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Introduction
The Charter Schools Institute has created these Annual Reporting Guidelines to assist charter schools authorized by the Board of Trustees of the State University of New York in preparing and submitting their Annual Report to the Institute and the New York State Education Department (SED). A copy of these guidelines is available on the Institute’s website at: http://www.newyorkcharters.org/
schoolsAccountability.htm.  These guidelines are designed to give schools clear direction as to precisely what and to whom a SUNY authorized charter school should report.  In addition to clarifying the Annual Report requirements of SED, these guidelines also address additional Institute requirements.
The Annual Report is largely a creature of statute and governed by regulations that the State Education Department has promulgated pursuant to Education Law §2857(2).
  As these guidelines explain, parts of the Annual Report are also governed by the charter between the school and the State University Trustees.  These guidelines are intended to clarify which sections are required by SED and by the Institute, how to format the report, and to whom to send various components of the report, such that it satisfies all statutes and regulations as well as the school’s charter.

The required forms that must be submitted as part of the Annual Report are located in SED’s Consolidated 2008-09 Annual Report Packet which can be downloaded from the SED website at: http://www.emsc.nysed.gov/psc/documents/Annualreport08-09packetfinal5-15-09.doc.  The packet also contains SED’s instructions for the completion of selected forms.  For your convenience, the Institute has created a copy of one of the forms, the Report of Fiscal Performance, in Microsoft Excel format which is available on the Institute’s website at http://www.newyorkcharters.org/schoolsFiscalOperation.htm under the file name Budget and Quarterly Report Template  Use tab 7 to complete the 2008-09 report and submit it as an Excel file to the Institute and enclose a PDF copy in your submission to SED.
In lieu of SED’s form “Progress Toward Goals,” the Institute requires a comprehensive Accountability Plan Progress Report along with a copy of the school’s Accountability Plan.  In addition, the Institute requires that schools submit school year calendars as well as a description of any modifications to the school’s educational program and governance structure.  
General Instructions for Submitting the Annual Report
Submission Date
By law, the Annual Report is due on August 1st of each school year by close of business, 5:00 p.m. Eastern Time (except where August 1st falls on a Saturday or Sunday, in which case the report would be due on the immediately following Monday).  Since August 1st, 2009 falls on a weekend, the report shall be due on the next business day, which is Monday, August 3rd.  Requests for extensions will not be granted except under the most extraordinary of circumstances.  A school must receive an extension from both the State Education Department and the Charter Schools Institute for it to be valid.
Submission to State Education Department

Charter schools must provide the full report as a PDF file (except where otherwise indicated) to the State Education Department.  In addition, the original signed and notarized Statement of Assurances only must be sent as hard copy to the Office of Public School Choice Programs at the address below.  
Public School Choice Programs
State Education Department

89 Washington Avenue, Room 462 EBA

Albany, New York 12234

(518/474-1762)
Email: charterschools@mail.nysed.gov
For all charter schools in New York City, please also provide one electronic copy of the Annual Report to Dr. Lisa Long at Llong@mail.nysed.gov
Submission to Charter Schools Institute

One electronic copy of the entire document (including all forms) in PDF format should be submitted to the Charter Schools Institute at the address below.  Additionally, the Accountability Plan Progress Report in Microsoft Word format and the Report of Fiscal Performance in Excel format must also be submitted to the Institute.  These electronic documents may be submitted on compact disc, a USB flash drive, or by e-mail to the address below.  The Institute does not require an original, paper copy.  As noted below, the materials to be submitted to the Institute differ in some degree from those that will be sent to the State Education Department.

