NEW YORE CITY BORRD OF EDU TION
DIVIGION NF HUMAN REBOURCed
&5 COURT ETREET
BROOKLYN, WEW YORE 211201

PERBONNEL WEMORANDUM NO. 24 , 1994-9% DECEMBER 9 , 1994

TO: COMMUNITY BUPERINTENDENTS, HIGH BCHOOL
BUPERINTENDENTE, DEFUTY ABBIBTANT
BUFERINTENDENTE, DIBTRICT ADHINIBTHRATORSE
OF BPECIAL EDUCATION, EXECUTIVE
DIRECTORE, DIRECTORS OF OPERATIONE,
PERSONWEL DIRECTORE, BOROUGH PERBOMNNEL
OFFICERE, PRINCIPALS OF ALL DAY SCHOOLS,
SEM/50M CHAIRPEREONS, UFT CHAPTER
LEADERS, UFT/CEA DIBTRICT
REFREEENTATIVES, AND PA/PTA PRESIDENTS

FROM: Thomas P. H}'a%’m// —

RE: Frogramming Procedures and Contract Compliance in
Middle Schools
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During the flscal crisis, it is critical that our
limited resources focus on providing direct services to our
children. In order to accomplish this, teachers must bas
programmed for the maximum number of teaching periods allowed by
the collective bargaining agreement.

Principale are responsible for pregramming thelr
&chools in accordance with the guidelines set forth below,
Superintendents must supervise the middle schools to ensure
compliance with these guidelines. Care mpust be taken during this
school year to ensure that implementation does not disrupt
students’ education.

I. PROGRAM CARDS

There must be a completed, detailed program card for
every teacher in the school. The format used by the High School
Division is recommended (copy attached). The program card must
explain with specificity what the-staff member .is programmed to
be deing every period of the wask. Preparation perlods,
professional pericds,; compensatory periods, administrative
pericds, lunch periods and teaching periocds must be clearly
delineated on the program cards. For teachling pariods, the
subject, class and room number must be shown.

Copies of all teachers' program cards must be
submitted to the district office for review. Program cards are
to b2 en £lle in the scheol and the distrlct cffice.

II. PEREONNEL ALLOCATIOME AND ECHOOL OCRGANIZATION CHARTE

Prior te the opening of school every September,
personnel allocations must be provided to each echool and must be
updated in writing whenever a change is made in the school's
allocations. Such allocations must be kept on file in each
school .

The school organizetion chart must reflect the
following information either in the chart ltself or on an
appropriate attachment:

i. The name of every person assigned to the school. For
part-time personnel, it must also include tha days
and times of assignment.

2. All compsnsatory time assignments, the names of the
teachers assigned and the number of periods devoted
to the assignment.
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3. hll administrative assignments,
4. The funding eocurce for pereonnel.
5. Hotation of homeroom teachers and an indication

whethar they are in the &5% of homercom teachars
relieved of administrative assignments.

6. CHAFTER I SCHOOLS

a. Tdentify all teachers who have worked
continueusly in Chapter I schocls prior to July 1,
1585,

b. Identify any teachers transferring on or after
September 1, 1985 from any non Chapter 1 school to a
Chapter I middle school since they would qualify for
no more than five preparation periods as homeroom
teachers.

C. Indicate the date when the schesl last qualified
&8 a Chapter I school since staff are entitled to a
maxinum of rfive preparation periods if there was any
break in Chapter I eligibility since July 1, 1%@s.

IITI. TEACHER PROGRAHS

Teachers must be programmed for the maximum number of
teaching periods allowed by the collective bargaining agreement.
Any exception must be submitted with justification by the
principal to the superintendent for approval. If, because of
breakage, a teacher’'s program doee not work out evenly, the
teacher should be programmed during the odd periods to provide
direct instructicnal or supportive services to children. Article
78 of the collective bargaining agreement covering teachers sets
forth the contractual reguirements for programming teachers in
the middle schools.

