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MISSION STATEMENT 
 
 

The school will prepare ninth through twelfth grade students from the 

Bushwick Community, regardless of prior academic performance, to 

become active leaders with an emphasis on academics, college preparation 

and technology.  In collaboration with East Brooklyn Congregations, 

parents, teachers and the community, students will develop skills to become 

critical thinkers and problem solvers who will reach their highest potential 

enabling them to compete in the global economy.  The school will take 

advantage of its small size to develop strong interpersonal relationships 

based on trust and shared high expectations for students. 

 



 

 

WELCOME! 
Welcome to Bushwick Leaders’ High School for Academic Excellence. I hope that this handbook will help you in understanding the 
mission, policies, and expectations of our school. Time changes and so do our ideas. Therefore, if you have additional suggestions, please 
submit them to Ms. Reilly.  This handbook will be updated to accommodate future changes.  
 
Bushwick Leaders’ High School for Academic Excellence 
To meet the many needs of our school community, the mission of Bushwick Leaders’ High School for Academic Excellence makes it a 
priority to focus on building relationships with the parents of our students. In order to develop a school with strong relationships, each 
student participates in an interview with school staff and or community personnel regarding the school’s mission and the role of the 
student and the family in helping the student to achieve academic success. Communicating with families and community members is 
fostered through the interview process and initiates a discussion that continues throughout the student’s high school career: the goal being 
to empower both families and students to become active participants in the educational process.  
To better support student development and the school’s vision, the school has developed relationships with community-based 
organizations, as well as local businesses and colleges.  In developing community partnerships, students are able to participate in 
community service projects, learn about their community and what is available to them and to their families, and foster a nexus between 
the community and the school, so that people in the community are aware of the school and its vision.  Fostering relationships between the 
school and local business has also helped to better connect the school to the community in a way that will ultimately provide support.   
 

All staff have the responsibility of educating all students. As an annualized school, our students have the same teachers and programs 
throughout the school year.  Students and teachers get to know each other well this way, and students who don’t do well the first term, 
have the opportunity through tutorials and projects, to get the support needed to pass for both the first and second term.   

Although we do not have a theme of community service, it is a strong part of our school’s program.  Throughout the year students 
perform various community service activities, both individually and as an advisory. Working with our community based organization, East 
Brooklyn Congregations, we have started to develop working relationships with many organizations.  Some of the community based 
organization with whom we work are Make The Road, El Puente, The Ridgewood Bushwick Senior Citizens Center, and Buena Vida 
Nursing home.  Students are required to meet a community service requirement before graduation.  This is most easily attained through 
our annual community service days. 

In addition to addressing areas in which our students are academically deficient and need help, we also recognize that many of them come 
to us with many strengths.  Another goal of Bushwick Leaders’ High School for Academic Excellence is to give these students the 
opportunity to strengthen and build upon the many good and wonderful things about them.  This is primarily done through frequent 
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student presentations, performing arts presentations, and student organized cultural activities celebrating the cultural diversity of our school 
community. We hold presentations for Hispanic Heritage Month and Black History Month. We also have several events celebrating our 
diversity including our Festival of Light and Noche de Gala school community celebrations.   In addition to bringing in outside talented 
resources, we have utilized the many talents of our staff members to develop and cultivate the talents of our students.    
Staff members of the BLHS community are expected to support our students and school community by participating in and leading 
extracurricular activities.   

 

ADVISORY 
BLHS prides itself on having a strong Advisory program and integrates Advisement into the regular academic program.  This serves as a 
support system for students both academically and socially.  Advisory is the forum in which students are held accountable for their 
academic performance, where pertinent issues facing our student’s surface and the means by which staff members, teachers and families 
communicate as to the students’ progress and performance.  The role of the Advisory teacher is to facilitate this process.  Students also 
begin to examine their career goals in advisory, while looking at the skills necessary for their desired career.  In Advisory, students take 
college trips, familiarizing them with college life and what is needed to enter college. Advisory is also the place where students can develop 
a relationship with a staff member, who then has the potential to become a mentor for the student throughout high school and beyond.  
Please refer to your grade level advisory curriculum for more details on Advisory implementation. 
 
ADMINISTRATION 
You have three administrators as part of your support team: Catherine Reilly, Principal; Gerard Henry, Assistant Principal of Instruction 
and Organization; and Ana Toro, Assistant Principal of Instruction and Safety Every administrator at BLHS has an op en-door policy.  
You should feel free to contact any of them with any questions, ideas or concerns, at any time.  
 
