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POLICY ADJUSTMENTS
Greater New York Academy reserves the right to make any policy changes or adjustments that may be necessary
during the school year. These changes may replace or supplement those that are printed in this bulletin.
Regulations voted by the faculty or school board and announced to the student body have the same authority as
those listed in this bulletin or other published material. The school reserves the right to interpret rules and policies
as situations arise.

PHILOSOPHY
Greater New York Academy is a bonafide institution of the Seventh-day Adventist Church organization. We
regard God as the ultimate source of truth. Our philosophy of education is based on the belief that the development
and edification of a noble character is the greatest asset to God and man. A noble character will surrender self
for service to God and the uplifting of humanity. All instruction and learning should be directed toward molding
the character of the student into the image God originally planned for man.
The source of true wisdom and understanding is God; therefore, the role of the teachers, administrators, and staff
is to inspire the students with principles of truth, love, obedience, honor, integrity, and purity which are derived
from the example of Jesus Christ.
“True education means more than the pursuit of a certain course of study...It is the harmonious development of
the physical, the mental, and the spiritual powers. It prepares the student for the joy of service in this world, and
for the higher joy of wider service in the world to come” (Education, p. 13).

MISSION STATEMENT
The mission of Greater New York Academy is to provide a Seventh-day Adventist Christian educational
environment within the context, philosophy and teachings of the Seventh-day Adventist Church. In this setting
young people from the New York metropolitan area and its environs can achieve their highest potential. Our
purpose is to offer a holistic secondary educational program that will prepare our students to render service to
family, community, and God.

HISTORY
The Greater New York Academy was founded in 1920 as a non-boarding high school for the purpose of providing
Christian education for the youth of the Greater New York Conference of Seventh-day Adventist. It is one of
many secondary schools operated by this denomination for the purpose of furnishing the opportunity to obtain a
Christian education under the most favorable circumstances. During its history, the Academy was located at
several places in the city. However, in 1944 the Greater New York Conference purchased a building in Woodside
Queens which serves as the present home of the Academy.
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ADMISSION AND REGISTRATION
ADMISSION POLICY
Greater New York Academy has been established primarily for the youth of the Greater New York Conference
area in grades nine through twelve who express and demonstrate a sincere desire for a Christian education, and
who pledge to live by the standards of the Seventh-day Adventist Church. Students who are not affiliated with
the Greater New York Conference will be accepted, if they meet the admission requirements.
Greater New York Academy admits students regardless of race, religion, color, national and ethnic origin to all
programs and activities generally made available to students at school, in the administration of its educational
policies, admissions policies, scholarship programs, and other Academy-administered programs.
This Handbook describes the nature of the school and declares its principles and aims. Students seeking
enrollment at Greater New York Academy should carefully study these principles to determine if they are in
accord with the purposes of their own lives.

APPLICATION
All new students must submit an Admissions Application, available online at gnya.org/admissions/application
package or from the Registrar's office, along with a non-refundable $50.00 application fee.
All letters of inquiry and application information should be sent to:
Greater New York Academy of SDA
Office of the Registrar
41-32 58th Street
Woodside, NY 11377
(718) 639-1752
Applications will be considered when all of the following have been received:
1. Completed application form with $50 Application fee (non-refundable).
2. Transcript(s) of credits earned from secondary school(s). (Students must request their previous school to
forward this information to the Registrar)
3. Eighth grade diploma and final report card.
4. Copy of Baptismal Certificate (if applicable).
5. Copy of Birth Certificate.
6. Proof of church membership (if applicable).
7. Recommendation forms from two responsible people (for example: previous principal, teacher, church
pastor) mailed directly to the Registrar
8. Current Immunization records – religious exemptions are no longer accepted per NYS Dept of Health
9. Physical examination for all new students
10. TB Mantoux Test results (Required of all first-time secondary school entrants in NYC)
Important! Apply well in advance of registration and take the incoming freshman exams. A faculty admission
committee must evaluate all applications before notification of acceptance can be sent. Application and
acceptance are required of each student before registration for classes may be completed.
All students must register on or before the date indicated in the school calendar (see gnya.org).
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FINANCIAL INFORMATION
FINANCIAL AGREEMENT - To enroll a student at Greater New York Academy, the parent or guardian
must accept financial responsibility for the student by signing an agreement with the school. Parents are advised
that students can be suspended should their account fall in arrears in excess of 30 days, unless satisfactory
arrangements have been made with the Business Office.

APPLICATION FEES
A fee of $50.00 for first-time enrollment must be enclosed with each application form. A late registration fee of
$50.00 will be charged to any student not registered by the designated date. These fees are not refundable.

TUITION PAYMENT
After the General Fee and the September tuition are paid in full, nine additional tuition payments are required,
with the final payment to be made by May 15, before the final exam permit can be issued. Payments can be made
by cash, check, credit/debit card or money order. Payments made after May 15 must be by money order or cash.
NO checks will be accepted after May 15. Parents are encouraged when sending payments to the Academy by
the student not to send cash as this could be lost or stolen.

FINANCE CHARGE
There will be a finance charge of 1.58% per month with a minimum of $1.00 on all balances that are older than
30 days. This only applies to accounts that carry over a balance from one billing cycle to the next. The annual
interest rate is 19%.

GENERAL FEE
This includes registration, internet access, labs, guidance, testing, accident insurance, school publications,
selected Student Association activities and educational field trips. (E-Books are NOT included in the General
Fee).

CLASS DUES
This is the student's contribution to their class fund. The amount charged depends upon the student's grade level.
They are paid annually, and are used for activities in which the students participate with members of their class.

GRADUATION FEE (SENIORS ONLY)
This fee includes the diploma, cap and gown rental, and other graduation expenses.

GENERAL STORE
The Academy maintains a General Store which provides the essential daily needs of students such as: school
supplies, socks, ties, school patch, sanitary knapkins, etc. Purchases made in the General Store can be paid for
in cash, at the time of purchase. After the initial e-book purchase, students must obtain written permission from
their parents before additional purchases can be made.

Further information may be obtained from the Business Office or the Registrar.
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ACADEMIC INFORMATION
CLASS RANKING
The classification of a student for the academic year is determined by the number of credits he/she has earned by
the end of each school year. Student classes are organized early in the fall according to the following levels of
academic achievement:
Freshman - Satisfied academic requirements for school entrance.
Sophomore - Completed six credits by the end of freshman year of attendance and has a minimum cumulative
GPA of 2.00.
Junior - Completed twelve credits by the end of sophomore year of attendance and has a minimum cumulative
GPA of 2.00.
Senior - Completed eighteen credits by the end of the junior year of attendance and has a minimum cumulative
GPA of 2.00.
Students are required to pass the minimum number of credits for their class ranking in order to participate in all
meetings and activities for that class.
A student may request that the Academic Affairs Committee review his/her class standing at the end of the first
semester. If there is sufficient evidence that credits and required courses have been completed a change may be
granted.

SENIOR CLASS STANDING
To be eligible to join the Senior Class, the student must meet the following requirements:
1. Successfully complete class work to have earned at least 18 credits by the end of the junior year.
2. “Incomplete” grades must be removed, no current grade of “F” is acceptable, and all correspondence work
must be completed.
3. Official transcripts of work done in other schools must be received.
4. Student's financial account must be current.

