



Dear New Charter School Leaders,

We hope all is well. We are sending you this week’s New Charter Schools Digest.  Please see the new items regarding the 2013-2014 Charter School Directory and new school training dates. Please complete the summer school survey.  The completion of this survey gives our office time to adequately plan for food services, transportation, health services and construction plans during the summer. If you have questions please reach out to the Director of Operations that serves your cohort (see list below). Please note: Each edition of the New Charter School Digest will archived here.

NEW CHARTER SCHOOLS DIGEST– 4/1/13

[New - Action Required] Edit 2013-14 Charter School Directory Data
[New] New School Trainings - Save the Dates
[Reminder - Action Required] Summer School Survey
[Reminder] Submit W-9 form by April 19
[Reminder] Register for Electronic Funds Transfer (EFT) by June 7
[Reminder-Information] Training for Schools in DOE Space (Charter Matching)
[Reminder] Charter Schools Accountability & Support Operations Contacts
[NEW- Action Required] Edit 2013-14 Charter School Directory Data

All Schools/ Deadline: April 5

Due to the large number of data requests for the 2013-14 Charter School Directory that were either not received or not properly uploaded to our Directory database, we ask that schools review the existing Directory data and make any needed corrections by Friday, April 5. 

Click here to access the 2013-14 Directory data spreadsheet, which is divided into three tabs: 

1. One Campus: for schools located on one campus in the 2012-13 school year 

2. More Than One Campus: for schools located on more than one campus in the 2012-13 school year

3. New Schools Starting in 2013-14: schools coming online in the 2013-14 school year

Please search for your school within the New Schools Starting in 2013-14 tab and make any necessary edits to the information submitted, or input information if your school’s data was not properly uploaded. Because your schools are just starting up, you can input information for the 2013-14 school year, not the 2012-13 school year as indicated in the column headers. 

Other directions for various form fields are below: 

· BOROUGH: Please enter/edit the school’s borough of location within NYC. (K = Brooklyn; M = Manhattan; X = Bronx; Q = Queens; R = Staten Island).               

· CHARTER SCHOOL NAME: Please enter/edit the school’s authorized name. Do not enter/edit alternate school names or abbreviations.    

· MISSION: Please enter/edit your school’s mission here. Mission language that extends the length of the school’s Directory page will be deleted from the end of the mission upward.             

· SCHOOL LEADER: Please enter/edit the name of your school’s leader. If your school has more than one leader, please state the leaders’ different titles and/or grade spans here. (Example: “John Smith: K-5; Jane Smith; 6-8” or “Jane Smith: Executive Director; John Smith: Principal”).

· SCHOOL PHONE NUMBER: If your school has more than one phone number, please either enter/edit the main number or state which grades apply to which number. (Example: “212-555-5555: Grades K-5; 212-444-4444: Grades 6-8”).

· SCHOOL FAX NUMBER: If your school has more than one fax number, please either enter/edit the main number or state which grades apply to which number. (Example: “212-555-5555: Grades K-5; 212-444-4444: Grades 6-8”).          

· DOE OR PRIVATE SPACE: Please enter/edit “DOE,” “Private,” or if both, please specify which grades are in DOE space and which are in private space (Example: “Grades K-5: DOE; Grades 6-8: Private”).

· SCHOOL ADDRESS AND CROSS STREETS: Please enter/edit the streets between which the entrance to your school is located (Example: “Between ABC Avenue and DEF Street”).

· CLOSEST TRANSPORTATION: Please enter/edit the subway and bus line(s) that are closest your school (Example: “Subway: A, B, C, D; Bus: M100, M101”).

· LOTTERY PREFERENCES OTHER THAN CSD/SIBLING: Please enter/edit text here describing the school’s authorized lottery preferences, if any, beyond CSD students and siblings of students. Use as little text as possible. (Examples: “ELLs; At-risk Students; Low-income Students; Students in Foster Care”).   

If you have any questions regarding data submission, please contact Gabrielle Mosquera at gmosquera2@schools.nyc.gov. 

[New] New School Trainings - Save the Dates

All Schools

As part of the new school onboarding process, the Charter Schools Accountability & Support (CSAS) Office offers several trainings from late spring to early fall. We will keep you posted as additional trainings are added. Our office will send reservation information closer to the start of each training. 

	WORKSHOP TITLE
	DATE/ MONTH
	DESCRIPTION
	Who should attend?

