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2010 CHARTER SCHOOLS ANNUAL REPORT
CONTENT AND FORMAT GUIDE
Introduction to Content and Format Guide

Annual Report.  In accordance with the Charter School Program Act of 1995 (N.J.S.A. 18A:36A-16(b)) and the Administrative Code for Charter Schools (N.J.A.C. 6A:11-2.2), the Board of Trustees of each charter school is required to submit an annual report to the Commissioner of Education, county superintendent and local district board(s) of education summarizing its progress in meeting the goals of its charter by August 1.  In addition to providing a yearly summary of school activities and accomplishments, the annual report also provides the framework for the department’s on-site program review of charter schools.  The goals of the annual report are to provide a public accountability record of charter schools’ progress, identify gaps between current and expected progress, guide improvements and recognize successes.  Overall, the annual report establishes a public record of the school’s effectiveness over time and serves as a factor in the renewal of the school’s charter.

Annual Report in the Context of NCLB.  On January 8, 2002, President Bush signed into law the No Child Left Behind Act of 2001 (NCLB).  The act contains the President’s four basic education reform principles:  stronger accountability results, increased flexibility and local control, expanded options for parents and an emphasis on teaching methods that have been proven to work.

The annual report guidelines presented herein are designed to enable schools to evaluate overall performance and develop or review benchmarks against which achievement may be measured and areas for improvement targeted.  One of the requirements for accountability under NCLB is that state, school and district performance will be publicly reported.

Report Format and Content.  In 2007, the report format and guide were redesigned and streamlined to highlight student performance outcomes and to minimize repetition within the annual report document and between the annual report and other required submissions to the department.  Please cover the following topics succinctly, using no more than 25 pages for the entire report, exclusive of appendices:
Focus.  The major charter school activities and outcomes to be reported on are listed below:

1.   Review of state and local assessment activities and student achievement results in the context
      
of the school’s goals and required NCLB adequate yearly progress;
2. Discussion of factors in student achievement results including what educational programs have

 worked well and which are in need of reconsideration, incorporation of the NJCCCS, 


delivery of an educational program leading to high achievement for all students;
3.  
Review of school governance and management accomplishments;

4.  
Description of activities to involve parents and community members and public relations

     
and outreach efforts;
5.  
Description of student and staff recruitment and retention activities; and
6.  
Review of the school’s self-evaluation and accountability plan.

Given the implications of NCLB, self-evaluation and accountability are of major importance.
Additionally, charter schools must append the documents listed in Section 9, Appendices.    
Prescribed Content and Format.  The prescribed content and format for the annual report are specified in the following pages.  The report should include a cover page, a table of contents and a school description page.   The report must address the prescribed content.

· Cover Page.  The cover page should include the school’s name and the date of the report.  The bottom of the cover page should also note that the report was transmitted to the Commissioner of Education,  the county superintendent and the board of education of the district(s) of residence.
· Table of Contents.  A sample of the prescribed table of contents is appended.  See Appendix 1.
· School Description.  A sample of the school description page is also appended.  See Appendix 2.
The purpose of this section is to give the reader a snapshot overview of the school.

· Guidelines for Report Sections 1 to 6.  Guidelines for each report section prescribe the specific information to be included in the report.  See the following pages.
· Additional Guidelines for Report Sections 1, 2 and 6.  Additional Guidelines regarding the curriculum and curriculum guides (Report Section 2), requirements for presenting assessment data and NCLB data (Report Section 1) and for creating a school self-evaluation and accountability plan (Report Section 6) are appended.  See Appendix 3.
3 copies of the Annual Report are due in the Office of Charter Schools by August 1, 2010.  Please also submit an electronic version of the report in .pdf format to njcharter@doe.state.nj.us .   A copy must also be submitted to your county office and to each district of residence your charter school serves.  Please obtain a signature from each district to verify that you have given them a copy of your report.  You may send the report to the county office and district(s) “Return Receipt Requested” or use the receipts we have provided for your convenience.  See Appendix 6.
  1.  REVIEW OF STATE AND LOCAL ASSESSMENT ACTIVITIES
AND STUDENT ACHIEVEMENT RESULTS