SENIOR CLASS PARTICIPATION IN GRADUATION
In order to participate in graduation, senior students must meet the following requirements:
1. By the end of the Senior Year, he/she will have completed the requirements for graduation as set forth
under “Graduation Requirements.”
2. Official transcripts from correspondence/night schools must be received two weeks prior to graduation.
3. “Incomplete” grades must be removed and no current grade of “F” is acceptable.
4. Student's financial account must be current.
At the time the student registers for the Senior Year, his/her program for both semesters must be approved.
Changes thereafter must be approved by the Academic Affairs Committee. Failure to do so may jeopardize the
student’s graduation status.

pg. 6

Seniors who have a deficiency of no more than 3 semester classes at the end of the seventh semester, will be
classified as Summer graduates and will receive their diploma only after all requirements have been successfully
completed from an accredited institution and have successfully completed their battery of NYS Regents
examinations. Students who exceed the maximum of three deficiencies at the end of the eighth semester will not
be allowed to participate in the graduation baccalaureate and commencement exercises. They will receive their
diploma only after all the graduation requirements are met and the student has a GPA of 2.0 or above.

GRADUATION WITH HONORS
To graduate with honors, the student must have a cumulative GPA of 3.5; with high honors, a cumulative GPA
of 3.7; and with highest honors a cumulative GPA of 3.9.

GRADUATION REQUIREMENTS FOR A REGENTS DIPLOMA
4.0 Credits of English
3.0 Credits of Math
3.0 Credits of Science
4.0 Credits of Social Studies
4.0 Credits of Religion
1.0 Credit of Business Education
1.0 Credit of Computers/Technical Education
2.0 Credits of Physical Education
0.5 Credit of Health
2.0 Credits of Foreign Language
1.0 Credit of Fine Arts
1.0 Credit of Service (20 clock hours per year.
1.0 Credit of any elective
Satisfactory Completion of required Regents High School Examinations.
Total = 27.5 Credits

REGENTS EXAMINATIONS REQUIRED
Comprehensive English
Mathematics
Global Studies & Geography and/or US History & Government
Science and/or one other NYS Regents Examination

REGENTS DIPLOMA WITH HONORS
Students who complete all tests with an average score of 90% or higher may be awarded a Regents diploma
with honors.

ADVANCED REGENTS DIPLOMA
Students can complete extra examinations to be awarded Regents diplomas with advanced designation. In order
to earn the advanced Regents diploma, students must pass three examinations in mathematics and two
examinations in science. They must also complete one additional class unit of a foreign language.
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GRADUATION IN ABSENTIA
Students must participate in the commencement services unless granted permission to graduate in absentia.
Requests for such permission must be submitted in writing to the Academic Affairs Committee at least one
month in advance of graduation. In case of an emergency, special consideration will be given.

ACADEMIC PROBATION
A student who has received an "F" grade in either semester for a class required for graduation or whose GPA is
less than 2.0 at the end of a semester is placed on academic probation and will remain in this category until the
deficiency is completed or the current GPA becomes 2.0 or better. The student's social activities and athletic
program WILL be curtailed until satisfactory scholarship is attained.

TUTORIALS
Students whose grades fall below 70% in any subject area will be required to attend tutorials either in school or
with parental arrangements. If parents choose to make their own arrangements, a letter from the individual or
organization providing the service must be submitted to the principal.

GRADE REPORTS
The school year is divided into 2 semesters of approximately 18 weeks each. At the end of each semester, a final
grade report is sent to the parents but parents are encouraged to view their child’s grades daily on Jupiter.

CHANGE OF PROGRAM
If it becomes necessary to make any change in the class schedule, proper arrangements must be made in the office
of the Principal, in consultation with the Academic Affairs Committee. Necessary changes in class schedules
should be made during the two-week period following registration.

GRADING SYSTEM
The following system of marking and recording grades is used; numerical equivalents are also indicated.

Letter
A
AB+
B
BC+
C
CD+
D
F
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Percentage
93 - 100
89 - 92
86 - 88
83 - 85
79 - 82
76 - 78
73 - 75
69 - 72
66 - 68
63 - 65
62 or less

Honor Points
4.00
3.66
3.33
3.00
2.66
2.33
2.00
1.66
1.33
1.00
0.00

TRANSCRIPTS
The Registrar issues transcripts of the student’s academic record upon written request by the student or the parent.
Requests for transcripts should reach the academy at least ten days before they are needed. The first five
transcripts to the graduating senior will be free of charge; thereafter a charge of $5.00 is assessed for each
additional transcript. If a transcript needs to be faxed, emailed or mailed, there will be a charge of $10.00.
Alumni’s will be charged a $10 fee for each transcript request and $100 fee for each diploma request. Forms are
on the website at gnya.org admissions for completion.

Transcripts are issued and records released only when accounts are paid in full.
SEMESTER EXAMINATIONS
Each semester all students’ accounts must reflect a zero balance before examination permits are issued.
Failure to settle all accounts will result in a student’s ineligibility to sit his/her examinations. All students
not taking final examinations will be given an incomplete (I) which will automatically change to an F if the
requirements for the course are not met within four weeks after the scheduled date of the finals.

INCOMPLETES AND FAILURES
An “Incomplete” is given for legitimate reasons such as illness or any other emergency, that the student was
unable to satisfactorily complete the requirements of the course. In this case, when the “Incomplete” has been
removed, full credit will be given for the work done.
It is the responsibility of the student to ensure that all assignments and tests are submitted to the teacher concerned
within TWO WEEKS OF RETURNING TO SCHOOL.
Students who miss a period or semester examination must have school permission to make up those examinations.
PERMISSION TO MAKE UP AN EXAMINATION IS NOT GRANTED FOR UNEXCUSED
ABSENCES.

REPEATING A COURSE
If a course is repeated, the old grade remains on the transcript but only the new or higher grade will be used to
determine the GPA.