Charter Schools Institute

State University of New York

41 State Street, Suite 700

Albany, New York 12207

(518/433-8277)
Email: charters@suny.edu

Annual Report Components Required by State Education Department

The Annual Report that is submitted to the State Education Department on August 3rd must have the following sections/information in the following order:  

· Cover Page; 

· State Assessment Results Charts;
· Other Standardized Assessment Results Charts; 

· Accountability Plan and Accountability Plan Progress Report; 
· Student and Teacher Attrition Rates;
· Report of Fiscal Performance; 
· Disclosure of Financial Interest by a Charter School Trustee Forms; and
· Statement of Assurances.
For each of these items except for the Accountability Plan and Accountability Plan Progress Report, SED has specific forms that must be used to submit the relevant information.  These forms can be found in the Consolidated 2008-09 Annual Report Packet on the SED website at:  http://www.emsc.nysed.gov/psc/documents/Annualreport08-09packetfinal5-15-09.doc.  The Institute has converted the Report of Fiscal Performance into Microsoft Excel format; it can be found on the Institute’s website at: http://www.newyorkcharters.org/schoolsFiscalOperation.htm under the file name Budget and Quarterly Report Template.  Use tab 7 to complete the 2008-09 report and submit it as an Excel file to the Institute and enclose a PDF copy in your submission to SED.  
Additional Annual Report Components Required by the Charter Schools Institute

The Annual Report submitted to the Institute must contain all of the above sections plus the following additional information:

· School Calendars for the school year just completed (showing actual days of instruction) and for the upcoming school year; 
· Statement of Changes to the School’s Educational Program and Organizational Structure, and 
· Student Performance Data Excel Workbook (for schools with grades 3-8 testing). 
· Teacher Experience and Certification Roster in Excel Workbook    
Other Reporting Requirements 

While schools must submit a number of specific items as part of their Annual Report, the school’s monitoring plan includes other information that must be submitted on a regular basis during other times of the year.  As a reminder, these include:   
· Audited Financial Reports:  The required annual audit report is technically part of the Annual Report.  However, pursuant to the school’s charter, the annual audit report is not due on August 1st, but rather on November 1st.  The Institute will provide separate guidance on the audit report, including instructions for submission.
· Budget submission and quarterly financial reports in the Institute’s required template format (http://www.newyorkcharters.org/schoolsFiscalOperation.htm) Budget and Quarterly Report Template).
· Annual schedule of board of trustee meetings, due in September.
· Board meeting minutes submitted after each meeting.
General Submission Checklist for SUNY Authorized Charter Schools

	Annual Report Components
	Submission to the State Education Department
	Submission to the 
Charter Schools Institute

	Submission Deadline
	August 3rd, 5 pm EST
	August 3rd, 5 pm EST

	Number of Paper Copies
	Original signed and notarized Statement of Assurances only must be sent as hard copy
	None


	Electronic Copies
	One copy of the entire document in PDF format.  For schools in New York City one additional PDF copy to New York City SED office
	One copy of the entire document in PDF format, one copy of the Progress Report in Microsoft Word format, and one copy of the Student Performance Data Workbook and Teacher Experience Roster and Certification Roster in Microsoft Excel format

	COVER PAGE
	· 
	· 

	SECTION I
	
	

	State Assessment Results Charts
	· 
	· 

	Other Standardized Assessment Results Charts
	· 
	· 

	Accountability Plan
	· 
	· 

	Accountability Plan Progress Report 
	· 
	· 

	SECTION II
	
	

	Student/Teacher Attrition Data Charts
	· 
	· 

	SECTION III
	
	

	Report of Fiscal Performance
	· 
	· 

	SECTION IV
	
	

	Audited Financial Reports
	Separate Submission 

Due November 1st, 2009
	Separate Submission 

Due November 1st, 2009

	SECTION V
	
	

	Trustee Disclosure Forms
	· 
	· 

	SECTION VI
	
	

	School Calendar for 2008-09 and  2009-10 
	Do Not Send
	· 

	Statement of Changes to Educational Program and Organizational Structure
	Do Not Send
	· 

	Teacher Experience and Certification Roster 
	Do Not Send
	· 

	Student Performance Data Excel Workbook 
	Do Not Send
	· 

	STATEMENT OF ASSURANCES
	· 
	· 


Supplemental Instructions for Schools Coming to Renewal
Accountability Plan Progress Reports

