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Operations- ALL NYC Charter Schools
[New- Action Required] Training for Schools in DOE Space (Charter Matching)
[New- Resource] GRADES 3–8 ELA & MATH STATE ASSESSMENT TRAINING
[Reminder—Action Required] 2013-14 NYC Charter Schools Directory Information Request
[Reminder- Action Required] Borough Wide Meetings with CSEs- Register by 2/22
[Reminder – Action Required] Summer School Survey
[New – Resource] New York State English as a Second Language Achievement Test (NYSESLAT)
[New – Resource] GRADES 3–8 ELA/Math State Exam Packaging Materials
[Reminder- Action Required] CPR/AED Compliance and Training
[Reminder- Action required] Use or Lose FY13 NYSTL Dollars – Deadline to Make Purchases is March 22, 2013
[Reminder-Action Required] Certifying Purchase Orders in FAMIS
[Reminder – Resource] State ELA/Math Exam Scoring Consortium


Oversight – DOE-Authorized Charter Schools
[Reminder—Action Required] Accountability Reporting Requirements Due March 1
[Reminder- Action Required] Annual Site Visit/ Annual Comprehensive Review Changes: Updates to Document Request


[bookmark: _[New-_Action_Required]][bookmark: _[NEW]_Training_for][NEW] Training for Schools in DOE Space (Charter Matching)
All Schools in DOE space/ Training: Wednesday, March 6 
Please see attached Charter Matching Training Project Plan for a detailed description of a training designed for new charter schools in DOE space on Thursday, March 7th from 4:00 – 5:30 pm at the NYC Charter Center, 111 Broadway #604, New York, NY 10006. Topics include charter matching and third party agreements.  The training is limited to 2 participants per school – Principal and Director of Operations are recommended. Please RSVP by Wednesday, March 6 to KWomack3@schools.nyc.gov.
(back to top)


[bookmark: _[New-_Resource]_GRADES][New- Resource] GRADES 3–8 ELA & MATH STATE ASSESSMENT TRAINING 
	All Schools/ February 20
In preparation for the new Common Core aligned 2013 3–8 ELA and math state tests, Pearson/NYSED is offering trainings using the new open response item math and ELA rubrics. Trainings will be provided by Pearson on February 21–22 for interested staff members. Please register here for trainings. Information and resources from the sessions can be shared with teachers. Please contact Jenny Hanson if you have any questions.

[bookmark: _[Reminder—Action_Required]_2013-14][Reminder—Action Required] 2013-14 NYC Charter Schools Directory Information Request
All Schools/Deadline: February 20
All NYC charter school leaders should have received an emailed information request last week regarding the 2013-14 NYC Charter Schools Directory. The email subject line was: “Action Required: 2013-14 NYC Charter Schools Directory.” If your school leader did not receive this information request, please contact Gabrielle Mosquera at gmosquera2@schools.nyc.gov.

Please reply to this information request by February 20 in order to have your school listed in the Directory. Items of note when filling out the Directory information request:
1. Information must be sent in a reply from the person who received the ORIGINAL email; please do not forward this email to another staffer and instruct them to reply. The Directory database will not update itself in this case.
1. Please follow the included directions for all form fields with regard to format and length. Items whose formatting and length do not follow these directions will not update properly. 
1. Please provide information from school year 2012-13 where indicated. This is not a typo. 
1. Please do not include any text in your reply other than what is asked for in the form fields. The Directory database will not update itself in this case.
1. Please do not change the subject line in your reply. The Directory database will not update itself in this case.

If you have any questions when filling out the information request, please contact Gabrielle Mosquera at gmosquera2@schools.nyc.gov.
(back to top)


[bookmark: _[Reminder-_Action_Required]_2][Reminder- Action Required] Borough Wide Meetings with CSEs- Register by 2/22
	All Schools/ Deadline: February 22nd
Please use this link to register for borough wide meetings with CSE staff. Queens should attend the Manhattan meeting. Staten Island should attend with Brooklyn. These meetings will review the IEP process and procedures for charter schools. Meetings will take place:
· Brooklyn/ Staten Island- 2/25, 8:30 AM – 10:30 AM
· Manhattan/ Queens- 2/26, 9AM- 11 AM
· Bronx- 2/28, 9 AM- 11 AM
Location will be sent out upon registration. Please contact LPrice5@schools.nyc.gov with any questions.



