims by retirees who have retired between Novem-
ber 1, 2009 through June 30, 2014 concerning wage increases 
arising out of the 2009-2011 round of bargaining. The Fund will 
be distributed based upon an agreed upon formula.

D. Retirements after 6/30/14 shall receive lump sum 
payments based on the same schedule as actives as set 
forth below in paragraph E.

E. Lump Sum Payments stemming from the 2009-
2011 Round and schedule for actives for those 
continuously employed as of the day of payout.
 i. 10/1/15 – 12.5%
 ii. 10/1/17 – 12.5%
 iii. 10/1/18 – 25%
 iv. 10/1/19 – 25%
 v. 10/1/20 – 25%

F. General Wage Increases
Salaries and rates of pay as customarily done:

 i. 5/1/13: 1%
 ii. 5/1/14: 1%
 iii. 5/1/15: 1%
 iv. 5/1/16: 1.5%
 v. 5/1/17: 2.5%
 vi. 5/1/18: 3%

G. Entry Level Salary Schedule
a. A joint labor-management committee shall be estab-

lished to discuss increases to the entry level steps on 
the salary schedule for the pedagogues and increases 
for physical therapist, hearing officers (Per Session), 
nurses, and occupational therapist titles.

b. A fund in the amount of $20 million shall be estab-
lished for these purposes.

H. Healthcare Savings
a.  The UFT and the City/DOE agree the UFT will exercise 

its best efforts to have the MLC agree to the following:

i. for fiscal year 2015 (July 1, 2014-June 30, 2015), 
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there shall be $400 million in savings on a city-
wide basis in health care costs in the NYC health 
care program.

ii.  for fiscal year 2016 (July 1, 2015-June 30, 
2016), there shall be $700 million in savings on 
a citywide basis in health care costs in the NYC 
health care program.

iii.  for fiscal year 2017 (July 1, 2016-June 30, 
2017), there shall be $1 billion in savings on 
a citywide basis in health care costs in the NYC 
health care program.

iv.  for fiscal year 2018 (July 1, 2017-June 30, 
2018), there shall be $1.3 billion in savings on 
a citywide basis in health care costs in the NYC 
health care program.

v.  for every fiscal year thereafter, the savings on a 
citywide basis in health care costs shall continue 
on a recurring basis.

vi. The parties agree that the above savings to be 
achieved on a Citywide basis are a material term 
of this agreement.

vii.  In the event the MLC does not agree to the above 
citywide targets, the arbitrator shall determine 
the UFT’s proportional share of the savings tar-
get and, absent an agreement by these parties, 
shall implement the process for the satisfaction 
of these savings targets.

viii.  Stabilization Fund: (1) Effective July 1, 2014, 
the Stabilization Fund shall convey $1 billion to 
the City of New York to be used in support of the 
pro rata funding of this agreement. (2) Commenc-
ing on July 1, 2014, $200 million from the Sta-
bilization Fund shall be made available per year 
to pay for ongoing programs (such as $65 welfare 
fund contribution, PICA payments, budget relief). 
In the event the MLC does not agree to provide 
the funds specified in this paragraph, the arbitra-
tor shall determine the UFT’s proportional share 
of the Stabilization Fund monies required to be 
paid under this paragraph.

 I. Dispute resolution regarding paragraph H.
a.  In the event of any dispute, the parties shall meet and 

confer in an attempt to resolve the dispute. If the par-
ties cannot resolve the dispute, such dispute shall be 
referred to Arbitrator Martin F. Scheinman for resolu-
tion.

b.  Such dispute shall be resolved within 90 days.

c.  The arbitrator shall have the authority to impose 
interim relief that is consistent with the parties’ intent.

d.  The arbitrator shall have the authority to meet with the 
parties at such times as the arbitrator determines is 
appropriate to enforce the terms of this agreement.

e.  The parties shall meet and confer to select and retain 
an impartial health care actuary. If the parties are 

unable to agree, the arbitrator shall select the impar-
tial health care actuary to be retained by the parties.

f.  The parties shall share the costs for the arbitrator and 
the actuary the arbitrator selects.

J. Covered Titles and Rates of Pay
The increases pursuant to B and F above and lump sum pay-
ments pursuant to E above cover the following titles and rates 
of pay:

1. Teacher
2.  Teacher’s Assistant
3.  Teacher Aide
4.  Educational Assistant
5.  Educational Assistant A-I
6.  Educational Assistant A-II
7.  Educational Assistant B
8.  Educational Associate
9.  Auxiliary Trainer
10.  Bilingual Professional Assistant
11.  Guidance Counselor
12.  School Psychologist and School Social Worker and 

related titles
13.  School Secretary and related titles
14.  Laboratory Specialist and Technician
15.  Mental Health Worker
16.  Attendance Teacher
17.  Bilingual Teacher in School and Community Relations
18.  Education Administrator
19.  Education Analyst/Officer
20.  Associate Education Analyst/Officer
21.  School Medical Inspector
22.  Director and Assistant Director of Alcohol and Sub-

stance Abuse Programs
23.  Registered Nurse, Occupational Therapist, Physical 

Therapist and related titles
24.  Supervising Nurse, Supervising Physical Therapist 

and Supervising Occupational Therapist
25.  Supervisor of School Security
26.  Adult Education Teacher
27.  Sign Language Interpreter
28.  Occasional Per Diem Teacher
29.  Occasional Per Diem Secretary
30.  Occasional Per Diem Paraprofessional
31.  Education Associate A
32.  Auxiliary Trainer A
33.  Educational Associate B
34.  Auxiliary Trainer B
35.  Per Session Rate
36.  Coverage Rate
37.  Shortage Rate
38.  Daily Training Rate
39.  Staff Development Rate
40.  Lead Teacher Differential
41.  Hearing Officer (Per Session)

All longevities, step increments, differentials and other 
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rates of pay not otherwise covered in Appendix A or else-
where in this Agreement shall be increased as customarily 
done in a manner consistent with the increases set forth in 
paragraphs B, E and F above, unless explicitly excepted.

K. Any disputes arising under this section 3 of this Agreement 
shall be determined by Martin F. Scheinman. The parties shall 
share the costs of his services.

4. PAPERWORK
Article 7R of the collective bargaining agreement covering 
teachers shall be amended to add the following:

Curriculum
The Board of Education (DOE) agrees to provide teachers with 
either a year-long or semester long Curriculum that is aligned 
with State Standards in all Core Subjects.

Curriculum is defined as:
 a) a list of content and topics;
 b) scope and sequence; and 
 c)  a list of what students are expected to know and be able 

to do after studying each topic.

Core Subjects are defined as follows: Math (including, but not 
limited to, Algebra and Geometry), Social Studies, English 
Language Arts, Science (including, but not limited to, Gen-
eral Science, Biology, Earth Science, Chemistry and Physics), 
Foreign Languages and other subject areas named by the DOE 
and shared with the UFT. It is understood that the DOE’s obli-
gation to provide curriculum shall extend to Core courses that 
may be electives.

It is further understood by both parties that there are instances 
where teachers may want to participate in the development 
of curriculum. Such instances include, but are not limited 
to, the creation of new themed schools or programs within a 
school, or where a teacher or group of teachers wishes to cre-
ate or help create a set of lessons around a particular theme 
or subject, where approved by the principal. Nothing in this 
agreement is intended to prohibit voluntary collaboration or 
work by teachers and other school staff on curriculum.

However, if there is a specific request by the DOE or a school 
administrator for a teacher or teachers to write curriculum, 
then the teacher(s) must be given sufficient time during the 
work day to do so, in accordance with provisions of the col-
lective bargaining agreement or given sufficient time after 
school, in accordance with the provisions of the collective 
bargaining agreement pertaining to Per Session.

The failure to provide curriculum as defined above shall be 
subject to the grievance and arbitration procedures set forth 
in Article Twenty-Two of the collective bargaining agreement. 
However, such grievances shall be strictly limited to whether 
a curriculum, as defined above, was provided. The sufficiency 
and quality of the curriculum provided shall not be grievable. 

Paperwork Reduction
The following shall replace Article 8I of the collective bargain-
ing agreement covering teachers and shall be added to the 
other UFT-BOE collective bargaining agreements:

A Central Paperwork Committee (the “Central Committee”) 
will convene within 30 days of the ratification of this agree-
ment by the UFT. The Central Committee will be made up 
of an equal number of representatives appointed by the UFT 
President and the Chancellor. The representatives appointed 
by the Chancellor will include someone from the office of the 
Deputy Chancellor for Teaching and Learning. The Central 
Committee will meet at least monthly, on the first Wednes-
day of the month or at a mutually agreeable time, to review 
system-wide paperwork issues (whether paper or electronic), 
including, but not limited to, the requests for data in con-
nection with the Quality Review process. The Central Com-
mittee will also establish, subject to agreement by the Chan-
cellor and the UFT President, system-wide standards for the 
reduction and elimination of unnecessary paperwork (“Sys-
tem-wide Standards”). Should the Central Committee fail to 
establish System-wide Standards approved by the Chancellor 
within 60 days of their first meeting, either the UFT or the 
Board (DOE) may request the assistance of a member of the 
Fact-Finding Panel of Martin F. Scheinman, Howard Edelman 
and Mark Grossman, or another mutually agreeable neutral, 
to help facilitate the Central Committee’s discussions. Should 
the intervention of a neutral not result in an agreement by 
the Central Committee approved by the Chancellor within 60 
days of the neutral’s involvement, the DOE and UFT will sub-
mit position statements to said neutral who will issue a bind-
ing decision. The neutral’s decision setting the System-wide 
Standards shall be subject to Article 75 of the New York State 
Civil Practice Law and Rules. 

Once the System-wide Standards have been established they 
will be distributed to all schools and key stakeholders (includ-
ing SLT Chairpersons, PA/PTA Presidents, UFT Chapter Lead-
ers, UFT District Representatives, District Superintendents 
and CSA Representatives). Thereafter, District/High School 
Superintendency Paperwork Committees (“District Commit-
tees”) shall be established in each community school district 
and high school superintendency. The District Committees 
shall meet monthly, at a regularly scheduled time, for the 
purpose of addressing paperwork issues (whether paper or 
electronic) at the school level and to ensure the system-wide 
standards are being implemented properly in schools. These 
District Committees will be made up of an equal number 
of representatives appointed by the UFT President and the 
Chancellor. The representatives appointed by the Chancellor 
shall include the District/High School Superintendent or his/
her designee.

Employees (including those in functional chapters) may 
request that their Chapter Leader raise school-specific paper-
work issues (whether paper or electronic) before the District 
Committee. Subject to approval by the Chancellor, if a District 
Committee agrees on the resolution of the paperwork issue, 
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the resolution shall be enforced by the District or High School 
Superintendent. In the event that a District Committee can-
not agree on the resolution of an issue raised by a Chapter 
Leader of an individual school, the District Committee shall 
refer the issue to the Central Committee for review. Subject to 
approval by the Chancellor, if the Central Committee agrees 
on the resolution of an issue raised by a Chapter Leader, the 
resolution shall be enforced by the District or High School 
Superintendent.

For alleged violations of the System-wide Standards the UFT 
may file a grievance, in accordance with the grievance and 
arbitration procedures set forth in Article 22 of the collec-
tive bargaining agreement. It is understood that, prior to a 
grievance being filed, the paperwork issues shall go through 
the committee process as described above. Such grievances 
shall be filed directly with the DOE’s Office of Labor Relations 
(“OLR”), which may be scheduled for arbitration within 20 
days of notice to OLR. The parties shall negotiate pre-arbi-
tration hearing procedures so that each party is aware of the 
allegations and defenses being raised at the arbitration. All 
arbitration days shall be part of the existing number of days as 
set forth in the CBA (as modified by this Agreement). An arbi-
trator may hear up to three (3) paperwork grievances on each 
arbitration date. The arbitrator will issue a brief award that is 
final and binding upon the parties, within five (5) school days 
of the arbitration. 

Unit Planning
Article 8E of the collective bargaining agreement covering 
teachers shall be amended to add the following:

A “Unit Plan,” also known as a “Curriculum Unit,” means 
a brief plan, by and for the use of the teacher, describing a 
related series of lesson plans and shall include: (1) the topic/
theme/duration; (2) essential question(s); (3) standard(s); (4) 
key student learning objectives; (5) sequence of key learning 
activities; (6) text(s) and materials to be used; and (7) assess-
ment(s). 

Teachers that are provided with a Curriculum (as defined in 
this agreement) have a professional responsibility to prepare 
Unit Plans. No teacher shall be required to prepare a Unit 
Plan for each curriculum unit, other than the attached, brief, 
one-page form agreed upon by the UFT and DOE, including 
teachers of multiple subjects for the same group of students 
(e.g., elementary school teachers, teachers of self-contained 
classes), who will include each subject taught on the attached 
one page form. Teachers shall not be required to prepare a 
Unit Plan in any format other than the attached form, agreed 
upon by the UFT and DOE.

A principal or supervisor may collect and/or copy a Teacher’s 
Unit Plan provided that the principal/supervisor either (i) dis-
cusses the Unit Plan at the next professional conference (e.g. 
pre-observation or post-observation conference) pursuant to 
the observation cycle or as otherwise permitted by the parties’ 
APPR plan, or (ii) uses the Unit Plan for professional learn-
ing (e.g., non-evaluative conferencing with the principal or 

other administrators) within 20 school days of the collection 
or copying, absent unforeseen and unusual circumstances.

5. WORKDAY

I. SINGLE SESSION SCHOOL
Article 6 of the Teachers’ CBA shall be amended to add the 
following:

Detailed below are the terms for a one (1) year pilot to occur 
during the 2014-2015 school year only. Should the parties 
wish to continue this model, they must agree in writing to do 
so by June 15, 2015. If no such agreement is reached, the 
workday shall automatically revert to the provisions of Article 
6 in the 2007-2009 teachers’ collective bargaining agree-
ment and corresponding articles in other agreements.

  The following shall apply to single session schools only. 
The parties have agreed to repurpose the 150 minutes per 
week of extended time in Article 6.A.2 and all faculty and 
grade conference time as set forth below:

 A.  Default Workday Configuration for Teachers:
Unless modified through a School Based Option 
(“SBO”) pursuant to Article 8B of the Teachers’ CBA, 
the following shall apply to Teachers in Single Session 
Schools:

1.  The school day shall be 6 hours and 20 minutes 
Monday through Friday.

2.  On Mondays and Tuesdays, the day shall start no 
earlier than 8 a.m. and end no later than 4:00 p.m. 
The parties have agreed to repurpose the 150 min-
utes per week of extended time and all faculty and 
grade conference time be used instead as follows:

 a.  On Mondays when school is in session there will 
be an 80-minute block of Professional Develop-
ment immediately following the conclusion of 
the school day. Professional Development shall 
be collaboratively developed by a school based 
committee as set forth below in section B of this 
Article. If less than the entire 80-minute period 
is taken up by Professional Development activi-
ties, then the time will be utilized for Other Pro-
fessional Work as set forth below.

 b.  On Tuesdays when school is in session there will 
be a 75-minute block immediately following the 
conclusion of the school day that consists of 
40-minutes for Parent Engagement activities as 
set forth below in section C of this Article, imme-
diately followed by a 35 minute block of time for 
Other Professional Work as set forth in Sec. D 
of this Article. If less than the entire 40-minute 
block of time is taken up by Parent Engagement 
activities, then the time will be utilized for Other 
Professional Work as set forth Section D of this 
Article. 
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3.  On Wednesday through Friday, the day shall begin no 
earlier than 8 a.m. and end no later than 3:45 p.m.

4.  On citywide professional development days the 
workday shall be 6 hours and 50 minutes.

 B.  Professional Development:
Each school (and program functioning as a school) 
shall form a School-Based Staff Development Com-
mittee (“SDC”). Such committee will include the 
Chapter Leader and consist of equal number of mem-
bers selected by the Chapter Leader and the Princi-
pal, respectively. The SDC shall collaboratively review, 
consider and develop the school-based professional 
development that is offered during the Professional 
Development block to be relevant to all participating 
staff-members, supportive of pedagogical practices 
and programs at the school and reasonable to prepare 
and complete during the Professional Development 
block. The Principal shall review the SDC’s work but 
shall have final approval of Professional Development.

 School and District and Functional Chapter Based Staff 
Development Committees, as described below and in 
corresponding agreements, shall each meet during the 
last clerical half day scheduled in June and/or a portion 
of the time during the workdays prior to the start of 
the instructional year when students are not in atten-
dance, to begin their work regarding the upcoming and 
following school year’s professional development. In 
addition, each may choose to also meet to continue 
their work during times when Other Professional Work, 
as defined herein, is appropriate. 

 It is recognized by the parties that some Professional 
Development activities will be appropriate for all staff 
and some will be most relevant to certain groups of 
staff members. Accordingly, schools are encouraged, 
where appropriate, to include differentiated profes-
sional development activities for groups or titles, 
including functional chapters, that is aligned to the 
groups’ or titles’ roles.

 C. Parent Engagement:
Appropriate activities for the 40-minute Parent 
Engagement block are: face-to face meetings (indi-
vidual or group) with parents or guardians; telephone 
conversations with parents or guardians; written corre-
spondence including email with parents or guardians; 
creating newsletters; creating content for school/class 
websites and/or answering machines; preparing stu-
dent report cards; preparing student progress reports, 
and preparing for any of the Parent Engagement activ-
ities listed herein. Teachers shall select from the activ-
ities listed to engage in during these blocks of time 
unless otherwise directed by the principal to another 
activity specified herein. 

 D. Other Professional Work:
 Appropriate Other Professional Work for any period 
of time, during these specified blocks, during which 
Parent Engagement and/or Professional Development 
activities are not taking place are: collaborative plan-
ning; Lesson Study; Inquiry and review of student work; 
Measures of Student Learning (“MOSL”) -related work; 
IEP related work (excluding IEP meetings); work with 
or related to computer systems/data entry; preparing 
and grading student assessments; mentoring; as well 
as responsibilities related to teacher leader duties for 
all individuals in Teacher Leadership Positions. Teach-
ers shall select from the activities listed to engage in 
during these blocks of time unless otherwise directed 
by the principal to another activity specified herein. 
In addition to the activities listed here, a teacher or 
a group of teachers may propose additional activities 
that may include working with a student or students for 
any portion of the school year, which requires approval 
by the principal. In addition, as provided for in Sec-
tion I.B., an SDC may choose to also meet to continue 
its work during times when Other Professional Work is 
appropriate.

There will be one (1) or two (2) periods of time during 
the school year, based upon a school’s MOSL selections, 
one in the Fall and one in the Spring, each of which 
shall be a minimum of 6 weeks in duration, that will be 
designated as “MOSL windows” for the entire school 
district by the DOE. The 6 week time periods need not 
be consecutive weeks. During these “MOSL windows” 
teachers shall be permitted to devote as much time 
as necessary during the entire Parent Engagement 
periods of time to perform MOSL related work. Should 
teachers not have the need to do MOSL related work 
during the MOSL window, they shall engage in either 
Parent Engagement or Other Professional Work as set 
forth herein.

 E. Evening Parent-Teacher Conferences:
1.  The two (2) existing afternoon Parent-Teacher Con-

ferences shall be unchanged.

2.  The two (2) existing evening Parent-Teacher Confer-
ences shall be unchanged except that they shall be 
three (3) hours long.

3.  There shall be two (2) additional evening Par-
ent-Teacher Conferences. Each additional confer-
ence shall be three (3) hours long. Such conference 
time, together with a portion of the Tuesday activ-
ities block, shall replace all existing faculty and 
grade/department conferences as designated in the 
By-Laws and collective bargaining agreement. 

4.  The four (4) evening Parent-Teacher Conferences 
shall be held in September, November, March and 
May, respectively on dates to be determined by the 



CONTRAC T  AGREEMENT  2014

6

DOE. All conferences shall begin no earlier than 
4:30 p.m. and end no later than 8:00 pm.

5.  The September conference shall not be a traditional 
Parent-Teacher Conference but rather used for an 
alternative event using one of the following formats 
as determined by the school Principal and Chapter 
Leader in consultation with the School Leadership 
Team (“SLT”): Curriculum Night; Meet the Staff 
Night; Common Core or other training for Parents 
Night, or another non-traditional format mutually 
agreed upon by the Principal and Chapter Leader in 
consultation with the SLT. Should the principal and 
Chapter Leader not agree on a format, the default 
format for the September Conference shall be “Meet 
the Staff” night. It is understood that in schools 
which had previously exchanged faculty conference 
time for an evening event, those events are sub-
sumed within the four (4) evening Parent-Teacher 
Conferences.

6.  All existing rules, regulations and procedures 
regarding Parent Teacher Conferences continue to 
apply unless specifically modified herein.

 F. School-Based Options (“SBO”):
In addition to the above described default schedule, 
the following configuration of the workday shall be 
approved by the President of the UFT and Chancellor if 
the other requirements of the SBO process as set forth 
in Article 8.B of the Teachers’ CBA and corresponding 
articles of other contracts where applicable. The start 
and end time of the work day shall be specified in each 
of the SBOs.

