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	School Information and Cover Page


School Name:

School Leader:

Primary address:

School website:

School email:

Telephone:

 Fax:

BEDS #

District/CSD of Location:

Charter authorizer:

Chair, Board of Trustees:

Date school first opened for instruction:

2011-2012 Enrollment:

2011-2012 Grades Served:

Our signatures below attest that all of the information contained herein is truthful and accurate.
Print Name, Head of Charter School
Signature and Date

Print Name, President, Board of Trustees
Signature and Date

	Introduction and Overview


By August 1 of each year, each public charter school in New York State is required by statute to complete and submit an annual report to the New York State Education Department’s (SED) Charter School Office (CSO) and the school’s charter authorizer.
 The following annual report guidelines (Guidelines) include general instructions for submission, a checklist to ensure completion of all required content, and key inquiries that highlight academic, organizational, and fiscal performance, as well as the extent to which a school is faithful to its charter. 

A school’s annual report should provide a comprehensive snapshot of performance for the prior academic year, as well as a discussion of progress toward the achievement of goals established within a school’s binding charter contract. This process delineates important information about the school’s performance within its portfolio and will contribute to and inform authorizer monitoring and decision making. 
New York State charter law requires all charter schools to report annually on progress toward performance goals agreed upon in their charter contracts.
 While Regents-authorized charter schools fulfill this requirement by completing the tables found in Appendix A of these Guidelines, other schools may submit said information in the format established by their particular authorizer (e.g., State University of New York’s Accountability Plan Progress Report). Similarly, schools should insert documentation for Appendices C – E via formatting required by respective authorizing entities. 
All charter schools in New York must comply with reporting mandates via the Codes, Rules and Regulations of the State of New York.
 Much of this data is captured in the following management information systems: Student Information Repository System (SIRS), the Basic Educational Data System (BEDS), the School Report Card Database (SRC) and the Violent and Disruptive Incidents Report (VADIR). Though Guidelines do not ask for schools to replicate information presented within these systems, all schools will be held accountable for ensuring accurate data sharing through such mechanisms. 

The components to be included in each section are outlined in the Guidelines below. Please note that all required information must be clearly documented in order to complete this statutory requirement. 

Please Note: All annual reports should be made publicly available and posted on the charter school website by August 1 every year, and should be transmitted to local newspapers and be available for distribution at board meetings. 
	Report Submission Instructions


Annual Report

Annual reports must be submitted via a new online submission system to SED’s Charter School Office and the school’s authorizing charter entity by 5:00 pm Wednesday, August 1, 2012. Please do not submit a hard copy. Instructions for online submission can be found at: https://nysed-cso.myreviewroom.com/. Waivers or extended deadline requests cannot be granted. Schools must align submissions with the Checklist on page 4 to ensure that all required components are included. In addition, charter schools that are authorized by a charter entity other than the NYS Board of Regents must also email a PDF version of the Annual Report to the appropriate email address below. The subject of the email should be: 2011-12 Annual Report: [insert name of school].
For charter schools authorized by:

· State University of New York Trustees: charters@suny.edu
· New York City Department of Education’s Chancellor: charterschools@schools.nyc.gov
· Buffalo Board of Education: acullen@buffaloschools.org
A charter school’s annual report should not exceed 30 pages, and must be a clear and accessible document for parents, the charter authorizer, SED’s Charter School Office, and the general public. Any attachments should be clearly labeled and explicitly referenced in the text of the report. Attachments should be provided in the appropriate appendix and do not count toward the 30-page maximum. 

The text and attachments must use standard one-inch margins, be clearly paginated, and use a clearly readable font no smaller in type size than 11 point. The text must be grammatically correct and free of jargon, undefined terms, and unexplained references.

