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School Session Time Application (calendar change requests)

CHOICES & ENROLLMENT =

Ary changes to the school calendars posted at hitpfischools nyvec gowicalendar must be pre-approved. The review and approval
FACILITIES > approval process is needed to ensure that all State instructional time requirements (length of school day and year) and DOE
contractual regquirements (including school-based options and any staffissues) are being met. tis also to assure

OFFICES & PROGRAMS =
that parents have received sufficient advance notice, that certain overriding educational considerations are taken into account
RULES & POLICIES = (e.q., meeting special education mandated services, avoiding cnnﬂ|_
C tto 2ZMTWEBINTO. d. 7| =
make up time), and that all support semrvice schedules, including bu o kedose 21 x]
STUDENT PERFORMANCE & > =
ACCOUNTABILITY i \
Frincipals should submit the change request at least sixweeks pric ‘4'1'| T
STUDENT SUPPORT, SAFETY, = Web Application. This will ensure that parents receive notification at :
AND ACTMITIES FPrincipals and the appropriate support services (husing, etc) will he

Connecting ko wew, mychoe, net

Careers > . . User name: €} centralKlein x
We're looking for great To submit chanoe requests, please click here
teachers, principals, Passwaord, | -------l

administrators, exe

amd more. Join us tod

LOg in: [~ Remember my passward
In the user name field type in your + Forlog-in assistance please contact the helpdesk at

: (718) 935-5100 or access the self support web
Teacher Page > domain (central\) followed by your Outlook ID. application at

~Resources for Teachers http://servicecenter.nycenet.edu/selfsupport

Eepartni;nnt of The password is the same as your Outlook to report an incident
P p— password.



http://servicecenter.nycenet.edu/selfsupport
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GEHERAL INFORMATION FOR CALEMDAR CHANGEEARLY DISMISSAL REQUESTS

Al calendar changes and esrly dismissalz are submitted for review and spproval to the Office of the Deputy Chancellor for Finance and Administration. To ensure the sppropriste and timely
processing of school changes, all requests involving early dismissals, requests to switch professional development and instructional days, and requests to add instructional days, should be formally
submitted at least six weeks prior to the date of requested calendar change or early dismissal. This six-week process allowes for a two-wesk review period and the reguisite four-week period for
parent notification.

The followving section briefly outlines potential areas of impact for calendar changes and early dismiszals. | should clarify the parameters in which approvals will be granted and should provide you
with appropriste information on calendar issues

Bazed on the information provided belov, we will consult with the necessary offices such as, Revenue Operations, Pupil Transportation, Parent Engagement, Attendance, Legal Services, Testing,
Special Education Inttistives, and Labor Relstions to ensure that central administrative services can support scheduling changes,

Impact to State Aid

In general, most requests for calendar changes to accommodate PD days or to shorten school days can be accommodated without any impact to state aid, particularly when the number of affected
days is minimal. Some general areas of considerstion are a3 follovws:

1) Mumber of "asidable” days must be ot least 182, Because of reserve days, forfeiting an instructional day because of a requested calendar change may not necessarily mean that a school cannat
meet the 1582 day requirement.

2) Shortened days: Minimum daily requirements for hours are: 5 hours per day K-6 and 5 172 hours per day 7-12, exclusive of lunch and exclusive of the extra session of 37.5 minutes for targeted
students.

Minimum daily time reguirements must be met for the s=chool day to court as an aidable day. As noted above, in some cases shortened days can be accommodated by the loss of a reserve aidable
day. It is alzo possible in zome cages to ensure that an aidable day iz not lost because of flexibilty based on average weekly instructional time.

3) State and federal holidays, Saturdays, Sundays, and certain DOE scheduled holidays cannaot be uzed to make up aidable days.
The information regquested inthe following form swill help us to determine any potential impact to state aid and will allow us to work collaboratively to accommodste your oversall instructional goals.
Additional information to consider:

Transpotation
Do bus schedules need to be changed? If ves, our office will inguire as to whether buses are available

Family Engagement

Familie= must be given adequate prior notice in order to make arrangements for the calendar changefearly dismizzal of their children (st least four weeks in advance, subseguent to the DOE
approval). The school must meet the needs of any family that is not akble to accommadate the change in schedule. Do you articipste any parent issuesiconcerns? How will parerts wishing to opt ow
of the calendar change(s) he accommodated?

Facully Impact
Ha= the schoal faculty been consulted? Do you anticipste any faculty izsuessiconcerns? If a School-Based Option (see below) is required, was { formally spproved prior fo requesting the calendar
change?

Changing Pavent Teacher Conferences:
Mote that certral approval iz MOT required for changing Evening Parent-Teacher conferences or for schools that include grades with more than one instructional level (elementary, middle, and high

CIiCk “I accept” to proceed and schools], if one of the citywide dates is selected.

- School Based Owbion

S u b m I t th e C h an g e re q u eSt In accordance with the UFT cortract, schools must obtain School Based Options (SBCs) calendar changes. For example, calendar changes that atfect the extra session of 37 5 minutes (9.
configuring the 150 minutes per week in longer blocks of time ower feweer days or maving the 37.5 minute sessions to the morning, before the start of the regular schedule) and singls-session

schouls changing start times to before Sam or end times to after 3:45pm, reguire an SB0. 5B0s must be approved by 55% of UFT-represented staff, the UFT chapter leader, the UFT District

gtive and the UFT Pr33|derrt SBOS must also be approved by the Chancellor's Office. Az part of our reviesy, the Office of Labor Relations will be consutted to daermme if an S0 s




SUBMITTING A NEW REQUEST

2

m "

Bromibyn
Department of P S 2ViC2
Education taten Iiland Egnter
o |, N, Chencndor

oy Bpam # Cores Waica ® muu!