CORRESPONDENCE OR OFF-CAMPUS STUDY PROGRAMS
Parents must request permission from the Academic Affairs Committee for a child to participate in any
correspondence or off-campus study program. Only previously approved correspondence and/or off-campus
course work will be counted as part of the regular load during the school year. Permission will be granted only
if the course desired is not available to the student at Greater New York Academy and if satisfactory scholarship
is maintained.
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FUNDAMENTAL STANDARDS OF STUDENT CONDUCT
Experience has taught that there are some practices that should not be permitted in our school. These include
practices that are offensive to church standards, state laws, insurance regulations and the common ethical code of
Christian living. Since Seventh-day Adventist schools would not knowingly admit students who participate in
the following practices, the first offense lays such students liable to serious discipline and/or to immediate
dismissal.
1. The ostentatious display of one's self by wearing jewelry, using other items of decoration or attire with
questionable inscriptions.
2. Using drugs or drinking alcoholic beverages; handling, possessing, or furnishing them to others.
3. Using tobacco in any form or having it in one's possession.
4. Gambling, betting, or possessing playing cards of the betting type, as well as Tarot or related cards.
5. Using profane language, or standard English terms or common gestures that have known vulgar or
profane connotations; indulging in lewd conduct or suggestion, possessing or displaying obscene literature
or pictures.
6. Being dishonest, including stealing, lying, or willful deception regarding violation of school regulations,
cheating in examinations, class work or in any other phase of school or business.
7. Destruction of or defacing Academy property.
8. Conducting one's self improperly with someone of the same or opposite sex.
9. Any sexual activity or sexual harassment.
10. Causing pregnancy or becoming pregnant.
11. Facilitating or undergoing the termination of pregnancy.
12. Playing or possession of unacceptable music and/or dancing on or in the vicinity of the school premises.
13. Making, possessing or handling firearms, firecrackers, knives or explosives of any type.
14. Tampering with fire alarms, extinguishers, or emergency exit doors.
15. Cutting classes or other forms of truancy.
16. Conspiring to participate in any act that injures, degrades, or disgraces a fellow student such as bullying
or cyberbullying.
17. Starting or joining any gang or club deemed inappropriate by the school.
18. Continued and willful disrespect for, disobedience to, or non-cooperation with delegated authority.
19. Denigrating the school or its programs by negative statements or attitudes, or written expression.
20. Tampering with locks to any classroom or any other Academy property or possession without
authorization of a key to any Academy lock, or breaking into and entering the building or a locked room
will be considered a serious offense by the Administration, and dealt with as such.
21. Climbing on school roofs and fences.
22. The inappropriate use of social media outside of school that negatively impacts the school.
23. Undermining the ideals and objectives of the school or of the Seventh-day Adventist Church.
A student whose spirit is manifestly out of harmony with the standards and principles of the Academy, or whose
influence is found to be detrimental, may be dismissed at any time after a formal written warning has been issued.
Students having been dismissed for reasons stated may not visit the school campus without previous permission
from the administration.
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SEXUAL BEHAVIOR
I. Greater New York Academy prohibits students from engaging in sexual conduct/activity. Sexual
conduct/activity includes any consensual sexual behavior that occurs outside of marriage. This includes sexual
intercourse, public displays of affection, intimate contact, homosexuality or behavior that exhibits a same sex
relationship, pornography, and actions (for example, spending the night with someone of the opposite sex), that
may lead to situations of temptation, regret and immoral conduct.
II. Homosexual Behavior: Greater New York Academy will respond to homosexual behavior rather than to
feelings or attractions and welcomes as members of the student body, all whose behaviors meet the standards of
the Seventh-day Adventist Church. Students can remain in good standing if they conduct their lives in a manner
that is consistent with the teachings of the church relating to sexual orientation and behavior. A student's stated
same-gender attraction will not be considered a violation of school policy, however, the school does require all
in the student community to abstain from sexual conduct/activity. Homosexual behavior is inappropriate and
violates the teachings of our faith, and includes not only sexual relations between members of the same sex, but
all forms of physical intimacy that give expression to homosexual feelings.
III. In its admission practices Greater New York Academy does not discriminate on the basis of sexual
orientation, but does discriminate on the basis of sexual misconduct, which includes but is not limited to nonmarital sexual misconduct, homosexual conduct, or the encouragement or advocacy of any form of sexual
behavior that would undermine the Christian identity or faith mission of Greater New York Academy and the
Seventh-day Adventist Church.

DISCIPLINARY MEASURES
In order to assist students in developing acceptable behavioral habits, the following progression of consequences
will generally be taken.

TEACHER
1. Oral warning to the student.
2. Parent/Guardian contact through telephone and/or written notice.
3. Classroom detention of no more than 30 minutes.

DISCIPLINARY COMMITTEE:
1. In-house suspension.
2. Suspension from school.

GNYA BOARD OF TRUSTEES:
1. Suspension from school.
2. Expulsion.
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ATTENDANCE POLICY
Part of every student's education involves learning to meet all appointments on time. These appointments include
chapel, classes, and work, if applicable. In order to assist a student in forming good attendance habits, the
following policy is in effect covering absences.

I. Policy on Legal and Personal Absences, Tardiness and Early Departure
A. Excused Absences accepted by New York State and the Academy include:
1. Sickness/Personal
2. Death in the immediate family
3. Severe weather conditions snowstorms, hurricanes, etc.
4. Court appointment
5. Medical appointments (appointments should be scheduled after school, if possible).
6. School outings. Participating students will be counted present
a. School organized field trips
b. School related emergencies
c. School promotional tours
Students must submit a written excuse from the parent, or a doctor’s note upon returning to school after an
absence.
B. Personal Excused Absences deemed essential by parents (a maximum of two times per year) may include:
1. Special circumstances: out-of-town weddings, college visitation, etc.
2. Church related absences subject to school approval: Pathfinder Camporee, Youth Congress, etc.
C. Unexcused: An absence, tardiness or early departure is considered unexcused if the reason given does not
fall in the above category. Some unexcused reasons include vacation, babysitting, haircut, oversleeping,
obtaining a learner’s permit or road test.

Attendance Codes
Code
Meaning
DA
E Doctor’s Appointment
EA
E Excused Absence
ET
E Excused Tardy
FA
E Financial Absence
IHS
U In-House Suspension
LI
E Long Illness
TL
E MTA Lateness
S
E Sick
SU
E Suspension
TA
U Tardy Absence
UA
U Unexcused Absence
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Key
Code
E
=
U
=

Meaning
Excused Absence
Unexcused Absence

II.

General Regulation
A. If a teacher is unable to meet a classroom appointment on time or is absent from school, students are to
remain in the classroom unless directed to do otherwise by the Principal. Students are not to leave the
campus, go to the gymnasium, schoolyard, restrooms, or any other area of the campus without permission
during a teacher's absence.
B. If a student cuts any class period, the teacher will notify the Principal, and the student will face
disciplinary action.
C. Students are not permitted to leave the school building or the gymnasium during or between classes unless
authorized by administration.
D. Three unexcused tardiness equals one absence.

III. Proper Clearance of Absences and Tardiness
A. The student is responsible for submitting to the Registrar's Office a written excuse signed by the
parent/guardian noting the reason for an absence or tardy and the date(s) covered.
B. All written excuses for absences must be turned in to the Registrar's Office within 2 days following a
student's return to school in order to be recorded as excused.
C. Students with legal absences and/or personal absences must arrange with individual teachers for
permission to make up work. Students with unexcused absences may lose all make up privileges.

IV. Excessive Absences
A. A student with 14 or more absences during a semester will receive an N/G for the course. Upon the 14th
absence, the principal, registrar and faculty will review the circumstances relative to the absences prior to
the denial of course credit. The student and his/her parent/guardian will be given the opportunity to be
present at the meeting. If the student was failing the class in question he/she will receive an F grade. (This
includes excused and unexcused absences in accordance with New York State regulations). In a case
where a student earns a passing grade, credit will not be denied for the course providing all course
requirements are met.
B. School personnel will attempt to notify parents by telephone each time a student receives 3 absences in a
class. If the attempt to make telephone contact is unsuccessful, then parents will be notified by mail. The
grade report is the final notification of such absences.
C. In extenuating circumstances such as severe illness/injury, parents have the privilege of requesting special
consideration from the Academic Affairs Committee before the end of the semester in question.

V. Punctuality
All students are required to arrive at school and to classes on time. There is a zero tolerance
policy for un-excused late arrival to all classes. Students who arrive to class after the second bell for that class
period will serve a 30 minutes detention the day following the infraction.

VI. Review of Attendance Record
The principal will work in cooperation with the Registrar and the faculty member responsible for attendance
issues to review attendance records at the end of each quarter. This review will serve to identify individual
attendance patterns and to take the necessary steps to address the problem of unexcused absences, tardiness and
early departures.
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VII. Intervention Strategies
In order to effectively intervene when a pattern of unexcused absences, tardiness or early departure is identified,
the team to review attendance records will pursue the following:
A. Identify specific elements of the pattern, e.g, time frame, reason for unexcused absences, tardiness or early
departure.
B. Discuss strategies to directly intervene with specific elements;
C. Implement recommended changes.

