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PARENT and STUDENT  
HANDBOOK  

         September, 2020 
 
Dear Parents/Guardians: 
 
It is with great pleasure that I welcome you to the 2020-2021 school year. As we begin 
another year of school, we look forward to providing our students with an exciting and 
challenging educational program.  
 
This handbook is to be used by you as a resource to reference the policies and 
procedures that govern our school community.  It is imperative that you take the time 
to read it with your child to help our school promote a more effective learning 
environment. When we all communicate the same message to our children, it supports 
the school’s mission: to provide a nurturing, orderly and safe environment for our 
children to grow and learn.  
 
It is both the student’s and parent’s/guardian’s responsibility to be aware of the 
contents of this handbook, and we would like you to read through the handbook with 
your child and sign the first page indicating that you have read it and understand the 
policies and procedures that govern our school community.  Students must return the 
signed statement to their teacher during the first week of school. 
 
I look forward to our students and parents supporting our school community and taking 
advantage of all the opportunities PS 19 has to offer.  

 
        Thank you,  

    
   Ms. Jacqueline Dugan 

                                                                         Principal 
 

Asher Levy Campus 
Jacqueline Dugan n Principal n Janet Chasin n Assistant Principal 
185 First Avenue n New York, NY 10003 n Phone: 212-533-5340 n Fax: 212-477-1368 

 



2 
 

P.S. 19 Website 
http://www.ps19school.com 

 

MISSION / PHILOPOPHY 
The overall philosophy of our school is that every child can achieve academic success in a 
literature rich environment with instruction that is meaningful, stimulating and creative.  This 
idea guides us as we design developmentally appropriate and interactive learning experiences 
for our students. Our educational program emphasizes the workshop model for literacy and 
math, enabling all of our students to be active participants in their learning process. 

We strongly believe that the arts should be an important part of a school’s academic program 
and are working with (budget permitting) 3rd Street Music School provides off site music 
lessons to all of our lower grade students. Our full list of partners includes:  Literacy and Math 
Consultants, Third Street Music School, New York University (NYU), NYU America Reads 
and Counts, Metropolitan College, SUNY Courtland and the OST Afterschool Program.  

 
 
 PS 19 VISION  

 
We act on our beliefs: 
All children can learn.  We teach our students to be interdependent learners (I learn from you, 
you learn from me, we learn from each other). 

  
We develop effective classroom environments: 
Classrooms are designed to support the needs of our students. 

 
We create a professional learning community: 
Teachers collaborate to improve and refine teacher practice.  Teachers are able to use a variety 
of teaching strategies and differentiated instructional practices. 

  
We work together to support our students: 
Parents, Community Based Organizations and Project Partners are integral parts of our school 
community. 

 
 
 ENRICHMENT PROGRAMS 

Enrichment Clusters programs offered this year are Physical Education, Science, Readers 
Theatre and Technology.  
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            PARENT TEACHER ASSOCIATION (PTA) 
Schools cannot survive without parent support. Parents are encouraged to join the PTA and 
participate in PTA sponsored events. If you would like additional information regarding the 
PTA, please call 212-533-5340 Ext. 5290. 
 
PARENT MEETING WITH TEACHERS 
Parents/Caregivers must set up an appointment in advance to speak to a teacher.  Staff 
members are not allowed to speak to parents during instructional time. At no time should 
classes be interrupted by a parent to speak to a teacher. To schedule an appointment to speak 
to a teacher please contact the Parent Coordinator at (212) 533-5340 Ext. 1110 in room 111 
 
At PS 19 frequent communication between the school and parents/caregiver is of critical 
importance in ensuring each student’s academic success.  As indicated in the school calendar, 
Parent-Teacher Conferences are scheduled in both the fall and the spring.  
 
We encourage dialogue between parents/caregivers, teachers, and students regarding student 
progress throughout the year.  Please contact your child’s teacher or the parent coordinator to 
set up an appointment during Parent Engagement on Tuesday afternoons throughout the year 
from 2:20PM – 3:00PM to meet with your child’s teacher to discuss his/her academic 
standing.  
 
ARIS PARENT LINK 
ARIS Parent Link is a tool established by the DOE that allows parents to view their child’s 
academic performance, with instant access to their child’s standardized test and assessment 
scores and attendance records.  Each family is provided with their child’s student ID number 
and can use this ID number to log onto ARIS Parent Link.  The web address for ARIS Parent 
Link is: www.arisparentlink.org.  If you do not know your child’s student ID number, please 
contact the Parent Coordinator. 
 
TITLE I PARENT INVOLVEMENT POLICY AND PARENT-SCHOOL COMPACT 
Educational research shows a positive correlation between effective parental involvement and 
student achievement.  The overall aim of this policy is to develop a parent involvement 
program that will ensure effective involvement of parents and community in our school.  
Therefore PS19, [in compliance with the Section 1118 of Title I, Part A of the No Child Left 
Behind (NCLB) Act], is responsible for creating and implementing a parent involvement 
policy to strengthen the connection and support of student achievement between our school 
and the families.  PS19’s policy is designed to keep parents informed by actively involving 
them in planning and decision-making in support of the education of their children.  Parents 
are encouraged to actively participate on the School Leadership Team, Parent Association, 
and Title I Parent Advisory Council, as trained volunteers and welcomed members of our 
school community. PS19 will support parents and families of Title I students by: 

• Providing materials and training to help parents work with their children to improve their 
achievement level (e.g., literacy, math and use of technology) 

• Providing parents with the information and training needed to effectively become involved in 
planning and decision making in support of the education of their children 
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• Fostering a caring and effective home-school partnership to ensure that parents can effectively 
support and monitor their child’s progress 

• Providing assistance to parents in understanding City, State and Federal standards and 
assessments 

• Sharing information about school and parent related programs, meetings and other activities in 
a format, and in languages that parents can understand 

• providing professional development opportunities for school staff with the assistance of 
parents to improve outreach, communication skills and cultural competency in order to build 
stronger ties between parents and other members of our school community 

 
PS 19’s Parent Involvement Policy was designed based upon a careful assessment of the 
needs of all parents/guardians, including parents/guardians of English Language Learners and 
students with disabilities. Our school community will conduct an annual evaluation of the 
content and effectiveness of this parent involvement policy with Title I parents to improve the 
academic quality of our school.  The findings of the evaluation through school surveys and 
feedback forms will be used to design strategies to more effectively meet the needs of parents, 
and enhance the school’s Title I program.  This information will be maintained by the school.   
 
