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[bookmark: _[NEW—Action_Required]_Accountabilit][NEW—Action Required] Accountability Reporting Requirements Due March 1
DOE Authorized Schools Only/Deadline: March 1
This is a reminder that the following CSAS Reporting requirements are due on Friday, March 1:

	MARCH 1

	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.

	Mid-Year Fiscal Check-In for Year-to-Date Period Ending 12/31
	Schools should submit the following:
1. Profit and Loss statement for the Year-To-Date period ending 12/31/12 (please indicate Board Approved Budget vs. Year to Date Performance and Revised Budget)
1. Statement of Cash flows Year-To-Date period ending 12/31/12
1. Balance Sheet (balances on 12/31/12), and 
1. Statement of Functional Expenses for Year-To-Date period ending 12/31/12
Please forward your documentation in one e-mail to charterschools@schools.nyc.gov with the subject line: “[YOUR CHARTER SCHOOL NAME]: Mid-Year Fiscal Check-In”. 



Please submit these documents to our general inbox at charterschools@schools.nyc.gov, with your school’s name in the subject line. 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. 
(back to top)


[bookmark: _[New-_Action_Required]Annual][bookmark: _[Reminder-_Action_Required]Annual][Reminder- Action Required] Annual Site Visit/ Annual Comprehensive Review Changes: Updates to Document Request
DOE Authorized Schools/Deadline: February 20
The Charter Schools Accountability & Support Team (CSAS) is preparing for our Annual Comprehensive Review (ACR), formerly known as Annual Site Visit. The purpose of the ACR remains a means of assessing progress toward the school’s goals and the school’s performance in relationship to the DOE’s Accountability Framework, however, the process has been slightly modified. Once the documentation has been received, schools will receive notification regarding who will receive a visit and the type of visits that will be conducted. All DOE authorized schools will be responsible for submitting requested documentation by Wednesday, February 20. This year we have provided schools more time to comply with the submission deadline.

Note: Schools who have just been renewed and those whose charters expire in December 2013 do not have to submit documents below.

The following documents should be emailed to CSAS (charterschools@schools.nyc.gov) before Wednesday, February 20. Please be advised, we have made some changes to the list of documents that we are collecting. We encourage you to review each document carefully and discuss any questions or concerns you may have with your cohort contacts.

PLEASE NOTE: We have updated the format of the certification and fingerprint clearance information requested for the ACR.  Please review the bolded information below and submit certification and fingerprint clearance information in the formats requested here. Please disregard the formats request described in last week’s CSAS Weekly Communication (1/28/13). 

1. An organizational chart indicating clear reporting relationships
1. Updated list of all (FTE & P/T, if any) staff and positions, showing Certification/Highly Qualified status
1. SCREEN SHOT from the NYS-TEACH system showing fingerprinting clearance of all staff members (1 screen shot showing all staff, not 1 page per staffer)
1. Schedule for all school classes
1. Annual Comprehensive Review Data Collection Form (attached)
1. School Self-Evaluation Form (attached)
1. List of AED/CPR certified staff
1. Fire & Bus Drill Dates (ONLY for schools in PRIVATE space)
1. Safety Plan (ONLY for schools in PRIVATE space)

Please submit these documents to our general inbox at charterschools@schools.nyc.gov with your school’s name in the subject line. If you have questions regarding these documents please feel free to reach out to Rick/Sonya/Daree at @schools.nyc.gov with any questions. 
(back to top)


[bookmark: _[New-_Action_required]][New- Action required] Use or lose FY13 NYSTL dollars – Only 2 Months left!!!
	All Schools/ Deadline: April
As of today, close to 80 charter schools have not spent any FY13 NYSTL funds. In total, charter schools are leaving $3.1M in state grant funds unused! Please log into FAMIS today and begin to plan your FY13 NYSTL spending. The deadline to place orders is generally in early April – so only two months left before the funds expire. Instructions to place orders in FAMIS are located here. An excel sheet with your school’s NYSTL allocation and current amounts spent is attached. Please use this grant money before it expires!! If you have any questions, please contact Keisha Womack (KWomack3@schools.nyc.gov) if you have any questions.
(back to top)


[bookmark: _[Update-_Action_Required]][Update- Action Required] Per Pupil Funding – Invoice for Payment 5 and IDEA Update
All Schools/ Deadline: February 6
The online application to submit invoices for payment 5 will be opened through February 6. IDEA allocations will not be included with payment 5 per pupil funding. The State has not yet released these funds to all schools in the New York City district. The expectation is that IDEA allocations will be included with schools’ final FY13 per pupil payment. Please reach out to Keisha Womack/ Kamilah/ Jorge with any questions.
(back to top)


