

CHARTER SCHOOLS WEEKLY COMMUNICATION – 9/4/12

New Charter Schools Opening 

There are 24 new charter schools starting this fall. Congratulations to all of those who have already welcomed their first students this week and good luck for a smooth and successful start to those who will welcome their first students next week!  

Operations – ALL NYC Charter Schools

[Action Required] Certify Galaxy TO by September 10
[Action Required] Report First Attend Dates
[Action Required] Ensure Accuracy of ATS Class Codes for CTT/ 12:1 or 12:1:1 Classes
[Action Required] Yearly Testing Calendar & LAB-R Administration
[Reminder] 2012-13 Critical Information Update 

[Reminder] Pick up for Used and Unused Testing Materials
[Reference] Clarification Regarding ELL Parent Choice Screen in ATS
Oversight- DOE Authorized Charter Schools
[Action Required for Applicable Schools] Changes to Chancellor’s Discipline Code
[Action Required] School Principals and Board Chairs Requested for NACSA Focus Group
[Action Required] September 7 Reporting Requirements Due (*Note Regarding Retention Template)
[Reminder] ANNOUNCED: Second Deadline for 2011-12 Charter School Annual Report
[Reminder] Documents to Post on School Websites
Opportunities- All Schools

Office of New Schools Seeks Leaders for New District Schools
[Action Required] Certify Galaxy TO by September 10
All Schools/ Deadline: September 10

All schools must certify their Galaxy TO by September 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.

Please remember that adding staff members in Galaxy provides those staff members credentials and access to other DOE systems that are critical to operations. 

Here is who must be added (at the minimum) and why:

· Any staff that deals with ATS—DOE credentials enable access to WebConnect, which must be used to get onto ATS.

· Any staff that works with IEPs— DOE credentials enable access to SESIS, which is where all IEPs are held and created/edited, etc.

· Any staff that deal with state testing/regents administration—DOE credentials enable access to the DOE Intranet, which is where memos, handbooks and other resources are posted for testing.

[Action Required] Report First Attend Dates


All Schools/ Deadline: September 14

All external special education charter school providers are required to call in the first attend dates for the students they serve. Special education employees that are directly compensated by the charter school are considered external providers. The Department of Education (DOE) allows external special education providers the ability to call in First Attend dates through the Integrated Voice Recognition System (IVR). The data reported via the IVR system is captured in the Child Assistance Program (CAP) and the Special Education Student Information System (SESIS). Please note that the providers that are placed in your school by the DOE or through RSA’s should already have access to the IVR system. Please note that the Committee on Special Education (CSE) will NOT enter this data  for charter schools. Reporting this data is crucial for Student Information Repository System (SIRS) Accountability and IDEA reporting. 

Please follow the instructions below to gain access for your external providers: 

· Complete the excel sheet attached for ALL external providers. (Note that this information will be kept in safe place. We need social security numbers to provide access). INCOMPLETE REQUESTS will NOT be processed. 

· Please rename the excel document to include your school’s DBN and the the words IVR_Access (i.e. 84K000_IVR_Access) 

· Please include your school’s DBN and IVR Access (ie.e 84K000 AVR Access) as the subject. 

· Email the request to AOng@schools.nyc.gov  and SECSupport@schools.nyc.gov  by September 14, 2012.  

You will receive confirmation via email once the requests are activated by the technology department. This should take approximately 48 hours. NOTE:  The instructions attached (Updated Voice Interactive System (IVR) Instructions for Providers 8-09) refer to a separate sign-in for OT & PT—Please IGNORE that section. Please review the instructions attached and the FAQ attached for further information. 

[Action Required] Ensure Accuracy of ATS Class Codes for CTT/ 12:1 or 12:1:1 Classes


Schools that offer CTT/ 12:1 or 12:1:1 Classes Only

If your school is currently serving students with a CTT, 12:1 or a 12:1:1 program, you must make sure that these classes are captured accurately in ATS. Attached please find guidance on how to do this. Once these have been created in ATS, please contact your CSE point person to open the class in CAP. 

[Action Required] Yearly Testing Calendar & LAB-R Administration

All Schools/ Deadline: Various

Review the attached yearly testing calendar for summative City and State assessments for the 2012-13 school year, as well as the attached Assessment Memorandum #1 on testing accommodations.

You should also review the attached Assessment Memorandum #2 to prepare for the administration of the Language Assessment Battery-Revised (LAB-R) and the Spanish LAB for General and Special Education students. This assessment determines whether a student needs bilingual education or English as a Second Language (ESL) services, and must be administered within 10 days of a student's enrollment. Please contact Stan Winograd (718-349-5613 or swinogr@schools.nyc.gov ) if you need to order Lab-R exams.

