NEW YORK CITY DEPARTMENT OF EDUCATION I
DIVISION OF HUMAN RESOURCES © i
65 Court Street — Brooklyn, New York 11201 THUMAN -

RESOURCES

Per Session Vacancy Circulars

OP175 Form 2008-2009 (required for all Per Session Vacancy Applications for
activities occurring 7/01/08 — 6/30/09)

Post Date:March 27, 2009

Deadline: May 14, 2009

PSVac Circ# 132 School Secretary (Approximately 5 positions)

PSVac Circ.# 133 Supervisor (Approximately 30 positions)

PSVac Circ.# 134 Teacher of Swimming (Approximately 84 positions)

PSVac Circ# 135 Teacher (Approximately 350 posiTions)




Chancellor's Regulation C-175

Department of
Education
wdoal 1. ein, Chancedor Attachment 1

2009-10 APPLICATION FOR PER SESSION EMPLOYMENT AND CLAIM FOR RETENTION RIGHTS (OP-175)

Directions: This form must be completed and submitted to the per session supervisor prior to commencement of
employment in a per session activity. A copy of this form must be retained by the per session supervisor. An applicant
who wishes to claim retention rights must assert such a claim on this form. Retention rights may be claimed ONLY in
one per session activity. No person may work more than 500 hours in one or a combination of per session activities
(with- a maximum of 270 hours in a school psychologist and/or school social worker position) without prior written
approval of the Division of Human Resources in accordance with Chancellor’'s Regulation C-175.

Last Name: First Name: MI:

Home Address: Zip Code:

Home Phone: ( ) File No.: Email Address:

1. Are you a full-time employee of the NYC Department of Education? Yes No
If yes, indicate current work location: 1SC District School/Office
License or Title Hours of Employment from to

2. Per Session Position for which you are Applying: Program Name:

ISC___ District____ Approximate Start Date Do you claim retention rights? Yes _~ No
School/Office Approximate Total No. of Hours in Activity
Work Hours Monday — Friday to Saturday — Sunday to

3. Between July 1, 2009 and June 30, 20010, have you worked or do you plan to work in any other per session
activity? Yes No . If yes, indicate all positions below. Use additional sheets if necessary.

a. Program Name:

ISC___ District____ Approximate Start Date __ Do you claim retention rights? Yes__ No___
School/Office Approximate Total No. of Hours in Activity
Work Hours Monday — Friday to Saturday — Sunday to
b. Program Name:
ISC__ District___ Approximate Start Date Do you claim retention rights? Yes _~ No__
School/Office Approximate Total No. of Hours in Activity
Work Hours Monday — Friday to Saturday — Sunday to
4. Will your total per session hours for this year, including the hours for the position for which you are applying,
exceed 500? Yes No
5. If yes, have you submitted a waiver request to exceed the 500 hour maximum? Yes No

6. Declaration: | have read and understand the requirements in Chancellor's Regulation C-175. | understand that |
am bound by this regulation. | affirm that the information give above is, to my knowledge, accurate and complete,
and | understand that a willfully false answer to any question contained herein is a Class E felony which shall
render this application null and void and may result in loss of retention rights, cancellation of per session
employment, loss of pay, recoupment of compensation already paid, or disciplinary action.

Signature of Applicant Date

7. Approval by Per Session Supervisor: | certify that this applicant possesses the qualifications established for the
position and that the selection was made after following advertising procedures set forth in Chancellor’'s Regulation
C-175.

Signature of Per Session Program Supervisor Date OP-175 — 2009-2010



Department of
Education

Chancellor's Regulation C-175

Summary of Chancellor’'s Regulation C-175

«dowd §. Kisdn, Chancedor

Chancellor's Regulation C-175 is available for review at

http://schools.nyc.gov/RulesPolicies/ChancellorsReqgulations Each school maintains a copy of the Standard Operating

Procedures Manual for Schools (SOPM). Individuals may review a copy of these procedures in order to familiarize
themselves with the process by which per session employees are processed and paid.

1.

2.

aks

10.

11.

12.

All per session employees must complete an application for per session activity (OP175) prior to commencing
service.