Progress Toward Charter Goals
Because the release of 2011-2012 NYS state assessment data is not expected until July 2012 and schools may need additional time to analyze the data, this component of the Annual Report should be submitted separately as described in Key Focus Area Request 1 on Page 5 below and in a format determined by each authorizer by a date specified by each authorizer, after the data is released, but no later than November 1, 2012. Please submit this document according to the same submission information described above: to SED via https://nysed-cso.myreviewroom.com/ and via email to the school’s authorizer; the subject of the e-mail should be: 2011-2012 Progress Toward Charter Goals - [insert name of school].
Independent Financial Audit
Since independent financial audits for all schools are not available until after August 1, all charter schools are asked to submit final 2011-2012 independent financial audits, along with corresponding reports management letters (the independent auditor’s report on the financial statements, report on compliance, report on internal control over financial reporting, management letter, and federal Single Audit, if applicable) to SED’s Charter School Office as well as the school’s authorizing charter entity by November 1, 2012.
 Please submit these documents according to the same submission information described above: to SED via https://nysed-cso.myreviewroom.com/ and via email to the school’s authorizer; the subject of the e-mail should be: 2011-2012 Financial Audit - [insert name of school].
	Checklist of Requirements


· I. School Information and Cover Page
· II. Table of Contents and page numbers
· III. New York State School Report Card

· IV. Key Focus Area Requests 

1. Progress Toward Goal Achievement 

2. Instructional Time (Board of Regents-authorized schools only)
3. Financial Information 
4. Charter Revisions 

5. Board of Trustees 
· Required Forms: Appendices 
A. Progress Toward Charter Goals 

B. Instructional Time Table (Board of Regents-authorized schools only)
C. Total Expenditures and Administrative Expenditures Per Child 

D. Unaudited Financial Statements 

E. FY 2013 Budget and Narrative

F. Disclosure of Financial Interest Form 

G. Board of Trustees Membership Table (Board of Regents-authorized schools only)

H. Enrollment and Retention Targets

	Report Content Requirements


A charter school’s annual report must include the following components, including a cover page, table of contents, and distinct school-level data via New York State School Report Cards. Additionally, key focus area requests are explained in the following sections.

I. School Information and Cover Page

Each annual report must begin with a completed School Information and Cover Page. This form is included on page 1 of this document. 

II. Table of Contents and page numbers

Pages must be numbered and a Table of Contents listing all major sections and appendices must be included. 
III. New York State School Report Card 

Provide a direct web link to the most recent New York State School Report Card for the charter school (See https://reportcards.nysed.gov/). This report captures school-level enrollment and demographic information, staff qualifications, electronic student records, and attendance rates, as prescribed by New York State statute.
 

IV. Key Focus Area Requests

This section of the annual report will provide substantive evidence of a school’s performance relative to goals established within its charter contract. A school’s financial viability, enrollment and retention data and strategies, charter revisions, and governance structure will also be reviewed here. 

1. Progress Toward Goal Achievement

Given the timing of the release of 2011-2012 NYS state assessment data, this component of the Annual Report should be submitted separately in a format determined by each authorizer by a date specified by each authorizer, after the data is released as described in Report Submission Instructions on page 3. Using the table provided in Appendix A (Progress Toward Charter Goals) or the designated format established by respective authorizers, list each objective and measure contained in the school’s current performance goals relating to the success of the academic program. For each listed measure, state whether the school has met, is making progress toward meeting, or has not met the measure. Measures must be the same as those listed in the school’s approved charter. Provide data or other evidence supporting the statement. If the goal has not been met, describe why it was not met, and the efforts that the school will undertake to attain it. Additional accomplishments beyond your charter school goals may be included, but are not required.
2. Instructional Time 

Regents-authorized schools are required to complete the Table in Appendix B (Instructional Time Table) to provide a brief snapshot of instructional time in the 2011-2012 school year. 
3. Financial Information 
· Total expenditures and administrative expenditures per child

Provide the following measures of fiscal performance of the charter school in 
Appendix C (Total Expenditures and Administrative Expenditures Per Child):

· Total expenditures per pupil: the sum of all expenditures divided by the total number of enrolled students; and, 

· Administrative expenditures per pupil: the sum of all general administration salaries and other general administration expenditures divided by the total number of enrolled students. Employee benefit costs or expenditures should not be reported here. 
· Financial Statements 

Board of Regents-authorized schools only: Provide the charter school’s unaudited financial statements for the fiscal year ending June 30, 2012 (FY 2012) in Appendix D (Unaudited Financial Statements). The unaudited financial statement must include the following statements:

· Statement of Financial Position (Balance Sheet),   

· Statement of Activities (Income Statement),  

For all charter schools: Final, audited financial statements must be submitted to SED’s Charter School Office no later than November 1, 2012 as described in Report Submission Instructions on page 3.
Board of Regents-authorized and NYCDoE-authorized schools
Please also provide a copy of the school’s FY13 Budget, Appendix E (FY 2013 Budget). 

