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P.S. 516 PARENT POLICY GUIDE

Ladder of Communication

Part of the success of our school is the open communication between parents, students,
and teachers. In an effort to help with this, we have provided email addresses for all
staff members. The main school number can be used at any time and your call will be
directed to the appropriate staff member. You may also send a note in your child’s
folder. Please understand we will be as prompt as possible in returning your call, but do
understand that teachers and staff members are often busy throughout the day and may
not be able to return your call or respond to your email for 24-48 hours.

Concern

Who you should contact

Your child’s academic progress Social
concerns in the classroom.

Your child’s classroom teacher or enrichment
teacher

Social concerns in the classroom.

Your child’s classroom teacher

Classroom Academic Activities.

Your child’s classroom teacher or enrichment
teacher

General school questions.

Parent Coordinator
SBarker@SunserParkAvenues.org

IEP/Special Education questions

School Support Based Team
sbstps516@sunsetparkavenues.org

Guidance Team - School Based Team
School Support Based Team
sbstps516@sunsetparkavenues.org

School Psychologist
Alexandra Fernandez
afernandez@sunsetparkavenues.org
Family Worker
Christopher Mischler
cmischler@sunsetparkavenues.org
Social Worker
Emily Falanga
Efalanga@sunsetparkavenues.org
Social Worker
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Mercedes Cepeda
MCepeda13@schools.nyc.gov
Questions about the After-School Program
Roads To Success

Noelia Gomez, Site Director
PS516@roadstosuccess.org

Questions about School Lunch

School Secretary
KCardona@sunsetparkavenues.org or Parent
Coordinator
SBarker@SunserParkAvenues.org

Questions about your child’s attendance
record

School Secretary
KCardona@sunsetparkavenues.org

Change in Dismissal Instructions from school
(temporary or one-time)

Parent Coordinator
SBarker@SunserParkAvenues.org
Office@SunserParkAvenues.org

Questions about School bus or MetroCard

School Secretary
KCardona@sunsetparkavenues.org

PTA questions (fundraising, events)

PTA Executive Board
pta@sunsetparkavenues.org

Foreign Language Translation

Parent Coordinator
SBarker@SunserParkAvenues.org

Questions about special education
evaluations

School Support Based Team
sbstps516@sunsetparkavenues.org

Questions about registration/forms

School Secretary
KCardona@sunsetparkavenues.org

504 Forms, medication

School Nurse
Delien@health.nyc.gov

Sick Notes/Emails

School Secretary
KCardona@sunsetparkavenues.org

School Issues other than listed above

Parent Coordinator
SBarker@SunserParkAvenues.org

4

School Hours
Please plan for drop off at 8:10 am, and pick-up at 2:30 pm. To see the specific times of
pick-up please read below:

Each day, families drop children off at the main entrance. The children will walk
independently, guided by staff members, to the multi-purpose room where they will sit
and wait with their class until it is time for the school day to begin. Please note that due
to security reasons, we do not allow parents to walk with their children in the morning.
Pre-Kindergarten & Kindergarten students will use the 4th Avenue entrance closer to
43rd street for morning arrival starting at 8:10, if a child is arriving early for breakfast
they will enter through the main entrance. All other grades will enter through the main
entrance.
Dismissal: Dismissal ends at 2:40 p.m. After this time it’s considered late pick-up and
your signature will be required in the late pick-up log. If late arrival happens on repeated
occasions the Parent Coordinator will reach out to schedule a meeting to determine a
viable pick-up plan.

We utilize multiple exit doors for dismissal time. Please note your child’s class and the
door they will use to exit each day:
● Courtyard on 4th Avenue:
○ 2:33 pm 1-229, 1-203, 1-204, 1-206
○ 2:36 pm 2-304, 2-325 and 2-302
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●

4th Avenue closer to 43rd street Exit:
○ 2:30 pm PK-129, PK-101
○ 2:35 pm K-208, K-225, K-202
● 43rd Street Multi-Purpose Room Exit:
○ 2:33 pm 306, 3-216, 3-218, 3-310
○ 2:36 pm 4-409, 4-308, 4-219, 5-416, 5-418, & 5-417
In order to ensure the safety and security of all students we ask that families wait in the
street and do not approach the doors until their child’s teacher announces their class.
Students will be dismissed one-by-one to an adult listed on the child’s blue card. Please
make sure to keep the sidewalk clear so we can ensure the safety of our students and
families during a busy dismissal time.

Student Health Screening

● All DOE employees, students, families, and visitors seeking to enter DOE
buildings must complete a health screening before entering DOE facilities.
● Prior to entering the building, all students must show the confirmation email with
the green check on it to the school official at the specific grade door entrance.
● Scan the QR code displayed above with your smartphone or click on this link to
access your student health screening. Both can be found on our website, on the
Health Screening tab.
● If you or your child are not able to pre-screen using the online tool, you may use
the Paper Health Screening Questionnaire and show it upon entry. The school
can provide you with printed copies so you can complete the questionnaire at
home.
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● If you or your child forgets or is unable to pre-screen, someone will be available
at your school's entrance to assist your child in completing the form and checking
your child’s temperature.
● In order to keep everyone healthy and slow the spread of COVID-19, students
will not be able to attend in-person classes if they have:
○ You have experienced any symptoms of COVID-19, including a fever of
100.0 degrees F or greater, a new cough, new loss of taste or smell or
shortness of breath that started in the past 10 days
○ In the past 10 days, you have gotten a lab-confirmed positive result from a
COVID-19 diagnostic test (not a blood test) that was your first positive
result OR was AFTER 90 days from your previous diagnosis date. Please
note that 10 days is measured from the day you were tested, not from the
day when you got the test result.
○ To the best of your knowledge, in the past 10 days, you have been in
close contact (within 6 feet for at least 10 minutes over a 24 hour period)
with anyone who is currently diagnosed with COVID-19 or who has been
told they have symptoms of COVID-19. Clinical staff who were in
appropriate personal protective equipment (PPE) are not considered close
contacts in these scenarios.
● Children with diagnosed communicable illnesses may return when their doctor has
indicated it is safe. Please contact Office@sunsetparkavenues.org if you have any
questions.
● COVID safety requires extra vigilance. Please follow the guidelines in the Homecoming
Health and Safety Guide.

