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Education is the most
powerful weapon which you
can use to change the world.

GoalTGTG he

N E L S O N M A N D E L A



Dear Faculty and Staff,

I am honored to be appointed the principal of Yonkers
Middle High School, a school filled with tradition, pride
and service.

Prior to officially starting on August 23, I visited Yonkers
for three weeks meeting staff, parents and students. From
my various conversations, it was made clear to me that
the greatness of Yonkers Middle High School is reflected
in the faculty’s commitment and love for our children.
During one conversation with a student name Julie Diaz, I
asked her; “What is great about our building?” She
responded, “That’s easy. The staff.” When asked why, she
added, “Because they are always there for you.”

While there have been several changes at the principal
position over the past few years, I would like to thank Ms.
Sharp for providing leadership and stability for the past
two years. Ms. Sharp has faithfully served the Yonkers
community for more than 30 years. I greatly appreciate
her support and guidance over the last few weeks.

My priorities as principal are simple - to create a
welcoming school environment for students, families, and
staff that allows teachers to implement effective
instructional practices, which empower students and
encourage them to maximize their full potential as 21st
century scholars.

To achieve this goal, we will have to build strong
relationships with students and each other, work as a
single unit and embrace the mindset of collective
ownership. I ask that you keep an open mind, be flexible
and demonstrate willingness to grow professionally.

I look forward to seeing and getting to know each of you.

Sincerely,
Rodney Arthur
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Office 3004 

e: YLeon@yonkerspublicschools.org

ph: 914.376.8191

SYLVIA  BRANCHCOMB |  A S S I S T A N T  P R I N C I P A L

DAWN WILL IAMS |  A S S I S T A N T  P R I N C I P A L

YAMILE  LEON |  A S S I S T A N T  P R I N C I P A L

Office 3024 
e: SBranchcomb@yonkerspublicschools.org

ph: 914.376.8191

Office 2009 
e: Dwilliams2@yonkerspublicschools.org

ph: 914.376.8191

DARRYL  MACK |  A S S I S T A N T  P R I N C I P A L

Office  
e: Dwilliams2@yonkerspublicschools.org

ph: 914.376.8191



SONJA SHARIF |  A S S I S T A N T  P R I N C I P A L

MELANIE  VANCOL |  A S S I S T A N T  P R I N C I P A L

Office 4044
e: SSharif@yonkerspublicschools.org 

ph: 914.376.8191 

Office 4004
e: MVancol@yonkerspublicschools.org

ph: 914.376.8191

ADMINISTRATIVE
TEAM
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TEACHER RESP ONSIB IL ITIES
P LEASE REVIEW THE FOLLOW ING L IST OF EXP ECTATIONS AND RESP ONSIB IL ITIES:

AS P ER P OL ICY M ANUAL OF THE YONKERS P UB L IC SCHOOLS B OARD OF ED UCATION:

Be on time to school and class.
Be at your door during the change of
classes.
Provide updated and meaningful
substitute plans.
Be on time for hall duty and remain
the entire period. Engage the task
with total attention. Refrain from
doing other tasks, i.e. refrain from
consuming food/beverages while on
hall duty.
Post the one day of the week you are
available for extra help and parent
conferences.
Communicate with parents when
concerns or problems occur and also
when students are performing well.
Follow the ten-minute rule for student
passes: No passes are to be given the
first and last ten minutes of the class
period. Also, no passes will be issued
periods one or eight.
Discuss your expectations, curriculum
and assessments and what students
need to bring to your class.
Communicate with students and
parents what supplies will be needed
for your class.
Discuss school rules.
Turn in grade sheets on time.

The teachers shall be responsible

for the pupils in the classes

assigned by the principal and shall

perform such other duties as may

be assigned by the principal in

accordance with the regulations of

the Superintendent of Schools,

Board of Education policy and

state and municipal law. The

teacher shall be responsible for

the instruction, progress and

discipline of pupils in the assigned

classes and shall devote school

hours exclusively to the

performance of said assignments

and duties. Teachers shall give

such assistance in the educational

program in and about the building

as may be directed by the principal

and which are not inconsistent

with the regulations of the

Superintendent of Schools, Board

of Education policy, or state and

municipal law.

Teachers shall be appointed by the

Board of Education upon the

recommendation of the

Superintendent and shall meet all

requirements for certification

required by the State of New York.
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IMPORTANT
DATES TO
REMEMBER 1st Quarter: Week of October 11, 2021

2nd Quarter: Week of December 20, 2021
3rd Quarter: Week of March 21, 2022
4th Quarter: Week of May 23, 2022

Week of November 15, 2021
Week of February 7, 2022
Week of April 25, 2022
Last day of school: June 20, 2022

MARKING PERIODS & REPORT CARD
SCHEDULE

1st Marking Period

2nd Marking Period

3rd Marking Period

4th Marking Period

PROGRESS REPORTS will go out as follows:

REPORT CARD DISTRIBUTION DATES:



FACULTY MEETINGS
Please mark your calendars and plan accordingly.

It is expected that all faculty member be punctual and
present for all faculty meetings. No one will be excused
without prior administrative approval. In the event that a
meeting has been cancelled or a date has been changed,
you will be notified in advance.

Please look for communication from the PTSA regarding
upcoming meetings and events. All staff is encouraged
to support the PTSA as they are an important part of our
school culture.

All PTSA Meetings will be held 6:30 pm in the Yonkers
Middle High School Library.