4. Charter Revisions

· Briefly summarize any material and/or nonmaterial revisions to the school’s charter proposed by the school’s board of trustees and approved by the school’s authorizer and/or the Commissioner and Board of Regents (as appropriate) during the 2011-2012 school year.  If you have a revision that is under review, please make a note of that status.
5. Board of Trustees 

· Complete the form in Appendix F (Disclosure of Financial Interest Form) for each active trustee who served on the school’s board during the 2011-2012 school year. Where the school is unable to obtain a discrete form for each trustee, the school is responsible for listing transactions and/or providing information as required on the form. A stand-alone form that may be used can be found at:  http://www.p12.nysed.gov/psc/documents/2011-12CSTrusteeFinancialDisclosureForm.doc 
· Board of Regents-authorized schools only are required to complete the Board of Trustees Membership Table in Appendix G (Board of Trustees Membership Table). 
6. Enrollment and Retention Targets

The May 2010 amendments to the New York State Charter Schools Act included a requirement that the Board of Regents and the Board of Trustees of the State University of New York prescribe enrollment and retention targets for charter schools for students with disabilities, English language learners, and students who are eligible applicants for the free and reduced price lunch program. The Regents and the Trustees are currently in the process of finalizing the methodology by which these targets will be set. Once the targets are set, and as they become applicable to individual charter schools, authorizers may request additional information from those schools regarding efforts made to meet these targets. However, for the purposes of the 2011-2012 annual report,
· Each charter school should describe the good faith efforts the charter school has utilized in 2011-2012 and a plan for efforts to be taken in 2012-2013 to attract and retain a greater enrollment of students with disabilities, English language learners, and students who are eligible applicants for the free and reduced price lunch program.

	Required Forms: Appendices


Appendix A: Progress Toward Charter Goals
The following Tables reflect suggested formatting for Board of Regents-authorized charter schools. Schools should follow formats prescribed by their respective authorizers. 
Academic Goals Table

	2011-2012 Progress Toward Attainment of Academic Charter Goals

	Academic goal or objective
	Measure used to evaluate progress toward attainment of goal or objective
	2011-2012 progress toward attainment of goal or objective
	If not met, describe efforts to be undertaken to meet goal or objective

	
	
	
	


Organizational Goals Table

	2011-2012 Progress Toward Attainment of Organizational Charter Goals

	Organizational goal or objective
	Measure used to evaluate progress toward attainment of goal or objective
	2011-2012 progress toward attainment of goal or objective
	If not met, describe efforts to be undertaken to meet goal or objective

	
	
	
	


Financial Goals Table

	2011-2012 Progress Toward Attainment of Financial Charter Goals

	Financial goal or objective
	Measure used to evaluate progress toward attainment of goal or objective
	2011-2012 progress toward attainment of goal or objective
	If not met, describe efforts to be undertaken to meet goal or objective

	
	
	
	


Charter-Specific Goals Table

	2011-2012 Progress Toward Attainment of Charter-Specific Goals

	Charter-specific goal or objective
	Measure used to evaluate progress toward attainment of goal or objective
	2011-2012 progress toward attainment of goal or objective
	If not met, describe efforts to be undertaken to meet goal or objective

	
	
	
	


Appendix B: Instructional Timetable
This Table is required only of Board of Regents-authorized charter schools. 
	2011-2012 Instructional Time 

	Total number of instructional days for the 2011-2012 school year
	

	First and last day of the 2011-2012 school year
	

	Length of school day (please note if schedule varies throughout the week 
or the year)
	


Appendix C: Total Expenditures and Administrative Expenditures per Child
INSERT REQUIRED DOCUMENTATION – No form provided
Appendix D: Unaudited Financial Statements
Board of Regents-authorized schools only 

INSERT REQUIRED DOCUMENTATION – No form provided
Appendix E: FY 2013 Budget
Board of Regents-authorized and NYCDoE-authorized schools only 

INSERT REQUIRED DOCUMENTATION – No form provided
Appendix F: Disclosure of Financial Interest Form

Disclosure of Financial Interest by a New York Charter School Board of Trustees Member
Annual Report 2011-2012

*Note:  This Disclosure is a public record, but asterisked data fields will be redacted.
1. Trustee Name (print) 


2. Charter School Name 

3. Charter Authorizer Entity 

4. Home Address* 

5. Business Address*

6. Daytime Phone*

7. E-Mail Address*

8. List all positions held on board (e.g., chair, treasurer, parent representative)
9. Is the trustee an employee of the school?  ____Yes  ____No  
If Yes, please provide a description of the position you hold and your responsibilities, your salary and your start date. 

