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. This revised regulation delineates the policy with respect to per ‘session

employment and describes generally the processes cf annmouncing vacancies, .

- selecting candidates and requesting variances from established limitatiomns. A

more specific delineation . of the required procedures is given in the

‘appropriate section of the Standard Operating Procedures Manual.
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QBJECTIVES

These‘requlations, which are a revision of those issued originally

" on August 28, 1984, are aimed at avoiding possible abuses in per

session employment. They continue to be predicated on two’
fundamental points of Board of Education policy: (1) no employeefis
to spend an inordinate amount of time in per session activity
because to do so would interfere with a primary respoansibility and
(2) available per session jobs are to be distributed as equitably
as possible among qualezed applzcants. - This revision does not
alter the school system's basic philosophy with respect to per
session employment, but it contaias’ instructions and admonitionms of
greater specificity, based upom audit findings. The Chancellor or
his designee (the Executive Director of the Division of Human
Resources) has the authority to waive 1limitations and specfic
sections of these regulations which are not mandated by collective

’barga;n;nq agreements in excep:;onal cxtcumstances where. specxal

employment arrangements are necessary.

.While this Regulation sets fotth "the school system's gepneral policy
for per session employment. more specific operating procedures
which must be followed will be found in th. appropriate section of

the Standard 0pera:1ng Procedures Manual, Chapter DE 470 Pavreoll,
mny_zm.t:msmn_&mn It is incumbent upon applicasts for

per session employment and program supervisors to be familiar with

and adhere to all applicable rules and procedures.  These basic

sources of information will be supplemented by periodic Personnel
Memorandum announcing the presct;bed number of hours of Per Session

:employmen: anonually. and conveyxng revxsed versions of the requxred
~ application form. : - '

i
i

a. These regulations epply to all Board of Education per session
employment’, vbether in tax levy. re;mbursable or
“self-sustaining” activitiel.' :

b. These regulations apply to all employees serving under a
pedagogical license, vhlther or not they are employed Dby -the .
Boarda of Education ;n a day school position. Administrative
(civil service) employeee working full time in tax levy or
reimbursable programs who serve as pedagogical employees in
their per session jobé are also covered. :

c. These regulations apply to retirees employed on 2a waiver
‘pursuant to Section 211 ‘of the Retirement and Social Security
Law. Such a waiver does not. exempt the retirees from the

general limitations Q.c forth in subdivision 6, belov. for all

persons engaged in per session employment.

i~
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d. These regulations apply to persons on approved leaves of absence
who have been given permission to work for the school -system.
(See subdivisiom 6.c.., below for the special restriction
concerning personnel on sabbatical leave.) :

3.  DEFINITION
~a. With the excepﬁion of those activities \specfiéally ex‘cluded in
- subdivision 7, below, the term "per session activity" as used

‘herein means any activity in which pedagogical employees are
paid at an hourly rate. »

|

| o

| _ ‘b. The term "per session school year” as used herein means the
1 . - period commencing on September lst of a calendar year and ‘ending
! on August 31st of the following calendar year.. :

I

t

a. Geperal Procedures . : o 'I"‘

the activity, A sample advertisement is attached to this
regqulation. All -information on the sample advertisement
must be incorporated into all postings. . Positions should
be advertised as far in advance as. is possible. If a
_vacancy occurs fewer than twenty school days before - the
commencement of the program, or during the course of the
‘program, it must be advertised for at least 20 school days
in accordance with the regulations enumerated above. ’

(2) The *opening' must  be advertised Dby posting on bulletin
boards in appropriate schools, or by posting on centrally
located bulletin boards for central programs, . for the
designated .period of time. The number -of hours of
employment provided for the position and the specific
working schedule of the incumbent must be indicated in this
notice, also the date posted and an indication of where to

apply.

|

| (3) Advertisements must include all the essential information
| given in the model attached to this regulation. A copy of
the advertisement must be kept in the appropriate ‘office
for a period of three (3) years, and made available to the
Division of Human Resources on request. . ‘

(4) The announcement must contain a clear statemeant of the
required .. qualificationms. Specific qualifications . or
priorities for filling a position which ‘are set forth in
the agreements with UFT or CSA must be adhered to.
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Qualification requirements must represeant the background
which is reasonably required to perform the duties of the
position. An employee who meets such requirements is to be

considered a qualified employee.