As always, please keep your child home if they are sick, or with ANY Covid-19
symptoms.

Breakfast and Lunch

● At 7:45 a.m. a school aide will greet children and lead them to breakfast service.
Students are allowed to enter for breakfast between 7:45 a.m. up until 8:05 a.m.
If you would like your child to have plenty of time to eat, please try to bring them
on time, so they do not need to rush.
● Lunch will be served to all students each day. While school lunch is free for all students,
all families must complete a school lunch application. (Online at
www.myschoolapps.com). See Ms. Barker for assistance. Students may also bring lunch
in from home in a bag clearly labeled with their name.
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Attendance and Tardiness

● Please email us at Office@SunsetParkAvenues.org, and copy your
student’s teacher if your child will be absent for the day, explaining the
reason for absence.
● Regular and punctual attendance is extremely important to your child’s success
in school. Research strongly shows a connection between a child’s school
attendance and their academic and social performance. Absences without
notification or proper justification are noted as unexcused absences in the child’s
permanent record. A child with 10 absences in a school year is considered
chronically absent and parents will be required to meet with school administration
to create an improvement plan. There may be times when a child is sick and
unable to attend school. Excused absences will only be noted for: illness or
health conditions (with doctor’s notes), legal appointments, family emergencies,
or religious observations. The administration must approve of all absences in
order for it to be excused.
● All students are expected to be in school, on time and in their classroom at 8:20
a.m. each day to begin instruction with their peers. A student who arrives after
8:25 a.m. is tardy and will get a late pass. Parents will need to sign a late arrival
book. Tardiness is closely monitored and should patterns of tardiness occur
(more than 2 tardy each month), families will receive a letter and may need to
meet with the Parent Coordinator and school administration.

Pick-Up Policy

● Each day, students are dismissed by their teacher by 2:40 p.m.
● Students will only be released to the individuals listed on the Blue Emergency
Card. It is critical that you keep this up-to-date in the main office. If someone who
is not listed on the blue card attempts to pick up a student, the teacher will keep
the child in the main office until a parent can be contacted and come pick up the
child.
● If there is a one-time pick-up situation, please email us at
Office@SunsetParkAvenues.org, from the email registered with the school and
let us know the name and phone number of the person who will pick up the child.
Valid ID should be shown at pick up.
● Parents should ensure that only adults, age 16 and older, are picking up their
child. Should a parent have a specific request of someone younger than 16 to
pick up the child, they will need to provide a written permission slip after getting
approval from school administration.
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Late Pick-Up Policy

● We make every effort to ensure that all students are under appropriate
supervision until they return to you at the end of their school day. For that reason,
we are concerned about students who are left after dismissal time or who are
brought back to school because no one is there to meet the bus. The school is
not, and cannot be, staffed to provide supervision for students in these situations;
hiring extra personnel to supervise is beyond our financial resources. In addition,
children can feel confused and apprehensive when they are not picked up on
time.
● When children are returned to school or not picked up within 20 minutes after
school is dismissed, the child’s parent or guardian will receive a letter
documenting each time this occurs and may need to meet with the Parent
Coordinator and school administration to determine a plan to pick the child up on
time.

Buses

Students are assigned a Yellow School Bus if:
● The student is in grades K-6
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● The student lives in the same district as the school (if attending a public school)
or the same borough (if attending a non-public or charter school, or a citywide
Gifted & Talented program)
● The student's school has yellow bus service available for all eligible students
● A bus stop within the student’s grade/distance eligibility exists or can be added to
accommodate the student.
Note: Students using this type of transportation are assigned to a safe predetermined
bus stop at an intersection. Students use the same stop both in the morning and the
afternoon.
Eligible students who do not meet these criteria will receive a MetroCard.
Students are provided MetroCards if:
● The student is in grades K-12
● Yellow bus service is not available or if a new stop cannot be added for the
student; in this case, a MetroCard can be issued upon request
● Do not rely on your child to convey changes in dismissal plans, especially when it
involves busing. Please send changes in writing or via email with as much
advance notice as possible.
● If you would like to lodge a complaint about the bus service, call the Office of
Pupil Transportation at 718-392-8855. You will get a reference number for your
complaint. Please forward this reference number to us by emailing:
office@sunsetparkavenues.org, so we may keep track of the volume, and try to
expedite the handling of your complaints. We can’t stress enough how important
this is – the more complaints that get lodged, the more attention the issue will
get. The school can also file complaints, but it is critical that families affected by
the bus issues call.
● More information regarding the afternoon route: It may take time for staff to pick
up all bus students and for staff to make sure all bus riders are present and
accounted for before boarding the bus. If there is any question about a rider, we
will wait until we are 100% sure we have everyone before we allow the bus to
leave. Sometimes the bus arrives before dismissal and is waiting outside, and
other times, arrives a few minutes after dismissal, depending on traffic.
Therefore, please note that the bus arrival time might vary, up to 15 minutes any
day, or possibly more on occasion. As with mornings, if the bus is inordinately
late arriving at your stop in the afternoon, your main contact will be the driveror
the dispatcher. The main office will not know where the bus is along the route, or
at what time it will arrive at your designated stop. Please note: In the afternoon,
buses are required to arrive at the school no later than thirty minutes afterschool
ends (in our case 3:10). If the bus arrives after3:10, we can lodge a complaint.
As parents, you can lodge a complaint any time you feel afternoon bus service
has not been satisfactory.
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School Security