MONTH

September

October

November

December

January

February

March

April

May

June

FULL FACULTY

9-13-2021

10-4-2021

11-8-2021

12-6-2021

1-24-2022

2-7-2022

3-7-2022

4-4-2022

5-9-2022

6-6-2022

DEPARTMENT

9-27-2021

10-18-2021

11-22-2021

12-20-2021

1-10-2022

2-28-2022

3-28-2022

4-25-2022

5-23-2022

6-13-2022

FACULTY MEETINGS 2:35- 3:15 ARENA

PTSA MEETING SCHEDULE

2020 -202 1





P .A .  SYSTEM  USAGE

E m e r g e n cy  s i tu a t io n s .
To  co m m u n ica te  v i t a l  in fo r m a t io n
to  s tu de n t s  a n d  s ta f f .
P le dg e  o f  A l le g ia n ce .
S i tu a t io n s  th a t  wa r r a n t  s tu de n t s
s u m m o n e d  to  th e  m a in  o f f ice ,
n u r s e ' s  o f f i ce  a n d  c la s s r o o m s  a r e
n o t  a ppr o pr ia te  fo r  " a l l  ca l l "  u s a g e .
S ta f f  i s  a dv i s e d  to  u t i l i ze  th e  " r o o m
to  r o o m "  ca l l  in  o r  to  pe r s o n a l ly
s to p  by  to  r e t r ie v e  s tu de n t s .

 
Th e  u s e  o f  th e  " a l l  ca l l "  P .A .  s y s te m
a n n o u n ce m e n t  i s  s e v e r e ly  r e s t r ic te d .  I t  i s
to  be  u s e d  du r in g  th e  fo l lo win g
co n d i t io n s  o n ly :  

G U I D E L I N E S

AD M INISTRATIVE  ASS IGNM ENTS

Te a ch e r s  s o  a s s ig n e d  a r e  e xpe c te d  to
r e po r t  to  th e  de s ig n a te d  a r e a
pr o m pt ly .  Re la te d  r e s po n s ib i l i t ie s
s h o u ld  be  e xe cu te d  p r o fe s s io n a l ly  in
th e  in te r e s t  o f  s tu de n t  m a n a g e m e n t
a n d  th e  le a r n in g  e n v i r o n m e n t .  

H ALL  D UTY

Re po r t  to  y o u r  po s t  pu n ctu a l ly .  
E n g a g e  th e  ta s k  wi th  to ta l
a t te n t io n .  
Re f r a in  f r o m  do in g  o th e r  t a s k s .  
Re m a in  a t  y o u r  po s t  fo r  th e  e n t i r e
du r a t io n  o f  th e  a s s ig n m e n t .  

Th e  m a n a g e m e n t  o f  th i s  f a c i l i t y  i s  a
t r e m e n do u s  u n de r ta k in g .  Th e  ta s k  i s
s o  la r g e  th a t  i t  r e qu i r e s  th e  a s s i s ta n ce
o f  e a ch  s ta f f  m e m be r .  I t  i s  o u r  in te n t
to  m a in ta in  a  s a fe  a n d  o r de r ly
e n v i r o n m e n t ,  wh ich  wi l l  f a c i l i t a te
le a r n in g .  O r de r ly  co r r ido r s  a r e
e s s e n t ia l  to  a ch ie v e  th i s .  Te a ch e r s
a s s ig n e d  to  h a l l  du ty  a r e  e xpe c te d  to
do  th e  fo l lo win g :  
 

1.
2.

3.
4 .

 
W e  wi l l  a l l  be n e f i t  f r o m  e a ch
in d iv idu a l ’ s  e f fo r t s

ANNO UNCEM ENTS

An y  a n n o u n ce m e n t  th a t  th e  s ta f f  w is h e s  to
h a v e  r e a d  du r in g  th e  m o r n in g  o r  a f te r n o o n
a n n o u n ce m e n ts  s h o u ld  be  g iv e n  to  th e
M a in  O f f ice  fo r  a dm in is t r a t io n  a ppr o v a l .
( P le a s e  u s e  a ppr o pr ia te  fo r m . )  

I M P O R T A N T  P O L I C I E S  A N D  P R O C E D U R E S

T O  B E  F O L L O W E D  I N  O U R  S C H O O L .



STUDENT
ATTENDANCE

TRUANCY

A student who i s absent
f rom schoo l w i thout
knowledge or consent o f the
pa rent /gua rd ian cons t i tu te s
t ruancy . Gene ra l p rocedures
to be fo l l owed fo r a l l ca ses
o f t ruancy a re :

It is expected that all teachers
record student attendance on
a period-by-per iod class bas is .
I f a student is cutting your
class , please call and inform
the parent / g uardian . I f you
have spoken to the student
and contacted the parent and
the problem still pers is ts ,
please complete a Referral
form and su bmit it to an
administrator .W e need to
identify the students who cut
and correct the matter .



TEACHER
ATTENDANCE

S IGN IN /OUT PROCEDURES

Teachers are to swipe in by
7:35 a.m. Tardiness will be
monitored and recorded.

Mail should be picked up in
the morning and at noon. It
is advisable for you to check
your mailboxes before you
leave for any messages
received during the
afternoon. You will be
interrupted during the day
only in emergencies or for
urgent business. Please
check your e-mail on a daily
basis.

Please understand that the
above are intended to
minimize interruptions
during the school day.

TEACH ER ABSENCES

Teache r s a re to sw ipe in
by 7:35 a .m . Ta rd ines s w i l l
be mon i to red and
reco rded .

I f you a re go ing to be
absent , ca l l the Aesop
Sys tem (375-6121) by 6 :30
a .m .

The appropr i a te absence
fo rm must be obta ined
f rom the YMHS Ma in
Of f i ce , and f i l l ed out upon
re tu rn to work .

Shou ld your absences
exceed th ree consecut i ve
days , a doc to r ' s no te must
be submi t ted .

In cases o f absences fo r
dea th in fami l y , p rov ide
re la t i onsh ip o f deceased
and dates o f dea th and
bur i a l .

P l ease fo l l ow cont rac tua l
gu ide l ines fo r reques t s o f
Pe r sona l Leave Days . " I n
o the r than emergency
s i tua t ions , the pr inc ipa l
mus t be not i f i ed not l a te r
than th ree days p r io r to
the day o f l eave . "



Do not become involved
in discussions of other

students and their
families or teachers.

Never talk about other
students or show

samples of their work.

Plan carefully for
the conference.

A prepared,
informed teacher

commands greater
respect.




Being an
understanding

listener will
encourage meaningful
dialogue with parents.