	Progress Reports Information Session
	September 24th 
	How are charter schools held accountable? Progress report, annual visit, renewal visit protocols and charter school goals. 
	School Leaders/School Data Specialists

	Automate The Schools (ATS) 
	Sessions: 
-1 Session – June 12th 

-2 Sessions August 12th 


	Overview of student information applications and functions for the beginning of the year. Learn how to register students and update all necessary information. 
	School Staff Using ATS

	SESIS
	August 7th 
9 AM – 3 PM
	Learn how to use the Special Education Student Information System (SESIS).
	Special Education Staff

	DISTRICT BILLING
	May 28th 1-4 at the NYC Charter Center
	Invoice submission, billing &payment process, timing of payments including General Education funding, Special Education funding, IDEA, NYSTL; DYCD funding
	Operations/Finance Staff

	HEALTH & COMPLIANCE
	July 17th 
9:00 AM – 1 PM
	Immunization, AED/CPR, School based Nursing, School Based Health Centers, Children’s Health Insurance
	Operations Staff

	Vision Screening Training
	September 4th
AM Session: 10 – 12 PM

PM Session: 1 – 3 PM 
	General Vision Screening 
	Various

	CAMPUS ENGAGEMENT
	July 24th
9:30 – 10:30 AM
	Shared space committees, Building Councils 
	School Leadership

	SAFETY
	July 24th 
10:30 AM – 2 PM
	School Safety Plan, Evacuation, Safety Committees, Safety Agents, School Crossing Guards, Crisis Management, Gang awareness, ACS & Incident reporting
	School Leadership/Operations Staff

	TRANSPORTATION PART I
(Intro to OPT)
	June 19th 
9 AM – 2 PM
	Overview, Eligibility, Special Education, Investigations, Variances, Calendar, Training
	School Leadership

	TRANSPORTATION PART II and III 
	Part II: July 23rd 
9 AM – 2 PM

Part III: August 27th 

9 AM – 2 PM
	More detailed overview, hands on training on transportations functions in ATS
	Operation Staff/ School Staff Who Will Use ATS


[Reminder – Action Required] Summer School Survey

All Schools/ Deadline: Past Due

Please complete this short survey to inform us of your school’s plans for student and staff start dates. This will allow us time to adequately plan for food services, transportation, health services and construction plans during the summer. The survey also asks for additional contacts who should receive this New Schools Digest. Please complete and contact the Director of Operations for your Cohort if you have questions. 
[Reminder] Submit W-9 form by April 19

For payment purposes, charter schools will need to register as “vendors” with the city to receive payments. To complete this process, we need a W-9 form for all new schools. 

Please complete the W-9 form attached. Scan the form and submit the form back to this email address (charterops@schools.nyc.gov) by  Friday, April 19 at 5 PM (Close of Business). Please ensure that the name entered in Box 1 matches your legal business name as recorded on all other documents, as any discrepancies will slow the process. 

Please reach out to your Cohort’s Director of Operations with any questions.

 

[Reminder] Register for Electronic Funds Transfer (EFT) by June 7
The city offers all vendors Electronic Funds Transfer (EFT) as an option and we strongly recommend that schools participate. Currently, 99% of all charter schools participate. The Charter Schools Office will help to facilitate and expedite EFT enrollment for our new schools. Because of the processes at the DOF, we are projecting that in order to meet the July payment cycle timeline, you will need to submit your application for your school by June 7. Please see instructions below. 

Please send back the following in one PDF document to Howard Gross at GrossH@finance.nyc.gov, with a cc to charterops@schools.nyc.gov: 
         EFT Enrollment Form (http://www.nyc.gov/html/dof/html/business/vendors_eft.shtml)
and 

         One of the following:

         Voided check for the account indicated on the application.  The check must have the vendor name imprinted (not written) on it; you cannot use starter checks w/o school name;

         Encoded deposit ticket for the account indicated on the application. The deposit ticket must have the vendor name imprinted (not written) on it;

         A letter from your financial institution verifying account ownership. The letter must include vendor name, account number and bank routing number;

         Bank account statement for the account indicated on the application.

[Reminder-Information] Training for Schools in DOE Space (Charter Matching)
Thank you for attending the March 7th Charter Matching Workshop. The PowerPoint presentation and sample documents from the training are attached. Please reach out to your points of contact if you have any questions.

[Reminder] Charter Schools Accountability & Support Operations Contacts

Cohort 1: Contact Keisha Womack at KWomack3@schools.nyc.gov 

Citizens of the World Charter School 1

Citizens of the World Charter School 2

Harlem Hebrew Language Academy Charter School

Leadership Prep Charter School 4

New American Charter School

New Visions Charter HS for Advanced Math & Science 3

New Visions Charter HS for Humanities 3

Unity Prep Charter School

Cohort 2: Contact Kamilah O’Brien at KObrien62@schools.nyc.gov
ICAHN Charter School 7

South Bronx Classical II 

Success Academy Charter School –Bronx 3 

Success Academy Charter School -Brooklyn 5

Success Academy Charter School -Brooklyn 6

Success Academy Charter School-Brooklyn 7

Success Academy Charter School –Manhattan 1

Success Academy Charter School –Manhattan 2

Cohort 3: Contact Jorge Cruz at JCruz30@schools.nyc.gov 

Achievement First Aspire Charter School

Achievement First Central Brooklyn 

Brilla College Prep Charter School

Brooklyn Urban Garden Charter School

Canarsie Ascend Charter School

East Harlem Scholars Academy Charter School II

Great Oaks Charter School

Math, Engineering & Science Academy Charter High School

Middle Village Prep Charter School

Williamsburg Ascend Charter School