1. 100/55 Option:

 a.  The school day shall be 6 hours and 20 minutes.

 b.  On Monday, the day shall begin no earlier than 
8:00 am and end no later than 4:00 pm. On 
Tuesday through Friday the day shall begin no 
earlier than 8 am and end no later than 3:45 pm.

 c.  On Monday there shall be a 100 minute Profes-
sional Development period immediately following 
the end of the school day. If less than the entire 
100 minute period is taken up for Professional 
Development, the time shall be utilized for Other 
Professional Work.

 d.  On Tuesday there shall be a 55 minute block 
for Parent Engagement. If less than the entire 
55 minute period is taken up by Parent Engage-
ment Activities, then the time shall be utilized 
for Other Professional Work

2. 80/40/35 Option:

 a.  The school day shall be 6 hours and 20 minutes.

 b.  On Monday, the day shall begin no earlier than 
8:00 am and end no later than 4:00 pm. On 

Tuesday through Friday the day shall begin no 
earlier than 8 am and end no later than 3:45 pm.

 c.  On Monday there shall be an 80 minute Profes-
sional Development period immediately following 
the end of the school day. If less than the entire 
80 minute period is taken up for Professional 
Development, the time shall be utilized for Other 
Professional Work.

 d.  On Tuesday there shall be a 40 minute block 
for Parent Engagement immediately following 
the end of the school day. If less than the entire 
40 minute period is taken up by Parent Engage-
ment Activities, then the time shall be utilized 
for Other Professional Work.

 e.  On Thursday immediately following the end of 
the school day, there shall be 35 minute period 
to be used for Other Professional Work. 

The Chancellor and UFT President shall agree upon a 
third pre-approved SBO option for the 2014-15 school 
year.

Consistent with the contractual requirements, other 
SBO configurations voted on by schools shall be con-
sidered.

II. PARAPROFESSIONAL
Article 4 of the Paraprofessional CBA shall be amended to 
add the following:

The below sections are part of a one (1) year pilot to occur 
during the 2014-2015 school year only. Should the parties 
wish to continue this model, they must agree in writing to do 
so by June 15, 2015. If no such agreement is reached, the 
workday shall automatically revert to the provisions of Article 
4 in the 2007-2009 Paraprofessional CBA.

A. Workday.
   Unless modified through a School Based Option (“SBO”) 

pursuant to Article 8B of the Teachers’ CBA, the follow-
ing shall apply to Paraprofessionals in Single Session 
Schools:

  Paraprofessionals shall have the same default workday as 
teachers in single session schools (as set for in Art. 6, 
Sec. ____ of the Teachers CBA), except that on Tuesdays 
when school is in session paraprofessionals shall only be 
required to work a 70-minute block immediately following 
the conclusion of the school day.

  Any SBO adopted by a school reconfiguring the workday 
shall not increase or decrease the workday of paraprofes-
sionals. 

B. Professional Development. 
1.  Paraprofessionals shall participate in Professional 

Development activities per the guidelines set forth in 
Art. 6, Sec.____ of the Teachers CBA (I.B., above).
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2.  There shall be a citywide Paraprofessional Staff 
Development Committee (“SDC”) consisting of the 
Paraprofessional Chapter Leader and equal numbers 
of members selected by the DOE and the Parapro-
fessional Chapter Leader. The Paraprofessional SDC 
shall collaboratively review, consider and develop 
professional development programs relevant to Para-
professional duties for both citywide professional 
development days and for schools to consider. The 
DOE shall review the SDC’s work but shall have final 
approval of Professional Development 

 C.  Parent Engagement. 
  During this block of time, as defined in Art. 6, Sec. ____ 

of the Teachers CBA, paraprofessionals shall assist teach-
ers in Parent Engagement activities or other activities 
appropriate to their title subject to approval by the princi-
pal.

D.  Other Professional Work. 
  During either of the Professional Development or Parent 

Engagement blocks of time, as defined in Art., 6, Sec.____ 
of the Teachers CBA, when teachers may engage in Other 
Professional Work and when no relevant appropriate pro-
fessional development is offered, paraprofessionals shall 
assist teachers by performing Other Professional Work 
appropriate to their title.

III. FUNCTIONAL CHAPTERS
A.  Each UFT-represented functional chapter employed by the 

Board “DOE” except Paraprofessionals (which are provided 
for in Sec. II herein), shall amend its CBA to add the fol-
lowing:

  The below sections are part of a one (1) year pilot to occur 
during the 2014-2015 school year only. Should the parties 
wish to continue this model, they must agree in writing to 
do so by June 15, 2015. If no such agreement is reached, 
the workday shall automatically revert to the provisions of 
the respective 2007-2009 CBAs.

1.  For each UFT-represented functional chapter employed 
by the Board (“DOE”) there shall be a citywide Staff 
Development Committee (“SDC”) consisting of the 
Functional Chapter Leader and equal numbers of 
members selected by the DOE and the Functional 
Chapter Leader. Each citywide functional chapter 
committee shall collaboratively review, consider and 
develop professional development programs relevant 
to the respective chapter’s duties and reasonable to 
prepare and complete within the chapter’s existing 
workday. The DOE shall review the SDC’s work but 
shall have final approval of professional development.

2.  Unless explicitly stated herein all functional chap-
ters shall continue with their work day schedules as 
reflected in the 2007-2009 collective bargaining 
agreements.

B.  The CBAs for Guidance Counselors (Art. 6), and 
School Psychologists and Social Workers (Art. 6) 
shall be amended to add the following: 

This is part of a one (1) year pilot to occur during the 
2014-2015 school year only. Should the parties wish 
to continue this model, they must agree in writing to do 
so by June 15, 2015. If no such agreement is reached, 
the workday shall automatically revert to the provisions 
of Article 6 in the 2007-2009 Guidance Counselors 
and School Psychologists and Social Workers CBAs.

The workday for Guidance Counselors, School Psy-
chologists, and Social Workers shall remain the same. 
However, the parties agree that existing faculty confer-
ence time shall be repurposed so that Guidance Coun-
selors, School Psychologists and Social Workers shall 
attend the four previously mentioned evening Parent 
Teacher Conferences. They shall attend the evening 
parent-teacher events as follows: 

 September – 3 hours
 November – The first 2 hours 10 minutes 
 March – 3 hours 
 May – The first 2 hours and 10 minutes.

IV.  MULTI-SESSION / 
DISTRICT 75 and 79 SCHOOLS: 

Article 6 of the Teachers’ CBA shall be amended by adding 
the following language immediately after Sec. I, above:

The following shall apply to Multi-session, District 75 and 
District 79 Schools only, for the duration of the pilot and, if 
continued, thereafter:

A.  The parties both understand and agree that staff in 
multi-session and Districts 75 and 79 schools need 
and deserve support and professional development 
and that such schools would also benefit from addi-
tional parent engagement opportunities. Each school 
should have an opportunity to address those needs 
within its unique scheduling and programmatic struc-
tures. Accordingly, the default workday and workday 
configuration, including faculty and grade/depart-
ment conferences, for multi-session and Districts 75 
and 79 Schools remains as set forth in the 2007-
2009 collective bargaining agreements.

B.  Each multi-session school and each District 75 and 
79 school shall form a School-Based Staff Develop-
ment Committee (“SDC”), in accordance with the 
parameters outlined for such Committees in the Sin-
gle Session Schools section above. In addition to the 
duties of a SDC in a single session school, multi-ses-
sion and District 75 and 79 SDCs shall discuss 
potential SBO’s for the configuration of time appro-
priate to the scheduling needs of those schools so as 
to provide for appropriate blocks of time to be used 
for Professional Development, Parent Engagement, 
and Other Professional Work. The UFT and the DOE 
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agree to consider any such proposed SBO in light of 
the individual school’s scheduling and programmatic 
needs.

C.  There shall also be Central District 75 and District 
79 SDCs consisting of an equal number of mem-
bers selected by the applicable UFT District Rep-
resentative and the District Superintendent, which 
shall address specific professional development and 
scheduling needs in District 75 and 79, respectively.

D.  The parties agree to discuss and develop mutually 
agreeable SBO options for Multi-Session, District 75 
and District 79 schools

6. TEACHER EVALUATION/PEER VALIDATOR
Article 8J of the Teachers’ CBA shall be amended to include 
the following:

The Board (DOE) and UFT agree that the following, subject 
to approval by the Commissioner of Education, represents the 
Parties APPR Plan as required by Education Law § 3012-c. 

This Article replaces the Commissioner’s June 1, 2013 APPR 
decision and subsequent clarification decisions dated Sep-
tember 5, 2013 and November 27, 2013 (collectively “the 
Commissioner’s Decision”). 

Except as modified herein, the terms of the Commissioner’s 
Decision are incorporated by reference and remain in full 
force and effect. Except as stated herein, any dispute regard-
ing this APPR Plan and the Commissioner’s Decision shall be 
resolved exclusively through negotiation between the parties 
or the grievance process set forth in Article 22 of the par-
ties’ collective bargaining agreement. Any issue regarding the 
implementation of the APPR Plan with respect to the Mea-
sures of Student Learning and scoring that was not addressed 
in the Commissioner’s Decision, shall be resolved through 
negotiations between the parties and, in the absence of an 
agreement, referred to the State Education Department for 
clarification. 

The Parties agree to submit a draft APPR Plan to the State 
Education Department no later than May 15, 2014. 

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

Observation Cycle
1.  Feedback following an observation must be provided to the 

teacher within fifteen (15) school days of the observation. 
Feedback must be evidence-based and aligned to the Dan-
ielson Rubric.

2.  Evaluator forms shall be provided to the teacher no later 
than forty-five (45) school days following the observa-
tion. From the time an observation (formal or informal, as 
defined by the Commissioner’s Decision) is conducted until 
the time the teacher receives the evaluator form for that 
observation, only one (1) additional evaluative observation 
(formal or informal) may be conducted.

3.  The parties agree that Teacher Artifacts (as defined in 
the Commissioner’s Decision) shall not be used in deter-
mining the Other Measures of Effectiveness (“Measures 
of Teaching Practice”) subcomponent rating. Teachers 
are not required to submit Teacher Artifacts (as defined 
in the Commissioner’s Decision) except principals have 
the discretion to collect evidence related to the Danielson 
Rubric in a manner consistent with the collective bargain-
ing agreement and the Commissioner’s Decision. The DOE 
and UFT shall jointly create guidance for evaluators on the 
collection of evidence for the Danielson Rubric. Whenever 
possible, the Parties will jointly present this guidance to 
school communities.

4.  An evaluator shall provide a score on any component that 
is observed from the Danielson Rubric regardless of the 
observation option selected by the teacher and regardless 
of whether it is a formal or informal observation (as defined 
by the Commissioner’s Decision).

5.  In addition to the two observation options set forth in the 
Commissioner’s Decision, teachers who have received 
“Highly Effective” as their final APPR rating in the previous 
year may choose Option 3. Option 3 consists of a minimum 
of three (3) informal observations that are used for evalua-
tive purposes. Option 3 is subject to the same procedures 
and scoring rules as Options 1 and 2 as provided for in the 
Commissioner’s Decision as modified by this APPR Plan. 

   A teacher that chooses Option 3 shall make his/her class-
room available for three (3) classroom visits by a colleague 
per school year. The classroom visits described herein 
shall not be used for any evaluative purpose. Any addi-
tional classroom visits by colleagues shall only be with 
the consent of the teacher selecting Option 3. The date 
and time of such visits shall be scheduled jointly by the 
teacher selecting Option 3 and the principal.

6.  An evaluator may assess a teacher’s preparation and pro-
fessionalism only if the evaluator’s conclusions are based 
on observable evidence pertaining to components 1a, 1e, 
and/or 4a of the Danielson Rubric during an observation or 
if the evaluator observes evidence for these components 
during the fifteen (15) school days immediately preceding 
a classroom observation. 
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7.  The parties agree to create an evaluator form that will allow 
evaluators to rate and delineate between all components 
observed during a classroom observation as well as (for 
components 1a, 1e, and 4e only) observed within fifteen 
(15) school days prior to the classroom observation as part 
of an assessment of a teacher’s preparation and profes-
sionalism. Each evaluator form shall contain lesson-spe-
cific evidence for components observed during a classroom 
observation and teacher-specific evidence for components 
observed as part of an assessment of a teacher’s prepara-
tion and professionalism.

8.  An evaluator shall not include or consider evidence regard-
ing the preparation and professionalism on an evaluator 
form if such evidence (or conduct) is also contained in a 
disciplinary letter to the teacher’s file, unless the evidence 
was directly observed by the evaluator during a classroom 
observation (in which case the evidence may be on both 
an evaluator form and in a disciplinary letter). Evidence 
not related to components 1a, 1e, and/or 4e, or directly 
observed by the evaluator in the fifteen (15) school day 
period immediately preceding a classroom observation 
shall not be considered in a teacher’s evaluation.

9.  Consistent with the Commissioner’s Decision, there shall 
be Initial Planning Conferences (“IPC”) and Summative 
End of Year Conferences (as defined therein). Teachers 
shall have the sole discretion of setting professional goals 
as part of the IPC. The DOE will explicitly state this in guid-
ance for evaluators and educators for the 2014-15 school 
year and thereafter.

Videotaping and Photographing
1.  All observations shall be conducted in person. The teacher 

and evaluator may mutually consent to evaluators not being 
present when videotaping.

2.  A teacher may choose to have his/her observations video-
taped. If a teacher chooses to have his/her observations 
videotaped he/she shall select among the following options: 

(a) the evaluator will choose what observations, if any, 
will be videotaped; or (b) the evaluator shall videotape 
the observations in the following manner: (i) if the 
teacher selected Option 1, the formal observation shall 
be videotaped; (ii) if the teacher selected Option 2, two 
(2) of the informal observations shall be videotaped (at 
the evaluator’s option); or (iii) if the teacher selected 
Option 3, one (1) of the informal observations shall be 
videotaped (at the evaluator’s option).

3.  Evaluators who take photographs during observations rel-
evant to the Danielson Rubric, should, to the extent prac-
ticable, be unobtrusive (for example, photographs may be 
taken at the end of the observation).

Covered Employees
1.  The DOE and the UFT agree to jointly request that the 

State Education Department issue a determination as to 
whether teachers of programs for suspended students and 
teachers of programs of incarcerated students are subject 
to Education Law § 3012-c (and therefore subject to this 
APPR Plan). Such decision shall be incorporated by refer-
ence into this APPR Plan.

 2.  In order for a classroom teacher to be covered by this 
APPR Plan, the teacher must be teaching for at least six 
(6) cumulative calendar months in a school year. If the 
teacher does not satisfy this requirement he/she shall not 
be covered by this APPR Plan and shall be subject to the 
evaluation system set forth in Article 8J of the collective 
bargaining agreement and Teaching for the 21st Century. 

3.  The following shall apply to teachers who are teaching for 
more than six (6) cumulative calendar months in a school 
year but less than the full year due to either (a) paid or 
unpaid leave of absence; (b) reassignment from teaching 
responsibilities; or (c) the teacher commenced, or sepa-
rated from, employment mid-year: 

(a)  When a teacher is absent from the first day of school 
until the last Friday of October, the IPC (as defined in 
this APPR Plan) shall be conducted within ten (10) 
school days of his/her return to school.

(b)  When a teacher is absent between the last Friday of 
April and the last Friday of June, and the absence 
was foreseen and the evaluator was aware that the 
teacher would not be present during this period (e.g., 
they are taking a maternity leave), the Summative 
Conference shall be held before the teacher leaves.

(c)  When a teacher is absent between the last Friday of 
April and the last Friday of June and the absence 
was unforeseen (e.g., extended leave) and therefore 
the evaluator could not conduct the Summative Con-
ference ahead of time, the Summative Conference 
shall be held no later than the last Friday of October 
in the following school year. Evaluators shall have 
the discretion to conduct the IPC and Summative 
Conference at the same time but must fulfill all the 
requirements of both conferences.

(d)  When a teacher is unexpectedly absent for the 
remainder of the school year (e.g., extended leave), 
the teacher shall have a minimum of two (2) observa-
tions, which shall fulfill the observation requirements 
set forth herein. 

(e)  When a teacher is absent during the period when the 
baseline or post-test assessments are administered, 
and the teacher was assigned individual target pop-
ulations for his/her State and/or Local Measures, the 
teacher will still receive Local and/or State Measures 
for individual target populations. 
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(f)  When a teacher is absent during the period when the 
targets are set (for assessments with goal-setting), 
the teacher shall set targets and have their targets 
approved within the first month of his/her return to 
school.

The DOE shall explicitly state the rules described herein in 
guidance for educators for the 2014-15 school year and all 
school years thereafter. 

Multiple Observers
For formative purposes (observations conducted entirely for 
non-evaluative purposes), no more than four (4) observers 
(either school-based or from outside of the school) may be 
present in a classroom. Additional observers may be present 
in teacher’s classroom with the teacher’s consent. The vis-
its described in this paragraph shall not be considered when 
scoring the Measures of Teacher Practice subcomponent.

For evaluative purposes, no more than one (1) evaluator (as 
defined by the Commissioner’s Decision) and two (2) school-
based observers (i.e., the Superintendent or Assistant Super-
intendent or trained administrator of the teacher’s school) may 
be present during a formal or informal observation. The evalu-
ator shall be solely responsible for the observation report. The 
DOE and UFT shall jointly create guidance for evaluators on 
the role of multiple observers. Whenever possible, the Parties 
will jointly present this guidance to school communities.

In extraordinary circumstances, only one (1) of the two (2) 
observers described herein may be an observer from outside 
of the school may observe. The outside observer may only 
be either a Network Leader or Deputy Network Leader (or its 
functional equivalent).

Student Surveys
The DOE shall pilot student surveys during the 2013-2014 
at mutually agreed upon schools and in all schools during 
the 2014-2015 school year. During the pilot, student surveys 
shall not be used for evaluative purposes. At the conclusion 
of each pilot year, the DOE and UFT shall meet to discuss the 
results of the pilot and discuss the possibility of continuing/
discontinuing the pilot and use of the surveys for evaluative 
purposes. If agreement is not reached at the conclusion of 
each pilot year, the student surveys shall be used for non-eval-
uative purposes in the 2014-2015 school year and evaluative 
purposes starting in the 2015-16 school year and thereaf-
ter. The implementation and scoring of the student surveys in 
2015-16 and thereafter shall be consistent with the Commis-
sioner’s Decision.

Scoring
For all formal and informal observations (as defined by the 
Commissioner’s Decision), all components of the Danielson 
Rubric shall be rated for which there is observed evidence. 
At the end of the school year, Overall Component Scores shall 
be created for each of the eight (8) components. The Overall 

Component Scores shall be the average of each rated compo-
nent from the observations and/or assessments of a teacher’s 
preparation and professionalism. 

An Overall Rubric Score will then be calculated by taking the 
weighted average of the Overall Component Scores, using the 
following weightings: 1a (5%), 1e (5%), 2a (17%), 2d (17%), 
3b (17%), 3c (17%), 3d (17%), 4e (5%). 

Formal and informal observations (as defined by the Commis-
sioner’s Decision) shall not receive average observation ratings.

Formal and informal observations (as defined by the Commis-
sioner’s Decision) will no longer be afforded the weights as 
provided for in the Commissioner’s Decision. 

The Overall Rubric Score shall be the basis for the 60 points of 
the Measures of Teaching Practice subcomponent, unless the 
student surveys are used for evaluative purposes. If student 
surveys are used for evaluative purposes, the Overall Rubric 
Score shall count for 55 of the 60 points of the Measures of 
Teaching Practice subcomponent score. The implementation 
and scoring of the student surveys in 2015-16 and thereafter 
shall be consistent with the Commissioner’s Decision.

Courses That Are Not Annualized
In the event that Measures of Student Learning (MOSL) 
assessment options do not include options for non-annualized 
courses: 1) in a school where each of the terms covers con-
tent where the second term builds on content from the first, 
the fall teacher shall administer the baseline and the spring 
teacher shall administer the post-test. Teachers from all terms 
will be held accountable for the students’ results; or 2) in a 
school where the second term does not build on content from 
the first, these teachers shall be assigned Linked or Group 
Measures. Notwithstanding the foregoing, with respect to a 
teacher of a course leading to a January Regents, the post-test 
is the January Regents and a baseline shall be administered 
in the fall.  

For Group and Linked Measures (as defined herein), if a stu-
dent takes the same Regents exam in January and June, only 
the higher result will be used for State and Local Measures. 
For non-Group and Linked Measures, if a student takes the 
same Regents exam in January and June, and has the same 
teacher in the fall and spring, only the higher result will be 
used for State and Local Measures. If the student has dif-
ferent teachers in the fall and spring, the January Regents 
will be used for the fall teacher and the June Regents for the 
spring teacher. 

Students will be equally weighted in a teacher’s State and/or 
Local Measures subcomponent score if they are in a teacher’s 
course for the same length of time (regardless of whether they 
take the January or June Regents). 

For assessments that use growth models, the DOE will calcu-
late scores following the rules outlined above. For assessments 
that use goal-setting, the teacher who administers the base-
line will recommend targets for the students and the principal 
will approve. Fall term teachers shall set targets on the same 
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timeline as other teachers. It is recommended that in the fall 
principals consult with subsequent term teachers about stu-
dent targets if their assignments are known. Principals shall 
share these targets with subsequent term teachers within the 
first month of the start of the new term and provide these 
teachers with an opportunity to recommend any additional 
changes to student targets. Principals shall communicate any 
changes to targets to all affected teachers. 