The Charter Schools Act requires schools to annually address progress towards goals, which SUNY authorized charter schools accomplish by submitting an Accountability Plan Progress Report as part of their Annual Report.  In addition, SUNY authorized charter schools coming to renewal must also address in their renewal application whether or not their school is an academic success.  Schools may submit their Accountability Plan Progress Report as part of their response to this question in their renewal application.  A Progress Report submitted as part of the renewal application should present results from each year in the Accountability Period.  Please see the Guidance for Accountability Plan Progress Reports (http://www.newyorkcharters.org/schoolsAccountability.htm), which explains in detail the development of these reports, and the Charter Renewal Handbook (http://www.newyorkcharters.org/
schoolsRenewOverview.htm), which addresses the development and submission of applications for charter renewal.  
Components Not Required in Annual Reports

While all of the Annual Report components that must be submitted to SED should also be submitted to the Institute, schools coming to renewal need not submit the following components to the Institute because they are already contained in their application for renewal:

· School Calendar (for the upcoming school year); and
· Statement of Changes to the School’s Educational Program and Organizational Structure. 

Specific Instructions for Each Section  
Below are instructions regarding the various components of the Annual Report.  In addition to a cover page and concluding statement of assurances, the report is divided into five sections which reference the State Education Department’s requirements for submitting an Annual Report, and a sixth section for the Institute’s additional requirements.
COVER PAGE
Each copy of the Annual Report should begin with a completed Cover Page.  The form for the Cover Page is contained in SED’s Consolidated 2008-09 Annual Report Packet on the SED website.

SECTION I.  STUDENT ASSESSMENT RESULTS & PROGRESS 
Student Assessment Results

This section of the Annual Report requires each charter school to provide in chart form the results of student assessments that the school administered during the school year.  There are two types of charts, one for reporting assessment results from the New York State Testing Program (NYSTP) and another for reporting other standardized assessment results.  The charts that should be used to report on each assessment are contained in SED’s Consolidated 2008-09 Annual Report Packet on the SED website.  As this is a requirement of the State Education Department, we provide below the instructions from the State Education Department regarding which tests should be reported and precisely how the school must report its results.    

State Assessment Results
Elementary and middle schools that have administered a state assessment in English language arts or mathematics must report the results in the appropriate chart.  Similarly, schools that have administered Regents Exams, Competency Tests, Second Language Proficiency Exam, English as a Second Language Achievement Tests or Alternative Assessments must report the results in the relevant chart.  High schools must also provide information on student completion rates in the relevant chart.  SED’s Consolidated 2008-09 Annual Report Packet contains specific instructions pertaining to the reporting of state assessment results.
Other Standardized Assessment Results
Many schools administer other standardized tests such as DIBELS, DRA, Terra Nova, Stanford 10, ITBS, or NWEA MAP.  The guiding principle in determining whether assessment results should be reported on these charts is whether they are explicitly linked to either a goal in the school’s Accountability Plan and/or a goal in the school’s charter.  Thus, for instance, if the school has developed a portfolio method of assessment, but that system is not mentioned in the charter and is not an optional academic measure in the school’s Accountability Plan, the school does not need to report the results here.  However, if the school’s charter indicates that ‘students shall write an essay on American history and such paper shall be scored as proficient or better in order to be promoted to the next grade,’ it should be reported here, regardless of whether that assessment is part of the school’s Accountability Plan, as per the instructions in SED’s Consolidated 2008-09 Annual Report Packet.  Please do not hesitate to contact the Institute or the State Education Department for further clarification, if necessary.  
Progress Toward Goals

SUNY authorized charter schools submit their Accountability Plan and Accountability Plan Progress Report in lieu of the “Progress Toward Goal Attainment” table and narrative required by the State Education Department.
Accountability Plans

The school’s Accountability Plan contains not only the school’s goals, but also outcome measures which describe with specificity what is required to achieve those goals.  Each SUNY authorized charter school has an Accountability Plan that was developed in the first year of instruction and became part of their charter or one that was revised during the school’s last renewal process.  Schools should submit a copy of their current Accountability Plan; it serves as the basis for reporting on progress towards goals.

