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Tip of the Week: New Board Member Questionnaires submitted to the Directors of Oversight must be signed by hand—electronic signatures are not acceptable.
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Operations- ALL NYC Charter Schools
[New – Action Required] Teacher-Student Data Linkage (TSDL) – Charter School Data Reporting Templates and Support
[New – Action Required] Certify Galaxy TO by April 10
[New – Resource] Reporting Irregularities/Misadministration/Improprieties/Medically Excused on ELA/Math State Exam
[Updated Reminder - Action Required] Per Pupil Funding – Invoice for Payment 6
[Reminder - Resource] School Survey: Final Delivery of Materials and Changes to This Year’s Survey
[Reminder – Action Required] June Regents Exam Ordering 
[Reminder-Announcement] SED to Hold Audit Guide Training- May 22, 2013
[Reminder-Action Required] Certifying Purchase Orders in FAMIS
[Reminder - Resource] Grades 3–8 NYS ELA and Math Administration Resources 


[bookmark: _[New_–_Action_1][New – Action Required] Teacher-Student Data Linkage (TSDL) – Charter School Data Reporting Templates and Support
All Schools with Grades 3-12/Deadline: May 3rd  
[bookmark: OLE_LINK1]As a follow up to the memo you received from NYSED regarding Teacher-Student Data Linkage (TSDL) in February 2013, attached are the templates you will need to complete the TSDL and roster reporting process. The TSDL Template and Roster Template must be completed for all teacher-student relationships in core courses that end in a state assessment or Regents exam: math and ELA in grades 3, 4, 5, 6, 7, 8; science grades 4 and 8; courses that end in a Regents exam. You do not need to submit any data directly to SED; the NYCDOE will submit all data to SED on behalf of charter schools. In addition, attached are Frequently Asked Questions and included in the templates is a duration calculator to support your completion of these templates. 

Schools must return completed TSDL templates to CSsupport@schools.nyc.gov by 5pm Friday May 3rd. 

Schools must return completed ROSTER templates to CSsupport@schools.nyc.gov at a date to be determined and announced in the upcoming months.

For questions and support in completing the templates please reference the attached document or contact CSsupport@schools.nyc.gov or (718) 935-4051. A support contact will be reaching out to you in the next couple of weeks to answer any questions and provide support where needed.
(back to top)


[bookmark: _[New_–_Action][New – Action Required] Certify Galaxy TO by April 10
All Schools/ Deadline: April 10
All schools must certify their Galaxy TO by April 10. This process takes 5 minutes or less to complete. If a Charter School or CMO does not complete certification by the 10th of the month, all employees on your TO will have their email accounts inactivated and will lose access to DOE systems (WebConnect, DOE email, SESIS if applicable). Please see Galaxy user guide for more details. Contact Jorge Keisha Kamilah if you have any questions.
(back to top)
[bookmark: _[Reminder_-_Action]

[bookmark: _[New_–_Resource]][New – Resource] Reporting Irregularities/Misadministration/Improprieties/Medically Excused on ELA/Math State Exam
Schools Grade 3-8/Deadline: April 26th (ELA) and May 3 (Math)
All instances of irregularities, misadministration, testing improprieties and medical excusals most reported to your Borough AID. They will package that information and submit to the state. The ELA forms are due by Friday, April 26, 2013, and the MATH forms are due by Friday, May 3, 2013.
1. Math Misadministration Data Form 
1. ELA Misadministration Data Form 
1. Math Medically Excused Data Forms 
1. ELA Medically Excused Data Forms

Reporting Irregularities and /or Misadministration
Pursuant to Section 102.3 of the Regulations of the Commissioner of Education, “Building principals are responsible for administering department examinations and maintaining the integrity of examination content and programs, in accordance with directions and procedures established by the commissioner.” Accordingly, the building principal is responsible for all aspects of the school’s test administration and must take appropriate measures both to prevent, as much as possible, and to investigate all security breaches and irregularities associated with the administration and scoring of the test. In addition, the principal must report the following testing irregularities and misconduct by students, in writing on school letterhead and signed by the principal. 
· All student infractions of the Department’s policy prohibiting the possession or use of cell phones and other communications devices during State tests.
· All confirmed cases of students cheating.
· All interruptions of test sessions, including those caused by power outages or fire alarms.
· All instances in which a State test is administered without Department authorization on a date outside the published statewide administration or makeup schedule.
· All instances in which scorers do not rate State tests in accordance with the scoring materials provided by the Department.
· All cases in which student test books or answer sheets are lost prior to either the scoring of the tests or submission of the answer sheets to the RIC or large-city scanning center.
· All instances of school officials or staff members providing students with unauthorized/inappropriate testing accommodations or tools (such as the use of a spell checking device for the Grades 3–8 Common Core English Language Arts Tests or the use of a calculator for the Grades 3–5 Common Core Mathematics Tests).
· All instances of school officials or staff members providing students with other nonstandard test administrations, unrelated to cheating.