SECRETARIAL STAFF 
Our secretaries are a critical part of our school team! You will no doubt need to consult them often, but please be sensitive to their busy 
schedules. Their offices are constantly open, but they may be right in the middle of a project when you come in.  Ms. Rojas is mainly 
responsible for pupil accounting, payroll, purchasing and supplies.  Please see her if you need supplies for your classroom, however, please 
be reminded that all purchases must be approved by Ms. Reilly.  It is important that you plan ahead; supplies may not be available on the 
day you request them.  Please see Ms. Rojas to pick up and sign for paychecks (even if you have direct deposit).  If you work overtime, 
please submit your time sheet along with a copy of your time card to Ms. Rojas and in accordance with our school policy and on time, or 
you may not be paid.     
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HEALTH OFFICE 
The school Health Office is located in room 206 and the phone extension is 2060 or 2061.  If you find a student who is not feeling well, 
please send them to the health office with a pass.  Make sure the student is escorted by another student or staff member.  If you are not 
feeling well, you may also visit the Health Office for assistance.  If you have a medical emergency, where a student or staff member is 
unconscious, has trouble breathing, chest pain, is bleeding severely, or has any other indication that immediate medical care is needed, 
immediately send a student to locate another adult staff member for assistance.  It is always best to have an administrator or school safety 
agent present before calling for outside assistance, however, if you deem it necessary, you may immediately call 911 and then call for 
additional school staff to assist you.  Please remember to maintain the dignity and privacy of all persons who may be ill by providing them 
with as much privacy as possible.  
 
DEAN’S OFFICE 
The dean’s office is located in room 116 and is staffed by----------- .  Although the dean has a great deal of paperwork and reports to 
maintain, he will rarely be in his office, and is almost always in the hallway or in a classroom.  If you have an urgent need for a dean, you 
may call 1160, or for immediate assistance, 1000, our school’s security desk.   Please remember that as soon as a staff member calls for a 
dean or administrator to address a classroom management problem, then that staff members has just lost a little bit of power both with 
that student and all students who may have witnessed the incident.  If you need assistance with classroom management, please see the 
dean, and/or guidance counselor.  Administration should be contacted when all other possible avenues have been exhausted.  We are here 
to assist you before a small problem becomes a large one. 
 
SCHOOL SAFETY 
Our School Safety Agents support our dean and all staff in general.  They are posted on the floors, at the main desk, and in the cafeteria at 
lunch time.  They patrol the building throughout the day, and are here to support you if you have an urgent need.  They are here for the 
purpose of providing safety.  They are not here to address classroom management issues, and should only be called if a safety issues arises.  
If you need support for a classroom management issue, please see the dean’s section.   
 
GUIDANCE OFFICES 
Our guidance offices are a crucial resource for both students and teachers. You should not hesitate to contact our school counselors, Ms. 
Pacheco and Mr. Santos, if you have concerns about any of your students. They will consult with a student about both personal and 
academic issues and problems. Ms. Pacheco’s office is located in room 306 and Mr. Santos’ office is located in room 208B.   
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GOOD SHEPHERD 
Good Shepherd’s organization provides additional counseling, advocacy and afterschool services to students, overseen by Program 
Director, Dana Spada.   Leo Coodin is a licensed social worker who will provide a range of services—including short and long term 
individual and family counseling, group counseling, crisis intervention, and classroom workshops.    The after-school program will run 
Monday through Thursday, and will be overseen by the Youth Development Specialist, Mikequwan Jones.    
The afterschool program will offer the following activities:  Boxing, Dance, Music, Male Sports, Female Sports, Drama, and Art.  Activities 
run from 4-6 pm and from 3-4 pm Monday through Thursday there is a community hour which includes snacks, music, homework help, 
and activities.  Good Shepherd’s mission is to promote student success by providing social-emotional and academic/attendance support.   
 
MANDATED REPORTING 
All school employees are mandated child abuse reporters.  If you suspect that a child is in danger, or if a child tells you that he/she is in 
danger, you have the professional responsibility on the day you are informed, to immediately inform a school counselor and/or 
administrator.  You may also contact the New York State Mandated Reporter Hotline on your own, but you must then inform a school 
counselor and/or administrator. This must all take place on the same day, and before the child leaves the building.   Please refer to the 
chancellor’s regulation regarding this mandate. 
 
 
PARENT COORDINATOR’S OFFICE 
Ms. Gonzalez is our school’s parent coordinator and is directly responsible for nurturing and supporting families. She is the first person 
families should contact with questions or concerns about their child’s school. She is here to work closely with all school staff, our school 
leadership team, and our Parent-Teacher Association.  Her office is located in room 217.   
 
PROGRAM OFFICE 
The Program Office is located in room 315 and is the hub of scheduling. While it is the guidance department that helps students to select 
courses, it is the program office that makes sure students get those classes. Among her many responsibilities, Ms. Dell, Program Chair, 
designs the class schedule, schedules teachers and assigns rooms. Ms. Dell is also responsible for collecting and generating student grade 
reports.  It is crucial that you turn your grades in on time lest your late grades prevent her from running the rest of the grades through the 
system! Also, if you need to request a grade change for a student, please submit the appropriate paperwork in a timely fashion.    
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TESTING OFFICE 
The testing office is responsible for the administration of New York State and New York City mandated exams.  These exams include 
Regents Exams, RCT Exams, Advanced Placement Exams, the NYSESLAT, the LAB-R, and exams such as Acuity.  Our testing 
coordinator, Mr. Kelly, will facilitate all aspects of our formal testing program.  If you require any assistance or clarification around formal 
or informal assessments, please reach out to a testing coordinator or administrator for assistance.  All staff members are responsible for 
enforcing state and city mandates around formal assessments. 
 