10. Is the trustee an employee or agent of the management company or institutional partner of the charter school? ____Yes ____No
If Yes, please provide a description of the position you hold and your responsibilities, your salary and your start date. 

11. Identify each interest/transaction (and provide the requested information) that you or any of your immediate family members or any persons who live with you in your house have held or engaged in with the charter school during the time you have served on the board, and in the six-month period prior to such service. If there has been no such financial interest or transaction, write None. Please note that if you answered Yes to Question 2-4 above, you need not disclose again your employment status, salary, etc.
	Date(s)
	Nature of Financial Interest/Transaction
	Steps taken to avoid a conflict of interest, (e.g., did not vote, did not participate in discussion)
	Name of person holding interest or engaging in transaction and relationship to yourself

	
	
	
	


12. Identify each individual, business, corporation, union association, firm, partnership, committee proprietorship, franchise holding company, joint stock company, business or real estate trust, non-profit organization, or other organization or group of people doing business with the school and in which such entity, during the time of your tenure as a trustee, you and/or your immediate family member or person living in your house had a financial interest or other relationship. If you are a member, director, officer or employee of an organization formally partnered with the school that is doing business with the school through a management or services agreement, please identify only the name of the organization, your position in the organization as well as the relationship between such organization and the school. If there was no financial interest, write None.
	Organization conducting business with the school
	Nature of business conducted
	Approximate value of the business conducted
	Name of Trustee and/or immediate family member of household holding an interest in the organization conducting business with the school and the nature of the interest
	Steps Taken to Avoid Conflict of Interest

	
	
	
	
	



______________________________________________________________
      

Signature







Date
Appendix G: Board of Trustees Membership Table
This Table is required of Board of Regents-authorized charter schools, and optional for charter schools authorized by other chartering entities. 

List the board membership and the number of board members joining and leaving the board in the 2011-2012 school year. 

	Current Board Members

	Trustee Name and Email Address
	Position on the Board (e.g., Officers or constituent representatives)
	Committee affiliation(s)
	Voting Member (Yes/No)
	Area of expertise, and/or additional role at school (parent, staff member etc.)
	Number of terms served and length of each, including date of election and expiration

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total Members joining the board the 2011-2012 school year
	

	Total Members departing the board during the 2011-2012 school year
	








Please write “None” if applicable. Do not leave this space blank.





Please write “None” if applicable. Do not leave this space blank.








� Per � HYPERLINK "http://www.emsc.nysed.gov/psc/law.html" �New York State Education Law� (Section 2857, Subdivision 2, Section 23 as amended by Chapter 101 and 102 of the Laws of 2010), the public charter school annual report must be submitted to the charter authorizer and to the Board of Regents, and posted on the school website by August 1 every year. 


� New York State Education Law Section 2857 (2)(b). 


� Per the Official Compilation of Codes, Rules, and Regulations of the State of New York (8-NYCRR-119.3), charter schools are required to report on the following indicators: basic education data, enrollment by grade, student data by district of residence, teacher qualifications, ELL data, FRLP data, technology and media resources, academic performance data, as well as electronic records for students who meet criteria listed in 8-NYCRR 100.2(b)(2)(ii),(iii), or (iv). 


� New York State Education Law 2857 (2)(c). Please refer to � HYPERLINK "http://www.p12.nysed.gov/psc/audits.html" �http://www.p12.nysed.gov/psc/audits.html� for additional detail. 


� SRC data is included in reporting requirements for New York charter schools in 8 NYCRR 119.3. 


� Charter-specific goals can include objectives that support the school’s model and/or essential characteristic, such as core area of expertise or theme (e.g. technology, arts. etc).