In developing the PS 19 Title I Parent Involvement Policy, parents of Title I participating 
students, parent members of the school’s Parent Association (or Parent-Teacher Association), 
as well as parent members of the School Leadership Team, were consulted on the proposed 
Title I Parent Involvement Policy and asked to survey their members for additional input.  To 
increase and improve parent involvement and school quality, PS 19 will: 

• actively involve and engage parents in the planning, review and evaluation of the 
effectiveness of the school’s Title I program as outlined in the Comprehensive Educational 
Plan, including the implementation of the school’s Title I Parent Involvement Policy and 
School-Parent Compact; 

• engage parents in discussion and decisions regarding the required Title I set-aside funds, 
which are allocated directly to schools to promote parent involvement, including family 
literacy and parenting skills; 

• ensure that the Title I funds allocated for parent involvement are utilized to implement 
activities and strategies as described in our Parent Involvement  Policy and the School-Parent 
Compact; 

• support school-level committees that include parents who are members of the School 
Leadership Team, the Parent Association (or Parent-Teacher Association) and Title I Parent 
Advisory Council.  This includes providing technical support and ongoing professional 
development, especially in developing leadership skills 

• maintain a Parent Coordinator (or a 1dedicated staff person) to serve as a liaison between the 
school and families.  The Parent Coordinator or a dedicated staff person will provide parent 
workshops based on the assessed needs of the parents of children who attend our school and 
will work to ensure that our school environment is welcoming and inviting to all parents.  The 
Parent Coordinator will also maintain a log of events and activities planned for parents each 
month and file a report with the Central Office for Family Engagement and Advocacy 
(OFEA); 

                                                
 



5 
 

P.S. 19 Website 
http://www.ps19school.com 

 

• conduct parent workshops with topics that may include: parenting skills, understanding 
educational accountability grade-level curriculum and assessment expectations; literacy, 
accessing community and support services; and technology training to build parents’ capacity 
to help their children at home;   

• provide opportunities for parents to help them understand the accountability  system (e.g., 
NCLB/State accountability system, student proficiency levels, Annual School Report Card, 
Progress Report, Quality Review Report,  Learning Environment Survey Report;) 

• host the required Title I Parent Annual Meeting on or before December 1st of each school year 
to advise parents of children participating in the Title I program about the school’s Title I 
funded program(s), their right to be involved in the program and the parent involvement 
requirements under Title I, Part A, Section 1118 and other applicable sections under the No 
Child Left Behind Act; 

• schedule additional parent meetings (e.g., quarterly meetings,  with flexible times, such as 
meetings in the morning or evening,  to share information about the school’s educational 
program and other initiatives of the Chancellor and allow parents to provide suggestions; 

• translate all critical school documents and provide interpretation during meetings and events 
as needed; and 

• conduct an Annual Title I Parent Fair/Event where all parents are invited to attend formal 
presentations and workshops that address their student academic skill needs and what parents 
can do to help. 

 
PS 19 will further encourage school-level parental involvement by: 
• holding an annual Title I Parent Meeting; 
• Soliciting 1 parent for each class to volunteer and act as class parent representative 
• These class parent representatives work to facilitate communication between the school 

administration (school wide policies and procedures), teachers (instructional practices) and 
parents. They should also provide notifications for upcoming classroom events and encourage 
parents to attend 

• hosting educational family events/activities during Open School Week and throughout the 
school year 

• encouraging meaningful parent participation on, Parent Association (or Parent-Teacher 
Association) and Title I Parent Advisory Council 

• Parents are recruited and encouraged to be part of PS 19’s School Leadership Team (SLT) and 
School Safety Committee 

o Parents have input in the development of the Title One budget  
o Parents and staff gather and respond to feedback on Title One Budget.  This feedback 

may result in changes in the Title I budget priorities. 
o Parents in collaboration with various SLT members develop parent sections of PS 19’s 

Comprehensive Educational Plan 
• supporting or hosting OFEA District Family Day events 
• establishing a Parent Resource Center or lending library and instructional materials for parents  
• Regularly scheduled PTA meetings are held/ min. are posted in the Parent Coordinator’s 

office as well as online 
• PS 19 provides a workspace for PTA members to work; 
• Provide a computer, printer and internet access to PTA and PS 19 parents for educational 

related matters 
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• Provide the assistance of a parent coordinator to act as a liaison between parents and school 
administration for all matters 

• The parent coordinator is available for grades Pre-K, through 5th grade.  A family worker 
assists exclusively for Pre-K families as they enter our school community 

• The Parent Coordinator distributes Parent Satisfaction Surveys at Fall and Spring Open 
School to solicit feedback from parents 

• hosting events to support, men asserting leadership in education for their children. 
parents/guardians, grandparents and foster parents 

• encouraging more parents to become trained school volunteers 
• providing written and verbal progress reports that are periodically given to keep parents  

informed of their children’s progress 
• developing and distributing a school newsletter or web publication designed to keep parents 

informed about school activities and student progress  
• providing school planners/folders for regular written communication between /teacher and the 

home in a format, and to the extent practicable in the languages that parents can understand 
PS 19, [in compliance with the Section 1118 of Title I, Part A of the No Child Left Behind (NCLB) 
Act] is implementing a School-Parent Compact to strengthen the connection and support of student 
achievement between the school and the families.  PS 19  staff and the parents of students 
participating in activities and programs funded by Title I, agree that this Compact outlines how 
parents, the entire school staff and students will share responsibility for improved academic 
achievement and the means by which a school-parent partnership will be developed to ensure that all 
children achieve State Standards and Assessments. 
 