For assessments that use goal-setting, teachers of subsequent 
term courses who have students who have not previously had 
targets for them shall set and have their targets approved 
within the first month of the start of the new term.

State and Local Measures selections for teachers of non-annu-
alized courses, including the application of the 50% rule, shall 
be determined based upon the teachers’ entire school year 
schedule. As subsequent term selections may not be known in 
the fall, teachers shall administer all applicable assessments 
for the grades/subjects they are teaching in the fall. 

Rules Regarding Measures of Student Learning
For the 2014-2015 school year and thereafter the DOE shall 
issue guidance to the School MOSL Committee that sets forth 
and explains the rules described herein.

There is no limit on the number of Local Measures that a 
School MOSL Committee, as defined in this APPR Plan, can 
recommend for a particular grade or subject. If a School 
MOSL Committee selects the same assessment but different 
group for the Local Measures subcomponent, the following 
are allowable subgroups since the DOE is currently analyz-
ing the performance of these groups of students: 1) English 
Language Learners, 2) students with disabilities, 3) the low-
est-performing third of students, 4) overage/under-credited 
students, or 5) Black/Latino males (consistent with New York 
City’s Expanded Success Initiative). 

School MOSL Committees shall consider, when selecting sub-
groups for Local Measures that the intent of having both Local 
and State Measures is to have two different measures of stu-
dent learning. Using subgroups for Local Measures, by nature 
of the fact that they are a subset of the overall population, 
will in many instances mean that State and Local Measures 
are more similar to one another than if different assessments 
are used for State and Local Measures. Therefore, subgroups 
should not be selected for teachers in some schools if the 
subgroup selected reflects the entire population of students 
the teacher serves (e.g., if a teacher only teaches English 
Language Learners, the Committee shall not select English 
Language Learners for their Local Measures and all of their 
students for the same assessment on their State Measures).

In the event that schools inadvertently select the same mea-
sures for State and Local Measures (after to the extent possi-
ble they have had an opportunity to correct), the lowest third 
performing students will be used for Local Measures and the 
entire populations of students used for State Measures.

The Central MOSL Committee will revisit the list of allowable 

subgroups annually, taking into account feedback from edu-
cators. If the Central MOSL Committee cannot agree on new/
different subgroups, the current list of subgroups will be used.

Evaluators cannot choose to go above the 50% rule in select-
ing teachers’ State Measures. The 50% rule will be followed 
for State Measures, per State Education Department guid-
ance, such that teachers’ State Measures must be determined 
as follows: for teachers of multiple courses, courses that result 
in a state growth score must always be used for a teacher’s 
State Measures. If a teacher does not teach any courses that 
result in state growth scores, or state growth score courses 
cover less than 50% of a teacher’s students, courses with the 
highest enrollment will be included next until 50% or more of 
students are included.

The 50% rules shall not apply to Local Measures. School 
MOSL Committees shall select the method that shall be used 
to determine which courses shall be included in a teacher’s 
Local Measure. In the 2014-15 school year and thereafter, 
the DOE will 1) state this rule, provide guidance for teachers 
of multiple courses, and describe the benefits and consider-
ations of not following the 50% rule for Local Measures and 
2) explain how to record and track Local Measures selections 
for individual teachers when the 50% rule is and is not used 
for Local Measures.

The process for setting student targets for Local Measures is 
the same as the process for setting student targets for State 
Measures. The only exception is Group Measures (not includ-
ing Linked Measures) for Local Measures. For Group Mea-
sures, the School MOSL Committees will have the option of 
recommending for Local Measures that student targets are set 
either 1) following the process used for State Measures or 2) 
by the Committee. If the School MOSL Committee’s chooses 
to create the targets and the principal accepts the School 
MOSL Committee’s recommendation, the School MOSL Com-
mittee must create these targets no later than December 1. 
Targets must be submitted using a format determined by the 
DOE. In the event that the School MOSL Committee cannot 
agree on Group Measures targets for Local Measures, Group 
Measures targets will be determined following the process 
used for State Measures which requires that superintendents 
must finalize targets by January 15. 

School MOSL Committees may recommend which baselines 
will be used for Local Measures from a menu of options cre-
ated by the DOE. The only exceptions are instances where the 
same assessments are used for teachers in the same grades/
subjects for State Measures. In these instances, the Principal 
shall select the baselines that will be used for State and Local 
Measures. 

School MOSL Committees may recommend that Local Mea-
sures, Group Measures and Linked Measures may be used 
with state-approved 3rd party assessments. The DOE shall 
create guidance that will include a description of which 3rd 
party assessments it can use to create growth models.

School MOSL Committees may recommend that for Local 
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Measures, Group Measures and Linked Measures may be 
used with NYC Performance Assessments. The DOE shall cre-
ate guidance which will include a description of which NYC 
Performance Assessments it can use to create growth models, 
as well as the implications of selecting Group Measures with 
NYC Performance Assessments for scoring. 

Regarding the Local Measures school-wide default, if a School 
MOSL Committee makes recommendations for Local Mea-
sures in only some grades/subjects, the principal may accept 
those recommendations and the Local Measures default 
would apply for the grades and subjects for which there is 
no recommendation. Principals must choose to accept either 
all a School MOSL Committee’s recommendations or none 
of the School MOSL Committee’s recommendations. If the 
School MOSL Committee recommends the Local Measures 
default (or the principal does not accept the School MOSL 
Committee’s recommendations and therefore the Local Mea-
sures default must be used), teachers must administer NYC 
Performance Assessments in grades 4-8 ELA and Math (if 
they are included in the DOE’s menu of NYC Performance 
Assessments that are approved by the Commissioner annu-
ally). In the foregoing scenario, the DOE growth models will be 
used to calculate a teacher’s score on the NYC Performance 
Assessments in grades 4-8 ELA and Math. 

Growth Model Conversion Charts
For assessments where schools opt to use DOE-created growth 
models for State or Local Measures, including the Local Mea-
sures default, the DOE shall create scoring charts that convert 
growth model scores into 0-20 points, taking into account 
confidence intervals. These charts must be shared and dis-
cussed with the MOSL Central Committee (as defined herein) 
annually. In addition, analyses will be conducted and shared 
with the MOSL Central Committee regarding the comparabil-
ity of Individual, Group, and Linked Measures. If members of 
the MOSL Central Committee do not agree with any element 
of the growth model conversion charts and/or how they were 
created, the MOSL Central Committee members that are in 
disagreement may submit in writing to the Chancellor their 
reasons for disagreement.

The parties agree to convene a MOSL Technical Advisory Com-
mittee (the “MOSL TAC”) consisting of one person designated 
by the DOE, one person designated by the UFT, and a person 
mutually-selected by the Parties. To ensure a meaningful and 
fair distribution of ratings, the MOSL TAC shall review the 
methodology and approach to the creation of growth models 
and their conversion charts and provide recommendations to 
the Chancellor. The Chancellor shall have final decision-mak-
ing authority on the growth model conversion charts.

Measures of Student Learning Options
1.  For the 2014-15 school year and thereafter the DOE shall 

create new measures (referred to as “Linked Measures”) 
for Local and State Measures of Student Learning such 
that there is an option for each teacher to be evaluated 
based upon assessment results of students he/she teaches. 
Some or all assessments are not linked to courses the 
teacher teaches.

2.  For the 2013-14 school year, the following process for 
“procedural appeals” will only apply to “Group Measures” 
(i.e., measures where teachers are evaluated based on the 
performance of some or all students they do not teach). 
For the 2014-15 and 2015-16 school years, the follow-
ing process for “procedural appeals” will apply to Linked 
Measures and Group Measures. For the 2016-17 school 
year and thereafter the following process for “procedural 
appeals” will apply only to Group Measures. In all cases, 
teachers with 50% or more of their Local or State Measures 
based on Linked Measures/Group Measures shall be eligi-
ble for the procedural appeals process.

3.  If a teacher receives “Ineffective” ratings in both the State 
and Local Measures subcomponents and either is based on 
Linked Measures or Group Measures, and in that year the 
teacher receives either a “Highly Effective” or “Effective” 
rating on the Measures of Teaching Practice subcompo-
nent, the teacher shall have a right to a “procedural appeal” 
of such rating to a representative of the DOE’s Division of 
Teaching and Learning. 

a.  If the teacher receives a “Highly Effective” rating on 
the Measures of Teaching Practice subcomponent, 
there shall be a presumption that the overall APPR 
rating shall be modified by the DOE such that the 
overall “Ineffective” rating becomes either an “Effec-
tive” rating (in the instance where both the State and 
Local Measures of Student Learning subcomponents 
are based on Linked Measures or Group Measures) 
or a “Developing” rating (in the instance where only 
one of the State or Local Measures of Student Learn-
ing subcomponents is based on Linked Measures or 
Group Measures);

b.  If the teacher receives an “Effective” subcomponent 
rating on the Measures of Teaching Practice, there 
shall be a presumption that the overall APPR rating 
shall be modified by the DOE such that the overall 
“Ineffective” rating becomes a “Developing” rating if 
both the State and Local Measures of Student Learn-
ing subcomponents are based on Linked Measures 
or Group Measures. If only one of the State or Local 
Measures of Student Learning subcomponents be 
based on Linked Measures or Group Measures, the 
rating shall be appealed to the principal, who shall 
have the discretion to increase the teacher’s overall 
APPR rating. If the principal does not respond to the 
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appeal, the teacher’s overall APPR rating shall be 
modified to a “Developing” rating.

 c.  The above-described procedural appeal process is 
separate and distinct from, and in addition to the 
appeal processes set forth in the Commissioner’s 
Decision.

4.  In the event a teacher receives an “Highly Effective” rating 
in both the State and Local Measures of Student Learning, 
and neither is based on Linked Measures or Group Mea-
sures, and in that year the teacher is rated “Ineffective” 
on Measures of Teaching Practice subcomponent, and this 
results in the teacher receiving an “Ineffective” overall 
APPR rating, the UFT may choose to appeal the rating to a 
three (3) member Panel consistent with the rules for Panel 
Appeals as described in Education Law § 3012-c (5-a) and 
the Commissioner’s Decision. However, these appeals shall 
not be counted towards the 13% of “Ineffective” ratings 
that may be appealed pursuant to Education Law §3012-c 
(5-a)(d) and the Commissioner’s Decision.

5.  The Parties agree to meet each fall to review and discuss 
other types of anomalies in scoring and determine appro-
priate actions.

6.  The DOE and UFT shall establish a Measures of Student 
Learning Central Committee consisting of an equal num-
ber of members selected by the DOE and the UFT (herein 
referred to as the “MOSL Central Committee”). The MOSL 
Central Committee shall convene within sixty (60) days 
after the ratification of this agreement by the UFT and 
each month thereafter. The MOSL Central Committee shall 
explore additional assessment options for the 2014-15 
school year, which could include state-approved 3rd party 
assessments or existing assessments (e.g., Fitnessgram, 
LOTE exams), and review and approval by the Chancel-
lor, which would be offered as non-mandated options for 
State and Local Measures. The MOSL Central Committee 
shall also examine the current range of options and discuss 
expanded options for the State and Local Measures of Stu-
dent Learning including, but not limited to, subject-based 
assessments, the use of portfolios, project-based learn-
ing, and/or semi-annualized/term course assessments. 
The MOSL Central Committee will also examine potential 
changes to the Local Measures default each school year. 
The MOSL Central Committee shall propose expanded 
options for the 2015-16 school year and thereafter. 
Expanded options proposed by the MOSL Central Commit-
tee shall be implemented for the 2015-2016 school year 
and thereafter subject to review and approval by the Chan-
cellor. All MOSL options for the 2014-15 school year and 
thereafter shall be shared with the MOSL Central Commit-
tee. The MOSL Central Committee shall review all MOSL 
options to determine which options shall be proposed 
to the Chancellor for approval. If members of the MOSL 
Central Committee cannot agree which options should be 
proposed to the Chancellor, the MOSL Central Committee 
members that are in disagreement may submit in writing to 

the Chancellor their reasons for disagreement. The Chan-
cellor shall have final decision-making authority. 

7.  There will be no State Measures default. Principals must 
make decisions for State Measures for all applicable 
grades/subjects in their school by the deadline. For the 
2014-15 school year, the Local Measures default for all 
schools shall be a school-wide measure of student growth 
based on all applicable assessments administered within 
the building which are limited to NYC Performance Assess-
ments, if developed by August 1 prior to the start of the 
school year, and/or state-approved 3rd party assessments 
(Chancellor must select by August 1 prior to the start of 
the school year), and/or state assessments. The DOE and 
UFT shall annually review the Local Measures default and 
discuss the possibility of altering the default. If agreement 
is not reached at the conclusion of each year, the default 
will be the same as that used in the 2014-15 school year. 

8.  All decisions of the School MOSL Committee (as defined 
in the Commissioner’s Decision) must be recommended to 
the principal and the principal must 1) accept the recom-
mendation (or opt for the Local Measures default) and 2) 
select the State Measures no later than ten (10) school 
days after the first day of school for students.

9.  In the event that a school uses the goal-setting option for 
State or Local Measures, teachers must submit their pro-
posed goals to their building principal or designee no later 
than November 1 of each school year absent extraordinary 
circumstances. The principal or designee must finalize 
teacher’s goals no later than December 1 of each school 
year, absent extraordinary circumstances.

10.  Teachers whose MOSL scores would have been subject 
to chart 2.11 or 3.13 of the Commissioner’s Decision 
shall now be assigned points such that 85%-100% of 
students must meet or exceed targets for a teacher to 
be rated Highly Effective; 55%-84% of students must 
meet or exceed targets for a teachers to be rated Effec-
tive; 30%-54% of students must meet or exceed targets 
for a teacher to be rated Developing; and 0%-29% of 
students must meet or exceed targets for a teacher to be 
rated Ineffective.

Peer Validator
1.  Except as modified herein, the Peer Validator shall replace 

the Independent Validator and fulfill all of the duties of and 
comply with the provisions applicable to the Independent 
Validator set forth in Education Law § 3012-c(5-a) and the 
Commissioner’s Decision. 

2.  Term: The Peer Validator program shall be two (2) school 
years (2014-15 and 2015-16). At the end of the two years, 
the parties must agree to extend the Peer Validator program 
and in the absence of an agreement the parties shall revert 
to the Independent Validator process as set forth in Educa-
tion Law § 3012-c(5-a) and the Commissioner’s Decision.

3.  Selection: A joint DOE-UFT committee composed of an 
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equal number of members from the UFT and the DOE (the 
“Selection Committee”) shall be established to determine 
selection criteria and screen and select qualified appli-
cants to create a pool of eligible candidates. The Deputy 
Chancellor of Teaching and Learning shall select all Peer 
Validators from the pool of all eligible candidates created 
by the Selection Committee. To be eligible to become a 
Peer Validator an applicant must have at least five (5) years 
teaching experience; be tenured as a teacher; have received 
an overall APPR rating of Highly Effective or Effective (or 
Satisfactory rating where applicable) in the most recent 
school year; and either be a teacher, a teacher assigned, 
an assistant principal with reversion rights to a tenured 
teacher position, or an education administrator with rever-
sion rights to a tenured teacher position.

4.  Duties: The term for a Peer Validator shall be for two (2) 
years. All Peer Validators shall work under the title of 
Teacher Assigned A and shall have the same work year and 
work day as a Teacher Assigned A as defined in the col-
lective bargaining agreement. Peer Validators shall report 
to the Deputy Chancellor of Teaching and Learning or his/
her designee. Peer Validators shall conduct observations 
consistent with the Commissioner’s Decision and shall not 
review any evidence other than what is observed during an 
observation by the Peer Validator. All assignments are at 
the discretion of the DOE, however Peer Validators shall 
not be assigned to any school in which s/he previously 
worked. The parties agree to consult regarding Peer Vali-
dator assignments and workload. Peer Validators shall be 
reviewed and evaluated by the Deputy Chancellor of Teach-
ing and Learning or his/her designee. The review and eval-
uation of a Peer Validator shall not be based in any way 
on whether the Peer Validator agrees or disagrees with the 
principal’s rating. A Peer Validator may be removed from 
the position at any point during the program provided that 
both the DOE and UFT agree. Teachers who become Peer 
Validators shall have the right to return to their prior school 
at the end of their term as a Peer Validator. 

5.  Compensation: Peer Validators shall receive additional 
compensation in the amount of fifteen thousand dollars 
($15,000.00) per year for the term of this agreement 
above the applicable teacher compensation in accordance 
with the collective bargaining agreement. 

7. TEACHER LEADERSHIP POSITIONS
Article 11 of the Teachers’ CBA shall be amended to add the 
following. In addition, the Section on Teacher Ambassador 
and applicable parts of the “General” Section shall be added 
to the CBAs for Guidance Counselors, Social Workers and 
School Psychologists. 

The Union and DOE wish to create opportunities for exemplary 
teachers to remain in their title of teacher but to extend their 
reach and role through the establishment of Teacher Leader-
ship positions including Master Teacher, Model Teacher, and 
Teacher Ambassador.

A joint UFT-DOE Committee will be established for the Teacher 
Leadership Initiatives. For the 2014-15 school year, the Joint 
Committee on Teacher Leadership Initiatives will begin meet-
ing as soon as practicable to ensure a timely implementa-
tion of the Teacher Leadership Initiative. Thereafter, the Joint 
Committee on Teacher Leadership Initiatives will meet on 
a monthly basis or on another mutually agreeable basis to 
discuss policy aspects of the Teacher Leadership Initiative 
such as: the focus for Teacher Leadership work; identifica-
tion and dissemination of best practices; professional devel-
opment priorities and design; and research including focus 
groups and surveys to obtain feedback and ensure continu-
ous improvement in implementation. The Joint Committee on 
Teacher Leadership Initiatives shall issue findings and pro-
posed actions to the Chancellor and the UFT President. 

Teacher Ambassador 
Teacher Ambassadors are teachers and other educators who 
volunteer to participate and are selected to be assigned for 
one year (the “Ambassador Year”) to a paired Education 
Exchange School. Education Exchange Schools are schools 
paired within a borough where there has been a determi-
nation of interest and value in the sharing of instructional 
best practices, initiatives, and strategies through the tempo-
rary exchange of classroom teachers. Schools will be paired 
together based on a variety of factors such as school level, 
geography, and capacity to benefit from shared experience 
and exchange with another school community.

The Chancellor will solicit recommendations for pairings 
from the broader education community and invite interested 
schools to submit a proposal. Interested schools will submit 
a proposal with a plan indicating the reasons schools wish 
to participate; evidence of consultation with the school com-
munity through the appropriate channels, e.g. the School 
Leadership Team; anticipated benefits to both schools, and 
plan for implementation. The DOE and UFT will jointly review 
the applications. The UFT will be consulted on Education 
Exchange School pairings before final designations are made. 
Education Exchange Schools will be selected by the Chancel-
lor and the number of schools, if any, positions, and licenses 
will be at the discretion of the Chancellor. The Chancellor 
reserves the right to cancel the exchange for any pairing by 
notification to the UFT and affected parties by August 31.

During the Ambassador Year, in addition to classroom teaching 
responsibilities, the Teacher Ambassadors will be expected, 
consistent with the collective bargaining agreement (“CBA”), 
to support and engage in activities to promote the sharing, 
implementation and development of instructional best prac-
tices in both Exchange Schools. Teacher Ambassadors will 
have the same contractual rights and privileges as teachers 
except as set forth below. 

Teacher Ambassadors shall receive additional compensation 
in the amount of $7,500 per year for the term of this agree-
ment above the applicable teacher salary in accordance with 
the CBA. 
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Teacher Ambassadors will work an additional two days 
during the summer to be scheduled during the week 
preceding Labor Day and an additional two hours each 
month outside the normal workday, according to a 
schedule and plan set and approved by the Education 
Exchange School’s principal.

For teachers serving as Teacher Ambassadors school 
seniority during and after the Ambassador year shall be 
considered to be continuous as if there is no change in 
schools.

Teaching program assignments shall be at the discretion 
of the Education Exchange School principal.

The Ambassador Year will be for one school year, e.g. 
September to June. During that time, the Teacher 
Ambassador will be assigned to the Exchange School. 
At the conclusion of the Teacher Ambassador year, the 
teacher will be assigned back to their home school (i.e., 
the school they were assigned to prior to the Ambassa-
dor Year). Teacher Ambassadors must commit to serve 
the full school year in the Exchange School and must 
commit to serve at their home school at the conclusion 
of their Teacher Ambassador year for a minimum of one 
additional school year. The Chancellor may waive these 
provisions in extraordinary circumstances.

Teacher Ambassadors will be selected in the following man-
ner:

Postings will be developed jointly by the Exchange 
School principals in consultation with the UFT. The 
postings will delineate the teaching assignments in 
each school (e.g., grade level(s) and subject). Postings 
will require an Effective or Highly Effective rating (or 
Satisfactory rating where applicable) in the prior school 
year for eligibility. Selection will be made by both prin-
cipals in accord with the selection criteria contained in 
the posting. Selections will be made by the end of the 
school year or as soon thereafter as possible. 

