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Highlight of the Week:  You can easily reset your DOE email/SESIS/Webconnect password by using this link. If you need to reset your FAMIS/CPS password, please email famis@schools.nyc.gov.
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[bookmark: _[New-_Action_Required]_1][New- Action Required] RSVP for Meet and Greets with New Charter CSE Chairperson
All Schools/ Deadline: Sept 16
As announced previously, the Charter School CSE Chairperson will be focused on building strong relationships with charter schools across the City and overseeing the staff dedicated to supporting charter schools located at each local CSE. Mariama Sandi, previously the CSE Chairperson for CSE 5 in Brooklyn, has been selected to take this role.

The Division of Students with Disabilities and English Language Learners (DSWDELL) is pleased to host introductory meetings with charter schools and the newly designated CSE teams. Please sign up for one meeting by clicking this link by Monday, September 16th. Meetings will be held by CSD/CSE (please see link for more information).
(back to top)


[bookmark: _[New-_Action_Required]_2][New- Action Required] DOE Charter School Database Update
	All Schools/ Deadline: Monday, September 23rd 
The Charter School Accountability & Support team is currently in the process of updating the database on all information regarding charter schools. Please see the attached database form and fill it out thoroughly and carefully. It is important that this done both promptly and meticulously as many of our reports and data pulls utilize information from this source.  Please enter your school’s DBN (i.e. 84X123) and all blue fields will be auto-populated. We expect that not many of the blue fields will change but they will still require careful review. The remaining field will need to be filled out by the school. Some fields (ie. Email addresses and Phone numbers) will require a format. Please see sheet and respective cells for more details. More detailed instructions can be found on the top of the spreadsheet; please read carefully. Please fill out form and return by Monday, September 23rd. Please send all forms to CharterOps@schools.nyc.gov . If you have any questions, please email Taniel Chan at tchan10@schools.nyc.gov.
[bookmark: _[Update-_Action_Item/][Update- Action Item/ Resource] ARIS Screen Shot, ISR and Item Analysis
All Schools/Deadline: Sept 13th, 2013
Families with children in district schools are currently able to log on to ARIS and view student-level information on state testing results. As you know, charter school families do not have access to ARIS. In the attached document, please see a screen shot of what information district school families will be able to view. We encourage all charter schools to make information available to charter families. 

The DOE will create ISR (Individual Student Reports) for students in charter schools, and will update schools on the timeline for this as soon as possible. The ISRs will include the same student level data that ARIS reports contain. To facilitate creation of these for charter schools, please make sure to have ATS updated with all students attending by September 13th, 2013. 

[bookmark: _GoBack]In addition, the DOE will create item analysis for each charter school. Schools are expected to receive these at the end of September. Please reach out to your Director of Operations (Keisha/ Kamilah etc) if any questions.
(back to top)


[bookmark: _[New_–_Action][New – Action Required] EngageNY – Select Dashboard
All Schools – Deadline: September 27th 
In June, NYSED informed you that they will be launching the EngageNY Portal in the fall of 2013. The EngageNY Portal will include data dashboards that provide educators, parents, and students with secure access to educational data along with access to Common Core curriculum and instructional resources. You must make your data dashboard selection by September 27th. You may use the on-demand webinars and the Data Dashboard Selection Guide to make your selection here. If you have questions, please contact the help desk by email at portal-help@engageny.org and by phone at 1-855-252-6900.
(back to top)


[bookmark: _[New_–_Action_5][New – Action Required] Submit Staff Evaluation Rating Template
All Schools – Deadline: October 4th 
All schools are required by the State to submit a Staff Evaluation Rating Template for the 2012-2013 school year.  The template should be completed for your 2012-2013 staff assignments.  This reporting requirement extends to all charter schools including those not included in §3012-c.  The template is due Oct.  4th and should be submitted to: CSsupport@schools.nyc.gov.  

Once you download the template you will find further guidance on the required data in addition to sample templates and links to additional resources.  
(back to top)


[bookmark: _[New_–_Updated][New – Updated Resource] Regional Discharges
All Schools
This is a reminder that some discharges require approval beyond the school level. The following Automate the Schools (ATS) discharge codes are considered to be regional discharges and require Charter Schools Accountability & Support approval.