Begin and end on
a positive note 

and one of
continuing

cooperation.



Maintain an
informal setting.

Sit on chairs of equal
size at a table rather

than at your desk.


P A R E N T  +  T E A C H E R

C O N F E R E N C E S
Here are some guidelines to ensure a productive

and successful parent teacher conference. 

Be prepared to
substantiate your

evaluations, judgments
and qualitative statements.

Be truthful, but tactful. If
the student is not

succeeding, the parents
must be apprised at the
onset but should not be
made to feel defensive.

(Please note that parents
should be apprised of such

situations prior to
scheduled conferences.)
Emphasize weaknesses
that parents and their

children are capable of
dealing with

constructively.



Remember that
parents are

subjective and
emotional about
their children.Be

prepared to
provide parents

and students with
recommendations

to address
weaknesses. Do
not neglect to

discuss student
strengths.

 

Do not allow
conferences to

become too lengthy
where you find

yourself or the parent
rambling aimlessly.

This becomes
unproductive.

Tactfully bring the
conference to a close.

Conclude the
conference by

summarizing points
covered and

suggestions agreed
upon.






Log should be
filled out for each
parent conference.

They can be
invaluable for you

and future
teachers.




Seriously
consider the
possibility of

including
students in your
conferences with

parents   
 whenever
possible.






P A R E N T
C O M M U N I C A T I O N

Please  communicate  wi th  parents  s tudents ’  progress  on  a

regular  basis  concerning  bo th  academics  and at t endance .

01

Communication with
parents should be on
going in both crises
situations as well as in
pleasant ones. An
informed parent group is
generally a satisfied
parent group.

02
Please heed all parent
requests for meetings
with you.

06

07

08

09

Any general notices sent
home to parents of your
students must be
cleared by the principal.

Read and respond to
"Parent Comments" on
Report Cards when
appropriate.

Log all conferences held
with parents.

Inform parents very early
in the year if a student is
(a) below level
academically; or (b)
acting out.

03

Records should be kept
of all contacts made
with parents. Keep
copies of any potentially
controversial notes sent
home.Such items are
retained in each child's
folder in your room for
easy access, should the
need arise.

04

05

Never permit any parent
to come into your room
during the school day
without a pass from the
office.

Should a volatile
situation arise or be in
evidence as inevitable,
inform building
administration
immediately.

W h e n  a  te a ch e r  de c ide s  th a t  a
m e e t in g  wi th  a  pa r e n t  i s
n e ce s s a r y ,  be fo r e  s ch e du l in g  th e
m e e t in g ,  i t  i s  th e  r e s po n s ib i l i t y
o f  th a t  t e a ch e r  to  n o t i f y  th e
s tu de n t ’ s  t e a ch e r s  ( co r e  a n d
n o n - co r e )  a n d  g u ida n ce
co u n s e lo r  o f  th e  m e e t in g  in
o r de r  to  a v o id  a  s ch e du l in g
co n f l ic t .

I n  th e  e v e n t  o f  a n  u n s ch e du le d
m e e t in g ,  i . e . ,  a  pa r e n t  s h o ws  u p
a t  s ch o o l  u n a n n o u n ce d  to  s e e  a
te a ch e r ,  th e  fo l lo win g
pr o ce du r e s  a r e  to  be  fo l lo we d :

P a r e n t s  wi l l  s ig n  in  a t  th e  f r o n t
de s k  a n d  be  d i r e c te d  to  th e
a ppr o pr ia te  g r a de  le v e l  o f f i ce  to
m e e t  wi th  th e  g u ida n ce
co u n s e lo r .  I f  th e  te a ch e r  i s
a v a i la b le ,  h e / s h e  wi l l  be
co n ta c te d  a n d  a s k e d  to  r e po r t
to  th e  a ppr o pr ia te  g r a de  le v e l
o f f i ce .  I f  th e  te a ch e r  i s
u n a v a i la b le ,  th e  co u n s e lo r  wi l l
do cu m e n t  th e  co n ce r n  a n d
a r r a n g e  fo r  th e  n e xt  po s s ib le
m e e t in g .
 

UNSCHEDULED CONFERENCES

SCHEDULED CONFERENCES



Y M H S  S U P P O R T  S T A F F

The
Psychologist
works in
conjunction
with the
Committee on
Special
Education.
They perform
counseling as
per the I .E.P. ’s
and referrals
from the
administration
. 

The Guidance
Counselor
assists
students who
exhibit any
attendance,
academic,
behavioral or
adjustment
problems.
They are also
involved in
scheduling
parental
interactions
and
coordinating
information. 

The Student
Assistance
Counselor works
on referral from
the administration
and guidance
counselors. If any
faculty member
suspects a student
is involved in any
substance use,
they should inform
the guidance
counselor. The
guidance
counselor will then
refer to the
student assistance
counselor. 

The School Social
Worker assists
students in
developing insight
into their responses
to surrounding
situations, improves
their interactions with
both peers and adults,
improves their self-
esteem, and helps
them develop coping
strategies that enable
students to obtain the
optimal positive
educational
experience. They
provide counseling as
per the I .E.P. ’s and
referrals from the
administration. 

S C H O O L

P S Y C H O L O G I S T  

G U I D A N C E

C O U N S E L O R

S T U D E N T

A S S I S T A N C E

C O U N S E L O R

S C H O O L  S O C I A L

W O R K E R

Schools have become very large, complicated organizations. We have many
different people performing varied functions, and at times, it becomes

difficult to know who is responsible for a particular task. The following is an
outline that briefly describes the functions of our support staff.  Please use

these resources to help deliver the appropriate services to our youngsters.   



S U P P O R T  S T A F F  R E S P O N S I B I L I T I E S



C A F E T E R I A
P R O C E D U R E S
Please read to all students the first day of school.

Do not push on line, cut
ahead or loiter around
entrances or exits.

Return to seat immediately
after getting lunch or
dessert. Seats will not be
assigned unless a violation
of rules requires a seat
change.

NO FOOD IS TO LEAVE THE
CAFETERIA.