Individuals who have been approved for waivers in prior years must resubmit new waiver applications each
year. For this purpose, the per session year is from July 1scthrough June 30th.

Individuals must submit a waiver form for exceeding the limit on the maximum number of hours that can be
served in a per session year. The maximum number of hours of per session work that may be performed
annually is available in the C-175 regulation.

No individual is authorized to work in a per session activity during a normal school workday.

Per session employment, whether funded from the same or a different source, may not be used as a means of
providing additional compensation for work similar to that which is performed in an individual's primary
assignment.

Individuals cannot serve in a per session activity for which, in their primary assignment, they are responsible
for hiring, rating, or coordinating or which they normally supervise in their primary assignment.

No per session compensation may be paid for work performed at home.

Employees on sabbatical leaves beginning August 1st must complete per session activities in which they are
serving in July. They will not be permitted to commence any new per session assignments until the September
following the completion of the sabbatical.

Each per session employee is required to use a time clock to record the exact time of arrival and departure.
The timecard is to be maintained at the work site and should serve as the basis of entries on the Personnel
Time Report. If a time clock is not available, a daily attendance report with exact time of arrival and departure
must be provided, maintained and approved by a supervisor. In every case, regardless of the specific manner
in which time is reported, supervisors are accountable for verifying the record of attendance. Approval by a co-
worker is not acceptable. Failure to maintain satisfactory records will result in the withholding of compensation
or recoupment of payment already made.

Each per session employee is required to submit a time sheet for service that was performed during the prior
per session period within one school day of the per session period immediately following each service.

Time sheets submitted for per session work which required a waiver that was not previously approved
will result in the withholding of per session payment.

If a teacher is entitled to retention rights in a per session activity but fails to claim those rights before or at the
time of application for a different per session job in which the teacher has no retention rights, the teacher may
then be denied employment in the job for which there is entitlement to retention.

Notes: Requests for waivers must be submitted sufficiently in advance to allow time for review and appropriate action.
Failure to obtain a valid waiver may result in the withholding of payment for hours worked beyond the
maximum hours as outlined in Chancellor’'s Regulation C-175.



THE NEW YORK CITY DEPARTMENT OF EDUCATION

DIVISION OF HUMAN RESOURCES

65 Court Street - Brooklyn, New York 11201

Post Date: March 27, 2009
Deadline: May 14, 2009

Per Session Vacancy Notice No. 132 2009-2010 Please Post.

POSITION:

LOCATION:

ELIGIBILITY:

SELECTION CRITERIA:

DUTIES AND
RESPONSIBILITIES:

SALARY:

WORK SCHEDULE:

APPLICATION:

(Subject To Funding Availability)
School Secretary (Approximately 5 positions)

Office of School Support Services
PSAL / Big Apple Games
44-36 Vernon Boulevard, Long Island City, NY 11101

NYC Department of Education license as a School Secretary

Knowledge of EIS payroll system

Fluency in the use of various computer systems
Prior satisfactory experience with staff payroll
Excellent writing skills

Good human relation skills

Process all teacher and school aide and other e-bank payrolls

Resolve problems and respond to inquiries related to the Big Apple Program
Prepare and edit letters and memos related to the Big Apple Games

Answer phones, communicate with staff, perform related work

Pre and post summer program responsibilities required

As per Collective Bargaining Agreement or most current contractual rate

Session 1 — Monday June 29, 2009 through Friday, July 31, 2009 from 10:00
a.m. — 3:30 p.m. (5 days per week-TBD), Up to 116 hours per position. Also
April 13, 2009 through June 19, 2009, 2 days per week from 4:00 to 6:00 p.m —
TBD, (Up to approximately 40 hours per position) for preliminary preparation
and paperwork required for the summer 2009 program.

OR

Session 11 — Monday, August 3, 2009 though Friday, August 28, 2009 from
10:00 a.m. — 3:30 p.m. (5 days per week - TBD), total of approximately 100
hours per position. Also April 13, 2009 through June 19, 2009, 2 days per week
from 4:00 p.m. to 6:00 p.m. (approximately 40 hours per position) for
preliminary preparation and paperwork required for the summer 2009 program.
Post summer employment required 2 days per week from 4:00 — 6:00 p.m.
(approximately 40 hours per position) for complete payroll processing in the
months of September and October 20009.