The basic contractual rules for programming middle
school teachers apg: = '+ -= = L

NON-CHAPTER I BCHOOLS
. Homeroom Teachers

25 Teaching Perleds

& Lunch Periods

5 Preparation Periods

& Administrative/Bullding Assignments+

Total 40 Perlods

SHNOTE: 65% of homeroom teachers are relieved of administrative
assignments; 35% of homercom teachers have administrative

assignments.
B. Hon-Homerocom Teachers- -- -
26 Teaching Periods
5 Lunch Periods
5 FPreparation Periods
4 Aminiestrativa/Bullding Aasignemante

Total 40 Perlods
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C. Compensatory Time Teachers

Teachers with compensatory time positions will be
assligned fewer teaching perlods than the maximum allowable under

the contract to permit them to perform the duties of the
poeltion,

ERAFTER 1 BCHOOQLA
L Homeroom teachers (hired before July 1, 198%5)
22 Teaching Periods
5 Lunch Periods
8 Preparation Periods
5

AdministrativefBuilding Assignmentss

Tatal 40 Perlods

INOTE: &5t of homercom teachers are relieved of administrative

aﬂa@qnmnntl: 354 of homeroom teachers have administrative
assilgnmants.

B. Homercom Teachers (hired after July 1, 1385)

2% Teaching Periods

5 Lumch Periods

5 Preparation Periods

5 Administrative/Building Assignmentes

q0

Periods

Total

:Hﬂ;li €5% of homeroom teachers are relieved of adeministrative
assignments; 35% of homerocom teachers have administrative
asgignrents.

[ = Hon-homoroom Teachers

2% Teaching Periods

5 Lunch Perlods

§ Preparation Periodo-

% AdministrativefBuilding Assignments

Total 40 Periods
D. Compensatory Time Teachers

Teachers with compensatory time positions will ba
assigned fever teaching pericds than the maximum allowable under
the cantract to permit them to perform the duties of the
position.

Thess rules govern the programs of the overvhelming
majority of teachers im the middle schools. The collective
bargaining agreement provides soma teachers (for example, chapter
leaders, home economics teachers and industrial arte teachers)
with slightly different pregrams. In addition, the collective
bargaining agreement affords schools the opportunity to vary
these rules provided that appropriate waivers are obtained.

1v. PREPARATION PERIODSE

Teachers are the only employees entitled to
preparation periods. They should ba proaramsed for only tha
number of preparation periods to which they are entitled by the
collective bargaining agreement. The preparation period is not a
"free" pariod and, therefore, cannot be changed from its
regularly scheduled time absent extraordinary circumstances.
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. FAYHENT FOR COVERARGE ASBIGWMEWTE

After providing one free coverage every term,
teachers are entitled to be paid for covering classes during the
school day in only two situationst+:

1. when the coverage occurs on thelr scheduled
preparation perleod; or

2. when the coverage occurs during their scheduled
adrinistrative periods and they do not have
admipistrative assignments because they are among the
65% of homercom teachers who do not receive
edministrative assignments. (These are somsetimes
called "professional periocds.™)

SHOTE: Teachars are not to be assigned to cover classes during
their free lunch periods,

Ho paymeant is due

1. when a teacher participates in a conference or
staff development during a preparation period
{because no class is being covered);

2. when a teacher receives additional students
because an absent teacher’s class has been broken up;
ar

1. when a teacher’s responsibility in a class
changes, such as vhen & physical education teacher
who is an assist assumes the lead teaching assignment
because the lead teacher is absent.

Toe the extent possible, every teacher should be
assigned to one coverage Wwithout compensation every term before
any teacher is assigned a paid coverage.

A record must be kept at the school of all Coverages
for which payment:is requested: - ‘This record.- must contain the
following informatiomn:

1. An indication that the regquired free coverages
have been assigned;

2. The date of the coverage;
J. The pericd the coverage occurred;
4, The type of class covered;

%. The name and subject area of the teacher whose
class was covered; and

6. Whaether the coverage ocourred on a pPreparation
period or "professional period.®

In addition to the-copy-of  this record retained at
the school, & copy must be sent monthly to the district buelness

manager.

vi. HONITORING

The O0fflce of the Auditor General will perform rindnn
audits to enaure compliance with this circular.

The Office of Monitoring and School Improvement will
also review use of teacher resources as part of thelr
comprehensive educational school reviaws.
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¥II. HREQUESTE FOR INFORMATION

If you have any qu::tlnh: :nh:erhihq contractual

interpretation, please contact:

TPR/ 8BS
Attachment

office of Labor Relationa and Collective Bargaining
110 Livingston Btrest - Room 910

Brooklyn, Hew York 11201

T18-9358-2612

All other guestions should be addressed to:
Office of the Ruditor General

65 Court Btreskt = Room 900
brooklyn, Hew York 11201



