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2012 NEW DISTRICT HIGH SCHOOL APPLICATION 

Revised March 2011
INTRODUCTION
The New York City Department of Education (DOE) is pleased to present the New District High School Application guidelines for schools slated to open in September 2012. The Division of Portfolio Planning (Portfolio) strives to ensure that all students in New York City have access to quality schools that meet their individual needs. The creation of new schools is a critical Portfolio strategy employed to meet this goal.  Portfolio aspires to work collaboratively with potential leaders and school planning teams, local communities and external partners interested in the creation of these new schools.  

Starting a new school is a significant opportunity to influence lives and serve New York City families and students.  It is also intense and demanding; the application process is designed to gauge a team’s readiness to weather and master these challenges.  Completing the New District High School Application is intended to be a rigorous, multi-step process.  It requires applicants to form planning teams and work together closely over time to develop and revise documents that will be used in their new schools and should reflect the teams’ fundamental beliefs about education.  The proposal should reflect expertise and careful thought in the requisite areas and, taken as a whole, should represent a coherent plan with strong alignment between the philosophy, structure and instructional plan.

The Office of New Schools (ONS) will offer Design and Development (D&D) sessions throughout the spring, consisting of evening workshops and targeted feedback sessions with coaches, to support the application process.  Applicant teams are encouraged to attend all D&D workshops.  Targeted Feedback is a required part of the process – all applicants are required to attend a first TF session, and select applicants will be invited back for a second round.  ONS staff and coaches will assess leadership competency and the ongoing development of application components during these workshops and feedback sessions.  Approved school leaders will participate in spring New School Implementation (NSI) to support implementation of their proposed school models.  To view the workshop schedule, please visit:

http://schools.nyc.gov/community/planning/newschools/NewSchoolsProposalProcess/   

PLEASE NOTE:  Intermediaries/Partner Organizations wishing to submit an application will find additional instructions here: http://schools.nyc.gov/community/planning/newschools/NewSchoolsProposalProcess/ 
APPLICATION SUBMISSION DEADLINES
For Schools Opening in 2012
	
	Spring Submission Dates



	Letter of Intent Due


	March 25, 2011

	Application Due


	June 16, 2011

	Interviews


	July 6-15, 2011

	Announcement of New District  Schools
	July 22, 2011


APPLICATION COMPONENTS AND PROCESS

Application Components:
There are two written components of the revised 2012 New District High School Application:  the Letter of Intent and the Application.  In addition, applicants are required to participate in up to two mandatory targeted feedback sessions.    Each component is explained below. 

NOTE:  Please adhere to the page limits listed for the Letter of Intent and for each section of the Application.  Pages in excess of set limits WILL NOT be read. 
Part 1:  Letter of Intent  

All applicants must submit a Letter of Intent. Please see Appendix A for a template and complete instructions.  

Prior to submitting Part 2: New District High School Application, all applicants must submit a Letter of Intent.

Part 2:  Design and Development Workshops and Targeted Feedback Sessions

Applicant teams are encouraged to attend all Design and Development workshops and are required to attend up to two targeted feedback sessions.   Cuts will be made after each round of Targeted Feedback and after the interviews.  Office of New Schools staff will assess leadership competency and the ongoing development of each applicant’s proposal during Design and Development Workshops and Targeted Feedback sessions, one of which will be held in the applicant’s current school.  
Please Note:  Targeted feedback is a required part of the application process.  The First Targeted Feedback session is MANDATORY.  After the first round of cuts, select applicants ONLY will be invited to the second round of Targeted Feedback.   
Part 3:  Application 

There are three editions of the New District School Application, based on the grade levels of the proposed new school:  Elementary School (K-5), Middle School (6-8), and High School (9-12).  Please complete only the relevant edition.  If you are proposing a K-8 school, please complete the Elementary School Application.  In Section 2, please include answers to parts A, B and C with a Middle School focus.  Similarly, if you are proposing a 6-12 school, please complete a High School application, and include answers to Section 2 parts A, B and C with a Middle School focus.  In each of these cases, you may add three (3) pages to the page limit for Section 2 of the application.
Each grade level Application can be downloaded at: http://schools.nyc.gov/newschools.    

Application Assessment Process: 

Planning teams will meet with Office of New Schools staffers, who will review application drafts and provide individual feedback during targeted feedback sessions.  

The evaluation criteria outlined in Appendix B will be used to assess final applications.  Teams with the most developed applications will be invited to a panel interview.  ONS staff may also require additional written material in support of a proposal, or conduct a site visit to observe a proposed leader.  

DIRECTIONS FOR APPLICATION SUBMISSION
Please submit your Letter of Intent via email to newschoolsteam@schools.nyc.gov by March 25th, 2011
1. All documents should be single spaced, 12 point Times New Roman font with a 1 inch margin on all sides. 