Due to COVID most questions will be answered via phone or email, and administration
approved visitors will enter the building with an appointment. All visitors to the school
must sign in, fill out a health screening, just like students do, and show a photo ID at
the security desk in the main entrance to receive a visitor pass. Visitors must then
proceed to the main office after signing in. You should then inform an office staff
member of the purpose and destination of your visit. The office staff member will then
direct you to the location.
Strollers, carriages, scooters, and bikes are not allowed in the school building under any
circumstance. They create a substantial risk during emergency situations. Please note
that you will be asked by the safety agent to leave these items outside in order to enter
the building.
School Nurse

P.S. 516 has a school nurse on duty during school hours. If your child becomes ill at
school, the school nurse will assess the child and provide any treatment then send the
child back to their classroom. If the nurse determines that the child needs to be picked
up from school and or go to a doctor or hospital, the nurse will contact a parent and/or
adult listed on the blue emergency card in order to pick-up their child from the school.
The nurse can also administer certain medications to students if there is a Medical
Administration Form (MAF) on file for the student.
Immunizations

● Students in grades PreK - 12 are required to be immunized against a range of
illnesses. Parents can request a medical exemption, but there are religious
exemptions.
● Students who have not received all required immunizations must receive the first
dose for each immunization series within 14 calendar days from the first day of
school. Within 30 calendar days of the first day of school, parents or guardians of
such children will also need to show that they have scheduled appointments for
all follow-up doses.
● To learn more, visit Immunizations under Health in School Life at schools.nyc.gov
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Medication

The school nurse is the only person who can administer medicationat school(including
inhalers and Epi-pens), and she can only do so after she has received a medical
authorization form that has been approved by the Department of Education. Please
contact the parent coordinator or the school nurse if you would like to request a form.
Please remember, children may not bring any medication to school, including
antibiotics, medicated creams or ointments, acetaminophen or ibuprofen.

School-based Testing
Keeping school buildings open depends upon awareness of and immediate action on any
COVID-19 concerns in our buildings. To do this, we need students and staff in our buildings to
get tested! DOE testing partners will come to our school each week and test a randomly
selected group of staff and students from grades 1-5. The number of people to be tested will
consist of 10% of a school’s population every two weeks, students and staff included.
●

●
●

●

●

Submitting consent to have your child tested for COVID-19 in school is quick and easy. If
you have already submitted consent, we encourage you to do so again to ensure your
student has the latest form on file. There are two easy ways to submit:
Fill out the form online using a New York City Schools Account (NYCSA)
If you already have a NYCSA account linked to your student(s): Log in, click your
student’s name, click “Manage Account,” and then when a dropdown menu appears,
click “Consent Forms.” Read the page, and then choose the consent option at the end
for your student.
If you do not already have a NYCSA account: You can create one right away! If you have
an account creation code from our school, you can create a full account in approximately
five minutes, and then provide consent as described above. If you do not have an
account creation code from our school, you can still provide your consent right away by
clicking “Manage Consent” under “COVID-19 Testing” and filling out your and your child’s
information to provide consent.
Print and sign the form and bring it to your child’s school on the first day they are back in
the school building. A printable PDF file is available in ten languages, under Consent
Forms below.

Birthday Celebration Policy
●

In keeping with our work towards equity and recognition of all students and their
milestones, individual birthday parties will not be permitted during the instructional day in
Kindergarten-5th Grades. In keeping with the school health and wellness policy and
allergy concerns, outside food is not permitted to be shared with students. We have
12

●

several students with a wide range of severe, life threatening allergies. As such, we must
be diligent about monitoring the ingredients of all food products brought into our school
building. This year, each classroom will arrange a short, 15-minute period of time at the
end of each calendar month to recognize all students who had a birthday that month.
Students who have summer birthdays (July and August) will be recognized in June.
Students can bring in their favorite stories, songs, or activity for their classmates, as
decided with their teacher.
In lieu of bringing any snacks and goodie bags, teachers will coordinate the families to
provide all children with a healthy snack and/or a non-food novelty, such as a pencil,
stickers, bookmarks, etc. We appreciate your support and understanding as we continue
to reflect on how to provide all students with an inclusive, equitable, safe, and healthy
environment.

Toys & Electronics Policy

● Toys, trading cards, and other items are not allowed in the school building.
Parents need to regularly check and inspect their child’s backpack to ensure that
toys remain at home. Toys brought to school lead to lost instructional time and
conflicts between students. Teachers may, at some point, request that a child
bring in an item or collection from home for a specific academic purpose. Should
this be the case, parents will receive notification and specifics about what is
allowed. If toys are brought to school, the child will receive a warning and be
asked to put the toy in their backpack to take it home. If the toy is seen again, a
staff member will bring the toy to the office for safe keeping in the main office. A
parent will receive a phone call and will be asked to pick the toy up in the main
office and reminded of our school toy policy.
● Laptops, tablets, iPads (not needed for education purposes) and other similar
computing devices and portable music and entertainment systems (such as
iPods, PSP and Nintendo DS) are not allowed in school due to the significant risk
they pose for theft. These items will be confiscated according to the school’s Cell
Phone Policy (below).

Cell Phone Policy
Students may bring cellphones to school, but they may not be turned on or used at school,
including:
● Cell phones and portable music and entertainment systems may not be turned on or
used during the administration of any school quiz, test or examination.
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●

Computing devices may not be turned on or used during the administration of any school
quiz, test or examination, except where such use has been explicitly authorized by the
school or is contained in an Individualized Education Program or Section 504
Accommodation Plan.
● Cell phones, computing devices and portable music and entertainment systems may not
be turned on or used during school fire drills or other emergency preparedness
exercises.
● Cell phones, computing devices, and portable music and entertainment systems may not
be used in locker rooms or bathrooms.
Improper use of cell phones, including texting, accessing social media during school hours,
cyberbullying, and photography, may result in disciplinary measures, including possible
confiscation of the cell phone and other measures as indicated by the Chancellor’s Discipline
Code.

