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Tip of the Week: The TSDL report was updated last week. Make sure you use the new report in your May 3rd submission.
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[bookmark: _[New_–_Action][New – Action Required] Submit OPT Session Time
All Schools – Deadline: May 3rd
May 3rd is the deadline for all sites to confirm their session times for the upcoming school year. In most cases the principal completes this, and accesses the application using your school’s shared username and password. Questions about session times can be emailed to transportschedule@schools.nyc.gov. Here is the link to the application in case you need: http://schools.nyc.gov/Offices/Transportation/SchoolResources/SchoolApplicationsLogin/default.htm Session time application is last link on the list of applications.

Most of the support documents you may need are already posted in the Key Documents section on the School Resources page: http://schools.nyc.gov/Offices/Transportation/SchoolResources/default.htm
Information about extended day indicators, SVER and others are available.
(back to top)


[bookmark: _[New_–_Action_1][New – Action Required] Summer School MetroCard/Transportation Request
All Schools Operating Your Own Summer School/ Deadline: Mid- June and Oct 4
For students attending summer school – you will use the SSPR function in ATS to inform OPT of where your students will be attending (regular or a different site) and which students will attend. You must the PID indicator, which is how OPT identifies students needing bus transportation and summer MetroCard shipments that will be sent to the summer location in late June. A firm deadline has not yet been established to have this information updated, but will most likely be the middle of June. OPT will announce the final deadline shortly.

Notes for those managing summer transportation: 
1. While OPT does provide stop to school transportation for charter schools over the summer, schools may request MetroCards for students if the program mirrors the DOE structure (hours and days). Email Awilda Rentas with a description of your program, dates, and how many students. If your group meets the criteria, OPT will provide MetroCards for you.
1. Charter schools with students mandated for specialized transportation and attending summer school use the NP Summer and Fall reconciliation to identify students that require transportation for the summer (students must have 12-month IEPs, as well as telling OPT the status of these students for September). 

Charter schools must update extended day indicators for returning students. This is critical to ensuring that September routes reflect student needs. It is critical that you update the correct indicator depending on when the updates are being made:
1. For returning students updated before the end of the school year, update the future extended day indicator 
1. After the ATS rollover in mid-July, update the “regular” extended day indicator
Any updates after mid-July will not be reflected in September routes. October 4 is the deadline for schools to evaluate and update new students and make any changes.  These changes will not be reflected in routes until November 4.

The SVER is critical for OPT to know the September status of students using specialized transportation. SVER shows OPT who is returning and who is not. 

Schools must complete two items before the SVER: 
1. List Notice students that are moving to other schools
1. Create future classes for September and assign students to those classes. 
[bookmark: _GoBack]Schools will not be able to complete the SVER correctly without doing those things, so it is recommended that schools focus on completing these tasks.

Last task: Please review and update your 2013-14 School Calendar using the NP Calendar application (http://www.opt-osfns.org/opt/vendors/npcalendar/login.aspx) 
(back to top)


[bookmark: _[New_–_Resource]][New – Resource] NYSED Technology Voucher Program Update
All Schools 
As noted in the February 26 edition of Principals’ Weekly, the NYSED Technology Voucher Program provides funding for eligible schools (i.e., schools where 50% or more of the students were eligible for free or reduced price lunch during the 2011-12 school year) to purchase hardware and software for computer-based testing readiness. 

NYSED excluded a significant number of eligible schools from their initial list and has published an updated list here with all eligible schools. Funds have been redistributed across all eligible schools, so all schools have a new allocation. Many schools will see a slight decrease in funding. 

For guidance on approved purchases and vouchers, please refer to this NYSED page.
(back to top)


[bookmark: _[Reminder-_Action_Required]][Reminder- Action Required] Charter Matching Requirements
	Schools Located in DOE Space/ Deadline” Ongoing
Please see attached power point detailing the submission requirements and third part vendor requirements for any facilities upgrades and/or capital improvements. 
(back to top)


[bookmark: _[Reminder_–_Action_1][Reminder – Action Required] NYC Department of Education Progress Report Feedback Sessions
All Schools – Deadline: April 30th
The Progress Report team will be holding two charter school feedback sessions in regard to proposed progress report changes. Please choose one representative from your school to attend one of the two feedback sessions. We request that you please RSVP by COB Tuesday April 30th. Your options are Thursday May 2nd from 10-12PM OR Thursday May 9th from 2-4PM. The session will be held at the NYC Charter School center at 111 Broadway, New York, NY in the training room. 
I.                    Progress Report Overview
II.                  Proposed Changes to the Progress Report   
III.                Question and Answer Session
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[bookmark: _[SPREADSHEET_UPDATED_–][bookmark: _[Reminder_–_SPREADSHEET][Reminder – SPREADSHEET UPDATED – Action Required] Teacher-Student Data Linkage (TSDL) – Charter School Data Reporting Templates and Support
All Schools /Deadline: May 3rd 
[bookmark: OLE_LINK1]As a follow up to the memo you received from NYSED regarding Teacher-Student Data Linkage (TSDL) in February 2013, attached are the templates you will need to complete the TSDL and roster reporting process. The TSDL Template (UPDATED) must be completed for all teacher-student relationships in core courses that end in a state assessment or Regents exam: math and ELA in grades 3, 4, 5, 6, 7, 8; science grades 4 and 8; courses that end in a Regents exam. 

The Roster Template must be completed by ALL K-12 SCHOOLS. You do not need to submit any data directly to SED; the NYCDOE will submit all data to SED on behalf of charter schools. In addition, please see the TSDL FAQ to support your completion of these templates. 

Schools must return completed TSDL templates to CSsupport@schools.nyc.gov by 5pm Friday May 3rd. 