Accountability Plan Progress Reports

While the Annual Report contains a number of components, the Institute considers this portion of the annual reporting requirements to be far and away the most important.  Not only does the Accountability Plan Progress Report give the Institute and other important stakeholders (such as parents) the clearest and most comprehensive view of the school’s record of progress, including progress toward renewal, it gives the school another opportunity to reflect on its strengths and weaknesses.  Due to the considerable amount of information to be covered, detailed guidance for developing an Accountability Plan Progress Report is available as a stand alone document and can be found on the Institute’s website at: www.newyorkcharters.org/schoolsAccountability.htm.   
SECTION II.  STUDENT AND TEACHER ATTRITION 
This section requires schools to provide student and teacher attrition rates for the last three years.  Data charts for both students and teachers can be found in SED’s Consolidated 2008-09 Annual Report Packet, available on the SED website at: http://www.emsc.nysed.gov/psc/documents/Annualreport08-09packetfinal5-15-09.doc.  
Section iII.   Report of Fiscal Performance

The Charter Schools Act requires that all charter schools must include in their annual report “a certified financial statement setting forth by appropriate categories, the revenues and expenditures for the preceding school year, including a copy of the most recent independent fiscal audit of the school.” [Ed. Law § 2857(2)(c)]. The State Education Department refers to this requirement as a “Report of Fiscal Performance.”

The State Education Department has provided detailed instructions for preparing the school’s Report of Fiscal Performance in its Consolidated 2008-09 Annual Report Packet. Please note that the Institute has converted the Report of Fiscal Performance into Microsoft Excel format; it can be found on the Institute’s website at:  http://www.newyorkcharters.org/schoolsFiscalOperation.htm under the file name Budget and Quarterly Report Template.  Use tab 7 to complete the 2008-09 report and submit it as an Excel file to the Institute and enclose a PDF copy in your submission to SED 
Section iV.  financial audits
A school’s annual audit report is technically part of the Annual Report.  However, the audit report for the past school year should not be submitted with the parts of the Annual Report submitted in August.  Rather, and pursuant to the school’s charter, the annual audit report is due on November 1, 2009.  By that date, a school must have submitted a copy of the audit report to both the Institute and the State Education Department.  The Institute will send a separate reminder of this obligation in September.  Schools may also wish to consult the Institute’s Reference Guide for Audits of Charter Schools Authorized by the State University of New York, available online at: www.newyorkcharters.org/schoolsFiscalOperation.htm.   

Section V.  disclosure of financial interest
The Trustee Disclosure Form, available in SED’s Consolidated 2008-09 Annual Report Packet, is required to be filled out by each trustee who served on the school’s board during the previous school year.  Where the school is unable to obtain a Trustee Disclosure Form for each such trustee, the school corporation is responsible for listing any transactions or providing such information as required by the form.  Such form must be signed by the school corporation on behalf of the board member.  
All sections must be completed.  If a section does not apply, make sure to write “none.”  Please do not leave any section blank.  Additionally, for the 2008-09 Annual Report, the SED requires that each Trustee Disclosure Form be sworn and notarized.  
Please note that in schools with charters entered into in 2004 and thereafter, should a trustee fail to submit such form within 30 days of the August 3rd deadline, or should such form be materially incomplete or misleading, the school’s charter requires the school corporation to remove that trustee (see paragraph 2.10(g) of the charter).