E ‘I 2 : !I 3 ! ]] ! 3 : =:: J ! :.J] i w-!A’
Requests for such approval must .be submitted om Form
OP-17SA, a copy of which is attached. This form may be
reproduced locally. Where necessary to save time, approval
can be requested concurrently with adver::.s:.ng the position.

If the opening is for a position in a per session activ;ty
which serves pupils in one school in a Community School
District, them it must be advertised by posting in that
school. The Community Superintendent should decide whether
to advertise the position in all schools in the district,

-in schools in neighboring districts, or in high schools

located in the district. The Community Superintendeat may
also excercise the option to advertise the position
throughout the City School District.

' If the opening is for ‘a position which serves pupa.ls from

more than one school in a Community School District, then
it must be advertisad by posting iz all of the schools in
the district. The Community Superintendent should be
notified so that a decision may be made on whether to
advertise in schools in neighboring districts or in high
schools located in the district. ' '

In all cases por session advertisements issued under the

" ‘jurisdiction of a Comunity Supcra.ntondent must be numbered
. consecutively. :
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A copy of advertisement must be sent to the Per Session
Monitoring Unit, 65 Court Street, Brooklyan, N.Y. " 11201,
within two days of said posting.

(3) D- -'- E s P . J E: » 4.

If the opening is for a position which serves pupils in
special education from one school, then it must be
advertised by posting in the ‘'school.  The Executive.
Director should be notified, so that a decision may be made
on whether to advertise the position in other schools in
the district which serve special education -students, it
must also be advertised in .schools in - the community
districts in which the activity is located.

If the opening is for a position which serves pupils in
 special education from more than one school, them it must

be advertised by posting im all of the schools in the
district. The Executive Director should be notified so.
that a decision may be made on whether to advertise in ,
schools in neighboring districts throughout the special
sducatioa region.

(4) Division of High Schools

If the opening is for a position which serves pupils ia
more than one high school, them it must be advertised
throughout the borough. The appropriate Superintendent
‘should . be notified so that a decision may be made on
vhether to advertise in other boroughs. ' :

(5) Cemtzally Operated Programs

If the opening is for a position in a per session activity
which is operated by the Central Board of Education and
serves pupils from more than one school, e.g.. ‘summer  high
schools, Adult Basic Education, them it must be advertised
in all appropriate schools in the city through the Division

 of Buman Resources, Office of Recruitment and Counseling.
Persons in charge of per session programs should send a
copy of the ‘advertisement to that office at 65 Court
Street, Room 102, Brooklyn, New York 11201.

5. APPLICATION PROCEDURES

a. Persons seeking employment in any per session activity, a
defined in this Regulation, must submit the standard application
form (OP-175 revised 6/90), a copy of which is appended. This
revision replaces all previous ‘editions of the form and effective

10



NEW YORK CITY'PUBf.IC SCHOOLS i

(

REGULATION OF THE. CHANCELLOR

Category: PEDAGOGICAL PERSONNEL _ . No: C-178%

Subject: REGULA'IIONS ‘ON PER SESSION EMPLOYMENT Page:. 6

Issued: 08/27/90

" immediately, it is the only one that may be used. The current
application form may be reproduced locally.-. Henceforth, OP-175.
will be revised each year and the amended form will be
transmitted to all community school districts and headquarters
units in an annual Personnel Memorandum.

. .. b. Completed OP 175 forms should be retained in the files of the

4 employing program or activity and  the appropriate Communxty

L School District or High School Borough Office. Although such

individual forms need not be forwarded to the Division of Human

~ Resources, they must be ‘available for review and xnspoct:.on by
- financial monitors or auditors.

¢. Form OP-175 is used, also. to claim retention rights, which are
limited to only ope activity in oach per session year. A more
complete discussion of reteamtion rights. ‘will be foumd in

Subdivision 9.

d. Districts, bureaus or offices may supplement OP-175 with any
additional forms they may desire to . use for the purpose of
eliciting specific information about particular gqualifications
or competencies that may be required for service. iam a per
session activity. Such ancillary forms, however, are not to be
teqarded as substituytes for the standard appl;canon.

