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TIP OF THE WEEK: Information on how to obtain a FAMIS user account, the user guide and your activity codes can be found in the Financial tab of our Operations Wiki.
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[bookmark: _[New_–_Action][New – Action Required] Certify Galaxy TO by March 10
All Schools/ Deadline: March 10
All schools must certify their Galaxy TO by March 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 Keisha/Kamilah/Jorge if you have any questions.
(back to top)


[bookmark: _[Updated-_Action_required]][Updated- Action required] Use or Lose FY13 NYSTL Dollars – Deadline Extended Until April 5, 2013
All Schools/ Deadline:  April 5
Please log into FAMIS today and begin to plan your FY13 NYSTL spending. The deadline to place orders has been extended to April 5th. You have one month to spend the money. Instructions to place orders in FAMIS are located here. Please use this grant money before it expires!! Please contact Keisha/Kamilah/Jorge if you have any questions.
(back to top)


[bookmark: _[Reminder-Action_Required]_Charter][Reminder-Action Required] Charter School Projections for the 2013-2014 School Year
All Schools/ Deadline: Friday, March 8 
We are starting our yearly budget processes and are collecting from all schools projections for student enrollment for next year. Please fill out this form indicating your projections for enrollment by Close of Business (COB) (3/8/13). You will be asked to fill out General Education enrollment by grade. You will then be asked to make a projection of your Special Education population. For more information about Special Education service levels, please refer to this document. Please contact Jorge/Keisha/Kamilah if you have any questions.
(back to top)


[bookmark: _[New_–_Action_1][New – Action Required] Vision Screening Update 
All schools 
The deadline for completion of vision screenings and entering the data has been extended to Friday, April 5th due to spring recess from March 25th through April 2nd. 
(back to top)


[bookmark: _[New-_Resource]_Call][bookmark: _Hlk349576361][New- Resource] Call for Nominations - Big Apple Awards 
All schools / Deadline: March 13 
To celebrate top educators and recognize excellence in the classroom, the NYCDOE is launching the Big Apple Awards. Up to ten NYCDOE teachers will receive a monetary prize and classroom grant at the end of the school year in recognition of outstanding teaching and exceptional success. We encourage charter schools to nominate teachers!

School leaders, teachers, supervisors, students, parents, and community members are invited to nominate current, full-time teachers who have demonstrated an exceptional impact on students' learning, instructional practices, and professional contributions to the school community by March 13. The goal is for at least one teacher from each school to be nominated.

Materials, including a flyer, are posted on the Principals’ Portal. More information on how to nominate a teacher can be found on the Big Apple Awards webpage. 


[bookmark: _[New_–_Resource]][bookmark: _Hlk349576596][New – Resource] Core Curriculum Options Aligned to the Common Core 
All schools
The NYCDOE has been engaged in an extensive review process to identify the highest quality Common Core-aligned curriculum materials for the 2013-14 school year. The NYCDOE is finalizing options and will make a public announcement about materials in the coming week. Next week’s Principals’ Weekly will contain information about selected curriculum programs, ordering information, and professional development opportunities to support networks and schools in selecting and using curriculum materials.

Purchasing these programs will likely require significant portions of available FY14 New York State Textbook Loan (NYSTL) funding. To lessen the burden on FY14 budgets, you are strongly encouraged to use your remaining FY13 NYSTL textbook, hardware, and software funds to stock up on non-literacy/math materials, such as consumables in social studies, science, and health as well as supplementary materials useful in academic intervention services in literacy and math. 
(back to top)


[bookmark: _[New_–_Resource]_1][New – Resource] PSAT/NMSQT Data Analysis Workshops
High Schools / Event: March 6, 13
The College Board is offering data analysis workshops to provide information on how to use PSAT/NMSQT data to make informative instructional decisions. There are beginner- and advanced- level sessions on March 6 and March 13; advanced workshops feature NYCDOE staff on hand to explain how to access and utilize the various specialized PSAT/NMSQT® tools through NYCDOE specific applications. School staff (teachers and/or administrators) can register here. For questions, contact Cloris Henry at the College Board.
(back to top)


[bookmark: _[New_–_No][New – No Action Required] NYSED Memo on Teacher-Student Linkage 
All schools
You should have received a memo from NYSED regarding teacher-student linkage data last week. The memo details instructions and timelines for teachers to log in to the SED data systems to verify teacher-student linkage data. No action is required at this time; more details will follow in the coming weeks. As always, please ensure that your student database is up-to-date and accurate. 
(back to top)


[bookmark: _[New_–_Resource]_2][New – Resource] Online Ordering of June 2013 Regents Exams and Regents Competency Tests
High Schools/ Deadline: April 15, 2013
Please visit the NYSED website concerning online ordering and storing of test materials for the June 2013 Regents Exams and Regents Competency Tests. Initial online requests for the June 2013 Regents Exams and Regents Competency Tests may be submitted at http://portal.nysed.gov/ as soon as you receive this message. The system will close Monday, April 15, 2013. Please reference the following resources:
1) Procedures for Requesting and Storing the June 2013 Regents Examinations and Regents Competency Tests (DET 500); 
2)  School Record of Examinations Requested - June 2013 (DET 501)
3) Instructions for Submitting Your Examination Request Online - June 2013 (InstrSubmittingExamRequest) (attached)

Any questions concerning your school's examination request may be directed to this office by e-mail sent to examrequest@mail.nysed.gov.
(back to top)


[bookmark: _[Reminder-Action_Required]_Training][Reminder-Action Required] Training for Schools in DOE Space (Charter Matching)
All Schools in DOE space/ Training: Wednesday, March 6 
Please see attached Charter Matching Training Project Plan for a detailed description of a training designed for new charter schools in DOE space on Thursday, March 7th from 4:00 – 5:30 pm at the NYC Charter Center, 111 Broadway #604, New York, NY 10006. Topics include charter matching and third party agreements.  The training is limited to 2 participants per school – Principal and Director of Operations are recommended. Please RSVP by Wednesday, March 6 to KWomack3@schools.nyc.gov.
(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 Keisha/Kamilah/Jorge with any questions.
(back to top)


[bookmark: _[Reminder_–_Action][Reminder – Action Required] Summer School Survey
ALL SCHOOLS/ Deadline: OVERDUE
Please complete this short survey to inform us of your school’s summer plans. This will allow us time to adequately plan for food services, transportation, health services and construction plans during the summer. Please contact Kamilah/Jorge/Keisha if you have questions.
(back to top)


[bookmark: _[Reminder_–_Resource]][Reminder – Resource] New York State English as a Second Language Achievement Test (NYSESLAT)
All schools 
The NYSESLAT is administered to all English language learners annually to measure progress in English language acquisition and to determine continued eligibility for ELL services for the following year. This year’s NYSESLAT will be administered in April and May; scoring will take place at the end of May. The New York State Education Department has posted new materials, including student booklets and directions for administration; review NYSESLAT materials here. 
(back to top)


[bookmark: _[Reminder_–_Resource]_1][Reminder – Resource] State ELA/Math Exam Scoring Consortium
Elementary and Middle Schools
The NYC Charter School Center hosts a Charter School Test Scoring Consortium to coordinate the scoring of the constructed responses of the statewide English Language Arts and mathematics exams for grades 3-8. To gain more information on the scoring process and to register for the consortium, please visit the Charter Center’s website.
(back to top)
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