ATTENDANCE OFFICE 
Students are required to be in school each day and each period.  Our attendance office, has the responsibility of gathering attendance 
sheets, logging attendance into our ATS system each period, maintaining records and documents related to student absence, and reaching 
out to parents and students who are excessively absent. Our official attendance staff members are Ms. Chervoni, and Ms. Espinal.  The 
attendance office is located in room 117.  If you have any information regarding a student who may be absent, or if you need any assistance 
in reaching a parent of a child who is absent, please feel free to ask our attendance office for support.  You may also attend our weekly 
attendance meetings to learn more about this process and to assist us in maintaining an overall student attendance rate of 90% or better. 
 
SPECIAL EDUCATION OFFICE 
The Special Education office works with all students who are entitled to special education services.  You should look in ARIS, and make an 
appointment with Ms. Gabriel, our IEP   Coordinator, if you need assistance in finding out which of your students are receiving special 
education services.  IEP’s are legal and confidential documents and are to be kept secure at all times.  All teachers and related support 
service providers are responsible to provide the services recommended on the IEP.  You should use the information from your students 
IEP’s to adjust the way you work with those students (i.e. differentiation) and the way you assess them and you should go to the Special 
Education office with any questions and concerns about how to do so.   All teachers have access the student IEP’s via the SESIS system.   
You may check ARIS to identify students in your classes who may have and IEP> 
 
If a Special Education staff member comes to your classroom, he/she will most probably work with all of your students, but especially with 
Special Education students. It is your responsibility to work with that teacher/para so that he/she can be effective. That means making 
your expectations of any objectives you may have clear beforehand.  You should discuss your style, your class structure, the day's 
assignment, and the week's focus-whatever will help of both you and your students to succeed. Again, do not hesitate to visit the Special 
Education office or the administration if you have any questions or concerns about working with students with special needs or about 
recommending a student for services.  
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CUSTODIAL STAFF  
Our custodial staff work hard to keep the school clean and beautiful. They can't do it without your help! Please keep your room neat and 
clean at all times, so that we can work together to keep our school a clean place to live.   Make sure your students see the room and the 
hallway around it as their responsibility to work together to keep it clean and beautiful! In addition, please make sure to contact Ms. Reilly if 
there is any custodial related work to be done in your room.   If you report this to anyone else but Ms. Reilly, there is no guarantee that the 
issue will be resolved.   You may email your concerns during a non-teaching period. 
 
TEACHER TIME AND ATTENDANCE 
The Main Office should be your first stop when you enter the building and your last stop before you leave the building.    
 
Official teacher time is from 8:10 – 3:00    
 
When you come in each morning, you do not need to clock in; you do, however, need to move your timecard to the “In” side to indicate 
that you are here. You should also check your mailbox. In the afternoon, you should check your mailbox again and move your time card to 
the “Out” side.  If you work Per Session hours, you need to clock in and out on a separate time card so that you have an official record of 
the hours you worked.  
 
All teachers must be in their classrooms at the appropriate time and be in their classrooms ready to work at that time; Mondays, 
Wednesdays, & Fridays the staff meet for a 10-minute “Muster” meeting at 8:10 for the purpose of inter-staff communication.    Muster 
notes will be emailed to all staff members by the close of period 1 each day.  Please make sure to check your DOE E-Mail on a regular 
basis so that you do not miss muster notes or important information.   
 
The Department of Education policy on Lateness/Attendance indicates that, because teachers are professionals, they do not have to clock 
in.  If you are late, you must sign the UFT Late Book and explain your lateness to your immediate supervisor.  If you know that you are 
going to be late, please call the Main Office at 718-919-4212.  If you are late repeatedly, you may be asked to clock in. Repeated lateness or 
absences are grounds for a U-rating.   
 
LEAVING THE BUILDING 
If you leave the building during the instructional day, you are to sign out in the Sign Out book located in the Main Office.  You must 



 

This handbook is not to be replicated without the written consent of the principal of Bushwick Leaders’ High School for Academic Excellence 6 

follow this policy at all times.   
 
SMOKING 
Please remember that Chancellor’s Regulations C-810 prohibits DOE employees from smoking tobacco on DOE property.  As a matter of 
professionalism, please remove yourself from the view of students when smoking and please refrain from smoking anywhere on or around 
our school grounds.  
 
STAFF ELECTRONICS POLICY 
The usage of cell phones or electronic devices for non-instruction purposes by staff or teachers is not permitted in classrooms or hallways 
at any time.  Your electronic devices are to be turned off and kept from view at all times.   
 
TEACHER ABSENCE 
SubCentral 
All new teachers must register for SubCentral before September 8th by calling 718-935-6740.   While registering, use your file number for 
both your Access ID and your PIN.  You will change your PIN during the registration process. 
 
SICK DAY 
If you are ill and know you will not be coming in to work, please do both of the following: 
 
1.  Contact Ms. Reilly or Mr. Henry by 6:30AM: 

A).  Ms. Reilly - 917-603-4915 (after six)  
B). Mr. Henry- 718-5024202 
C).   Ms. Toro may also be called if you are unable to reach Ms. Reilly or Mr. Henry.Mr. Henry Her phone number is 347-407-

4856 
2.  After calling an administrator, please log (through phone or web) your absence into system.  The SubCentral teacher callout line is 718-
935-6740 or submit your absence at the Sub Central website (https://subcentral.nycenet.edu/logOnInitAction.do) 
 
Please also note that if you are deemed to have an excessive number of days out sick, you may be called to go to the Department of 
Education for a medical review. 
You are required to reach out an administrator for your absence, contacting any other staff member to report your absence is not 
acceptable.  Failure to call an administrator, as directed, may lead to disciplinary action including a letter to your file, an unsatisfactory 

https://subcentral.nycenet.edu/logOnInitAction.do
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rating, and charges that may lead to the termination of your employment.   
 
