[image: NYC Department of Education]


[bookmark: _TOP][bookmark: _TOP_1]CHARTER SCHOOLS WEEKLY COMMUNICATION – 1/2/13

[bookmark: _TOP_2]O
Operations – ALL NYC Charter Schools
[New - Resource] NYCDOE Request for Space
[New- Action Required] Certify Galaxy TO by January 10
[Reminder- Resource] Sharing Safety Information with Parents
[Reminder-Action Required] Certifying Purchase Orders in FAMIS
[Reminder- Action Required] Immunization Compliance Update
[Reminder- Action Required] CPR/AED Compliance and Free Training
[Reminder- Resource] Charter School Student Recruitment


Oversight – ALL NYC Charter Schools
[New-Action Required] Required Public Postings 
[Reminder-Action Required] CSAS Accountability Workshop


[bookmark: _[Reminder-Action_Required]_Certifyi][bookmark: _[New-_Action_Required]][bookmark: _[Reminder-_Resource]_Sharing]
[bookmark: _[New—Resource]_NYCDOE_Request][New—Resource] NYCDOE Request for Space
All Schools
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.
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[bookmark: _[New-_Action_Required]_1][New- Action Required] Certify Galaxy TO by January 10
All Schools/ Deadline: January 10
All schools must certify their Galaxy TO by January 10. This process takes 5 minutes or less to complete. If a Charter School or CMO does not complete certification by the 10th of the month, all employees on your TO will have their email accounts inactivated and will lose access to DOE systems (WebConnect, DOE email, SESIS if applicable). Please see Galaxy user guide for more details. Contact Jorge/Kamilah/Keisha if you have any questions.
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[bookmark: _[Reminder-_Resource]_Sharing_1][Reminder- Resource] Sharing Safety Information with Parents
All Schools
As shared in last week’s Principal’s Weekly, the following resources are available to help you support your students, families, and staff in terms of school safety concerns following events in Newtown, CT:

1. Crisis intervention resources and support strategies on the Guidance and Teacher pages on the NYCDOE website 
1. Resources for dealing with traumatic events in schools from the University of Maryland's Center for School Mental Health 
1. General Response Protocols (GRP), which cover shelter-in, lockdowns, and evacuations; see here for a GRP summary sheet for teachers and students. Note, there are GRP grade appropriate lessons included, because students and staff awareness is what will make successful drills.

In addition, if you are in a DOE building, it is important to make sure you attend monthly safety committee meetings and have a representative on the Building Response Team. Contact Debra Schwartzman, debra.schwartzman@schools.nyc.gov, if you have any questions.
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[bookmark: _[Reminder-Action_Required]_Certifyi_1][Reminder-Action Required] Certifying Purchase Orders in FAMIS
All Schools
Please make sure that you are certifying your NYSTL purchases. Please see the attached 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 Jorge/Kamilah/Keisha with any questions.
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[bookmark: _[Reminder-_Action_Required]][Reminder- Action Required] Immunization Compliance Update
All Schools
The NYC Department of Health and Mental Hygiene will be reviewing schools immunization data this week.  Please make sure that your school’s compliance is above 98.8%.   Run the RHIL report in ATS to see your excludable students.  If your school does not make satisfactory progress towards the 98.8% compliance goal, it will constitute a violation of the New York PHL §2164 and you risk receiving Commissioner’s Orders.  Principals who fail to obey this order risk a civil penalty of up to $2,000 per violation. Please contact Jorge/Kamilah/Keisha with any questions.
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[bookmark: _[Reminder-_Action_Required]_1][Reminder- Action Required] CPR/AED Compliance and Free Training 
All Schools
New York State Education Law Section 917, requires public school officials and school administrators to ensure the presence of at least one (1) Automated External Defibrillator (AED) installed in each school, as well as appropriately trained, certified individuals in CPR/AED in each school, who can respond to a medical emergency.  It is recommended to have at least six trained staff members.  Please take a moment to ensure that your school has an appropriate number of trained staff members.  Free training requests can be made online at ESI’s web site http://doe.emergencyskills.com/. Alternatively, schools can register staff volunteers into classes with available seats should they not have the required minimum number of participants to schedule a class at their school. If you experience any difficulty or have questions about scheduling a training program for your school or online staff registration, contact ESI at (212) 564-6833.
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[bookmark: _[Reminder-_Resource]_Charter][Reminder- Resource] Charter School Student Recruitment
All Schools
The Department of Education (DOE) and Vanguard Direct are eager to support your recruitment efforts to help make your school’s information widely available to families in New York City. This is especially important given the provisions of the legislation which requires best efforts toward recruiting within the Community School District, and particularly towards Special Education Students and English Language Learners. The DOE and Vanguard Direct have established a process by which charter schools can reach parents and students regarding school admissions and enrollment information living in specific zip code(s). Please see the FY2012-2013 Vanguard Recruitment Memo and Charter Schools Recruitment Information Request Form for further details. Please note that this is a fee based service. Please reach out to Jorge Cruz, JCruz30@schools.nyc.gov with any questions.
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[bookmark: _[Reminder—Action_Required]_Reportin][bookmark: _[New—Action_Required]_Required][New—Action Required] Required Public Postings
DOE Authorized Schools Only/Ongoing
Please make sure that as the school year progresses that your school’s website is being regularly updated with required postings. For detailed information regarding the documents that should be posted and updated on your school’s website, please see below. The CSAS team will be conducting periodic spot-checks to ensure that websites are following these requirements.    

Required Public Postings 
Effective February 2, 2012, Section 104 (5) of the Open Meetings Law requires all documents to be discussed during a board meeting to be posted publicly PRIOR to the meeting. This means that all documents that will be discussed in a board meeting including, but not limited to, agendas, meeting minutes, financial statements, etc. must be made available to the public. At a minimum, all of these documents must be posted on the school website. This law not only applies to board meetings, but any public meeting that the school holds. For more information regarding these changes in the law, please visit http://www.dos.ny.gov/coog/RecordsDiscussedatMeetings.html. 

In addition, please note that the following documents should be posted and regularly updated as applicable on schools’ websites: 
1. 2010-11 NYSED Annual report (with Board member personal contact information redacted)
1. Audited financial statements 
1. Board meeting notice, including date, time, and location 
1. Board meeting minutes, agendas, and all documents to be reviewed during board meetings

Please reach out to Gabrielle/Andrea/Maria at @schools.nyc.gov with any questions.
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[bookmark: _[Reminder—Action_Required]_CSAS][Reminder—Action Required] CSAS Accountability Workshop
DOE Authorized Schools Only/RSVP Deadline: January 11/Workshop: January 16
The CSAS team will hold a workshop covering all elements of its Accountability Handbook on January 16, 2013 from 5 pm to 7 pm. Topics covered will include: 
1. The CSAS Accountability Framework; 
1. The charter renewal process; 
1. Monitoring visits; 
1. The Early Engagement process; and 
1. General performance monitoring. 

Please click here to RSVP for the workshop by Friday, January 11, 2013. If you have questions regarding this workshop please feel free to reach out to Gabrielle/Andrea/Maria at @schools.nyc.gov with any questions.
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