Master Teacher
In addition to their duties as a teacher, Master Teachers will 
take on additional responsibilities to support the instructional 
practice of other teachers in their school. Master Teachers will 
work closely with school leadership on developing instructional 
capacity through activities such as coordinating school-based 
instructional support activities; leading study groups around 
standards, assessments, and instruction; serving in teacher 
leadership positions on school teacher teams; coaching and 
debriefing with teachers after classroom visits; assisting in the 
establishment of teachers’ professional development goals; 
and modeling best practices in their classroom.

Master Teachers shall receive additional compensation in the 
amount of $20,000 per year for the term of this agreement 
above the applicable teacher salary in accordance with the 
CBA. 

Master Teachers will work an additional three days during the 
summer to be scheduled during the week preceding Labor 
Day according to a schedule and plan set and approved by 
the superintendent. Master Teachers will also work an addi-
tional four hours each month during the school year outside 
the contractual workday according to a schedule created by 
the Master Teacher and approved by the principal.

Master Teachers will be relieved from a minimum of one 
teaching period each day and will use this time as well as 
their professional periods to perform responsibilities associ-
ated with their position as a Master Teacher. 

The Master Teacher will carry out the additional responsi-
bilities associated with his/her position as a Master Teacher 
during the contractual workday and the additional four hours 
per month according to a plan created by the Master Teacher 
and reviewed and approved by the principal on a monthly 
basis.

Participation by other teachers in activities involving the Mas-
ter Teacher will be done in accordance with the CBA.

Master Teachers will be selected and assigned in the following 
manner.

A UFT-DOE Joint Selection Committee consisting of an 
equal number of members selected by the Chancellor 
and by the UFT President will be established to screen 
and select qualified applicants to create a pool of eli-
gible candidates. Postings will require an Effective or 
Highly Effective rating (or Satisfactory rating where 
applicable) in the prior school year for eligibility. The 
Joint Selection Committee may choose to have a process 
whereby incumbent Master Teachers may be renewed 
in the eligible pool through a modified screening and 
selection process.

Unless otherwise agreed to by the parties, the Joint 
Selection Committee will post for the pool in the spring 
and conduct the screening and selection process by 
July 1. Final selections for candidates will be made by 
the conclusion of the Open Market. The Joint Selection 
Committee will agree to a process whereby, if necessary, 
additional vacancies that arise during the school year 
can be filled from qualified candidates.

Principals will make selections of Master Teachers only 
from the pool of eligible candidates selected by the Joint 
Selection Committee. Individuals in the pool selected 
by a principal are not obligated to accept an offer for a 
Master Teacher position.

The Master Teacher position will be for a term of one year.

Model Teacher
In addition to their duties as a teacher, Model Teachers will 
take on additional responsibilities to support the instructional 
practice of other teachers in their school through activities 
such as establishing a laboratory classroom in their own class-
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room; demonstrating lessons; exploring emerging instruc-
tional practices, tools or techniques; and reflecting on and 
debriefing a visit from a colleague. 

Model Teachers shall receive additional compensation in the 
amount of $7,500 per year for the term of this agreement 
above the applicable teacher salary in accordance with the 
CBA. 

Model Teachers will work an additional two days during the 
summer to be scheduled during the week preceding Labor 
Day according to a schedule and plan set and approved by 
the superintendent. Model Teachers will also work an addi-
tional two hours each month during the school year outside 
the contractual workday according to a schedule created by 
the Model Teacher and approved by the principal.

Model Teachers will use their professional periods to perform 
responsibilities associated with their position as a Model 
Teacher. In elementary schools organized on a seven-period 
per day schedule, Model Teachers will be relieved of teaching 
for a minimum of two periods per week to perform respon-
sibilities associated with their position as a Model Teacher. 
In elementary schools organized on an eight-period per day 
schedule, Model Teachers will be relieved of teaching for a 
minimum of one period per week in addition to their weekly 
professional period to perform responsibilities associated with 
their position as a Model Teacher. In addition to these two 
periods, Model Teachers in elementary schools may request 
that principals work with them to try to identify additional 
opportunities in the school day/year to perform responsibili-
ties associated with the position.

The Model Teacher will carry out the additional responsibili-
ties associated with their position as a Model Teacher during 
the contractual workday and the additional two hours per 
month according to a plan created by the Model Teacher and 
reviewed and approved by the principal on a monthly basis.

Participation by other teachers in activities involving the 
Model Teacher will be done in accordance with the CBA.

Model Teachers will be selected and assigned in the following 
manner:

A UFT-DOE Joint Selection Committee consisting of an 
equal number of members selected by the Chancellor 
and by the UFT President will be established to screen 
and select qualified applicants to create a pool of eligible 
candidates. Postings will require an Effective or Highly 
Effective rating (or Satisfactory rating where applicable) 
in the prior school year for eligibility. The Joint Selection 
Committee may choose to have a process where incum-
bent Model Teachers may be renewed in the eligible pool 
through a modified screening and selection process.

Unless otherwise agreed to by the parties, the Joint 
Selection Committee will post for the pool in the spring 
and conduct the screening and selection process by July 
1 with final selections for candidates made by the con-
clusion of the Open Market. The Joint Selection Com-

mittee will agree to a process whereby, if necessary, 
additional vacancies that arise during the school year 
can be filled from qualified candidates.

Principals will make selections of Model Teachers only 
from the pool of eligible candidates selected by the Joint 
Selection Committee. Individuals in the pool selected 
by a principal are not obligated to accept an offer for a 
Model Teacher position.

The position will be for a term of one year.

General
Selection decisions for the position of Master Teacher, Model 
Teacher, and Teacher Ambassador (together, Teacher Leader-
ship positions) shall not be grievable. This includes both the 
selection for the actual position by the principal or entry into 
the pool of qualified candidates as determined by the Joint 
Selection Committee.

Only tenured DOE teachers who have earned a rating of 
“Highly Effective,” “Effective” or “Satisfactory,” where 
applicable, in the prior school year will be eligible to serve 
in Teacher Leadership positions. A teacher earning any other 
rating is ineligible to continue to in the position. Additional 
criteria may be established by the Joint Selection Committee 
for each position. All DOE teachers, regardless of district, pro-
gram or superintendency who meet the eligibility criteria, are 
eligible to apply.

Teachers selected for a Teacher Leadership position are 
expected to remain in that position for the entire school year. 
However, during the year should the teacher and principal 
mutually agree that a teacher will not continue in the Teacher 
Leadership position, the teacher will remain in the school as 
a teacher without the additional compensation or responsibil-
ities associated with that Teacher Leadership position. 

Should a teacher in a Teacher Leadership position be reas-
signed or go on a leave with pay he/she shall cease to earn the 
additional compensation.

Master Teachers and Model Teachers who have transferred 
from another school and who do not serve a second school 
year in the position or who by mutual agreement have ceased 
serving in the position during the school year, may at the end 
of the first school year return to the last school they served in 
provided there is a vacancy in their license area. If there is no 
vacancy then the teacher may return to the district/superin-
tendency. 

Other than the above provision, during or after the school year, 
any issue regarding a Teacher Leadership leaving their posi-
tion and their school is subject to regular transfer procedures.

For the 2014-15 school year only, should the Chancellor 
implement Education Exchange Schools with Teacher Ambas-
sador positions, then the Master Teacher and Model Teacher 
positions must also be in effect.

No later than August 1, 2014, the Chancellor will determine, 



CONTRAC T  AGREEMENT  2014

17

at his/her sole discretion, whether or not the Master Teacher 
and Model Teacher positions will be in effect for the 2014-15 
school year. The Chancellor’s determination shall be final and 
not grievable. Should the Chancellor choose to have Master 
Teacher and Model Teacher positions, the DOE will ensure 
creation of the Master Teacher and/or Model Teacher positions 
by a minimum of forty (40) schools at each of the levels: 
elementary, middle and high. The Chancellor shall have the 
discretion to increase the number of schools above the mini-
mums at each level in differing amounts.

By August 1, for every subsequent school year, the Chancellor 
will make a determination whether or not the Teacher Leader-
ship positions will be available for schools for the upcoming 
school year. The Chancellor’s determination shall be final and 
not grievable. If the Chancellor determines in his or her dis-
cretion that Teacher Leadership positions will be created for 
that school year, then the Chancellor will ensure that at least 
20% of the schools that create Master Teacher and/or Model 
Teacher positions will be at each of the levels: elementary, 
middle and high.

Should the Chancellor determine by August 1st that there will 
be no Master Teacher or Model Teacher positions in effect for 
the upcoming school year, any teacher who has been selected 
for a transfer to a Master Teacher or Model Teacher position in 
a different school shall have the right to remain in their cur-
rent school and the teacher shall be treated as if the transfer 
never occurred.

For purposes of this agreement K-8 schools including those 
that have pre-K programs shall be considered elementary or 
middle schools and grades 6-12 schools shall be considered 
middle or high schools. 

The UFT and DOE agree to revisit the existing position in the 
collective bargaining agreement of “Lead Teacher” prior to 
the 2015-16 school year to determine if it should be con-
tinued, modified or converted into other Teacher Leadership 
positions set forth in this agreement.

For purposes of this “General” Section, the term “teachers” 
shall refer to teachers, guidance counselors, social workers 
and school psychologists with respect to Teacher Ambassador.

8. SEXUAL MISCONDUCT  
The parties agree to revise the definition of sexual misconduct 
in Article 21 of the collective bargaining agreement covering 
teachers and corresponding articles of other UFT-BOE collec-
tive bargaining agreements as follows:

Definitions
For purposes of this subdivision “student” shall mean a stu-
dent or any minor. Sexual Misconduct, as used herein, shall 
not be construed to include nonsexual touching or other non-
sexual conduct. 

A.  Sexual Misconduct is behavior that is intended to initiate, 
create, foster or advance a romantic or sexual relationship 

by an employee with a student, whether physical, verbal, 
in writing or by electronic means, regardless of location. It 
includes:

i.  Any sexual physical contact, or touching, without a 
legitimate purpose, including any act of sexual pene-
tration with an object or body part;

ii.  Exposing a student to drawings, photographs or other 
representations of a sexual nature, whether verbal, 
written, electronic or physical, without a legitimate 
purpose (this prohibition is not intended to preclude 
the use of depictions of nudity for legitimate purposes, 
for example, with reference to biology, health or art);

iii.  Providing a gift to a student, making sexual or roman-
tic comments or discussing sexual acts with a stu-
dent, for the purpose of initiating, creating, fostering 
or advancing a romantic or sexual relationship.

B.  Sexual Misconduct also includes:

i.  Publishing, recreating or reproducing images of a sex-
ual act involving a student;

ii.  Any act of public lewdness, as defined in section 
245.00 of the Penal Law, or exposure, as defined in 
section 245.01 of the Penal Law, directed at a stu-
dent, that occurs on or off of school grounds;

iii.  Possession or use of child pornography as defined by 
the Penal Law, unless the respondent can demon-
strate that such possession was inadvertent; 

iv.  Serious or repeated verbal abuse, as defined in the 
Chancellor’s regulations, of a sexual nature;

v.  Any action involving the use of an imaging device that 
would constitute criminal conduct as defined under 
sections 250.40, 250.45 or 250.50 of the Penal 
Law;

vi.  Inducing or attempting to induce incapacitation or 
impairment of a student for the purpose of having sex-
ual intercourse, sexual contact or for the purpose of 
creating pornographic images or materials, regardless 
of whether sexual activity actually takes place; and

vii.  Any action that would constitute criminal conduct 
under Article 130 of the Penal Law against a student.

9.  EDUCATION LAW 3020-A  
MEDIATION & ARBITRATION

Mediation 
1.  In an effort to reduce a backlog of Education Law §3020-a 

cases the Board (DOE) and UFT shall meet to determine 
which §3020-a cases charged on or before June 30, 2014, 
shall be subject to mediation as set forth below. The parties 
shall commence mediation on or about, July 1, 2014.

2.  The DOE and UFT shall agree on the number of neutrals to 
function as mediators. Neutrals shall mediate six (6) cases 
per day. 
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3.  The employee (and the employee’s representative, if any) 
and a representative of the DOE with authority to nego-
tiate settlement agreements (subject to final supervisory 
approval) shall meet with the mediator. The mediator shall 
work informally to assist the charged employee and the 
DOE in reaching, if possible, a voluntary, negotiated reso-
lution of the Education Law §3020-a charges. The media-
tor shall not decide the merits of the charges or impose a 
decision. No mediator shall be compelled to or voluntarily 
disclose (including in any subsequent proceedings under 
§3020-a of the Education Law) any information learned 
during mediation. 

4.  The DOE and UFT shall share equally all costs associated 
with the mediation.

Hearing Officers
1.  The parties agree to seat a minimum of 25 hearing officers 

to hear all §3020-a cases. Should the parties fail to agree 
on the number of hearing officers by April 30th of preced-
ing given school year and/or the Panel on which they will 
serve, either the DOE or UFT shall submit the matter to 
the Fact-Finding Panel consisting of Martin F. Scheinman, 
Howard Edelman, and Mark Grossman for binding arbitra-
tion to determine the number of hearing officers and/or the 
Panel on which they will serve that will sit for §3020-a 
cases the following school year. For the 2014-15 school 
year the parties have agreed to seat 25 hearing officers to 
hear §3020-a cases.

2.  To select hearing officers, the parties shall, each year, follow-
ing April 30th, exchange in good faith lists of no fewer than 
10 hearing officers for consideration every other week. If the 
full panel is not seated by October 15th of that school year 
the DOE or UFT may request the Fact-Finding Panel con-
sisting of Martin F. Scheinman, Howard Edelman, and Mark 
Grossman select the remaining hearing officers, subject to 
an individual hearing officer’s agreement to serve, neces-
sary to complete the panel of §3020-a hearing officers. 

Teacher Performance Unit – Hearing Officer Dates
Hearing officers serving on the competence panel must agree 
to provide five (5) hearing dates (as defined in Article 21(G)
(2)(a) of the Teachers’ Collective Bargaining Agreement) per 
month for the months of September through June and two (2) 
hearing dates per month for the months of July and August.

10. DOE CALENDAR – EMERGENCY CLOSINGS 
Article 6C of the Teachers’ CBA and corresponding Articles 
of the other UFT-BOE CBAs shall be as amended to add the 
following:

The Board of Education (“DOE”) and UFT recognize that due 
to emergency conditions (including, but not limited to snow 
closings) there may be situations where the DOE may fall 
short of the minimum number of instructional days required 
annually by the Education Law.

Prior to opening of each school year, the DOE and UFT agree 
to jointly determine those vacation days during designated 
recess periods which shall be used in the event that there is a 
need to make up days in order to meet the statutory minimum 
and the order in which such days would be used. 

In no event shall the number of make-up days exceed the 
number needed to meet the minimum required by the Edu-
cation Law.

11. USE OF SICK DAYS FOR ILL FAMILY MEMBERS
Revise Article 16(A)(11) of the Teachers’ collective bargain-
ing agreement and corresponding provisions of other UFT-DOE 
collective bargaining agreements to provide that employees 
will be allowed to use up to three (3) sick days per year for the 
care of ill family members.

12. DISCIPLINE FOR AUTHORIZED ABSENCES
Amend all UFT-DOE collective bargaining agreements to add 
the following:

No employee shall be disciplined, adversely rated or have 
any derogatory material placed in his/her file for taking an 
approved sabbatical for restoration of health, approved unpaid 
leave for restoration of health or a central DOE approved paid 
leave. Discipline for time and attendance is not a reflection of 
the employee’s performance while at work. 

13. RETURN FROM LEAVE OF ABSENCE
Amend Article 16E of the Teachers’ CBA to add a new sub-
section 3:

Commencing with the beginning of the 2014-15 school year, 
employees on leaves of absence, for one school year or semes-
ter, through the end of the school year, must notify the DOE’s 
Chief Executive Officer of the Division of Human Resources 
or his/her designee in a manner prescribed by the DOE on or 
before May 15th of their intent to either return to service or 
apply to extend their leave of absence for the following school 
year. Failure to comply with this deadline shall be deemed as 
a voluntary resignation from the DOE, except in cases where 
it can be demonstrated that special circumstances prevented 
the employee from notifying the DOE. 

Notwithstanding this notification given to the Board (DOE), 
prior to the commencement of the school year an employee 
may return to service or apply to extend his/her leave if he/she 
can demonstrate relevant circumstances materially changed 
after May 15th provided that the employee acts expeditiously 
following the change in circumstances. An application to 
extend a leave made under these circumstances shall be 
granted under the same circumstances as one made on or 
before May 15th.

An employee on leave for a restoration of health shall be 
required to notify the DOE’s Chief Executive Officer of the 
Division of Human Resources or his/her designee, in a man-
ner prescribed by the DOE on or before May 15th, of his/her 
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medical status and any plans, if known, as to whether he or 
she intends to return to work the following school year. Failure 
to notify the DOE in writing by May 15th shall be deemed as 
a voluntary resignation from the DOE, except in cases where 
it can be demonstrated that special circumstances prevented 
the employee from notifying the DOE.

Whether special circumstances prevented an employee 
from notifying the DOE on or before May 15th, rele-
vant circumstances materially changed after May 15th, 
or an employee acted expeditiously shall be subject to 
the grievance procedure, including binding arbitration.  

14. NURSES  
The parties agree that nurses are entitled to a 30-minute unin-
terrupted lunch period. Nurses in single-nurse schools whose 
lunch period is interrupted due to a medical emergency shall 
have their entire 30-minute lunch period rescheduled by their 
supervisor between the hours of 11:30 and 2:30. Should a 
nurse not be able to take a complete 30-minute uninterrupted 
lunch period during those hours, the nurse shall be entitled to 
one-half of his/her hourly rate of pay provided the nurse sub-
mits documentation to his/her supervisor in a timely manner 
with the relevant information about the medical emergency. 

15.  SCHOOL PSYCHOLOGISTS AND  
SOCIAL WORKERS PER SESSION

For Side Letter: 

“This letter shall serve as the DOE’s acknowledgment of Article 
23.A.13 of the School Social Workers and Psychologists CBA. 
School Psychologists will have up to 20 hours of per session work 
per year available to them with supervisor approval only as to 
scheduling (which approval shall not be unreasonably denied) 
in order to assist in allowing them to fulfill their case man-
agement duties, without the necessity of posting such work.” 

16.  ABSENT TEACHER RESERVE
For purposes of this agreement, ATRs shall be defined as all 
UFT-represented school based titles in excess after the first 
day of school, except paraprofessionals and occupational and 
physical therapists.

Severance Program
The employer shall offer a voluntary severance benefit (the 
“Severance Program”) to ATRs who volunteer to resign/retire 
and who execute an appropriate release in a form prescribed 
by the Board (DOE) and subject to legal requirements. 

The period during which ATRs may volunteer to separate from 
the DOE in accordance with the terms of the Severance Pro-
gram shall commence on the 30th day and shall terminate at 
5 p.m. on the 60th day following the Union’s ratification of 
this Agreement. 

Other than employees who have agreed in writing to resign 
from the DOE, employees who are ATRs as of June 1, 2014 
who volunteer for the Severance Program shall receive a sev-
erance payment according to the following schedule:

One (1) week of pay for ATRs with three (3) years of ser-
vice or more, but less than four (4) years of service, as of 
the date of ratification of this Agreement.

Two (2) weeks of pay for ATRs with four (4) years of ser-
vice or more, but less than six (6) years of service, as of 
the date of ratification of this Agreement.

Three (3) weeks of pay for ATRs with six (6) years of ser-
vice or more, but less than eight (8) years of service, as 
of the date of ratification of this Agreement.

Four (4) weeks of pay for ATRs with eight (8) years of 
service or more, but less than ten (10) years of service, 
as of the date of ratification of this Agreement.

Five (5) weeks of pay for ATRs with ten (10) years of ser-
vice or more, but less than twelve (12) years of service, 
as of the date of ratification of this Agreement.

Six (6) weeks of pay for ATRs with twelve (12) years 
of service or more, but less than fourteen (14) years of 
service, as of the date of ratification of this Agreement.

Seven (7) weeks of pay for ATRs with fourteen (14) years 
of service or more, but less than sixteen (16) years of 
service, as of the date of ratification of this Agreement.

Eight (8) weeks of pay for ATRs with sixteen (16) years 
of service or more, but less than eighteen (18) years of 
service, as of the date of ratification of this Agreement.

Nine (9) weeks of pay for ATRs with eighteen (18) years 
of service or more, but less than twenty (20) years of 
service, as of the date of ratification of this Agreement.

Ten (10) weeks of pay for ATRs with twenty (20) years 
of service or more, as of the date of ratification of this 
Agreement.

For purposes of this Severance Program, one week of pay shall 
be defined as 1/52nd of an ATR’s annual salary.

In the event that any ATR who volunteers to participate in 
the Severance Program returns to service with the DOE, the 
ATR shall repay the severance payment received pursuant to 
the above within six (6) months of the ATR’s hiring to such 
position, through payroll deductions in equal amounts. This 
repayment provision shall not apply to ATRs who return to 
work as day-to-day substitute teachers. 

Interviews 
During the period September 15, 2014 through October 15, 
2014 (and during the same period in each subsequent year to 
the extent this ATR Program is continued as set forth below), 
the employer will arrange, to the greatest extent reasonably 
possible, for interviews between ATRs and schools with appli-
cable license-area vacancies within the district or borough to 
which the ATR is assigned. After October 15, ATRs may con-



CONTRAC T  AGREEMENT  2014

20

tinue, at the DOE’s discretion, to be sent to interviews within 
the district or borough for applicable license-area vacancies. 
An ATR that declines or fails to report to an interview, upon 
written notice of it, two or more times without good cause 
shall be treated as having voluntarily resigned his/her employ-
ment. 