Code 10: Discharged to a Court Ordered Placement
Code 12: Address Unknown
Code 20: Early Admission to a Four-Year University
Code 25: Already Received a High School Diploma Outside NYCDOE at Time of Enrollment
Code 39: Voluntary Withdrawal or Discharge After 20 Consecutive Days of Non-attendance
 
To learn about student discharge in ATS and determine whether it requires CSAS approval, please refer to the following:
· discharge procedures for charter schools policy (Word document) 
· discharge form (Word document) 
· suggested attendance investigation practice for discharge 

The 2013-2014 Transfer, Discharge and Graduation Guidelines (TDG) are not yet posted.  In the meantime, please use the 2012-13 Transfer, Discharge and Graduation Guidelines (TDG) until the updated version is announced, with one exception: 
An immediate policy change, based on a new NY State law, is that kindergarten is mandatory for children whose fifth birthday falls within the calendar year. A Code 04 discharge is now appropriate only for students who have not yet turned 5 years of age by December 31.  To discharge Kindergarten students to other schools or for a discharge based on a move outside of NYC, use Code 08 or Code 11 with the appropriate documentation as described in the Transfer, Discharge and Graduation Guidelines.
The 2013-2014 Transfer, Discharge and Graduation Guidelines (TDG) will be sent as soon as it becomes available. Please contact your CSAS operations contact with any additional questions.
(back to top)


[bookmark: _[New_--Action_Required]][New --Action Required] Report First Attend Dates
All Schools/ Deadline: September 13
All external special education charter school providers are required to call in the first attend dates for the students they serve. Special education employees that are directly compensated by the charter school are considered external providers. The Department of Education (DOE) allows external special education providers the ability to call in First Attend dates through the Integrated Voice Recognition System (IVR). The data reported via the IVR system is captured in the Child Assistance Program (CAP) and the Special Education Student Information System (SESIS). Please note that the providers that are placed in your school by the DOE or through RSA’s should already have access to the IVR system. Please note that the Committee on Special Education (CSE) will NOT enter this data for charter schools. Reporting this data is crucial for Student Information Repository System (SIRS) Accountability and IDEA reporting. 

Please follow the instructions below to gain access for your external providers: 
1. Complete the excel sheet attached for ALL external providers. (Note that this information will be kept in safe place. We need social security numbers to provide access). INCOMPLETE REQUESTS will NOT be processed. 
1. Please rename the excel document to include your school’s DBN and the words IVR_Access (i.e. 84K000_IVR_Access) 
1. Please include your school’s DBN and IVR Access (ie. 84K000 AVR Access) as the subject. 
1. Email the request to AOng@schools.nyc.gov  and SECSupport@schools.nyc.gov  by September 13, 2012.  

You will receive confirmation via email once the requests are activated by the technology department. This should take approximately 48 hours. NOTE:  The instructions attached (IVR Instructions for Providers) refer to a separate sign-in for OT & PT—Please IGNORE that section. Please review the instructions attached and the FAQ attached for further information. 
(back to top)


[bookmark: _[Reminder_-_Action][Reminder - Action Required] Per Pupil Funding – Invoice for Payment 3 / Training
All Schools/ Deadlines: September 20th, September 23rd , September 26th and October 4th 
The online application to submit invoices for payment 3 will be open from 9AM on Monday, September 30 to 4PM Friday, October 4. This invoice will pull ATS and CAP data – please be sure your data is updated by COB September 20. 

On Thursday, September 26, from 10-12, a training will be held on the invoicing process for staff members who are new to the process. The training will take place at the NYC Charter Center, which is located at 111 Broadway, Suite 604, New York, NY 10006. Please make sure that new operations or finance staff attend the training. Please register here (by September 23) and if you are not able to send anyone, feel free to watch last year’s webinar here. Contact Keisha Womack (KWomack3@schools.nyc.gov) with any questions. 
(back to top)

[bookmark: _[Action_Required]_September][bookmark: _[Update—Announcement]_CSAS_Student][bookmark: OLE_LINK4][bookmark: _[New_–_Action_2]
[bookmark: _[Reminder_-_Action_1][Reminder - Action Required] Discharge August Graduates
High schools / Deadline: September 20th 
September 20 is the deadline for discharging all August graduates through GRDT. 
(back to top)

[bookmark: _[New_–_Announcement]_1]
[bookmark: _[Reminder_-_Announcement]][Reminder - Announcement] School Survey Results Available Now
All schools
You should have received an email from surveys@schools.nyc.gov with your School Survey results. School Survey results are now posted online. For questions about your School Survey process, email surveys@schools.nyc.gov. 
(back to top)


[bookmark: _[New_–_Announcement]][Reminder - Announcement] LAB Materials Delivery
All Schools
The Scan Center will be delivering return materials (25 polybags, 5 class/group headers and 25 test return envelopes) to all schools that ordered LAB September 10th – 11th. This should be enough for schools to have on hand until January. If schools need additional materials they are instructed to reach out to their Borough Assessment Implementation Director (BAID) . There will be another delivery during the spring to all schools for spring testing.
(back to top)


[bookmark: _[New_–_Resource]_1][bookmark: _[Reminder_-_Resource]][Reminder - Resource] CPS Access and Training Material
All Schools in DOE Buildings
As a reminder, Charter Schools in co-located DOE buildings have been granted access to the Custodial Payroll System (CPS) to file Extended Use Permits. 

