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[bookmark: _[New-_Action_Required]Annual][Reminder- Action Required]Annual Site Visit/ Annual Comprehensive Review Changes: All Documents Due Feb 20
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.

1. An organizational chart indicating clear reporting relationships
1. Updated list of all (FTE & P/T, if any) staff and position
1. SCREEN SHOT from the NYS-TEACH system showing fingerprinting clearance (1 screen shot showing all staff, not 1 page per staff)
1. SCREEN SHOT from the NYS-TEACH system showing certification/Highly Qualified status (1 screen shot showing all staff, not 1 page per staff)
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)

[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)


[bookmark: _[New-Resource]_Accountability_Works][Reminder-Resource] Accountability Workshop Presentation
DOE-authorized Schools Only
The CSAS team recently conducted a workshop covering all the elements of its Accountability Handbook. For continued guidance on all accountability related matters, please visit the CSAS website and access the presentation here. If you have questions regarding any of this material, please contact Andrea/Gabrielle/Maria at @schools.nyc.gov.
(back to top)


[bookmark: _[New-Action_Required]_One][bookmark: _[Reminder-Action_Required]_One][Reminder-Action Required] One Minute, One Question Survey Re Make Up Days as a Result of Hurricane Sandy
	All Schools in DOE Space/ Deadline February 1
Please take this one minute, one question survey about if your school will be in session in DOE buildings on the days that the DOE has deemed as “Make Up Days” as a result of Hurricane Sandy. These days include the last three days of winter break (February 20-22) and the June 4th clerical half day all being full days of instruction. This information will be used to help prepare School Foods and OPT for potentially greater/lesser usage. Please take the survey here by February 1.
(back to top)


[bookmark: _[New_–_Action][New – Action Required] NYSESLAT Train-the Trainer Sessions
All schools/Deadline: January 29
You are invited to attend one NYSESLAT Train-the trainer session on February 5th, 6th, 7th or 8th from 8:30AM to 3:00PM. Space is extremely limited, so first come, first serve. Therefore you can only RSVP for one staff member to attend one training. Selected staff should be capable of turnkeying and training others on NYSESLAT scoring procedures. Please reach out to Keisha/ Kamilah/Jorge at @schools.nyc.gov with any questions.
(back to top)


[bookmark: _[New-_Resource]_Save][New- Resource] Save the Date for the Chancellor’s Principal Conference
All schools / Event: May 18
You are invited to join Chancellor Dennis M. Walcott and Chief Academic Officer Shael Polakow-Suransky at the Chancellor’s Principal Conference on Saturday, May 18 at Brooklyn Technical High School. This optional event provides an opportunity to reflect on this year’s instructional work and to continue planning for the NYCDOE’s instructional priorities for the 2013-14 school year. Additional information, including a link to RSVP, will be shared in a future edition of Principals’ Weekly. 
(back to top)


[bookmark: _[New-_Resource]_“Share][New- Resource] “Share Your Attendance Success Story” Monthly Contest 
All schools
Your school is invited to submit stories about how you improved attendance either throughout your school or for an individual student. Each month, the NYCDOE will randomly draw from all submissions to win $1000 in funding for student admissions to cultural and entertainment venues. The submission form and more information can be found on the Attendance page on the Principals’ Portal. You will be required to enter your DOE account username and password to view the Principals’ Portal. 
(back to top)


[bookmark: _[Reminder-_Action_Required]][Reminder- Action Required] Per Pupil Funding – Invoice for Payment 5
All Schools/ Deadline: February 6
The online application to submit invoices for payment 5 will be opened from February 1-February 6. Please make sure that you create your school’s invoice as soon as the portal opens.  Additionally, please remember that we do not pay per pupil funds for non-NYC residents. If you have students who reside outside of NYC, please contact their residential district’s local education department for funding. Please reach out to Keisha/ Kamilah/Jorge at @schools.nyc.gov with any questions.
(back to top)


[bookmark: _[Reminder_–_Action][Reminder – Action Required] Collegial Review of New York State Alternative Assessment (NYSAA) Datafolios 
All schools / Deadline: February 1 
Per New York State Education Department requirements, all schools with students who take the New York State Alternative Assessment (NYSAA) must conduct at least one collegial review of all participating students’ NYSAA datafolios. The collegial review is a facilitated process where every student’s NYSAA datafolio is reviewed by a NYSAA-trained colleague, peer, or administrator for errors, omissions, and needed revisions. The review, and any revisions as a result of the review, must be held during the NYSAA administration window, which ends on February 8; all reviews should be completed by February 1. 