Complete attached application and send it with resume, a copy of required
license and Form OP 175 (in the schools and on DHR Website) by: May 14,
2009 to:

Office of School Support Services, Human Resources , Attention: Alice
Carman, Room 406, 44-36 Vernon Boulevard, Long Island City, New York
11101

Note: Please note that all per session vacancy circulars will be posted on the Division of Human Resources web site
at: http://schools.nyc.gov./Offices/DHR/CareerOpportunities/ under "Per Session Vacancy Circulars (Teacher, Supervisor, Clinical)"

PLEASE INCLUDE THE ABOVE CIRCULAR NUMBER ON YOUR RESUME AND APPLICATION.

AN EQUAL OPPORTUNITY EMPLOYER M/F/D

Service exceeding the number of hours specified in Chancellor’'s Regulation C-175 governing per session activities
requires prior approval. The appropriate Per Session Supervisor must make the request via the Per Session Service
System and receive approval before the person can begin working in the activity. Failure to obtain a valid waiver
may result in the withholding of payment for hours worked beyond the maximum.

APPROVED: Danielle Pickens

Division of Human Resources



New York City Department of Education
Public SchoolS Athletic League

Big Apple Games

Payroll Secretary

Enter all information completely.
Please print clearly.

Social Security #:

Mr. / Mrs. [/ Ms.

First Name Last Name Middle Initial
Home Address:

Number / Street City/State Zip
Home Telephone:( )

Day School Assignment:

District School Borough

File #: Working License:

Program Applying for: () Big Apple Games () Summer Breakfast and Lunch program
Do you claim retention rights in this activity? YES ( ) NO ( )

(NOTE: Retention rights may be claimed after serving two satisfactory consecutive years in the
activity.)

Did you work in the Big Apple games or the Summer Breakfast and Lunch Program in 2008?
YES ) NO  ( )

If yes, in which program did you work?

Under which type of license are you serving?

In how many per session programs have you served since July 1, 2008 (A per session activity of
25 hours or less and certain other activities are not counted when determining the number of per
session activities served)

How many per session hours do you expect to work from July 2009 to and including June 27,
20107

Have you claimed retention rights in any per session position? YES ( ) NO ( )

If yes, which one?

Secretaries currently on sabbaticals or planning to take sabbaticals should consult Chancellor’s
Regulations C-175 to ensure compliance with per session employment.

| HEREBY CERTIFY THAT TO THE BEST OF MY KNOWLEDGE AND BELIEVE THE
STATEMENTS IN THE FOREGOING APPLICATION ARE TRUE, COMPLETE AND
ACCURATE AND ANY MISREPRESENTATION OF MATERIAL FACTS ON THIS
APPLICATION THROUGH MISSTATEMENTS OR OMISSIONS MAY CAUSE
INVALIDATION OF THIS APPLICATION.

Signature



NEW YORK CITY DEPARTMENT OF EDUCATION
DIVISION OF HUMAN RESOURCES
65 COURT STREET - BROOKLYN, NEW YORK 11201

Post Date: March 27, 2009
Deadline: May 14, 2009

Per Session Vacancy Notice No. 133 2009-2010 Please Post.
(SUBJECT TO FUNDING AVAILABILITY)

POSITION: Supervisor (Approximately 30 positions)

LOCATION: All assignments are to the Big Apple Games in the five boroughs.
ELIGIBILITY: Appointed New York City Department of Education licensed supervisor
SELECTION CRITERIA: Demonstrates prior experience supervising recreation and competition programs.

CPR/AED Certification preferred.

DUTIES AND

RESPONSIBILITIES: Under the supervision of the Director, the supervisor is responsible for the organization,
administration, supervision and evaluation (staff/program) of specified areas of program
components of the Big Apple Games as assigned. Pre-season duties include site
evaluations, publicity, custodial coordination, liaison with community agencies and other
planning activities as needed.