IN THE CONTEXT OF THE SCHOOL’S GOALS

AND REQUIRED NCLB ADEQUATE YEARLY PROGRESS
Guidelines.  Summarize/describe and discuss the school's assessment program results to date.  Provide data that describes the extent to which the school is making progress in achieving its academic goals and objectives, and any annual milestone objectives it may have set.  Present state test data for grades 3-8, and/or 11 (as relevant to your school). Describe and discuss the school’s status with regard to the “NCLB Adequate Yearly Progress criteria” established by DOE for language arts/literacy and mathematics.  Present standardized test data to illustrate cohorts of students’ progress on nationally normed tests.  Refer to Appendix 3 for additional information on presenting assessment results.
The school should present, at a minimum, a narrative chronology of its assessment history, current baseline data and/or current cohort data in the subject areas of reading/language arts, writing and mathematics.  Baseline data can come from both state assessments and standardized tests.  Cohort data will need to come from standardized tests.  There should be some discussion of the school’s achievement status, progress and needs.  Achievement data should be presented in clearly labeled tables and figures.  Tables should be numbered sequentially and each table should have a title that clearly describes the content of the table.  The table rows and columns should be labeled.  
Most importantly, there should be a discussion of the results or implications of each table.  Evidence of a school’s capacity to analyze, present and discuss achievement data is expected in this section of the report.  Gains are also expected in the achievement of student cohorts over time and evidence that a school is exhibiting AYP.  In the absence of expected achievement, the DOE expects to see problem areas identified and proposed changes in curriculum and/or instruction in order to address the issues.

Academic Goals and Objectives: Assessment Results (Present data in this section.)

State Assessment Results.  Present and discuss the results of the state assessments in which the school participated (name of assessment test, number tested, and percents partially proficient, proficient and advanced proficient).  List the assessments and which grade levels were tested using each assessment.  Provide comparisons to district-of-residence student performance.  Present multi-year data where possible for baseline purposes.  Use cohort data where available.  Describe and discuss the school’s current Adequate Yearly Progress (AYP) status in the context of the No Child Left Behind (NCLB) standards established by the department.  Utilize the data from the most recent NCLB State Report Card.  For NCLB purposes, ensure that the data is appropriately disaggregated (see below).

Example of Disaggregation of Data for NCLB Purposes:
	2011 NJ ASK 4 Results



	Group

                            (  N  )
	                Language Arts

% Tested       Mean     % Proficient

GOAL: 95%                GOAL: ____
	                    Mathematics

% Tested         Mean    % Proficient

GOAL: 95%                 GOAL:____
	Other Indicator

Attendance

GOAL: 90%

	All Students          (    )
	
	
	

	General Education (    )
	
	
	

	Special Education  (    )
	
	
	

	LEP                       (    )
	
	
	

	Migrant                  (    )
	
	
	

	Male                      (    )
	
	
	

	Female                   (    )
	
	
	

	White                     (    )
	
	
	

	Black                     (    )
	
	
	

	Hispanic                (    )
	
	
	

	Asian/Pac. Isl.       (    )
	
	
	

	AmInd/AlaNat      (    )
	
	
	

	Economically Disadvantaged       (    )
	
	
	

	Non-Economically Disadvantaged       (    )
	
	
	


Note:  For high schools, the secondary or “other indicator” is graduation rate.  N = Number Tested.  For each of the grades on which state test data is available, the school should present disaggregated data in a form similar to the table above.  The test results presented in the table(s) should be discussed in terms of the extent to which each subgroup exhibited Adequate Yearly Progress (AYP) as defined by the criteria established by the department.

Discussion of Progress.  Present and discuss the school's academic goals and objectives.  Describe the school’s progress in achieving its academic goals and objectives.  Describe how data regarding the achievement of the school’s academic goals are used, including how assessment data is used to drive professional development.  If the school serves students through eighth or twelfth grade, list the high schools or colleges students will be attending.  In the case of twelfth grade, also include the percentage of students going on to college.  Indicate if any program modifications were made as a result of the data collected to date.  Discuss planned program modifications and how they are related to the student assessment data.  Describe any anticipated refinements or changes to the school's procedures for assessing its academic goals and objectives.  