VIII. Attendance Award
This award is given to students who exemplify themselves through responsibly meeting or properly arranging
for all their appointments while enrolled at Greater New York Academy. Seniors who have achieved perfect
attendance during their years at G.N.Y.A. are recognized during the graduation exercises each year.

Other Incentives
A. Attendance honor rolls may be posted in prominent places in the building and included in the school
newspaper.
B. Acknowledgement at award assemblies.
C. Poster contest/essay on importance of good attendance.
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DRESS CODE
Greater New York Academy believes that the following dress code upholds the standard of a Christian school
where principles should be at their highest. It is hoped that all students will take seriously the importance of
dressing in an appropriate manner, maintaining neatness and modesty in their appearance. Students must be
in full uniform to enter and leave the building.

YOUNG MEN AND YOUNG WOMEN'S GENERAL REGULATIONS
1. Ornamental jewelry such as rings, necklaces, bracelets, chains, earrings, anklets, medallions, arm bands,
or any other items contrary to traditional Seventh-day Adventist beliefs and principles designated to draw
undue attention to one's self are not permitted. Jewelry will be confiscated and returned only to parents at
the conclusion of the year with a $25.00 recovery fee.
2. Any make-up applied during class or chapel time will be confiscated and not returned. Hair should not be
combed or brushed during these times either.
3. Students are not permitted to wear any kind of head-wear or head-gear inside the school buildings at any
time. Head bands worn when engaged in physical activity in the gym is allowed. If worn outside of gym
class, they will be confiscated and a $2.00 recovery fine is attached.
4. Men's hair should be well groomed and kept clean and combed or brushed. There shall be no braids, no
locks, no twists, no color, or any other hairstyle deemed inappropriate by the administration, no cutting of
eyebrows, no picks or combs left in hair, no headbands (see above).
5. Women’s hair should be well groomed at all times. The hair color should be of natural tone.
6. All school-sponsored activities require regular school attire unless otherwise specified by the
administration.
7. During Semester and New York State Regents Examinations school uniforms must be worn.
8. Students are not to return from the Gymnasium and enter the main building at any time wearing gym
uniforms or shorts.
9. Sneakers or shoes/boots that leave black marks are not to be worn in the Gymnasium.
10. Clothing and personal possessions with offensive or questionable inscriptions are not to be worn on
campus or to school sponsored activities.
11. Sun glasses are not to be worn in the school buildings at any time. If worn, they will be confiscated, and
the student charged a $2.00 recovery fine.
12. No changing of clothes in the classrooms or cafeteria.

YOUNG WOMEN'S DRESS REGULATIONS
1.
2.
3.
4.

Skirts modest in length (on the knee) combined with a blouse/shirt/sweater.
Blouses or shirts must not be worn unbuttoned nor with the tails hanging out of the skirt at any time.
The GNYA gym uniform is required for gym classes.
Modest dress does not include low necklines (front or back), sleeveless tops, cutup jeans, or sheer
materials. Attire must not be tight fitting.

YOUNG MEN'S DRESS REGULATIONS
1.
2.
3.
4.
5.
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Dress trousers with dress shirts and ties, blazer or sweater.
Shirts must not be worn unbuttoned nor with the tails hanging out of the pants at any time.
The GNYA gym uniform is required for gym classes.
Attire must not be tight fitting.
Socks - Navy blue or black

YOUNG WOMEN'S UNIFORM REQUIREMENTS:
1.
2.
3.
4.
5.
6.
7.

Skirt -solid gray.
Blouse - Choice of white Oxford or pointed collar, short or long sleeve, washable.
White Polo shirt with the schools emblem in place.
Stockings/Tights—Navy blue
Sweater - Navy 100% orlon v-neck cardigan with emblem (style #6300). S/M/L/XL
Dress Shoes Black (closed) - NO SNEAKERS
GNYA’S gym uniform includes: hooded sweat shirts, sweat pants, shorts, T-shirts in royal blue and white
with emblem. These may be purchased from Mr. Szoboszlai our Assistant Principal.

YOUNG MEN’S UNIFORM REQUIREMENTS:
1. Navy polyester and wool bi-blend with front pleats. Washable, ready-to-hem with no outside pocket.
2. Shirt - White Oxford button-down collar and front pocket, reverse cotton blend, washable.
3. Navy blue or white polo shirt with the school emblem may be worn.
4. Tie - Uniform dress tie in a choice of navy stripe (NVSA) or solid navy.
5. Sweater - Navy 100% orlon V-neck cardigan with emblem (style #6300)
6. Blue blazer with school emblem (optional)
7. Blue vest with school emblem (optional).
8. Socks Navy or black
9. Dress Shoes Black (closed) - NO SNEAKERS
10. GNYA’s gym uniforms include: hooded sweat shirts, sweat pants, shorts and T-shirts in royal blue and
white with emblem. These may be purchased from Mr. Szoboszlai our Assistant Principal.

VIOLATION OF REGULATIONS COVERING DRESS STANDARDS
1. Faculty members are authorized to deny building and class admission to any student not observing the dress
code.
2. Parents will be notified immediately.
3. Students improperly dressed will be asked to return home and will receive an unexcused absence.

pg. 16

GENERAL INFORMATION
QUALIFICATIONS TO HOLD STUDENT OFFICE
In order for a student to be eligible to hold office in any Academy organization, they must be an exemplary student
in scholarship and citizenship. No student who, during the previous grading period, received a grade of "F" or
"I" in a class will be eligible to hold office.
Students eligible to hold office must meet the following requirements:
1.
Minimum grade point average of 2.50 for two consecutive marking periods for a minor office, and a
minimum grade point average of 3.00 for two consecutive marking periods in order to hold a major
office in any Academy organization. (The GPA as specified above for minor/major offices must be
maintained.)
2.
Satisfactory citizenship must be maintained while in office.
3.
Student Association President must be in attendance for two years before seeking office.
A student may not hold more than one major and one minor office, or three minor offices, during the school year.
Major offices include: President, Vice-President and Treasurer.

CONTACTING STUDENTS AT SCHOOL
1. In case of emergency, parents can contact the office, not their child’s cell phone.
2. Students are not permitted to use the office telephone for personal incoming or outgoing calls.

PERSONAL PROPERTY
Students are responsible for their personal property. Students are discouraged from keeping sums of money in
their lockers or on their person. The Academy cannot be responsible for money or other valuables left in the
school buildings or anywhere on the academy property.

ELECTRONIC DEVICES
Laser beam instruments or other forms of electronic devices may not be brought to school and are not permitted
at school sponsored activities. If seen they will be confiscated and will be returned at the end of the school year
to the parent.
If it becomes necessary for a student to have a cellular telephone, it must be powered down before entering the
building. Cell phones must not be seen or heard while in the building. Cell phones may be turned on only after a
student exits the building. Students in violation of this policy will have their cell phones confiscated. A fine
of $25.00 will be charged to the student and returned to him/her once payment is received.

STUDENT LOCKERS AND UNAUTHORIZED KEYS
All students are issued a locker and a lock at the time of registration. This may be shared with another student.
The lockers are the property of Greater New York Academy and are subject to inspection by authorized personnel
at any time.
Students are advised not to keep money or valuables in their lockers. The school assumes no responsibility for
damage or loss of personal property left in lockers.
Students are required to empty their lockers at the end of the school year. Any items left behind will be discarded.
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STUDENT ID
All students will be issued a student ID at the beginning of the school year. This is the property of Greater New
York Academy and becomes void upon the student leaving the academy. A replacement fee of $5.00 will be
charged.