Integrated

Logged in as:
Vikas Handa, Principal Log Ot

Select “Create New Submission” to

List of Existing Submissions complete a new change request

Create Hew Submission
There are currently no submissions
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SUBMITTING A REQUEST

The school information will be
automatically populated when a

Log Out . . .
Location Code 10141 School Hame Riverdale § Kingsbricye Acedemy Middle School § High School 141) ( P r I n C I pal L O g S I nto th e S C h o 0 I
Principal Hame Ykas Mada Emai Address wnandsig@schools myc.gov S = 3 p p I - -
Phone Humber School Support Organization Type ESOC eSS I 0 n T I m e A I Catl 0 n
Student Enrollment | 1232 Hetwork Team Leader

Young Jackeuelyn

‘[ype of Change Requested

Early dismis=sal Only One type Of request Can be

Switching professionsl development and nstruclional days then please enter other's description

Chancing datz of Pa-ert-Teacher conferences H 1
Adding instructional days m ad e pe r S U b m I SS I 0 n

Cther

Characters: | 0 of 2000 ] If you have selected other as Type Of Change requested, then please enter other's description

Is this a School Under Registration Review (SURR)? O ez O Mo

I= thig a School In Heed of Improvement (SINI ? O ez :) Mo

Characters: [ 0 of 2000 |

I= this a School Under Registration Review (SURR)? O Yes O Mo

I this a School In Heed of Improvement (SIHI} 7 O Yes O Mo

Date(s) of the req ted Calendar Ch

L] Early Dismissal )
Select all dates impacted by the Select all dates that apply
change request and click “Select = wwtB S

Sun Won Tue Wed Thu Fr Sat
7
Dates. 12

To delete all selected days, click 112 13 415
“Clear.” M 2502 2 BN

Department of
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SST-SUBMITTING A CALENDAR CHANGE REQUEST

Reason for Calendar Change Early Dismissal Please enter the time using the format below:
B 8:00 am or AM (please include a space
between the time and am/pm designation)

Characters: [ 15 of 2000 ]

Note: Change request cannot be submitted or
saved if an invalid time format is entered.

On what date did parents approve of the calendar change at a formal PTA Meeting? 20152008 E

How will parents wishing to opt out of the calendar change(s) be accomodated?

REQUIRED FIELD

Has faculty been consulted and do they support the requested change 7 ) ves (Mo
If a School-Based Option is required, was it formally approved prior to requesting the calendar change ? ) )

Characters: [ 14 of 2000 | : Orves Omo
Specific grades (including special educati lved in the Calendar Change/Early Dismissal:

Mos Moz /[Fos Mos Mo M1 M2 Mse

.00 An To |245PM

'Within that time, how many minutes are allotted for lunch? (& minimum of 30 minutes is required) 30

- - - - 'What are the start time and end time of your normal school day for students?
Does the plan include instructional make-up time to compensate for any redun#

REQUIRED FIELD

On each weekday, what are the start and end times of the 37.5 minute extra se=sion for targe

Monday Strt Time End Time These fields are not required,
Tuesday " . 1 1 1 1
T ELCE T Stat Tie Ent Tine however, if the information pertains
P Stat Tine End Time to your school or type of change request,
Thursd: . . - - .
e Stat e En Tine the information must be included
Friday Start Time End Time
K-6 R ted dismissal time (if licabl
Grades 7 and above req; time (If appli
Special E ion req ismi: time (If appli
Are there any specific bus runs that would be affected 2 C. Ves @. Mo
'Would any mi: d dated special education “related services™ be made up? @ Ves C Mo
Are you aware of any conflicts with set or planned tests? O ves ONa
Is the school currenthy working with support services to effectively i it the calend @ ves Oto
change(s)? - -
Doe= the Principal understand that the school will be regponsible for any additional costs ] Y
Department of A LT
Education

Joad | Mieen, Che



...
SST-SUBMITTING & TRACKING STATUS | 1 The “save & Exit” option

will allow you to return to
the original request and

Subsequent to the DOE's approval, would the school provide at Teast 4 weeks prior notice o ‘ @ e O Mo ‘
parents? apply any desired changes.
Additional Comments 2. Once the “submit” option

HOT REQUIRED & ) Are you sure vou want ko submit your changes? Once it is submitked, wouwill no longer be able bo update this recorc,

is selected no additional
Lok [ conel | changes can be applied to the

Characters: [ 12 of 2000 ] Original request.
Save & Ext | Submit H

B 2008 The Mew York City Departrnent of Education

3. Once submitted, you will
receive a confirmation email
and will be able to view
and/or withdraw the change
request.

4. At any time, you will be
e able to track the status of the
request. An email will be

Y'ou have successfuly submitted the Schcol Seszion Tire request. | iz in progress. You wil receive a confirmation emal.

Fleaze Zlick here to return generatEd eaCh time the

status of the request changes.

Department of
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Logged in
Vikas Handa, Principal Log

List of Existing Submissions
) Create Hew Submission
m Identification Humber Submission Date Status
D4E7DOTO-B380-490 A-5924 - E3EG4ESEFO51 BI2EL2008 4:09:04 Ph Submitted To Admin l"\ Edit Wignwy Wit sy
Department of
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