The report must include:
· The school's BEDS Code
· The name and grade of the test
· A brief description of the incident
· The number of students affected
· The NYSSIS ID numbers of affected students

Mandatory Reporting of Testing Improprieties by Adults
· All suspected or confirmed cases of a school official or staff member giving aid or impromptu lessons on specific test content to students immediately before or during a State test or altering student responses on a test paper.
· All cases in which a school official or staff member does not adhere to the Department policy concerning finality of test scores as determined by the teacher scoring committees. This is explained on Page 35 of this manual under the heading “No Double Scoring.”
· All instances of an administrator or teacher instructing another administrator or teacher to alter or interfere with a student’s test score.

Reporting Medical Excusals
Students who are incapacitated by illness or injury during the entire test administration and make-up periods and have on file documentation from a medical practitioner that they were too incapacitated to be tested at the school, at home, or in a medical setting are considered “Medically Excused”.
(back to top)


[bookmark: _[Reminder_-_Action_1][bookmark: _[New_-_Action][bookmark: _[Reminder_-_Action_2][bookmark: _[Action_Required]_Languages][bookmark: _[Reminder-_Updated_Action_1][bookmark: _[Updated_Reminder_-] [Updated Reminder - Action Required] Per Pupil Funding – Invoice for Payment 6
All Schools/ Deadline: April 8
The online application to submit invoices for payment 6 will be opened from April 1-April 8. Additionally, schools will receive FY13 IDEA payments. The FY13 IDEA rate is $1,087 per student. Please make sure that you create your school’s invoice as soon as the portal opens.  Please remember that we do not pay per pupil funds for non-NYC residents. If you have students who reside outside of NYC, please contact their residential district’s local education department for funding. Please reach out to Jorge Keisha Kamilah with any questions.
(back to top)


[bookmark: _[Reminder-_Updated_Action][bookmark: _[Reminder_-_Resource]][Reminder - Resource] School Survey: Final Delivery of Materials and Changes to This Year’s Survey 
All schools / Deadline: April 12
In accordance with the schedule of survey arrivals, your school should have received all parent and student survey materials; all teacher survey materials will arrive at your school by the end of this week. 

Your school’s survey coordinator is receiving information about the arrival of survey materials and began receiving response rate updates last week. Preliminary School Survey response rates are also available on the school survey website and will be updated on a weekly basis until the survey closes on April 12.

This year’s survey contains a few changes from previous years, including several questions on the teacher survey about the Citywide Instructional Expectations and the implementation of the Common Core Learning Standards; note that these additional questions will not be scored for the purposes of your school’s survey report or Progress Report. 

For more information, see the School Survey webpage and this FAQ. For questions, email surveys@schools.nyc.gov.  
(back to top)


[bookmark: _[Reminder_–_Action][Reminder – Action Required] June Regents Exam Ordering 
Middle and high schools / Deadline: April 15
If your school is administering June Regents, you may now order exam materials through the NYSED portal; the deadline to order is April 15. For instructions on requesting and storing exam materials, review this NYSED memo. 
[bookmark: _[Action_Required]_Deliver](back to top)
[bookmark: _[Reminder-Announcement]_SED_to][Reminder-Announcement] SED to Hold Audit Guide Training- May 22, 2013
All Schools/ May 22, 2013
The State Education Department asks that you please hold May 22nd for training on the Audit Guide. This training will be held in New York City. Along with detailed sessions on the Audit Guide, a general interest session on Operation Systems will be offered for charter business managers. Details will follow. Please reach out to Susan DuFour at sdufour@mail.nysed.gov with any questions.
(back to top)
[bookmark: _[Reminder-Action_Required]_Certifyi][Reminder-Action Required] Certifying Purchase Orders in FAMIS
All Schools
Please make sure that you are certifying your NYSTL purchases. Please see step-by-step instructions on how to certify a Purchase Order (PO) in the FAMIS Certification Guide. This should be done for EACH PO, once the items have been received. Certifying the PO facilitates payment to vendors. If payment is not made to the vendor through the FAMIS system, vendors will be referred directly to the school for alternate form of payment. Please contact Jorge Keisha Kamilah with any questions
 (back to top)
[bookmark: _[Reminder_-_Resource]_1][Reminder - Resource] Grades 3–8 NYS ELA and Math Administration Resources 
Elementary and middle schools 
The New York State grades 3–8 English Language Arts (ELA) and mathematics tests will be administered from April 16–18 and April 24–26, respectively. Please review the resources below and share with staff who will be involved in testing. 
1. 2013 School Administrator’s Manual 
1. Teacher’s Directions 
1. Updated Test Guides (see a summary of the clarifications in the test guides here)
(back to top)
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