As professionals, we must be present to meet the needs of our students each day.  Please keep your administrators informed if you fall ill 
and think you may be out for an extended period of time. 
 
PERSONAL DAY 
 
You must place your request for a personal day to the principal in writing a minimum of two weeks prior to the day requested.  All 
personal days are subject to approval by the principal.  You will receive a written response.  Once you have been approved for your 
absence you must still register your absence with SubCentral using the procedures outlined above. 
Please be advised that days will not be given for personal business as follows: 
  
No days off before or after any weekend  
No days off before or after any vacation  
No days off before or after any day school is not in session  
   
Please be advised that excessive absenteeism or a pattern of absences (taking off Mondays or Fridays or the day before or after a holiday) 
may lead to disciplinary action including a letter to your file, an unsatisfactory rating, and charges that may lead to the termination of your 
employment.   
  
Please keep this in mind as you plan your holidays away for this school year. 
 
EMERGENCY LESSON PLANS  
 
While everyone may need to be absent from work sometime, it is important to remember that over 125 students (as well as the five 
teachers who do your coverages) will be affected by your absence. Therefore, please be sure to leave meaningful lessons for your students 
to do! Regents practice exams, or other Regents preparatory materials, are always appropriate and useful. High interest reading selections 
with comprehension and discussion questions to be written are appropriate and easy for your colleagues to implement. Busy work is not 
acceptable, and you should leave an assignment that will take students the entire period to complete. In addition, work collected as a result 
of emergency lesson plans should be collected, graded, and returned to students.  This will help our substitute teachers be more effective 
and accountable.  The directions should be clear enough for both the substitute and the students to follow easily. You should have five 
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lessons in your absence folder at all times and they need to be replaced as you use them when you are absent.  If a handout or reading 
selection is being used, then you need to submit enough copies for each student in each class. Please do not hesitate to contact your 
colleagues or the administration for assistance. 
 
Our official school policy on this matter is: all teachers must submit and keep on file a minimum of five emergency lesson plans for each 
section of each class taught (including advisory).  For the sake of clarity, a teacher teaching five periods is responsible for twenty-five 
individual emergency lesson plans.  Identical copies of emergency lesson plans may be used for different sections of the same class, but 
collated, bound copies for each section must be generated by the teacher. 
 
Each emergency lesson plan should be bound together with a staple, a binder clip, or a paper clip.  You should also provide a piece of 
paper giving specific teaching instructions to the covering teacher.  This is the lesson plan itself.  This paper should also clearly indicate to 
which class and section the lesson is targeted.  It should indicate classroom routines and rituals that will assist the covering teacher in the 
execution of the lesson. You must also include copy of a current class list for that specific class and section and any required materials in 
exact quantities to match enrollment in the specified class and section. 
 
Please remember that emergency lesson plans should be: 

• level-appropriate 
•  current to the ongoing curriculum in your classrooms 
• academically rigorous. 
• labeled for exactly which class and section they are intended. 
• collated and bound for each section of each class. 

 
Examples of unacceptable emergency lesson plans: 
Independent Reading 
A stack of 100 worksheets 
“Write a journal entry on… [subject]” 
Read a newspaper and summarize an article 
A lesson plan emailed the morning of your absence (or at any time) 
Please also ensure that you have five lesson plans on file at all times.  When you are absent, please be sure to update your used lesson 
plans in a timely fashion. 
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RECORD KEEPING AND ORGANIZATION 
Teachers have many duties and responsibilities.  One of them is maintaining accurate records and the second is modeling organization and 
structure.  Records may be maintained in the form of a roll book/grade book or in the form of an electronic document.  The point is to 
have grades, attendance records, student participatory information, homework information, project information, documented parent 
outreach (this includes phone logs and meetings) and anecdotal records that are relevant to student learning readily available regarding each 
student with whom you work.  
Additionally, teachers are responsible for taking accurate attendance in each class, each day.  Teachers are to maintain accurate attendance 
records for every student.  NO STUDENT MAY HANDLE AN ATTENDANCE SHEET or a TEACHER’S RECORD BOOK.   
You are responsible for keeping  your records in a secure location at all times. 
You must have the second period attendance sheet ready after the first 15 minutes of class.   
You also must bring your daily attendance bubble sheets at the end of the day to the attendance office (room 117)  Failure to follow as 
directed, may lead to disciplinary action including a letter to your file, an unsatisfactory rating, and charges that may lead to the termination 
of your employment.   
 
 
ESTABLISHING RITUALS AND ROUTINES 
Creating a true partnership with your students in establishing Rituals and Routines will help you to manage and organize your classroom. 
When students know what you expect from them, it is easier to teach your material. Please keep your classrooms neat and organized, and 
please be respectful of the teacher(s) with whom you may share a classroom.  You will need to work together on things like how to arrange 
desks, common work areas, and bulletin board space. 
This year, BLHS, is initiating a new student policy that calls for a uniform heading.   
 