Procedures for Cell Phone Confiscation
1. If a student violates this policy by using a cell phone or other electronic device during
school hours, the teacher will first remind the student of the policy and instruct the
students to turn off and return the device to their backpack for the remainder of the day.
2. If the student does not comply and/or there is a repeated infraction of this policy after the
teacher has provided fair warning, the teacher should inform the principal or assistant
principal.
3. The principal or assistant principal will determine if confiscation is necessary.
4. If a device is confiscated, parents will be notified.

Headwear, Headband, and Hats Policy
Due to previous injuries, we ask that parents do not send their children with headbands or
headwear that are made of plastic, metal, or have pointy parts that could create a hazard for
other students. This includes “cat ear” style headbands. Students actively play each day in PE
and at recess, and injuries have occurred due to this type of headwear. If a child comes to
school wearing headgear that could create a hazard for other students, a staff member will ask
the child to remove it and keep it in their backpack until the end of the day. While students are
allowed to wear hats/hoods to school, students may be asked to remove hats/hoods in the
classroom during instructional times if they interfere with their ability to see the instructional
materials.

Lice Policy

● Children are not allowed in school if they have live lice. If head lice is detected,
parents will be notified, instructed in treatment of head lice, and asked to pick-up
14

their child from school that day. Children are allowed to return only when they are
lice free and after being examined by staff members.
● As per DOE policy, the school is not allowed to conduct routine head lice checks
nor are schools allowed to exclude children with nits from school. However, the
presence of nits is an early sign that live lice will develop. Left untreated, this will
cause lice to be spread to other children.
● Parents can take the first step in preventing the spread of lice by learning how to
regularly check their child’s hair for lice and how to effectively treat lice should
they be found. Workshops on lice prevention will be offered by the Parent
Coordinator and School Nurse during the school year.

Snack Policy

In order to meet the developmental needs of students and ensure equity among all
students in providing access to healthy snacks in grades K-5 we will adhere to a
school-wide snack policy. If a grade team decides to provide snack they may ask for
monetary or snack donations in order to provide a class snack. If your child has a food
allergy or dietary restriction please reach out to Saida Barker.

Appropriate Clothing and Shoes
Each day, students participate in free-play for recess. Additionally, they will have physical
education and dance classes throughout the week. Children need to wear sneakers that are
appropriate for play and movement. Avoid sending students in open-toe sandals, shoes with
heels, or shoes with dark soles that can leave marks on the floors. Also consider that children
go outside each day, so they must be prepared for the weather. We recommend sending
children in appropriate clothing for the temperature that day. We play outside even in the snow
and cold. During winter months, make sure you send your child to school with a warm jacket,
gloves/mittens, hats and scarves. Have your child practice putting all of these items on
independently at home as this will be expected at school.

Field Trips

Each year, teachers will plan several field trips that complement the curriculum,
including travels to the local museums and parks and other New York City institutions. A
parent/guardian MUST sign a permission slip in order for their child to attend a field trip.
If written permission is not received the day prior to the field trip, the students will not be
allowed to attend the trip and will remain at school in another class. For some trips,
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teachers will request a specific number of adult chaperones. However, please keep in
mind we cannot accommodate all parent chaperones on all trips. Parents must attend a
Chaperone Virtual Training course offered at school in order to attend a field trip. In
addition, a general walking trip slip will go home at the beginning of the year that will
give permission for teachers to take students on neighborhood walks throughout the
year.

After school

● RTS (Roads To Success) provides after school for students in kindergarten through
fifth grade. Noelia Gomez is the Director assigned to our school. Noelia’s email is
PS516@Roadstosuccess.org .
● Though they use PS516’s facilities, RTS is an entirely separate organization. All
questions/concerns regarding the after school program should be directed to Daniel.
● RTS’s website is http://www.roadstosuccess.org
● RTS runs from dismissal to 5:50 PM.

Parent Involvement
PTA





● Every parent/caregiver in PS516 is a PTA member.
● Our PTA has two primary goals: community building and fundraising.
● PTA Meetings are open to all parents.
● Though the lion’s share of the work is done by our tireless Executive Board, they
cannot do it without you – to make it work, they need your help. Plan to attend at least
one PTA meeting, volunteer at an event, and/or consider running for office –
Member-at-Large on the Executive Board positions are left open for new parents.


School Leadership Team (SLT)
● Every New York City school has a School Leadership Team (SLT) composed of an equal
number of school staff and family members.
● The SLT is composed of five staff members (the principal, the UFT Chapter Leader, and
three additional staff members) and five family members (one PTA co-president plus four
additional family members elected by the PTA).
● The SLT meets monthly to oversee the creation and implementation of the
Comprehensive Education Plan (CEP), a document that aligns annual goals with the
school’s budget.
● The SLT also discusses other relevant school-wide issues.
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PS516’s Purpose and our Future
Mission Statement

Sunset Park Avenues Elementary School is dedicated to the education and
development of each child as they become leaders in their academic and personal lives.
Learning in an environment that emphasizes inquiry and exploration. Our children will
grow to be curious about their world, think creatively and flexibly about problems and
solutions. Our children will have the confidence to make things happen for themselves
and their world. Our children will graduate with the ability to use language to connect to
the wealth of cultures in our communities and to be advocates for themselves, their
communities, and with those who cannot advocate for themselves.