NO ONE IS ALLOWED TO
LEAVE THE CAFETERIA FOR
ANY REASON WITHOUT
THE PERMISSION OF THE
TEACHER IN CHARGE.

Dismissal will be table by
table and no table will be
dismissed until all the
garbage on the table and
floor has been cleaned up.

Running is not permitted
either when entering or
leaving the cafeteria.

.

Students are to arrive to
lunch on time. Dismissal
will be before the bell so no
one should arrive late to
his/her next class.

Teachers on cafeteria duty
must be vigilant in
monitoring student activity.
Teachers should rotate
among the tables in an
effort to prevent issues
from arising/escalating or
to provide support where
necessary. Refrain from
eating/reading.

The following offenses will
require disciplinary actions:
fighting, leaving the
lunchroom without
permission, cutting lunch,
throwing food, stealing,
extorting other students for
money, running in the halls
and failure to follow
directions from a teacher in
charge.



Never tell an offending student
what his/her punishment will be
unless you are the one
employing that intervention
(e.g. ,  classroom detention). It
would be unfortunate if you tell
a student that he/she will be
suspended but the offense does
not truly merit it .  If you are
taking the action, then clearly
state that to the student. If the
offense requires referral to the
Security Officers or
Administration, rest assured
that we will follow the attached
guidelines and will provide
feedback to you. Please do not
tell the student the intervention
we will use. It is our
responsibility to do so. 
 
This system can only be
successful if all of us use it fairly
and consistently. We are
confident that this effort will
get the best support from all of
you; and be assured that you
will get our best support. 
 
 

The most important factor in student
management is the dynamics, which
occur between the student and the
classroom teacher.  Well prepared
lessons which build in motivational
activities and allow for individual
differences and mutual respect
between teacher and students should
be encouraged and nurtured to create a
positive atmosphere conducive to
learning. This is one of the keys which
reduces conflict and makes teaching
exciting and personally rewarding.
Teachers who seek help in improving
the dynamics of their student contacts
will  f ind resources readily available at
our school.  
 
Yet,  in spite of the best efforts of a
sincere and hardworking staff ,  student
disciplinary infractions will  sti l l  occur.
The purpose of this packet is to provide
a clear,  concise system for reducing
conflicts and appropriately responding
to those that do occur.  Teachers are
asked to become thoroughly familiar
with and be supportive of this system. 
 
If  you write a referral ,  please write it up
objectively.  State exactly what
happened, quoting language used when
necessary.  Statements such as “you
name it ,  he did it ,” or “. . . is totally
uncontrollable,” are inappropriate
because they do not state what
happened.  Give the facts as they
occurred. List specific interventions you
have used with that student, including
dates.   

S T U D E N T  M A N A G E M E N T

S T R A T E G I E S  /  G U I D E L I N E S  
We can manage student

behaviors at whatever level

we choose. We can draw the

line in the classroom and

hall, in the Administrative

Offices or at a

Superintendent's Hearing. 

 

It is essential that we do not

relinquish control at the

classroom level. The

attention that classroom

teachers spend contacting

parents and holding

personal detentions

validates teacher authority.

Your ability to attempt to

establish a partnership with

the parents of our students

is invaluable. It provides us

with, at best, an ally, or at

worst, an insight of the

student’s lack of a positive

support network.  In the

event that a student

chronically commits

infractions, the guidance

counselor, parents, teacher,

student and grade

administrator will meet to

develop a student action

plan. 






The Yonkers Middle High School building is
public property and its integrity should be
maintained and protected by all who come
here. In the event that a student is found to
have vandalized the building (vandalism to
be defined as the destruction of property or
defacing of property), the following
consequences will result: 

a. Suspension  the length to be   
    determined by the act involved. 
b. Payment to the Board of Education
for      damaged property. 
c. Possible police action. 

P R O P E R T Y
D E S T R U C T I O N

F A L S E  A L A R M S

INSUBORDINATION

SNYS Law requires all public buildings
to maintain fire alarm boxes in the
event of fire emergencies. In the event
of a false alarm, the person involved will
face the following consequences: 

a. Five-day suspension.
b. Superintendent's Hearing.
c. Possible police intervention. 
d. All of the above. 

Students are expected to follow directions
and all instructions given to them by
adults in the building. In the event a
student fails to do so, said student will be
viewed as insubordinate. Parents should
be notified and a conference can be
arranged if necessary. 

W E A P O N S  /  
D R U G S

P H Y S I C A L
A L T E R C A T I O N S

No student is to bring weapons or
drugs to school. Any student with a
weapon or drugs will face a
Superintendent’s hearing and a 5 day
suspension.

Students are to respect all people
who attend Yonkers Middle High
School and in particular adults. In
the event a student has a physical
confrontation with a Yonkers
Middle High School staff member
(staff member defined as anyone
who works at YMHS), said student
will face the following
consequences: 



	  a. Five day suspension. 
	  b. Superintendent's Hearing. 
	  c. Possible police intervention. 




A T T E N D A N C E
Students are expected to change classes
in a quiet and orderly manner. In the
event a student is late or cuts class, the
following procedures will be
implemented as follows: 

All teachers are responsible to keep an
anecdotal report on each student's behavior. If,
after the teacher has followed all procedures,
further action is required, this form should be
submitted to the appropriate grade level
administrative office. 

B E H A V I O R

S M O K I N G  /  V A P I N G

Students are expected to behave in a
proper and orderly manner. All
individuals who work at Yonkers Middle
High School should and must be
treated with respect by all students. If
in the event that a student is found to
be verbally abusive, the following
consequences are possible: 
 
	   a.  A personal and/or written apology. 
	   b.  Personal Detention. 
	   c.  Parent will be called and asked to 
        come in. 
	   d.  Suspension. 
	   e.   All of the above. 

NYS Law prohibits smoking in public
buildings and by minors. If a student
is found smoking in the building
during school hours, said student
will be suspended. 

If a student is found to be fighting (physically
abusive) and if both students make contact,
disciplinary action will be taken according to
the district’s Code of Conduct. The length of the
suspension will be determined by the degree
and severity of the fight. 

