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BEST PRACTICES RUBRIC – SECONDARY SCHOOLS                              
Date: 


School: 


Team Member: 
	BEST PRACTICE STANDARDS

ENTRY PROCEDURES
	SCORE

	OBSERVATIONS

	Students enter the building at a specific entrance.  Where there is a large student population, timely entry procedures are in place to ensure that students are not waiting in line to enter the school for long periods of time.
	
	

	At the designated entrance, there are School Safety Agents (SSAs), deans, school aides, and an assistant principal.
	
	

	School rules and dress code are posted in the entrance area.  If a student comes to school without books or dressed inappropriately, wearing clothing, headgear (except where representative of religious expression) or other items that are unsafe or disruptive to the educational process, the student is taken to the school counselor for the parent to be called.  
	
	

	In a scanning school, school personnel are with the School Safety Agents during scanning.
	
	

	Based on the Department of Education rules, items that a student may not have in school are confiscated.  In addition, there are procedures in place for the return of certain confiscated items.  
	
	

	Lateness procedures are in place for students who enter the school after the start of a period.  Students are escorted to a holding area to wait for the next period; the holding area is well supervised and students are using this time to read, study and do work.  Student lateness is recorded and the information is given to teachers and guidance personnel. Parents of students who are chronically late are contacted by phone or mail and are requested to meet with the school counselor.
	
	

	All visitors enter the building by way of a designated entrance. Visitors show a photo ID and sign the log book kept at the main entry desk. In a scanning school, all visitors are scanned.  
	
	

	Visitors are given a pass to be worn that indicates their destination printed on the pass.  Security at the desk calls the destination to have an escort sent.
	
	

	After a visitor has completed his/her business, he/she is escorted back to the security desk.  The visitor’s pass is returned to the security desk, and the visitor is signed out.
	
	

	Total  Score for Entry procedures



	
	

	AVERAGE Score for entry procedures (total score/9)


	
	


	BEST PRACTICE STANDARDS

Security Team and Security Procedures
	SCORE


	OBSERVATIONS

	The security team is composed of the assistant principal (leader of the team), school safety agents, guidance personnel, deans, APs and school aides to ensure a team approach.  The team institutes a “floor team” approach to  increase personalization and ensure that students and staff know the team on the floor. This team is  able to address specific issues for each floor.  Floor deployment will look different from floor-to-floor as needs are different.  
	
	

	Deployment schedules of the safety teams are public and distributed to staff within the school.  Scheduling and monitoring are done by the Principal(s), Level III SSA assigned to the building and the AP Security.
	
	

	Members of the team receive on-going professional development on school rules, procedures for daily operations, handling difficult situations and  emergency situations.
	
	

	Bi-weekly meetings are held to review issues; emergency meetings are called as needed.

	
	

	SSAs are deployed throughout the building and agents do not congregate in small groups. 
	
	

	At the beginning of a period, sweeps are conducted on a regular basis; depending on the size and needs of the building, the sweep covers the floor, a problematic section of a floor, or the entire building.  


	
	

	There are procedures in place for students’ use of bathrooms.  School personnel are assigned to monitor the bathrooms and ensure procedures are followed.  Students are not permitted to use the bathrooms during the first and last ten minutes of every period, unless it is an emergency.  
	
	

	Locker rooms are supervised by staff when there are physical education classes in session.


	
	

	The time for passing between classes is approximately 4 minutes; building issues must be considered.
	
	

	Deans, guidance personnel, security school aides and SSAs  are assigned to monitor passing; they encourage students to get to  class on time as soon as the period changes.  Particular attention is paid to identified trouble spots to ensure that students are not congregating in the halls and stairwells.   In addition, all assistant principals are assigned to cover the halls during passing to encourage students to get to class on time.
	
	

	Teachers stay at the door of their classrooms to usher their students into the class.
	
	

	Schools maintain a video surveillance post schedule (where applicable) to ensure that cameras are continually monitored during times when students are in the building. SSAs and other staff assigned to monitor the cameras are rotated during the day to maximize alertness to the task.
	
	

	Total  Score for Security Team and Security Procedures
	
	

	AVERAGE Score for Security Team and Security Procedures   (total score/12)
	
	


	BEST PRACTICE STANDARDS

Student Rules/Passes
	 SCORE


	OBSERVATIONS

	Students carry their required ID at all times.  
	
	

	No students are in the halls during class time without an official pass.  
	
	

	Students do not carry or use headphones or personal electronic devices in the building; there are procedures to confiscate these items if they are found in school.  Hats or headgear (except religious attire) are not worn in the building.  Beads or “colors” are not worn in school.  


	
	

	Students do not smoke in the building or on the grounds contiguous to the school; summonses are issued to offenders and parents are notified. 
	
