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Per Session

Frequently Asked Questions (FAQs)
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General FAQs TC "General FAQs" \f C \l "1" 
Q. How does the online per session systems and the revised per session regulation (C-175) and process help with the selection of qualified candidates?
A.  The new online per session system is designed to be more Efficient, Transparent and Equitable:  

· Efficient – helps expedite research, requests for waivers, and approvals for per session service;

· Transparent – per session activities, hours worked, and budgetary information are clearly available and searchable through a variety of formats; the employee, the Principal/hiring manager, ISC/CFN HR staff, and central staff are aware of their responsibilities regarding postings, waiver requests, approvals of waivers, and the overall per session process. 

· Equitable and informed selection– the new system, combined with the revisions to the Chancellor’s Regulation C-175 will help ensure that all eligible employees have the opportunity to work per session.  

Our goal remains to support Principals/Hiring Managers in the selection process and facilitate the selection of qualified staff.
Q:  What is per-session employment?  

A: Per-session employment is any work activity, outside the regular work hours, for which pedagogical employees are paid at an hourly rate established by the applicable collective bargaining agreement.
Q: Who can work Per Session?
 A: All employees serving under a pedagogic license, including, but not limited to principals, assistant principals and teachers.
Q:  What is the “Per Session year”? 

A:  The per-session year begins on July 1st and ends on June 30th.

Q: When can you work Per Session?
A: Per session activities take place during non-work hours (e.g. summer school, after school and on weekends). Per session may not be worked during the regular school day.

Q: How are per session activities advertised?

A: Per session activities are advertised at the school, district and borough level with advertisements displayed on each school’s bulletin board; and citywide/central activities advertised on the DHR website at: 

http://schools.nyc.gov/Offices/DHR/CareerOpportunities/Per+Session+Vacancy+Circulars+teacher+supervisor+and+clinical
Q:  Do all per-session activities have to be advertised? 

A:   Yes, all per session activities must be advertised for 20 school days, as reflected in Chancellor’s Regulation C-175.

Q: How do I apply for a per session activity?

A: An applicant must complete an OP-175 application, often including a cover letter and resume, and send it to the Division/Office/School listed in the application section of the advertisement by the close date of the posting. 

Q:  What are retention rights and how does an individual claim retention rights for a per-session activity?  

A:   After two consecutive years in the same per session activity with satisfactory performance ratings, retention rights can be claimed by filling out the OP-175 form when making an application for the position.  An employee with retention rights in an activity must be offered the opportunity to work in the activity before other applicants without retention rights. Employees who are U rated in the per session activity will no longer have retention rights. Employees who are U rated in their regular jobs may not be eligible to continue in the per session activity despite having retention rights. Please consult your ISC Counsel or the Office of Labor Relations. The OP-175 may be accessed at this link: http://schools.nyc.gov/Offices/DHR/CareerOpportunities/Per+Session+Vacancy+Circulars+teacher+supervisor+and+clinical
Q:  Can an individual claim retention rights to more than one program? 

A:   No, retention rights can be claimed in one program only.

Q:  If a person retires who has retention rights, does that individual still hold retention rights? 

A:  Yes. As long as he/she continues to work in the same per session activity and is satisfactorily rated.
Q: Can a supervisor (e.g. principal, AP, EA) work in a per session activity?

A: Yes, provided the per session activity is different from their usual work responsibilities and is performed outside of their regular work hours.
Q: Can someone in a Supervisory title claim retention rights?
A:  No, employees serving in supervisory title can not claim retention rights.

Q: Can someone in a Supervisory title claim retention rights to an activity that they have held in a teacher per session position?

A: No.
Q: Can a teacher hold a supervisory per session position?
A: No, teachers may not hold supervisory per session positions.

Q: Can a supervisor work as a teacher in a per session activity?

A: Yes, a supervisor may work as a teacher in a per session activity, provided the supervisor meets the selection criteria as advertised in the posting and if all applicants meeting the selection criteria that serve as teachers in their full time assignment have been selected first. The supervisor would be paid the per session rate for teachers for service in the per session activity.

Q: How many hours of per session can I work?