2. Please adhere to the page limits as listed for each section of the Letter of Intent and of Application.  Pages in excess of page limits WILL NOT be read.
3. Collate all required components of the Application and create a single Microsoft Word document or Adobe PDF file sent by the close of business on the due date.  Title the single document or file with the name of the school leader (last name, then first name), example: Duncan, Arne.doc 

4. The complete Application should not exceed 4 MB in size 

5. Email the completed New School Application to NSOAM@schools.nyc.gov  A confirmation of receipt will be sent.
6. Mail a hard copy of the Application postmarked by the due date to the following address:

Office of New Schools


Attention: Nicole Scott


52 Chambers Street, Room 213


New York, NY 10007

Applicant Profile Form 

    Complete the template below and attach as the first page of your application.

	School Leader Information

	School Leader Name:
	

	Email:
	

	Phone Number:
	Mobile:                                              Other (Work / Home):  

	Leader’s Current Job/Position:


	

	Leader’s Current School: 

(if applicable) 
	

	List any Principal Leadership Programs completed (APP, NLNS, Other University)


	

	 Proposed School Information

	School Level (ES, MS, HS)


	

	Please list any partnering Intermediary and/or Community Based Organization (if applicable):


	

	OPTIONAL - Location Preferences: 

   Please note that all location/siting decisions are at the discretion of DOE

     FORMCHECKBOX 
  Borough/District Preference  –  please specify: ____________________________________

     FORMCHECKBOX 
  Citywide  (no location preference)



Section 1:  School Mission Statement

Page limit:  1-3 paragraphs

This section should describe the overall philosophy and purpose of the school.  This statement should inspire people to believe in the school model you plan to implement and should be easy to grasp.  In general terms, please describe the principles and the instructional methods that define your approach.  Be sure to establish direct connections between beliefs, methods and desired outcomes, whenever possible. 

Section 2:  School Curriculum and Instructional Model

Page limit:  7 pages

This section focuses on the applicant’s beliefs about teaching and learning and how those beliefs translate into a successful academic experience for all students.  This section should highlight the instructional model throughout the school, and how it is connected to the overall school mission. This section should also demonstrate a clear progression of knowledge and skill development, as well as a strong commitment to differentiation.

Please note:  Your proposed new school will attract and serve a diversity of students – including all levels of English Language Learners, students with disabilities and students who are under-performing.  Therefore this section should clearly indicate how your school proposes to ensure that all students achieve. Please be specific in your responses to each of the following questions: 

A. Describe the instructional leader’s philosophy of educating students, how the leader’s role in the school will support that philosophy, and how that philosophy is tied to the overall mission of the school.

B. Detail the skills, knowledge, and competencies every graduate will attain, and then choose one or more subject areas to illustrate how that learning will occur throughout a student’s experience at the school and how the leader will create a climate of high expectations throughout the school.

C. Provide a sample unit and lesson plan from the 9th grade of a course sequence at the school. This sample unit and lesson plan should represent the kind of teaching and learning that defines the school’s vision and mission.  Please be explicit as to how the unit and lesson plan will be differentiated and how the assessment will measure progress for English Language Learners and students entitled to special education services.

Section 3:  School Structure and Design    

  Page Limit:  7 pages total 

This section should provide insight into the applicant’s thinking on how to design and structure a new school to provide the academic experience for students and for teachers described in Section 1.  This section should specifically describe how the proposed school will employ structures such as scheduling and staffing to actualize the school’s mission and vision and to create a supportive and inclusive school community and culture.  

A)  Student and Teacher Schedules 
1) Provide samples of your school’s weekly schedules for students and for teachers.  Student and teacher schedules can be presented separately or together, but please be sure to convey how teachers’ and students’ schedules are aligned with, and reflective of, your school’s mission and instructional vision.  

2) Please provide a narrative description to explain and highlight any important features of the schedules.  In your response, please be sure to discuss each of the following points: 

· How teacher and student schedules provide flexibility to meet the individual needs of the students  

· How schedules allow for collaboration among teachers  

· How schedules support and align with other structural decisions, including professional development and curriculum

· How schedules specifically allow for students with disabilities and students struggling academically to receive the supports and additional services they may need

B)  Meeting the Needs of English Language Learners
1) Please provide a description of how your school will provide for Beginner, Intermediate and Advanced English Language Learners

2) Explain how your staffing and schedule plans will be adjusted to meet the needs of students who require Transitional Bilingual or Dual Language instruction
Section 4:  Developing and Supporting Your School Staff 

   Page Limit:  5 pages total 

Plan for Professional Development  

Provide an overview of a plan for professional development detailing the systems and structures you will use to support your staff.  Your professional development plan and corresponding systems should reflect your beliefs about how to best impact actual teaching practice and improve student learning throughout your school. 