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.

If you were unable to attend the August training, the CPS training materials have been archived in the Operations Tool Kit.
(back to top)


[bookmark: _[New_–_Resource]_2][bookmark: _[Reminder_–_Resource]][Reminder – Resource] OPT Training Material
All Schools
As an additional resource on pupil transportation, you may review the OPT training power point from the July training session. 
(back to top)

[bookmark: _[Action_Required]_Per]
[bookmark: _[New-Action_Required]_Certify][bookmark: _[Reminder-Action_Required]_Certify][Reminder-Action Required] Certify Galaxy TO by September 10th 
All Schools/ Deadline: September 10th 
All schools must certify their Galaxy TO by September 10. This process takes less than 5 minutes 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.
(back to top)


[bookmark: _[New_–_Action_3][Reminder – Action Required] Vision Screening Training – Thursday, September 12, 2013
All Schools / Register by September 10th 
On September 12, there will be two vision screening trainings for charter schools. Session 1 will be held from 10AM-12PM and session 2 will be held from 1PM-3PM. Please send only one staff member to one of the sessions. Space is limited so please register early, and by September 10 at the latest. Please use the following link to register: register here. A photo ID is required to enter the building. 
Facilitator: Julia Sykes 
Location: New York City Charter School Center 
111 Broadway, Suite 604 
New York, NY, 10006
(back to top)


[bookmark: _[New-_Action_Required]][Reminder- Action Required] Immunization Compliance Update
All Schools 
During the course of the 2013-2014 school-year, The NYC Department of Health and Mental Hygiene will be reviewing school immunization data. Please make sure that your school’s immunization compliance rate is at least 99%. Run the RHIL report in ATS to see your excludable students. If your school does not make satisfactory progress towards the 99% compliance goal, it will constitute a violation of the New York Public Health Law §2164 and you risk receiving Commissioner’s Orders. Principals who fail to obey this order risk a civil penalty. Please review the attached letter from the NYC Department of Health and Mental Hygiene Commissioner.
(back to top)


[bookmark: _[New_–_Action_4][bookmark: _[Reminder–_Action_Item/Resource]][Reminder– Action Item/Resource] ELA/Math Exam Reports in ATS
All Schools
Your students’ latest ELA and math test scores can be generated through various reports on the ATS Exam Reports menu (RPEX). Specifically, you can use the RSCE screen to generate Excel reports containing ELA and math exam results. Please refer to the user guide on how to download ATS reports.
(back to top)
[bookmark: _[Reminder-_Action_Item/]

[bookmark: _[Reminder_–_Action][Reminder – Action Required] School Lunch Price Change
All schools / Deadline: September 30th
The price of school lunch will change in two important ways beginning on September 30: 
 
· Students who are eligible to pay reduced-price for lunch will receive lunch for free. Your school will no longer need to collect any lunch fees from students eligible for reduced-price lunch.
· Students who pay full-price for lunch will pay $1.75, up from $1.50.

Before these changes go into effect on September 30, students should pay in accordance with their meal status from the 2012-13 school year (i.e. students who were eligible for free lunch during the 2012-13 school year should receive free lunch until September 30; students who were eligible for reduced-price lunch during the 2012-13 school year should receive lunch at a reduced price of $0.25 until September 30; students who were not eligible for free or reduced-price lunch during the 2012-13 school year should receive lunch at a price of $1.50 until September 30).
 
You should begin planning now to inform families of these changes using this letter (translations are here). If your school is planning to send any general school opening information home to families prior to the start of the school year, you should plan to include the letter (and a meal application, if possible) in the mailing. If your school is not planning to send any communications to families prior to the start of the school year, you should plan to backpack the letter and a meal application home with students during the first week of school. Note that meal applications (and most translated applications) were delivered to your school in June. 
 
Beginning next week, families can submit meal applications online at https://www.applyforlunch.com/. Because students who have been eligible for reduced-price lunch in prior years will receive lunch for free when these changes go into effect on September 30, you should highlight that it is more important than ever before for families to complete the meal application. Families should apply online or return completed meal applications to your office by September 30. 
 
You may find the following background information helpful if you receive questions from families about the changes, and you may opt to share this FAQ with your parent coordinator to help respond to questions from families:

· The price of lunch has remained constant at $1.50 since 2003. This is the first price increase in ten years.
· Meal costs have risen significantly over the last ten years as food and labor prices have increased and as efforts to improve the healthfulness and taste of food have been implemented; current lunch fee proceeds no longer cover the cost of lunches served.
· Federal nutrition guidelines have increased the amount of food that students are served, doubling portion requirements in many cases. 
· Breakfast continues to be free for all students.

