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Arrival Procedures 
All Kindergarten/First Grade students should arrive through the main front door “A” entrance 
closest to First Avenue.  All Grades 2-5 students should arrive through the alternate “B” 
entrance closest to Second Avenue (if this door is closed, utilize the Main Entrance).  Doors will 
open at 8:20am.  Upon arrival, students will report directly to their classroom.  All students 
need to be in their classroom by 8:30am each morning for the start of instruction.  Late 
students should check in at the Main Office to ensure they are not marked absent.  Punctuality 
is an important trait and one that we must cultivate early in their development. 
 
During the first two weeks of school, parents are allowed to escort their children to class.  
Parents may drop their child off in the classroom and then exit from the same door in which 
they entered.  If you have multiple children in different grades, you may choose either 
entrance. 
 
Breakfast/Early Drop-Off 
Starting at 8:10am each morning, breakfast will be served in the cafeteria to any student 
wishing to eat.  Breakfast is free for all NYC school children.  If you wish to have your child eat 
breakfast, please drop them in the inside lobby from the Main “A” Entrance closest to First 
Avenue at 8:10am.  Students will report directly to the cafeteria to eat.  School staff will 
monitor the cafeteria and then escort them to class at 8:30am.  Students need to be here by 
8:10am if they wish to eat breakfast. 
 
Dismissal Procedures 
All students will be dismissed from the gymnasium. K-2 students will be dismissed at 2:30pm 
each day and Grades 3-5 students at 2:40pm.  Parents/caregivers may enter the gymnasium 
through the front entrances and proceed to the gym to wait for the classes to come down.  
Students need to alert their teacher when they are ready to leave so every student is accounted 
for and is released to an appropriate guardian. 
 
Students who signed up for an after-school program (ex: Wingspan, 92nd St Y, Corbin’s 
Crusaders) will be picked up by an after-school staff member from the gymnasium.  Changes to 
a child’s regular after-school pick-up schedule need to be submitted to the teacher and the 
program in writing. 
 
At no time can a student be released to an individual not listed on the blue emergency card.  
You must send a note in writing or email to the teachers if you wish to send your child home on 
a playdate with another parent. 
 
We ask for your cooperation during dismissal.  Due to safety reasons, it is important that 
teachers are actively supervising their students.  Please keep conversations brief.  Please also 
ensure that your child is picked up promptly.  Because after-school programs will use the gym 
at dismissal, all students must be picked up and promptly leave the building. 
 
 



Door Alarms 
All NYC schools are equipped with door alarms that are activated during the entire school day.  
The alarms are on each gym door, as well as the doors on the “B” entrance/exit closest to 
Second Avenue.  It is imperative that everyone exits from the Main “A” Entrance/Exit closest to 
First Avenue unless a staff member is monitoring the other doors (ex: at dismissal time). If not, 
the alarms will trigger, causing a loud noise and school staff is mandated to respond. 
 
Emergency Procedures 
Register with Notify NYC to receive information about emergency events by email or text.   
 
All NYC schools are required to follow the General Response Protocol.  All faculty members 
have been trained to respond in an emergency incident.  Emergency drills (evacuation and 
lockdown) are performed several times over the course of the year so that students and staff 
can practice what to do in the event of an emergency.  Teachers prepare students to participate 
in each type of drill.  The training is designed to be age-appropriate and to ensure that students 
understand the importance of these drills. 
 
Visitor Procedures 
A School Safety Agent is assigned to our school building, and all other DOE schools.  It is policy 
that all visitors sign in with the School Safety Agent, and wear a visitor’s pass, while in the 
building.  We understand this is not always a convenient practice, but we ask for your patience 
and cooperation. 
 
Early Pick-Up 
If you have to pick up your child early from school, please inform your child’s teacher in writing 
beforehand.  When you arrive, sign in at security and check in at the office.  We will bring your 
child to the office ready to leave. 
 
Half-Day/Early Dismissal Days 
Some days during the school year call for an early dismissal.  Lunch will be served on these days 
before dismissal. 
 