S T U D E N T  E XP E C T A T I O N S



Act from good motives, not malice or anger. 
Be consistent in your expectations of students. 
Shouting is emphatically discouraged, as it is generally
ineffective as  well as most unpleasant. 
Be sure your reprimands and punishments are reasonable
and commensurate with the offense. 
Try not to punish an entire group for the misbehavior of one.
Students are never to be placed outside of a room
unsupervised. Isolation from the group should be kept to a
minimum in time. 
When a student is sent to the administrator’s/principal’s office,
the  child must have with him a brief, objective narrative, which
should include his name, the nature of the offense and the
teacher's signature.   Be specific.  
 It is each teacher's responsibility to know whom, if anyone is
out of  his/her room at any given moment. 
Only one student at a time may be permitted to leave for the
bathroom. Please monitor the frequency of all students who
leave and inform the nurse if a  physical problem is
suspected. Otherwise, students who leave  he room
excessively are to be prohibited from doing so. 
Parents should be informed of excessive misbehavior in a
direct, specific, objective but tactful manner as soon as a
pattern becomes apparent. 
Anecdotal records should be kept on any student who
exhibits  chronic misbehavior. Notations should be made
herein of all contacts with parents. 
With the exception of the bathroom, students may not leave
the room without your knowledge and permission. Please
understand that you are responsible for children in your class
at all times. 
Do not have students write anything 10x or 100x, etc. Instead,
have students write a detailed essay on the impact of their
behavior on themselves, others and learning. 
A Case Conference may be called when a student continues
to be disruptive after preliminary measures are taken. 
Refrain from physically handling a student unless he/she
manifests a   potential danger to himself/herself or to others. 
Refrain from use of provocative and demeaning language
that might be  deemed inappropriate and unprofessional. 
 Stick to the issue. 

S O M E  G E N E R A L  G U I D E L I N E S  A R E : 		  

 

Classroom discipline is a responsibility of the teacher.

The teacher is in complete control of the class

situation and students are obliged to follow those rules

set forth by the teacher as well as those rules set forth

by the school. All individuals must cooperate to see

that such rules are enforced. The teacher, to be fair,

must identify, along with students, the rules and

regulations that govern student conduct in the

classroom. Once the rules have been identified, it is

then a teacher's responsibility to apply these rules

with consistency. 

 

It is of course always best to strive for preventive

discipline rather than have to resort to corrective

discipline. Focus on what a student can do rather

than what he/she cannot. To obtain desirable behavior

conducive to development and learning, you must

establish limits  harmonious with those of the

administration  within your own mind. Your insight

and skill will allow students to become familiar with

these limits. They then will accept and internalize

them. Being firm but fair is helpful to students and

increases their respect for you. 

 

Effective discipline may be regarded as the ability to

gain a group of students’ attention at any given

moment via a simple, calming technique. 

 




DISCIPLINE



NOTES ON DISCIPL INE

The teacher using all appropriate
teacher interventions should deal
with a student who commits any
of the following offenses.
Referrals are not warranted for
Level I or II infractions. (See Code
of Conduct Booklet.) 
Late to class 
Sitting in wrong seat, not sitting,
walking about room 
Talking in class 
No book, pen or pencil 
Not doing class work 
Not doing homework 
Spitballs 
Littering in class 
Calling out (in class, out the
window or door) 
Minor hitting or pushing of
another student 
Minor verbal abuse or arguing
among students 
Answering back or arguing with
teacher (refer to Security Officer
if teacher’s authority is
threatened) 

OFFENSES HANDLED BY 
CLASSROOM TEACHER  
 

REMOVING DISRUPTIVE STUDENTS 
 
There are situations where a student is so disruptive in class that he/she
prevents the normal educational process from taking place. In such
situations where the health and safety of other individuals are concerned,
the staff member should contact a security officer or hall duty personnel to
have the disruptive student removed. The staff member is expected to
follow up and assist with the discipline of the student. 

Fighting (subject to investigation as
to role in fight) 
A severe action harmful to the
health of others 
Gambling (involving the exchange of
money) 
Leaving school without permission 
Vandalism 
False Alarms 
Arson 
Theft 
Extortion 
Weapon possession or use 
Cursing or obscene language to any
member of staff 
Threats to teacher (bodily harm or to
damage property) 
Student assault 
Teacher assault (follow Board policy) 
Drug possession, use or sale on
school property 

SUSPENDABLE OFFENSES 
 
A student who commits any of the
following offenses should be
immediately referred and sent to the
appropriate Administrator. Barring
mitigating circumstances, the Principal
will suspend the student for: 

1.

2.

3.

4.
5.
6.
7.
8.
9.

10.
11.

12.

13.
14.
15.

 



Investigate circumstances
Talk to child outside the classroom door,

Change child’s seat
Contact parent (written or verbal)
Conference with parent or child or both
Develop a student contract
Withhold privileges
Assign consequences
Teacher detention (24-hour notice)
Adapt another teacher’s technique if successful
Confer with counselor, security officer or
administration
Refer to Security Officer
Refer to Administrator
Request S.P.U.R.T. (to Guidance)
Teacher visibility in halls during passing of
classes

after school, after class Hallway infractions
(excessive fooling around,
pushing, hitting, running,
etc.)
Leaving class without
permission
In halls without pass
Truancy
Fire drill infraction
Student in restricted area
Student on school property
during suspension
Cutting class
Severe verbal abuse

REFERRALS TO SECURITY
OFFICER

A student who commits any of
the following offenses should
be referred to the Security
Officer for appropriate
discretionary intervention.
(Student should be retained in
class until sent for.)

AL TERNATIVES OR INTERVENTIONS
F OR CL ASSROOM TEACHERS



The teacher initiating a referral on a
student must first speak to his/her
team members. Team members
should meet and discuss the case. If
they decide further action must be
taken, then proceed to the next
step.