For questions, contact School Food at 718-707-4400 or email foodcompliance@schools.nyc.gov. 
(back to top)


[bookmark: _[New_–_Action_1][bookmark: _[New_–_Resource]][bookmark: _[Reminder-_Action_Required]][Reminder- Action Required] September 30th Reporting Requirements Due
DOE-Authorized Schools Only/Deadline: September 30TH 
This is a reminder that the following CSAS Reporting Requirements are due on September 30, 2013:

	SEPTEMBER 30

	Requirement
	Notes
	Submission Method
	CSAS Template Required?

	Project Save – School Safety Plan* 
	Submit one copy to CSAS and SED. 

*This requirement is only applicable for schools in DOE facilities.
	Email to: charteroversight@schools.nyc.gov. Include your school’s name in the subject line.

Email to: charters@mail.nysed.gov. 
	No

	School Year Calendar
	Submit one copy by this deadline. Re-submit this to CSAS if it is revised at any point during the course of 2013-14.
	Email to: charteroversight@schools.nyc.gov. Include your school’s name in the subject line.
	No

	Copy of escrow agreement as per charter agreement
	Submit one copy of either:
1. The legal escrow agreement established between the school and an attorney/law firm; or
1. The school’s most current bank statement that clearly shows the established escrow minimum amount requirement of $70,000
	Email to: charteroversight@schools.nyc.gov. Include your school’s name in the subject line.

	No

	Certificate of Occupancy* 
	*This only applies for schools not in traditional DOE space, or for schools changing facilities.
	Email to: charteroversight@schools.nyc.gov. Include your school’s name in the subject line.
	No

	Certificate of Liability Insurance
	
	Email to: charteroversight@schools.nyc.gov. Include your school’s name in the subject line.
	No

	2013-14 Staff Handbooks
	Submit one copy by this deadline. Re-submit this to CSAS if it is revised at any point during the course of 2013-14.
	Email to: charteroversight@schools.nyc.gov. Include your school’s name in the subject line.
	No



Please submit these documents to our general inbox at charteroversight@schools.nyc.gov. If you have questions regarding these documents please feel free to reach out to Gabrielle/Maria/Andrea at XXX@schools.nyc.gov with any questions.

As a reference, the calendar is also located on the CSAS Accountability & Oversight webpage. All DOE-authorized schools should download this calendar and use it throughout the year to meet their CSAS reporting requirements.

Reminder:
· Please send all reporting requirements except the NYSED Annual Report to the NEW CSAS email address set up for this purpose: charteroversight@schools.nyc.gov.
· CSAS will require the use of templates for several items on the 2013-14 Calendar of Reporting Requirements. Please use the embedded links to access these templates and/or download them from the CSAS Accountability & Oversight webpage.
· Templates for two specific reporting items are still under review and will be posted to the CSAS Accountability & Oversight webpage and included in the CSAS Weekly Communication once finalized. These are:
· CSAS Discipline Compliance Checklist
· 2013-14 CSAS Annual Comprehensive Review Documents
· As stated in the Calendar, while deadlines are subject to change and will be communicated accordingly, schools will be held responsible for submitting required documents by their deadlines regardless of any changes.
· Deadline changes will be communicated via the CSAS Weekly Communication and on the version of the calendar located on the CSAS Accountability & Oversight webpage. Please ensure that anyone on your staff who is involved in submitting reporting requirements consistently receives the CSAS Weekly Communication. 

If you have any questions after reviewing the 2013-14 Calendar of Reporting Requirements for Chancellor-Authorized Schools ONLY, please contact Andrea/Gabrielle/Maria at [[[]]@schools.nyc.gov. 
(back to top)


[Update—Announcement] CSAS Student Discipline Webinar Postponed
DOE-Authorized Schools ONLY/ Workshop: Wednesday, September 18th
Please be advised that the webinar date has been postponed and will be held on Wednesday, September 18th. An e-mail will be sent out to all participants who RSVP to the link below. All communication regarding the webinar will be communicated to the e-mails provided, please ensure all e-mails area active. Registration has been extended to Friday, September 13th.

In preparation for the coming school year, we would like to invite Board chairs, school leaders, and other staffers responsible for school discipline to attend a Student Discipline presentation from the CSAS team. The presentation will cover suspensions, expulsions, and due process for general education students, as well as student with disabilities. Due to increased demand, the CSAS Student Discipline presentation will now be held as a webinar. Log-in information for the presentation will be sent directly to participants who RSVP to the following link. Please be sure to provide an active email address. Please use this link to RSVP by Friday, September 13th. If you have any questions, please contact Andrea/Gabrielle/Maria at [[[]]@schools.nyc.gov. 
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