When an ATR is selected by a principal for a permanent 
placement in either the district or borough, the ATR shall be 
assigned to fill the vacancy in his/her license area, be placed 
on the school’s table of organization and take his/her rightful 
place in seniority order. Schools may continue to hire ATRs 
on a provisional basis consistent with existing agreements 
between the parties. An ATR that fails to accept and appear 
for an assignment within two (2) work days of receiving written 
notice of the assignment without good cause shall be treated 
as having voluntarily resigned his/her employment. 

Any school that selects an ATR for a permanent placement 
will not have that ATR’s salary included for the purpose of 
average teacher salary calculation. 

ATRs in Districts 75 and 79 shall be sent for interviews only 
in the same borough, within their respective district, as the 
school to which they were previously assigned. 

ATRs in BASIS shall be sent for interviews only in the same 
borough as the school to which they were previously assigned.

Assignments of ATRs
After October 15, 2014, ATRs, except those who have been 
penalized (as a result of a finding of guilt or by stipulation) 
in conjunction with §3020-a charges with a suspension of 
30 days or more or a fine of $2,000 or more, will be given a 
temporary provisional assignment to a school with a vacancy 
in their license area where available. The DOE, at its sole dis-
cretion, may choose to assign ATRs to a temporary provisional 
assignment who have been penalized (as a result of a finding 
of guilt or by stipulation) in conjunction with §3020-a charges 
with a suspension of 30 days or more or a fine of $2,000 or 
more. 

The DOE shall not be required to send more than one ATR 
at a time to a school per vacancy for a temporary provisional 
assignment. These assignments will first be made within dis-
trict and then within borough. For purposes of the ATR Pro-
gram, ATRs shall also be given temporary provisional assign-
ments to cover leaves and long term absences within their 
license area within district and then within borough. ATRs 
in Districts 75 and 79 shall be given temporary provisional 
assignments only in the same borough within their respective 
district as the school to which they were previously assigned. 

All temporary provisional assignments for an ATR in BASIS 
will be within the same borough as the school to which they 
were previously assigned.

It is understood that at any time after a temporary provisional 
assignment is made, a principal can remove the ATR from this 
assignment and the ATR will be returned to the ATR pool and 
be subject to the terms and conditions of employment then 

applicable to ATRs pursuant to the parties’ collective bargain-
ing agreement(s).

If a principal removes an ATR from an assignment to a vacancy 
in his/her license area because of problematic behavior as 
described below and the ATR is provided with a signed writ-
ing by a supervisor describing the problematic behavior, this 
writing can be introduced at an expedited §3020-a hearing 
for ATRs who have completed their probationary periods, as 
set forth below.

If, within a school year or consecutively across school years, 
two different principals remove an ATR who is on a temporary 
provisional assignment to a vacancy in his/her license area 
for problematic behavior and provide the ATR with a signed 
writing describing the problematic behavior, the ATR shall be 
subject to discipline up to and including discharge as pro-
vided below. The ATR will be returned to the ATR pool pending 
completion of the expedited ATR §3020-a procedure set forth 
below.

An ATR who has been placed back in the ATR pool will be in 
the rotation to schools unless he/she is again offered a tem-
porary provisional assignment at another school. Rotational 
assignments or assignments to a school (as opposed to a 
vacancy in his/her license area) shall not form the basis of an 
incident of problematic behavior as described herein.

To the extent that the provisions of this section conflict with 
the provisions of the Memorandum of Agreement dated June 
27, 2011, the provisions of this section shall govern.

ATR §3020-a Procedure
If, within a school year or consecutively across school years, an 
ATR has been removed from a temporary provisional assign-
ment to a vacancy in his/her license area by two different 
principals because of asserted problematic behavior, a neutral 
arbitrator from a panel of arbitrators jointly selected for this 
purpose (the panel presently consisting of Martin F. Schein-
man, Howard Edelman and Mark Grossman) shall convene a 
§3020-a hearing as soon as possible.

Based on the written documentation described above and such 
other documentary and/or witness evidence as the employer 
or the respondent may submit, the hearing officer shall deter-
mine whether the ATR has demonstrated a pattern of prob-
lematic behavior. For purposes of this program, problematic 
behavior means behavior that is inconsistent with the expec-
tations established for professionals working in schools and a 
pattern of problematic behavior means two or more instances 
in a vacancy in the ATR’s license area of problematic behav-
ior within a school year or consecutively across school years. 
Hearings under this provision shall not exceed one full day 
absent a showing of good cause and the hearing officer shall 
issue a written decision within 15 days of the hearing date.

The parties agree that in order to accomplish the purpose 
of establishing an expedited §3020-a process, the following 
shall serve as the exclusive process for §3020-a hearings for 
ATRs that have been charged based on a pattern of problem-
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atic behavior in accordance with this agreement.

• The ATR shall have ten (10) school days to request a 
hearing upon receipt of the §3020-a charges;

• At the same time as the ATR is charged, the Board (DOE) 
will notify the UFT as to where the ATR is assigned at the 
time charges are served;

• The employer shall provide the Respondent all evidence 
to be used in the hearing no more than five (5) school 
days after the employer receives the Respondent’s 
request for a hearing;

• Within five (5) school days of receipt of the employer’s 
evidence, the Respondent shall provide the employer 
with any evidence the Respondent knows at that time 
will be used in the hearing;

• The hearing shall be scheduled within five to ten (5-10) 
school days after the exchange of evidence is complete;

• The hearing time shall be allocated evenly between the 
parties, with time used for opening statements, closing 
statements and cross-examination allocated to party 
doing the opening statement, closing statement or 
cross-examination and with time for breaks allocated to 
the party requesting the break;

• The hearing officer shall issue a decision within 15 days 
of the hearing date. 

For the purposes of charges based upon a pattern of prob-
lematic behavior under this section only, if the DOE proves 
by a preponderance of the evidence that the ATR has demon-
strated a pattern of problematic behavior the hearing officer 
shall impose a penalty under the just cause standard up to 
and including discharge.

All hearing officer fees in excess of the SED rate shall be 
shared equally by the parties.

It is understood that allegations of conduct which would fall 
within the definition of sexual misconduct or serious miscon-
duct as defined in the applicable collective bargaining agree-
ments shall be addressed through the existing process in Arti-
cle 21(G) of the Teachers CBA and corresponding articles of 
other UFT-BOE CBAs. 

Term
This agreement with respect to the absent teacher reserve 
(referred to above as the “ATR Program”) shall run through 
the end of the 2015-16 school year. At the end of that term, 
the parties must agree to extend the ATR Program and absent 
agreement, the parties shall return to the terms and condi-
tions for ATR assignment as they exist in the 2007-2009 col-
lective bargaining agreement(s) and memoranda of agreement 
entered into prior to ratification of this Agreement. 

The parties agree and understand that the due process protec-
tions provided in this provision shall modify the provisions of 
Education Law § 3020-a and any other agreements between 
the parties. 

17.  HARD TO STAFF SCHOOL DIFFERENTIAL
In order to promote teacher retention and recruitment to high 
need schools which have staffing challenges, teachers who 
work and remain at designated Hard to Staff schools will be 
eligible to receive a Hard to Staff school annual salary differ-
ential. For each school year, the Chancellor shall have the sole 
discretion to determine the Hard to Staff schools that will be 
eligible and the amount of the differentiated compensation. 
The Chancellor will consult with the UFT prior to designating 
schools and the differential amount. The determinations as to 
the schools and amounts shall be final and not grievable. All 
teachers serving in these Hard to Staff designated schools, 
including transfers and new hires, shall be eligible to receive 
the same annual salary differential except as delineated below. 
The differential shall be paid in a lump sum by October 31 of 
the following school year. To receive the differential, teachers 
must have earned a rating of “Highly Effective”, “Effective”, 
or “Developing”, or Satisfactory where applicable, and be in 
active service in, or be on an approved leave from, the desig-
nated Hard to Staff school at the time the lump sum payment 
is made in the fall of the following school year. Teachers who 
serve less than five months of cumulative active service at 
the school are not eligible to receive the differential. Teachers 
serving greater than five months but less than the full year 
shall receive a pro-rata share of the differential.

18.  ARBITRATION DATES  
Article 22C of the Teachers’ CBA and corresponding Articles 
of the other UFT-BOE CBAs shall be amended to add the fol-
lowing:

The total number of arbitration dates shall be increased from 
175 to 200 dates per year. 

19.    PROGRESSIVE REDESIGN OPPORTUNITY 
SCHOOLS FOR EXCELLENCE (PROSE)

Amend all UFT-BOE Collective Bargaining Agreements to add: 

1. Mission
a.  To achieve success and outstanding results through a 

truly collaborative environment for all schools at all levels 
among the key stakeholders responsible for educating New 
York City’s schoolchildren – teachers and other school-
based staff, principals, and parents.

b.  To build this Partnership on a basis of collaboration and 
mutual respect that empowers school-based staff (includ-
ing administrators) and enables students to learn, thrive, 
and achieve mastery.

c.  To treat instructional staff as professionals by empowering 
them and holding them responsible for providing the high-
est quality of teaching.

d.  To foster continuous innovation in the way that labor and 
management, principals, supervisors, and teachers and 
other school-based staff share information, share deci-
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sion-making, and share accountability for student achieve-
ment and sound educational outcomes.

e.  To empower school-based staff to embrace new ways of 
teaching children, even if this means modifying certain 
existing regulations and work rules. This includes reexam-
ining current instructional practice, such as the school day 
and school year, student assessment, evaluation, and class 
size.

f.  To leverage technology in instruction to engage students 
and improve professional development. This Partnership 
will use technology to improve the assessment of student 
learning, workforce engagement, and parent satisfaction.

g.  To use joint training and labor-management facilitators.

h.  To give existing schools the opportunity and flexibility to 
change certain rules and challenge the traditional way of 
doing things – provided they meet specific, measurable 
performance targets.

i.  To demonstrate creativity and innovation in the pursuit of 
educational excellence.

2. Joint PROSE Panel. 
a.  Upon ratification of the successor collective bargain-

ing agreements to the 2007-2009 collective bargaining 
agreements, a collaborative, decision-making Panel made 
up of an equal number of members selected by the UFT 
President and the Chancellor will invite school teams of 
UFT-represented employees and CSA-represented admin-
istrators to submit proposals for five years long for par-
ticipation in the PROSE program where schools with real 
educator voice and decision making input and/or authority 
are permitted to design schools that work best for the stu-
dents and communities they serve.

b.  The program will begin as soon as practicable, consisting 
of a mix of high- and low achieving schools, and a mix of 
elementary, middle, and high schools. 

c.  The Panel will set a goal of implementing 200 PROSE Pro-
gram schools over the next five years that will be overseen 
and report into the office of the Senior Deputy Chancellor. 

d.  Proposals will be for a maximum of five years. The Panel 
may end a school’s participation in the program only if the 
school is not succeeding.

3. How the Joint Panel screens and evaluates 
proposals. 
a.  Proposals will be screened based on the extent to which 

they demonstrate:

i.  Partnership between UFT-represented employees and 
CSA-represented administrators in decision-making;

ii.  A proven record of previous collaboration and success 
(which includes, but is not limited to, academic suc-
cess on assessments);

iii.  Creativity and flexibility in modifying DOE-regulations 
and CBA provisions as specified in paragraph (x) of 
this subsection;

iv.  A school community where many voices are listened 
to;

v.  Strong buy-in from both UFT-represented employees 
and CSA-represented administration;

vi.  A commitment to capacity-building and sustainability 
from the Board (DOE), UFT and CSA;

vii.  Jointly-designed and job-embedded professional 
development and training;

viii.  A five year commitment to the proposal;

ix.  Measurable, reportable performance targets (defined 
more broadly than academic success on assessments). 
If any school does not meet its targets, the panel may 
take away its PROSE status at the end of five years or 
sooner;

x.  Proposals may (but do not have to) include changes 
to articles of the Teachers’ CBA and corresponding 
articles of other UFT-DOE CBAs that relate to (i) con-
figuration of the existing work hours and/or work year 
(Article 6), including extending the school day and/or 
year, provided there is no diminution of annual salary; 
(ii) programs, assignments and teaching conditions in 
schools and programs (Article 7); professional sup-
port for new teachers (Article 8G); (iii) evaluation; (iv) 
professional development assignments and positions 
(Article 11 IV); (v) working conditions of per session 
teachers (Articles 15C2 and 15C4); (vi) Step 1 of the 
grievance process (Article 22B1a); and (vii) transfers 
to the school (Article 18A, paragraph 1, sentence 
2). The Chancellor and UFT President may agree to 
other articles of the Teachers’ CBA that schools may 
propose to change. Proposals may (but do not have 
to) include modifications to Chancellor’s Regulations 
except those affecting student safety or implementing 
state and federal laws and regulations. 

b.  Proposals must include:

i.  Evidence of the school’s current success, or if a group, 
at least one school in the group’s success in providing 
a quality education to students. The Panel will con-
sider multiple measures of success, not only academic 
measures. Schools that serve high-need students and 
schools without screened or selective admissions are 
especially encouraged to apply.

ii.  A list of the types of innovative, teacher-led practices 
that the school currently uses or is planning to use 
to promote student success. Examples could include: 
school-based staff selection procedures, UFT-repre-
sented employee representation on and powers of cur-
rent school committees that positively influence the 
quality of instruction delivered to students, School-
Based options for scheduling or other policies;
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iii.  A specific description of how the school intends to use 
the contractual and regulatory flexibility of the PROSE 
program to provide employees with decision-making 
input and authority in the school and build on its suc-
cesses during the duration of the plan. As part of their 
proposals, schools may choose to establish commit-
tees consisting of key school-based stakeholders to 
examine resource allocation, schedules, curriculum, 
technology, professional development, hiring, and 
parent engagement. 

vi.  A proposed budget for the initial year, including both 
current budgetary resources and any requested sup-
plementary funds. No such supplemental funds are 
guaranteed. The UFT and DOE will commit to pursuing 
additional outside funding to support innovative school 
plans, where feasible. The PROSE program is not con-
tingent on securing additional outside funding. 

v.  A mechanism for PROSE Program schools to regularly 
report their progress to the Panel including, but not 
limited to, annual goals and budgets. 

4. How a school becomes a PROSE Program School. 
a.  Applying schools must submit a proposal which has been 

approved by the School Leadership Team of their school. 

b.  To be accepted, the UFT and DOE Panel members must 
agree to accept the proposal and allow a school’s partici-
pation in the PROSE program. Once approved by the Panel 
(including any required revisions), a proposal is submitted 
to the school for adoption. 

c.  The proposal may be implemented only upon ratification 
by sixty-five percent of all those UFT-represented employ-
ees voting and acceptance by the school’s principal. Pro-
posals may also be modified by the same ratification and 
approval process set forth in this subsection 4.

d.  UFT-represented employees who wish to transfer out of a 
school that has been approved to participate in the PROSE 
program may do so on the same basis as similarly situated 
employees, with the exception that teachers who wish to 
transfer out of the school for the 2014-15 school year may 
do so by October 15th without Principal release if they find 
another position in accordance with the applicable CBA.

e.  If accepted and approved as provided herein, the UFT, 
DOE and the applying school will implement the proposal 
as approved.

f.  Individual schools or groups of schools may apply; how-
ever, preference will be given to groups of schools which 
demonstrate a mix of types of schools. Where a group of 
schools apply, each school in the group must ratify the pro-
posal by 65%, as provided herein, in order to participate.

g.  Participation in the PROSE program can be renewed at 
the expiration of the initial proposal term, in accordance 
with the Panel’s approval, and with ratification by sixty-five 
percent of school’s staff, and approval by the school’s prin-

cipal, and a vote of the school leadership team.

h.  The Panel shall, as soon as practicable, implement the 
PROSE program, adopt application procedures, and 
accept proposals from schools.

i.  The DOE and UFT will collaborate in developing pre-ap-
plication and post-application workshops to be delivered 
during the 2014-15 school year for applications which will 
be implemented after the 2014-15 school year.

5. New Schools. 
a.  The DOE and the UFT will develop an alternative process 

for the creation of new schools that are proposed by either 
teachers and parents. 

b.  These schools can be proposed in addition to the 200 
PROSE Program Schools and if approved in accordance 
with the agreed upon procedures will have the same flex-
ibility with regard to Chancellor’s regulations and work 
rules as PROSE Program Schools.

20.  MISCELLANEOUS  
a.  Unless expressly stated otherwise, the provisions of this 

Agreement apply to the bargaining units and titles covered 
in paragraph 3 above and will be incorporated into the 
individual unit agreements as applicable.

b.  In the event any inconsistency exists between the terms 
contained in this Agreement and the expired collective 
bargaining agreements, this Agreement shall be determi-
native.

21.  INTERIM AGREEMENTS  
The agreements (annexed hereto collectively as APPENDIX 
B) reached during the term of the collective bargaining agree-
ments effective October 13, 2007 to October 31, 2009 are to 
be included in the applicable successor agreements subject 
to such modifications as are required by this agreement and 
its Appendices.

22.  RATIFICATION  
This Agreement is subject to ratification by the Union, and 
adoption by the Board of Education

23.  SAVINGS CLAUSE  
In the event that any provision of this Agreement is found to 
be invalid, such invalidity shall not impair the validity and 
enforceability of the remaining provisions of this Agreement.



     
MEASURES OF TEACHER PRACTICE 

OBSERVATION OPTION SELECTION FORM 
 
Teacher Name: ________________________   Teacher ID:   _________   
 

School Year:    ________________________ School Name/DBN:  _________ 
_______________________________________________________________________________________ 
OBSERVATION OPTION: (check one) 
 

_____________________________________________________________________________________  
CONSENT TO HAVE OBSERVATION(S) VIDEOTAPED: (check one) 
 

 
 

For all observation options: Evaluator may choose which observations, if any, to videotape  
 

 

 

Formal Classroom Observation ONLY (if Observation Option 1) 
 

or 
 

two (2) Informal Classroom Observations ONLY (if Observation Option 2) 
 

or 
 

one (1) Informal Classroom Observation ONLY (if Observation Option 3 or Observation Option 4) 
 
 

 
 

DO NOT CONSENT TO VIDEOTAPE EVALUATIVE CLASSROOM OBSERVATIONS 
 

________________________________________________________________________________________  
 

Teacher’s signature: _________________________________________ Date________________ 
(I have read and received a copy of the above and understand that a copy will be placed in my file.) 
 

Evaluator’s name (print): _____________________________________ 

Evaluator’s signature: ________________________________________ Date________________ 

 Option 1: 
Formal Observation (minimum of 1) 
Informal Observations (minimum of 3) 
 

 
Option 2: 
Informal observations (minimum of 6) 

 Option 3: Informal Observations (minimum of 
3) 
Classroom Visits (max of 3 unless teacher 
consents to additional) 
Only teachers who are rated Highly Effective in 
the prior school year may select Option 3. 

 
Option 4: Informal Observations (minimum 
of 4) 
Only teachers who are rated Effective in 
the prior school year may select Option 4. 
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LEAVES OF ABSENCE 
 
 
INTRODUCTION 
 
A leave of absence is an extended period of time (paid or unpaid) during which an 
employee is absent from work while maintaining their status as an employee. 
 
There are two categories of leaves of absence: medical and nonmedical. 
 
LEAVES OF ABSENCE WITHOUT PAY 
All pedagogues on regular appointment may apply for a contractual leave without pay. 
(Each title should see their respective UFT contract/guidelines for specifics.) 
 
During any period of absence or leave, the absent employee is responsible for 
maintaining contact with the school. (Chancellor’s Regulation C603 for pedagogic 
personnel — applies to all employees.) 
 
The Department of Education has implemented an automated leave system for 
pedagogues and paraprofessionals. The Self-Service Online Leave Application System 
(SOLAS) must be used to apply for all leaves except Intermittent FMLA, Military 
Leaves, Terminal Leaves and Workers’ Compensation, which must be applied for by 
paper application. 
 
IMPORTANT!   NEW!    NEW!     NEW!   NEW!   IMPORTANT! 
 
Return from Leave of Absence — Applies to ALL UFT Titles 
Article 16E3 (2009-2018) 
 
Commencing with the beginning of the 2014–15 school year, employees on leaves of 
absence, for one school year or semester, through the end of the school year, must notify 
the DOE’s chief executive officer of the Division of Human Resources or his/her designee 
in a manner prescribed by the DOE on or before May 15 of their intent to either return to 
service or apply to extend their leave of absence for the following school year. Failure to 
comply with this deadline shall be deemed as a voluntary resignation from the 
DOE, except in cases where it can be demonstrated that special circumstances 
prevented the employee from notifying the DOE. 
 
