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[Update—Action Required] Reporting Requirements Deadline Changed to Dec 21
[Update-Action Required] New Due Dates Shared Space Committee (SSC) Minutes Due

All Schools in DOE space
Because of the emergency co-locations related to Hurricane Sandy, we are now moving the due dates for the Shared Space Committee Minutes to  Dec 14,  Feb 28,  April 30 and June 28.  Per Chancellor’s Regulation A-190, co-locations with a charter school are required to create a Shared Space Committee consisting of Principals, Teachers, and Parent representatives from each school and host 4 meetings per year. The purpose of the SSC is solely to explain and educate the parent and teacher reps about the space process. Minutes from the meetings should be drafted on the Shared Space Committee Meeting Template. Deadlines for minutes submissions are December 14th, February 28th, April 30th, and June 28th. The minutes should be submitted to your campus folder or to campus@schools.nyc.gov. For more information, please see attached shared space committee slides or contact Debra Schwartzman.
(back to top)
[New- Action Required] Submit School Survey Delivery Preferences for 2013
 All schools / Deadline: December 7 

The School Survey will open in conjunction with citywide parent-teacher conferences in February and March. You can make survey delivery selections for your school here by December 7. Last year’s survey coordinators will also receive an email this week letting them know that principals have been asked to submit survey preferences. If you do not make any delivery selections:

· You will be identified as your school's Survey Coordinator (the point person for regular emails with survey information).

· Your school will receive surveys materials sorted in accordance with these Default Sorting Options.

· Students at your school (if you have any 6 to 12 graders) will not receive papers surveys and will only be able to take the survey online.

Last year's survey reports for each school, as well as additional resources about results and methodology, are available on the School Survey webpage. For questions, email surveys@schools.nyc.gov.

(back to top)
[New- Action Required] BEDS Data 

All Schools/Deadline: December 21

The DOE DIIT Department submits updated ATS and CAP information to the State each week. In early January, DIIT will submit the final BEDS snapshot to the State. Please make sure that your student information is updated in ATS and CAP no later than Friday, December 21, 2012. Please reach out to Jorge Cruz, JCruz30@schools.nyc.gov with any questions.
(back to top)
[New- Action Required] High School Preparatory and College Preparatory Course Certification Update

Middle and High schools / Deadline: December 14

If your school offers rigorous courses that prepare students for success in high school or college, you may be eligible for additional credit on your school’s annual Progress Report. The NYCDOE uses the High School Preparatory Course Certification (HSPCC) and College Preparatory Course Certification (CPCC) processes to recognize courses that build next level readiness skills. Eligibility requirements are outlined in the memo for middle school courses and the memo for high school courses.

Part I of the two-part application process for both HSPCC and CPCC will open on December 3 and close on December 14; for specific directions on nominating courses, see here.  For questions, email CPCertification@schools.nyc.gov.

(back to top)
[New-Resource] NYS TEACH ID

All Schools
The TEACH ID is a staff identifier for both teachers and principals. To download a list of your school’s TEACH IDs, please follow the directions provided by SED here, or access SED’s portal directly. To speak to a live representative for help locating the IDs for your principal, you may also call 518-486-6041. Principals will have to call on their own behalf.

(back to top)
[New- Resource] NYSED Growth Scores

Elementary and Middle Schools

This year, for the first time, the New York State Education Department (NYSED) created teachers growth scores for grades 4–8 math and ELA teachers and school-level growth scores for elementary and middle schools.  These scores should be used to support instructional improvement. Principals should receive a CD in the mail that contains growth score information for all teachers included in their school for the 2011-12 school year or those that moved into their school for the 2012-13 school year.  The CD also contains a school-level growth score for their current school.    For additional information, please visit the SED Teacher Growth Scores webpage at: 
http://schools.nyc.gov/Teachers/TeacherDevelopment/NYSED_Growth_Scores.htm.

Teachers and principals can also contact the help desk at:
SEDGrowthscore@schools.nyc.gov
(718) 935-4051

(back to top)
[Reminder - Action Required] Per Pupil Funding – Invoice for Payment 4

All Schools/ Deadline: December 6

The online application to submit invoices for payment 4 will be opened from December 3-December 6. Please make sure that you create your school’s January 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. Your start in calendar management will be locked in the payment 5 invoice. Please contact Keisha Womack, KWomack3@schools.nyc.gov with any questions.