. . a. Limitation om holding more than ope per gsession Job, No
employee may be employed in more than one per session activity
during any per session school year except that those .persons
covered by certain collective bargaining agreements will be
, pom;ttod»co serve in more than one activity if the position has
been duly advertised and 1no other qualified applicant is
available. (Refer to the appropriate article of the collective

. bargaining agreements.) At the time an employee applies for a
second per session position in any per session year (or for any
per session posxtion when the employee claims retention rights
in another position), the employee must notify the supervisor
involved of the need for an exception to the single per session
activity 1limitation. An applicant must assert a claim ' for
retention rights no later than the time the first applicatxon
£or employnont in any per sassion year is submitted. .

Employment in a second per session po:ition where retention
rights are not claimed may not begin until written approval has
been received from the Executive Director of the Divisa.on of

Human Resources waiving the restriction.

11
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A person may not be hired for a per session assxgnment
‘where such employmont would entail gither (a), superv;szon
of that xndxvxdual & own responsibilities in a primary
assignment _or another per session activity, -or (b)
reportiag to the position held by that same individual in 2
primary assxgnmont or another per session activ;ty.

.\alignnonts ot; persons to per session activities are to be
made in accordance with the Agreements negotiated by the
Board of Fducation with the United Federation of Teachers
and the Councii of Supervisors and Administrators.

Applicants iors per session teachinq positions who do not
have retention rights in those positions and who are not
employed in the ‘Board's regqular day school program shall be
considered £ot selection

emmem S ®

?

12
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Teachers may not hold per session supervisory positioas.

Supervisors may not hold per session teaching positions,
with the exception of the situations mentioned in

Subdivision 7.Db.

Only teaching licenses are valid for per session teaching
service. However, where an employee has gained retention
rights as a result of satisfactory service, the
requirements of a specific license will not be 1mposed (See

. subdivision 9 below. on Retention Rights.)

(8)

(9)

(10)

(1)

(12)

(13)

(14)

While a teaching license is not ordxnarzly val;d for per
session service as a school secretary, such service will be
permitted when no licensed. school secretary is available,
with the understanding that. the person. assigned in this
capacity will be compensated at the hourly rate for a

school secretary.

Licenses issued for employment in community centers,
playgrounds or vacation day camps are valid for service in
such programs only.

Even;nq Trade School Cert;facatas are val;d for service in
that program oaly. :

A temporary per diem certificate is valid only for the
specific location and time period for which it is issued,
unless axceptions are approved in the Office o£ Pedagogical

' Personnel.

The -normal working schedule of high level managerial
personnel contemplates service of whatever duration is
required to discharge the duties of 'such  positions.

'Iccordingly. executives paid at salary Level VI and above

may not claim per session employment.

No per sessionAcompensation.may be paid for work performed
at home.

In  accordance with collective Dbargaining agreements,
employees on sabbatical leaves beginning August 1 must
complete per session activities in which they are serving
during July, but they will not be permitted to commence any

new per session assignments until the September following

the completion of the sabbatical.

13
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A written request for a waiver of any of the restrictions or.
limitations may be made only by the appropriate Commimity
~Superintendent, Executive Director, Assistant Superintendent of the
Division of High Schools, or the Chief Administrator or Assistant
Superintendent of the Division of Special Education. ' Requests. for

e} such a waiver are to be submitted on form OP 175W., a copy of wh;ch

"y is attached..

Every request must also bear the signature of the employee as proof
of awareness of the need for written approval of the Executive
Director of the Division of Human Resources prior to payment for
service beyond the applicable 1limitatioas. Employment may not
exceed any of the limitatioms without prior written approval of the.
Executive Director of the Division of Human Resources.
Consequently, the request should be submitted sufficiently in
advance to allow ample time for review and appropriate action.

Requests for such exceptions should be sent to the office indicat
in subdivision 12, below.

7.  EXCLUSIONS
a. The following activities, while paid at‘hourly rates, are not
- considered to be per session activities. They fall outside the

purview of these regulations and contract clauses whxch govern
per session activities.

(1) Hourly compensation for pedagogues serving in schools with
extended days, e.g., John Dewey High School. -

(2) Hourdy compensation for trainees in training programs. The
service of traipners, however, 'is considered to be a per

session activity.

(3) Conversion of secretary peak load days to per session
: payment. ’ .

(4) Activities which, while compensated at hourly r;tés,
' constitute primary employment (e.g., Adult Education.)

(5) Extra payment for teaching in a shortage license area.
(6) Hourly <compensation for those employees serving as
" education evaluators, who are entitled to ext‘.r.

compensation for an extended work day.

(7) School Medical Inspectors, who are paid om an hourly basis.