SALARY: As per Collective Bargaining Agreement.

WORK SCHEDULE: Some supervisors will be required to work during the months of May and June 2009,
3:30pm - 6:30 p.m. Big Apple Sessions: July 6, 2009 — August 13, 2009. Sessions and
season will vary according to assignment (See application).

APPLICATION: Complete attached application and send it with resume, a copy of required supervisory

license and OP 175(Available in the schools) by: May 14, 2009to:
PSAL, 44-36 Vernon Boulevard, Long Island City, New York 11101.

PLEASE INCLUDE THE ABOVE CIRCULAR NUMBER ON YOUR RESUME AND APPLICATION.

Service exceeding the number of hours specified in Chancellor’'s Regulation C-175 governing per session activities requires
prior approval. The appropriate Per Session Supervisor must make the request via the Per Session Service System and receive
approval before the person can begin working in the activity. Failure to obtain a valid waiver may result in the withholding
of payment for hours worked beyond the maximum.

AN EQUAL OPPORTUNITY EMPLOYER M/F/D

APPROVED: Danielle Pickens




New York City Department of Education

Public Schools Athletic League

Big Apple Games

Application for Summer Employment

Supervisor / Teacher / Teacher of Swimming 2009

Enter all information and place a check next to all information that changed from last year.

Name Current NYC district and day school phone #
Address Day school address
City, state, and zip code City, state and zip code
Home telephone number Day school telephone number
File number Social security number
SU, REG, CPT, PPT, OPD Subject taught
License (circle one of the above)
CPR/AED Certified
1. Position (s) applied for: ___Yes (Attach copy of certificate)
Supervisor /Teacher in Charge ___No

Teacher of Physical Education

Teacher of Adaptive Physical Education
Teacher of Creative Arts

Teacher of Swimming (be sure to complete #6)
Teacher of Game Room

2. Program Component Applied for (Indicate 1%, 2", 3" choice)

Teen Center M-Th  7/6/09 — 8/13/09 1-5p.m.
Eve. Teen Center M-Th  7/6/09 — 8/13/09 6-9 p.m.
JHS M-Th  7/6/09 — 8/13/09 9-3 p.m.
Special Education M-F 7/6/09 — 8/07/09 9-1 p.m.
Special Ed. Pool M-F 7/6/09 — 8/07/09 9-1 p.m.

3. Borough preferences (indicate 1% andd 2" choice)
1St 2n

4. Work history in this program (for applicants who previously worked in the Big Apple Games)

Year  Site Position Program
2008
2007
2006
5. Do you claim retention rights in the 2009 Big Apple Program? _ yes  no

(NOTE: Retention Rights may be claimed in one per session activity after serving two consecutive satisfactory years)

6. To be completed by swim teacher applicants only:

* Do you have a Lifeguard Training Certificate valid through August 2009? (attach copy)

*Do you have a CPR certificate for the Professional Rescuer valid through August 2009? (attach copy)

*New and returning staff must be prepared to demonstrate skills proficiency before employment as
swim teachers.

Applicant’s Signature Date

Send this application, an OP 175 and resume to:
PSAL/BIG APPLE GAMES

44-36 VVernon Boulevard 4™ Floor

Long Island City, New York 11101



THE NEW YORK CITY DEPARTMENT OF EDUCATION
DIVISION OF HUMAN RESOURCES
65 Court Street - Brooklyn, New York 11201

Post Date: March 27, 2009
Deadline: May 14, 2009

Per Session Vacancy Notice No. 134 2009-2010 Please Post.
(Subject To Funding Availability)

POSITION: Teacher of Swimming (Approximately 84 positions)
LOCATION: All assignments are to the Big Apple Games in the five boroughs
ELIGIBILITY: Possession of a valid NYC Department of Education teacher of swimming

license or NYC Department of Education license as a teacher, PLUS current
American Red Cross Lifeguard Training and CPR for the Professional Rescuer
Certifications through August 2009. New and returning staff must be prepared
to demonstrate skills proficiency before employment as swim teachers.