Vision

At Sunset Park Avenues, our students will experience an education that allows for each
unique individual to thrive - academically, socially, and emotionally by uplifting the
cultures & voices of our students and families. Learning through a curriculum based in
exploration, independent practice and rooted in the practice of addressing inequity and
oppression head-on. With the support of expert educators, our students will be curious
about their world, think creatively and critically about problems and solutions, and have
the confidence and resilience to enact change.
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P.S. 516 家长政策指南

与学校沟通的系统

我们学校成功的部分原因是家长、学生和老师之间的坦诚沟通。 为了助予沟通，我们为所
有员工提供了电子邮件地址。 您可以随时使用学校的主要电话号码，您的电话将被转接给
相应的工作人员。 您也可以在孩子的作业文件夹中发送便条。 我们会尽快回复您的电话，
但请注意，教师和工作人员通常全天都很忙，可能无法在 24-48 小时内回复您的电话或回
复您的电子邮件。
顾虑

您应该联系谁

您孩子的学业进步或课堂上的社交问题。

您孩子的班主任或其他课目老师

Social concerns in the classroom.

Your child’s classroom teacher

Classroom Academic Activities.

Your child’s classroom teacher or enrichment
teacher

General school questions.

Parent Coordinator
SBarker@SunserParkAvenues.org

IEP/Special Education questions

School Support Based Team
sbstps516@sunsetparkavenues.org

Guidance Team - School Based Team
School Support Based Team
sbstps516@sunsetparkavenues.org

School Psychologist
Alexandra Fernandez
afernandez@sunsetparkavenues.org
Family Worker
Christopher Mischler
cmischler@sunsetparkavenues.org
Social Worker
Emily Falanga
Efalanga@sunsetparkavenues.org
Social Worker
Mercedes Cepeda
MCepeda13@schools.nyc.gov

Questions about the After-School Program
Roads To Success

Noelia Gomez, Site Director
PS516@roadstosuccess.org
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Questions about School Lunch

School Secretary
KCardona@sunsetparkavenues.org or Parent
Coordinator
SBarker@SunserParkAvenues.org

Questions about your child’s attendance
record

School Secretary
KCardona@sunsetparkavenues.org

Change in Dismissal Instructions from school
(temporary or one-time)

Parent Coordinator
SBarker@SunserParkAvenues.org
Office@SunserParkAvenues.org

Questions about School bus or MetroCard

School Secretary
KCardona@sunsetparkavenues.org

PTA questions (fundraising, events)

PTA Executive Board
pta@sunsetparkavenues.org

Foreign Language Translation

Parent Coordinator
SBarker@SunserParkAvenues.org

Questions about special education
evaluations

School Support Based Team
sbstps516@sunsetparkavenues.org

Questions about registration/forms

School Secretary
KCardona@sunsetparkavenues.org

504 Forms, medication

School Nurse
Delien@health.nyc.gov

Sick Notes/Emails

School Secretary
KCardona@sunsetparkavenues.org

School Issues other than listed above

Parent Coordinator
SBarker@SunserParkAvenues.org

School Hours
Please plan for drop off at 8:10 am, and pick-up at 2:30 pm. To see the specific times of
pick-up please read below:

Each day, families drop children off at the main entrance. The children will walk
independently, guided by staff members, to the multi-purpose room where they will sit
and wait with their class until it is time for the school day to begin. Please note that due
to security reasons, we do not allow parents to walk with their children in the morning.
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Pre-Kindergarten & Kindergarten students will use the 4th Avenue entrance closer to
43rd street for morning arrival starting at 8:10, if a child is arriving early for breakfast
they will enter through the main entrance. All other grades will enter through the main
entrance.
Dismissal: Dismissal ends at 2:40 p.m. After this time it’s considered late pick-up and
your signature will be required in the late pick-up log. If late arrival happens on repeated
occasions the Parent Coordinator will reach out to schedule a meeting to determine a
viable pick-up plan.

We utilize multiple exit doors for dismissal time. Please note your child’s class and the
door they will use to exit each day:
● Courtyard on 4th Avenue:
○ 2:33 pm 1-229, 1-203, 1-204, 1-206
○ 2:36 pm 2-304, 2-325 and 2-302
● 4th Avenue closer to 43rd street Exit:
○ 2:30 pm PK-129, PK-101
○ 2:35 pm K-208, K-225, K-202
● 43rd Street Multi-Purpose Room Exit:
○ 2:33 pm 306, 3-216, 3-218, 3-310
○ 2:36 pm 4-409, 4-308, 4-219, 5-416, 5-418, & 5-417
In order to ensure the safety and security of all students we ask that families wait in the
street and do not approach the doors until their child’s teacher announces their class.
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Students will be dismissed one-by-one to an adult listed on the child’s blue card. Please
make sure to keep the sidewalk clear so we can ensure the safety of our students and
families during a busy dismissal time.

Student Health Screening

● All DOE employees, students, families, and visitors seeking to enter DOE
buildings must complete a health screening before entering DOE facilities.
● Prior to entering the building, all students must show the confirmation email with
the green check on it to the school official at the specific grade door entrance.
● Scan the QR code displayed above with your smartphone or click on this link to
access your student health screening. Both can be found on our website, on the
Health Screening tab.
● If you or your child are not able to pre-screen using the online tool, you may use
the Paper Health Screening Questionnaire and show it upon entry. The school
can provide you with printed copies so you can complete the questionnaire at
home.
● If you or your child forgets or is unable to pre-screen, someone will be available
at your school's entrance to assist your child in completing the form and checking
your child’s temperature.
● In order to keep everyone healthy and slow the spread of COVID-19, students
will not be able to attend in-person classes if they have:
○ You have experienced any symptoms of COVID-19, including a fever of
100.0 degrees F or greater, a new cough, new loss of taste or smell or
shortness of breath that started in the past 10 days
○ In the past 10 days, you have gotten a lab-confirmed positive result from a
COVID-19 diagnostic test (not a blood test) that was your first positive
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result OR was AFTER 90 days from your previous diagnosis date. Please
note that 10 days is measured from the day you were tested, not from the
day when you got the test result.
○ To the best of your knowledge, in the past 10 days, you have been in
close contact (within 6 feet for at least 10 minutes over a 24 hour period)
with anyone who is currently diagnosed with COVID-19 or who has been
told they have symptoms of COVID-19. Clinical staff who were in
appropriate personal protective equipment (PPE) are not considered close
contacts in these scenarios.
●

Children with diagnosed communicable illnesses may return when their doctor has
indicated it is safe. Please contact Office@sunsetparkavenues.org if you have any
questions.
● COVID safety requires extra vigilance. Please follow the guidelines in the Homecoming
Health and Safety Guide.