A: Teacher and Supervisory license areas are allowed to work up to a maximum of 500 per session hours in a school/per session year July 1st – June 30th. 

School Psychologists and Social Workers are allowed to work up to a maximum of 270 per session hours in a school/per session year July 1st – June 30th.
. 

Q: Can I work more than 500 per session hours a year?
A: Yes, only if you apply for and have an approved waiver before you exceed the 500 hour maximum.

Q: Can a School Psychologist or Social Worker work more than 270 per session hours a year?

A: Yes, only if you apply for a waiver and have it approved before you exceed the 270 hour maximum.

Q. What is the process for requesting a waiver for a Per Session Employee (process is the same for all titles, except Principals – whose requests go through FAMIS.  Hour caps may vary.):

A:  For all positions except Principal per session, the Principal/Hiring Manager requests the waiver for the employee in the online per session system.  The following process occurs: 
· Hiring manager sees an employee approaching the per session hour limit in the Per Session Service System.
· Enter the 7 digit EIS ID # and press “Request waiver” button- this generates a screen with a blank OP175W (waiver form).   Only hiring managers have authorization to request a waiver.
· Complete the form (entering the Galaxy Job ID), which pre-populates information about the PS position, and the EIS ID# which pre-populates information about the PS Employee.
· Answer all other questions that appear as to the activity and the per session employee who needs the waiver.  (“Are there other applicants for whom a waiver is not needed? If so why were the applicants not selected?) 

· Sign the form electronically by clicking the checkbox.
· Click “SUBMIT” or “SAVE”. 

· If “SUBMIT,” the OP175W electronic information is sent to the designated ISC/CFN or Central DHR, depending on the location of the activity.
· Form contains Date, file# of person requiring waiver, requestor, location, etc.
For ISC/ CFN Approvers
· The designated ISC/CFN or central approver reviews the information, performing research as required.

· When opening the email, the Per Session online screen (front page) will open; this is to verify the identity of the potential approver of the waiver. (Note: even if you already have the per session system open, and you open the email, a second online per session screen will open; you must enter your user id and password).  

· Approver Presses “Accept” or “Reject” or close with no action.

· A notification email will be sent to the requestor if it is approved or denied. Approval status also would be reflected in the employee’s per session summary information screen.

Q: What happens if I exceed the 500 hour maximum without an approved waiver?
A: Payment for work above the 500 hour maximum requires: a) authorization to work from the per session supervisor and b) an approved waiver entered into the online Per Session system.  Without these approvals, payment may be withheld.
Q: Can I work in more than one per session activity in a per session year?

A: Yes, however, you may only claim retention rights to one activity.

Q. Can an employee be paid for employment in a per session activity if absent during the regular school day because of illness or for other personal business? 

A. No. Employees who are absent during the regular school day for personal reasons (use of C.A.R. time due to illness or personal business) cannot be paid for hours worked in a per session activity outside of  regular school hours.

Q: Can an employee be paid for employment in a per session activity if absent during the regular school day due to official business?
A: Yes.  Employees can be paid for hours worked in a per session activity outside of regular school hours if they have been absent due to official business (attendance at staff development, or training, or other official, approved meeting or activity outside of their regularly assigned school). 
Q: Can an employee be paid for employment in a per session activity if absent during the regular school day due to performance of Jury Duty?

A: Yes.  Employees can be paid for hours worked in a per session activity outside of  regular school hours if they have been absent from their regular school assignment due to authorized attendance to perform Jury Duty service.
Q:  Does an individual working in a per-session activity earn sick time? 

A:  Yes, for per session work during the regular school year, every twenty consecutive sessions worked in a specific activity earns an individual one session of sick leave. The individual is entitled to one CAR credit equal to the length of the per session activity. A session is equal to the length of the per session activity ( if the session was 2 hours and the individual worked 20 consecutive sessions, the individual would be entitled to 2 hours of sick leave). If the sick time is not used during the remainder of the activity it is transferred to the individual’s regular CAR for future use.
For work during the summer, employees must be assigned during the first five (5) days of a program in July, and work the entire month of July, in order to earn a session of sick leave for July. One additional session of sick leave is earned if the employee works the full program in August. Unused sick leave is transferred to the employee’s regular CAR at the end of the program.
Principal/ Hiring Manager/ Per Session Supervisor FAQs TC "Principal/ Hiring Manager/ Per Session Supervisor FAQs" \f C \l "1" 
Q: What does a per-session posting contain?

