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	July  2010

Dear Campus Principal:

Last year we rolled out the Campus Policy Memo 2009-10 with its new documentation and audit procedures.  We now have 100% participation: 
306 campuses representing over 800 schools have submitted both their audit template and all meeting agendas/minutes. 

This school year we are asking each campus to “update” the attached campus audit template with your campus plan for 2010-11 and send directly to your campus outlook folder. Please copy relevant sections from the 2009-10 template and make changes to reflect your plan for this school year. Once submitted to your campus folder XXXcampus@schools.nyc.gov,  delete your 2009-10 audit template so that only the current one appears in your campus folder.

The purpose of the campus folder is to maintain a file of Building Council documents and to post them on-line to make them transparent and accessible to members of each campus community.  The campus community includes the principals, charter leaders, network leaders and superintendents who serve schools on your campus.

The Campus Audit Template must be completed online and submitted no later than Wednesday, September 1st, 2010.

· Save and exit as many times as needed, just be sure to submit your plan upon completion of all sections.
· Leave minutes and agendas since we plan to always have the last two  years saved
· Leave only the recent copy of the audit template for 2010-11

If you have questions or need technical assistance with any aspect of completing the Campus Audit, please do not hesitate to contact  Masami Ohashi at MOhashi@schools.nyc.gov

Best wishes for a successful, productive, safe, and healthy school year.

Sincerely,


MAK Mitchell
Executive Director of School Governance
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Chancellor

Eric Nadelstern
Deputy Chancellor

Dorita Gibson 
Senior Supervising Superintendent

MAK Mitchell
Executive Director of School Governance













	



Building Council Audit, 2010-2011 

	Campus Name:
	

	Campus Liaison/Principal’s Name:
	

	Date (mm/dd/yyyy): 
	



AUDIT DOCUMENTS as per the 2010 Campus Memo

The Campus Liaison is one of the principals from the Building Council who is the point person for posting and maintaining the on-line campus documents.

Designated Campus Liaison: 

	
	
	
	

	First Name
	Last Name
	Telephone Number
	E-mail




[bookmark: _Toc175474826]Council Members: Only principals or designated school leaders can serve on the Building Council. List principal names and school DBN of members of your Building Council, including charter and D75 leaders:


	Select
	First Name
	Last Name
	School DBN #
	E-mail

	[bookmark: Check1]|_|
	
	
	
	

	[bookmark: Check2]|_|
	
	
	
	

	[bookmark: Check3]|_|
	
	
	
	

	[bookmark: Check4]|_|
	
	
	
	

	[bookmark: Check5]|_|
	
	
	
	

	[bookmark: Check6]|_|
	
	
	
	

	[bookmark: Check7]|_|
	
	
	
	

	[bookmark: Check8]|_|
	
	
	
	



Campus Network Leaders/CFN#:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	First Name
	Last Name
	CFN  Number
	E-mail



Annual Calendar and Meetings:

Please list the dates and times of the minimal monthly Building Council Meetings between September, 2009 and September, 2010.  It is only necessary to enter one meeting date per month when all principals/school leaders will be in attendance.  Additional meetings can be documented in agendas and minutes.

	Meeting Date
	Time
	
Location

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	



[bookmark: _Toc175474831]As each meeting occurs, e-mail separately, upload or attach the agenda followed by a short version of meeting minutes which records council actions taken or pending status on items.  Please enter all meetings held, including those beyond the required monthly meeting.

	Upload  field for meeting minutes/agendas



School Space Allocation:

[bookmark: _Toc175474832][bookmark: _Toc175474833][bookmark: Text114]Upload or attach the space footprint with designated room allocations color or number coded by school, this should be the version agreed to by the council for this school year: 
	Upload  field  for footprint or 



Shared Space Schedules:

Enter or attach each school’s schedule for use of shared spaces such as library, cafeteria, auditorium, gym and playgrounds: 
	[bookmark: _Toc175474834]Memo field for direct entry




Enter or attach the known uses of the building after school hours, on weekends and in the summer; update as needed throughout the year:
	Memo field for direct entry/building use plans




Shared Staffing/Funding:

Please list the position titles that will be split funded showing the % funding each campus school has agreed to:

	Position Title
	% Funding
	Principal Funder

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	

	 
	 
	




Shared Staffing/Supervision:

Please list the position titles that will be supervised by the council as a whole, along with the principal who will be the point person for collecting input from all the campus principals. (Note: All campus principals must sign off on the final evaluation of these personnel or approve the evaluations in the council minutes, e.g. custodian, tech person, additional safety agents, librarian.

	Position Title
	Principal Point Person

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 





Distributed Campus Duties: 

Please list all distributed campus duties (athletics, safety, campus liaison, building use permits, custodian, etc.) and the principal who will take leadership responsibility for this school year:

	Campus Duty
	Principal Point Person

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 



Designated Campus Transcript Person: 

	
	
	
	

	First Name
	Last Name
	Telephone Number
	E-mail
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