(back to top)
[Updated- Action Required]: Staff Evaluation Rating Data Required by the New York State Education Department (SED)

All Schools/ Deadline: December 7th 

This is a reminder that all schools, regardless of RTTT funding, need to submit staff evaluation rating data required by the New York State Education Department (SED) as per the attached November 28th memo. The staff evaluation template must be completed for grades 4-8 core math and ELA teachers and building principals. 

The deadline for submitting staff evaluation data has been extended as per the attached memo.  

By noon on Friday December 7th, please return completed templates to CSsupport@schools@nyc.gov
As a reminder, evaluation data must be submitted for grades 4-8 core ELA and math teachers and building principals.

· All (grades 4-8 core math and ELA) teachers and their building principal need a HEDI category: Highly Effective, Effective, Ineffective, Developing

· All (grades 4-8 core math and ELA) teachers and their building principal need one of only four composite scores that correspond to that rating:

· Highly Effective=100; Effective=90, Ineffective=74, Developing=64.  
· Scores other than these four (100, 90, 74, or 64) are not permissible. 
Attached is the Excel template you will need to complete staff evaluation reporting. We encourage you to email CSsupport@schools.nyc.gov for questions and support in completing the template.

(back to top)
[Reminder – Action Required] Deliver LAB-R and Spanish LAB Answer Documents to Borough Assessment Office 

All schools / Deadline: ASAP

The LAB-R and Spanish LAB assessments determine whether a student needs bilingual education or English as a Second Language (ESL) services; these assessments must be administered within 10 days of a student's enrollment. Any tests that your school has administered by this point should be hand-scored at your school, and answer documents should have been hand-delivered to your borough assessment office by noon on November 30. Title III funding is based on the results of these assessments. All LAB-R scores will be posted in ATS as “FALL 12 LABR.”  If you have missed the deadline, there is one additional drop-off date for the LAB-R and the Spanish LAB through December 2012. For the pickup schedule and more information, please review Assessment Memo #2.  Please reach out to Jorge Cruz, JCruz30@schools.nyc.gov with any questions.
(back to top)
[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.

(back to top)
[Reminder] Charter Facility Upgrade Projects: Final Cost and Completion Date

Schools in DOE Buildings 

In order to ensure compliance with Chancellor’s Regulation A-190 and the New York State Charter Schools Act, upon completion of an approved facilities project, the charter operator MUST submit a Third Party Completion form (attached) and vendor invoice(s) that include total cost and completion date(s) of the project(s) to the Division of School Facilities Contract Unit  and Stephen Kassan in the Division’s Finance Department.  The DOE must have this information in order to meet the requirement that matching upgrades/improvements to the district school(s) be made within three months of the completed charter work.  Please note, no future projects can be reviewed, until the charter operator submits their prior year’s paperwork. If you have any questions, please contact Debra Schwartzman.
(back to top)
[Update—Action Required] Reporting Requirements Deadline Changed to Dec 21

DOE Authorized Schools Only/Deadline: December 21

The deadline for the following CSAS Reporting requirements has been extended to Friday, December 21:

	DECEMBER 21

	Lottery information 
	Schools should submit the following:

· Charter School Application Deadline

· Lottery Drawing date

· Copy of the School Application

· School Recruitment Plan including:

· Timeline of outreach and promotional activities

· Communication plan (e.g., notifying public of application procedures and lottery drawing, for example)

· Discussion of recruitment activities (include any significant changes from previous year)

· Specific outreach activities for English language learners (ELLs) and students requiring Special Education (SPED) services

· Lottery process (e.g., electronic, in person, manual, etc.)

Please refer to NYSED Guidelines on the NYS Charter School Uniform Applications Form for additional guidance on New York State requirements pertaining to charter school admissions applications. There is no specific template required to submit this information, however, please forward your documentation in one e-mail to charterschools@schools.nyc.gov with the subject line: “[YOUR CHARTER SCHOOL NAME]: Application and Lottery Process”. 

	
	


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/Andrea/Maria at @schools.nyc.gov with any questions. 
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