WORKING PAPERS
New York State Labor Laws require that every student 17 years of age and under must apply for a work permit
in order to work. Application forms for Employment Certificates can be procured from the Registrar’s Office. It
is necessary for the student to supply the following before the issuance of Employment Certificates by the New
York City Board of Health:
1. A copy of his/her birth certificate as proof of your age
2. An original Certificate of Physical Fitness.
3. School Record – a letter from the Registrar showing enrollment.

LEAVING SCHOOL
The Academy is operated as a closed campus during the school day. This means a student may not leave the
campus during the school day for any reason without specific permission from the Principal. This applies even
in the case of illness. Junior and Senior students are given the privilege to go off campus for lunch.

ARRIVAL AND DEPARTURE
Students must not arrive at school more than 15 minutes before the start of school and must leave no later than
30 minutes after their last class. Arrangement may be made with a member of the school staff, if it is necessary
for a student to remain beyond these allotted times due to special circumstances. Parents should arrange for their
young people to leave school within 30 minutes after their last class is dismissed.

VISITORS
No visitors are allowed in the classrooms. Upon entering the campus all visitors are required to inform the front
office as to the purpose of their visit. The front office will then contact the teacher or student who will meet the
visitor in the front office. At no time are visitors allowed to roam the halls, cafeteria and classrooms or any part
of the school. When special programs are presented, visitors must acquire a visitor’s pass and are only allowed in
the designated areas specified on the pass. If a visitor fails to obtain a visitor’s pass from the school office, he/she
will be asked to leave the campus. Former students are not exempt from this policy.

CHEWING GUM, EATING AND DRINKING
Because of the potential damage to floor surfaces and furniture, gum chewing is not permitted in any area of the
school facility at any time. Students chewing gum in the building are subject to a fine of $2.00.
Eating and drinking should be done only in the cafeteria or designated areas, and are not permitted in classrooms
or labs. No eating or drinking is allowed in the chapel except during special school-sponsored banquets or dinners.
There will be NO eating or drinking during class sessions in the classrooms.
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SCHOOL CLOSURE DUE TO SEVERE WEATHER
When school is closed due to weather, announcements are made by 6:30 AM over radio stations WCBS (Channel
2). The school's website (www.gnyacademy.org) will have information about the school's closure, and on Jupiter.
If an announcement has not been made by 7:00 AM, the Academy will be open as usual and students will be
expected to attend classes.

LOST AND FOUND
The school does not assume responsibility for lost articles or for personal property left by anyone on the school
grounds or in school buildings either during or after school hours. Lost items, which have been found or turned
in may be claimed from the principal. At the end of the school year, any items left will be disposed of.

MOTOR VEHICLES
Vehicles used by students are to be parked on the street upon arrival at school, and not in the school parking lot.

MARRIAGE
Marriage of a student is not permitted, while enrolled as a student of the Academy.

CHAPEL
Chapel services and assemblies are important in building proper school spirit, character, responsibility and holistic
development. Electronic devices, Books, notebooks, or other materials for studying or reading are not to be
brought to chapel or assembly. Courtesy and appreciation should be shown to all speakers, performers, and
program participants. Chapel attendance is required of all students, and they are also encouraged to bring their
Bibles. Students entering late will be subject to disciplinary measures. Students who are continually disruptive
or disrespectful during services or programs will be removed, and may face disciplinary action. Students are
encouraged to participate in chapel programs. No student will be exempt from attending chapel.

LUNCH PROGRAM
Home cooked meals are prepared daily Monday through Thursday. All students are encouraged to take advantage
of this service. All Freshmen and Sophomores must remain on campus during their lunch period. They are
required to bring their own lunch or to purchase it from the cafeteria. Only Seniors and Juniors may be allowed
to go off campus for lunch.
Juniors and seniors are not allowed to purchase food or drinks for freshmen and sophomores. If a student violates
this policy, the junior or senior or the entire class will lose the privilege of going out to lunch.
*Students who violate this policy will be subject to disciplinary action.
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COMPUTER POLICY
The Computer policy defines the boundaries of acceptable use of GNYA technology resources. It reflects the goal
of the Academy, which seeks to foster academic freedom while respecting the principles of freedom of speech
and privacy rights of Greater New York Academy students, faculty, staff, and guests. These resources include but
are not limited to computers, networks, electronic mail services, electronic information sources, voice mail, and
other communication resources. GNYA technological resources are the property of the Academy and are to be
used for the advancement of Academy's educational, research, service, community outreach, administrative, and
business purposes only.
The technological resources provided by the Academy are provided for the sole use of the faculty, staff, and
currently enrolled students. Such resources are privileges to the users who are required to act in a considerate and
responsible manner, following all Christian standards of behavior. Remember that some materials accessible by
technological resources are illegal, defamatory or potentially offensive to some people. When a user's affiliation
with GNYA ends, GNYA will terminate access to the user's accounts. The school may permit the user, at its
discretion, to have access to accounts and e-mail forwarded or redirected for a limited period of time. Users are
required to comply with this policy as well as state and federal laws. Enforcement of these policies will be
consistent to GNYA administrative policies and procedures.
Students and parents/guardians must read and accept the computer policy. Acceptance is confirmed when the
Application for Admission to Greater New York Academy is signed.

ACCEPTABLE AND UNACCEPTABLE USES
All users are responsible for following Christian standards of behavior, while using any technological resources
just as they are in the school building.
Users must comply with all local, state, and federal laws and regulations and must respect the rights and privacy
of others, including intellectual and personal property rights.
Users are required to maintain the security of accounts and are advised to protect and regularly change their
account's passwords.
Storage areas on the network are property of the school, and Network administrators may review files and
communications to maintain system integrity and to ensure that users are using the system responsibly. Users
should not expect that files will always be private.
Users should access only technological resources which have been authorized for their use and must identify
computing work with their own names or other approved IDs, so that responsibility for the work can be
determined and users can then be contacted in unusual situations.
Access to the Internet is a privilege granted by GNYA. It is not an automatic right which accompanies the payment
of tuition and/or fees. Users shall act in a considerate and responsible manner. The interference with or disruption
of the computer or network accounts, services, or equipment of others is prohibited. The intentional introduction
of computer “viruses” or “worms”, the sending of electronic chain mail, denial of service attacks, and
inappropriate “broadcasting” of messages of individuals or hosts are prohibited.
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Configurations of lab hardware and software shall not be altered. This includes but is not limited to the following:




Modifying backgrounds, wallpapers, icons etc.;
Downloading and installing screen savers;
Installing Yahoo Messenger, ICQ, or other programs.



Inappropriate use of technological resources includes but is not limited to the following:
- Sending or displaying obscene or offensive messages, pictures, languages, graphics, songs, etc.;
- Forwarding messages that have been identified as 'virus infected';
- Harassing or insulting others;
- Using someone else's account;
NO Eating or drinking in the computer lab;
NO employing the network for commercial purposes;




Those users who have access to privileged or sensitive information may not disclose that information for
any purposes other than approved official Academy business;
Users of software owned by the Academy must agree to abide by the limitations included in the copyright
and license agreements entered into with vendors. It is the user's responsibility to become familiar with
the specific copyrights and licensing agreements for each product before using it. It is unlawful to copy
most software products. If other arrangements are made with a vendor, users must abide by stated
provisions.