A: All school-based per session advertisements must be consecutively numbered, for each school /per session year, and include the following: post and close date, title of position, number of positions available, required license area, location of the activity, # of per session hours to be worked per position, working schedule, hourly rate, clear statement of the duties and responsibilities, required qualifications/selection criteria, and application instructions.
All District/Borough per session advertisements must be consecutively numbered, for each school/per session year, and tracked by the ISC/CFN HR staff and include the following: post and close date, title of position, number of positions available, required license area, location of the activity, # of per session hours to be worked per position, working schedule, hourly rate, clear statement of the duties and responsibilities, required qualifications/selection criteria, and application instructions.
 Q: When and where do I have to post per session vacancies?

A: School- based per session activities must be advertised by the principal for 20 school days prior to the commencement of the activity and must be posted in a prominent location in the school at which the activity will take place.

District-wide and borough- wide must be advertised by the responsible ISC/CFN HR Staff for 20 school days prior to the commencement of the activity and must be posted in a prominent location and / or displayed on each school’s bulletin board in all of the schools within the District / borough in which the activity will take place.

Postings for Citywide /central activities advertised) for 20 school days prior to the commencement of the activity, by the Division of Human Resources (DHR on the DHR website at: http://schools.nyc.gov/Offices/DHR/CareerOpportunities/Per+Session+Vacancy+Circulars+teacher+supervisor+and+clinical 

Q: How do I post and for how long?

A: All school based per session activities must be posted by the principal/hiring manager for at least 20 school days prior to the commencement of the activity.

If the activity serves students from more than one (1) school within a district the principal must contact their HR Partner at their ISC to request that the activity be posted District-wide. 

If the activity serves students from more than one (1) community school district or high school the posting should be forwarded to the HR Partner at the ISC to post borough-wide. All per session employment postings at the district and borough level must be numbered consecutively and tracked by the ISC. 

It is the responsibility of the principal/ hiring manager to ensure Chancellor’s Regulation C-175 and all applicable collective bargaining agreements are adhered to when posting, selecting and performing per session activities at their school/ per session location.

Q:  May I post for a per session activity before I am certain of the funding for that activity?  

A:  You may post prior to being certain that funding will be available as all per session postings must state that the activity is “subject to funding availability”.

Q:  What should I do if there are no applicants for a per session activity? 

A:  You should contact your HR Partner/ Director at your respective ISC/CFN and request to have the posting changed to a district-wide circular which would then be posted, in all schools in the district, for an additional 20 days.                      

Q: If a principal/hiring manager has a question on any phase of the per session process who can they call for assistance?

A: All principals/hiring managers who have questions regarding the per session process should contact their HR Partner at their respective ISC/CFN.

Q: How much is per session pay per hour?

A: Please refer to the appropriate title in the respective collective bargaining agreement. 
CSA:  http://www.csa-nyc.org/ps/pscontract.php 
UFT: http://www.uft.org/chapter/
Q: What are retention rights? 

A: An individual who has worked two or more consecutive years in the same per-session program and has received satisfactory ratings has priority for retention in the same activity for the next year. Retention rights are lost when an employee has been U rated in the per session activity or in their regular full-time assignment.
Q:  How does an individual claim retention rights for a per-session activity?  

A:   After two consecutive years in the same program with satisfactory performance ratings, retention rights can be claimed by filling out the OP-175 when making an application for the position.  The OP-175 form may be accessed at this link: http://schools.nyc.gov/Offices/DHR/CareerOpportunities/Per+Session+Vacancy+Circulars+teacher+supervisor+and+clinical
Q:  Can an individual claim retention rights to more than one activity/program? 
A:   No, retention rights can be claimed in one activity/program only each per session year.