Please ensure that your students adhere to the following:               
Subject: Name 
Aim: Date: 
Homework:    
 
It is the responsibility of every teacher/advisor to ensure that students are using this format and are recording quality notes in their 
notebooks each and every day.   
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A student who has poor notes should receive teacher/advisor outreach to inform the family and to devise a solution to the problem.  
Notebooks will be randomly checked by administrators and every teacher is expected to implement this policy. 

   
 
STUDENT SUPERVISION 
Teachers may never leave students unattended, not even for a second.    This includes trips, assemblies, etc. Failure to follow as directed, 
may lead to disciplinary action including a letter to your file, an unsatisfactory rating, and charges that may lead to the termination of your 
employment. 
 
 
LESSON PLANS 
You need to plan each day and should have a lesson plan available for each class you teach each day.  This includes all advisory and elective 
classes.  The written lesson plan for the day should be available for view when a supervisor enters your classroom.   
You must also complete and submit your academic plan and curriculum maps for each class you teach (this includes advisory). 
 

 
 
HOMEWORK 
Homework is an integral part of each student's education. It should provide an opportunity for students to review and process the 
concepts/skills learned in class. Homework assignments should require students to think critically and to make new connections. Offer a 
variety of assignments to help students develop different skills, and to permit students of varying abilities to succeed. Make sure that 
assignments are clear-and that the connections to what has been learned (and to what is coming up) are clear. Homework should also 
provide another opportunity for you to assess student progress and to identify problem areas-both in terms of individual students and in 
terms of the entire class. Assignments should be given regularly.  You should feel free to develop your homework assignments in 
accordance with the style of your class, as long as assignments are meaningful and encourage deep thinking. Regular homework has the 
added benefit of helping students develop good work/study habits. While we feel that weekend homework assignments further those skills, 
and help prepare students for the demands of college, many teachers prefer to give homework every night and give students their weekends 
off. You are not bound to give homework on weekends, as long as you are thinking critically about how your homework policy fits in with 
the vision and policy at BLHS.   
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You must have a system for checking homework assignments. You should have a system of checking that helps students realize the value 
of their work. You can also do periodic notebook checks.   
 
Don't forget how important it is to return assignments in a timely manner-otherwise they lose their validity as a teaching tool!  
 
TESTS AND ASSESSMENTS 
Tests and assessments are a good way to measure both the success of a unit and the success of each student in realizing your objectives for 
the unit. Your tests should never be designed with a "Gotcha!" slant-instead, tests should provide an opportunity for students to process 
what they know.   Your way of evaluating students should be a way of identifying evidence of student learning and should take place, either 
formally or informally. 
 
You should design tests with Regents formats whenever possible. This will further your efforts to habituate students to the Regents style, 
and to review for that test at the end of the year. You should also focus wherever possible on writing tasks-refer to the Standards for your 
subject area for writing task ideas. If multiple choice are a part of your Regents exam, you will need to include multiple-choice questions on 
your tests. In English, for example, the Regents exam includes both writing and multiple-choice questions.  
 
Don't forget that assessments are an opportunity for your own self-critique. If half of your class fails your exam, you need to go back and 
examine the exam and the lessons that preceded it. If some students are having consistent trouble, you need to make phone calls home, 
contact the Resource Room if applicable and talk to the student about attending tutoring with you.  
 
SYLLABI  
Within the first week of school, you should give all your students a copy of your syllabus and grading policy for that class. Your syllabus 
should be a basic outline of the semester to come, including books that will be read, major projects and test dates. The high school teacher 
always has to be flexible, but you should give this to students as a basic outline of what is to come. Your syllabus should also include class 
structures and other policies, as well as your "office hours" so that students know how, where and when to reach you if they need extra 
help.  
 
Your grading policy can be included in your syllabus, or it can be separate. Although computer designed grading programs are accurate, 
remember that teaching is an art as well as a science and you need to allow yourself some flexibility in grading. Depending on how you 
calculate grades, your grading policy may or may not be extremely specific. You should include the points or percentages afforded to 
certain types of assignments. Many teachers ask parents and students to sign the grading policy so that there is no confusion when students 
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receive their grades.   The final semester grade is an average of all three marking periods.  This fact is often forgotten by students, so you 
should stress this in your grading policy. Grades between 56 and 64 are not allowed on report cards. 
 
As you grade, remember that grades are also a reflection on your pedagogy and your unit design.  As with tests, if half your students are 
failing, you may need to critique the unit or the way you are presenting curriculum.  You may want to open a discussion with students 
about why they are not connecting with the material and about what they can identify to help them do better.   
 
ACCREDITATION AND GRADING 
Please visit the NYCDOE website for the new Academic Policy documents that went into effect on July 1, 2012. 
http://schools.nyc.gov/NR/rdonlyres/27BF8558-B895-407A-8F3F-
78B1B69F030A/0/AcpolicyHighSchoolAcademicPolicyReferenceGuide.pdf 
 
 
USE OF CLASSROOMS AND LABORATORIES 
Our building is small! As a result, you will always be sharing a classroom and/or a lab. Please remember your colleagues! Make sure you 
keep the desk and the classroom neat—and even beautiful! You should post student work often, making sure that all students in a given 
class have work up at some point. You are also encouraged to put up artwork and/or posters that will supplement your curriculum.    
 