SELECTION CRITERIA: Meets all the above eligibility requirements and demonstrates previous
satisfactory experience as a swimming instructor in recreation and competitive
programs

DUTIES AND

RESPONSIBILITIES: Under the direction of a Supervisor, incumbents will supervise the pool and

locker room areas. They will provide swimming instruction, organize
recreational swimming activities, and train center members for swimming
competitions.

SALARY: As per Collective Bargaining Agreement or most current contractual rate
WORK SCHEDULE: July 6, 2009 — August 13, 2009

Sessions will vary according to assignment (See attached application).
(Approximately 60-92 hours per position, depending on assignment)

APPLICATION: Complete attached application and send it with resume, a copy of required
license and Form OP 175 (Available in the schools and on DHR Website) by:

May 14, 2009 to:
PSAL, 44-36 Vernon Boulevard, Long Island City, New York 11101.

Note: Please note that all per session vacancy circulars will be posted on the Division of Human Resources web site
at: http://schools.nyc.gov./Offices/DHR/CareerOpportunities/ under "Per Session Vacancy Circulars (Teacher, Supervisor, Clinical)"

PLEASE INCLUDE THE ABOVE CIRCULAR NUMBER ON YOUR RESUME AND APPLICATION.

Service exceeding the number of hours specified in Chancellor’'s Regulation C-175 governing per session activities
requires prior approval. The appropriate Per Session Supervisor must make the request via the Per Session Service
System and receive approval before the person can begin working in the activity. Failure to obtain a valid waiver
may result in the withholding of payment for hours worked beyond the maximum.

AN EQUAL OPPORTUNITY EMPLOYER M/F/D

APPROVED: Danielle Pickens
Division of Human Resources




New York City Department of Education

Public Schools Athletic League

Big Apple Games

Application for Summer Employment

Supervisor / Teacher / Teacher of Swimming 2009

Enter all information and place a check next to all information that changed from last year.

Name Current NYC district and day school phone #
Address Day school address

City, state, and zip code City, state and zip code

Home telephone number Day school telephone number

File number Social security number

SU, REG, CPT, PPT, OPD Subject taught

License (circle one of the above)

CPR/AED Certified
1. Position (s) applied for: ___Yes (Attach copy of certificate)
Supervisor /Teacher in Charge ___No
Teacher of Physical Education
Teacher of Adaptive Physical Education
Teacher of Creative Arts
Teacher of Swimming (be sure to complete #6)
Teacher of Game Room

2. Program Component Applied for (Indicate 1%, 2", 3" choice)

Teen Center M-Th  7/6/09 — 8/13/09 1-5p.m.
Eve. Teen Center M-Th  7/6/09 — 8/13/09 6-9 p.m.
JHS M-Th  7/6/09 — 8/13/09 9-3 p.m.
Special Education M-F 7/6/09 — 8/07/09 9-1 p.m.
Special Ed. Pool M-F 7/6/09 — 8/07/09 9-1 p.m.

Borough preferences (indicate 1°* and 2™ choice)

1 2"
3. Work history in this program (for applicants who previously worked in the Big
Apple Games)
Year  Site Position Program
2008
2007
2006
4. Do you claim retention rights in the 2009 Big Apple Program? _ yes  no

(NOTE: Retention Rights may be claimed in one per session activity after serving two consecutive satisfactory
years)

5. To be completed by swim teacher applicants only:

* Do you have a Lifeguard Training Certificate valid through August 2009? (attach

copy)
*Do you have a CPR certificate for the Professional Rescuer valid through August 2009?

(attach copy)

*New and returning staff must be prepared to demonstrate skills proficiency before
employment as swim teachers.

Applicant’s Signature Date

Send this application, an OP 175 and resume to:
PSAL/BIG APPLE GAMES

44-36 Vernon Boulevard 4™ Floor

Long Island City, New York 11101



THE NEW YORK CITY DEPARTMENT OF EDUCATION
DIVISION OF HUMAN RESOURCES
65 Court Street - Brooklyn, New York 11201

Post Date: March 27, 2009
Deadline: May 14, 2009

Per Session Vacancy Notice No. 135 Summer 2009 Please Post.
(Subject To Funding Availability)

POSITION: Teacher (Approximately 350 positions)

LOCATION: All assignments are to the Big Apple Games in the five boroughs.

