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Tip of the Week: Please bookmark our Operations Calendar to help keep track of our many deadlines!

[bookmark: _TOP][bookmark: _TOP_1]CHARTER SCHOOLS WEEKLY COMMUNICATION – 4/15/13

[bookmark: _TOP_2][bookmark: _O]O
Operations- ALL NYC Charter Schools
[UPDATED – Action Required] Teacher-Student Data Linkage (TSDL) – Charter School Data Reporting Templates and Support
[Action Required] Update to Required ATS Registration Fields for Kindergarten
[New- Action Required] NYSED ELA and Math Testing: Administrator’s Materials and Key Dates for Administration and Scoring
[New- Action Required] Submit Confirmation Form for NYSAA Datafolios
[New- Action Required] Chinese and Spanish (ELE) Reading Assessments
[Reminder – Action Required] June Regents Exam Ordering 
[Reminder – Resource] Reporting Irregularities/Misadministration/Improprieties/Medically Excused on ELA/Math State Exam
[Reminder - Resource] Grades 3–8 NYS ELA and Math Administration Resources 
[New- Resource] Resources for Contracting with Minority and Women-Owned Business Enterprises (MWBEs)

Oversight
[New- Announcement] CSAS Staff Pop-Ins During Assessment to Ensure Proper Testing Protocol

[bookmark: _[New_–_Action_1][bookmark: _[UPDATED_–_Action][UPDATED – Action Required] Teacher-Student Data Linkage (TSDL) – Charter School Data Reporting Templates and Support
All Schools /Deadline: May 3rd  
[bookmark: _GoBack][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 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_–_Action][bookmark: _[Reminder_-_Action]
[bookmark: _[Action_Required]_Update][Action Required] Update to Required ATS Registration Fields for Kindergarten 
All Elementary Schools
All Elementary Schools pre-registering new kindergarten admits must continue to complete the two mandatory fields in ATS under the “Yr Prior to Kindergarten” section.  These questions do not apply to students who are kindergarten transfers (i.e. children enrolled in DOE programs prior to kindergarten such as Universal Pre-Kindergarten (UPK), Special Education services, etc.) 

The two questions are on what early care and education setting the student was in during the year prior to kindergarten and why families made those choices.  The data gathered is used by the Office of Early Childhood Education (OECE) to inform strategies for providing families with high-quality early childhood education options and for implementing a targeted pre-k enrollment outreach campaign.  DOE is adding 4000 full-day pre-k seats (http://schools.nyc.gov/Offices/mediarelations/NewsandSpeeches/2012-2013/Brooklyn_early_ed_20120924.htm) for the 2013-2014 School Year.

For instructions on how to complete the fields and links to the survey in all DOE languages, please visit the QPKF ATS Wiki Page (https://wiki.nycenet.edu/display/ATSWiki/Quick+Pre-Register+Student+-+QPKF).

For questions, please contact the Nana Ofosu-Amaah at nofosuamaah@schools.nyc.gov or 212-374-0351.
(back to top)


[bookmark: _[New-_Action_Required]][bookmark: _Hlk352674406][New- Action Required] NYSED ELA and 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. 

ELA:
Main Administration:
1. April 8–12: NYSED will deliver all non-secure and secure materials to schools for both the main and make-up administrations the week of April 8. Pre-slugged answer documents will be delivered to schools by the NYCDOE April 8–9.
1. April 16–18: Main administration. 
1. April 16: Multiple choice answer documents from the main ELA administration are due at borough assessment offices by 3:00 p.m.  

Make-up Administration:
1. April 19, 22, 23: Make-up administration.
1. April 23: Multiple choice answer documents from make-up administrations are due by 3:00 p.m.

Math:
Main Administration: 
1. April 15–19: Secure and non-secure materials from NYSED and pre-slugged answer documents from NYCDOE for both the main and make-up administrations will be delivered to schools.
1. April 24–26: Main administration.
1. April 24: Multiple choice answer documents from the main math administration are due at borough assessment offices by 3:00 p.m.