In your response, please be sure to discuss each of the following points: 

· How you will address the changing needs of your staff throughout the year

· How you will assess the impact of professional development on student learning

· How you will provide opportunities for teacher leadership throughout the school

· How you will differentiate professional development opportunities for your staff in order to meet the needs of teachers with different levels of expertise and those who are at different points in their careers

· How you will provide meaningful coaching and mentoring for your staff

· How you will ensure the alignment of professional development with curriculum, instruction and assessment

Section 5: Tracking and Assessing Student Progress and Supporting Students


  Page Limit: 6 pages total

This section should provide insight into the applicant’s thinking about connecting student assessment to student achievement.  This section should align with the school’s mission, but also with the school’s instructional model, staffing and design.  

Please describe your plan for monitoring and assessing students’ progress with the goal of adjusting instruction and other school systems as needed to ensure overall student achievement.  In your response, please be sure to discuss each of the following points:

· The kinds of assessments you will use to track student performance in your school (please describe in detail how the assessments align with your instructional approach, and the types of data that these assessments will produce)
· Different types of information you will use to track student progress in your school over time  

· How you will guide teachers to use this information to meaningfully adjust instruction  

· How  you will use assessment data to track teacher effectiveness, and how you will use that information to improve achievement throughout your school 

Section 6: Demonstrated Instructional Leadership 

  Page Limit: 2 pages total

In this section, provide examples of the applicant’s track record in developing and implementing initiatives to drive student achievement, particularly for struggling students, and in designing and delivering meaningful professional development.  The narrative should provide details on a single initiative that led to significant student gains, including details on:

· Specific instructional strategies implemented

· Professional development provided in support of the initiative
· Related youth development and student support provided
· Assessments used

· Adjustments based on data collected from those assessments

· Conclusions and long-term plans based on results

Attachments: 

Attachment A:  Applicant Team Resumes

Attach resumes for the proposed school leader and for any members of the applicant planning team likely to join the staff of the proposed new school.

Attachment B:  Letters of Support 

If your proposed new school intends to partner with a community-based organization, educational institution, Intermediary, etc., please write a brief overview of the role that the organization will play in the new school, including a description of day to day activities in which the partner will participate.  If appropriate, attach letters of support from the partner organization. 

Attachment C:  High School Directory Page Instructions 

Please complete the School Directory Page using the template in Appendix C.  Certain sections of the Directory Page have already been filled out, as these are conditions that apply to all New District Schools.  The page should provide a snapshot of your school’s program in the first year.  The audience consists of students and parents, so the language should be clear, concise and jargon-free; it should provide key information families need to make an informed choice.  Because it is formatted as it will appear in the 2012 New High School Directory, YOU MAY NOT EXCEED word limits indicated in the template.  

Appendix A – Letter of Intent (Sections A, B, and C)
Section A: Applicant Profile

	A1:  School Leader Information

	School Leader Name:
	

	Email:
	

	Phone Number:
	Mobile:                                              Other (Work / Home):  

	Leader’s Current Job/Position:
	

	Leader’s Current School: 

(if applicable)
	

	List any Principal Leadership Programs completed (APP, NLNS, Other University)
	

	A2:  Proposed School Information

	School  Level  (ES, MS, HS)
	

	Proposed 

Grades in Year One:
	Proposed 

Grades at Scale:

	Principal 

Candidate 

Pool Eligibility:
	 FORMCHECKBOX 
  Accepted 
 FORMCHECKBOX 
  Interview Scheduled

 FORMCHECKBOX 
  Interview Not Yet Scheduled

	Please list any partnering Community Based Organization and/or Intermediary (if applicable):
	


Section B:  Proposed Leader’s Background and New School Concept
Please answer questions for Section B in no more than 2 total pages (single spaced, 1” margins and 12 point Times New Roman font).  This is your opportunity to introduce yourself and explain your interest in developing and leading a new school. 
B1.  Please discuss your background and interest in designing the proposed school.

B2.  Describe 3 essential aspects of your proposed school that paint a picture of what it is you hope to accomplish, and how you will achieve those goals.