Absences 
It is vital to school success that children are in school and learning every day.  However, we 
understand that absences may occur for a variety of reasons.  Please call the office when your 
child will not be in school.  You may be asked to provide a note if the absence is extended.  
Absenteeism becomes a part of a student’s record. 
 
Immunizations 
Student immunization records must be kept up to date, according to NYC Health Department 
guidelines.  Failure to follow these policies will lead to your child being excluded from school. 
 
 
 

https://a858-nycnotify.nyc.gov/notifynyc/home.aspx


Dress Code 
No uniforms or strict dress code will be mandated at PS 527.  However, all students and adults 
in the school should always dress appropriately and safely.  Sneakers should be worn on Gym 
Day.  It is highly recommended that you label outer garments with your child’s name (you can 
write it on the tag).  This will help us to return any lost or misplaced items. 
 
Lunch 
Families may choose to send their child to school with a lunch prepared at home.  Please label 
the lunch bag with your child’s name.  Children also have the option to eat the school lunch 
(milk is included with this option).  Lunch is free for all NYC school children. 
 
Recess 
Recess will be provided daily to all students.  Some days it will be held in the gym and other 
days on the rooftop.   
 
Snack 
Students in the lower grades will be allotted time each morning or afternoon (depending on 
their lunch time) for a small snack.  Snack time is designed to be a quick, no-hassle way for 
students to receive a boost of energy before or after lunch. Snacks should be small, easy to 
handle, and not messy. Please label your child’s snack so it is not consumed during lunch time. 
 
Allergies 
Due to severe food allergies with some of our students, proper precautions will be made to 
ensure that students are not exposed to harmful food products.  Students will be strategically 
seated at lunch to make sure no one is harmed.  In certain classrooms, snacks must come from 
an approved list.  We respectfully ask all families to cooperate and help us educate the children 
for the safety and well-being of all.   
 
Lice Checks 
PS 527 will utilize the services of Licenders to check and monitor students for lice or nits.  Their 
consultants will visit in September, January, February, and April to conduct lice checks and, if 
necessary, provide treatment to affected students.  Parents will be notified of the dates/times 
and results.   
 
Birthday Parties 
We are more than happy to celebrate your child’s birthday in school.  Please arrange a date and 
time directly with your child’s teacher.  Treats should be healthy, small and the party (lasting no 
longer than 10 minutes) will typically be held towards the end of the school day.  When you 
arrange the date/time with the teacher, s/he will provide you with specific information on what 
is allowed to bring into the classroom, especially when severe allergies are present.  Including 
all students in parties, while respecting their health and safety, is the firm policy of our school.  
Goodie bags and other prizes are not permitted. 
 
 



Field Trips 
When field trips are planned, parents will be notified in writing and asked to complete a DOE 
Field Trip Permission Slip.  Chaperones are encouraged and appreciated where space is 
available.  Chaperones are present for the safety and well-being of all children, not just your 
own. 
 
Electronics and Toys 
Students who bring electronics and/or toys to school do so at their own risk.  Lost, broken, or 
stolen items are not the responsibility of PS 527 or its staff.  Cell phones are to be shut down 
and stored away during the entire school day, including lunch and recess. Failure to comply will 
result in the items being confiscated by office staff. 
 
Chain of Command-Communicating with School 
When communicating with your child’s school, it is best to follow these protocols: 

 For any classroom concerns or individual concerns about your child, please email the 
teachers directly.   Allow 24 hour response time during the school week. 

 For attendance questions, or reporting an absence or lateness, contact Analisa Perez at 
212-828-2710 or aperez53@schools.nyc.gov.  Leave a voicemail if necessary. 

 For questions about safety and social/emotional development, contact Guidance 
Counselor Mary Polito at mpolito@schools.nyc.gov.  

 All other concerns may be addressed to Parent Coordinator Jennifer Ludwig at 212-828-
2710 or jludwig2@schools.nyc.gov.    

 
Additions to Family Guide 
Additions will be made to this guide from time to time.  Please refer to this guide when needed. 