Q: Can someone in a Supervisory title claim retention rights?
A:  No, employees serving in supervisory title may not claim retention rights.
Q:  If a person retires who has retention rights, does that individual still hold retention rights? 

A:  Yes.  As long as he/she continues to work in the same activity without a break in the per session service, retention rights would be retained. 

Q:  I am the hiring manager for "Per Session Activity A."  I post a per session advertisement and receive an application from an employee who is qualified for the position in "Activity A."   However, the employee claims retention rights to a different per session activity ("activity B") although she has not yet worked any hours in "activity B" in the current per session year.  Must I hire this applicant since she is eligible for the position and has not yet earned any per session earnings in the current year?
 A: No. Although the employee is qualified for the position in "Per Session Activity A"  and has not yet earned any per session payments in the current per session year, the fact that she claims retention rights to a future per session activity would make her a less preferable candidate than an applicant with no per session service and no retention rights.  

Q: How are applicants selected for per session activities?

A: Applicants are selected on the basis of qualifications.

Q: Once I have applicants, how do I narrow the pool?

A: The pool of applicants can be narrowed by screening all applications and eliminating those that do not meet the license and/or selection criteria. Additionally, you are not required to interview all applicants who meet the minimum criteria set forth in the posting as you may distinguish qualifications based on a review of the applications/resumes and determine the pool of candidates to be interviewed.  

Q: Who sets the qualifications for a per session activity?

A: You, the principal or hiring manager, establish the qualifications. Qualifications and criteria for a per session position should be designed to ensure the most qualified applicant gets the job. Qualifications should be directly connected to the skills and knowledge required in order to fulfill the mission of the activity. For example, language such as “demonstrated success or knowledge in….” is a legitimate way to distinguish candidates’ qualifications.

Q: What happens if I have no qualified applicants apply?

A: If no qualified individual within a school applies, the principal must notify the appropriate ISC/CFN HR Staff  and request that the activity be re-posted at the school and/or extend advertisement to the district/borough level.

Q: How do I notify candidates that they did or did not receive the position?

A: The principal/ hiring manager should notify all applicants in writing regarding their selection status for the per session activity.

Q: What happens if an applicant files a grievance regarding a per session activity?

A: Principals/hiring managers should be able to articulate reasons to support the hiring decision based on the criteria listed in the posting.
Q: When does the per-session year start and end? 

A: The per session year starts each year on July 1st and ends the following June 30th.  

Q: Is Summer school considered a per session activity?

A: Yes.
Q:  What is the cap of per session hours? Does it apply to all per-session activities?

A: The maximum # of hours of per-session work that may be performed by any employee is 500 hours. Service exceeding 500 hours in one or any combination of per session activities from July 1 through June 30th requires the prior submission and approval of a waiver request.
Q: What if my applicant is close to exceeding the cap on the hours worked?
A:  To determine the total number of hours an applicant has worked the principal/hiring manager must review the Online Per Session Report.  The principal/hiring manager must complete a waiver application via the online Per Session Service System.  Employees should not be given authorization to work beyond the cap without an approved waiver.
Q: Who approves the waiver? 

A: The ISC/CFN HR staff reviews and approves or denies all waiver request for school, district and borough level per session activities. The Central Division of Human Resources approves or denies waivers for central office per session activities.
Q. How is the employee informed of the decision regarding the granting or denial of a per session waiver?

A: The employee will receive an email from the head of activity or payroll secretary of the school/program where his per session service is performed.

Q. If an employee is working in multiple per session activities and is approaching the maximum cap for per session service, who should approve the waiver?

A. If the employee is working in multiple activities, it is recommended that the principal/head of program for each activity submit the request for waiver to ensure that the adequate number of hours have been approved to account for each activity. As a reminder, the Per Session Payroll Secretary will continue to collect timesheets for employees working in the activity and will continue to enter per session payroll in the T Bank Per Session Payroll system. As a new feature, the Payroll Secretary will receive a message through the T Bank Payroll screen when an employee is within 25% of the 500 hour per session cap. This message should be shared with the principal/hiring manager so that they can consult with the employee to determine if a waiver will be needed. Any payment for work completed above the 500 hours requires a) authorization from the per session supervisor and b) an approved waiver entered into the online waiver system. 

