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[Action Required for Applicable Schools] Changes to Chancellor’s Discipline Code
[Action Required] September 7 Reporting Requirements PAST Due (*Note Regarding Retention Template)
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[Reminder] Documents to Post on School Websites
Opportunities- All Schools

[Resource]NYS Charter Schools Stimulus Fund Grants Request for Proposals (RFP) Now Available
[Action Required] Certify Galaxy TO by TODAY- September 10
All Schools/ Deadline: September 10

All schools must certify their Galaxy TO by September 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.

Please remember that adding staff members in Galaxy provides those staff members credentials and access to other DOE systems that are critical to operations. 

Here is who must be added (at the minimum) and why:

· Any staff that deals with ATS—DOE credentials enable access to WebConnect, which must be used to get onto ATS.

· Any staff that works with IEPs— DOE credentials enable access to SESIS, which is where all IEPs are held and created/edited, etc.

· Any staff that deal with state testing/regents administration—DOE credentials enable access to the DOE Intranet, which is where memos, handbooks and other resources are posted for testing.

[Action Required] Technical Questionnaire for Charter Schools


All School/ Deadline: September 30

NYC Department of Education is conducting research with NYC charter schools to understand your current student information system and data tracking capabilities.
The objectives of this technical questionnaire are to:
· Understand the issues, trends, challenges and opportunities facing NYC charter schools

· Capture input for improving NYSED and NYC DOE’s reporting purposes

This questionnaire will take no more than 5 minutes of your time. This survey is intended for the person at your school who is the administrator for NYSED reporting. Please complete the survey by September 30th.Thank you in advance for your participation!

https://docs.google.com/spreadsheet/viewform?formkey=dEtiYmV5VHRGaEFMQ19YQlllU3RNY2c6MQ
[Reminder]How to Obtain SESIS Access (along with WebConnect, DOE Email, and DOE Intranet)

All Schools
If anyone on your staff needs access to SESIS, WebConnect, DOE Email and/or DOE Email, the Principal or Table Maintainer (usually a Director of Operations) must add these staff members to the school’s Galaxy Table of Organization (TO). Principals and Directors of Operations should read the Galaxy user guide with any questions, and should send the DOE account User Guide to all staff on the TO.

[Reminder] Request for New ATS User Accounts

All Schools
To request ATS accounts for new staff members, please complete this form and email to your CSO operations contact, Keisha Womack, KWomack3@schools.nyc.gov .  Our office will forward to the ATS team, who will process your request. Please remember that an application is required for each new staff member who will access ATS.
[Action Required] Ordering LAB-R Assessments

All Schools/ Deadline: September 12th
All schools needing to order additional LAB-R assessments should complete the attached forms and fax to 718-349-5642 or e-mail Stan Winograd at swinogr@schools.nyc.gov by Wednesday, September 12th.

[Action Required] Participate in the Citywide High School Fair

Schools that serve 8th grade and high school students/ Deadline September 19

The Office of Student Enrollment would like to extend an invitation to all charter schools that serve 8th grade and high school students to participate in the Citywide High School Fair. The Citywide High School Fair is scheduled from 10:00 a.m. to 3:00 p.m. on September 29 and 30 at Brooklyn Technical High School. Schools participating in the fair must confirm their attendance by September 19. Your school’s guidance counselor (or other designated staff) will receive a flyer to distribute to families, and families of eighth grade students will receive a postcard about the fair. For questions, contact HS_Enrollment@schools.nyc.gov. 

[Action Required for Applicable Schools] Changes to Chancellor’s Discipline Code

DOE-Authorized Schools Using the Chancellor’s Discipline Code/Deadline: October 1

Please note that the NYC DOE Chancellor’s Discipline Code has recently been updated for the 2011-12 school year. The updated code may be found here. 

If your charter states that your school will follow the Chancellor’s Discipline Code, please review the updated code and let the CSAS know by Monday, October 1 if your school plans to change its charter and related materials (e.g., family and staff handbooks) to adopt the changes, or if you plan to continue following the previous code. If you have questions regarding this, please feel free to reach out to Gabrielle at GMosquera2@schools.nyc.gov with any questions.