Section VI.  Other Reporting Requirements

The following components of the Annual Report must be submitted annually to the Institute but are not required by SED:
A. Calendars (for the previous school year and the upcoming school year)
  
The school is required to report the total number of days of instruction that actually were provided in the previous school year and the planned days of instruction in the coming school year.  Attach calendars that support the reported numbers by clearly identifying days on which instruction occurred or is planned to occur.  In addition, it would be helpful, though it is not required, if the daily schedule for the preceding and present school year could be provided.  Please be reminded that if the school plans to deviate from the number of instructional days indicated in the school’s charter, it must request a change in program.  Please be reminded that the calendar for the upcoming school year is not required of schools coming to renewal, as that information is submitted in the school’s application for renewal.
B. Modifications to the School’s Educational Program and Governance Structure

In this section of the report the school should briefly describe any significant changes to the school’s educational program as well as its governance structure. There is no specific form for the Statement of Modifications. Just as a school should be brief, it should also be selective in reporting such changes.  In general, the Institute has no interest in such day-to-day operational details as whether the school has changed office supply vendors.  However, where the school has moved from using one core program to another (e.g., Saxon Math to Everyday Math), this change and a very brief explanation for the change should be noted. Similarly, while the day-to-day administrative roles of school personnel, and adjustments thereto, need not be reported on, major overhauls should be reported, e.g., the school has moved to a dual leadership model where the charter indicated that a single principal would be in charge of instruction.  There is no need to report on changes that a school has applied for—either a program change or a revision to the charter—if that change has already been approved. This is not required of schools coming to renewal, as this statement was submitted in the school’s application for renewal.
C. Teacher Experience and Certification Roster Excel Workbook
As part of the Annual Report submission to the Institute, all schools are required to submit a roster detailing teacher experience and certification for all teachers who worked at the school during the 2008-09 school year.  An Excel template of the roster is available on the Institute’s website at http://newyorkcharters.org/documents/TeacherExperienceandCertificationRoster-June2009.xls
Schools that completed a roster in conjunction with a 2008-09 Institute renewal or evaluation visit may submit instead the template completed at the time of the visit.  
D. Student Performance Data Excel Workbook

The Institute compiles student performance and enrollment data from the New York State Testing Program English language arts and mathematics exams for grades 3-8 and sends an encrypted Excel Workbook containing this data to schools for review.  Schools enter the enrollment dates of new students, identify errors or missing data, and return the workbook to the Institute by August 3rd.  Ensuring the data are accurate is critical as they will become the official data used by the Institute for accountability purposes.  The Student Performance Data Excel Workbook should not be submitted as part of the paper copy; only an electronic copy in Microsoft Excel should be submitted.
Statement of Assurances

The State Education Department requires that each school’s Annual Report include a Statement of Assurances. The State Education Department’s form for the Statement can be found in its Consolidated 2008-09 Annual Report Packet. 

PLEASE NOTE: The school must submit Statement of Assurances with the original signatures of the school leader/principal and the chairperson of the school’s board of trustees to the State Education Department. SED does not accept facsimile or electronic signatures for the Statement of Assurances. Note as well that the State Education Department requires that each signature on the Statement of Assurances be notarized. As the Annual Report is due during the middle of the summer months (August 3rd), it is highly recommended that schools plan ahead so that they are able to obtain the necessary signatures from the director and board chairperson.

The PDF copy of the Annual Report submitted to the Charter Schools Institute must also contain a Statement of Assurances, though original signatures are not required.
� The regulations are set forth in 8 N.Y.C.R.R. §119.3.


� SUNY authorized charter schools applying for renewal this year please note the “Supplemental Instructions for Schools Coming to Renewal” on page 5 of this document.


� Please note that per the school’s charter agreement (usually paragraph 2.7) any changes to the School Calendar for the next school year should have been made by February 1 of the current school year.  Therefore, the Annual Report is not the place to first make such a change.  Any changes made after February 1 that would shorten the school year must be approved by the Institute in writing and may require a formal revision of the school’s charter.  A copy of a model charter agreement is available at � HYPERLINK "http://www.newyorkcharters.org/documents/charter.doc" ��http://www.newyorkcharters.org/documents/charter.doc�. 
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