Q: Who should per session waivers (OP-175W) be sent to once the Per Session Supervisor determines a need exists to exceed the maximum hours? 

A: Principals/hiring managers of school, district and borough based activities must complete the OP-175W Waiver Request online and submit the completed waiver requests to their HR Partner/ Director at their respective ISC/CFN.  By clicking Submit, using your location and Job ID, your waiver will be routed appropriately.

All hiring managers of Citywide and Central based programs must complete OP-175W Waiver Request online and submit the completed waiver requests to Central DHR.  By clicking Submit, using your location and Job ID, your waiver will be routed appropriately.

Q. Where should waiver applications be filed?

A: A copy of all waiver requests must be maintained by principal/hiring manager making the request and by the respective ISC/DHR approving or denying the request.

Q: May an employee perform per session at home?

A: No. Employees may only perform per session at a work location or site authorized by the per session activity supervisor.

Q: Are there Supervisory per session positions? Can a Principal work per session? Can an AP work Per-session? Who approves per-session for these supervisory positions?

A: Yes, there are supervisory per-session positions and yes, both Principals and Assistant Principals are eligible to work per-session. All per-session activities for Principals must be approved by their superintendent (via the FAMIS online web per session system) prior to posting by the ISC/CFN HR Staff and must be in compliance with C-175 and CSA contractual guidelines Article VI C.
Q: Can someone in a Supervisory title claim retention rights?
A:  No, employees serving in supervisory title cannot claim retention rights.
Q: When must per-session time sheets be submitted for payments?

A: Each Per-session employee is required to submit a time sheet for service that was performed during the prior per-session period within one (1) school day of the per-session period immediately following each period of service.

Q: What information do I need to keep at the school level regarding per-session positions?

A: All employee records regarding per session employment must be maintained by the principal/hiring manager for review by auditors, which includes but is not limited to the following: Posting, all applications, daily timecards/time logs, timesheets, and ratings. It is strongly recommended that all applicable documentation (letters to the file, notes on selections/justifications for hiring if applicable) be maintained in anticipation of possible grievances.

Q: Does this apply to all per-session roles for which hiring is done (supervisory, secretary, teacher, etc)?
A: Yes, the same comprehensive documentation must be maintained for all titles working in a per session activity.

Q: Can a substitute work per-session? 
A: Yes, Substitutes can work per-session. However, full time pedagogic employees must be offered positions in per session activities first, if qualified.
HR Partner and ISC Staff FAQs TC "HR Partner and ISC Staff FAQs" \f C \l "1" 
Q: Who should per session waivers be sent to? 

A: Principals/hiring managers of school, district and borough based activities must complete the OP-175W Waiver Request online and submit the completed waiver requests to their HR Partner/ Director at their respective ISC/CFN.  By clicking Submit, using your location and Job ID, your waiver will be routed appropriately.
All hiring managers of Citywide and Central based programs must complete OP-175W Waiver Request online and submit the completed waiver requests to Central DHR.  By clicking Submit, using your location and Job ID, your waiver will be routed appropriately.
Q. Where should waiver applications be filed?

A: A copy of all waiver requests must be maintained by principal/hiring manager making the request and by the respective ISC/DHR approving or denying the request.

Q: What information do I need to receive from schools to review a waiver application? 

A:  You may use the OP-175W Waiver Request online waiver form.  You may also request other information from the per session supervisor as needed.
 Q. What information do I take into consideration when reviewing a waiver?

A: When reviewing a Waiver Request application, the HR Partner/Director must take into consideration –

· The information provided by the principal/hiring manager to determine if there are other employees in the per session activity that do not require a waiver, who are qualified and that can complete the per session assignment. 

· In addition, the HR Partner should review the online Per Session Report to identify the number of per session hours and activities worked by the employee from the beginning of the per session year to determine if the request is reasonable. 