The “initiator” will fill out a Pupil
Support Service form. This form will
be given to the guidance counselor
who in return gives it to the
assistant principal in charge of
Special Education.

It is the responsibility of the
guidance counselor to schedule a
Pupil Support Service meeting. At
this meeting the guidance
counselor, parent, assistant principal
and teachers will discuss the case.

A PST is the meeting in which a
recommendation is going to be
made to either (1) request an
evaluation CSE or (2) Referral to an
outside agency for support services.

CSE
REFERRAL

01

Follow-up meetings will be held to
assist the child’s progress and must
be documented. If no progress is
made, a PST meeting will be
scheduled.

The initiator must pick up a student
support form and complete it
before the meeting. Once the form
is complete, a PST meeting will be
scheduled.

PROCESSING A

02

03

04

05

06



Teachers are reminded that students
are not to talk during drills.
In the event of a blocked hall or
staircase or some other obstacle which
prevents normal exit procedures, the
teacher will use his/her discretion as to
the best method to exit the building.
Students are to exit the building as
quickly as possible in double-line
formation.
Teachers are to keep students clear of
all fire hydrants.
Teachers are to have in their possession
the Grade Book in order to check
attendance.
All school personnel, except those who

have obtained the permission of the
principal to remain, must leave the
building.

GENERAL INSTRUCTIONS

1.

2.

3.

4.

5.

6.

1
FIRE DRILL

PROCEDURES

P L E A S E A D H E R E T O T H E F O L L O W I N G
P R O C E D U R E S D U R I N G A D R I L L

1

2

3

4

E M E R G E N C Y DRILLS
F IRE D RILL
Shor t cont inuous
s igna l o f the f i r e
a la rm sys tem.

GO H O M E D RILL

Announcement
ove r the pub l i c
addres s sy s tem .

CRIS IS /BOM B SCARE

Announcement over
the publ ic address
system ‑ " Intruder is
in the bui lding. "

LOCK DOWN DRILL
Long continuous signal
similar to the signal for
passing of classes.
Students and teachers
exit classroom and face
wall (lockers). Keep all
stairways clear.



A fire drill will be held during the first
week of school. Precedent must be set at
that time for complete silence and order
throughout the drill from the moment
the fire bells are heard until the class
returns to the room.

The students should be taught to line up
in a double line, to proceed to the
appropriate exit door, and then on to the
outdoors. At the "all clear" signal, they
return to the building and to their
rooms. Please go over these procedures
during the first morning of school.

Students should be prepared for an
alternative measure in the event that
you encounter an obstructed outside exit
door.

Teachers are expected to take their grade
books/attendance book with them and
close the door.

Again, I urge you to impress upon your
students that the sound of fire bells may
mean a real fire ‑‑ not a practice drill ‑‑
and that the life of every person within
the building is endangered.

OTHER NOTES ON FIRE DRILLS

THE FOLLOWING PROCEDURES
MUST BE ADHERED TO IN THE
EVENT OF A "BOMB SCARE":

I. Office

A. The "Bomb Scare" message should
be recorded accurately and notation
made of circumstances of call.

B. Bell system will be temporarily
turned off and students are to be held
in class until further instructions are
given by the administration.

C. Signal over the intercom will be
"Bomb Scare Please Evacuate."

D. Telephone notification should be
given to:

1. Yonkers Police Bomb Squad
2. Assistant Superintendent

2

BOMB SCARE
PROCEDURES



II.       Administration, Counselors +
Custodial Staff
 
 A. Conduct search of the building (asking each
teacher to thoroughly search his classroom
and report to Principal any suspicious looking
object or package). Such room and all 
 surrounding rooms will be evacuated until the
police bomb squad makes its inspection and
gives official clearance.

B. Floor Assignments 

C. No student is to be permitted in the
corridors or outside of school building.

D. Lunch Shift ‑ "Freeze" shift until further
instructions from administration.

III.      Intercom Announcement "All Call"

A. All assigned teachers are requested to
monitor the hallways to make certain that
students are in class. 

B.   "All clear" signal will be, "Please disregard
previous message."

Emergency Management Procedures

Lockdown at the discretion of Principal



HOMEW ORK



Check your classrooms for any safety hazards.
Report same to the office in writing immediately.
Do not use window ledges for storage purposes
or for student seating.
Students are not to be permitted to carry glass
objects from room to room.
Students are not to be permitted to carry A.V.
equipment from room to room.
Accidents, no matter how minor, must be
reported to the office as soon as possible after
they occur.
Assume the responsibility of being sure that any
person unknown to you, whom you may observe
walking through the halls, has a pass from the
office. If not, notify the office immediately.
All doors leading out of the building will remain
closed and locked from the outside except for
the main entrance at all times. During the
morning and dismissal hours specifically
designated doors will be open.
Whenever you become aware of the fact that a
student is absent with a communicable or
infectious disease or a serious illness, please
notify the office. Upon return to school after a
communicable disease, children should bring a
note from a doctor.
No student is ever to be taken from the school by
anyone other than a school employee without
the written consent of the parent/guardian.
Copies of said signatures will be on file in the
office.
Classroom doors should be locked and lights
shut when the room is unoccupied.

HEAL TH + SAF ETY
PROCEDURES

P HYSICAL
EDUCATION
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HEALTH
PROCE

SICAL
UCATION

All students will be required to wear
sneakers for physical education.

All boys will be required to wear shorts
and tee shirts. These may be worn
under the regular clothing.

All girls will be required to wear

All students must have medical
clearance to participate.

Any medical conditions should be
reported to nurse or physical education
staff.

shorts and blouses or shirts. Shorts
should be worn under skirts or slacks,
which can be easily removed and put
back on.



Field trips should be
educational, purposeful,
relevant and planned
sufficiently in advance to allow
for adequate preparation and
maximum value.

Submit completed requests for
field trips in writing to the
principal for approval as per
Central Office directive.
Remember to include
educational context and
rationale.

No pupil may participate in a
field trip unless a permission
slip signed by parent/guardian
is on file in the office.

Plan for sufficient adult
supervision depending upon
the nature of the trip.