School Responsibilities: 
Provide high quality curriculum and instruction consistent with State Standards to enable 
participating children to meet the State’s Standards and Assessments by: 

• using academic learning time efficiently; 
• respecting cultural, racial and ethnic differences 
• implementing a curriculum aligned to State Standards 
• offering high quality instruction in all content areas; and 
• providing instruction by highly qualified teachers and when this does not occur, notifying 

parents as required by the No Child Left Behind (NCLB) Act 
 

Support home-school relationships and improve communication by: 
• conducting parent-teacher conferences each semester during which the individual child’s 

achievement will be discussed as well as how this Compact is related 
• convening a Title I Parent Annual Meeting (prior to December 1st of each school year) for 

parents of students participating in the Title I program to inform them of the school’s Title I 
status and funded programs and their right to be involved 

• arranging additional meetings at other flexible times (e.g., morning, evening) and providing 
(if necessary and funds are available) transportation, child care or home visits for those 
parents who cannot attend a regular meeting 

• respecting the rights of limited English proficient families to receive translated documents and 
interpretation services in order to ensure participation in the child’s education 
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• providing information related to school and parent programs, meetings and other activities is 
sent to parents of participating children in a format and to the extent practicable in a language 
that parents can understand 

• involving parents in the planning process to review, evaluate and improve the existing Title I 
programs, Parent Involvement Policy and this Compact 

• providing parents with timely information regarding performance profiles and individual 
student assessment results for each child and other pertinent individual school information 

• ensuring that the Parent Involvement Policy and School-Parent Compact are distributed and 
discussed with parents each year 

Provide parents reasonable access to staff by: 
• ensure that staff will have access to interpretation services in order to communicate with 

limited English speaking parents effectively 
• notifying parents of the procedures to arrange an appointment with their child’s teacher or 

other school staff member 
• notifying parents of the policies and procedures of the parent volunteer program. The parent 

volunteer program will be a structured program that will provide opportunities for parents to 
support the school community and engage in supporting students in meaning instructional 
practices throughout the school year  

• planning activities for parents during the school year (e.g., Open School Week); 
Provide general support to parents by: 
• creating  a safe, supportive and effective learning community for students and a welcoming 

respectful environment for parents and guardians 
• assisting parents in understanding academic achievement standards and assessments and how 

to monitor their child’s progress by providing professional development opportunities (times 
will be scheduled so that the majority of parents can attend) 

• sharing and communicating best practices for effective communication, collaboration and 
partnering will all members of the school community 

• supporting parental involvement activities as requested by parents  
• ensuring that the Title I funds allocated for parent involvement are utilized to implement 

activities as described in this Compact and the Parent Involvement Policy 
• advising parents of their right to file a complaint under the Department’s General Complaint 

Procedures and consistent with the No Child Left Behind Title I requirement for Elementary 
Secondary Education Act (ESEA) and Title I programs 

Parent/Guardian Responsibilities: 
• monitor my child’s attendance and ensure that my child arrives to school on time as well as 

follow the appropriate procedures to inform the school when my child is absent 
• ensure that my child comes to school rested by setting a schedule for bedtime based on the 

needs of my child and his/her age 
• ensure completion and assist my child with homework assignments and special projects; 
• read to my child and/or discuss what my child is reading each day (for a minimum of 20 

minutes 
• set limits to the amount of time my child watches television or plays video games 
• promote positive learning experiences at home, outside of the home or school by making use 

of extracurricular time such as, extended day learning opportunities offered by the PS19, clubs 
and team sports hosted at local community centers and/or quality family time 
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• to review, and discuss with my child to ensure adherence  to the school rules, regulations, and 
codes of safety and discipline 

• to support my child in meeting the educational expectations and share the responsibility for 
improving their academic achievement 

• volunteer in my child’s school or assist from my home as time permits 
• participate, as appropriate, in the decisions relating to my child’s education.  I will also: 

Ø maintain ongoing communication with my child’s teacher (and any other staff member) 
regarding educational needs, attend parent teacher conferences, and stay informed 
regarding their education by promptly responding to all notices received from the school 
or district 

Ø respond to surveys, feedback forms and notices when requested 
Ø become involved in the development, implementation, evaluation and revision to the 

Parent Involvement Policy and this Compact 
Ø participate in or request training offered by the school, district, central and/or State 

Education Department learn more about teaching and learning strategies whenever 
possible 

Ø actively attend monthly meetings/events and/or participate on PS19’s Parent-Teacher 
Association, school committees, leadership teams, family instruction workshops, or serve 
to the extent possible on advisory groups (e.g., District Title I Parent Advisory Councils, 
School or District Leadership Teams) toward school planning and decision making 

Student Responsibilities: 
• attend school every day and arrive on time 
• complete my homework and submit all assignments and special projects on time; 
• follow the school rules and take responsibility for my actions 
• show respect for myself, my fellow classmates, school administration, safety officers, 

teachers, school aides, and school property 
• try to resolve disagreements or conflicts peacefully 
• take pride in my work and strive to learn 
 
PARENT VOLUNTEERS 
Parent Volunteers need to be certified by Learning Leaders to volunteer during breakfast, 
lunch, recess and enrichment cluster programs. The parent coordinator will be in charge of 
scheduling parent volunteers throughout the school year. 
 