You should sit down with the colleagues that share your room(s) to talk about seating arrangements and use of the desk. Remember that 
desk arrangement is a crucial component of lesson design.   
If you are in someone else's classroom as a substitute, it is equally important that you do have your students clean up after themselves. 
Teachers who leave substitute lessons generally plan to hold students accountable for that work.  It is your responsibility (and a 
professional courtesy) to make sure the lesson is done, and done thoroughly. Consider how you feel when you have left a lesson you 
worked hard to design and it is incomplete, or how you feel when you return after an absence and the room is upside-down. Please respect 
your colleagues!  
 
The Lounge and the Academic Office, Copies and Computers  
The staff lounge, in room 200A  and the Instructional Offices, in room 319, 310, and 216  are rooms just for staff. Most teachers go to the 
lounge to relax and to chat with colleagues over lunch. The Instructional Offices are more of a workplace for teachers.  Computers are 
available in the lounge and the instructional offices as well as in every classroom.   
 

http://schools.nyc.gov/NR/rdonlyres/27BF8558-B895-407A-8F3F-78B1B69F030A/0/AcpolicyHighSchoolAcademicPolicyReferenceGuide.pdf
http://schools.nyc.gov/NR/rdonlyres/27BF8558-B895-407A-8F3F-78B1B69F030A/0/AcpolicyHighSchoolAcademicPolicyReferenceGuide.pdf
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Because classrooms at BLHS are almost always in use by someone, it is important that teachers have their own spaces. Please respect the 
lounge and the Instructional Officse as staff work spaces, and do not allow students to enter. The lounge is absolutely off limits for 
students.  If you need to work quietly with a student (i.e. a student intern) you may use the Instructional Office (if there is no meeting 
taking place). Please respect your colleagues' professional needs!   
 
There is a Risograph machine for your use. You should make sure you make copies well in advance of the lesson for which you need them.  
You cannot send students to make copies for you. If you have an absolute emergency, there may be a teacher with a free period who is 
willing to make copies for you, but under no circumstances is a student allowed to use the Risograph machine.    
The Risograph machines are to be used when you need over twenty copies. The master rolls are very expensive, so you should not use the 
Risograph machine unless you meet that paper requirement.  If you require a single copy, please place the book, from which you are 
requesting copies, in the box marked “Single Copy” in the main office.  You must complete the form “Single Copy Request Form” and 
secure it to your book.  Please allow two days for processing your request.  All copies will be placed in your mailbox.   
 
It’s the law to Recycle 
A note about conserving reusing/recycling-  While you should feel free to make the copies you need, you should also be as 
conservative as you can. When possible, you should collect copies and keep them on file for use with other classes or by other teachers. 
You may want to reuse one class set of copies for all your classes. You should also consider whether questions can be written on the board 
or the overhead projector.  In all subjects, students can benefit from copying a problem and exploring it as a whole class.  We also 
encourage you to make double-sided copies whenever possible.   
 
You should also make sure there is a recycling trash can in your classroom.  Ask the custodial staff if you need help setting up a system and 
get your students involved. 
 
 
PURCHASES  
If you want to make school-related purchases, you must receive prior approval from Mr. Henry. Ms. Reilly may sign off on a purchase you 
wish to make, but Mr. Henry needs to also check funding availability. General Purchasing questions can be answered by Ms. Rojas.   
 
PER SESSION 
In order to receive Per Session, you must respond, in writing to a Per Session posting as directed by the Per Session posting.  This must be 
done to within the time frame of the posting.  Only those selected for approved posted Per Session activities, as directed by UFT 
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guidelines, will be paid Per Session.   
 
In order to be paid for a Per Session activity, you must punch your time card both “In” and “Out” on a Per Session time card, which is 
separate from your regular instructional activity.   
 
Time sheets for Per Session activities must be completely filled out and must follow the time on your card.  Time sheets will be collected 
on the 15th and the final day of each month. Time sheets must be submitted on time in order to be entered into the computer on time.  
Failure to comply will result in financial consequences.  We cannot afford to pay interest on time sheets not submitted for approval in a 
completed and timely fashion.   
 
All per session jobs (tutoring, coaching, clubs, etc.) must be approved in advance by Ms. Reilly. All per session jobs are posted, and you 
must submit a letter of application. Do not submit time sheets for a per session job unless you have prior approval from Ms. Reilly!  
 
In addition, all Per Session jobs that put you in direct contact with students (i.e. student sports, student clubs, etc) will require that you 
submit a student sign-in log with the date, time, and activity name with student signatures.   
 
THE BOOK ROOM 
Some students may be shifted between classes in the first weeks; it is advisable to distribute textbooks after program finalization. 
Textbooks can be procured from Tom through Ms. Rojas. You will need to complete and return a Textbook Request form (available from 
Ms. Rojas in the Main Office) in order to receive textbooks. When possible books will be brought to your room; otherwise, you will come 
to the book room during the appointed hours to pick up your books.  In addition, you should make sure to order your textbooks at least 
two weeks prior to when you are going to be using them.    
Please make sure that you distribute Textbook Receipt forms to your students for every book that they receive in your class.  It is your 
responsibility to ensure that students receive and return textbooks.  Every year, we lose huge numbers of books, and keeping inventory 
becomes expensive and difficult to manage.      
 
