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[Reminder- Action Required] Certify Galaxy TO by October 10

All Schools/ Deadline: October 10
All schools must certify their Galaxy TO by October 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 Womack if you have any questions.
[New- Announcement] Training for Schools in DOE Space
All Schools in DOE space/ Training: Monday, October 22, 2012
Please see attached Co-Location Training Project Plan for a detailed description of a training designed for charter schools in DOE space on Monday, October 22nd from 4:00 – 6:00 pm at 131 Livingston Street, Room 610, Brooklyn, NY.  Topics include charter matching, third party agreements, building council best practices, and safety.  The training is limited to 2 participants per school – Principal and Director of Operations are recommended. Please RSVP by 10/18/12 to Debra Schwartzman.
[New-Announcement] NYSTL Allocations and FAMIS User Guide Now Available

All Schools/ Deadline: February

The New York State Textbook Law (NYSTL) provides funds for textbooks, library books and software to help improve technology and instructional aids at schools. NYSTL funding is restricted to the three categories (Text Books, Library & Software). NYSTL funding is a non-cash allocation that must be spent via the FAMIS portal. The attached excel spreadsheet reflects the allocations per school. New for this year: schools are able to transfer dollars around. Specifically, Textbook and Software funds may be used to purchase Library Books, Textbooks and Software funds may also be transferred to each other. However, Library Books funds may not be used to purchase Textbooks or Software. Please see attached user guide for full instructions on how to use and transfer funds. Please contact Kamilah/ Jorge/ Keisha if you have any questions. 
[New- Resource] Charter School Student Recruitment


All Schools

The Department of Education (DOE) and Vanguard Direct are eager to support your recruitment efforts to help make your school’s information widely available to families in New York City. This is especially important given the provisions of the legislation which requires best efforts toward recruiting within the Community School District, and particularly towards Special Education Students and English Language Learners. The DOE and Vanguard Direct have established a process by which charter schools can reach parents and students regarding school admissions and enrollment information living in specific zip code(s). Please see the attached FY2012-2013 Vanguard Recruitment Memo for further details. Please note that this is a fee based service.
[Reminder- Action Required] Order ELA, Math, and Science NYS Exam Materials

Elementary and middle schools / Deadline: November 2 

Principals should order exam materials for grades 3–8 ELA, grades 3–8 math, and grades 4 and 8 science through the NYSED portal by November 2.

Returning principals should use their login/password from 2011-12. New principals, principals at new schools, or returning principals who need assistance resetting login/password should contact the appropriate Borough Assessment Implementation Director (AID) to obtain log-in credentials (if not already received). For more information on exam ordering, see here. 

[Reminder- Resource] New SchoolFood Menus Update: Translations Available

All Schools

For the first time in 15 years, the United States Department of Agriculture is changing the nutritional standards for food served in schools. This letter highlights upcoming changes. You may wish to distribute this parent letter, which describes the changes. Translated versions of the parent letter can be found here. For questions, contact SchoolFood at 718-707-4300.

[Reminder- Action Required] Collect and Submit Meal Application Forms for Eligibility Determination

All Schools

All non-USM Charter Schools participating in the NYCDOE foodservice program must collect and submit completed meal applications to SchoolFood for scanning and eligibility determinations. See instructions on how to submit the forms. Schools must complete the Batch Cover Sheet and the SchoolFood Return Label; your school’s DBN must be included for the forms to be processed. Deluxe Courier will pick up all applications that are left in the designated mail pick-up and drop-off areas. 
Participating schools cannot enter meal codes in ATS; all forms must be sent to SchoolFood for processing. Note that last year’s meal codes can only be used until October 19; on October 22, ATS will display meal code 5 for all students that have not submitted a meal form.

For more information, see the application for free and reduced-price guidelines on the SchoolFood website. For questions, contact the SchoolFood Help Desk at foodcompliance@schools.nyc.gov or 718-707-4400.

[Reminder- Action Required] Ordering Additional School Meal Applications

Schools that Use SchoolFoods

Schools can order additional forms as needed between September 6 and May 3 using the School Meals Application Ordering portal - http://www.opt-osfns.org/osfns/Resources/SchoolMealsApplicationOrderingSystem. 