Provide for adequate
preparation, i.e., what children
should look for, followup and
review after the trip is taken.

Field trips must be approved by
the principal. Forms are
available in the Main Office.

F I E L D T R I P S

Assembly periods can provide
opportunities for learning, not only
in terms of information about
holidays, celebrations and special
events, but also in socialization
skills and amenities appropriate to
public gathering halls.

Please remember your
responsibility to assist in
maintaining an appropriate
atmosphere in the assembly room.
Respect and courtesy must be
stressed and reinforced.

Teachers must assume
responsibility for their classes in
assembly situations. Discipline
should not become the burden of
the person in charge, which would
be unfair and unrealistic. Classes
and/or individuals should be
apprised of the fact that they will
be asked to leave if rude or
disruptive.

Ideas for assembly programs and
cultural performances are welcome
and encouraged. Please present
them to the principal at any time.

S P E C I A L E V E N T S + P R O G R A M S



SUPERVISION
Students  are  to
be  superv i sed  at
a l l  t imes .  I f  you
must  l eave  your
room ,  use  the
P .A .  to  not i f y  the
o f f i ce  and
coverage  fo r
your  c las s room
wi l l  be  prov ided .
DO  NOT  l eave
anyone
unsuperv i sed  i n
a  c las s room  or
anywhere  e l se  i n
the  bu i ld ing .  

TEXTBOOKS

Teachers  are  re spons ib le  fo r
keep ing  a  cur rent  tex tbook
invento ry  that  ident i f i e s  s tudent
and  ass igned  tex tbook  number .  Al l
book  l abe l s  are  to  be  completed
proper l y .  Teachers  shou ld  make
every  e f fo r t  to  co l lec t  a l l  books  that
have  been  di s t r ibuted  to  s tudents .
Names  of  s tudents  who  neg lec t  to
re tu rn  books  shou ld  be  submit ted
to  the  of f i ce  pr io r  to  the  end  of  the
year  fo r  fo l lowup .  Students  must
assume  re spons ib i l i t y  fo r  re tu rn ing
books  i n  the  same  cond i t ion  as
rece i ved .  

COPYINGAV
EQUIPMENT

REQUISITIONS

USE OF LIBRARY

ASSEMBLIESLAW 3210

Sta f f  may  use
the  cop ie r  i n  the
L ib ra ry .  

When  you  wish
to  use  a  piece  of
aud iov i sua l
techno logy
equ ipment ,
please  contact
Ms .  Branchcomb .  
Students  may
on ly  use  aud io -
v i sua l
techno logy
equ ipment
under  the
superv i s ion  of  an
adu l t .  

Requ i s i t ions
must  be
submit ted  as  per
a  des ignated
schedu le  on
appropr ia te
fo rms .  Each
vendor ' s  order s
a re  to  be  l i s ted
on  separa te
sheets .  Pr inc ipa l
must  approve  a l l
requ i s i t ions .  
 

The  l ib ra ry  i s  a  t remendous  re source

in  our  bu i ld ing  and  teachers  need  to

communicate  with  the  l ib ra r i an  fo r

schedu l ing  s tudents .  Students

shou ld  take  advantage  of  the

oppor tun i t y  to  read  and  do  re sea rch

in  the  l ib ra ry  dur ing  se lec t i ve  t imes .

The  l ib ra ry  shou ld  never  be  used  as  a

p lace  to  ass ign  s tudents  who  are  a

prob lem  i n  c las s .  We  must  prese rve

the  c l imate  of  the  l ib ra ry .  

 

Students  are
expected  to  ente r
and  ex i t  the  arena
qu ie t l y ,  i n  an  order l y
fa sh ion ,  and  behave
appropr ia te l y  dur ing
assembly  programs .
Classes  wi l l  be
ass igned  to
des ignated  areas ,
and  teachers  are
expected  to
superv i se .  Teachers
a re  reques ted  to
rev iew  th i s
p rocedure  with  the i r
c la s ses .  

EDUCAT ION  LAW
3210   ABSENCE
FOR  REL IG IOUS
OBSERVANCE  
 
No  examinat ions
a re  to  be  g iven ,
nor  un i t s  of  work
in t roduced  fo r
the  f i r s t  t ime ,  i n
c las s  sess ions
f rom  which
pup i l s  have  been
excused  fo r
re l ig ious
observance .  

SUPPLIES

When  book  or  supp ly  order s  are
reques ted ,  they  are  to  be  submit ted
on  prepared  fo rms .  Vendor ,  address ,
cata log  number  and  pr ice  a l l  must
be  i nc luded .  I t  might  be  to  your
advantage  to  keep  these  l i s t s
cur rent ,  as  you  g lance  upon  i t ems
you  wi l l  need ,  so  that  they  are
ava i l ab le  shou ld  monies  be  a l located
midyear .  
 
Suppl ie s  wi l l  be  di s t r ibuted  based
upon  your  persona l  supp ly  reques t s .  

VIDEOS
Teachers  are  expected  to  have

prev iewed  and  to  be  aware  of

the  sub jec t  and  content  matte r

o f  any  v ideo  that  i s  shown  to

s tudents .  Th i s  wi l l  ensure  that

the  mater ia l  i s  appropr ia te  fo r

a  schoo l  se t t ing .  V ideos  shown

to  s tudents  must  be  of

educat iona l  subs tance  and

re levant  to  a  un i t  of  s tudy  and

used  i n  con junct ion  with  a

media  ana ly s i s  fo rm .  

STUDENT LAVATORIES
Student  l a va to r ie s  are  on ly  open

f rom  Per iods  2 -7 .   No  passes  are  to

be  i s sued  the  f i r s t  10  minutes  or  the

las t  10  minutes  of  each  per iod .

Teachers  ass igned  to  ha l l  duty  by  the

lava to r ie s  are  re spons ib le  to  moni to r

lava to r ie s .  I f  they  are  l ocked ,  keys  are

ava i l ab le  f rom  the  secur i t y  of f i ce r s .