If s/he has not already done so, your network NYSAA team member will send your school an invitation for training for this review process. Training will take place by mid-January; staff administering NYSAA datafolios should attend. For additional information, contact Louise Smith at lsmith2@schools.nyc.gov. 
(back to top)


[bookmark: _[Reminder-Action_Required]_Certifyi][Reminder-Action Required] Certifying Purchase Orders in FAMIS
All Schools
Please make sure that you are certifying your NYSTL purchases. Please see the FAMIS Certification Guide for step-by-step instructions on how to certify a Purchase Order (PO). This should be done for EACH PO, once the items have been received. Certifying the PO facilitates payment to vendors. If payment is not made to the vendor through the FAMIS system, vendors will be referred directly to the school for alternate form of payment. Please contact Keisha/ Kamilah/Jorge at @schools.nyc.gov with any questions.
(back to top)


[bookmark: _[Reminder-_Resource]_CSAS][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]][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)


[bookmark: _[Reminder_–_Action_1][Reminder – Action Required] January Regents Scanning
High schools / Deadline: January 29

Scanning: 
1. You will be able to scan after the administration of each exam and should not attempt to scan answer documents until the scanner indicates that the scanning window is open for a given exam. Daily updates on scanning availability are on ATS. Scanning for all exams must be complete by the end of the day on January 29.
1. The three digit scorer number this replaces the scorer letter used in the past.  Each scoring site, or in this case school, assigns each scorer a 3 digit number.  The school can generate these numbers however they deem fit as long as there are no duplicates and they are all 3 digits.
1. Charters school are not participating in distributive scoring. Please score and scan page 2 as normal.
1. For printing and scanning details, review the Regents Scanning Guidebook. Sections 1-3 are not applicable to Charter Schools.

	Exam 
	School Scanning Deadline

	
	Page 1
	Page 2

	Comprehensive English
	January 23 at noon
	-

	Integrated Algebra
	January 23 at noon
	-

	Living Environment
	January 24 at noon 
	-

	Algebra 2/Trigonometry
	January 25 at noon
	-

	Geometry
	January 25 at noon
	- 

	U.S. History
	January 25 at noon 
	-

	Chemistry
	January 25
	January 25

	Earth Science
	January 25
	January 25 

	Global History
	January 29
	January 29

	Physics
	-
	-


(back to top)


[bookmark: _[Reminder—Resource]_NYCDOE_Request][Reminder—Resource] NYCDOE Request for Space
All Schools/ January 31
For new Charter applicants or existing schools looking to be sited or expand in public space, please review the NYCDOE Request for Space Memo. Contact Jaclyn Leffel, JLeffel@schools.nyc.gov with any questions. Please submit by January 31.
(back to top)


[bookmark: _[New-_Opportunity]_Expanded][Reminder- Opportunity] Expanded Success Initiative (ESI) School Design Fellowship
	All Schools/ Deadline: March 31, 2012
The Expanded Success Initiative School Design Fellowship will design and launch a breakthrough high school model whose outcomes are measured by college and career success for Black and Latino young men and women.  The model will result in the launch of eight new high schools that pilot the new design, proposed to open in fall 2014 as both district and charter variations.  The schools will serve both young men and women, enrolled primarily from five of NYC’s highest-poverty neighborhoods. 

The Expanded Success Initiative (ESI) is an educational component of the city’s Young Men’s Initiative, the nation’s boldest and most comprehensive effort that tackles the broad disparities slowing the advancement of Black and Latino young men. ESI is generously supported by the Open Society Foundations and administered by the NYC Department of Education’s Office of Postsecondary Readiness. 

The ESI School Design Fellowship will bring together a diverse cadre of potential school leaders, from which the principals of the new schools will be drawn.  Fellows can come from the fields of youth and community work, or entrepreneurship and management, or educational reform or another relevant field.  While not all fellows are expected to have experience in school settings, all will bring passion and commitment to educating Black and Latino young men and women towards college and career success. The 12-15 fellows will be immersed in learning, collaborative design and school implementation support over a 14-month period as they build out the elements that define the model.    At the conclusion of the fellowship, it is expected that each fellow will assume a position of leadership in the new schools.

We are looking for exceptional leaders who are excited by this challenge and are ready to join a career-making opportunity in our fellowship program. Fellows must be available to begin full-time work by July 1, 2013, although individuals who are available can begin on-boarding in April 2013. 

More information about the Expanded Success Initiative and the ESI School Design Fellowship is available here. Note that applications are accepted through March 31, 2013 or until all the positions have been filled. Please spread the word to help us find exceptional candidates for this unique opportunity. 
(back to top)
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