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INTRODUCTION
The New York City Department of Education (DOE) is pleased to present the Grade Reconfiguration Application Portfolio guidelines for expanding or truncating schools’ grade span.  The Office of Portfolio Planning (Portfolio) strives to ensure that all students in New York City have access to a quality school or program that meets their individual needs.   Grade reconfiguration is one strategy Portfolio uses to meet this goal. The expansion or truncation of schools eradicates barriers that limit student access to all available options; increases the number of high-quality options available to students; and aids in the success of schools by alleviating situations that may hinder student progress. 
There are two separate processes required to approve a grade reconfiguration in a school: the Portfolio Approval Process and the Panel for Educational Policy Approval Process.

Portfolio Approval Process

There are two parts of the Portfolio Approval Process:

1. Part One is the submission of the School Grade Reconfiguration Proposal: Intent to Apply by the principal in consultation with the School Leadership Team. The Letter of Intent is assessed through careful analysis of resources (budget and physical space), demographic need, and enrollment demand. Since capital dollars are a limited resource, grade reconfigurations cannot be contingent on facilities investment. 

2. Part Two involves the submission of a Grade Expansion Application Portfolio, followed by a site visit and panel interview. The purpose of Part Two is to assess a school’s instructional capacity to serve the expanded school level. The Grade Expansion Application Portfolio is reviewed for quality and capacity through the New School Development process.

All truncation proposals and expansion proposals where grades will expand from K-2 to K-5 only need to satisfactorily complete Part One to obtain program approval. Expansion proposals where expanded grades include a new school level (e.g. K-5 to K-8) that satisfactorily complete Part One will advance to Part Two of the Portfolio Approval Process.
Panel for Educational Policy Approval Process 

 After a grade reconfiguration proposal receives Portfolio approval, the proposal is then submitted to the Panel for Educational Policy for approval. To learn about the Panel for Educational Policy Approval Process, please visit http://schools.nyc.gov/AboutUs/leadership/PEP/default.htm.

2012 APPLICATION SUBMISSION DEADLINES

	Action Item
	Date

	Letter of Intent Due
	April  13, 2011

	Grade Expansion Application Portfolio Sent to Schools with Approved Letters of Intent
	April 27, 2011

	School Site Visit
	May 2-23, 2011

	Grade Expansion Application Portfolio Due
	July 15, 2011

	Panel Interview
	July 25-29, 2011

	Announcement of Portfolio Approval
	September/October 2011

	Panel for Educational Policy Process
	November/December 2011


	School Name:
	
	DBN:
	


Section A: Applicant & School Profile
	Section A1: Applicant Profile

	Principal Name:
	

	Email:
	

	Phone Number:
	Work:



 
	Mobile:

	Network/SSO:
	

	Network Leader:
	

	Section A2: School Profile

	Grades Served:
	Current:
	Proposed:

	Facility Information:
	Building Name:

	
	Building Code:
	% Utilization 2009-10:

	
	If there are schools co-located in the building, please list them below:



	
	Are any of the schools co-located in the building currently phasing in or out? If so, which one(s)?



	2010-2011 Enrollment:
	Total Audited Register: 

	
	Enrollment Per Grade:

	
	Of Total Number of Students Attending:


_____% reside in the school’s zone


_____% reside in the school’s district but not in the school’s zone


_____% do not reside in the school’s zone or in its district

	Performance Information:
	2008-9 Progress Report Grade:
	2009-10 Progress Report Grade:

	
	2008-9 Quality Review Score:
	2009-10 Quality Review Score:

	
	% of Level 3 and 4 Students:


_______ Math, 2009-10


_______ ELA, 2009-10


Section B: Rationale for Proposal

Please answer questions for sections B and C 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 the rationale behind your proposal.
B1. What is the rationale for the proposed grade reconfiguration? In what ways will it affect your students and the surrounding schools? If your proposal is based on a desire to expand a specific program, please describe it and the impact that the expansion will have.
B2. Have you implemented any community engagement plans around this proposed grade reconfiguration? If so, who and what did it entail? What was the outcome? If not, what type of community engagement plan do you foresee implementing?

B3. What are the current admissions criteria at your school (e.g. zone, application, etc.)?

B4. Please provide any additional background information that should be considered in favor of your proposal.
Section C: School Principal Background & Resume

C1. What experience do you have that will prepare you to take on the challenge of reconfiguring the grades in your school according to your proposal?

C2. Please submit a current resume. This is not included as part of your two-page limit.
Please submit your Letter of Intent as a single Microsoft Word document or Adobe PDF file before the close of business on the due date. Title the single document with the DBN of the school (e.g. 12X924.doc) and email the completed Letter of Intent to NSOAM@schools.nyc.gov. A confirmation of receipt will be sent.