Students  must  have  access  to

lava to r ie s  dur ing  the  t imes  that  they

a re  ava i l ab le .  Al l  l a va to r ie s  must  be

opened  and  l ocked  at  the  des ignated

t imes .  Lavato ry  sheets  are  to  be

submit ted  to  the  main  of f i ce .  

CALENDAR OF EVENTS
 

Teachers  are  requ i red  to

schedu le  c las s  t r ips ,  assembly

programs  and  any  act i v i t y  that

invo l ves  di s rupt ions  i n  the

academic  schedu le  at  l eas t

th ree  (3 )  weeks  i n  advance .

These  act i v i t i e s  must  be

approved  by  an  admin i s t ra to r

( see  Act i v i t y  Reques t  Form . )

Emergency  schedu l ing  may

take  place  at  the  pr inc ipa l ' s

d i sc re t ion .  

 

MISCEL L ANEOUS INF ORMATION



BELL TO BELL
Teachers  are

expected  to  teach

f rom  be l l  to  be l l .

No  s tudent  i s  to

be  di smissed

befo re  the  be l l .

Each  teacher  i s

re spons ib le  fo r

h i s /her  group  fo r

the  ent i re  per iod .

Please  moni to r

th i s  c lose l y .  

RELIGION

A l l  t e ache r s ,  r ega rd l e s s  o f  spec i f i c

sub j ec t  a r ea ,  shou ld  be  awa re  o f

the  d i s t r i c t  po l i c y  conce rn ing  t he

t each ing  o f  r e l i g i on  and  shou ld  be

sen s i t i v e  t o  t he  mean ing s  o f

spec i f i c  r e l i g i ou s  ho l i da y s ,

e spec i a l l y  a s  t he y  a f f e c t  ou r

s tuden t s .  

PARKINGPROGRAM
CHANGE

RETENTIONS

LOCKERS

HALL PASSESDISMISSAL

Park ing  spaces
a re  on  a  f i r s t
come ,  f i r s t
se rved  bas i s .
Park ing  tags  wi l l
be  di s t r ibuted
dur ing  the  f i r s t
week  of  schoo l .  

Al l  schedu le
change  reques t s
a re  to  be
handled  by
gu idance
counse lo r s .  

The  pr inc ipa l
and  gu idance
counse lo r s  are
expected  to  be
appr i sed  at  the
f i r s t  mark ing
per iod  and
throughout  the
year  of  s tudents
who  may  be
cand idates  fo r
summer  schoo l .   

Students  can  se lec t /  be  ass igned

locker s .  Students  must  purchase

cor r idor  and  gym  l ocks .  Students

must  have  a  pass  f rom  a  c las s room

teacher  i n  order  to  go  to  the i r  l ocker

a t  any  t ime  dur ing  the  schoo l  day .

Students  must  complete  the  Locker

Reg i s t ra t ion  fo rm  i n  the i r  Grade

Leve l  Of f i ce   

A  s tudent  must  be
g iven  a  pass  to  l eave
the  c las s room .

No  s tudent  i s  to
be  di smissed
f rom  c las s  befo re
the  be l l .  Th i s  i s
e spec ia l l y
s ign i f i cant
Per iod  8 .  Most
secur i t y  of f i ce r s
a re  outs ide  to
moni to r  bus
d i smis sa l .  

MONEY

Students  shou ld  be  i n fo rmed  that
they  are  not  to  br ing  l a rge  sums  of
money  to  schoo l .  

They  may  not  bor row  f rom  one
another .  Lunch  c red i t  i s  to  be  g iven
on ly  with  the  approva l  of  bu i ld ing
admin i s t ra to r s .  

No  money  i s  to  be  co l lec ted  f rom
students  without  pr io r  permiss ion  of
the  pr inc ipa l .  Money  co l lec ted
shou ld  be  tu rned  i n to  the  schoo l
t reasure r  on  a  da i l y  bas i s .  

ACCIDENTS
Wri t ten  repor t s  must  be

submit ted  on  a l l  acc idents .

Of f i c ia l  fo rms  may  be  obta ined

f rom  the  of f i ce .  Acc ident

repor t s  must  be  submit ted  as

soon  as  poss ib le  or  with in  24

hours  of  the  acc ident .  Students

may  on ly  use  aud io -v i sua l

techno logy  equ ipment  under

the  superv i s ion  of  an  adu l t .  

VANDALISM
Any  act  that  mars ,  defaces  or

des t roys  persona l  or  schoo l  proper ty

cons t i tu tes  vanda l i sm .  Al l  act s  of

vanda l i sm  wi l l  be  repor ted  i n  wr i t ing

as  qu ick l y  as  poss ib le  to  the

Admin i s t ra t ion .  A  complete

inves t iga t ion  wi l l  take  place ,  with  an

e f fo r t  made  to  apprehend  those

whom  are  re spons ib le .  I f  the  person

or  persons  are  ident i f i ed ,  the

suspens ion  procedure  wi l l  be

fo l lowed  and  fu l l  re s t i tu t ion  wi l l  be

secured .  The  po l i ce  wi l l  be  i nvo l ved ,

i f  deemed  appropr ia te .  

TEACHER ASSAULT
 
In  the  event  of  a  s tudent  assau l t
on  a  pro fess iona l  employee  of  the
Board  of  Educat ion ,  the  fo l lowing
procedure  i s  to  be  fo l lowed :  The
teacher  immedia te l y  repor t s  the
assau l t  to  the  pr inc ipa l  ve rba l l y .
Th i s  i s  to  be  fo l lowed  by  a
wr i t ten  s ta tement  f rom  the
teacher .  The  teacher  and  the  YFT
Bu i ld ing  Representa t i ve  wi l l  be
re leased  f rom  c las s  i n  order  to
seek  medica l  a id ,  i f  necessa ry ,  to
wr i te  repor t s  re la ted  to  the
inc ident ,  to  i n s t i tu te  fo rma l
charges  where  war ranted ,  and  to
a t tend  l ega l  confe rences
s temming  f rom  the  i nc ident .   



N O T E S