ELIGIBILITY: Active full-time service as a New York City Department of Education licensed teacher
SELECTION CRITERIA: Demonstrates prior satisfactory experience in recreation and competition programs

CPR/AED Certification preferred
License in physical education or fine arts preferred

DUTIES AND

RESPONSIBILITIES: Under the direction of a supervisor, teachers may serve as Teacher Trainers for Student
Recreation Aide, Recreation Teachers, Physical Education Instructors, Special Education
Physical Education Instructors, as well as assist a supervisor as assigned.

SALARY: As per Collective Bargaining Agreement or most current contractual rate

WORK SCHEDULE: July 6, 2009 — August 13, 2009
Sessions and season will vary according to the assignment (See attached application).
(Approximately 60-92 hours per position, depending on assignment)

APPLICATION: Complete attached application and send it with resume, a copy of required license and

Form OP 175 (in the schools and on DHR Website) by May 14, 2009 to:
: PSAL, 44-36 Vernon Boulevard, Long Island City, New York 11101.

Note: Please note that all per session vacancy circulars will be posted on the Division of Human Resources web site
at: http://schools.nyc.gov./Offices/DHR/CareerOpportunities/ under "Per Session Vacancy Circulars (Teacher, Supervisor, Clinical)"

PLEASE INCLUDE THE ABOVE CIRCULAR NUMBER ON YOUR RESUME AND APPLICATION.

Service exceeding the number of hours specified in Chancellor’'s Regulation C-175 governing per session activities requires
prior approval. The appropriate Per Session Supervisor must make the request via the Per Session Service System and receive
approval before the person can begin working in the activity. Failure to obtain a valid waiver may result in the withholding
of payment for hours worked beyond the maximum.

AN EQUAL OPPORTUNITY EMPLOYER M/F/D

APPROVED: Danielle Pickens
Division of Human Resources




New York City Department of Education

Public Schools Athletic League

Big Apple Games

Application for Summer Employment

Supervisor / Teacher / Teacher of Swimming 2009

Enter all information and place a check next to all information that changed from last year.

Name Current NYC district and day school phone #
Address Day school address

City, state, and zip code City, state and zip code

Home telephone number Day school telephone number

File number Social security number

SU, REG, CPT, PPT, OPD Subject taught

License (circle one of the above)

CPR/AED Certified
1. Position (s) applied for: ___Yes (Attach copy of certificate)
Supervisor /Teacher in Charge ___No
Teacher of Physical Education
Teacher of Adaptive Physical Education
Teacher of Creative Arts
Teacher of Swimming (be sure to complete #6)
Teacher of Game Room

2. Program Component Applied for (Indicate 1%, 2", 3" choice)

Teen Center M-Th  7/6/09 — 8/13/09 1-5p.m.
Eve. Teen Center M-Th  7/6/09 — 8/13/09 6-9 p.m.
JHS M-Th  7/6/09 — 8/13/09 9-3 p.m.
Special Education M-F 7/6/09 — 8/07/09 9-1 p.m.
Special Ed. Pool M-F 7/6/09 — 8/07/09 9-1 p.m.

3. Borough preferences (indicate 1% andd 2" choice)
1St 2n

4. Work history in this program (for applicants who previously worked in the Big Apple Games)

Year  Site Position Program
2008
2007
2006
5. Do you claim retention rights in the 2009 Big Apple Program? _ yes  no

(NOTE: Retention Rights may be claimed in one per session activity after serving two consecutive satisfactory years)

6. To be completed by swim teacher applicants only:

* Do you have a Lifeguard Training Certificate valid through August 2009? (attach copy)
*Do you have a CPR certificate for the Professional Rescuer valid through August 2009? (attach copy)

*New and returning staff must be prepared to demonstrate skills proficiency before employment as
swim teachers.

Applicant’s Signature Date

Send this application, an OP 175 and resume to:
PSAL/ BIG APPLE GAMES

44-36 Vernon Boulevard 4™ Floor

Long Island City, New York 11101

New York City Department of Education
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