Please make sure that students fill out the Textbook Receipt Form card that includes the book title, number and condition. You should 
hold on to the book cards and even mark their book numbers separately. When you collect books, you must be sure that your students 
turn in the appropriate book with the matching number. Students who lose books will be charged a fee.  They must pay Mr. Henry the full 
cost of the book.  At the end of each semester, you must submit an alphabetized list of students who have not turned in books. The list 
should include your name, the student's full name, the book he/she owes and the book number for which he/she is responsible. We will 
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put a hold on his/her account so that we can recollect the book (or be paid for it).  
 
DEPARTMENT AND INSTRUCTIONAL TEAM MINUTES 
Departments and Instructional Teams should meet on a regular basis.  Meeting minutes should be recorded at these meetings. When it is 
your turn to take minutes, you should keep in mind that minutes are not only a record of the discussion; they are a review of the ideas for 
attendees and for those who were absent. Minutes should be typed.  On the bottom, you should write, "Prepared by” and sign your initials 
or signature.  Finally, please make sure to e-mail the minutes to your colleagues and the designated administrator in a timely fashion.  
 
An Instructional Team consists of all core teachers on a specific grade level (English Language Arts, Mathematics, Social Studies, Science).  
In order to facilitate meetings the school has provided these teams with a common planning period.  You are to provide the administration 
with your meeting agenda and attendance.  Instructional Teams are accountable for meeting at least twice a week, but may need to meet 
more often, especially when working on a project or aligning curriculum. 
 
Instructional Team Common Planning Periods are as follows:   
9th Grade  6th Period 
10th Grade 4th Period 
11th Grade 7th Period 
12th Grade 1st Period 
 
Department Team Meetings will take place on designated Wednesday’s after school, and Advisory Team Meetings will take place opposite 
of when your advisory meets. 
 
 
NON-TEACHING PERIODS 
Teachers are assigned five teaching periods per day in our current program with one lunch period, one prep period and one administrative 
assignment period. We encourage teachers to use common periods to share ideas on a more informal basis.    
 
In the beginning of the year, you must sign up for an administrative assignment. You can go to Ms. Reilly with a project you'd like to do 
during that period (service learning, peer tutoring, curriculum design, city garden, etc.) If you have an idea for an assignment and are 
uncertain of how to get it going, please speak with Ms. Reilly! We are interested in starting programs and in improving all areas of our 
school, so we welcome new ideas and want to support you in your efforts.  
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OBSERVATIONS 
Observations are an important part of your professional development. They should be a forum for showing your skills and for trying out 
new ideas.  
 
Administrators walk around the building all day, and you should not feel put upon if they come into your classroom. The administration 
may stop and work with an individual student, or may just sit in on your discussion. If you'd like an administrator  to come in and help you 
on an informal basis, do not hesitate to ask. You may want to try out a new idea, or you may be having trouble with a certain student or a 
certain class.  Administrators can support you by doing a demonstration lesson, or team-teaching with you. If you are having trouble 
developing a lesson or a unit, they can meet with you to offer you the desired support..  
 
Formal observations will take place throughout the year.  They will reflect your strengths, and they will comment on the areas that are 
identified for improvement. They may also include other ideas on how to improve your pedagogy or presentation of material. Your 
observation appointment will include a pre-observation. 
 
COORDINATOR OF STUDENT AFFAIRS OFFICE 
Ms. Espinoza is our COSA and her office is located in Room 322.  She is primarily responsible for the Student Council.  Her other 
responsibilities include orchestrating school events, our calendar, and helping school staff and students maintain a positive school spirit.   
 
PARTIES AND EVENTS 
You must submit your request for an after school event or party to the principal at least 1 month prior to the event.   The request must 
include the following: 
Date of event 
Kind of event 
Reason for event 
Anticipated number of participants 
Supervisors and teachers who will be present 
Time event begins and ends 
All advisory events must be approved.  There are to be no parties in advisory.   
 
Please be advised the custodian has asked that we do not eat in any instructional spaces.   
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Please visit the BLHS calendar often at www.bushwickleaders.org for events scheduled for the 2012-2013 school year. 

 
TRIPS 
Trips are important part of the educational process.  They give our students the opportunity to experience learning first hand and must, 
therefore, be carefully planned and show a direct correlation to instruction.   
 
Trip requests must be made to  Ms. Reilly in writing at least two weeks prior to the trip.  The request must be made in writing and must 
include the following: 
 
 
 
Date of request  
Teacher making the request 
Time leaving and returning 
Destination 
Mode of transportation 
Instructional rationale for the trip 
Materials 
Additional staff needed 
Copy of the permission slip in English and Spanish 
 
Arrangements for the trip should not be made until the trip has been approved by your immediate supervisor. 
Please, notify the attendance office 3 days before the trip. 
 
All students attending trips must submit a signed trip permission slip.  Please visit www.bushwickleaders.org for blank permission slips in 
English and Spanish.  Other languages are also available and MUST be made available to parents. 
 