14
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b. Only supervisors working in the following activities may hold a
second per session job in' a per session - year. Supervisors
working in these activities must complete and submit form OP
_175W if they hold more than ome per session job.

(1) After School . Workshops for Newly Assigned Teachérs.

' Supervisors: in-this program. should be compensated at - the
hourly rate for Teacher Trainers (position symbol TT),
unless they are exercising supervisory authorzty over other
Teacher Trainpers. In no case should a Principal serve
under the supervision of an Assistant Principal. -

(2) Curriculum and examinatiom writing for the Division of
Curriculum and Instruction or a Community School District
for not more than 30 hours. Supervisors working im this
capacity must be compensated at the hourly rate for .
Teachers Assigned (position aymbol TA).

CQACH1EE__AiSIEEHEEIE__IE__IHIIB§SHQLASIIS__AED__IEIBAHHBALh_AIEILIIE'

ACTIVITIES -

i. Céncurrent (scasdnally overlapping) coaching assigonments are not

permitted, except in extraordinary circumstances (e.g., no other
qualified applicant available), where the. assigoments do not

.conflict. In such cases, a prior waiver of restrictions must be
‘requested and approved, in accordance with subdivision 6.d.

For the purposes of the limitation on holding more than one per
session job, non-concurrent  -(non-overlapping) coaching
assignments totaling not exceeding the prescribed limit in a per
session school year may be - consxderod as a szngle activity as
follows: . : :

(1) Two coaching positioms in a high school involving
interscholastic sports activities. ' _

N

(2) Three intramural coachinq_ positions in a high school or
junior high school or a special, day treatment center or
institutional setting involving interscholastic sports

activities.
(3) A combination of three coaching positions listed in (1) and

(2) . above, provided that the sports activities are not
concurrent. ' '

15
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Note: The foregoing paragraph shall not be construed as
increasing the maximum number of sessions or hours
for various coaching activities, as listed in the _
Board of Education - United Federat:.on of Teachers

Agreement.

A ' c. Retention rights may be claimed in only one of these coaching
", positions. : ' »

9.  RETENTION RIGHTS

a. Retention rights may be claimed in accordance with the criteria
established in the Board of Education's collective. bargainiag
‘agreements with teachers or other categories of nonsupervisory
pedagogical personnel. Form OP- 175 is to be used for this
purpose. Persons <covered by the Board's .Agreement with CSA
cannot have retention- r;ghts. .

b. Persons who are not primarily employed by the Board of Education
and employees who are covered by Agreements between the Board of
Education and the UFT which do pnot have per session provisions
may claim retention rights under the Teachers' Agreement if they
serve in a position covered by the Teachers' Agreement.

‘c. Employees other than day classroom teachers who are covered by a

' contract in which there i3 a - provision for .per - session
employment may not gain reteation rights to a positiom which is
outside of their ‘bargaining unit. ‘For example, guidance
counselors may not gain reteantion rights to per session teaching
positions, because there .is a per session provision in their
Agreement. They may, however, gain retention rights to guidance
counselor positions under the Guidance Counselors’' Agreement.
Those persons who achieved such rights previously \ull continue
. to hold them. (s.c subdivision 6.c. (7.) above.)

d. Retention may be clamd only by such employees who have two
years of continuous satisfactory service in particular activity.

e. An individual who has established retention rights in a.
particular activity must be assigned to work for the eptire

duration of the activity, The total number of hours for which

the employee is assigned ‘may vary from one per session school
year to another depending on the needs of the program.

16
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In the event that a teacher has served for more than two years
in each of two or more activities, a preference for the specific
retention rights must be claimed by the entitled individual at
the start of the per session school year. An employee may have

‘retention rights in only one per session activity during a per
session school year. The claim for retention rights may not be

changed during a per session year. However, an employee may
elect to claim retention rights in a different per session

activity at the start of each per session school year.

If retention rights are claimed in one job, them an application
for another job., even one which comes earlier in the per session
school year than the ‘retained job, must be. recognized - as an

" application for a second job, and may be approved by the

Executive Director of the Division of Human Resources only if no
other qualified applicant is available. : .

I1f a teacher is entitled to reteation 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, then the teacher may be denied

‘employment in the job for which there is entitlement to:

retention.