[bookmark: _[Reminder_–_Action][Reminder – Action Required] Certify Galaxy TO by February 10
All Schools/ Deadline: February 10
All schools must certify their Galaxy TO by February 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. Contact Kamilah O’Brien at KObrien62@schools.nyc.gov if you have any questions.
[bookmark: _[New—Resource]_NYCDOE_Request](back to top)


[bookmark: _[New-_Action_Required]_1][New- Action Required] 2012-13 Directory of NYC Charter Schools: Update/Input Information
All Schools/Deadline: February 22
Please note that CSAS will send all NYC charter school leaders two emails this week asking for either updated or new information about your schools to appear in the 2012-13 Directory of NYC Charter Schools. The two emails break down as follows: 

1. A Microsoft Access data form emailed from CSAS Data Analyst Jared Kutner that school leaders must either update (if the school opened prior to 2012-13) or use to input new information (if the school opened in 2012-13). Please do not reply to this email with any questions related to the form.
1. An accompanying email originating from CSAS Director of Oversight Gabrielle Mosquera that includes more detailed instructions/parameters for each line of information. If you have questions regarding how to update/input your school’s information, please reply directly to this email or email Gabrielle separately at gmosquera2@schools.nyc.gov. 

Please review these emails and update/input your school’s information by Friday, February 22. Please note: your school’s information will appear in the Directory as it appears in the Access data form, so be sure to review it thoroughly for accuracy. Any questions should be directed to Gabrielle Mosquera at gmosquera2@schools.nyc.gov. 

[bookmark: _[New_-_Action][New - Action Required] New York State Alternate Assessment Administration (NYSAA): Post-Administration Notes 
All schools / Deadline: February 8, February 11-15 
The New York State Alternate Assessment (NYSAA) administration ends on February 8; the online NYSAA Profile program will be unavailable beginning at 6:00 p.m. that day. Beginning January 30, your school will receive pre-slugged answer documents as well as blank answer documents (which must be completed with student information) to secure in the front pocket of each student's datafolio. Follow these instructions for datafolio packaging and delivery for scoring. By February 8, all data and student work samples for the datafolios of NYSAA-eligible students in your school should be placed in a secure location. Datafolios must be delivered to your borough assessment office for scoring between February 11–15 from 9:00 a.m. to 12:00 p.m.  For additional information, contact Louise Smith at lsmith2@schools.nyc.gov.
(back to top)


[bookmark: _[New-_Resource]_Culturally][New- Resource] Culturally Relevant Pedagogy (CRP) Pilot Program 
	All Schools/ Deadline: February 8
Interested schools can apply to participate in the Culturally Relevant Pedagogy (CRP) pilot. Applications are due February 8. This pilot will help staff focus on tackling opportunity gaps among students by creating awareness and engaging staff in dialogue about race, stereotypes and equity. Schools should email eb@schools.nyc.gov with questions.
(back to top)


[bookmark: _[New_Resource]_CSAS][New Resource] CSAS Ops Wiki
All Schools
Do you have a question about accessing Galaxy, ATS or FAMIS? What about questions on facilities or state testing? Try our OPS Wiki! We are constantly updating our wiki page with guidebooks and other helpful resources. The link can also be found on the main page of our website.
(back to top)


[bookmark: _[New_Resource]_2013-14][New Resource] 2013-14 Regents Exam Schedules
High schools 
NYSED has released Regents exam schedules for the 2013-14 school year. Schools should review this memo as well as the exam calendars for January 2014 and June 2014 and carefully consider this information when planning for next year.
(back to top)


[bookmark: _[Reminder_-_Resource]_1][Reminder - Resource] CSAS Operations Calendar 
All Schools
The operations calendar is an online repository of all operational deadlines that we send out in the weekly communications and is a great organizational tool. The calendar can be found on the main page of our website.
(back to top)

[bookmark: _[Reminder_-_Resource]_2][Reminder - Resource] ATS Wiki & Access Request
All schools
The ATS Wiki offers searchable help guides on many topics. This site should be your first stop for ATS content support. Please share this site with your ATS data specialist/staff. A DOE ID and password (WebConnect Login) is needed to access the ATS Wiki. This can be obtained by adding the staff member to your Galaxy TO. To request new ATS accounts, complete this form and email to Tliu2@schools.nyc.gov. Find additional operations resources on our Wiki page.
(back to top)
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