Principals or their designee will use their OPT username and password to log in to system. Email Claudia Nunez at CNunez@schools.nyc.gov for issues with username or password. For questions, contact the SchoolFood Help Desk at foodcompliance@schools.nyc.gov or 718-707-4400.

[Reminder:-Action Required] Households Can Apply for Meals Online

Schools that Use SchoolFoods
School administration should advise households that they can apply for free and reduced-priced meals using the online portal. Online applications are processed within 24 hours of receipt. 
Online application websites:
· ApplyForLunch.com online portal – nyc.applyforlunch.com 

· ACCESS NYC online portal – nyc.gov/accessnyc .

For questions, contact the SchoolFood Help Desk at foodcompliance@schools.nyc.gov or 718-707-4400.

[Reminder- Action Required] Meal Eligibility - Review New Meal Code Data

Schools that Use SchoolFoods
SchoolFood processes meal forms and displays corresponding meal codes in ATS. Principals and designees are to review and confirm accuracy of meal codes in ATS RMEL. ATS RMCU report will display eligibility reasons and history of meal code changes. Review both reports daily and contact SchoolFood with inquiries and discrepancies. For questions, contact the SchoolFood Help Desk at foodcompliance@schools.nyc.gov or 718-707-4400.

[Reminder- Action Required] Distribute Meal Eligibility Notification Letters

                All Schools

Student specific notification letters will generate automatically to ATS printers when eligibility is determined. Letters will specify eligibility status, effective date, and form type processed (paper or online). 
On 10/22 missing form notification letters for students without current year eligibility will generate to ATS printers. Send letters home to parents so they are made aware if they must pay for lunch meals. For questions, contact the SchoolFood Help Desk at foodcompliance@schools.nyc.gov or 718-707-4400.

[Reminder-] Meal Accountability and Cash Handling Procedures

Schools That Use School Foods

Meal accountability and meal fee payments for reduced and full-priced meals begins on the first operating day. 

· Schools are to use the ATS RMEA for daily point-of-service meal accountability.   Prior year meal codes will only be displayed in ATS RMEA screen and printed rosters.  If the electronic School Link Point-of-Sale system is installed it must be used for daily meal accountability and cash collection.  All other electronic systems must be approved for use by SchoolFood Accountability Director, Sal D’Alessio – SDaless@schools.nyc.gov . 

· Daily meal counts of breakfast and lunch meals served must be tallied and recorded by eligibility categories (free, reduced, and paid) on the weekly Report of Meals Served form and submitted to the onsite SchoolFood Manager on a weekly basis.  
· The Cash Management Tracking Log is recommended as a tool to track reduced and full-priced meals served daily, meal fees collected and notices to households of meal fees owed. All meal fee payments and cash received for student a la carte and adult sales must be reported on the Cash Receipt Worksheet form and a check for the total amount is to be attached and made payable to NYC Department of Education. The completed form and check are to be submitted to the onsite SchoolFood Manager on a weekly basis.
[New-Action Required] Charter Revision and Board Member Addition/Resignation Webinar

NYC DOE-Authorized Schools/RSVP Deadline: October 29 /Webinar Date: November 1

The CSAS Directors of Oversight will hold a webinar for DOE-authorized charter schools that covers required procedures for charter revisions (material and non-material) as well as the addition and resignation of Board members. The audience for this webinar is school leaders, Board chairs or other Board representatives, and anyone at the school involved in submitting revision paperwork. 

The webinar will be held on November 1 from 4:00 to 5:00 pm. Please RSVP using this link  by Monday, October 29. A separate email with webinar sign-in details will be emailed to all attendees. 

[New- Reference] Deadline for Grade/Enrollment Expansion Charter Revisions 

NYC DOE-Authorized Schools/Deadline: November 1

Schools authorized by the NYC DOE CSAS that wish to increase either their maximum authorized enrollment or maximum authorized grade span effective in school year 2013-14 must complete the process for a material charter revision by November 1, 2012. This process includes both submitting charter revision paperwork as well as conducting a public hearing. Please reach out to [DROVER CONTACT INFO] with any questions. 