As always, please keep your child home if they are sick, or with ANY Covid-19
symptoms.

Breakfast and Lunch

● At 7:45 a.m. a school aide will greet children and lead them to breakfast service.
Students are allowed to enter for breakfast between 7:45 a.m. up until 8:05 a.m.
If you would like your child to have plenty of time to eat, please try to bring them
on time, so they do not need to rush.
● Lunch will be served to all students each day. While school lunch is free for all students,
all families must complete a school lunch application. (Online at
www.myschoolapps.com). See Ms. Barker for assistance. Students may also bring lunch
in from home in a bag clearly labeled with their name.

Attendance and Tardiness

● Please email us at Office@SunsetParkAvenues.org, and copy your
student’s teacher if your child will be absent for the day, explaining the
reason for absence.
● Regular and punctual attendance is extremely important to your child’s success
in school. Research strongly shows a connection between a child’s school
attendance and their academic and social performance. Absences without
notification or proper justification are noted as unexcused absences in the child’s
permanent record. A child with 10 absences in a school year is considered
chronically absent and parents will be required to meet with school administration
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to create an improvement plan. There may be times when a child is sick and
unable to attend school. Excused absences will only be noted for: illness or
health conditions (with doctor’s notes), legal appointments, family emergencies,
or religious observations. The administration must approve of all absences in
order for it to be excused.
● All students are expected to be in school, on time and in their classroom at 8:20
a.m. each day to begin instruction with their peers. A student who arrives after
8:25 a.m. is tardy and will get a late pass. Parents will need to sign a late arrival
book. Tardiness is closely monitored and should patterns of tardiness occur
(more than 2 tardy each month), families will receive a letter and may need to
meet with the Parent Coordinator and school administration.

Pick-Up Policy

● Each day, students are dismissed by their teacher by 2:40 p.m.
● Students will only be released to the individuals listed on the Blue Emergency
Card. It is critical that you keep this up-to-date in the main office. If someone who
is not listed on the blue card attempts to pick up a student, the teacher will keep
the child in the main office until a parent can be contacted and come pick up the
child.
● If there is a one-time pick-up situation, please email us at
Office@SunsetParkAvenues.org, from the email registered with the school and
let us know the name and phone number of the person who will pick up the child.
Valid ID should be shown at pick up.
● Parents should ensure that only adults, age 16 and older, are picking up their
child. Should a parent have a specific request of someone younger than 16 to
pick up the child, they will need to provide a written permission slip after getting
approval from school administration.

Late Pick-Up Policy

● We make every effort to ensure that all students are under appropriate
supervision until they return to you at the end of their school day. For that reason,
we are concerned about students who are left after dismissal time or who are
brought back to school because no one is there to meet the bus. The school is
not, and cannot be, staffed to provide supervision for students in these situations;
hiring extra personnel to supervise is beyond our financial resources. In addition,
children can feel confused and apprehensive when they are not picked up on
time.
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● When children are returned to school or not picked up within 20 minutes after
school is dismissed, the child’s parent or guardian will receive a letter
documenting each time this occurs and may need to meet with the Parent
Coordinator and school administration to determine a plan to pick the child up on
time.

Buses

Students are assigned a Yellow School Bus if:
● The student is in grades K-6
● The student lives in the same district as the school (if attending a public school)
or the same borough (if attending a non-public or charter school, or a citywide
Gifted & Talented program)
● The student's school has yellow bus service available for all eligible students
● A bus stop within the student’s grade/distance eligibility exists or can be added to
accommodate the student.
Note: Students using this type of transportation are assigned to a safe predetermined
bus stop at an intersection. Students use the same stop both in the morning and the
afternoon.
Eligible students who do not meet these criteria will receive a MetroCard.
Students are provided MetroCards if:
● The student is in grades K-12
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● Yellow bus service is not available or if a new stop cannot be added for the
student; in this case, a MetroCard can be issued upon request
● Do not rely on your child to convey changes in dismissal plans, especially when it
involves busing. Please send changes in writing or via email with as much
advance notice as possible.
● If you would like to lodge a complaint about the bus service, call the Office of
Pupil Transportation at 718-392-8855. You will get a reference number for your
complaint. Please forward this reference number to us by emailing:
office@sunsetparkavenues.org, so we may keep track of the volume, and try to
expedite the handling of your complaints. We can’t stress enough how important
this is – the more complaints that get lodged, the more attention the issue will
get. The school can also file complaints, but it is critical that families affected by
the bus issues call.
● More information regarding the afternoon route: It may take time for staff to pick
up all bus students and for staff to make sure all bus riders are present and
accounted for before boarding the bus. If there is any question about a rider, we
will wait until we are 100% sure we have everyone before we allow the bus to
leave. Sometimes the bus arrives before dismissal and is waiting outside, and
other times, arrives a few minutes after dismissal, depending on traffic.
Therefore, please note that the bus arrival time might vary, up to 15 minutes any
day, or possibly more on occasion. As with mornings, if the bus is inordinately
late arriving at your stop in the afternoon, your main contact will be the driveror
the dispatcher. The main office will not know where the bus is along the route, or
at what time it will arrive at your designated stop. Please note: In the afternoon,
buses are required to arrive at the school no later than thirty minutes afterschool
ends (in our case 3:10). If the bus arrives after3:10, we can lodge a complaint.
As parents, you can lodge a complaint any time you feel afternoon bus service
has not been satisfactory.