[Action Required] September 7 Reporting Requirements PAST Due (*Note Regarding Retention Template)
DOE Authorized Schools Only/Deadline September 7

This is a reminder that the following September 7 CSAS Reporting requirements are now past due:

	SEPTEMBER 7

	Current Family & Student Handbooks, including policies on discipline, promotion, and graduation
	Must be re-submitted if changed over school year

	Current Staff Handbooks
	Must be re-submitted if changed over school year

	Management, staff, and Board retention report for SY 2011-2012
	CSAS template must be used*

	Board of Trustees roster, including resumes, length of time served on the Board, and Committee positions held
	CSAS template must be used

Must be re-submitted if changed over school year

	Copy of escrow agreement as per charter agreement
	

	Board of Trustees Minutes from previous year
	Note that there are two submission dates for Board minutes: September 1 & March 1. You do not need to re-submit minutes that have already been submitted; please submit minutes for the months between submission dates.

	Operational Policies and Procedures
	Must be re-submitted if changed over school year


The templates referenced are available on the CSAS website here. (*Please note that the CSAS is aware that the Management, Staff and Board Retention Report template is dated 2010-11; this template was locked by a previous staff member. We will correct the template for next year. However, please use 2011-12 data when submitting this document. We will file it accordingly.) 
Please submit these documents to our general inbox at charterschools@schools.nyc.gov. If you have questions regarding these documents please feel free to reach out to Gabrielle at GMosquera2@schools.nyc.gov with any questions. 

[Reminder] ANNOUNCED: Second Deadline for 2011-12 Charter School Annual Report

DOE-Authorized Schools/ Deadline November 1

As described in NYSED’s 2011 - 2012 Charter School Annual Report Guidelines located at http://p1232.nysed.gov/psc/2011-2012AnnualReportPage.html, 2011-2012 New York State Charter School Annual Reports must be submitted via a new online submission system to NYSED’s Charter School Office. For the first component of the submission, NYSED experienced technical difficulties on August 1 and began accepting documents via email; however, these issues have been resolved, and NYSED will collect all future documents via the online submission system.  

The Progress Toward Charter Goals and Independent Financial Audit components of the Annual Report should be submitted separately via this online submission system, to NYSED’s Charter School Office, no later than 5:00 p.m. Thursday, November 1, 2012. The online submission system (Review Room), is located at https://nysed-cso.myreviewroom.com and the screen shots at http://p1232.nysed.gov/psc/documents/Screenshotinstructions.pdf should help you navigate within Review Room. 

In addition, all NYC DOE-authorized charter schools should submit a copy of the Progress Toward Charter Goals and Financial Audit components to our office via email at charterschools@schools.nyc.gov by 5:00 pm on Thursday, November 1, 2012. Please contact Gabrielle at GMosquera2@schools.nyc.gov or charterschools@mail.nysed.gov with any questions.

[Reminder] Documents to Post on School Websites

DOE-Authorized Schools/Ongoing

Effective February 2, 2012, Section 104 (5) of the Open Meetings Law requires all documents to be discussed during a board meeting to be posted publicly PRIOR to the meeting.  This means that all documents that will be discussed in a board meeting including, but not limited to, agendas, meeting minutes, financial statements, etc. must be made available to the public. At a minimum, all of these documents must be posted on the school website. This law not only applies to board meetings, but any public meeting that the school holds.  For more information regarding these changes in the law, please visit http://www.dos.ny.gov/coog/RecordsDiscussedatMeetings.html.

In addition, please note that the following documents should be posted and regularly updated as applicable on schools’ websites:

· 2010-11 NYSED Annual report (with Board member personal contact information redacted)

· Audited financial statements

· Board meeting notice, including date, time, and location

· Board meeting minutes, agendas, and all documents to be reviewed during board meetings
[Resource] NYS Charter Schools Stimulus Fund Grants Request for Proposals (RFP) Now Available 


All Schools/ Deadline: October 10

The SUNY Charter Schools Institute, acting on behalf of the Board of Trustees of the State University of New York, is pleased to announce that is now accepting proposals from all New York charter schools, regardless of authorizer, for grants as described its Request for Proposal T002404 under the New York State Charter Schools Stimulus Fund (“SSF”) Grant. The RFP has been posted to the Institute’s website at: http://www.newyorkcharters.org/schoolsGrantOpps.htm.   