Notwithstanding this notification given to the Department of Education (DOE), prior to the 
commencement of the school year an employee may return to service or apply to extend 
his/her leave if he/she can demonstrate relevant circumstances materially changed after 
May 15 provided that the employee acts expeditiously following the change in 
circumstances. An application to extend a leave made under these circumstances shall 
be granted under the same circumstances as one made on or before May 15.  
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An employee on leave for a restoration of health shall be required to notify the DOE’s 
chief executive officer of the Division of Human Resources or his/her designee, in a 
manner prescribed by the DOE on or before May 15, of his/her medical status and any 
plans, if known, as to whether he or she intends to return to work the following school 
year. Failure to notify the DOE in writing by May 15 shall be deemed as a voluntary 
resignation from the DOE, except in cases where it can be demonstrated that special 
circumstances prevented the employee from notifying the DOE. Whether special 
circumstances prevented an employee from notifying the DOE on or before May 15, 
relevant circumstances materially changed after May 15, or an employee acted 
expeditiously shall be subject to the grievance procedure, including binding arbitration. 
 
Pedagogues on most leaves of absence other than for health are granted with permission 
to perform occasional per-diem substitute service during the leave (Chancellor’s 
Regulation C603). Members on leaves of absence can maintain their membership by 
sending a copy of their approved leave for restoration of health and paying $25 for 
pedagogues and all other titles, except for paraprofessionals who pay $10 to the UFT 
Accounting Department. 
 
Often a member will find that when they return from leave they have been deleted from 
the computer bank showing membership in the UFT. The member should, therefore, 
complete a UFT membership card; a UFT Welfare Fund enrollment form; and a COPE 
card, which you should provide for them. 
 
Some examples of paid and unpaid leaves that we will be addressing here are: 
 

• FMLA 
• Military 
• Maternity 
• Terminal leave 
• Child care 
• Care of a sick family member 
• Study 
• Restoration of health (own illness) 
• Personal affairs 
• Paraprofessionals leaves 

 
FAMILY AND MEDICAL LEAVE ACT (FMLA) 
 
Employees are eligible if they have worked for at least one year or for 1,250 hours over 
the previous 12 months. 
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Eligible employees may receive up to 12 weeks of paid (health and maternity) or unpaid 
leave in a 12-month period for the following qualifying reasons: 
 

• Maternity/child care 
• Placement of a child with the employee for adoption or foster care; 
• To care for an immediate family member (spouse, child or parent) with a serious 

health condition; or 
• To take a medical leave when the employee is unable to perform their job because 

of a serious health condition 
• Effective Jan. 16, 2009 — may be able to take 26 work weeks of leave in a 12-

month period for family members caring for a “covered service member” with 
serious injury or illness incurred in the “line of duty on active duty,” and 

• Family members of personnel on active duty may take FMLA for “qualifying 
exigencies,” such as short notice of deployment 

 
The employee will be required to provide advance leave notice and medical certification. 
The employee’s health coverage will remain active for the length of the FMLA leave. 
 
The leave is an umbrella over all other leaves. It begins on the first day an employee is 
absent and is concurrent with, not in addition to, use of days from the member’s bank. 
 
Intermittent FMLA – taking blocks of time, or by reducing their normal weekly or daily 
work schedule for an employee or family member’s serious health condition. 
 

• Up to 60 work days 
• Employee must attempt to schedule leave to not disrupt school’s operations 
• Special rules for instructional staff — if planned treatment exceeds 20% of total 

number of working days — possibly may require a leave or temporary transfer 
 
Pay during military service 
All appointed, provisional, regular substitute and seasonal employees who enter the 
military service shall be on leave of absence with pay during the first 30 days of such 
service unless the DOE is otherwise required to make payment of salary during such 
military service. Military employees covered under City Operations Order #73, Operation 
Enduring Freedom Extended Benefits Package, in connection with the events of Sept. 11, 
2001, receive extended benefits. See DOE Memorandum — Continuation of Extended 
Rights and Benefits for Military Leave — Dec. 13, 2002. 
 
MATERNITY LEAVE 
 
Maternity leave applies to all pedagogues, paraprofessionals and administrative 
employees (excluding per-diem employees). The leave of absence is for six weeks after 
the natural birth of the baby or eight weeks if by cesarean with medical documentation. 
An employee must use her sick days. Appointed pedagogues may borrow (optional) up 
to 20 sick days and/or use the 30-day grace period if necessary during the six- or eight-
week maternity leave. Paras and administrative employees may choose to borrow up to 
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10 sick days, but grace period does not apply. 
 
There is no requirement that pregnant members begin their leave at any specific point in 
time. A pregnancy-related illness can begin anytime during pregnancy. 
 
TERMINAL LEAVE (Retirement Leave) – Education Law 3107 
 
Employees who are members of a retirement system are eligible, upon application, for a 
terminal leave. Terminal leave shall be granted with full pay consisting of one half of their 
accumulated unused sick leave, up to a maximum of one school term or the equivalent 
number of school days. Leave shall not extend from one school term into the next school 
term; five calendar months excluding July and August. 
 
An employee who becomes seriously ill while on terminal leave may convert the balance 
of their CAR days to a sick leave upon application. In that event, she or he becomes 
entitled to her or his total accumulated unused sick leave minus the number of school 
days actually taken as retirement leave. 
 
Application for the leave must be made one month prior to the beginning of the leave. 
Applications for September must be made in June. 
 
Vacation periods intervening between the end of a retirement leave and the member’s 
retirement date are deemed periods of active service for all purposes, including 
compensation. 
 
Unforeseen closing of schools or other conditions which may excuse nonattendance of 
working personnel, occurring during the period of terminal leave, shall not change the 
total number of days originally computed for the terminal leave applied for or granted. 
 
The employee on terminal leave may not accept employment with the Department of 
Education or the Board of Higher Education or publicly supported institutions in New York 
City or New York State. There is no restriction on private employment or public 
employment outside the jurisdiction of New York State.  
 
LEAVES OF ABSENCE FOR PEDAGOGUES 
 
PERSONAL AFFAIRS 
 
Teachers may be granted a leave of absence without pay of up to two years to adjust 
personal affairs (e.g., the winding up of a family business on the death or incapacitation 
of the family member in charge) in accordance with existing rules and regulations. 
Teachers who are denied such a leave may refer the matter to the executive director of 
the Division of Human Resources for review and final determination. 
 
NOTE: Health benefits are not granted with a leave for personal affairs. 
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Child care leaves 
 
Can be used by either parent but not both at the same time. This leave begins six 
weeks (or eight weeks for a C-section) after the birth of the baby up to the September 
following the baby’s 4th birthday; leave for parents who adopt ends at the same time 
as the above. 
 
The general duration for child care leave is up to four years; however, each title should 
see their respective UFT contracts or guidelines. 
 
While on leave, the seniority that you have accrued remains unchanged. You do not gain 
any additional seniority while on child care leave. School seniority (not excessing 
seniority) may be affected (See Agree. Art. 28 and Schoolwide Seniority in the “Member 
Rights” section). 
 
At the completion of the child care leave, teachers return to their school. If there is an 
excessing situation at that point in time, the junior person in license is excessed. 
 
Speech teachers must return within two years to return to their rightful place in 
seniority. 
 
Each title should see their respective UFT contracts and guidelines. 
 
Child care leave must be applied for every year.  
 
Restoration of health leave (own illness) 
 
Once an appointed pedagogue has exhausted his or her sick bank, borrowed days 
(optional) and have been carried on payroll for 30 calendar days, you must apply for a 
leave without pay for restoration of health or return to service. You must apply on 
SOLAS, from the first day of absences, and provide medical documentation. If your 
request for a medical leave is denied medical arbitration may be appropriate. 
 
GRACE PERIOD 
 
A grace period is an absence without pay granted up to 30 calendar days to a regularly 
appointed pedagogue who has exhausted their CAR. A pedagogue can then choose to 
borrow up to 20 CAR days or immediately go on a grace period. You are paid for 
weekends and holidays and are deducted 1/300th of your gross annual salary for each 
work day. 
 
The purpose of the grace period is to allow the regularly appointed pedagogue additional 
time to recover. The benefits include: remaining on payroll and continuing to accrue 
seniority, CAR, pro-rata summer vacation pay and retaining their health coverage. 
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Grace period may not be taken on the first day of school following summer vacation 
and prior to a sabbatical. 
 
Members may request only one grace period per school year. 
 
Care of sick family member  
 
Duration determined by medical evaluation of the sick individual. Medical documentation 
is required. 
 
STUDY 
 
Related to teachers license field, to meet eligibility requirements for a license other than 
that held by the teacher. See related teachers’ contract article 16E. 
 
SABBATICALS (See Agree. Art. 16B)  
 
General rules 
 
Appointed pedagogues are eligible for a one-year sabbatical after 14 years of regularly 
appointed service. For the first one-year sabbatical, pedagogues may use a maximum 
of three years of regular substitute service for which salary credit was granted. (If a 
member has taken a six-month sabbatical prior to the first one-year sabbatical, he or 
she is not eligible to use regular substitute service.) 
 
A spring term six-month sabbatical is available to teachers for study only in the high 
school and junior high school divisions; however, the six-month restoration of health 
sabbatical is available to members in all divisions. 
 
All six-month sabbaticals, including the special sabbatical for restoration of health of 
less than six months, require seven years of regularly appointed service for eligibility; 
no substitute service may be used. For less than six-month sabbaticals all CAR time 
must be exhausted. 
 
Sabbaticals are granted by seniority. Remember that a 28-year appointed teacher who 
has taken one sabbatical now has only 14 years’ seniority toward the next sabbatical 
since she or he already used 14 years toward the first sabbatical. The same applies for 
the six-month sabbatical. You must subtract seven years for each six-month sabbatical 
already taken. 
 
Only 5 percent of the regularly appointed staff in a school may be on sabbatical in any 
given school year. 
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Compensation 
 
Compensation for the one-year sabbatical is at 70 percent of the regular gross salary. 
 
Compensation for the six-month is at 60 percent of the regular gross salary. 
 
For health sabbaticals of less than six months, a pro-rated service deduction is used. 
 
Pedagogues are not permitted to engage in any gainful employment or occupation or 
study for any other trade or profession while on sabbatical. 
 
If a teacher is employed in a summer school program which runs through August and is 
commencing a sabbatical on Aug. 1, she or he may complete this job. The following 
summer, however, she or he may not resume the activity. The teacher retains all 
retention rights to the position and may resume the position the summer following the 
expiration of the sabbatical. 
 
Types of sabbaticals 
(All sabbaticals must be applied for on SOLAS) 
 
Study: Pedagogues must complete 16 credits for a one-year sabbatical or eight credits 
for a six-month sabbatical. Courses are to be taken at an accredited graduate or 
undergraduate institution. Courses of study are to be job-related in accordance with 
criteria established by the chancellor. 
 
If a course is closed out or no longer offered, teachers should select another and notify 
in writing their local instructional superintendent. Send all communications certified mail 
return receipt and keep copies. 
 
At the conclusion of the sabbatical, the teacher must have the university send an official 
transcript to the local instructional superintendent or executive director through whom 
the application was submitted. 
 
Educational research projects which are offered in lieu of courses are approved after 
teachers submit an outline of the proposal to the principal and the local instructional 
superintendent and it is accepted by them. At the completion of the leave, the teacher 
must submit a copy of the completed project to the superintendent or the executive 
director through whom the application was submitted. 
 
Restoration of health: Pedagogues must apply online on SOLAS and upload an OP 
407 (Confidential Medical Report) and all other supporting documentation. Denial of 
this leave is grievable through the medical arbitration provision of the contract. (See 
Agree. Art. 21J4) 
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TB sabbaticals: Teachers excused from service by the Board of Health of the City of New 
York because of tuberculosis may be granted up to five terms of sabbatical leave. 
Approval of the school medical director is required. Sabbaticals of this type are granted 
without reference to other regulations at the rate applicable to special sabbatical leaves 
for restoration of health. 
 
APPEAL PROCEDURES  
 
Members can grieve denial of a leave of absence through Article 22B3 of the 
Agreement. (See “Grievance” section) The four areas that can be grieved are: 
 

• Placement of the pedagogue on a leave of absence without pay for more 
than one month 

• Termination of the pedagogue’s services 
• A recommendation for disability retirement 
• A denial of a leave with or without pay for more than one month. 

 
Pedagogues should be instructed to contact their district representative immediately if 
they wish to proceed to medical arbitration. Teachers must submit the request for 
medical arbitration within 10 school days of receipt of notice from the Division of Human 
Resources. 
 
PARAPROFESSIONAL LEAVES OF ABSENCE 
 
Personal illness 
 
Employees may apply on SOLAS for a leave for reasons of personal illness, including 
pregnancy-related disabilities, and such leave shall be granted subject to approval of 
the Medical Bureau. They shall be entitled to return within one year on the basis of 
seniority and shall retain the seniority and other rights they had before leaving. Any 
leave granted under this section may, subject to approval by the Medical Leaves and 
Benefits Office, be extended for a period of one additional year. 
 
Pregnancy-related disability 
 
Employees may apply for a leave for reasons of personal illness, including pregnancy- 
related disabilities, and such leave shall be granted subject to approval of the Medical 
Bureau. They shall be entitled to return within one year on the basis of seniority and 
shall regain the seniority and other rights they had before leaving. Any leave granted 
under this section may be extended for a period of one year, subject to approval by the 
Medical Leaves and Benefits Office. 
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Maternity/child care leave 
 
An employee with two or more years of service who leaves for reasons of maternity 
and/or child care and returns to employment within four years shall regain the seniority 
she/he had at the time she/he left, and shall be credited with the accumulated sick leave 
to which she/he was entitled at the time she/he left, less the sick days used while on 
maternity leave. 
 
Illness in the immediate family 
 
Employees with two or more years of service who leave for reasons of illness in the 
immediate family shall be entitled to return within one year on the basis of seniority and 
shall regain the seniority and other rights they had before leaving. The term “immediate 
family” includes a parent of a husband or wife, or any relative residing in the employee’s 
household. 
 
PARAPROFESSIONALS DO NOT GET A GRACE PERIOD; GRACE PERIOD ONLY 
APPLIES TO APPOINTED PEDAGOGUES. 
 
LEAVE WHILE ON WORKERS’ COMPENSATION (Also see “Injury in the Line of 
Duty” section) 
 
Paraprofessionals receiving Workers’ Compensation must apply for a leave of absence 
without pay. 
 
In order to be eligible for certain union benefits, a paraprofessional must be on an 
approved leave while receiving Workers’ Compensation. Section 3 of the leave of 
absence form must be completed by a physician or a licensed practitioner. A copy of 
the Employee’s Notice of Injury (Form C-2) must accompany the leave form. 
 
NOTE: Workers’ Compensation is only allowed for one year. After that, the employee 
must return to work or they will be terminated. 
 
Other leaves for paraprofessionals include: leaves to teach or become a secretary in 
NYC Public Schools and leave to study. (See contract for specifics) 
 
Please advise all UFT paraprofessionals that in order to avoid disruption of health and 
union benefits, it is in their best interest to apply for leaves in a timely fashion. 
 
Applications for leaves of absence must be done on SOLAS (except Workers’ 
Compensation, intermittent FMLA, military leave and terminal leave) and proper 
documentation must be uploaded (where applicable) for approval. 
 
IMPORTANT    REMINDER    IMPORTANT    REMINDER    IMPORTANT    REMINDER 
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Return from leave of absence Article 16E3 (2009-2018) 
 
Commencing with the beginning of the 2014–15 school year, employees on leaves of 
absence for one school year or semester through the end of the school year must notify 
the DOE’s chief executive officer of the Division of Human Resources or his/her designee 
in a manner prescribed by the DOE on or before May 15 of their intent to either return to 
service or apply to extend their leave of absence for the following school year. Failure to 
comply with this deadline shall be deemed as a voluntary resignation from the 
DOE, except in cases where it can be demonstrated that special circumstances 
prevented the employee from notifying the DOE 
 
Notwithstanding this notification given to the Department of Education (DOE), prior to the 
commencement of the school year an employee may return to service or apply to extend 
his/her leave if he/she can demonstrate relevant circumstances materially changed after 
May 15, provided that the employee acts expeditiously following the change in 
circumstances. An application to extend a leave made under these circumstances shall 
be granted under the same circumstances as one made on or before May 15. 
 
An employee on leave for a restoration of health shall be required to notify the DOE’s 
chief executive officer of the Division of Human Resources or his/her designee, in a 
manner prescribed by the DOE on or before May 15, of his/her medical status and any 
plans, if known, as to whether he or she intends to return to work the following school 
year. Failure to notify the DOE in writing by May 15 shall be deemed as a voluntary 
resignation from the DOE, except in cases where it can be demonstrated that special 
circumstances prevented the employee from notifying the DOE. 
 
Whether special circumstances prevented an employee from notifying the DOE on or 
before May 15, relevant circumstances materially changed after May 15, or an employee 
acted expeditiously shall be subject to the grievance procedure, including binding 
arbitration. 
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Important phone numbers 
 
DOE Medical Leaves and Benefits Office     1-718-935-2729 
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 

UFT Hotline          1-212-777-0190 
UFT Welfare Fund         1-212-539-0539 (Forms) 
(written communication preferred)       1-212-539-0500 (General) 
 
UFT Welfare Fund forms to request if needed 
 
DBL #1 – Disability Form                  UFT Welfare Fund 
 
Change of Status Form        UFT Welfare Fund 
 
Pension forms 
 
Change of Beneficiary (TRS; TDA)      Teachers Retirement System 
55 Water St. 
New York, NY  10041 
 
Other people to notify: All private insurance carriers with which you carry 
insurance. 
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SALARY 
 
In general, see Agree. Art. 3. 
 
SALARY SCHEDULES (See Agree. Appendix A) 
 
Effective September 2005, all teachers must be certified. 
 
With some exceptions, teachers are paid on Schedules C1, C2 or C6. C1 is the basic 
schedule without any differentials. C2 is the basic schedule plus the first differential. C6 
is the basic schedule plus the first and second differentials. Teachers may additionally 
qualify for the intermediate and promotional differentials. 
 
First differential – C2 (See Agree. Appendix A) 
 

30 credits beyond the bachelor’s degree. May include excess graduate 
or undergraduate credits and “D” in-service courses. 

 
Intermediate differential – C2+ID (See Agree. Appendix A) 
 

60 credits beyond the bachelor’s degree. Graduate or undergraduate 
credits may be used if earned prior to the BA degree. All “G” in-service 
courses are acceptable. 

 
Second differential – C6+PD (See Agree. Appendix A) 
 

A doctorate degree or a master’s degree plus 30 college credits in excess 
of those required for the master’s. The 30 credits may include undergraduate 
or graduate credits. Credits must have been earned after the bachelor’s 
degree. Both “G” and “P” in-service courses are acceptable. 
 
“P” courses – professional development courses and/or activities approved 
by the chancellor may be used. 
 
The second differential will be used for an employee who achieves full 
National Board for Professional Teaching Standards (NBPTS) 
certification. 
 
CLEP, Excelsior and Dante examinations may now be used toward the 
plus-30 credits required for a differential. 
 
Note 1: (C6) Teachers of shop subjects and related technical subjects may 
qualify with a BA degree + 60 additional credits including in-service courses 
and excess credits. 

 
 Note 2: For other eligibility requirements for CTE teacher differentials please see 
UFT website at http://www.uft.org/files/attachments/cte-salary-dif.pdf.
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Promotional differential – C2+PD (See Agree. Appendix A) 
 

A master’s degree or 30 college credits beyond the bachelor’s with a 
36 college credit concentration in an approved subject area. 36 credits 
can be part of your graduate or undergraduate work or a combination of both. 
Excess graduate or undergraduate credits may be included. 

 
Effective May 15, 2009, all differentials must be applied for on the DOE website. 
 
Longevity increment (See Agree. Appendix A) 
 
Longevity payments will be made after completing five years, 10 years, 13 years, 15 
years, 18 years, 20 years and 22 years on the teacher’s milestone anniversary date. 
 
SALARY CREDIT 
 
The basic rules for computing salary credit are as follows: 
 
Appointed teachers may receive credit for satisfactory full-time teaching service 
performed prior to appointment. Each 85 days of occasional per diem service may be 
credited for one term of salary credit. Teachers only may start on step 8B. 
 
Effective 2004–05, all newly hired appointed teachers must log on the DOE’s website at 
schools.nyc.gov and complete an online application for prior outside experience. 
Teachers who previously worked for the DOE must submit a paper application for 
salary step placement. After processing by the DOE, a Certificate of Salary Status is 
issued. If the certificate contains an error, the Bureau of Salary Differentials and Status 
must be notified within 90 days of the date of issuance in order for the correction to be 
retroactive to the date of appointment. 
 
All applications must be submitted within six months of appointment to be eligible for 
retroactivity. 
 
Effective September 2005, all teachers must be certified. 
 
Some licenses qualify for salary credit for related non-teaching experience. 

Evening and summer school service are not creditable. 

Appointed teachers, et al., receive increments on March 1, and on the 
anniversary/equated date. This equated date is for salary purpose only. 
 
Note: In order to receive the March 1 increment, the employee must be on payroll March 1. 
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Example: 
If a teacher on step 5A begins a leave in January and returns on March 3, 
the teacher returns on step 5A, thus losing the March 1 increment. 

 
Service in other school systems and in private and parochial schools, etc., is credited 
on the same basis as regular substitute service in the schools of New York City, 
provided the teacher was serving in day schools, on an annual basis for remuneration. 
 
An employee on annual salary appointed to a position on another schedule where the 
minimum salary is equal to or less than the maximum of her or his former schedule 
moves to the step in the new scale nearest to but higher than the salary she or he 
was receiving. 
 