· In addition, if there are applicants with equal qualifications the principal/hiring manager should consider the applicant who has not worked in another per session activity and/or has worked fewer per session hours to date.
· Requests for waivers for all per session service, except for Principal per session service, will be the responsibility of the Hiring Manager.  He/she must be able to justify, in writing in the waiver form, the request to grant a waiver to an employee with multiple per session activities, or an excessive number of total hours, particularly if other applicants are available who have not worked in another per session activity during the same per session year.  The Hiring Manager is to retain at the school level all documentation supporting the decision to select the applicant; i.e., evidence that there were no other equally qualified applicants who did not require a waiver because they had not worked or had worked fewer hours to date.  Such documentation may be requested in the event of audit or grievance.  The ISC/CFN HR staff responsible for approving the waiver must confirm that the Hiring Manager has presented, in writing in the waiver request form, appropriate justification for selection of the candidate needing a waiver (i.e., the attestation to the basis for selection, as described above).   
Q. How many waivers can a person receive? 
A: There is no limit to the number of waivers that can be requested by an employee. However, principals/hiring managers must review the online Per Session Report to identify the number of per session hours and activities worked by the employee from the beginning of the per session year to determine if the request is reasonable.

Q. What role do Superintendents have? 

A: Superintendents must review requests by principals to perform per session work as well requests for waivers for all principal per session service. The Superintendent should review the online Per Session Report to identify the number of per session hours and activities worked by the employee from the beginning of the per session year to determine whether the request for a waiver should be granted.  
It is the responsibility of the principal to ensure Chancellor’s Regulation C-175 and all applicable collective bargaining agreements are adhered to when posting, selecting and performing per session activities at their school/ per session location.

School Secretary FAQs TC "School Secretary FAQs" \f C \l "1" 
Q. What role does the Payroll Secretary have in the per session process?

A: The Per Session Payroll Secretary will continue to collect timesheets for employees working in the activity and will continue to enter per session payroll in the T Bank Per Session Payroll system. As a new feature, the Payroll Secretary will receive a message through the T Bank Payroll screen when an employee is within 25% of the per session cap for their title (The cap is 500 for teachers, supervisors and all other titles except school social workers and school psychologists.  Social workers and psychologists are capped at 270 hours). This message must be shared with the principal/hiring manager so that they can consult with the employee to determine if a waiver will be needed. Any work requiring more than 500 hours of work by one employee must be approved through the waiver process and entered into the online waiver system. 

Q. How do I enter per-session time? By when?

A: Time worked by employees in a per session activity is entered into the EIS - T Bank Per Session Payroll system twice a month by the close date for each pay period, as outlined on the Payroll Schedule posted in T Bank by the Per Session Payroll Office.

Q. How often do I enter per-session?

A: Per Session Payroll is entered twice a month by the close dates reflected in the TBank Payroll schedule.

Q.  What do I do with the notification that a person is within 25% of the cap? Will the person still get paid?

A. When you receive a message that the employee is approaching the hour cap, you must share this message with the principal/hiring manager so that they can consult with the employee to determine if a waiver will be needed. The person will continue to get paid if they work up to the hour cap. However, payment for any work completed above the hour cap requires: a) authorization from the per session supervisor and b) an approved waiver that is entered into the online waiver system. 

. 
Q. My employee didn’t get paid, - how come?

A: There can be several reasons why an employee did not get paid as follows:

· Was their time entered correctly?  Was it approved?
· Has the employee reached the hour cap without a waiver being approved and entered into the online waiver system by the respective HR Partner/ Director?
· Does the Bulk Job have sufficient funds to pay the employee?
Q:  Does an individual working in a per-session activity earn sick time? 

A:   Yes, for per session work during the regular school year, every twenty consecutive sessions worked in a specific activity earns an individual one session of sick leave. The individual is entitled to one CAR credit equal to the length of the per session activity. A session is equal to the length of the per session activity ( if the session was 2 hours and the individual worked 20 consecutive sessions, the individual would be entitled to 2 hours of sick leave). If the sick time is not used during the remainder of the activity it is transferred to the individual’s regular CAR for future use.

For work during the summer, employees must be assigned during the first five (5) days of a program July, and work the entire month of July, in order to earn a session of sick leave for July. One additional session of sick leave is earned if the employee works the full program in August. Unused sick leave is transferred to the employee’s regular CAR at the end of the program.
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