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NEW DISTRICT SCHOOL APPLICATION
For schools proposed for 2013

INTRODUCTION
The New York City Department of Education (DOE) is pleased to present the New District School Application for schools slated to open in September 2013. The Division of Portfolio Planning (Portfolio) strives to ensure that all students in New York City have access to quality schools that meet their individual needs. The creation of new schools is a critical Portfolio strategy employed to meet this goal.  For 2013, there is a particular focus on limited unscreened schools aimed at meeting the needs of all students, particularly the hardest-to-serve.  Portfolio aspires to work collaboratively with potential leaders and school planning teams, local communities and external partners interested in the creation of these new schools.  

Starting a new school is a significant opportunity to influence lives and serve New York City families and students.  It is also intense and demanding; the application process is designed to gauge a team’s readiness to weather and master these challenges.  Completing the New District School Application is intended to be a rigorous, multi-step process.  It requires applicants to develop and revise documents that will be used in their new schools and should reflect the teams’ fundamental beliefs about education.  The proposal should reflect expertise and careful thought in the requisite areas and, taken as a whole, should represent a coherent plan with strong alignment between the philosophy, structure and instructional plan.

The Office of New Schools (ONS) conducts Design and Development (D&D), a four-phase selection process, to evaluate aspiring new school leaders and their proposed school models.  The program consists of a series of evening workshops, Individualized Assessment (IA) sessions with coaches, school visits and a written application.  This allows for thorough vetting of aspiring principals’ leadership capacity as they work with their teams to develop new school proposals.  

The Fall 2012 round runs from September to December and is the last opportunity to propose for 2013 schools.  In order to participate in the Fall round, interested applicants must submit a Letter of Intent (LOI) by 9am on Friday, September 21st.  

Fall 2012 Design & Development Process 
IMPORTANT DATES AND DEADLINES

	Letter of Intent DUE
	Friday, September 21st @ 9am

	Phase 1 cuts announced
	Friday, September 28th  

	(for applicants advancing to Phase 2)
Draft of Section 1 DUE
	Tuesday, October 2nd @ 9am

	Phase 2 cuts announced
	Friday, October 12th 

	(for applicants advancing to Phase 3)
Draft of Section 2 DUE

Draft of Section 3 DUE
	
Monday, October 22nd @ 9am

Monday, October 29th @ 9am

	Phase 3 cuts announced
	Friday, November 9th   

	(for applicants advancing to Phase 4)
Completed Proposal DUE
	Tuesday, November 13th @ 9am

	Interview Invitations Announced
	Friday, November 16th  

	Interviews
	Monday, November 19th -  Thursday, December 6th   

	Final Approvals Announced
	Friday, December 21st  



APPLICATION PROCESS
 (
Phase 1
Cuts are based on:
 Letter of Intent
D&D 1
) (
D
esign 
&
 
D
evelopment (D&D)
:
 
Attendance at D&D sessions 1 is mandatory, as critical elements of the assessment process take place during these 2-hour sessions.  
If you are unable to 
attend this
 session, please contact ONS immediately.
  
What you need to prepare:
 
When applicants are required to prepare in advance for D&D sessions, instructions will be given in the preceding session.    
Submission Info:
 
Letter of Intent (LOI).
  The LOI format and submission instructions are explained on pages 5-6.  Both the 
Letter of Intent
 document and the 
online form
 must be submitted by 
9am on Friday September 21
st
.
)










 (
Phase 2
Cuts are based on:
Draft of Section 1 
Individual Assessment(IA) 1
)
 (
Design & Development (D&D): 
Attendance is by invitation only.
  