Section C:  Submit a Current Resume

Please submit your Letter of Intent via email to newschoolsteam@schools.nyc.gov by March 25th, 2011
Appendix B:  Criteria for Selection
All proposed schools should be designed to serve all New York City students.  The Office of New Schools will evaluate New District School Applications using evidence of instructional and organizational coherency as defined by these criteria (in bold) of effective schools.  The corresponding bullets help define each component of our overarching criteria.  
Leadership

Evidence of clear, inclusive, and reflective leadership

· Strong instructional leadership focused on building an academic community and improving student learning

· An established and driving mission that is apparent throughout the school -- evident in and supported by the overall instructional plan, classroom pedagogy, culminating projects and events, school-wide systems and structures, and the interactions among staff, students, and families   

· The fostering of authentic, sustained, caring and respectful relationships among and between teachers, students, staff members, and families

· A budget and staffing plan that is aligned to strategic planning and the school’s mission

· An ability to reflect on school and individual practices, including the leader’s own, and to address areas for improvement while maintaining the day-to-day operations of the school

Opportunities for teacher leadership and collaboration and a focus on consistent instructional improvement and professional growth

· Opportunities for teachers to be involved in key decision-making in order to form a collaborative and transparent school community 

· A relevant and effective Professional Development plan that is driven by the needs of teachers and students, and which ultimately improves teacher capacity to identify and address school issues

· Creative and flexible scheduling that encourages the development of professional learning communities and the cultivation of teacher effectiveness with the goal of meeting all students’ needs

Use of data to measure student and school progress

· A clear system to monitor and assess each and every child academically, socially, and emotionally

· Valid, reliable, and authentic forms of assessment that allow for analysis and the creation of individualized action plans for each student

· Regular use of data around key school areas such as, but not limited to, attendance, discipline, parental involvement, and college retention in order to monitor and improve overall school systems and organizational coherency

Teaching and Learning

A coherent and rigorous instructional model with specific attention to scope, sequence, and thoughtful assessments

· Standards-based, academically rigorous curricula that prepare students for their post-secondary plans and goals

· Vertical instructional plans and sample curricular maps that are aligned across grade levels and content areas and challenge all students toward high levels of achievement

· Authentic and multiple forms of assessments that directly connect to planning, instruction and student learning in the classroom

Evidence of differentiated practices, engaging teaching strategies, and appropriate planning to ensure the achievement of even the most struggling students

· A well-defined plan to serve the learning needs of the full range of students in the community, including students with IEPs and English Language Learners

· The school’s capacity and action plan for working with students who enter below grade level in core areas

· A range of engaging and thoughtful teaching practices and pedagogical techniques that support and challenge all students.

Evidence of ongoing attention to and support for teacher effectiveness and instructional improvement, including accountability for student achievement

· A culture of welcoming classrooms where teachers and school leaders know what is happening instructionally for all students

· Regular observation, feedback, and reflection to ensure the growth and retention of highly effective teachers 

· A system and timeline for support and intervention for struggling teachers who are not impacting student achievement

School Culture

Evidence of rigorous and consistent expectations for all students and staff

· Clear instructional, pedagogical, organizational, and behavioral standards that are consistently maintained for all members of the school community

· A physically and emotionally safe place for all students and staff where everyone can be focused on the primary goal of student learning

A school experience that engages, inspires, prepares, and supports all students and families

· A clear system that enables staff members to get to know each student well and communicate regularly with each family
· Active roles for students and families that promote contributions to a positive school community 

· Meaningful connections between what students learn in school and their lives and communities.  This can be achieved through internships, mentoring experiences, and service learning  

· A clear, communicated path toward graduation and post-secondary planning
Evidence of meaningful and authentic connections to the larger community 

· A community of parents, families, Community Based Organizations, and other supporting institutions that will work together to ensure the school’s success 

· Key learning experiences that connect school to students’ lives and to their communities

· A school that utilizes the community’s varied resources to strengthen the supports and learning opportunities for students

 Appendix C – High School Directory Page Template

	School Directory Page

	Important Admissions Information
	School Overview

	Eligibility: (Choose One)

 FORMCHECKBOX 
 Limited Unscreened: Priority to students who attend an information session, then to all New York City Residents

 FORMCHECKBOX 
 Other:


	In Their Own Words: (500 Characters Maximum)


	Special Education Services (Check all that apply):

 FORMCHECKBOX 
 SETSS

 FORMCHECKBOX 
 Self-contained

 FORMCHECKBOX 
 Collaborative Team Teaching

 FORMCHECKBOX 
 Special Class for Hearing Impaired
	Partnerships in the first year

· Intermediary:

· Community-based Organizations:

· Hospital Outreach:

· Cultural/Arts Organizations:

· Not-For-Profit:

· Corporate: 

· Financial Institutions:

· Other:



	ELL Programs (Check all that apply):

 FORMCHECKBOX 
 ESL

 FORMCHECKBOX 
 Bilingual Programs:

 FORMCHECKBOX 
 Dual Language Programs:


	Courses & Program Highlights

Programs:

	Enrollment:

Total Students per grade: TBD

Grades Served in year 1:  TBD

Grades Served at Scale:  TBD
	Languages:



	
	Advanced Placement Courses:



	
	Extracurricular Activities in the first year:



	
	Leadership & Support:

	
	Academic:

	
	Artistic:

	
	Clubs:

	
	School Sports:
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