SALARY PAYMENT 
 
The chancellor is empowered to direct withholding of all salary payments from an 
absentee who has been absent either continuously or intermittently until an 
investigation of such absence is made. 
 
Certified teachers assigned on Feb. 3 when the preceding two days were Saturday and 
Sunday have rendered all services that could have been required for the month and are 
equitably entitled to a full month’s pay. The commissioner of education clearly has the 
right to award interest as an incident of his judicial powers. Where there was no 
valid reason for a lengthy delay on the part of the DOE in complying with a decision 
in favor of an appellant, interest was awarded. 
 
Payroll information is as follows: 
 
Q742 Payroll Certified Salary Schedule: 

Appointed pedagogues and long term substitutes 
 
Q744 Payroll Paraprofessionals 
 
Per Diem Payroll Semi-monthly payroll for service rendered on a per diem basis 
 
For F & Z only 1/200 of appropriate salary schedule, up to a maximum of step 4A, 

with differentials — per day, retroactive to the first day of 
assignment 

 
“F” status Certified teachers filling regularly scheduled part-time vacancies 

(less than five full days a week) 
 
Filling full five days/week vacancies occurring June 1 or after 
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“Z” status — A substitute serving in the same position 30 consecutive 
days with no break in service, or more, is entitled to receive the higher 
rate of pay. 

 
“O” status Occasional per diem substitutes are compensated in accordance 

with Article 3 of the Day-to-Day Substitute Agreement. Flat rate of 
$162.86 per day effective May 1, 2015. 

 
Direct deposit is available to all UFT employees. Enrollment begins in September and 
runs through April 30. 
 
Enrollment for all DOE benefits can be obtained through the DOE Payroll Portal at 
https://payrollportal.nycboe.net. 
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HEALTH & SAFETY 
 
The mission of the UFT’s Safety and Health Department is to protect all UFT members 
— whether teachers, school-related professionals, child care providers or others — from 
the occupational hazards that can confront them. We do this by providing information 
about potential hazards, advocating on behalf of members to address unsafe conditions 
and collaborating with appropriate city and state agencies to enforce health and safety 
standards.  
 
The School Safety Department’s mission is to ensure that your safety and rights are 
protected. We do this by providing information and assistance regarding safety 
planning, school discipline and incidents. We also help you cope with the aftermath of a 
serious incident as you begin the recovery process and resume your professional 
responsibilities. 
 
These departments work together to make sure every member is safe and healthy in 
the workplace. This is achieved through our on-site trainings, site inspections and walk-
throughs, and support during and after school-based emergencies. 
 
ASBESTOS 
 
The precise risk of disease from low-level, short-term exposure to asbestos is unknown. 
There is no scientific evidence that casual exposure to asbestos — such as the 
amounts typically found in schools — will cause a problem. 
 
Asbestos is a mineral with long, strong, flexible, threadlike fibers that are relatively 
indestructible, heat resistant and chemically stable. These properties led it to be used in 
more than 3,000 different products, but particularly in insulation and fireproofing. An 
estimated 3.5 million tons were installed in schools and public buildings before being 
banned in New York City in 1970. It is most frequently found in schools in plaster, spray-
on insulation, insulation on pipes and boilers, and floor and ceiling tiles. 
 
If asbestos fibers are firmly bonded or compacted within other material — such as a 
plaster wall — it’s considered relatively safe. If water damage, abrasion or sloppy repair 
work occurs, microscopic fibers can be released into the air where it can be inhaled, 
swallowed or attached to clothing. This form of asbestos — called “friable” — poses the 
greatest health risk. Asbestos is tasteless and odorless. 
 
When breathed, microscopic asbestos fibers can lodge in the lungs and other internal 
organs. Because of their strength and chemical stability, the body cannot break them 
down. Some people who have had prolonged, heavy exposure to large amounts of 
asbestos — most famously asbestos miners and World War II shipbuilders — may 
develop rare and potentially fatal lung diseases. There is no evidence that classroom 
personnel have ever contacted these diseases. However, the UFT insists on the remote 
possibility of asbestos hazards and demands a cleanup whenever there is damage to 
asbestos-containing materials in school. 
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Every school should have been inspected to identify any areas containing asbestos. A 
copy of this report should be in the principal's office. If you see that an area of your 
school has deteriorated, tell your chapter leader, who can check the report or discuss 
this with the custodian and see if the area poses an asbestos hazard. If so, he or she 
will notify the union. 
 
The UFT fought for and won a state law that will protect you in the future. If at some 
point you become ill — and believe it to be school asbestos-related — you may file suit. 
 
When the union has determined that a school posed an asbestos health threat, we have 
forced the school to close until the asbestos was cleaned up. The UFT lobbied the city 
to enact a law requiring additional tests before any renovation work is begun. 
 
We trained chapter leaders to be an early warning system, trained an in-house health 
and safety team, hired industrial hygienists and brought in laboratories to conduct 
independent tests of asbestos and other hazardous conditions. Whenever there's a 
question, the union sends in its own experts and, if necessary, insists on school 
closings based on their findings. The UFT will not allow children or adults into a building 
that poses a health threat. 
 
BE BRAVE AGAINST BULLYING 
 
The Be BRAVE Against Bullying campaign provides an array of resources and tools for 
educators to make a positive difference in their schools. The union offers workshops for 
UFT members and parents. There is online help available, from background information 
to lesson plans and resource guides. 
 
The BRAVE campaign is also providing a hotline (1-212-709-3222, Monday–Friday, 
2:30–9:30 p.m.) for students — a safe place they can call — and we want to make sure 
that students know they have allies in their schools. There are fliers, buttons and 
bookmarks for UFT members to make the BRAVE campaign visible to students. 
 
BED BUGS 
 
Bed bugs are not known to cause or transmit disease and the risk of person-to-person 
transference in school is very low. No child should be isolated or removed from a 
classroom setting. It is important to remember that bed bugs can resemble other insects 
and that many bed bugs submitted for identification are not, in fact, bed bugs. 
Bed bugs are unknowingly brought into the school by someone who encountered them 
in another place. If you have captured one, you may have already eliminated the 
problem. Additionally, many suspected bed bugs are not bed bugs at all. You should 
send the captured specimen to the DOE Pest Management Unit for identification by 
following the protocol described in the DOE’s Bed Bug Information Kit. 
 
The DOE Pest Management professional will inspect and, if necessary, treat the room 
in which the specimen was captured. In most cases, a thorough inspection and 
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vacuuming of the room with a HEPA vacuum by the Pest Management Unit professional 
is the best treatment when there is not an infestation. If the Pest Management 
Professional determines that there is an infestation (bed bugs living and reproducing in 
the room), the rooms above, below and adjacent to the infested room will be inspected 
and treated as necessary.  
 
Parents of students in the entire building must be notified if there is an infestation, 
according to state law. An infestation is identified by bed bug reproduction in a given 
area. A single confirmed bed bug does not constitute an infestation. A DOE Pest 
Management professional must inspect the school and determine whether there is an 
infestation. Schools are not a friendly environment for bed bugs and the chance of an 
infestation is low. If it is determined that your school is infested, the Pest Management 
Unit will provide notification materials to share with parents and building staff. 
 
Learn to identify the signs of bed bugs (visit the Health Department’s website or call 311 
for additional information). Frequently inspect your rooms; if you see signs of bed bugs, 
report them immediately. If you capture a suspected specimen, submit it to the DOE 
Pest Management Unit following the procedures outlined in the beginning of this kit. 
Check your furniture frequently for bed bugs, especially chairs and couches. Get rid of 
clutter to reduce places in which bed bugs can hide and discard anything that is not 
being used. Seal cracks and crevices, and vacuum periodically. Consider removing 
rugs. 
 
BLOODBORNE PATHOGENS 
 
The Bloodborne Pathogens Standard applies to all school employees considered at risk 
because their job brings them into routine contact with blood and body fluids that can 
cause diseases such as HIV/AIDS, Hepatitis B and Hepatitis C. That contact may occur 
while providing first aid or be the result of bites, cuts or openings in the skin, 
needlesticks, or splashes into the eyes, nose and/or mouth while diapering or toileting a 
student. 
 
Employer responsibilities 
 
By law, the DOE is required to develop an Exposure Control Plan that: 
 
• identifies at-risk employees; 
• outlines methods to prevent or eliminate exposure, including universal precautions 

and the use of safe needle devices; 
• outlines adequate personal protective equipment; 
• establishes a housekeeping, cleaning and disinfection program; 
• establishes a bloodborne pathogens training program; 
• offers Hepatitis B vaccine at no cost; and 
• offers free, confidential medical evaluation, treatment and counseling after an 

exposure to blood or bodily fluids during work hours. 
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BUILDING RESPONSE TEAMS 
 
Building Response Teams (BRTs) are emergency information and action management 
teams that exist within each school and non-school building. The BRTs should consist 
of a BRT Leader and at least five additional staff volunteers who form the school/site’s 
core emergency response group. The Building Response Team includes the following 
titles: 
 
1. Principal 
2. BRT Leader 
3. Special Needs Coordinator (SNC) 
4. Emergency Officer (EM) 
5. Incident Assessor (IA) 
6. Assembly Point Coordinator (APC) 
7. Recorder 
 
BRT members are NOT first responders 
 
CELLPHONE POLICY 

As pursuant to Chancellor’s Regulation A-413, principals must establish written school-
based policies regarding the use of cellphones, computing devices and portable music 
and entertainment systems. Schools must communicate their policies to students, 
parents and staff in writing, and must post them on their school websites. In addition, an 
orientation session on the school’s policy and Regulation A-413 must be conducted for 
staff and students within 30 days of adoption of the school-based policy. 
 
CHANCELLOR’S REGULATIONS ON SCHOOL SAFETY 
 

Chancellor's Regulation A-412: Security in the Schools  
This regulation sets forth the reporting and notification requirements that school 
officials must follow when a school-related incident or crime occurs. It also 
establishes the school’s responsibilities when the police or other investigatory 
agency seeks to question students and staff and when the police arrest a 
student. 
 
CHANCELLOR’S REGULATIONS A-413: CELLPHONES AND OTHER 
ELECTRONIC DEVICES IN SCHOOLS 
This is a new regulation. It establishes the Department of Education’s policy 
regarding possession and use of: 1) cellphones; 2) laptops, tablets, iPads and 
other similar computing devices (“computing devices”); and 3) portable music 
and entertainment systems in schools. Possession of cellphones, computing 
devices, and portable music and entertainment systems is permitted in schools. 
Each school must establish a school-based policy regarding the use of such 
items on school property that is consistent with this regulation. This regulation 
supersedes and replaces Sections V(D), V(E), V(F) and Attachment A of 
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Chancellor’s Regulation A-412 dated 11/8/06. 
 
Chancellor's Regulation A-414: Safety Plans  
Maintaining a safe and secure school environment is the shared responsibility of 
the entire school community, including school safety, pedagogical, non-
pedagogical and custodial personnel, parents, and students. As part of a 
continuing effort to provide the safest possible environment, each school must 
have a Safety Committee which meets on a monthly basis and must develop a 
safety plan on an annual basis. 
 
Chancellor's Regulation A-420: Pupil Behavior and Discipline — Corporal 
Punishment  
This regulation 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 their rights and responsibilities. 
 
Chancellor's Regulation A-421: Pupil Behavior and Discipline — Verbal 
Abuse  
This regulation describes the procedures for reporting and investigating 
allegations of “verbal abuse” made against teachers and paraprofessionals. It’s 
important that all UFT members be fully aware of the regulations and how they 
impact on their rights and responsibilities. 
 
Chancellor's Regulation A-432: Search and Seizure  
This regulation sets forth the standards and procedures by which students may 
be searched individually and by metal detectors. 
 
Chancellor's Regulation A-443: Student Discipline Procedures  
This regulation contains disciplinary procedures for all students, whether in 
general or special education, grades K–12. This regulation also has information 
on student removal and the official required form that must be filled out when a 
student is removed. 
 
Chancellor's Regulation A-449: Safety Transfers  
This regulation sets forth the procedures for granting safety transfers (1) when 
students are victims of a violent criminal offense on school property; and (2) in 
other situations, when it is determined that a student’s continued presence in the 
school is unsafe for the student. 
 
Chancellor's Regulation A-450: Involuntary Transfer Procedures  
This regulation governs the involuntary transfer of students in general education, 
grades K–12. 
 
Chancellor's Regulation A-750: Child Abuse Prevention  
This regulation covers procedures for reporting to the New York State Central 
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Register for Child Abuse and Maltreatment; procedures for cooperating with the 
local Child Protective Services (CPS) investigations of suspected child abuse; 
legal issues for mandated reporters; Child Abuse Prevention and Intervention 
Teams; training programs; and parent and student education, and notification. 
 
Chancellor's Regulation A-832: Student-to-Student Bias-Based 
Harassment, Intimidation and/or Bullying  
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 committed by students against other 
students on account of race, color, creed, ethnicity, national origin, 
citizenship/immigration status, religion, gender, gender identity, gender 
expression, sexual orientation or disability. 

 
COMMUNICABLE DISEASES 
 
Make sure you are familiar with these communicable diseases: 

• Chicken Pox: Chicken pox is a highly contagious disease caused by the 
varicella virus, a member of the herpes virus family. It is the most commonly 
reported childhood disease. In 1994, there were 5,977 cases reported among 
New York City residents (rate of 81.6 cases per 100,000 persons). Effective in 
1995, chicken pox is no longer required to be reported to the New York City 
Department of Health. 

 
• Common Cold: The common cold (also called viral rhinitis) is a viral infection, 

characterized by nasal congestion, a clear, runny nose, sneezing, scratchy throat 
and general malaise. 

 
• Hepatitis B: Hepatitis B (formerly known as serum hepatitis) is an infection of the 

liver caused by a bloodborne virus. The disease is fairly common. In 2001, there 
were 661 acute cases reported among New York City residents (rate of 8.3 
cases per 100,000 persons). 

 
• Infectious Mononucleosis: Infectious mononucleosis is a viral disease that 

affects certain types of white blood cells. It is caused by the Epstein-Barr virus 
(EBV), which is a member of the herpes virus family. 

 
• Influenza (Flu): Influenza is a viral infection of the nose, throat, bronchial tubes 

and lungs. There are two main types of virus: influenza A and influenza B. Each 
type includes many different strains, which tend to change each year. 

 
• Measles: Measles is a highly contagious viral disease that causes fever and a 

rash. Measles is more common in winter and spring. Epidemics of measles can 
occur. 
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• Mumps: Mumps is a viral illness that causes fever and swelling of one or more 
glands near the jaw. Mumps is more common during winter and spring. 

 
• Tuberculosis: TB is spread when a person who has active, untreated TB germs 

in their lungs or throat coughs, sneezes, laughs or speaks, spreading their germs 
into the air. A person who breathes in TB germs usually has had very close, day-
to-day contact with someone who has active TB disease. 

 
• Whooping Cough: Pertussis, also known as whooping cough, is a highly 

contagious bacterial illness that causes a cough lasting several weeks. 
 
EMERGENCY RESPONSE: HAZARD ASSESSMENT 
 
The UFT Safety and Health Department will respond to any school-based emergencies, 
especially those that involve potential exposure to toxic substances during renovation 
and/or construction. Renovating schools while they are occupied with students and staff 
— a practice that we absolutely do not recommend or support — presents challenges 
for the school population as well as the workers involved in the construction. Many of 
our older schools have potential hazards such as lead-based paint, asbestos and 
contaminants contributing to poor indoor air quality.  
 
New York City public schools are severely overcrowded; therefore, much of this work 
must be performed while schools are in session, creating potentially very serious safety 
and health hazards. Because of inadequate safety and health precautions there have 
been emergencies in the past requiring immediate evacuation of school premises. 
 
In response to these events, the union has developed a site-construction protocol that 
was negotiated with the Department of Education. This protocol requires contractors to 
implement protective methods and procedures to safeguard students and staff. The 
protocol includes the following: job committees; isolated work areas; thorough dust 
containment procedures; asbestos and lead exposure precautions; safety procedures 
for all construction workers to follow; separate sanitary facilities for workers and normal 
occupants; separate stairwells and paths of egress; specific notification procedures; and 
practices for minimizing airborne contaminants, especially fumes and vapors.  
 
This School Construction Authority protocol is outlined in article 10 of the UFT contract. 
 
ENVIRONMENTAL HEALTH WORKSHOPS 
 
Asthma: An overview of the following, statistics of asthmatic rates in New York City, 
symptoms of an asthmatic person, prevention of triggers including medication. 
 
Bloodborne Pathogens: Course provides information on bloodborne diseases (i.e., 
HIV, Hepatitis B and Hepatitis C), how bloodborne diseases are transmitted in the work 
setting and the requirements of the OSHA/PESH bloodborne pathogens standard. 
 

7 



Communicable Diseases: Course provides information on microbes, modes of 
transmission, prevention and universal precautions in the school setting. 
 
Ergonomics for the Paraprofessional: Course identifies specific work tasks, risk 
factors and their impact on the body including repetitive stain injuries, back injuries and 
other musculoskeletal disorders. Best practices for diapering and toileting students are 
also covered. 
 
Injury Prevention and Workers’ Compensation: Paraprofessionals, school nurses, 
occupational therapists and physical therapists are covered by workers’ compensation. 
The course outlines the steps to be taken when a worker has a workplace injury, 
accident or illness. 
 
Pest Control: Workshop provides information and guidance on how to prevent pest 
infestations, components of an Integrated Pest Management (IPM) program, the 
protocol for dealing with pest infestations, and the protocol for bed bugs. 
 
Chapter Leader Safety and Health Overview: Workshop provides an overview of a 
number of health and safety issues including communicable diseases, bloodborne 
pathogens, indoor air quality issues, construction and renovation protocols, ergonomics, 
workers’ compensation and ILOD. 
 
HEALTH AND WELLNESS 
 
The UFT is dedicated to working with schools to build healthier communities. In this day 
and age, with childhood obesity and other health issues on the rise, it is of the utmost 
importance that educators work closely with community groups to improve students’ 
health. To that end, the UFT, in coalition with a number of partner organizations, 
secured a one-year grant to establish a flagship health and wellness initiative, Healthy 
Schools, Healthy Communities, which involved Bronx staff, students and parents in 
school-based wellness programs that included the Cookshop and Move-To-Improve 
programs.  
We are committed to implementing these programs in schools throughout the city. We 
are also engaged in a number of other programs with our partners. We hope this Web 
page, with the various resources it offers, will help more educators become involved in 
promoting the health and wellness of their colleagues, students and communities. 
 
INCIDENT REPORTING 
 
If you know of a safety incident, report it! The UFT has an online reporting system to 
make it easier for members to report threats to the safety and security of staff and 
students. Accurate reporting is the first step in creating a safe environment in every 
school. Enforce your right to a safe school by promptly reporting all safety/discipline 
incidents. 
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If a safety/discipline incident occurs in your school: 
 

1. Inform your chapter leader 
 

2. Report it to your school administration within 24 hours 
 

3. File a report with the DOE through the Online Occurrence Reporting System 
(OORS) at your school. 

 
4. File a UFT incident report: 

• Online at uft.org/safety-complaint; or 
• Print and fax a paper copy of the form to 1-212-677-6612; or 
• Call your borough office 

 
If the situation is an emergency, seek medical attention if necessary and call the UFT 
Safety & Health hotline at 1-212-701-9407. 
 
INDOOR AIR QUALITY 
 
The UFT receives more complaints from its members about poor indoor air quality in 
schools than about any other health and safety issue. Some staff complain about 
irritation of the nose and throat, dry or itching eyes and asthmatic-type reactions that 
appear to be caused by something in the air. Others experience headaches, drowsiness 
and difficulty concentrating. 
 
Many of the problems can be traced to inadequate ventilation or to indoor pollution 
sources like toxic materials used in shop, art and science classes; photocopy machines 
that produce ozone; and microbial contamination. Excessive heat and low relative 
humidity may also play a role. 
 
In most situations, indoor air pollution is not a serious, long-term threat to health, but it 
can result in significant physical discomfort and interfere with the ability of students to 
learn and UFT members to do their jobs. In other cases, however, those annoying 
symptoms could be the tip-off to more threatening air pollution. 
 
In many schools the UFT has been able to recommend air-quality improvements that 
custodians or the DOE can make quickly and at minimal cost. However, in other schools 
— particularly those that rely entirely on mechanical ventilating systems and lack 
windows that open (so-called “closed” or “sealed” schools) — major renovations may be 
required to fully resolve air-quality problems.  
 
NOTE: In this context, the word “closed” means the windows cannot be opened — it 
does not mean the school is not in use. 
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The UFT has lobbied aggressively for more funds to improve air quality in closed 
buildings. And it continues to lobby for city, state and federal legislation that would set 
standards for acceptable indoor air quality in schools and other public buildings. 
 
MEMBER ASSISTANCE PROGRAM 
 
The Member Assistance Program (MAP) has trained professional counselors who guide 
members through the problems that can put their health and job in jeopardy. Our 
services are confidential, professional and supportive. 
 
The MAP provides short-term counseling (individual or group) to UFT members by 
professionally trained mental health staff as well as referrals to outside resources. 
 
What does MAP do? 