What you need to prepare: 
 For 
IA1 
 sessions
, applicants present a brief overview of their Instructional Model
, show how their lesson/unit plan exemplifies
 
that model, 
and 
explain how their 
Professional Development Plan 
will prepare teachers to implement their model.  
Coaches will ask targeted questions regarding the submitted materials and the presentation. Aspiring leaders may bring up to 2 team members to the IA session.
Submission Info: Application Section 1 
is due on 
Tuesday, October 2
nd
 by 9am. 
)





 (
Panel Interview
Applicants approved to proceed will be invited to a panel interview. Based on the panel interviews, provisional approvals will be made.  Siting decisions for 2013 schools will be made in December 2012.
) (
Phase 4
Cuts are based on:
Completed Proposal 
) (
Phase 3
Cuts are based on:
Drafts of Sections 2&3
D&D 2 & 3
Individual Assessment (IA)2 (school visits)
) (
What you need to prepare: 
If you are invited to a Panel Interview, you will have ten minutes to present an overview of your proposed school, followed by a 45-minute Q&A.  Please only bring team members who are highly likely to join the new school should your proposal be approved.
Submission Info: 
The completed final draft of your proposal is due 
on 
Tuesday, November 13
th
 by 9am.
) (
Design & Development (D&D): 
Attendance is by invitation only.
  
What you need to prepare: 
IA2 is a school visit.  During the school visit, 2 ONS coaches will observe classes with the proposed school leader, discuss instruction,
 
and take time to speak with the applicant’s colleagues, students & principal. 
 When appropriate, coaches will observe the applicant leading a group of adults in a meeting.
 
 
If you are not currently working in a school, we will work with you to set up an opportunity in a school setting.  ONS staff will coordinate scheduling with individual applicants.
Submission Info: 
Application Section 2
 draft must be submitted by 
Mon., Oct 22
nd
 at 9am.
  
Application Section 3
 d
raft must be submitted by 
Mon
.
,
 
Oct. 29
th
 
at 
9am
.
)
 
ASSESSMENT
The Office of New Schools Leadership Rubric is used throughout the process to assess applicants and proposals.  This rubric is available for download at the New Schools Proposal Process Page, which is located here:      http://schools.nyc.gov/community/planning/newschools/NewSchoolsProposalProcess/ 

ELIGIBILITY
The proposed school leader must possess SAS/SBL or SDA/SDL certification, or be enrolled in a license-granting program in order to meet all license requirements and be accepted into the Principal Pool by July 1, 2013.  

 (
Fast Facts:
There are 
three
 D&D Sessions during the 
Fall
 Round
Each D&D session is 2 hours long
The first D&D session 
is
 mandatory.  All subsequent sessions are by invitation only.
All updates to the process are posted at:
http://schools.nyc.gov/community/planning/newschools/NewSchoolsProposalProcess/
   
)







DIRECTIONS FOR APPLICATION SUBMISSION

Submitting the Letter of Intent
There are 2 steps to submitting your LOI:
1. Submit your Letter of Intent as a single MS Word or PDF file via email to newschoolsteam@schools.nyc.gov
2. Complete the survey located here: http://tinyurl.com/2013applicantsurvey

3. Both steps must be completed by 9am on Friday September 21st, 2012

Submitting Proposal Drafts
1. Documents should be single spaced, 12 point Times New Roman font with a 1 inch margin on all sides. 
2. Please adhere to the page limits as listed for each section of the Application.  
3. Drafts should be submitted via email to newschoolsteam@schools.nyc.gov
4. Deadlines for specific sections of the application are indicated on page 2 of this application.

Submitting Your Final Proposal
1. Documents should be single spaced, 12 point Times New Roman font with a 1 inch margin on all sides. 
2. Please adhere to the page limits as listed for each section of the Letter of Intent and of Application.  Pages in excess of page limits WILL NOT be read.
3. Collate all required components of the Application and create a single Microsoft Word document or Adobe PDF file sent by the close of business on the due date.  Title the single document or file with the name of the school leader (last name, then first name), example: Walcott, Dennis.doc 
4. The complete Application should not exceed 4 MB in size 
5. Email the completed New School Application to NSOAM@schools.nyc.gov  A confirmation of receipt will be sent.	 