School Security

Due to COVID most questions will be answered via phone or email, and administration
approved visitors will enter the building with an appointment. All visitors to the school
must sign in, fill out a health screening, just like students do, and show a photo ID at
the security desk in the main entrance to receive a visitor pass. Visitors must then
proceed to the main office after signing in. You should then inform an office staff
member of the purpose and destination of your visit. The office staff member will then
direct you to the location.
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Strollers, carriages, scooters, and bikes are not allowed in the school building under any
circumstance. They create a substantial risk during emergency situations. Please note
that you will be asked by the safety agent to leave these items outside in order to enter
the building.
School Nurse

P.S. 516 has a school nurse on duty during school hours. If your child becomes ill at
school, the school nurse will assess the child and provide any treatment then send the
child back to their classroom. If the nurse determines that the child needs to be picked
up from school and or go to a doctor or hospital, the nurse will contact a parent and/or
adult listed on the blue emergency card in order to pick-up their child from the school.
The nurse can also administer certain medications to students if there is a Medical
Administration Form (MAF) on file for the student.
Immunizations

● Students in grades PreK - 12 are required to be immunized against a range of
illnesses. Parents can request a medical exemption, but there are religious
exemptions.
● Students who have not received all required immunizations must receive the first
dose for each immunization series within 14 calendar days from the first day of
school. Within 30 calendar days of the first day of school, parents or guardians of
such children will also need to show that they have scheduled appointments for
all follow-up doses.
● To learn more, visit Immunizations under Health in School Life at schools.nyc.gov

Medication

The school nurse is the only person who can administer medicationat school(including
inhalers and Epi-pens), and she can only do so after she has received a medical
authorization form that has been approved by the Department of Education. Please
contact the parent coordinator or the school nurse if you would like to request a form.
Please remember, children may not bring any medication to school, including
antibiotics, medicated creams or ointments, acetaminophen or ibuprofen.

School-based Testing
Keeping school buildings open depends upon awareness of and immediate action on any
COVID-19 concerns in our buildings. To do this, we need students and staff in our buildings to
get tested! DOE testing partners will come to our school each week and test a randomly
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selected group of staff and students from grades 1-5. The number of people to be tested will
consist of 10% of a school’s population every two weeks, students and staff included.
●

●
●

●

●

Submitting consent to have your child tested for COVID-19 in school is quick and easy. If
you have already submitted consent, we encourage you to do so again to ensure your
student has the latest form on file. There are two easy ways to submit:
Fill out the form online using a New York City Schools Account (NYCSA)
If you already have a NYCSA account linked to your student(s): Log in, click your
student’s name, click “Manage Account,” and then when a dropdown menu appears,
click “Consent Forms.” Read the page, and then choose the consent option at the end
for your student.
If you do not already have a NYCSA account: You can create one right away! If you have
an account creation code from our school, you can create a full account in approximately
five minutes, and then provide consent as described above. If you do not have an
account creation code from our school, you can still provide your consent right away by
clicking “Manage Consent” under “COVID-19 Testing” and filling out your and your child’s
information to provide consent.
Print and sign the form and bring it to your child’s school on the first day they are back in
the school building. A printable PDF file is available in ten languages, under Consent
Forms below.

Birthday Celebration Policy
●

●

In keeping with our work towards equity and recognition of all students and their
milestones, individual birthday parties will not be permitted during the instructional day in
Kindergarten-5th Grades. In keeping with the school health and wellness policy and
allergy concerns, outside food is not permitted to be shared with students. We have
several students with a wide range of severe, life threatening allergies. As such, we must
be diligent about monitoring the ingredients of all food products brought into our school
building. This year, each classroom will arrange a short, 15-minute period of time at the
end of each calendar month to recognize all students who had a birthday that month.
Students who have summer birthdays (July and August) will be recognized in June.
Students can bring in their favorite stories, songs, or activity for their classmates, as
decided with their teacher.
In lieu of bringing any snacks and goodie bags, teachers will coordinate the families to
provide all children with a healthy snack and/or a non-food novelty, such as a pencil,
stickers, bookmarks, etc. We appreciate your support and understanding as we continue
to reflect on how to provide all students with an inclusive, equitable, safe, and healthy
environment.
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Toys & Electronics Policy

● Toys, trading cards, and other items are not allowed in the school building.
Parents need to regularly check and inspect their child’s backpack to ensure that
toys remain at home. Toys brought to school lead to lost instructional time and
conflicts between students. Teachers may, at some point, request that a child
bring in an item or collection from home for a specific academic purpose. Should
this be the case, parents will receive notification and specifics about what is
allowed. If toys are brought to school, the child will receive a warning and be
asked to put the toy in their backpack to take it home. If the toy is seen again, a
staff member will bring the toy to the office for safe keeping in the main office. A
parent will receive a phone call and will be asked to pick the toy up in the main
office and reminded of our school toy policy.
● Laptops, tablets, iPads (not needed for education purposes) and other similar
computing devices and portable music and entertainment systems (such as
iPods, PSP and Nintendo DS) are not allowed in school due to the significant risk
they pose for theft. These items will be confiscated according to the school’s Cell
Phone Policy (below).

Cell Phone Policy
Students may bring cellphones to school, but they may not be turned on or used at school,
including:
● Cell phones and portable music and entertainment systems may not be turned on or
used during the administration of any school quiz, test or examination.
● Computing devices may not be turned on or used during the administration of any school
quiz, test or examination, except where such use has been explicitly authorized by the
school or is contained in an Individualized Education Program or Section 504
Accommodation Plan.
● Cell phones, computing devices and portable music and entertainment systems may not
be turned on or used during school fire drills or other emergency preparedness
exercises.
● Cell phones, computing devices, and portable music and entertainment systems may not
be used in locker rooms or bathrooms.
Improper use of cell phones, including texting, accessing social media during school hours,
cyberbullying, and photography, may result in disciplinary measures, including possible
confiscation of the cell phone and other measures as indicated by the Chancellor’s Discipline
Code.
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Procedures for Cell Phone Confiscation
5. If a student violates this policy by using a cell phone or other electronic device during
school hours, the teacher will first remind the student of the policy and instruct the
students to turn off and return the device to their backpack for the remainder of the day.
6. If the student does not comply and/or there is a repeated infraction of this policy after the
teacher has provided fair warning, the teacher should inform the principal or assistant
principal.
7. The principal or assistant principal will determine if confiscation is necessary.
8. If a device is confiscated, parents will be notified.