Users shall not attempt to copy or destroy programs or files that belong to the Academy or other protected sources
without prior authorization from the head of the Technology Department. Programs and data provided by the
Academy may not be taken to other computer sites; individually owned programs and programs acquired at other
computer sites cannot be used at the Academy without authorization.
The Academy reserves the right to limit computer access through supervision and certain software. Violations of
this policy may result in loss of access to all technology resources as well as other disciplinary or legal action.
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EXTRA-CURRICULAR ACTIVITIES
RECREATIONAL OPPORTUNITIES
All such activities are under the supervision of the Physical Education Director. Activities include boys and girls
Basketball, Volleyball, Flag Football, and Softball. Other recreational activities are sponsored by the Physical
Education Department and the Student Association (SA).
ADVENTIST YOUTH FOR BETTER LIVING TEAM (AYBL)
Geared for students having a desire for involvement in witnessing activities and healthful living programs.
Visitations are made to elementary and secondary schools in the metropolitan area in which programs are
presented on the hazardous effects of smoking, drinking and drugs. Opportunities may also be made available
for involvement in the Five-Day Smoking Plan. There are opportunities to present chapel talks as well as
sermonettes in local Seventh-day Adventist churches to promote Christian education. Students interested in the
development of public-speaking skills will find this organization beneficial.
CHORAL ORGANIZATION
Students interested in the development of vocal music skills. Members in this organization will visit schools and
churches to present musical programs.
SCIENCE CLUB
Primarily for students having a high interest in science-related activities. Entrance into the Science Club is
contingent upon the student's maintaining satisfactory grades and approval of the Director of the Science Club.
STUDENT FACULTY COUNCIL
Students who wish to work with faculty members to create a better environment between faculty and students.
Any conditions that affect the student body can be discussed here with suggestions being taken as to how things
can be changed for the better.
GAMMA NU ALPHA, STUDENT ASSOCIATION (SA)
All students by virtue of their enrollment, together with all members of the faculty, are automatically members of
Gamma Nu Alpha, the Student Association. This organization is the center of student activity on the campus. It
provides students with the opportunity to develop leadership, practice parliamentary procedures, plan and
administer activity programs. Selected officers and faculty sponsors govern this organization.
SPOTLIGHT - NEWSPAPER
The SPOTLIGHT is the school newspaper, providing news of the Academy and its activities, and promoting its
interests. It also provides students with the opportunity to develop journalistic skills.
SKYSCRAPER
The Skyscraper is the Yearbook of the Academy. It gives an annual record of the Academy, its faculty, staff,
student body, and activities. The yearbook is prepared by the Senior Class.
ALUMNI ASSOCIATION
Graduating students, as well as all former graduates, are encouraged to remain in touch with GNYA through the
Alumni Association. Please provide the Alumni Coordinator with your current address and phone numbers, so
that we can keep you informed of the activities of one of the last bastions of Christian Education through
newsletters, publications and special offers. Please include in all correspondence your “Class of ______”
information, or mention which years you attended. Also, don’t forget to join our Facebook page at Greater Nya.
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AWARDS
Students who attend Greater New York Academy have the opportunity to be rewarded for participation in certain
aspects of the schools program. It is hoped that these awards will help in motivating each student to achieve the
highest potential. The annual awards include but are not limited to the following:
ACADEMIC AWARD FOR EXCELLENCE IN VARIOUS SUBJECT AREAS - These awards are given to
students who maintain a cumulative grade point average of 4.0 during the first semester of each academic year.

ACADEMIC IMPROVEMENT AWARDS - This award recognizes those students who show academic growth in
various subject areas throughout the semester.

THE PRINCIPAL’S AWARD - This award is given to those students who maintain a grade point average of 4.0 for
the first seven semester of high school. Five of these semesters must be spent at Greater New York Academy.

THE FACULTY AWARD - This award provides an opportunity for the faculty to give recognition to members of the
senior class who have exemplified themselves through deportment, participation, and various aspects of the school’s
program.

ATTENDANCE AWARD - This award is given to seniors who have exemplified themselves through responsibly
meeting or properly arranging for all their appointments while enrolled at Greater New York Academy.

NATIONAL MERIT SCHOLARSHIP AWARD - Greater New York Academy participates in the National Merit
Scholarship Program and gives special recognition to those students who attain commended student, semi-finalist, or finalist
status. This status is achieved through their performance on the PSAT Examination taken in October of the junior year.

PRESIDENTS AWARD FOR ACADEMIC EXCELLENCE - Members of the senior class who have maintained
a grade point average of 3.5 or above, and have demonstrated a commitment to the school and its objectives.

NATIONAL HONOR SOCIETY AWARD - This award is given to students from grades 10-12 who have outstanding
scholarship, character, leadership and service. Once selected, students have the responsibility to continue these qualities.
They will be classified as active, honorary and graduate. Active members shall become graduate members at graduation
and shall receive their society pins and sashes at that time. Graduate members shall have no voice or vote in chapter affairs.

CARING HEART AWARD - This award is given by the North American Division of Seventh-day Adventists. It is
presented to the senior student who has displayed exceptional evidence of service to the community. This is a financial
award with the benefit of a matching fund from the President of the United States. The responsibility is on the student who
receives this award to apply for the matching fund.

AWARD SYMBOL AND GRADUATING ACADEMIC REGALIA - These symbols are worn with the
graduation regalia and are limited to:
1. A gold and blue sash worn and gold and blue tassel worn by students of the National Honors Society.
2. A gold cord to be worn by students graduating with academic honors.
3. Award pins which may be worn on the student's gowns.

INTRAMURAL AWARDS These awards are given to students who demonstrate exemplary sportsmanship in various sporting activities.
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CONCLUSION
It is distinctly understood that every student who applies for admission to Greater New York Academy thereby
pledges to observe the Christian principles upon which this Academy is operated, whether they are on or off
campus. If this pledge is broken, it is further understood that by such infractions they may forfeit this membership.
In all phases of student life on the campus, students are encouraged to conduct themselves as wholesome Christian
citizens. No more is expected; no less is acceptable.

The aim of the students of the Academy is the aim set forth by Inspiration: "Higher than the highest human
thought can reach is God's ideal for His children. Godliness--Godlikeness--is the goal to be reached." With this
aim the student strives to become more like the perfect example of Jesus Christ.

As students, faculty and staff strive toward excellence, all can join with Paul in declaring, "I can do all things
through Christ who strengthens me," Philippians 4:13.