	

	Students leave the school grounds upon completion of their school day; exits are monitored by the security team.
	
	

	The school is in compliance with the NYC Discipline Code and takes the appropriate disciplinary actions for Level 1 to 5 infractions
	
	

	Each teacher has a copy of the Discipline Code and has reviewed the document.  Lessons are conducted in classes and additional lessons are integrated into the curriculum.  Each student has received a copy of the Discipline code, and parents have also received information and training on the Discipline Code. Reminders are sent home to help reinforce these policies and procedures.
	
	

	All teachers keep classroom lateness and bathroom logs with the name of the student leaving the room, the period and his/her destination.  There is evidence that teachers follow school policies regarding lateness, use of the pass and student referrals.
	
	

	Passes are laminated or are made of soft colorful plastic and are large enough so that students cannot place them in their pockets.
	
	

	For appointments with school counselors, program office, health office, etc., official paper passes are issued.
	
	

	Students who become ill are not sent home alone; a parent or legal guardian picks the student up at school and signs the student out in the attendance office. (Students 18 years or older may sign themselves out if ill. Every effort is made to contact the parents of these students. )
	
	

	Students found in the halls after the start of  a period are escorted by security staff to a holding room or auditorium where they remain doing work under deans’ supervision until the next period.  Lateness to class is linked to a progressive discipline policy under which students receive increased counseling and disciplinary measures if recidivism continues. 
	
	

	Total  Score for Student Rules
	
	

	AVERAGE Score for Student Rules  (total score/12)


	
	


	BEST PRACTICE STANDARDS

Facility STANDARDS
	SCORE


	OBSERVATIONS

	The principal and custodian regularly walk the building to ensure (1) that the building is safe and clean and (2) to highlight areas that need immediate attention.  
	
	

	Administrative and youth development offices are clearly marked with the office name or the administrator’s title.
	
	

	The building maintains a vault, safe, or a room with steel doors for securing valuable equipment and non-deposited cash, checks and money orders.  
	
	

	 All classroom doors are functional, with knobs, securable locks and unobstructed viewing panels. Windows on classroom doors are unobstructed.  Room numbers are marked above or to the side of the door.     Doors of unoccupied classrooms and offices are locked.
	
	

	 Access to custodial work areas, boiler rooms, electrical closets, tools and shops is limited to authorized school staff; signs are posted to indicate restricted use.  Roof access gates are locked and monitored periodically for signs of tampering.
	
	

	 There are procedures to disseminate and collect keys.  
	
	

	 Classrooms, labs, corridors, stairwells, cafeteria(s), bathrooms, gymnasiums and offices are well-lit; broken fixtures repaired, and bulbs and ballasts are replaced when necessary.  Window shades in the classrooms are in working condition.
	
	

	 Fire extinguishers are readily accessible in case of emergency.
	
	

	 All window gates (on the first floor and basement in particular) are tightly secured and monitored regularly for signs of tampering.  Intruder alarms are in working order.
	
	

	The inside and outside of the building are graffiti-free.

	
	

	 Student and staff bathrooms are in working order with paper supplies, stall partitions and doors.
	
	

	 Floors, offices, classrooms and staircases are clean.  The building perimeter is well-maintained and free of hazards or obstructions.
	
	

	 Classroom telephones are in working condition and are secured in locked boxes. A system is in place to disseminate and replace keys for the boxes.
	
	

	Computer rooms and classroom computers are functional.  In computer rooms, there are logs of class visits and procedures for teachers and students to follow when using the room and computers.
	
	 

	Cafeteria is clean, well-lit, and well-maintained in a manner that is appealing to students.  Floors are swept and trash is removed between lunch periods.  
	
	

	Total  Score for Facilities
	
	

	AVERAGE Score for  FAcilities (Total/15)

	
	


	BEST PRACTICE STANDARDS

Cafeteria and Library Practices/Hall Displays
	SCORE


	OBSERVATIONS

	 The number of students assigned to the cafeteria each lunch period is carefully monitored; the periods are not overcrowded, and lunch periods are added when necessary.  There are separate entrance and exit areas to avoid congestion.  
	
	

	The cafeteria is attractive and decorated in a manner that is appealing and welcoming to students.  Cafeteria rules are prominently posted throughout the cafeteria, and signs reminding students of cleanliness are visibly posted.  
	
	

	Procedures are in place to ensure that only students assigned to a particular lunch period have access to the cafeteria.
	
	

	School Safety Agents and deans are assigned to the door(s), and school aides monitor the table areas.
	
	

	Procedures are in place to ensure that students are able to receive lunch in a timely fashion.  
	
	

	Students are dismissed at the end of the period, not before.
	