[Reminder] 2012-13 Critical Information Update 


All Schools/Deadline: September 7
As we enter the 2012-13 school year, we need to update our records with crucial information about your school such as new contacts, changes in facilities, etc. It is essential that we have the most accurate and up-to-date information possible on file. We share this information with other DOE offices which work together to support your schools. 

This past Monday, Principals, Directors of Operations and CMO leadership received an e-mail from Bertram Wyman (Bwyman@schools.nyc.gov) with the subject “2012-13 Critical Information Update.” The e-mail contained a survey which allows schools to enter or confirm information about their schools. All Charter Schools must enter information for all fields and return the survey to BWyman@schools.nyc.gov by September 7th.  

[Reminder] Pick up for Used and Unused Testing Materials


All Schools/ Deadline: September 5
The Scan Center has arranged for American Security Shredding to pick up used and unused test materials from schools for secure disposal any day between September 10 and October 1, 2012. There are no scheduled pickups and the driver can arrive at schools between the hours of 8 am and 3 pm. The driver will be going to the Principal's room; therefore everyone should know where the materials are at all times. Schools do not have to contact American Security Shredding for a pickup.

Attached is a spreadsheet listing the schools American Security Shredding will be collecting test materials from and the anticipated amount of boxes to be collected at each school. If this information has been left blank, you must e-mail the information to Stan Winograd at SWinogr@schools.nyc.gov by September 5th. 

Attached is a label that must be completed by schools indicating which tests are being submitted for secure disposal. This label must be affixed to all cartons and envelopes. The American Security Shredding driver will not accept any carton or envelope without a label. After pick-up by the driver, the materials cannot be retrieved and will be securely disposed of.

If you do not receive a copy of the label by September 7, 2012 please contact your Borough Assessment Director.

The American Security Shredding driver will have a receipt for pickup of these materials. The receipt must be completed with the total amount of pieces given to the driver and the bottom of the receipt must be completed and signed by the person who is submitting the materials for disposal.

If a school is not ready for pickup when the driver arrives, the receipt still must be signed and zero must be indicated for the total amount of pieces. 

There will be only one pickup for each school and drivers will not be returning. In the event a school is not ready for pickup, it will be the responsibility of the school to deliver their used and unused materials to the Scan Center by October 1, 2012.

The following materials will be picked up:

· NYS ELA Grades 3-8 - All 2011 Performance Booklets
· NYS Mathematics Grades 3-8 - All 2011 Performance Booklets
· EPAL GRADE 2 & 3 - All 2011 used test booklets and 2012 unused test booklets
· NYS Science Grade 4 and 8 - All 2011 Performance Booklets and 2012 Unused Performance Materials
· ELE (Spanish Reading) - All used and unused test materials
· Chinese Reading - All used and unused test materials
· Acuity - All used and unused test materials (optional)
· NYS Regents materials 2011 or earlier (optional)
· Any additional test materials not picked up from last year
[Reference] Clarification Regarding ELL Parent Choice Screen in ATS

All Schools

Please note a clarification to the following item in the August 22, 2012 Principals’ Weekly for Charter Schools: 

“Complete the ELL Parent Choice Screen in ATS: The NYSED requires schools to record the ELL program chosen by the parent of each new admit whose home language is not English. You should direct your staff to record parent choice information in the ELPC screen in ATS. This information includes the date of LAB-R administration, whether the parent was provided with information about ELL programs, which program the parent chose, and in which program the student has been placed. ELLs must be placed in the parents’ program of choice within 10 days of enrollment and the ELPC screen must be completed no later than 10 days after each new ELL admit is placed in an ELL program. Directions for completing this process are here. For more information, contact Nick Pandey at 212-374-0793.”  
While the CSAS highly recommends entering this information into ATS for tracking purposes, charter schools are not required to do so per NYS Charter Law. We regret the confusion. 

[Action Required for Applicable Schools] Changes to Chancellor’s Discipline Code

DOE-Authorized Schools Using the Chancellor’s Discipline Code/Deadline: October 1
Please note that the NYC DOE Chancellor’s Discipline Code has recently been updated for the 2011-12 school year. The updated code may be found here. 