BOX TOPS FOR EDUCATION 
Every parent can help PS 19 raise money by participating in the Box Tops for Education 
program.  Simply cut off and save the Box Tops for Education Coupons from General Mills 
products and turn them into your child’s teacher.  PS 19 earns 10 cents for every box top 
collected.  The goal of this fundraiser is to provide school supplies and books for the students 
of PS 19. 
 
PARENT CLASS REPRESENTATIVE 
If you are interested in becoming your child’s class parent representative please speak to your 
child’s teacher or the parent coordinator in room 111 during the first week of school. We 
appreciate your interest and support to the PS 19 school community. 
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DEPT OF EDUCATION PARENT’S BILL OF RIGHTS AND RESPONSIBLITIES  
The New York City Department of Education recognizes that children excel when parents 
work closely with teachers and principals to develop strong partnerships. As partners in 
education, parents, guardians, and other family members have certain rights and 
responsibilities. 

All Families Have the Following Rights: 
• The right to a free public school education for their children.  
• The right to be given access to information about their children’s performance and the 

educational programs and opportunities available to them and their children.  
• The right to be actively involved in the education of their children.  
• The right to file complaints and appeals.  
• The right to translation and interpretation services in order to communicate effectively 

with the Department, in accordance with Chancellor's Regulation A-663. 
 All Parents Have the Following Responsibilities:  
• The responsibility to send their children to school ready to learn.  
• The responsibility to ensure that their children attend school regularly and arrive on time.  
• The responsibility to be aware of their children’s work, progress, and problems.  
• The responsibility to keep in touch with their children’s teachers and principal.  
• The responsibility to respond to communications from their children’s school.  
• The responsibility to attend important meetings and conferences.  
• The responsibility to treat all school staff members with courtesy and respect. 
We Encourage Parents To: 
• Set high expectations for their children.  
• Help out at schools by volunteering time, skills, or resources.  
• Get involved in Parent Associations or Parent-Teacher Associations.  
• Take part in school and community programs 
 
SCHOOL NOTICES 
• Check your child’s notebook and backpack daily for school notices 
• Please return all forms, medical, dental, school notices, progress reports, behavior notices, 

etc. promptly.  
• Permission slips for class trips must be signed and returned in order for your child to 

participate in the class activity.  
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COMPLETE AND SUBMIT IMPORTANT STUDENT FORMS  
In the beginning of every school year students will bring home the following forms to be 
completed by their parent/caregiver and returned as soon as possible. 
 
 If you did not receive any of these forms please contact the parent coordinator at (212) 533-
5340 Ext. 1110 and ask that it be mailed directly to your home. 

¨ Parent and Student Handbook Signature Form 
¨ Student Emergency Contact Sheet 
¨ Permission Slip for Neighborhood Walking Field Trips 
¨ Signed Consent to be Photographed and Videotaped students for the PS 19 

School Website and Educational Purposes 
LADDER OF ASSISTANCE 

 
1. The school’s Parent Coordinator may be of assistance in addressing any 

concerns you may have.  Please contact the Parent Coordinator at                     
(212) 533-5340 Ext. 1110 in room 111 

 
2. At times, there may be a need to speak to someone to address a particular 

concern affecting your child in the classroom.  The first person to contact is the 
parent coordinator to set up an appointment for you to meet with the classroom 
teacher.  This avoids disrupting the educational process and enables the teacher 
to gather any needed records or tests and to prepare for the meeting so that it is 
meaningful.  

 
3. The next person to contact if a particular issue is not resolved is the Guidance 

Counselor then the Assistant Principal followed by the Principal. 
OFFICE HOURS 

The main office is open from 8:15 A.M. until 1:45 P.M.  To reach the main office you may 
dial (212) 533-5340 Ext. 0. Office staff is not allowed to transfer any phone calls to classroom 
teachers during instructional time. They will take a message and the teacher will return the 
phone call as soon as they are available. If it is an emergency you should ask to speak with the 
parent coordinator who will try to assist you. 

 
MORNING SCHEDULE 

 
 

 
 
 
 
 
 
 

 

Day Students 
May Enter 
Building at: 

Breakfast  
Served 

Regular 
School Day 
Begins 

Monday 7:40 A.M. 7:40 A.M. 8:00 A.M. 
Tuesday 7:40 A.M. 7:40 A.M. 8:00 A.M. 
Wednesday 7:40 A.M. 7:40 A.M. 8:00 A.M. 
Thursday 7:40 A.M. 7:40 A.M. 8:00 A.M. 
Friday 7:40 A.M. 7:40 A.M. 8:00 A.M. 
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In order to maintain a safe environment for every student at PS 19 we have established the 
following policies and procedures for arrival and dismissal. 
 
 

BREAKFAST  
Breakfast is served to all students Monday – Friday from 7:40 A.M. – 8:00 A.M. 
 
Upon entering the building Pre-Kindergarten and Kindergarten parents must present their PS 
19 parent identification card that will be distributed the first day of school. Pre-Kindergarten 
students may be escorted to their classroom by a parent/caregiver and Kindergarten students 
may be escorted to the cafeteria by a parent/caregiver. Under no circumstances are parents 
permitted in the cafeteria area. This is a violation of the City of New York Health Department 
regulations.  

• Parents of children in grades 1-5 will not be permitted to escort their child to the 
cafeteria during the breakfast program or at the start of the official school day. Parents 
and caregivers must say goodbye at the front door.  

• Under no circumstances are parents permitted in the cafeteria area. This is a violation 
of the City of New York Health Department regulations. 

 
 

ARRIVAL  
The official start of the school day is 8:00 AM. 
 
Pre-K and Kindergarten:  

• Upon entering the building all Pre-Kindergarten and Kindergarten parents must 
present their PS 19 parent identification card that will be distributed the first day of 
school. Pre-K and Kindergarten parents will be allowed to enter the building and 
escort their child to their classroom and then exist the building.   