	

	There are procedures in place to ensure appropriate use of, and access to, the library by students.  Student programs and IDs are checked when entering the library. Students may enter the library before or after their school day and during lunch.

	
	

	There are procedures in place to ensure equitable and appropriate use of the computers that are available in the library.   Computer use is actively supervised.
 
	
	

	Bulletin boards and showcases throughout the building exhibit current student work, special events, and projects.  
	
	

	Total  Score for Cafeteria and Library Procedures
	
	

	AVERAGE Score for Cafeteria and Library Procedures (total score/9)


	
	



	BEST PRACTICE STANDARDS

SAVE ROOM/Suspension Center Procedures
	SCORE


	OBSERVATIONS

	All recommendations for suspension are reviewed and approved by the principal, and then processed by the AP/Security or Principal’s designee.  In addition, the principal, dean and AP/Security meet with the student to discuss the charges.
	
	

	The school has an established a SAVE room/ suspension center in a regular classroom and  is supervised by a teacher and a school aide to promote and conduct alternative instruction assigned by the subject class teacher(s) to each student suspended from his/her regular instructional day.  A system is in place to collect, disseminate and return student assignments to classroom teachers. The regulations on “teacher removal” have been explained to staff and the appropriate forms are completed and procedures are followed.  
	
	

	No matter what a student’s regular schedule is, all students on suspension follow the designated suspension schedule.  Lunch is provided for students serving a full-day suspension.
	
	

	The room is equipped with pedagogical supplies and equipment in order to ensure meaningful instruction.
	
	

	One period each day, a counseling session is held to help students recognize appropriate social/academic behavior and learn how to improve decision-making skills.
	
	

	Attendance is submitted to the attendance office. Parents of students who did not report to their assignment are called.
	
	

	 In accordance with regulatory mandates, students with disabilities receive all mandated services (e.g., counseling, speech and language) if they have already been suspended from full-day instruction for ten prior days during the same school year.    The regulation indicates that students with disabilities will receive their mandated services on the 11th day of a suspension or removal from school.   
	
	

	Total  Score for Suspension Center Procedures
	
	

	AVERAGE Score Suspension Center Procedures (total score/7)


	
	


	BEST PRACTICE STANDARDS

School Culture
	SCORE


	OBSERVATIONS

	School has processes to identify, develop and support student leaders in a variety of ways (e.g., leadership classes, training). The student leadership program is representative of the diversity of the student population and includes both traditional and non-traditional student leaders. The school and has vehicles for student leaders to share input and strategies for improved school tone and culture with the principal and/or other school administrators.
	
	

	There is democratically elected student government that meets regularly to address student concerns.
	
	

	The school has dedicated space to a Peer Mediation Center; posters around the building indicate the room number and periods during which the Mediation Center is open and explain the means by which students may self-refer for mediation services. Mediations are conducted by students who have been trained to be peer mediators.
	
	

	The conflict resolution program includes peer education workshops that teach conflict resolution skills, respect for diversity, and promote the use of non-violent conflict resolution. The school provides resources to support the conflict resolution program; provides teachers with on-going professional development; provides students with multiple opportunities to become active participants in the conflict resolution program, including advanced training for students who are trained as peer mediators and/or peer educators.
	
	

	School organizes and hosts student town hall meetings/assemblies to actively engage all students in making their school a safe, secure and supportive teaching and learning environment.
	
	

	School provides opportunities to recognize and celebrate student success and to share these successes with parents, staff and the community.
	
	

	The school has provided after-school and weekend activities for students that are engaging, build community and enhance social and academic skills.
	
	

	The school has mechanisms to inform students about events, activities, student services, and the location and operating hours of school offices. The school has created an orientation packet/student handbook for new students and their families.  
	
	

	To increase personalization, the school has implemented systems and structures, including but not limited to, the following:  reduced teacher to student ratio, reduced counselor to student ration, buddy systems-teacher to student and Big “Sibs”, programs for overage/under credited students, 9th grade/incoming student academies, creation of small learning communities, advisory structures.
	
	

	Classroom Culture and Climate: This section is to be completed based on an analysis of OORS data for incidents that occur in classrooms. Factors to be considered include: number of incidents occurring in the classroom in relation to the total number of incidents in all other areas of the school; level and type of incidents.
	
	

	Total  Score for School Culture
	
	

	AVERAGE Score School Culture  (Total /10) 
	
	



	BEST PRACTICE STANDARDS

Pupil Personnel Services 
	 SCORE


	OBSERVATIONS

	A Pupil Personnel Team is in place which may include school counselors, grade advisors, social workers (where available), college advisor(s), Coordinator of Student Activities (COSA), attendance coordinator, school aides, attendance teachers and family workers.
	
