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[Action Required] Per Pupil Funding – Invoice for Payment 3 / Training

All Schools/ Deadline: September 21, September 25 and October 4

The online application to submit invoices for payment 3 will be open from 9AM on Monday, October 1 to 6 PM Thursday, October 4.

This invoice will pull ATS and CAP data – please be sure your data is updated by COB September 21. 

On Friday, September 28, from 10-12, we will have an invoice training for staff members who are new to the invoice process. The training will take place at the NYC Charter Center. Please make sure that your new operations or finance staff who are new to the invoice process attend the training. Please register here  (by September 25) and if you are not able to send anyone, feel free to watch last year’s webinar here. Contact Keisha (KWomack3@schools.nyc.gov) with any questions. 
[Update] Campus Audit Template Update: Deadline Extended

Schools in DOE Buildings / Deadline: September 21

Per Chancellor’s Regulation A-190 (Campus Policy Memo) all campuses with co-located schools are required to submit a Campus Audit Template. The submission deadline has been extended to September 21. Submit the audit template by emailing campus@schools.nyc.gov.  For questions, please contact Terry Byam at tbyam@schools.nyc.gov. 

[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] Extended Use Procedures 


All Schools in DOE Space

As a reminder, please see attached extended use procedures. This document is intended to help clarify questions regarding extended use permit procedure for charter schools. Please note, for the process to work properly, schools should be entering permits at least 30 days in advance of any event.  This allows time for approval by the Senior Grant Officer/Extended Use Office and for School Safety to approve the coverage and assign an agent.

[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.

[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] Order PSAT Exams

High schools / Deadline: September 28; Event: October 17 

All tenth and eleventh grade students have the opportunity to take the PSAT on October 17. The NYCDOE covers the cost of exams for students who take the exam on this date. If your school orders exams for the Saturday, October 20 administration, it will be charged for the cost.
Your school’s PSAT coordinator should order the exams online (and can confirm details of previously placed orders) by September 28. If this is the first time your school will administer the PSAT, obtain the six-digit Level II code you need to order exams by completing the attached form and faxing it to the College Board at 609-771-7766, attention: ETS - Code Control. 

For general questions about the PSAT, contact the College Board at 888-477-7728 or psat@info.collegeboard.org. For questions about the ordering process, contact Grace Gonzalez at GGonzal2@schools.nyc.gov. For other questions, contact your network assessment liaison.