Grades 1, 2, 3, 4 and 5: 
• Parents of students in grades 1 through 5 will not be permitted to enter the school 

building at drop off.  At 7:40 AM on Monday through Friday, students will enter the 
building and proceed to the cafeteria for breakfast.  Parents and caregivers must say 
goodbye at the front door.  

Class lineup will begin at 8:00 A.M. each morning as follows: 
Grades Pre-K-2    Cafeteria  
Grades 3 – 5      Yard or Auditorium  

Students will not be allowed in the school building until the times specified above, and should 
not be left in front of the school building unsupervised by their parent/caregiver if they arrive 
early. 
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DISMISSAL 
Pre-K and Kindergarten  
Parents of Pre-K and Kindergarten students will enter through the front entrance at 2:10 P.M. 
and pick up their children in the vestibule area outside of the auditorium.    
 
Parents are not allowed on the 1st or 2nd floor between 1:45 PM – 2:30 P.M.                                  
(main office will be closed). 
 
Grades 1, 2, 3, 4 and 5 
Teachers in grades 1, 2, 3, 4 and 5 will dismiss at 2:20 P.M. at the front of the building from 
the center doors.  Students who are not picked up by 2:20 P.M. will be brought to the 
vestibule area outside the auditorium. Parents will not be permitted to enter the school 
building during dismissal.    

 
      BUILDING ACCESS 

The front, main doors must be used to enter and exit the building. Parent will not be permitted 
to enter the building through the back or side doors.  Parent meetings must be scheduled in 
advance and take place after 8:00 AM. Please contact the parent coordinator to schedule a 
meeting. All meetings must take place after 8:00 AM.  At that time, parents can sign in and 
enter the building.  The main office will be open to all parents and visitors beginning at 8:15 
AM.   Parents will not be allowed to enter or exit through the back or side doors at any time.  
The front, main doors must be used to enter and exit the building.  
 
Students arriving to school before 7:40 A.M. Monday - Fridays must wait outside of the 
school building with a parent or caregiver. Students will not be supervised by any member of 
the school staff until the official start of the school day.  
 
LATE ROOM POLICY 
Parents who do not arrive on time to pick up their children will have to enter the building 
through the front door to pick up their child in the vestibule area. The vestibule area will be 
considered the “late room” for students who have not been picked up.  It is to be used in case 
of an emergency if you are unable to pick up your child on time. It is the responsibility of the 
parent/caregiver to call the parent coordinator at (212) 533-5340 Ext. 1211 if they are going to 
be a few minutes late. It is expected parents will be pick up their child at 2:20 P.M. every day. 
Chronic tardiness in picking your child after 2:20 P.M. obligates the school to notify other 
public agencies, including the Administration for Children’s Services. 
 
ATTENDANCE POLICY 
Student attendance should average at least 90% (or less than 9 days absent per year). The rate 
of attendance will promote academic excellence and student achievement as well as student 
personal growth. Students are expected to be present at PS 19 on all days that school is in 
session, except for holidays and vacations that are indicated on the school calendar.  It is 
extremely important that your child attend school and is on time every day.  If possible, please 
schedule appointments after school hours or during school holidays. If your child is ill, please 
call the school after 8:15 A.M.  
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PERFECT ATTENDANCE  
Monthly Perfect Attendance Certificates and a special incentive prize will be given to students 
with a 100% attendance rate.  Students who achieve 100% attendance for the entire school 
year will receive a very special certificate and reward in June. 
 
 
ABSENCES AND LATENESS 
Pursuant to Chancellor’s Regulation A-210, each minor from 6 to 17 years of age in New 
York City is required to attend school on a full-time basis.  Pursuant to Chancellor’s 
Regulation A-750, a report of educational neglect must be filed whenever a parent fails to 
ensure his or her child’s prompt and regular attendance in school or keeps a child out for 
impermissible reasons. 

 
If your child must be absent from school, parents should submit a note explaining their child’s 
absence from school. A note from a doctor or health-care professional should be provided in 
cases of extended (3 or more days) or frequent absence due to illness. If students have been 
absent from school for reasons other than illness, documentation of the reason for the absence 
is to be presented to the school. Parents will be contacted to determine the cause of a child’s 
unexplained absence.   

 
Students who observe the religious holy days recognized by the New York State 
Commissioner of Education or other holy days not recognized on the calendar distributed 
annually may be excused based on a parent’s request in writing prior to the date of 
observance. 
 
Children with highly contagious disease such as measles, chicken pox, conjunctivitis (pink 
eye), pediculosis (head lice), or ringworm should remain out of school until they are no longer 
contagious.  If you are unsure whether your student’s illness qualifies as “highly contagious”, 
please contact the Office of Student Health or the school nurse. 
 
Timely arrival at school is a student’s and parent/caregiver’s responsibility.  A student is 
considered late if they arrive after 8:20 A.M. Lateness that is the result of a late school bus 
will be excused. Students arriving late are required to report to the main office to receive a late 
pass before going to class. Lateness will be noted on a child’s record. Lateness to class has a 
significant negative impact on the educational process. It may result in a loss of meaningful 
instruction, a break in the continuity of instruction for teachers delivering their lessons, a 
distraction for students engaged in meaningful instruction due to the entry of latecomers to 
their classrooms and a breach in the security of the hallways during the instructional period.
  
 
EARLY DEPARTURE  
To maintain order and to ensure the safety of all children no child will be dismissed between 
2:20 P.M. and dismissal (except in cases of emergency).  In case of an emergency and a 
parent/caregiver needs to pick a student during the instructional school day, the parent must 
report to the main office present a photo ID and officially sign out their child. Parents may not 
go to their child’s classroom without permission and a pass. 
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PROCEDURES FOR VISITORS 
Upon entering the building all visitors must proceed directly to the security desk. All Visitors 
to P.S. 19 will adhere to the following procedures: 
 

Ø All visitors entering the building must stop at the security desk, sign in 
the visitor’s log and show proper identification (photo I.D.)  