• Offers short-term (individual or group) counseling in the MAP office 
• Connects you to community support groups to fit your needs 
• Offers referrals to appropriate substance abuse, eating disorders and mental 

health service programs 
• Helps with family and relationship problems 
• Arranges assistance for victims of domestic violence 
• Provides referrals for legal and financial counseling services 
• Makes referrals for trauma, bereavement and loss. 

 
The MAP phone number is 1-212-701-9620. Our normal hours are 10 a.m. – 6 p.m., 
Monday through Friday (summer hours are 9 a.m. – 5 p.m., Monday through Thursday). 
Please note that sessions are by appointment only; no walk-ins. MAP services are 
provided at no cost to members. 
 
MOLD 
 
Molds are forms of fungi found all year round both indoors and outdoors. Outdoors, 
molds live in the soil, on plants, and on dead or decaying matter. Another common term 
for mold is mildew. Mold growth is encouraged by warm and humid conditions, although 
it can grow during cold weather. There are thousands of species of mold and they can 
be any color. Many times, mold can be detected by a musty odor. Most fungi, including 
molds, produce microscopic cells called “spores” that spread easily through the air. Live 
spores act like seeds, forming new mold growths (colonies) with the right conditions. All 
of us are exposed to fungal spores daily in the air we breathe. 
 
Most people have no reaction when exposed to molds. Allergic reactions, similar to 
common pollen or animal allergies, and irritation are the most common health effects for 
individuals sensitive to molds. Flu-like symptoms and skin rash may occur. Molds may 
also aggravate asthma. In rare cases, fungal infections from building-associated molds 
may occur in people with serious immune disease. Most symptoms are temporary and 
eliminated by correcting the mold problem. 
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PCBs IN CITY SCHOOLS 
 
On Nov. 29, 2010, the DOE completed a systemwide survey to identify T-12 fluorescent 
lighting fixtures. These T-12 fixtures are assumed to contain ballasts with 
polychlorinated biphenyls (PCBs) and the DOE identified 772 school buildings with 
these fixtures. Since that time the DOE has conducted supplemental survey activities 
and determined the total number of school buildings potentially containing PCB ballasts 
is 740. The overall reduction stems from the identification of buildings that (1) do not 
actually contain T-12 fixtures, (2) were actually constructed after 1979, or (3) both. In 
addition the supplemental surveys have identified additional buildings where the original 
survey did not identify T-12 fixtures. 
 
If your school is on the SCA list, the light fixtures are assumed to contain PCBs. Below 
is a short list of warning signs that may indicate a PCB leak or problem with the 
fluorescent light fixtures in your school. 
 
• Burned-out lights that do not work even if the bulbs are changed. 
• Evidence of brown, oily stains on the light fixture itself or on the glass lens of the 

fluorescent light fixture. 
• Evidence of oil stains on floor tiles or carpeting beneath the lighting fixture. 
• Past episodes of smoke or burning odors that required the custodian to service the 

lights. 
• Past episodes in which the custodian had to remove a light fixture or take it apart to 

replace electrical parts. 

Is the ventilation system in your school turned on and working? If outside air is supplied 
via windows, are the windows open as much as possible, weather permitting? An 
inoperable ventilation system or closed windows will exacerbate any problems. 

The following are emergency steps to take if a fluorescent light fixture begins to smoke, 
emit an electrical burning odor or if oil is dripping from the fixture 

• If a fluorescent light fixture begins to smoke, if oil is dripping from the light or if you 
smell an electrical burning odor, the room should be evacuated immediately. 

• Follow the notification procedures for your school and also notify your UFT chapter 
leader who in turn will notify the union. 

• Arrangements will be made for an environmental consultant to inspect the light 
fixture, including the interior housing and the ballast. 

• The room should be ventilated and there should be a custodial cleaning before it is 
safe to occupy. 

 
Please follow the reporting procedures for your school to report any of the above 
checklist conditions to your school custodian and to your chapter leader who in turn will 
notify the UFT Safety and Health representative at your UFT borough office. 
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Please follow the reporting procedures for your school to report any of the above 
checklist conditions to your school custodian and to your chapter leader who, in turn, 
will notify the UFT Safety and Health representative at your UFT borough office. 
 
PEST MANAGEMENT 
 
Buildings with persistent rodent or cockroach infestation can become a problem for 
some people. Mice and rats have a common property of leaking proteins into their urine 
which can cause allergic symptoms and contribute to asthma in persons with allergies. 
Cockroach-derived proteins have also been associated with allergies. The cockroach is 
probably the most common building-related cause of allergies in the U.S. 
 
Buildings heavily infested with rodents have the potential to build up elevated levels of 
mouse urinary proteins. The proteins can become airborne when contaminated dusts 
are stirred into the air. Exposure to mouse urinary proteins has been demonstrated to 
cause allergies in sensitive persons. Approximately one-third of laboratory animal 
workers have occupational allergy to animal dander, and a third of these have 
symptomatic asthma. One published study found that allergy symptoms including 
rhinitis, skin rash and chest tightness occurred in 56% of the subjects exposed to 
laboratory rodents for three months or more. Other studies have shown that exposure to 
allergens such as mold spores, rodent urines and dust mites in office buildings is a 
factor in building-related illness such as hypersensitivity diseases. 
 
Surfaces and materials heavily contaminated with rodent droppings should be cleaned. 
Follow the NYCDOH guidelines. Wet down rodent debris with a household disinfectant 
solution. Wipe up and place in double plastic bags together with any cleanup material 
such as paper towels. 
 
Contaminated porous materials with visible rodent droppings should be removed and 
disposed of. 
 
Clean nonporous surfaces with a household detergent solution. 
 
PROTOCOL FOR CONSTRUCTION WORK IN OCCUPIED SCHOOL BUILDINGS 
 
Renovating schools while they are occupied with students and staff presents a 
challenge for the school population as well as the workers involved in the construction. 
Many older schools have potential hazards such as lead-based paint, asbestos and 
poor indoor air quality. 
 
Since New York City schools are overcrowded, much of this work must be performed 
while schools are in session, creating potentially serious safety and health hazards. In 
response, the UFT developed a site-construction protocol that was negotiated with the 
DOE. This protocol requires contractors to implement protective methods and 
procedures to safeguard students and staff. 
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The protocol, outlined in Article 10 of the UFT/DOE contract, includes the following: job 
committees; isolated work areas; thorough dust containment procedures; asbestos and 
lead exposure precautions; safety procedures for all construction workers to follow; 
separate sanitary facilities for workers and normal occupants; separate stairwells and 
paths of egress; specific notification procedures; and practices for minimizing airborne 
contaminants, especially fumes and vapors. 
 
SAFETY COMMITTEE 
 
Principals are responsible for ensuring that every school establishes a school safety 
committee that meets monthly. At the minimum, the members of the committee should 
include: 
 

• the principal; 
• the principals of any other schools, programs and academies operating at the 

site or their designees; 
• the UFT chapter leader; 
• the president of the parent association or his/her designee; 
• the school safety agent(s) or his/her/their designee(s); 
• the NYPD precinct commanding officer or his/her designee; and 
• the school's custodial engineer or his/her designee. 

 
All parties listed above must “sign off” on the school safety plan. Use our school safety 
committee checklist to help your committee run smoothly. 
 
SAFETY PLAN 
 
The safety plan shell is the template for your school’s safety plan and is reviewed, 
updated and submitted annually. Your school plan should cover both normal operations 
at your site and emergency procedures. Use our school safety plan checklist to help as 
you prepare your safety plan. Once a draft of the plan is completed by the Safety 
Committee, it must be submitted to the superintendent and borough safety administrator 
(BSA) who, upon approval, will submit the draft to the NYPD precinct commanding 
officer for final approval. Unsatisfactory safety plans will be returned to the 
superintendent and BSA for modifications in consultation with the school Safety 
Committee and then resubmitted to the commanding officer. 
 
Chapter Leader and Member Input 
 
Chapter Leaders should ensure that regular safety meetings take place and should use 
their Executive Consultation Committee to address safety-related violations and issues. 
Chapter leaders 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. Five to 10 
minutes of every faculty conference should be dedicated to safety issues and/or 
procedures as outlined in the school safety plan. 
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These include: 
 

• crisis response; 
• student removal procedures; 
• intruder alert procedures; 
• medical emergency response; 
• evacuation procedures; 
• bomb scares; and 
• fire drills. 

 
Safety Complaints and Violations of the Safety Plan 
 
There are several steps that chapter leaders should follow, in order, in the event of a 
safety complaint or violation of the school's safety plan: 
 

1. Attempt to informally resolve a safety complaint or safety plan violation with the 
principal. 

2. Use the Step I Complaint Form for Violation of School Safety Plan. You should 
receive a response within 24 hours. 

3. If the situation remains unresolved, request a written response from the principal 
and ask your UFT district representative to file a Step 2 Mediation Request, to be 
scheduled within 48 hours. 

4. If you are unsatisfied with the results of the mediation, you may make an appeal 
for an expedited arbitration process. 

 
Remember to describe in as much detail as possible the violation of the school safety 
plan in question at every step above. 
 
SAFETY WORKSHOPS 
 
The School Safety Department offers a number of workshops on safety planning, the 
discipline code, the Chancellor’s Regulations and other topics. Regular workshops 
include: 
 

• Violence Prevention Training (VPT) Workshops 
 

The UFT School Safety Department offers two-hour Violence Prevention Training 
workshops focused on how individual staff members can stay safe. The 
workshops, held at UFT borough offices in the fall and the spring, satisfy the 
mandatory requirements for New York State Certification. Please refer to The 
New York Teacher for workshop dates. Upon request, we can also make these 
presentations at your school. For further information, call 1-212-701-9413.  
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• Safety Assessment and Planning 
 

The UFT School Safety Department also provides technical assistance and 
school presentations about school safety and safety planning that can be held at 
your school. Please contact your district representative and/or school safety 
liaison in your borough office for more information. 

 
• Be BRAVE Against Bullying 

 
As part of the Be BRAVE Against Bullying initiative, you can request anti-bullying 
presentations for staff and parents. These presentations cover a wealth of topics 
such as cyberbullying, conflict resolution and information about local resources. 

 
SAVE LEGISLATION 
 
It is very important that all members are familiar with the SAVE legislation that governs 
safety and orderliness in New York's public schools. SAVE stands for Schools Against 
Violence in Education and is the legislation that mandates school safety plans. These 
plans must incorporate all of the components of the SAVE legislation including normal 
procedures, emergency procedures, student removal processes, and detailed 
processes for handling students who are significantly disruptive and interfering with the 
education of their peers. 
 
The legislation itself also mandates that professional development on its various 
components — student removals by teachers, suspensions by a principal, etc. — be 
offered to staff and your school's safety plan requires the school safety committee to 
designate a specific time for staff development on safety issues. These professional 
development sessions should be ongoing and all members of the school community 
should understand clearly the process for Student Removals and Suspensions by a 
Principal as well as the “ladder of referral” for disruptive students. 
 
SCHOOL SAFETY PLANNING 
 
The UFT's Safety and Health Department is available to assist educators in developing 
school safety plans. Here is some background information on the requirements of safety 
planning and a few rules of thumb to keep in mind when creating a safety plan for your 
school: 
 
Safety Plans are mandated by the SAVE legislation, the UFT contract, the Chancellor’s 
Regulation A-414 and the NYC Discipline Code. Each of these requires that every 
school form a safety committee to develop a safety plan specific to that school that is 
updated annually. The UFT contract also sets out a procedure to be followed in the 
event that disagreement arises over compliance with the school safety plan. 
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SITE INSPECTIONS 
 
The UFT Contract Article 10 E Safe Environment states that in recognition of the 
importance of employee safety and health, the Department of Education agrees to 
provide the appropriate recognized standards of workplace sanitation, cleanliness, light, 
noise control, and adequate heating and ventilation. The Department of Education 
agrees to eliminate recognized hazards that are likely to cause serious physical harm. 
 
Therefore, if the union believes a situation has arisen that is likely to cause serious 
physical harm, it may bring it to the attention of the chancellor or her designee who shall 
immediately assess the situation, including onsite inspection where appropriate, and 
take such action as the chancellor deems appropriate. In the event that the union seeks 
to contest the chancellor’s determination, it may exercise its statutory rights under New 
York State Labor Law Section 27a (PESH) or other legal authority. 
 
The UFT receives more complaints from its members about poor indoor air quality in 
schools than about any other health and safety issue. Many of the problems can be 
traced to inadequate ventilation, or to indoor pollution sources like toxic materials used 
in shop, art and science classes, photocopy machines that produce ozone, and 
microbial contamination. Excessive heat and low relative humidity may play a role. 
 
In most situations, indoor air pollution is not a serious, long-term threat to health, but it 
can result in significant physical discomfort and interfere with the ability of students to 
learn and UFT members to do their jobs. In other cases, however, those annoying 
symptoms could be the tip-off to more threatening air pollution. 
 
In many schools, the UFT has been able to recommend air quality improvements that 
custodians or the DOE can make quickly and at minimal cost. However, schools must 
provide a safe and healthy environment for all students and employees and so the UFT 
Safety and Health Department conducts site inspections to ensure a healthy school 
environment. 
 
SMOKING CESSATION PROGRAM 
 
The UFT in partnership with the NYC Department of Health offers a smoking cessation 
program for our UFT members and staff. You will get confidential assistance on how to 
quit smoking. 
 
If you are eligible*, we will provide you with nicotine medications (patch, gum, lozenges) 
at no charge. 
 
*You may not be eligible if you have had a heart attack in the past two weeks, have high 
blood pressure not controlled by medication, have an irregular heartbeat, are pregnant, 
or are breastfeeding. 
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You must contact our Smoking Cessation hotline to make an appointment to get your 
nicotine medications. We are here Monday to Friday, 10 a.m. to 6 p.m., during the 
school year (for summer hours, please call). 
 
For more information or to schedule an appointment, please call the UFT Smoking 
Cessation Hotline at 1-212-598-9287. 
 
STUDENT REMOVAL 
 
Teachers have the authority to remove “disruptive” students from their classrooms, 
consistent with the Discipline Code, when the teacher determines that the behavior of 
the student substantially disrupts the educational process or substantially interferes with 
the teacher’s classroom authority. 
 
Every school must develop a plan for the removal of students which includes: identifying 
a location designated as the site to which students are sent when they are to be 
removed from the classroom, establishing procedures for escorting removed students 
from the classroom to the designated location within the school, and providing the 
student with continued educational services including class work and homework while 
the student is in the alternative setting. 
 
After a student is removed from any classroom by any teacher three times during a 
semester, or two times in a trimester, a principal’s suspension must be sought if the 
student engages in subsequent misbehavior that would otherwise result in a removal by 
the teacher. 
 
VICTIM SUPPORT PROGRAM 
 
The Victim Support Program, co-sponsored by the UFT’s Health and Safety Department 
and the New York City Department of Education, assists members who are the victim of 
a crime or are injured by a student or intruder. Services include counseling and if the 
need arises, a representative to accompany you to the medical bureau or court. The 
program is housed at union headquarters in Manhattan, but there is also a program 
liaison stationed at each UFT borough office. 
 
The liaison’s function is to help members with forms and procedures, provide assistance 
in dealings with the police department and other criminal justice agencies, and conduct 
violence-prevention workshops in hundreds of schools throughout the city and at the 
UFT borough offices. 
 
Other UFT program staff handle accompanying members who need medical assistance 
if they have been assaulted on the job. 
 
The Victim Support Program’s trained mental health professionals, meanwhile, offer 
confidential counseling and crisis intervention, and work in conjunction with the UFT 
Member Assistance Program to provide appropriate counseling referrals. 
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PAPERWORK CURRICULUM 
 
Under the contract the Board of Education is required to provide teachers with either a 
year-long or semester-long curriculum that is aligned with State Standards in all Core 
subjects. The curriculum must include a list of content and topics, scope and sequence, 
and a list of what students are expected to know and be able to do after studying each 
topic.  
 
If a teacher or teachers want to voluntarily work on creating curriculum, they can do so. 
However, if a supervisor requests that a teacher or teachers write curriculum time must 
be provided during the day for them or the teacher[s] can be given sufficient time after 
school as per session. 
 
PAPERWORK REDUCTION 
 
The contract requires that the UFT and Department of Education agree upon citywide 
standards for the reduction and elimination of unnecessary paperwork (both paper and 
electronic). The paperwork standards are found on the UFT website at 
www.uft.org/files/attachments/paperwork-standards-may-2015.pdf. 
 
The following are the agreed-standards: 
 
NYC DOE and UFT Standards on Paperwork Reduction  
As per the 2014 Memorandum of Agreement agreed upon by the UFT and the DOE, as 
a system we seek to reduce and eliminate unnecessary paperwork with which teachers 
and other school professionals are tasked. This document was drafted to provide 
standards to school educators and related service providers. It was drafted 
collaboratively between the UFT and the DOE and responds to concerns raised by 
schools and teachers.  
 
The standards listed below were created by the central committee. In addition to the 
initial standards issued in September 2014, this updated document adds three 
standards, written in response to school feedback. It is the expectation that based on 
these standards these matters can be resolved at the school level.  
 
This document is to be distributed to all schools and key stakeholders including SLT 
Chairpersons, PA/PTA Presidents, UFT Chapter Leaders, UFT District Representatives, 
District Superintendents, school leaders and CSA Representatives.  
 
Employees (including those in functional chapters) who believe that they have been 
assigned unnecessary paperwork should first seek to resolve their concerns at the 
school level. If issues are not resolved at the school level, employees may request that 
their Chapter Leaders raise school-specific paperwork issues (whether paper or 
electronic) before their respective District Committees. 
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PAPERWORK REDUCTION STANDARDS  
 
1. General Standard  
Educators and Related Service Providers shall not be required, whether on paper or 
electronically, to perform redundant, duplicative, unnecessary or unreasonable amounts 
of record keeping concerning the performance of, plans for or evaluation of students, 
unless necessary in order to comply with federal or state statutory or other legal 
requirements imposed on the DOE.  
 
2. The Quality Review:  
 
Schools are to present only existing curricular and existing school-level documents to 
contextualize the assessment of all Quality Indicators, especially 1.1, rather than create 
documents for the sole purpose of the Quality Review. Additionally, evidence can be 
verbal or observable in the classroom/school environment within existing school 
processes and will include a review of only those documents used in the normal course 
of teaching and learning. Reviewers and evaluators will consider the time of the year 
that the visit takes place and the work underway in each school when they review 
curricular and other school-level documents.  
 
3. Special Education/D75  
 

1) The DOE has discontinued the use of Interactive Voice Response (IVR) and CAP 
to record the provision of related services to K-12 students with Individualized 
Education Programs (IEPs), and will use SESIS encounter attendance as the 
primary system of record for related service provision, and BESIS for ESL 
provision.  

2) The DOE will continue to engage UFT to prioritize how to streamline and 
enhance SESIS functionality to increase usability. The system enhancements will 
commence on a rolling basis as identified.  

3) Each school or program shall continue to engage with all users of SESIS to 
provide adequate time and computer access to complete SESIS-related tasks.  

 
4. Data Systems and Attendance  
 

1) Schools may adopt only one school-based system for tracking student 
attendance (not including SESIS) in addition to the DOE source attendance 
system, except when expressly required by law or expressly required to receive 
federal, state or private grant funds schools may have additional attendance 
systems as required. 

2) The DOE will explore and pursue options to integrate attendance-taking systems 
with as many other tasks as possible as part of our commitment to the UFT to 
reduce teacher paperwork.  

3) Educators and related service providers are not required to print collections or 
binders of documents that are available in electronic databases. Teachers are 
responsible for complying with reasonable requests for printing any documents 
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for the purposes of parent interactions/communications and professional 
conversations with supervisors.  

4) School staff will continue to be responsible, based on student need, for providing 
reports related to student achievement, report cards, a student’s IEP, student 
behavior, and the social/emotional development of individual students. Such 
requests will not be routinized, school-wide or solely for the purpose of creating a 
binder for the storage of information.  

5) Educators and Related Service Providers shall be required to keep grades and/or 
session notes in one manner, unless necessary in order to comply with federal or 
state statutory or other legal requirements imposed on DOE. Staff required to use 
online or electronic systems shall be provided adequate computer access during 
the workday. This is in addition to the DoE source system until such time as 
systems can be aligned.  

 
5. Parent Engagement, Other Professional Work, and Professional Development  
 
Parent Engagement, Other Professional Work and Professional Development time shall 
not generate excessive or redundant paperwork or electronic work. This shall not 
preclude a principal from creating reasonable requirements requiring teachers to briefly 
track Parent Engagement time. (See appendix for sample).  
 
Every spring, and at the request of either party, the Central Paperwork Committee shall 
review the standards to see if they need to be modified and/or updated. 
 
In addition, Central and District paperwork committees are to meet on a regularly 
scheduled basis once a month to address paperwork issues and to ensure the 
standards are being properly implemented in the schools. 
 
Any UFT-represented employee, including those in functional chapters, may request 
that you, as chapter leader, raise paperwork issues before the District Committee. You 
should discuss with your principal first. If you can’t resolve the matter then reach out to 
your UFT district representative. 
 
Paperwork issues not resolved by a District Committee may be referred to the Central 
Committee. If not resolved by the Central Committee, the union can choses to take the 
matter to arbitration. 
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