LETTER OF INTENT (SECTIONS A-D)

Section A: Applicant Profile


	A1:  School Leader Information

	School Leader Name:
	

	Email:
	

	Phone Number:
	Mobile:                                              Other (Work / Home):  

	Leader’s Current Job/Position:
	

	Leader’s Current School/ Employer: 
	

	Current Network 
(if applicable)
	

	List any graduate school programs in administration or other program through which you acquired (or will acquire) your SBL/SDL.  This includes programs like APP, New Leaders & LEAP.
	Program Name:



 I have successfully completed this program [Date of completion: _____________]
 I am currently enrolled in this program [Expected date of completion: ______________]

	Principal 
Candidate 
Pool Eligibility:
	|_|  Accepted 
|_|  Interview Scheduled
|_|  Interview Not Yet Scheduled

	A2:  Proposed School Information

	School  Level  (ES, K-8, MS, 6-12, HS, CTE, ELL-focused, Transfer School)
	

	If you are proposing a CTE school, please indicate the industry strand:
	

	Please indicate any Community Based and/or Intermediary Partners (if applicable):
	Please also indicate the status of each partnership: Formal Commitment, In Process of establishing partnership, in Early Stages of seeking partnership

	Were you invited to participate in the Mentor School Program?  
	 Yes            Mentor Principal: _________________________________________________________________      
 No                                              

	Location Preferences:  Please note that all location/siting decisions are at the discretion of DOE

|_|  Borough Preference  –  please rank all boroughs in order of preference:_____________________________________________________________ _________________________________________________________________________________________________________________________________________________________
|_|  District Preference –  if applicable, please specify: _______________________________________________________________________________________
|_|  Citywide  (no location preference)


	If someone other than a Mentor Principal recommended that you join this process, please indicate their name and title below:

_____________________________________________________________________________________________________________________







LETTER OF INTENT (CONTINUED)
Section B:  Submit a Current Resume

Your resume MUST:
· Indicate the names (and DBNs, if applicable) of the schools that you have worked in and your title(s) or position(s) in each.  
· Indicate the dates (month and year) of employment for each position listed.
· Include the names and contact information (email and phone numbers) for at least three references.

Section C:  Proposed Leader’s Background and New School Concept

Please answer questions for Section C in no more than 3 total pages (single spaced, 1” margins and 12 point Times New Roman font).  

This is your opportunity to introduce yourself and explain your interest in developing and leading a new school. 
C1. Explain how your personal and professional experiences have prepared you to create and lead a new public school in New York City.
C2. The purpose of this initiative is to develop schools that will enable all students in New York City, particularly the hardest-to-serve, to achieve at high levels. Discuss how you will create a school that will effectively meet that goal.
C3. Describe three essential aspects of your proposed school that paint a picture of what it is you hope to accomplish, and how you will achieve those goals.


Section D: Demonstrated Instructional Leadership 

Please answer questions for Section D in no more than 2 total pages 
 
In this section, provide examples of your track record in developing and implementing initiatives to drive student achievement, particularly for struggling students, and in designing and delivering meaningful professional development.  The narrative should provide details on a single initiative you have implemented that has led to significant student gains, and should include details regarding:

D1. Your role in developing and implementing the initiative
D2. Specific instructional strategies implemented
D3. Professional development provided in support of the initiative
D4. Related youth development and student support provided
D5. Assessments used
D6. Adjustments based on data collected from those assessments
D7. Conclusions and long-term plans based on results


There are 2 steps to submitting your LOI:
1. Submit your Letter of Intent via email to newschoolsteam@schools.nyc.gov 
2. Complete the survey located here: http://tinyurl.com/2013applicantsurvey


Both steps must be completed by 9am on Friday September 21st
 
APPLICATION (SECTIONS 1-3)
As you complete each section, please label each answer according to the sub-section and part, as indicated below (i.e. B2)

Section 1:  School Mission, Curriculum & Instructional Model and Professional Development Plan            
Page limit:  14pages (Appendix is not included in this page limit)

Answers to all questions should align PD, curriculum development, instruction and assessment to provide a seamless vision of your proposed school.   Please note:  Your proposed new school will attract and serve a diversity of students – including all levels of English Language Learners, students with disabilities and students who are under-performing.  Therefore this section should clearly indicate how your school’s proposed instructional approach will enable all students to achieve.



