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Tip of the Week: CSAS is revising its website, and we suggest you share pictures of your staff, students, and families in action. Some of the images we’d like to include are the first day of school, stepping up and graduation ceremonies, students at work, and families engaging and participating in the life of the school. To have your photos considered, please email Stacey Coburn at SCoburn2@schools.nyc.gov so she can share our DropBox folder with you. Please note that families will need to sign the DOE release form in order for photos to be considered. 
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Operations- ALL NYC Charter Schools
[New - Action Required] Related Services Survey
[New – Resource] ATS Refresher Training for Existing Schools
[Reminder - Action Required] Charter School Lunch Data Request
[Reminder - Action Required] CPS – Extended Use Permit System Access Request & Training
[Reminder – Action Required] SchoolFood Outstanding Balances
[Reminder – Resource] DOE Password Reset Via Webconnect
[Reminder - Action Required] Per Pupil Funding – Invoice for Payment 2 for FY14
[Reminder – Action Required] Reconciliation for Fiscal Year 2013
[Reminder] Emergency Readiness Training – July 30th or August 8th


Oversight- DOE-Authorized Charter Schools 
[New—Announcement] Coming Soon: 2013-14 Calendar of Reporting Requirements
[Reminder - Announcement] Change in 2012-13 Annual Report Submission to CSAS
[bookmark: _[New_–_Action][bookmark: _[New_-_Action]
[bookmark: _[New_-_Action_1][New - Action Required] Related Services Survey
All Schools- Each School Site / Deadline: August 2nd 
In preparation for serving students with disabilities in the 2013-2014 school year, the CSE and Related Services teams in the Division of Students with Disabilities and English Language Learners (DSWDELL) ask that you complete this survey on provision of related services. . In order to clearly understand your requirements, each individual school site must fill out a separate survey by August 2nd. The survey asks leaders at the site to identify any service(s) that will require the DOE to arrange for contracted providers (i.e., where the site is not providing the service without DOE involvement). Once DSWDELL receives this information, the CSE’s will begin to arrange for services. Schools should also take this time to make sure that all students with disabilities have been list noticed/admitted to the school via ATS; this will help ensure that all services  that the CSE will contract for will be transmitted in time to serve the student promptly at the beginning of the school year. If you have any questions, please reach out to Laurie Price at LPrice5@schools.nyc.gov .  
(back to top)


[bookmark: _[New_–_Resource]_1][New – Resource] ATS Refresher Training for Existing Schools
	All Schools / Deadline: August 5th 
On August 12th, there will be an ATS refresher training for existing schools from 1-4PM at 131 Livingston Street, Room 208 (LAB), Brooklyn, NY 11201. As space is limited, we ask that you only send ONE representative from your school. Additionally, RSVP is first some first served. As always, if you do not have ATS access, please complete this form and email to TLiu2@schools.nyc.gov.
(back to top)


[bookmark: _[Reminder_-_Action_1][Reminder - Action Required] Charter School Lunch Data Request 
Schools that use a Private School Food Vendor ONLY / Deadline: August 9th    
In an effort to include the most accurate Free & Reduced Price Lunch data in the NYC DOE progress report calculations, the progress report team is asking that you complete the attached Excel document. On this document, please record the DBN, Student_ID (OSIS) and final meal code value assigned for each student that was on your roster last school year. Please make sure the saved file includes your DBN and the date the information was completed. For example if your school is 84M000 and you completed the spreadsheet on 7/18/2013, then the file should read as Free_Lunch_Data_for_DBN_84M000_20130718.xlsx. Send all spreadsheets to pr_support@schools.nyc.gov no later than August 9th.  Please reach out to Kamilah Obrien at KObrien62@schools.nyc.gov  with any questions.
(back to top)


[bookmark: _[Reminder_-_Action_2][Reminder - Action Required] CPS – Extended Use Permit System Access Request & Training 
All Schools in DOE Space / Deadline: August 2nd; Training: August 8th    
In preparation to roll-out the CPS system to all co-located charter schools, we would like to invite one participant from your school to attend the CPS training on August 8th. There will be a morning session and an afternoon session. Because of the space limitation, we ask that only one participant per school site attends the training and turn-keys the instruction to your team. Please use this link to register for the August 8th CPS Training at 131 Livingston Street, Room 207, Brooklyn, NY.

Before August 2nd, each school will need to submit a request for CPS access.  CPS operates on the same database platform as FAMIS, so we ask schools to use the same FAMIS initiator and approver for the CPS system. Schools that are split-sited will need to request access for each separate location with a different initiator and approver from your primary site.
· Step 1: Make sure your site has a FAMIS initiator and an approver (one of each per site/building code)
· Step 2: If you need to request FAMIS access, do so ASAP by completing this form and emailing it to famis@schools.nyc.gov .
· Step 3: Submit a CPS access request for your building initiator and approver using this link  You must have a FAMIS ID in order for this request to be processed.