A Culture of Godliness, Excellence, and Leadership
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EMERGENCY MANUAL

DISASTER AND
PREPAREDNESS
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Introduction
Disaster preparedness implies the ability to respond quickly and effectively to any threat and
emergency. How people react in an emergency situation depends largely depends upon how well
they have been trained to respond to these emergencies. The faculty and staff of Greater New York
Academy will be trained to respond appropriately to meet emergencies and provide students with the
knowledge and practice they need to act wisely in such situations. Everyone will know what the
dangers are and what actions should be taken to protect people and school property from the effects
of danger.
Objectives
1. To provide for effective cooperation with community and disaster planning.
2. To provide for effective action to minimize injuries and loss of life among students and school
personnel in case of disaster during school hours.
3. To provide for protection of school property in time of disaster.
Disaster Survival Supplies and Preparation
Greater New York Academy maintains three day supplies of food (non-perishables) and water for
students and staff in the event of a major catastrophe which would make it impossible for parents to
get to the school and pick up students or for students to make it home on their own. We also maintain
first aid kits in the building.
Additional supplies include flash lights, batteries, extra first aid supplies, supply of latex gloves, and
extension cords.
Off Campus Location Options
In the event that Greater New York Academy campus must be evacuated and students need to be
moved to off-campus site, arrangements have been made to move students and staff to the following
locations:
1. Jackson Heights Seventh-day Adventist Church/School
Contact: Church Pastor Steven Siciliano at
2. Greater New York Adventist Community Service Center
58th Street
Woodside, NY 11377
Contact: Ratomponiony Rasandy at 917-848-7944
Emergency Numbers
108 Precinct
Fire Department
Greater New York Conference Office of Education
Child Protection Services
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718-784-5411
516-627-9350

Cell Phone Numbers
Jacques Patterson
Walter Szoboszlai
Claudia Valcin
Natalie Santiago
Robenson Cyprien
Alicia Quinones
Nkarlo Alexander
Line of Authority
Jacques Patterson:
Walter Szoboszlai
Claudia Valcin:

347-277 9906
631-455 4654
631-575 0903
978-333-3908

Principal
Asst. Principal
Business Manager

First Aid
Natalie Santiago
Walter Szoboszlai
Protecting of Records
Natalie Santiago
Jacques Patterson
Alicia Quinones
Informing Teachers
Jacques Patterson
Walter Szoboszlai
Natalie Santiago
Notifying Utilities
Claudia Valcin
Notifying Authorities
Jacques Patterson
Walter Szoboszlai
Claudia Valcin

Control Center
The Control Center for information and directions is the administration building. The person
responsible for disseminating information is the Registrar/Admin Assistant to the Principal.
All school personnel shall receive instructions from the principal. Should New York City Police come
on campus, they will take charge and instructions will come from them. Everyone must follow any
instructions from them.
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Specific Action Commands Used
DROP
DROP & COVER
STAND BY
FOLLOW TEACHER
EVACUATE BUILDING
GO HOME
Communication
Use of cell phones by students may restrict airwaves. Students will, however be allowed to contact
parents to inform them of their safety. Be sure that the call is brief.
Panic Control
Competent supervision of students during an evacuation is necessary. School personnel who are
assigned to assist the evacuation should be those who command attention and are able to give calm
decisive instructions at places where groups are likely to form.
In the event that a group begins to panic, school personnel must understand the importance of the
following:
1. Reassure the group by exerting positive leadership and by giving information and instructions
calmly.
2. Do not permit rumors to add to the confusion. Identify persons who are frightening the others in
the group and take steps to counteract their actions.
3. Demonstrate decisiveness. Suggest positive actions. Instructions must be given in terms of
what to do instead of what not to do.
Classroom Crisis Checklist
All teachers should have the following items readily available:
1. Lockdown guidelines
2. Green sheet to signal OK
3. Red sheet to signal injured
4. Name tag for the teacher so that he/she may be easily identified by the law enforcement officer
5. Disposable gloves
6. Plastic zip lock bags
7. Pens/pencils
Office Crisis Checklist
1. Lockdown guidelines
2. Green sheet to signal OK
3. Red sheet to signal injured
4. Name tags for administrators, registrar/admin asst. and maintenance personnel
5. Disposable gloves
6. Zip-lock bags
7. Pens/pencils
8. Bottled water
9. Parent contact forms for all students
10. Attendance sheets
11. Campus maps
12. Master keys/gate keys
13. Staff Directory
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14. Master class schedule
15. Walkie-talkie fully charged
Bomb Threat
Every person who answers the school telephone, whether staff member or student helper, must
understand the importance of calm and reasonable action when a bomb threat is received.
Information obtained by that person may be of great importance to law enforcement officials.
The person receiving the threat should keep the caller on the line as long as possible to obtain the
information that will be needed by the police.
Information which will be helpful to the police includes:
1. The exact time of the call
2. Voice characteristics of the caller:
a. Approximate age, man, woman, boy or girl.
b. Accent or peculiar voice inflection
3. Background noises: music, traffic, laughter etc.
The caller may reveal where the bomb is located, what time it is supposed to explode, and why the
bomb was placed in the school, If he/she does not, the person receiving he call should try to obtain
that information.
Immediately after contact with the caller has ended, the person receiving the call should report all
information to the designated authority. The person should forward such information to the
appropriate school officials and civil authorities.
Because of the technical difficulties involved I tracing a telephone call, school administrators must
discuss with the police officials the circumstances under which a call may be traced. Information
regarding each telephone bomb threat may be used by the police to determine if a pattern of calls is
developing. In the event that a pattern is identified, the police, together with the telephone company,
will take the necessary steps to initiate a trace.
Administration shall make the appropriate decisions regarding:
1. Evacuation of students
2. Notifying of police
3. Assistance in carrying out instructions from the police or other authorities.
4. Decisions to return to the building and/or dismiss school.
The signal for evacuation will normally be the fire bell; however, care must be given to the type of
signal used for evacuation. If the bomb is attached to the electrical system, use of the fire bell could
detonate the explosive.
Doors must be locked during evacuation to prevent anyone from reentering the room.
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Chemical Accident (Off Campus)
Warning of chemical accident is usually received from the fire or police department or from civil
defense officials when such an accident occurs sufficiently near the school to be a safety threat.
Potential hazards are: an overturned tanker, either a truck or a train, a broken fuel line, or an accident
in a commercial establishment that use chemicals. If such accidents occur near the school, or if the
wind is such that it would carry fumes from the accidents to the school, follow necessary procedures.
Whether the accident occurs at the school or off the school grounds, institute the following
procedures:
1. Determine the need to implement action: LEAVE THE BUILDING
2. Determine whether the students and staff should leave the school grounds.
3. If it is necessary to evacuate the area, move crosswind, never with or against the wind which
may be carrying fumes.
4. Render first aid as necessary.
5. Notify the Fire Department.
6. Notify the Police Department.
7. Take attendance.
8. Notify the Local Conference Office of Education.
9. The principal will direct further action as required. Students and staff must not return to the
school until the fire department officials have declared the area to be safe.
Civil Disturbance
The activities of school personnel must be such that they do not interfere with or hinder policemen in
carrying out their duties. Depending on the intensity of the disturbance, police may wish to simply
advise and assist school personnel, or they may require the service of school personnel in identifying
those persons who are causing or encouraging the disturbance.
In the event of a civil disturbance or impending disturbance, the school principal will immediately
notify the local Conference Office of Education and the Police Department.
Under the direction of the principal, male faculty members will surround the participating students, if
possible, to prevent others from joining in the disturbance and to confine the disturbance in one area.
The school’s Registrar/Office Manager will turn off the bell system to prevent students from
automatically leaving one classroom to go to another.
Teachers who have prep periods will report to the principal’s office for assignment of specific duties.
School personnel will not enter the group or take any action that will provoke violence. Male faculty
members will escort students to their proper locations on the campus, if necessary, to avoid
disturbance in other areas of the campus or to prevent such students from returning to the
disturbance.
The school principal will determine which doors will be locked to contain the disturbance. Exits will be
designated and a staff member stationed at such exits.
Restroom areas should be carefully supervised.
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Earthquake
Initial Steps
1. Drop (Teacher/Supervisor implements this command)
Dropping to your knees in a crouched position, take cover under a nearby desk or table, face
away from window.
2. Cover
Cover eyes/face by holding your face against your arm.
3. Hold
Hold on to the table or desk legs and be prepared to move with it.