Non-Academic Goals and Objectives: Assessment Results  (Present data in this section.)
Assessment Results and Discussion of Progress.  Present and discuss the school's non-academic goals and objectives.  Describe the school’s progress in achieving its non-academic goals and objectives.  Describe how data regarding the achievement of the school’s non-academic goals are used.  Indicate if any program modifications were made as a result of the data collected to date.  Discuss planned program modifications and how they are related to the student assessment data.  Describe any anticipated refinements or changes to the school's procedures for assessing its non-academic goals and objectives.  

2.  REVIEW OF PROGRESS:  INCORPORATING THE NJCCCS,
DELIVERING AN EDUCATIONAL PROGRAM LEADING TO
HIGH ACHIEVEMENT FOR ALL STUDENTS 

Guidelines:  Describe how the school is addressing the NJ Core Curriculum Content Standards (NJCCCS) and the delivery of the educational program, including the school’s innovative practices, use of time and professional development activities.
Incorporation of the New Jersey Core Curriculum Content Standards

Summary of Curriculum Development Progress.  
Describe the procedures used and the school staff involved in developing/selecting the curriculum.  Describe how the delivery of the curriculum is monitored in order to ensure both consistency of implementation and compliance with the NJCCCS.  Briefly describe where additional work, if any, in the area of curriculum and instruction is planned.
Delivery of an Educational Program Leading to High Achievement for All Students
Delivery of Services to At-Risk Students.  Please characterize your at-risk students.  Describe how your school is organized to respond to at-risk students. More specifically, describe the school's procedures/criteria for identifying at-risk students, the number of students currently identified as at-risk, the services provided and the staff allocated to this function.  
Innovative/Exemplary Programs and Practices.  Describe any innovative or exemplary curriculum/instruction programs and/or practices that the school is implementing.  Discuss identified areas of improvement that the programs and/or practices are designed to address.  Include the extent to which the program or practice is being implemented (e.g., in one subject area or class versus more extensively).  Discuss the impact of the program or practice on students’ achievement.  Provide supporting data.  
3.  REVIEW OF SCHOOL GOVERNANCE AND MANAGEMENT ACCOMPLISHMENTS

Guidelines:  Describe the major accomplishments and substantive issues addressed by the board of trustees in the past year and provide the board-related information specified below.

Board of Trustees.  Discuss the board of trustee’s major accomplishments in the past year.  List the critical policies adopted by the board within the last school year. State the current number of board members and whether the board is at full strength.  List the board members by name, role, organizational affiliation (parent, community member, lead person, etc.) and their voting status on the board.  The listing of Board members by name can be fulfilled by including the Board of Trustees and Administrator documentation form submitted to DOE on April 15, 2009.  Identify new members and provide information on the dates and types of training they have received.  Discuss the issues that are likely to require the board’s attention in the near future.    
School Administrators. Summarize and discuss any school administrative-related changes or accomplishments in the past year.  Describe, if applicable, any changes in the school's leadership this year (e.g., lead person, principal, business administrator); if none, state "None."
4.  DESCRIPTION OF ACTIVITIES TO INVOLVE PARENTS AND COMMUNITY MEMBERS AND PUBLIC RELATIONS AND OUTREACH ACTIVITIES
Guidelines:  Describe the nature and extent of parental and community involvement at the school.

Parent and Community Involvement Activities and Outcomes

Outreach Procedures.  Describe the procedures used to elicit parent and community involvement and their relative success.  Describe how community participation is solicited and who is responsible for orchestrating community involvement. Describe the community organizations/agencies the school is involved with, in what capacity, with what results (e.g., role models, shadowing, guest speakers, tutors, fund raising support, community service projects, formal service-learning program, joint school-community activities).  Provide appropriate supporting data.
Parent Satisfaction.  Describe the kinds of feedback (formal or informal) that have been sought from parents and/or other community stakeholders (e.g., surveys, focus groups).  Summarize with supporting data the results of feedback to date (major likes and/or concerns).  

Parent Information.  Describe how parents are notified of school information, including how the annual report will be made available to parents.