A. Mission Statement: 
A1.  Write a mission statement for your school that describes the overall philosophy and purpose of the school.  This statement should inspire people to believe in the school model you plan to implement and should be easy to grasp.  Be sure to establish direct connections between beliefs, methods and desired outcomes, whenever possible. 


B. School Curriculum and Instructional Model
This section focuses on your beliefs about teaching and learning and how those beliefs translate into a successful academic experience for all students.

Please be specific in your responses to each of the following questions: 
B1. Describe your instructional philosophy and why you believe this is how students learn best.  
B2. What are the key academic skills that you want all students to master by the time that they leave your school?  What does it look like when students have learned to apply each of these skills effectively?  What are they able to do?  
B3. To successfully implement your model, what are the 2-3 essential instructional elements that must be part of every unit and/or lesson?  In other words, given your beliefs about how students learn best, what will teachers be doing in classrooms to realize your instructional vision?  If teachers are effectively implementing those elements, describe what teaching and learning will look like and what will be consistent across all classrooms.
B4. To illustrate the instructional priorities outlined above, present a sample, Common Core-aligned unit and lesson plan with relevant assessments in a core subject area.  Attach the unit, lesson plan and assessment(s) as Appendix A (10 page limit).  
B5. In the body of your proposal, please provide a detailed explanation of how the unit and lesson plan exemplify your responses to B1, B2 and B3.  Be explicit as to how the unit and lesson plan will be differentiated and how the assessments will measure student progress.  Be sure to explain your plan for making the content accessible to English Language Learners and students entitled to special education services.




C. Preparing and Supporting Teachers to Implement Your Instructional Model
This section outlines the ways in which you will prepare teachers to create effective classrooms that reflect your mission and instructional philosophy.  

C1. Assume that you have four days of professional development with teachers to focus on instruction before your school opens.  Given the instructional vision that you outlined in section B, prepare a schedule of essential instructional topics that you will cover each day of this Summer PD. Be sure that your descriptions provide details around how you will cover the components of each topic.  Do not include icebreakers or non-instructional activities.  Use the template below:
	Day
	Topic(s) & Description(s)

	
	

	
	



a. Provide a narrative explaining why you prioritized your schedule as outlined above, and detailing how this plan will prepare teachers to implement your model when school opens.
C2. Provide a Professional Development lesson plan for one of the topics/lessons outlined above.  
a. Attach this lesson plan as Appendix B (Page limit: 2 pages)
b. Provide a narrative explaining the purpose of the session, how you would involve other staff, and how the plan is aligned to your mission and instructional philosophy.
C3. Describe what a beginning, middle and advanced teacher implementing your model looks like in the classroom.  What would each of them do well?  What would each of them struggle with, both in the classroom and in terms of planning?  
C4. How would you focus support for each of these teachers so that they would continue to progress?  Be specific in your answers.
C5.  Identify three to five specific things that you will look for when visiting classrooms.  
C6. Describe your system for observation and providing timely feedback to teachers.

D. Level/Model-Specific Questions
D1. For Elementary schools only: 
Explain what curriculum you will use, how it will be created, and why you believe it will provide a rigorous experience for all students.  

D2. For Middle & High schools only:
What aspects of your school model are specifically designed to ensure that students develop the academic and personal behaviors that prepare them for post secondary education and/or careers?  

D3. For CTE schools only:
	CTE schools prepare students for a variety of opportunities after high school.   
a. What is your CTE strand and why do you believe that it is an exciting and practical field of focus?  
b. What organizations or industry partners do you plan to work with?  
c. What do you envision as viable career pathways for students who leave your school and enter the workforce with a HS diploma?  Elaborate on career pathways students would be able to access if they pursued i) Associate’s, ii) Bachelor’s and/or iii)Master’s degrees. 





Section 2: Modifying Instruction: High Standards & Academic Intervention   
 Page Limit: 7 pages 

This section should provide insight into how you will serve students at all levels, making sure that they are both supported and challenged appropriately.  You will explain how you plan to use data at the school level to inform your professional development priorities and to evaluate the overall progress of your school.  Your response should align with your mission and instructional model. 