There are several school-wide and grade level field trips scheduled throughout the academic year (for example, community service days).  
They are typically organized by advisory teachers.  These trips require a lot of coordination and need to be planned for well in advance.  
Please seek assistance with Ms. Espinoza, Coordinator of Student Affairs, if you need any help in this regard.   

http://www.bushwickleaders.org/
http://www.bushwickleaders.org/


 

This handbook is not to be replicated without the written consent of the principal of Bushwick Leaders’ High School for Academic Excellence 18 

 
 
PROFESSIONAL DEVELOPMENT/MEETING REPORT 
Many of you will be attending professional development throughout the school year.   
Prior to attending your professional development or meeting, please complete the appropriate DOE paperwork.  You must return your 
paperwork to the payroll secretary, Ms. Rojas, at least one week before your scheduled event.   
 
If you attend a professional development activity or meeting during the school day, you are responsible for creating a plan of 
implementation for the information received during that activity.  You are responsible for sharing information with others.  All staff 
participating in professional development or attending a meeting during school time is required to complete a professional development 
report.  This report needs to include copies of all materials received during the activity.  All materials and the form need to be returned to 
your direct supervisor within two school days of the activity.   
 
 
KEY DISTRIBUTION 
All keys will be distributed to you by Mr. Henry.  You will be required to sign that you received your keys and you will be responsible for 
the safe keeping of your keys.  Keys will be collected at the end of the term.  If for some reason you leave our school, you are responsible 
for turning in your keys.   
Do not leave your keys unattended and do not give your keys to any student under any circumstance.   
 
In your key package you should receive a bathroom key, a classroom key, an office key, and a key to a locked file cabinet or desk.   
You are responsible for keeping all offices, bathrooms, and staff related room doors locked at all times.   Students are not to enter these 
spaces without a teacher or staff member.  No student should be left unattended in an office or staff area.   
 
Only staff members are permitted in the second floor staff wing/teachers lounge area!   
 
HALL PASSES 
Students are required to obtain a pass from the classroom or office before they are admitted to the hallway.  The pass that they should be 
given should document the following items: 
Student Name 
Nature of Hall Pass 
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Date  
Time  
Teacher/Staff Name 
 
 
BATHROOM PASSES 
Bathroom Passes only may be given during the following periods:   
 
Period 1:   No Pass 
Period 2:   Bathroom 
Period 3:   Bathroom 
Period 4:   No Pass (Students at lunch may ONLY use the bathroom) 
Period 5:   No Pass (Students at lunch may ONLY use the bathroom) 
Period 6:   No Pass (Students at lunch may ONLY use the bathroom) 
Period 7:   Bathroom 
Period 8:   Bathroom 
Period 9:   Bathroom 
 
As a matter of school policy in the interest of student safety there are no passes 15 minutes into or at then end of each period.  You are 
responsible for enforcing this rule.   
 
You are also responsible for the students you allow to leave your room with a pass and you must keep a written record of who those 
students are, along with the date and time you give students the pass.  This record may be used as a legal document in a student disciplinary 
hearing.   
 
Occasionally an event will arise in which the hallways must be void of students as a result of a safety and/or confidentiality issue.  Please 
strictly adhere to this policy when officially prompted.    
 
 
Department of Education Mandated Policy and Procedure 
All staff members are responsible for knowing DOE policy and procedures.  This includes, but is not limited to the Chancellor’s 
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Regulations.  For a complete text file of each of the Chancellor’s Regulations, please visit the following website:   
 
http://schools.nyc.gov/RulesPolicies/ChancellorsRegulations/default.htm.   
 
It is recommended that you visit this site and review all regulations prior to the first day of instruction each semester.  If you require any 
assistance in understanding any of the DOE policies or regulations, please see an administrator immediately.  Failure to follow DOE 
policies and procedures as well as Chancellor’s Regulations may lead to disciplinary action including a letter to your file, an unsatisfactory 
rating, and charges that may lead to the termination of your employment.  
 
TECHNOLOGY COORDINATOR OFFICE 
Mr. Checo is our Technology Coordinator.  He is primarily responsible for procurement of technology for instructional purposes and for 
securing our technological assets.  Mr. Checo is often on-call and in various locations please be sensitive to his availability and follow the 
protocol for obtaining equipment.   
 
NYCDOE Internet Acceptable Use Policy 
Bushwick Leaders’ High School for Academic Excellence has some of the highest quality Internet in all of New York City.  With that high 
availability of Internet, comes responsibility.  Please see the DOE Internet Acceptable Use Policy has been given to you on a usb drive 
along with Chancellor’s Regulations. 
 
All BLHS staff members are responsible for both following and enforcing this policy at all times.  You will be given a password that will 
allow you, as a staff member, access to the internet and to computers.  You are not, under ANY circumstances, to give that password to 
ANY student at any time.  If you are having difficulty using the internet, please contact Braulio Checo, our Technology Coordinator.  He 
will assist you.  Additionally, all staff members are responsible for any and all DOE equipment in their possession, or equipment being 
used by students under their supervision.  Never leave equipment unattended or students using equipment unsupervised.  Please see an 
administrator if you require any assistance or support in this matter. 
 
 
 

 
 

http://schools.nyc.gov/RulesPolicies/ChancellorsRegulations/default.htm
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