Follow up Steps
 When safe, move students out of building into wide open space. Do not run, stay away from
power lines, trees, and building.
 Do not re-enter building until building is inspected and deemed safe.
 Take attendance
 Administer first aid if needed.
 Request assistance as needed from police or fire department.
 Notify Conference Office of Education.
If Outside on School Grounds
When an earthquake occurs while outside with students, the following steps should be taken:
1. Drop: The person in authority implements the “Drop” action.
2. As soon as possible move the students away from buildings, trees and exposed wires. Do not
run, the safest place to be is in the open. Stay there until the earthquake is over.
3. Follow appropriate instructions given for “inside school building.”

Explosion
“Drop” command is to be given immediately in the event of an explosion at the school or within a
school building. If the explosion occurs within the building or threatens the building, the teachers
will then implement action LEAVE THE BUILDING.
1. Sound the fire alarm
2. Move to an area of safety and maintain control of students.
3. Render first aid if necessary.
4. Notify the Fire Department.
5. Notify the 108 Precinct.
6. If it is possible to fight small fires without endangering life, do so.
7. Take attendance.
8. Notify the Conference Office of Education Superintendent.
9. The principal will direct further action as required.
Students and staff must not return to the school until the fire department officials declare the area
safe.
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Fire
1.








Sound the Alarm and initiate evacuation procedures as trained and practiced in drills.
Evacuate according to posted route.
Students should leave in an orderly fashion, walking single file…no running or talking.
The teacher is the last person to leave the room.
Lights are to be turned off and the doors closed.
The teacher should carry his/her student roster.
Teachers are to take attendance and ensure all students are accounted for.
Each teacher should indicate when all his/her students are accounted for.

2.
3.
4.
5.
6.

Close windows and doors (if safe) to contain fire.
Render first aid as necessary.
If it is possible to fight small fires without endangering life, please do so.
Keep access roads open to emergency vehicles.
Notify utility companies of a break or suspected break in lines which might present an
additional hazard.
7. Administration will determine whether action GO HOME or any further action is implemented.
8. Students and staff should not return to the school until fire department officials declare the
area to be safe.
9. Notify the Conference Office of Education.

Fallen Aircraft
Warning of a fallen aircraft is usually by sight, sound or fire. If an aircraft falls near the school, the
following action will be taken:
1. The principal will determine which emergency action should be implemented. When
necessary, teachers will take immediate action to ensure to safety of the students if the
Principal is unable to direct emergency action.
2. Students and staff must be kept at a safe distance from the aircraft.
3. Notify the 108th Precinct
4. Notify the Fire Department
5. Notify the Conference Office of Education.
6. The Principal will direct further action as required.
Gun or Weapon Situation on Campus
A. Weapon Not in Use
You become aware that a student may have a weapon either on his/her person, in a school
bag, desk, or locker.
1. Notify Office
2. The office will dispatch an administrator or designee to remove the weapon from the
student.
3. When the administrator or designee arrives, he/she should inform the student that there is
a message from home and that he/she needs to go to the office. The intent is:
A) To remove the student from the presence of others who could become potential victims,
B) To transfer that student to those assigned and trained to disarm.
4. Never ask a student to hand over a weapon. Never attempt to take a weapon from a
student. Critical injury and/or death can result.
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5. I a student is thought to be carrying a weapon, never attempt to have the student give up
the weapon in the presence of others. The weapon represents power. To attempt to
remove the weapon in the presence of others can trigger the need for that student to
demonstrate that power. Always attempt to non-alarmingly isolate that student.
Shooting in Progress
1. Call the office—provide factual information as to the shooters location if possible, type of gun,
number of shooters.
2. Administration will call 911 and implement campus lockdown.
OR
3. Call 911 (the situation may dictate a call to 911 immediately. If shots have been fired, do not
rely on others to immediately call for help as denial that gun shots have actually been fired can
be a response from some.)
4. Initiate lockdown procedures with the students in your care.
5. Communication to your students:
 Inform them that you need their cooperation
 Inform them that there are staff who are working with the police and will contact you
when it is safe to do so
 Inform them that the best thing they can do is stay together and give full cooperation
 Communicate to them that it is O.K. and normal to experience all kinds of emotions and
even physical symptoms during such a crisis. There is no “correct” way to feel.
You or Your Class Held Hostage
1. Move very slowly. Keep your distance. Attempt to keep some obstacle between you and the
person with the weapon (door, desk, wall). This is for your safety. In hostage situations, front
line negotiations do not put themselves in visible contact with the hostage taker. They talk
around the corner or through a door.
2. If already visible, keep constant eye contact.
3. Ask the person to put the weapon down. (They just might!) They might say that they will still
use it. Agree, but say that it is easier to talk, even if they lay it down beside them or put it in
their pocket. If they refuse, tell them it is okay.
4. Never argue with them. Simply ask questions. Listen.
5. Ask them to take a deep breath and relax. Reassure them that you know they really do not
want to hurt anyone.
6. Make no quick, sudden, unannounced moves. If you are going to move, tell them beforehand
what you would like to do,
7. Do as they say.
8. Do not promise something that cannot be delivered. This will anger them and they will see that
as insincerity, or as you thinking they are “stupid”.
9. Ask them if it is okay for the other students to leave. Try to calm the students—the calmer they
are, the safer they are.
10. Never hold out your hand and ask the person to turn the weapon over to you.
11. Maintain a non-threatening pose. Keep hands at your sides or folded. Again, do not make any
sudden or fast moves.
12. Keep talking, asking, paraphrasing, and listening. At some point talk about the fact that no one
needs to be harmed and neither that you, nor anyone else intends to harm them, and they can
have some help with what has happened.
13. Buy time. Communicating is an effort to buy time until trained help arrives. When they arrive,
do exactly what they tell you to do.
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A Few Don’ts
 Don’t keep walking toward the person who has the weapon when they say “stop”.
 Don’t hold your hand out for the weapon.
 Don’t try to intimidate them.
 Don’t refuse to do what they tell you to do.
 Don’t joke or make fun.
 Don’t underestimate their impulsiveness and ability to seriously kill or injure.

LAW ENFORCEMENT AND FIRE RESPONSE
1. NYPD & Law enforcement arrives
2. NYPD takes over operations on campus.
3. Command area set up.
4. Staging area for parents-students reuniting/media coverage.
Lockdown Procedures
 Administration call 911 & implement Lockdown (sound alarm or notify all teachers)
 Students report to nearest classroom
 Move students to interior walls (away from windows and doors) and drop to floor
 Lock the door and close windows, curtains, blinds if possible
 Turn off lights
 Keep quiet
 Take attendance
 Wait for further instructions
No student is allowed to leave the room during a Lockdown.
If out of room, direct students to nearest classroom regardless of homeroom.
When law officers arrive on campus, they become the authority. Follow their instructions.
If in Gym
Move all students into the boy’s locker room. Remain there (other than the teacher while locking the
door) until an administrator releases to you.
If in the Cafeteria
If there is less than 20 students in the cafeteria, move into the hallway of the new wing. If more than
20 students, move everyone to the nearest classroom in the new wing and have students with on the
floor. Cover the window in the door.
Note: Lockdown procedures is used whenever there is a perceived physical threat to the safety of
individuals on our campus. Such threats might include but are not limited to things such as a gunman,
domestic issue, unknown stranger on campus, knowledge of dangerous activity in the neighborhood
which could potentially come to our campus (police chase, armed persons, on the loose, etc.).
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