In recording the bours of per session employment, a time clock
must be used wherever possible. - If a time clock is not
available, a daily attendance report, with exact time of arrival
and departure, must be approved by a supervisor. Ia every case,
regardless of the specific mannmer in which time is reported.
supervisors are accountable for verifying the record of
attendance. Approval by a co-worker is pot acceptable. Failure
to maintain satisfactory time records will result in the
withholding of ~compensation oT recoupment of payment -already
made. A detailed description of the time reports required is
given in the Standard Operating Procedures Manual. '

17
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b. Limitation op Workipng Hours
N m W i is duri hi h
o W i - ’ r +
‘daily lunch hour. Per session employment is intended only for

S

service of a ggpglg_ggggl nature and may not be used as a means

"of staffing during the regular school schedule in situations

where employment on a per diem basis or on a regular part time
schedule would be appropriate. work;nq hours at a2 regular day
school position may not be altered for the - convenience of a
staff member, marely to accommodate a per sesszon activity.

Lunch Breaks

No employee may work ‘more than five ‘hours without an unpaid
lunch break of a least one half hour~ B '

Sick Time
Per session employees are not compensated for any sessions lost
as a result of jury service. :

See the appropriate cqﬁtract clauses.

Jury Duty

Individuals who have never worked on the hourly profess;onal
payroll (DE 470) must submit a Personnel Change Form. (OP85) to
65 Court Street, Room 801, Brooklyn, New York 11201, in order to

assure that checks will be mailed to their correct home ‘address.

mm‘—umww e Por pisn Pareoil Umit - 65 Court Street - Room 1802,

Brooklyn. New York 11201. Information regarding submission of
payroll may be ohta;nod from that offico. Emplgzgg;_;hgnlﬂ_gg;
wi . : : '

assigoment. The Payroll Unit will not accept service reports
claiming arrears ' for an excessive number of hours, A
certification by the Community Superzntendent must be submxtted

in order to receive arrears paymeats.

The ampibying upit must  forward the forms to the Hourly.
Professional Payroll Unit, im_batch, by the due date and
complete the certification attesting to the transmittal. (Refer

to SOPM for specific procedurea.)

18
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i. If an employee is absent because of illpness from a regular day
school assigoment and reports for work on the same day in an
afternoon or evepning per session activity, the day school
absence may not be charged to cunmulative absence reserve and a

: salary deduction must be made. _

a; Information will be maintained by the Division of Business and
Admipistration on the amount of per session work completed by
each employee on the hourly professional payroll and a monthly
report on the cumulative total of hours served during the per
. session year will be prepared. A copy of this report will be
‘sent to the Community Superintendent and the Division of Human
Resources. ' '

The Division of Human Resources will send npotification to
affected employees and their supervisors in cases where:

(1) There is an indication of multiple per session employment
for a single file number: irrespective of the aggregate
pumber of hours with no record of a waiver by the Executive
Director of the Division of Human Resources as described in -

Subdivision 6 a., above.

(2) The data reflects completion by a single employee of a
‘pumber of hours of service that is within 75 hours of the
prescribed maximum jimitation in one or more per session
activities and no request for a waiver of the mazximum
. limitation -has been received, in accordance with the
requirements of subdividision 6.b., above.

I1f, after notifications described in paragraph b., above, have

been sent, the Division of Human Resources fails to receive a

 written request for a waiver of either the multiple job or the

maximum hours restriction., as appropriate, the Bureau of

Pedagogic Compensation will withhold further payment for any per

session service, under the following conditions: '

(1) Immediately, where the next monthly report reveals a

continuance of multiple per session activity without
benefit of a waiver;
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(2) When the cumulative per session service during the period
beginning the previous September exceeds. the maximum number
-of hours and there is no record of approval of an exceptxon
to that limitation.

12. REQUESTS FOR WAJVERS AND QUESTIONS CONWCERNING PER SESSION EMPLOYMENT
ﬁ: All requests for waivers by the Executive Director of the Division
W of Human Resourcs of restrictions on per session employment, as
! well as inquiries relating to definitions and interpretations of
these regulations should be addressed in writing to the Division of
Human Resources - Per Session Employment Monitoring Unit, 65 Court
Street, Brooklyn, New York 11201. Inquiries relating to the
provisions of the. Standard Operating Procedures. Manual should be
directed to the Division of Business and Administration - ‘Bureau of

Internal Consulting, at 65 Court Street, Brooklyn, New York 11201.

' hs/1051H(rev.8/90)
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