A) High Standards 
A1. Describe the assessments you will use to identify student learning trends, modify instruction, and ultimately increase student achievement.
A2. Given the fact that students will enter your school at different levels, how will you challenge all of them to work to their maximum potential?
A3. What types of school-level data do you believe are most important to focus on in the first year?  What is your plan for collecting, reviewing and utilizing data at the whole-school level?

B) Academic Support & Interventions
 
B1.  Describe a comprehensive academic support plan both within and after the school day that answers the following questions:  
a. When will you provide the support?  
b. What staff will be involved and how? 
c. What will students do during this time? 
d. What is your system for giving students feedback and setting academic goals?   
e. How will you keep track of the system’s effectiveness for every student? 
B2.  In keeping with the current system-wide reform of special education, what will you do to ensure that students with disabilities have access to, and participate in the general education curriculum?
B3.  Beyond compliance with state and city mandates, explain what specific changes a teacher would make to instruction to ensure that English Language Learners in your school will be supported so that they develop proficiency in English and make progress across content areas.




Section 3:   Community Leadership & School Culture
Page Limit: 10 pages (Appendix is not included in this page limit)

This section outlines the plan for building school culture and ensuring that the school’s mission is evident throughout the school.  

A) Distributive Leadership
A1. What structures and practices will you put in place to develop leadership capacity so that staff buys into and helps realize the vision of your school?  
A2.  Imagine your school at full capacity.  What kinds of teacher (and additional staff) teams will meet?  How often and for what purpose?  What will the outcomes be?  
A3. Based on the areas in which you need support as a school leader, what parts of your school do you imagine hiring for or turning over to other staff who may have greater capacity?

B) Personal Relationships & School Culture
B1. Describe how you will create an environment that prioritizes caring, respectful relationships among and between teachers, students, staff, and families.  
B2. Given the mission and vision that you have already outlined, please include titles and descriptions of up to three culture-focused workshops that you plan to introduce during pre-opening PD.   Use the template below:
	Day
	Topic(s) & Description(s)

	
	

	
	

	
	



B3. Describe your approach to discipline.  What systems will you set up to create a safe environment and inclusive culture throughout your school?
B4. How will you ensure that every student is known in your school?  Within the structures you identify, please detail specifics around what staff is expected to know about students and how they are excepted to support students given that information.  

C) Student Supports
C1.  What components of your school design will provide opportunities for your students to develop social and leadership skills?  
C2.  What specific social/emotional supports and programming will be provided during the school day to ensure that all students feel connected to, and supported by, the school community?
C3. What is your plan for incorporating external partners to provide additional opportunities and support for your students?  

D) Scheduling
This section should provide insight into how you will structure a new school to provide the academic experience for students and for teachers.  You should specifically describe how the proposed school will employ structures such as scheduling and staffing to actualize the school’s mission and vision and to create a supportive and inclusive school community and culture.  
D1.  Describe your year 1 staffing plan.  Include the number of teachers, type of teachers, and a brief description of what you will prioritize when hiring for each position.  Who are you looking for and why?  
D2.  Provide samples of your school’s weekly schedules for students and for teachers.  Attach these schedules as Appendix C. If there are variations to your schedule, please attach up to two versions.  (Page limit: 3 pages)
D3. In the body of your submission for this section, please provide a narrative description to explain and highlight the features of your schedule that best support the instructional approach and those that will enable you to create and sustain your desired school culture. 
Appendices: 
Appendix A (Section 1, question B4):  Common Core-aligned unit and lesson plan with relevant assessments in a core subject area.  
Appendix B (Section1, question C2):  A professional development lesson plan that you would implement with your staff during the summer before opening your proposed school.
Appendix C (Section 3, question D2): Samples of your school’s weekly schedules for students and for teachers.

Attachments: 
Attachment A:  Applicant Team Resumes
Attach resumes for the proposed school leader and for any individuals who were integral to the development of the school model.  

Attachment B:  Letters of Support 
If your proposed new school intends to partner with a particular CFN, community-based organization, educational institution, Intermediary, etc., please write a brief overview of the role that the organization will play in the new school, including a description of day to day activities in which the partner will participate.  If appropriate, attach letters of support from the partner organizations.  
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