Headwear, Headband, and Hats Policy
Due to previous injuries, we ask that parents do not send their children with headbands or
headwear that are made of plastic, metal, or have pointy parts that could create a hazard for
other students. This includes “cat ear” style headbands. Students actively play each day in PE
and at recess, and injuries have occurred due to this type of headwear. If a child comes to
school wearing headgear that could create a hazard for other students, a staff member will ask
the child to remove it and keep it in their backpack until the end of the day. While students are
allowed to wear hats/hoods to school, students may be asked to remove hats/hoods in the
classroom during instructional times if they interfere with their ability to see the instructional
materials.

Lice Policy

● Children are not allowed in school if they have live lice. If head lice is detected,
parents will be notified, instructed in treatment of head lice, and asked to pick-up
their child from school that day. Children are allowed to return only when they are
lice free and after being examined by staff members.
● As per DOE policy, the school is not allowed to conduct routine head lice checks
nor are schools allowed to exclude children with nits from school. However, the
presence of nits is an early sign that live lice will develop. Left untreated, this will
cause lice to be spread to other children.
● Parents can take the first step in preventing the spread of lice by learning how to
regularly check their child’s hair for lice and how to effectively treat lice should
they be found. Workshops on lice prevention will be offered by the Parent
Coordinator and School Nurse during the school year.

31

Snack Policy

In order to meet the developmental needs of students and ensure equity among all
students in providing access to healthy snacks in grades K-5 we will adhere to a
school-wide snack policy. If a grade team decides to provide snack they may ask for
monetary or snack donations in order to provide a class snack. If your child has a food
allergy or dietary restriction please reach out to Saida Barker.

Appropriate Clothing and Shoes
Each day, students participate in free-play for recess. Additionally, they will have physical
education and dance classes throughout the week. Children need to wear sneakers that are
appropriate for play and movement. Avoid sending students in open-toe sandals, shoes with
heels, or shoes with dark soles that can leave marks on the floors. Also consider that children
go outside each day, so they must be prepared for the weather. We recommend sending
children in appropriate clothing for the temperature that day. We play outside even in the snow
and cold. During winter months, make sure you send your child to school with a warm jacket,
gloves/mittens, hats and scarves. Have your child practice putting all of these items on
independently at home as this will be expected at school.

Field Trips

Each year, teachers will plan several field trips that complement the curriculum,
including travels to the local museums and parks and other New York City institutions. A
parent/guardian MUST sign a permission slip in order for their child to attend a field trip.
If written permission is not received the day prior to the field trip, the students will not be
allowed to attend the trip and will remain at school in another class. For some trips,
teachers will request a specific number of adult chaperones. However, please keep in
mind we cannot accommodate all parent chaperones on all trips. Parents must attend a
Chaperone Virtual Training course offered at school in order to attend a field trip. In
addition, a general walking trip slip will go home at the beginning of the year that will
give permission for teachers to take students on neighborhood walks throughout the
year.
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After school

● RTS (Roads To Success) provides after school for students in kindergarten through
fifth grade. Noelia Gomez is the Director assigned to our school. Noelia’s email is
PS516@Roadstosuccess.org .
● Though they use PS516’s facilities, RTS is an entirely separate organization. All
questions/concerns regarding the after school program should be directed to Daniel.
● RTS’s website is http://www.roadstosuccess.org
● RTS runs from dismissal to 5:50 PM.

Parent Involvement
PTA





● Every parent/caregiver in PS516 is a PTA member.
● Our PTA has two primary goals: community building and fundraising.
● PTA Meetings are open to all parents.
● Though the lion’s share of the work is done by our tireless Executive Board, they
cannot do it without you – to make it work, they need your help. Plan to attend at least
one PTA meeting, volunteer at an event, and/or consider running for office –
Member-at-Large on the Executive Board positions are left open for new parents.


School Leadership Team (SLT)
● Every New York City school has a School Leadership Team (SLT) composed of an equal
number of school staff and family members.
● The SLT is composed of five staff members (the principal, the UFT Chapter Leader, and
three additional staff members) and five family members (one PTA co-president plus four
additional family members elected by the PTA).
● The SLT meets monthly to oversee the creation and implementation of the
Comprehensive Education Plan (CEP), a document that aligns annual goals with the
school’s budget.
● The SLT also discusses other relevant school-wide issues.

PS516’s Purpose and our Future
Mission Statement

Sunset Park Avenues Elementary School is dedicated to the education and
development of each child as they become leaders in their academic and personal lives.
Learning in an environment that emphasizes inquiry and exploration. Our children will
grow to be curious about their world, think creatively and flexibly about problems and
solutions. Our children will have the confidence to make things happen for themselves
and their world. Our children will graduate with the ability to use language to connect to
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the wealth of cultures in our communities and to be advocates for themselves, their
communities, and with those who cannot advocate for themselves.

Vision

At Sunset Park Avenues, our students will experience an education that allows for each
unique individual to thrive - academically, socially, and emotionally by uplifting the
cultures & voices of our students and families. Learning through a curriculum based in
exploration, independent practice and rooted in the practice of addressing inequity and
oppression head-on. With the support of expert educators, our students will be curious
about their world, think creatively and critically about problems and solutions, and have
the confidence and resilience to enact change.
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