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: _[New-_Action_Required]_1][bookmark: _Hlk352611054][New- Action Required] Submit Confirmation Form for NYSAA Datafolios 
All schools / Deadline: April 26 
By the end of this week, you will receive your students’ New York State Alternate Assessment (NYSAA) datafolios back from the scoring site. Please open the test boxes immediately to ensure that the number of datafolios in the box matches the number of datafolios that your school sent for scoring. A note will be enclosed in the boxes if any of your students’ datafolios were selected and held as part of the NYSED review process; any selected datafolios will be sent back to you in late August. During your review process, please also verify that no answer documents are left inside the datafolios. 

After you have checked your materials, your principal should complete this confirmation form  by April 26. You should then store the datafolios in a secure location until June 2014. 

For questions, email Louise Smith at LSmith2@schools.nyc.gov. 
(back to top)


[bookmark: _[New-_Action_Required]_2][bookmark: _Hlk352608960][New- 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:

1. 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)


[Reminder – Action Required] June Regents Exam Ordering 
Middle and high schools / Deadline: DUE TODAY, April 15
If your school is administering June Regents, you may now order exam materials through the NYSED portal; the deadline to order is April 15. For instructions on requesting and storing exam materials, review this NYSED memo. 
[bookmark: _[Action_Required]_Deliver](back to top)


[bookmark: _[New_–_Resource]][Reminder – Resource] Reporting Irregularities/Misadministration/Improprieties/Medically Excused on ELA/Math State Exam
Schools Grade 3-8/Deadline: April 26th (ELA) and May 3 (Math)
All instances of irregularities, misadministration, testing improprieties and medical excusals most 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. ELA Misadministration Data Form 
1. Math Medically Excused Data Forms 
1. ELA 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”.
(back to top)
[bookmark: _[Reminder_-_Action_1][bookmark: _[New_-_Action][bookmark: _[Reminder_-_Action_2][bookmark: _[Action_Required]_Languages][bookmark: _[Reminder-_Updated_Action_1][bookmark: _[Updated_Reminder_-][bookmark: _[Reminder-_Updated_Action][bookmark: _[Reminder_-_Resource]]
[bookmark: _[Reminder_–_Action][bookmark: _[Reminder-Announcement]_SED_to]
[bookmark: _[Reminder-Action_Required]_Certifyi][bookmark: _[Reminder_-_Resource]_1] [Reminder - Resource] Grades 3–8 NYS ELA and Math Administration Resources 
Elementary and middle schools 
The New York State grades 3–8 English Language Arts (ELA) and mathematics tests will be administered from April 16–18 and April 24–26, respectively. Please review the resources below and share with staff who will be involved in testing. 
1. 2013 School Administrator’s Manual 
1. Teacher’s Directions 
1. Updated Test Guides (see a summary of the clarifications in the test guides here)
(back to top)
[bookmark: _[Update]_Changes_to]

[bookmark: _[New-_Resource]_Resources][New- Resource] Resources for Contracting with Minority and Women-Owned Business Enterprises (MWBEs)
	All Schools
NYC DOE values equal opportunity in procurement for all qualified vendors, including MWBE (Minority & Women-Owned Business Enterprise) vendors. If your school is interested in providing MWBE vendors an equal opportunity to participate in procurement, you can search the NYC Online Directory of Certified Companies to locate MWBEs throughout the area. The MWBE directory, available at http://mtprawvwsbswtp1-1.nyc.gov/, is fully searchable. If you have any questions, please contact the DOE’s Office of Equal Opportunity and Diversity Management at (718) 935-4987.


[bookmark: _[New-_Announcement]_CSAS][New- Announcement] CSAS Staff Pop-Ins During Assessment to Ensure Proper Testing Protocol
	DOE- Authorized Schools
During the days of ELA and Math assessment testing, your school may receive a pop-in assessment visit from CSAS. The visit will entail observations of the school’s testing protocols and may last between 10-20 minutes. The visit will be unobtrusive and CSAS team members will not be entering classrooms or interviewing students. Please reach out to Sonya/Daree/Rick with any questions.
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