Ø All visitors will receive a Visitors Pass (please write your name, date 
and destination on this tag). 

Ø All visitors go directly to the main office and state the nature of the 
visit.  A staff member will escort visitors to their destination, if a 
previously scheduled appointment has been made. 

 
STUDENT EMERGENCY HOME CONTACT INFORMATION 
At the start of the school year, your child will bring home an emergency contact form and 
other important forms.  Please fill it out these forms and return them to your child’s teacher or 
parent coordinator as soon as possible.  In the event of an emergency or accident we ask you 
to provide your home phone number, cell number and email address.  If you cannot be 
reached please provide the telephone number of a friend or relative. Your email address and 
cell phone number is strongly advised. Please inform your child’s teacher of any changes to 
your child’s emergency contact sheet throughout the school year. 
 
SCHOOL NURSE 
The School nurse’s office is open daily.  The nurse provides medical services for students.  
When teachers refer a student to the nurse, the reason for the referral should be noted on the 
student’s pass.  The following services are offered by the nurse’s office: 

 
Ø Emergency first aid is given and the parent is notified by the school nurse 
Ø Maintenance of student health records and emergency notification cards 
Ø Dispensing medication approved by a physician 
Ø Monitoring of student injuries 

 
MEDICATIONS 
In accordance with New York State law, students who require medication during School 
hours must bring the Medication Administration 504 form, completed by a physician to the 
School nurse. 

 
We strongly prefer that students take medication at School only when absolutely necessary. 
Students who are severe asthmatics may carry their inhaler with them during the school day, 
so long as there is a prescribed medication form on file with the nurse. The School nurse 
under the following guidelines will administer all other medications: 

Ø The medicine is prescribed by a physician 
Ø The medicine is in its original container and with printed directions from the pharmacy 
Ø Written permission from the parent/guardian is on file 
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FIRE AND EMERGENCY SHELTER DRILLS 
We expect students to move quickly, silently and in an orderly fashion under the direction of 
faculty to assigned assembly points.  Exit directions are posted in each classroom.  Silence is 
vital in the event directions have to be given by a teacher or administrator.  Students must stay 
with their teachers.  Fire drills will be held on a regular basis under a variety of weather 
conditions.   
 
 
INCLEMENT WEATHER 
During the school year children benefit from vigorous exercise and should be given the 
opportunity to play outside whenever possible. Unless it is snowing or there is ice on the  
 
playground, low temperatures should not be a barrier to outside play, as long as children are 
appropriately dressed. The Health Department strongly encourages schools to maintain 
outdoor play periods on the vast majority of winter days. If weather conditions (snow storm, 
flooding) are a threat to the students, the Mayor or Chancellor might close the school, delay 
opening or dismiss early. Please listen to your local radio station, local television stations or 
call 311.  
 

            TRANSPORTATION 
The MTA typically provides a Metrocard to children who live within a qualified distance.  
Please note that the MTA’s policy changes from year to year.  Please contact the main office 
if you have questions about Metrocards for your child. 
 
Yellow school buses are provided by the Office of Pupil Transportation (OPT).  The Office of 
Pupil Transportation will send you notices about the bus your child will be taking, important 
information and student rules.  When a child is assigned a bus route, make note of the route 
number (usually found on the side of the bus) and the bus number (usually above the front 
windshield).  It is extremely important for parents and guardians to be on time for bus at the 
end of the school day. 
 
Parents should also inform the bus driver/matron of any particular problem their child may 
have while traveling to school.  Remember, travel time is part of your child’s education. 

 
If busing issues arise, you may contact your child’s bus company or the OPT hotline at         
(718) 784-3313. 
 
TRIPS 
A general permission form allowing students to go on neighborhood walking trips with their 
class throughout the year will be sent home to be signed by a parent/caregiver at the beginning 
of the school year. A separate signed permission slip is required before a child may go on a 
class field trip.  This permission slip lists the destination, means of transportation and 
expected time of departure and arrival back at the school   No child is allowed to leave the 
school premises without this signed form.  It is the responsibility of the child to bring home 
permission slips.  Permission to go on trips cannot be granted over the telephone. 
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HOMEWORK POLICY 
Homework is an extension of the learning that takes place in school. In accordance with the 
Chancellor’s regulations, homework is considered to be a vital component of the education 
process. It is a reflection of the classroom activity which:  

1. Enhances the academic growth of the student.  
2. Prepares the student for subject lessons.  
3. Reinforces concepts taught in the classroom.  
4. Stimulates and furthers individual interests.  
5. Develops independent study skills to foster initiative, responsibility and 

self direction. 
Homework should be done carefully and reviewed at home every night by a parent/caregiver. 
The final grade on the student’s report card includes homework assignments. 
 
MISSING HOMEWORK ASSINGMENTS 
For any absence, students in grades 1-5 must make up all tests, quizzes, assignments and 
homework. If a student knows in advance that he or she will be missing class, that student is 
responsible for collecting assignments in advance and completing all work during the absence. 