	APPROACHING – CLINICIANS WERE INFORMED AT THE SEPT. 30TH TEAM MEETING

	The Pupil Personnel Team identifies struggling students, including general education students and students with disabilities, and a “case conferencing” approach is used to identify area(s) of need, design support strategies, and monitor and adjust the identified strategies as needed.
	
	

	Members of the Pupil Personnel Team serve as advocates for students in the suspension process.  They also serve as liaisons to families.  
	
	

	Guidance counselors and social workers (where available) provide individual and/or small group counseling.  They also provide crisis counseling, as needed and additional support for students who are chronically late.  
	
	

	Guidance counselors provide guidance lessons in classrooms.
	
	 

	Guidance counselors regularly review student behavioral data to identify both school wide trends and students whose behavior indicates they require intervention or prevention supports.
	
	

	Counselors meet regularly with deans to discuss behavioral incident data and identify students in need of supportive services. 
	
	

	Guidance personnel have mechanisms to plan and track student success. Counselors meet with students to discuss scheduling and programming. Counselors and grade advisors ensure that all students in their caseloads are appropriately programmed, with no holes in the program, are scheduled for the required State examinations and are on track to ensure timely graduation.
	
	

	Counselors meet with students to provide them with information about additional resources, such as after-school tutoring, outside individual and family counseling.  Counselors conduct conferences and maintain contact with parents to share successes as well as to address difficulties.
	
	

	The Guidance Counselor and/or College Advisor process students for college entrance and provide information to families regarding financial aide and other issues relevant to the college entrance process.
	
	

	 College and career planning sessions begin in the middle school grades and continue through high school.  Counselors do not wait until a student’s junior or senior year in high school to provide college and career counseling.  
	
	

	There is a clear ladder of referral that the entire school community understands and uses that begins at the identification level and continues through various intervention phases.
	
	

	Total  Score for Pupil Personnel Services
	
	

	AVERAGE Score Pupil Personnel Services (total score/10)
	
	


	BEST PRACTICE STANDARDS

Campus councils and campus communities

 
	SCORE


	OBSERVATIONS

	In Campus Schools, a building campus council has been established that meets weekly to set the tone for the entire building community and foster behaviors that support a campus-wide approach while working to honor the integrity, culture and identity of the individual schools within the building.

	 
	

	The building campus council works closely with School Safety in the areas of deployment of agents, scanning procedures, and providing security for after-school programs and activities.  All Campus Principals meet/communicate daily to review deployment and issues of the day.
	
	

	Campus-wide decisions that reflect the needs of the entire building community are planned and implemented in a well coordinated approach and honored by all schools in the building.


	
	

	Decisions on the issues below are made collaboratively by the building council, following the principle of sufficient consensus:

· Athletic Programs

· Budget to Support Shared Services

· Building Security

· Collaborative Planning and Coordination of Individual School Bell Schedules

· School Rules related to adherence to the Citywide Discipline Code

· Consistent Consequences for Student Misbehavior Involving Inter-school incidents

· Extended Day Programs

· Library Policies

· Maintenance

· Shared Grants

· Sharing Instructional Best Practices

· Use of Common Space
	
	

	Each school’s core academic and operational functions are independent. Decisions regarding the following are made at the school level and respected and supported by the campus community:

· Mission

· Staff Responsibilities

· Curriculum

· Budget

· Pedagogy

· Use of Dedicated School Space

· Professional Development

·  Working with Alumni
· Assessment

· Staff Responsibilities

·   Services for Special Education and ELL Students


	
	

	Total  Score for Campus Councils
	
	

	AVERAGE Score for Campus Councils (Total/5)

	
	


	BEST PRACTICE STANDARDS

 parent/community outreach
	 SCORE


	OBSERVATIONS

	School organizes community town hall meetings to inform parents and the community of the progress of the school and to enlist support.
	
	

	The school has provided training and created structures to ensure that the parent coordinator understands his/her role and is part of the entire plan to improve school culture.  
	
	

	School has clear and established mechanisms to inform parents of school events and issues (i.e., newsletter).
	
	

	A collaborative process is in place to engage members of the greater school community.  Regular meetings of an advisory group are held where issues are addressed to help the school.  Members of this advisory group may include:

· Police captain of the local precinct

· Neighborhood store owners

· Neighboring schools in the area

· Head of the school safety agents

· UFT Chapter Chair

· Principal

· AP/Security

· Parent Association 

· CBO

· Chair of the School Leadership Team
	
	

	Total  Score for  Parent/Community Outreach

	
	

	AVERAGE Score parent/Community Outreach (Total/4)

	 
	





Scoring


3= Met


2=Approaching


1=Little/ No Evidence
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