[bookmark: _[Reminder_–_Action][Reminder – Action Required] Summer School Survey
All Schools/ Deadline: February 22nd 
Please complete this short survey to inform us of your school’s summer plans. This will allow us time to adequately plan for food services, transportation, health services and construction plans during the summer. Please contact Kamilah/Keisha/Jorge if you have questions.
(back to top)


[bookmark: _[New_–_Resource]][New – Resource] New York State English as a Second Language Achievement Test (NYSESLAT)
All schools 
The NYSESLAT is administered to all English language learners annually to measure progress in English language acquisition and to determine continued eligibility for ELL services for the following year. This year’s NYSESLAT will be administered in April and May; scoring will take place at the end of May. The New York State Education Department has posted new materials, including student booklets and directions for administration; review NYSESLAT materials here. 
(back to top)


[bookmark: _[New_–_Resource]_1][New – Resource] GRADES 3–8 ELA/Math State Exam Packaging Materials
Elementary/Middle Schools
From February 25-27, 2013, the DOE Scan center will be delivering to schools, return materials which consists of Class/Group Headers, Small and Large Polybags and Test Return Envelopes. These materials are to be used for the return of all test answer documents and the scoring of test booklets. If a school does not need these materials, they can share them with another schools since these materials are not school specific. The amount of materials that a school will receive was based on school population by grade and the exams a school would administer. Please contact Kamilah/Keisha/Jorge if you have questions.
(back to top)


[bookmark: _[Reminder-_Action_Required]][Reminder- Action Required] CPR/AED Compliance and 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. Attached is a list of schools currently out of compliance.  Please take a moment to ensure that your school has an appropriate number of trained staff members. Training requests can be made online at Emergency Skills, Inc. (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.
(back to top)


[bookmark: _[Reminder-_Action_required]_1][Reminder- Action required] Use or Lose FY13 NYSTL Dollars – Deadline to Make Purchases is March 22, 2013
All Schools/ Deadline: March 1, March 22
Please log into FAMIS today and begin to plan your FY13 NYSTL spending. The deadline to place orders is March 22nd, so less than two months left before the funds expire. In addition, if you choose to move dollars around (i.e. software to library books), this must be complete by March 1st! Instructions to place orders in FAMIS are located here. Please use this grant money before it expires!! If you have any questions, please contact Keisha/ Kamilah/ Jorge if you have any questions.
(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 step-by-step instructions on how to certify a Purchase Order (PO) in the FAMIS Certification Guide. 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 with any questions.
(back to top)


[bookmark: _[Reminder_–_Resource]][Reminder – Resource] State ELA/Math Exam Scoring Consortium
Elementary and Middle Schools
The NYC Charter School Center hosts a Charter School Test Scoring Consortium to coordinate the scoring of the constructed responses of the statewide English Language Arts and mathematics exams for grades 3-8. To gain more information on the scoring process and to register for the consortium, please visit the Charter center’s website.
(back to top)


[bookmark: _[Reminder—Action_Required]_Accounta][Reminder—Action Required] Accountability Reporting Requirements Due March 1
DOE Authorized Schools Only/Deadline: March 1
This is a reminder that the following CSAS Reporting requirements are due on Friday, March 1:

	MARCH 1

	Board of Trustees Minutes from previous year
	Note that there are two submission dates for Board minutes: September 1 & March 1. You do not need to re-submit minutes that have already been submitted; please submit minutes for the months between submission dates.

	Mid-Year Fiscal Check-In for Year-to-Date Period Ending 12/31
	Schools should submit the following:
1. Profit and Loss statement for the Year-To-Date period ending 12/31/12 (please indicate Board Approved Budget vs. Year to Date Performance and Revised Budget)
1. Statement of Cash flows Year-To-Date period ending 12/31/12
1. Balance Sheet (balances on 12/31/12), and 
1. Statement of Functional Expenses for Year-To-Date period ending 12/31/12
Please forward your documentation in one e-mail to charterschools@schools.nyc.gov with the subject line: “[YOUR CHARTER SCHOOL NAME]: Mid-Year Fiscal Check-In”. 



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 Gabrielle/Maria/Andrea at XXX@schools.nyc.gov with any questions. 
(back to top)


[bookmark: _[New-_Action_Required]Annual][bookmark: _[Reminder-_Action_Required]Annual][Reminder- Action Required] Annual Site Visit/ Annual Comprehensive Review Changes: Updates to Document Request
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.

PLEASE NOTE: We have updated the format of the certification and fingerprint clearance information requested for the ACR. Please review the bolded information below and submit certification and fingerprint clearance information in the formats requested here. Please disregard the formats request described in last week’s CSAS Weekly Communication (1/28/13). 

1. An organizational chart indicating clear reporting relationships
1. Updated list of all (FTE & P/T, if any) staff and positions, showing Certification/Highly Qualified status
1. SCREEN SHOT from the NYS-TEACH system showing fingerprinting clearance of all staff members (1 screen shot showing all staff, not 1 page per staffer)
1. Schedule for all school classes
1. 2012-13 Annual Comprehensive Review Data Collection Template
1. 2012-13 Annual Comprehensive Review School Self-Evaluation Form
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)

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)
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