 
Suggested Minimum Homework Time Allotments 

 
Grade Reading Writing Math Total 

 
Kindergarten 

 
10-15 minutes 

minimum 
 

 
10-15 minutes 

minimum 

 
10-15 minutes 

minimum 

 
45 minutes 

 
First Grade 

 
20 minutes 
minimum 

 

 
20 minutes 
minimum 

 
20 minutes 
minimum 

 
60 minutes 

 
Second Grade 

 
30 minutes 
minimum 

 

 
20 minutes 
minimum 

 
20 minutes 
minimum 

 
70 minutes 

 
Third Grade 

 
30 minutes 
minimum 

 

 
20 minutes 
minimum 

 
20 minutes 
minimum 

 
70 minutes 

 
Fourth Grade 

 
30 minutes 
minimum 

 

 
25 minutes 
minimum 

 
30 minutes 
minimum 

 
85 minutes 

 
Fifth Grade 

 
30 minutes 
minimum 

 
25 minutes 
minimum 

 
30 minutes 
minimum 

 
85 minutes 
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REPORT CARDS 

Report cards will be issued to parents during parent teacher conferences and the last day of 
school.  

 
PERIOD 1 NOVEMBER   (During Open School Evening and Afternoon) 
PEIORD 2 MARCH           (During Open School Evening and Afternoon) 
PERIOD 3 JUNE                (Last Day of School)  

 

Academic Proficiency Levels in grades Pre-K – 5th grade are as follows:  

 
Proficiency Level   Exceeds Grade-Level Standards                               
Level 4    

   
               
 

Proficiency Level   Meets Grade-Level Standards                               
Level 3    

 
                 
 

Proficiency Level   Does Not Meets Grade-Level Standards                               
Level 2    

  
              
 

Proficiency Level   Far Below Grade-Level Standards                               
Level 1    
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INTERNET ACCESS POLICY  
Access to the Internet is a wonderful opportunity to interact with the world at large. Anyone 
accessing or using the internet through the NYC Department of Education connections or 
equipment, whether from a department location or from a remote location using department 
hardware, software and / or accounts, are prohibited to use such connections or equipment for 
other than educational purposes and are specifically prohibited from:  

• Sending or receiving personal messages 
• Using for commercial purposes, advertising or similar objectives 
• Utilizing copyrighted materials without permission 
• Lobbying for political purposes or soliciting votes 
• Accessing obscene materials 
• Sending or receiving messages that are racist, sexist, inflammatory, hateful or 

obscene 
• Vandalizing data, software or equipment  
• Sending or receiving another person’s messages without authorization 
• Requesting or providing home phone numbers, addresses, or other personal 

information without authorization 
PERSONAL PROPERTY 
Students are reminded that they are collectively responsible for their personal property.  The 
school does not take responsibility for valuables left unsecured in the building and everyone 
should think carefully about what they bring to school. 
 
CELLUAR PHONE POLICY FOR USE OF CELL PHONES, COMPUTING DEVICES, 
AND PORTABLE MUSIC AND ENTERTAINMENT SYSTEMS ON SCHOOL PROPERTY 
Students are permitted to bring the following electronic items to school: 1) cell phones; 2) laptops, 
tablets, iPads and other similar computing devices; and 3) portable music and entertainment systems, 
such as iPods, MP3 players, PSP, and Nintendo DS. 

A. The use of cell phones, computing devices and portable music and entertainment systems at school is 
subject to the conditions below. 
1. Cell phones and portable music and entertainment systems may not be turned on or used during the 

administration of any school quiz, test or examination. 
2. Computing devices may not be turned on or used during the administration of any school quiz, test or 

examination, except where such use has been explicitly authorized by the school or is contained in an 
Individual Education Program or Section 504 Accommodation Plan. 

3. Cell phones, computing devices, and portable music and entertainment systems may not be turned on 
or used during school fire drills or other emergency preparedness exercises. 

4. Cell phones, computing devices, and portable music and entertainment systems may not be used in 
locker rooms or bathrooms. 

5. Students who use cell phones, computing devices, and /or portable music and entertainment systems in 

AT PS 19, cell phones, computing devices and entertainment systems must be turned OFF and 
STORED in student bookbags during the school day. Students may turn on and use cell phone 
after dismissal to contact their parents or caregivers.  
 
All students at PS 19 must turn off their cell phone when they enter the building, and store the 
phone in their backpack while at school. Students may not use cell phones in the classroom, at 
lunch, or at any time during the day at PS 19.  
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violation of any provision of the DOE’s Discipline Code the school’s policy, Chancellor’s regulation 
A-413, and /or the DOE’s Internet Acceptable Use and Safety Policy (“IAUSP”) will be subject to 
discipline in accordance with the guidance interventions and disciplinary responses set forth in the 
Discipline Code. 

 
B Cell phones may be used as set forth below 

During the School day: 
• Cell phones may not be turned on or used while on school property. 
• Cell phones may not be turned on or used during instructional time, except for instructional and 

educational purposes with the explicit approval of the teacher. 
During after-school, school-sponsored programs or activities: 
• Cell phones may not be turned on or used during after-school instructional time, except for 

instructional and educational purposes with the explicit approval of the teacher. 
C. Computing devices may be used a set forth below  
 During the school day: 

• Computing systems may not be turned on or used during instructional time, except for 
instructional and educational purposes with the explicit approval of the teacher. 

• Computing systems may be turned on and used only during instructional time for instructional and 
educational purposes. 

During after-school, school-sponsored programs or activities: 
• Computing devices may not be turned on or used during after-school instructional time, except for 

instructional and educational purposes with the explicit approval of the teacher. 
D. Portable music and entertainment systems may be used as set forth below 
 During the school day: 

• Portable music devices and entertainment systems may not be turned on or used while on school 
property. 

• Portable music devices and entertainment systems may not be turned on or used during 
instructional time, except for instructional and educational with the explicit approval of the 
teacher. 

During after-school, school-sponsored programs or activities: 
• Portable music devices and entertainment systems may not be turned on or used during after-

school time, except for instructional and educational purposes with the explicit approval of the 
teacher. 