Please reach out to Kamilah Obrien at KObrien62@schools.nyc.gov with any questions.
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[bookmark: _[New_–_Action_2][Reminder – Action Required] SchoolFood Outstanding Balances 
All schools using SchoolFood Service  / Deadline: July 31th  
As of July 18th, there were over 100 charter schools with an outstanding FY13 SchoolFood meal balances. Schools need to have their balances paid prior to their first day of service to avoid service interruptions. Please reach out to SchoolFood with any questions by contacting (718) 707-4300.
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[bookmark: _[Reminder_–_Resource]][Reminder – Resource] DOE Password Reset Via Webconnect 
All schools 
Recently, some charter school users were prompted to change their DOE password via the WebConnect log-in. Currently, the “schools.ra” screen (or WebConnect page) is not syncing correctly with the central DOE system and is creating a password conflict. This has caused a conflict with the DITT helpdesk and extensive delays in restoring users’ accounts. If you are prompted for a password charge or receive notice that your password is about to expire, please use this link to change your password https://owa2003.nycboe.net/iisadmpwd/aexp2b.asp.  All users are required to change passwords every 90 days.
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[bookmark: _[Reminder_-_Action][Reminder - Action Required] Per Pupil Funding – Invoice for Payment 2 for FY14
All Schools  / Deadline: August 6th  
The online application to submit invoices for FY14 Payment 2 will be opened from August 1st -6th. Please refer to the User Guide for guidance on the online invoice submission of per pupil payments 1 and 2. Please reach out to Kamilah Obrien at KObrien62@schools.nyc.gov with any additional questions.
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[bookmark: _[Reminder_–_Action][Reminder – Action Required] Reconciliation for Fiscal Year 2013 
All schools / Deadline: July 31st 
Reconciliation for FY 2013 will be done through the Online Invoice Application. The Online Invoice Application will be open for the reconciliation invoice from July 8th (at 12 noon) to July 31st (COB). This last invoice of the FY13 fiscal year will incorporate the entire school year’s finances and must be checked carefully to correct for any errors that occurred during the 6 previous invoices. Payment or recoupment will take place in Payment 3 of Fiscal Year 2014 (October/ November). Please reach out to Kamilah Obrien at KObrien62@schools.nyc.gov with any questions.
(back to top)


[bookmark: _[Reminder]_Emergency_Readiness][Reminder] Emergency Readiness Training – July 30th or August 8th 
All Schools in DOE Space
In order to better prepare school leaders to direct their schools during emergency situations, the Office of Safety and Youth Development (OSYD) will conduct a two-hour training covering Emergency Readiness (i.e. Building Response Team (BRT) roles and responsibilities, General Response Protocols (GRP), establishing a command post, and conducting newly required soft lockdown drills).  This training will also cover resources and opportunities available for various grade levels as well as ways to engage parents.  

NYC DOE Principals have been mandated by the Chancellor to complete a two-hour emergency readiness training. Completion of this training prior to the start of the school year is recommended for “Site supervisors” of schools co-located in DOE space, as well as site managers in private space. To register, please click on the following link: https://docs.google.com/forms/d/1aSXrm5BfBuV-VltzKr92AKJ3UaT1N_R-1IN6OPPZOnU/viewform. For more information about your BRT and related materials, please communicate with your respective BRT Leader and/or [KW/KO/DL]. For questions regarding registration, email Kristina Hardial at khardial@schools.nyc.gov.
(back to top)


[bookmark: _[New—Announcement]_Coming_Soon:][New—Announcement] Coming Soon: 2013-14 Calendar of Reporting Requirements 
DOE-Authorized Schools/Mid-August
CSAS intends to send out the 2013-2014 Calendar of Reporting Requirements by mid-August 2013 in the CSAS Weekly Communication. Please alert all staffers involved in submitting required reporting documents. If you have any questions, please email Andrea/Gabrielle/Maria. 
(back to top)


[bookmark: _[Reminder_-_Announcement]][Reminder - Announcement] Change in 2012-13 Annual Report Submission to CSAS
	DOE-Authorized Schools ONLY / Deadline: August 1
Please note that DOE-authorized schools do NOT need to copy CSAS on this year’s submission of the NYSED Annual Report ) as they have in previous years. The CSAS team will instead retrieve these reports via the SED’s Charter School Office online portal. 

If you have technical questions regarding the submission of the 2012-13 Annual Report, please contact charterschools@mail.nysed.gov. If you have questions regarding the content of the 2012-13 Annual Report, please contact Andrea/Gabrielle/Maria at [[]]@schools.nyc.gov.
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