If your charter states that your school will follow the Chancellor’s Discipline Code, please review the updated code and let the CSAS know by Monday, October 1 if your school plans to change its charter and related materials (e.g., family and staff handbooks) to adopt the changes, or if you plan to continue following the previous code. If you have questions regarding this, please feel free to reach out to Gabrielle at GMosquera2@schools.nyc.gov with any questions.
[Action Required] School Principals and Board Chairs Requested for NACSA Focus Group

DOE-Authorized Schools/ New Deadline: September 6
As mentioned in a previous CSO Weekly, the New York City Department of Education is currently working with the National Association of Charter School Authorizers (NACSA) to assess our authorizing practices and to help us carry out those practices more effectively. NACSA will be on site on September 11 and 12 to meet with various stakeholders, including internal leadership and staff and representatives from charter schools. We would like to invite Principals and Board Chairs of DOE-Authorized schools to participate in a focus group on Tuesday, September 11 from 5-7 PM. This will greatly help us in assessing our work! If you would like to attend, please fill out this form by Thursday, September 6. Thank you!

[Action Required] September 7 Reporting Requirements Due (*Note Regarding Retention Template)
DOE Authorized Schools Only/Deadline September 7

This is a reminder that the following September 7 CSAS Reporting requirements are due next week:

	SEPTEMBER 7

	Current Family & Student Handbooks, including policies on discipline, promotion, and graduation
	Must be re-submitted if changed over school year

	Current Staff Handbooks
	Must be re-submitted if changed over school year

	Management, staff, and Board retention report for SY 2011-2012
	CSAS template must be used*

	Board of Trustees roster, including resumes, length of time served on the Board, and Committee positions held
	CSAS template must be used

Must be re-submitted if changed over school year

	Copy of escrow agreement as per charter agreement
	

	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.

	Operational Policies and Procedures
	Must be re-submitted if changed over school year


The templates referenced are available on the CSAS website here. (*Please note that the CSAS is aware that the Management, Staff and Board Retention Report template is dated 2010-11; this template was locked by a previous staff member. We will correct the template for next year. However, please use 2011-12 data when submitting this document. We will file it accordingly.) 
Please submit these documents to our general inbox at charterschools@schools.nyc.gov. If you have questions regarding these documents please feel free to reach out to Gabrielle at GMosquera2@schools.nyc.gov with any questions. 

[Reminder] ANNOUNCED: Second Deadline for 2011-12 Charter School Annual Report

DOE-Authorized Schools/ Deadline November 1

As described in NYSED’s 2011 - 2012 Charter School Annual Report Guidelines located at http://p1232.nysed.gov/psc/2011-2012AnnualReportPage.html, 2011-2012 New York State Charter School Annual Reports must be submitted via a new online submission system to NYSED’s Charter School Office. For the first component of the submission, NYSED experienced technical difficulties on August 1 and began accepting documents via email; however, these issues have been resolved, and NYSED will collect all future documents via the online submission system.  

The Progress Toward Charter Goals and Independent Financial Audit components of the Annual Report should be submitted separately via this online submission system, to NYSED’s Charter School Office, no later than 5:00 p.m. Thursday, November 1, 2012. The online submission system (Review Room), is located at https://nysed-cso.myreviewroom.com and the screen shots at http://p1232.nysed.gov/psc/documents/Screenshotinstructions.pdf should help you navigate within Review Room. 

In addition, all NYC DOE-authorized charter schools should submit a copy of the Progress Toward Charter Goals and Financial Audit components to our office via email at charterschools@schools.nyc.gov by 5:00 pm on Thursday, November 1, 2012. Please contact Gabrielle at GMosquera2@schools.nyc.gov or charterschools@mail.nysed.gov with any questions.

[Reminder] Documents to Post on School Websites

DOE-Authorized Schools/Ongoing

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:

· 2010-11 NYSED Annual report (with Board member personal contact information redacted)

· Audited financial statements

· Board meeting notice, including date, time, and location

· Board meeting minutes, agendas, and all documents to be reviewed during board meetings

Office of New Schools Seeks Leaders for New District Schools
Turn your vision into success for NYC students. Design and lead your OWN new district school.

The Office of New Schools is looking for leaders to propose district schools for September 2013. Learn more about the process by attending an information session:

September 10 @ Bronx Envision High School (1619 Boston Road)

September 12 @ District 15 Offices in Manhattan (333 7th Avenue) 

September 13 @ District 2 offices in Brooklyn (131 Livingston)

September 19 @ InfoTech High School in Queens (21-16 44th Road)

Visit our website to RSVP: http://schools.nyc.gov/community/newschools Contact Krista Barron at kbarron@schools.nyc.gov with any question.