E. Confiscation and return of electronic items 
If a student violates the cell phone, computing devices and portable music and entertainment systems 
policy the following disciplinary measures will be taken in a progressive fashion:   
• Warnings 
• Confiscation of item and return at end of school day 
• Confiscation of item and return following parent conference 
• Revocation of privilege to bring item to school 
 
DISCIPLINE CODE 
The discipline code is to ensure that students behave responsibly towards themselves, their 
peers, and school personnel.  It should also foster a respect for school property of others.  The 
Department of Education Citywide Standards of Discipline and Intervention Measures are 
based on the premise that rules must be enforced fairly, firmly and consistently. All students, 
staff and parents must know and understand the standards of behavior which all students are 
expected to live up to and the consequences if these standards are not met. The Department of 
Education continually revises the student discipline code.  All students will receive the 
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updated copy this fall.  Please review this information with your child and its implications 
with your child. Copies of the discipline code will also be available for in the parent 
coordinator’s office in room B29 and in the main office. 
 
INVESTIGATION PROCEDURES 
As per the Chancellor’s Regulations, during any investigation, the principal or his/her 
designee may interview students witness and victims without first notifying the parent or 
requesting parental consent.  If the Office of the Special Commissioner of Investigation or the 
police wants to interview a student in connection with an investigation of a school-related 
incident, parental consent must be obtained.  If, however, the parent cannot be reached and 
there is a health and safety emergency, the interview may take place and the parent will be 
notified following the interview.  Under this circumstance, the principal or his/her designee 
will be present for the interview. 
                 

 
Communication Response Time Policy 

 

 
 
 
Dear Parents and Caregivers, 
 
We encourage all families to use texts, emails, Remind and Class Dojo to keep in touch with 
classroom teachers and support staff.   
 
We also understand that parents and families have their own busy schedules, which impacts 
the time of day when it is convenient to send texts or emails to teachers.  Teachers and 
support staff will be available to receive and respond to emails and messages during the 
school day (8AM to 2:20PM).  Please allow 24 hours for a response.  
 
If you have any questions please ask the principal or assistant principal. 
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PTA 
 
Dear Parent/Guardians: 
 
We are encouraging students to wear the PS 19 t-shirts every day. We would like 
parents/guardians to purchase the P.S. 19 t-shirts with the school logo to help our fund 
raising efforts and to promote school unity and pride.  
 
The P.S. 19 t-shirts can be purchased from the PTA for $8.00 each!  
 
Sizes: XS (2-4) S (4-6) M (10-12) L (14-16) XL (18-20)  
Adult Size: Small 
 

The P.S.19 t-shirts can be worn 
Monday-Friday 

 

 
Sample 

 
Please indicate your child’s name, size and class on the envelope. PTA will accept cash or 
money order. Please make out the money order to the PTA.  Receipt will be provided. 
 
Thank you,  
PTA President  
 
Student Behavior Policy and Responsibilities 

 
STUDENT BEHAVIOR POLICY 

• Students must follow all classroom and school policies and procedures 
• Students must attend school every day and arrive on time at 8:00 A.M. 
• Students must have a pass when leaving a classroom and must not play in the hallways 

or bathrooms. 
• Everyone will treat each other with respect. 
• Students bringing weapons to school, including laser beam pointers, will be treated 

severely in line with the Chancellor’s Policy. 
• Cell phones, toys, including gameboys, CD players, trading cards, etc, are not to be 

brought to school.  P.S. 19 staff is not responsible if these items are lost. 
• Students will assist in keeping P.S. 19 clean by picking up paper and litter in their 

classrooms and the hallways. 
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• Students will assist in keeping P.S. 19 attractive by helping to decorate classrooms and 
hallway bulletin boards and by not defacing any part of our school. 

• Students will follow good nutritional habits and not bring candy or gum to school. 
• Notebooks, pens, paper and completed homework assignments are required every day.  

There will be a charge for lost books. 
• Students are expected to come to school prepared to learn and help others. 

 
STUDENT RESPONSIBLIITES 

• Attend school regularly and punctually and make every effort to achieve in all areas of 
their education 

• Be prepared for class with appropriate materials and maintain properly the textbooks 
and other school equipment  

• Follow school regulations regarding entering and leaving the classroom and school 
building 

• Help maintain a school environment free of weapons, illegal drugs, controlled 
substances, alcohol and other contrabands according to the Chancellor’s Regulations  

• Behave in a manner that contributes to a safe learning environment and which does 
not violate other students’ right to learn 

• Share information with school officials regarding matters which may endanger the 
health and welfare of members of the school community 

• Respect the dignity and equality of others and refrain from conduct which denies or 
impinges on the rights of others 

• Show respect for school property and respect the property of others both private and 
public 

• Keep parents informed of school-related matters, including progress in school, social 
and educational events, and ensure parents receive communications that is provided by 
school staff  for parents to read or sign 

• Be familiar with the school discipline code and abide by school rules and regulations 
• Bring to school only those personal possessions which are safe and do not interfere 

with the learning environment 
 

This Parent Handbook may be amended or changed throughout the school year upon appropriate 
notification to students and families. 
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September 2020 
 

P. S. 19   
Parent and Student Handbook  

Signature Form 
 
 
I have read and state that I and my child are subject to the 
responsibilities set forth in the parent – student handbook including, 
but not limited to: attendance, lateness, class work, homework and 
discipline, and other school rules and regulations.  
 
Copies of the Discipline Code and Bill of Student Rights and 
Responsibilities are available in the main office as well as the NYC 
department of education website http://schools.nyc.gov/default.aspx  
 
 
I have read and understand the rules and regulations in the PS 19 parent 
handbook. 
 
_________________________________  Date: __________ 

(Parent’s Signature)  
 

__________________________________   Class: __________ 
(Student’s Name)  

 

 
 

Asher Levy Campus 
Jacqueline Dugan n Principal n Janet Chasin n Assistant Principal 
185 First Avenue n New York, NY 10003 n Phone: 212-533-5340 n Fax: 212-477-1368 

 