Schools must return completed ROSTER templates to CSsupport@schools.nyc.gov at a date to be determined and announced in the upcoming months.

For questions and support in completing the templates please reference the attached document or contact CSsupport@schools.nyc.gov or (718) 935-4051. A support contact will be reaching out to you in the next couple of weeks to answer any questions and provide support where needed.
(back to top)


[bookmark: _[New-_Resource]_Neighborhood][bookmark: _[Reminder_-_Action][Reminder - Action Required] NYSED Math Testing: Administrator’s Materials and Key Dates for Administration and Scoring
Elementary and middle school / Multiple Deadlines
Please note the following upcoming key dates for New York State ELA and math test administration and refer to these revised NYCDOE test memos and the NYSED School Administrator’s Manual (SAM) for additional information. 

Math:
Make-up Administration:
1. April 29–May 1: Make-up administration.
1. May 1: Multiple choice answer documents from make-up administrations are due by 3:00 p.m.
(back to top)


[bookmark: _[Reminder_-_Action_1][bookmark: _[Reminder_-_Action_2][Reminder - Action Required] Chinese and Spanish (ELE) Reading Assessments 
All schools / Deadline: May 1; Event: May 20, 21 
All students who receive native language arts instruction in Chinese must take the Chinese Reading Assessment, and all students who receive native language arts instruction in Spanish must take the Spanish (ELE) Reading Assessment.  If your school offers native language arts instruction in either Chinese or Spanish, please note the following exam ordering and administration information:

· Chinese Reading Assessment: Complete this order form by May 1 and administer the Chinese Reading Assessment on May 20. For more information, review this administration memo. 
1. Spanish (ELE) Reading Assessment: You must complete this order form by May 1 and administer the Spanish (ELE) Reading Assessment on May 21. For more information, review this administration memo. 
(back to top)

[bookmark: _[Reminder_–_Action]
[bookmark: _[Reminder_–_Resource]][Reminder – Resource] Reporting Irregularities/Misadministration/Improprieties/Medically Excused on ELA/Math State Exam
Schools Grade 3-8/Deadline: May 3 (Math)
All instances of irregularities, misadministration, testing improprieties and medical excusals must be reported to your Borough AID. They will package that information and submit to the state. The ELA forms are due by Friday, April 26, 2013, and the MATH forms are due by Friday, May 3, 2013.
1. Math Misadministration Data Form 
1. Math Medically Excused Data Forms 

Reporting Irregularities and /or Misadministration
Pursuant to Section 102.3 of the Regulations of the Commissioner of Education, “Building principals are responsible for administering department examinations and maintaining the integrity of examination content and programs, in accordance with directions and procedures established by the commissioner.” Accordingly, the building principal is responsible for all aspects of the school’s test administration and must take appropriate measures both to prevent, as much as possible, and to investigate all security breaches and irregularities associated with the administration and scoring of the test. In addition, the principal must report the following testing irregularities and misconduct by students, in writing on school letterhead and signed by the principal. 
· All student infractions of the Department’s policy prohibiting the possession or use of cell phones and other communications devices during State tests.
· All confirmed cases of students cheating.
· All interruptions of test sessions, including those caused by power outages or fire alarms.
· All instances in which a State test is administered without Department authorization on a date outside the published statewide administration or makeup schedule.
· All instances in which scorers do not rate State tests in accordance with the scoring materials provided by the Department.
· All cases in which student test books or answer sheets are lost prior to either the scoring of the tests or submission of the answer sheets to the RIC or large-city scanning center.
· All instances of school officials or staff members providing students with unauthorized/inappropriate testing accommodations or tools (such as the use of a spell checking device for the Grades 3–8 Common Core English Language Arts Tests or the use of a calculator for the Grades 3–5 Common Core Mathematics Tests).
· All instances of school officials or staff members providing students with other nonstandard test administrations, unrelated to cheating.

The report must include:
· The school's BEDS Code
· The name and grade of the test
· A brief description of the incident
· The number of students affected
· The NYSSIS ID numbers of affected students

Mandatory Reporting of Testing Improprieties by Adults
· All suspected or confirmed cases of a school official or staff member giving aid or impromptu lessons on specific test content to students immediately before or during a State test or altering student responses on a test paper.
· All cases in which a school official or staff member does not adhere to the Department policy concerning finality of test scores as determined by the teacher scoring committees. This is explained on Page 35 of this manual under the heading “No Double Scoring.”
· All instances of an administrator or teacher instructing another administrator or teacher to alter or interfere with a student’s test score.

Reporting Medical Excusals
Students who are incapacitated by illness or injury during the entire test administration and make-up periods and have on file documentation from a medical practitioner that they were too incapacitated to be tested at the school, at home, or in a medical setting are considered “Medically Excused”. If you have any questions, please reach out to Kamilah/ Jorge/ Keisha.
(back to top)


[bookmark: _[Reminder_-_Action_3][Reminder - Action Required] Annual Comprehensive Review Special Education Compliance: Documents Due May 8th
DOE Authorized Schools/Deadline: May 8
The Charter Schools Accountability & Support Team (CSAS) is preparing for our Annual Comprehensive Review (ACR), formerly known as Annual Site Visit (ASV). This year’s Annual Comprehensive Review includes a review of Special Education compliance in your school. We ask that your school fill out the attached form and return to us at charterschools@schools.nyc.gov by May 8. 

Our goal in collecting this information is to ensure that the policies and practices in place at your school are in compliance with state and federal regulations that govern special education for students in charter schools. As part of this self-evaluation, we expect that you will provide in narrative form both the written policies as well as practices in your school. For this academic school year, information submitted on this form will not be used in the report that will be generated for each school. There is no minimum or maximum reply length, but please make sure to fully answer each question.

[bookmark: _[Reminder]_ANNOUNCED:_Second]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)
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