Training/Support.  Describe any training and/or support that have been made available to parents and the community.  Provide supporting data indicating the results/participation to date.  
Plans.  Describe any future plans the school may have regarding parent and community involvement, including projected timelines if appropriate or available.  
Public Relations and Outreach Activities and Outcomes
Guidelines:  Briefly describe the school’s public relations and outreach activities this past year. Include partnerships with businesses, community organizations and institutions of higher education.
Public Relations/Engagement and Partnerships.  Summarize and discuss the school's public relations activities, including press releases, media coverage, presentations to groups, open houses, regular distribution of the school’s newsletter and school brochure, and distribution of information in multiple languages. Describe existing and proposed partnerships with local community agencies, institutions or businesses.  Specify who has the primary responsibility for public relations and outreach.  Describe the school's proposed public relations and outreach goals and activities for the coming year.
5.  DESCRIPTION OF STUDENT AND STAFF RECRUITMENT ACTIVITIES
Guidelines: Describe the school’s admission policies/procedures and the school’s staff recruitment procedures.
Admissions Policies

Admissions Timeline and Recruitment Activities.  Describe the school's admissions timeline.  Describe the recruitment activities conducted by the school this school year (e.g., media ads, outreach in multiple languages, outreach to local schools, lottery process, etc.).  Describe the school’s strategies for inclusive recruitment.  
Admissions Results.  Summarize, using appropriate supportive data, the results of the admissions process (i.e., enrollment by grade this year, retention rate, waiting lists by grade, and the proposed grades and enrollment for 2010-2011 school year, etc.).  Describe and discuss the extent to which the school's student population is representative of the community.  
Student Withdrawals and Exit Interviews.  Describe and discuss any student withdrawals, the school’s exit interview process and the data maintained on students who have withdrawn (e.g., number of students who withdrew, reasons for their withdrawal, demographics, if applicable, etc.).  

Attach a copy of the school’s Admissions Policy and School Application Form(s) as Appendix D and a copy of the School Student Recruitment Policy as Appendix F.  
Staff Recruitment

Recruitment Results.  Using supportive data, summarize the results of the staff recruitment process (i.e., number of applicants, interviews, and hires, retention rate and problems encountered, if any).  
Exit Interview Procedures and Data.  Describe and discuss the school’s exit interview process and the data maintained on teachers no longer employed by the school.  Summarize appropriate data collected on staff members who have left (e.g., reasons for leaving employment, numbers of staff members who have left this year, etc).  

Attach a copy of the School Staff Recruitment and Retention Plan as Appendix G.

6.  REVIEW OF THE SCHOOL’S

SELF-EVALUATION AND ACCOUNTABILITY PLAN (SEAP)
Guidelines:  Provide the following information on the school’s self-evaluation an accountability

plan.
Self-Evaluation and Accountability Plan
Description of Major Areas of Self-Evaluation.  Describe, in this section of the report, each of the major areas or topics that are the focus of the school’s self evaluation activities (i.e., the schools self-evaluation goals, objectives and/or questions).  Describe the process or procedures involved in evaluating each area or topic.  (Note:  Each row of the SEAP chart generally addresses a major area or topic.)

Current and/or Proposed Changes to the SEAP.  Describe any changes or refinements made to the plan in the 2010-2011 school year.  Describe any proposed changes in the plan for the coming year.

Summary of Progress in Achieving Strategic Improvement Plans and Milestone Goals.  Describe the school’s progress in achieving specific short- or long-term improvement goals and objectives adopted by the board (e.g., five-year plans, strategic plans, improvement plans and/or annual milestone goals and objectives).

Attach a copy of the school’s Self-Evaluation and Accountability Plan as Appendix H.

See Appendix 3 for guidelines regarding self-evaluation and accountability plans and guidelines for the school’s SEAP chart.  The school’s plan should be comprehensive, address the suggested components and present a SEAP chart.

9.  APPENDICES

Guidelines:  Provide the following Appendices.  [Copies of board resolutions and amendments should be dated and signed by the board secretary or president.  Resolutions should also include a vote tally.]

A. Copy of Board Resolution Approving the 2010-2011 Annual Report

B. Copy of Board Resolution Naming the Lead Person of the Charter School

C. Copy of Academic and Non-Academic Goals and Objectives
D. Copy of Admissions Policy and School Application Form(s)

E. Copy of Board Resolution Naming the Affirmative Action Officer, The Section 504 Officer and the Title IX Coordinator

F. Copy of the School Student Recruitment Plan

G. Copy of the School Staff Recruitment and Retention Plan

H. Copy of the School Self-Evaluation and Accountability Plan

I. Receipt(s) from District(s) of Residence

J. Other Appendices at the Charter School’s Discretion
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