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The Application for Subsequent Renewal is to be used by all schools that have received an initial renewal (either Full-Term or Short-Term) and are now applying for another renewal term.  A school should use this application for Subsequent Renewal whether applying on the regular schedule (in the school’s final year of its current charter) or earlier (pursuant to the procedures for Early Renewal).  

This application is not appropriate for schools that have previously received a Short-Term Planning Year Renewal; such a renewal does not constitute an Initial Renewal.  Schools should use the Initial Renewal Application in those cases. 
Should a school have any questions regarding which renewal application is appropriate, please see the Practices, Policies and Procedures for the Renewal of Charter Schools Authorized by the State University Board of Trustees (last updated on June 9, 2008, and available online at: www.newyorkcharters.org/documents/renewalPractices.doc) or contact the Institute directly.


All renewal applications are available on the Institute’s website at: www.newyorkcharters.org/schoolsRenewApp.htm.  
All updates/modifications to this document will be posted online.
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INTRODUCTION
A charter school’s application for subsequent charter renewal should be a clear, concise, and compelling description of the past, present, and future of the school that builds a case for renewal.  In terms of tone and style, the application should describe how the school has met the State University of New York Charter Renewal Benchmarks (the “State University Renewal Benchmarks”),
 and be written in plain language, devoid of jargon or "buzz words."  It should address a school's strengths and outline a plan for the future to sustain current successes and improve upon them. 

The Board of Trustees of the State University of New York (the “State University Trustees”) does not automatically grant charter renewal; a school must demonstrate that it has earned it.  Only by showing that it has met the high standards that the State University Trustees have set, including: (1) demonstrating that it is capable of increasing student achievement; (2) showing that it is organizationally and fiscally sound (and has generally been so during the life of the charter); and (3) providing a set of well-designed plans that will result in further success in the future, will a school have effectively demonstrated that it deserves to continue the high privilege of educating New York State's children. 
This application is to be used by a school that is applying for Full-Term Renewal (whether early or on the regular schedule) and that has previously received an Initial Renewal (whether Full-Term or Short-Term).  If there is any question as to which renewal application is appropriate, applicants should read carefully the eligibility criteria contained in the Practices, Policies and Procedures for the Renewal of Charter Schools Authorized by the State University Board of Trustees (the “State University Renewal Practices”).
  More generally, before beginning to fill out an application form, the team writing the application, as well as the members of the applicant school’s board of trustees, should once again review the State University Renewal Practices and the State University Renewal Benchmarks in their entirety.  
In completing the application for subsequent renewal, three things should become clear to the school and the applicant team regarding the difference between the renewal standard for subsequent renewals and that for initial renewal: 

· First, a school that is granted a subsequent renewal must demonstrate that it has met or come close to meeting its academic Accountability Plan goals.  Unlike a school applying for initial renewal, a school cannot demonstrate academic success by suggesting that it has programs and personnel in place that will result in success in the future—that, in essence, serve as proxies for actual and measurable results.  It must have substantially met the promises that the outcomes in the Accountability Plan represent.  

· Second, there is no provision for Short-Term Renewal.  A school must either meet the standard for a Full-Term Renewal of five years or face Non-Renewal.  
· Third, even where a school has met or come close to meeting its Accountability Plan goals, if the Institute finds during its review overwhelming evidence that the academic program is in disarray and that the structures, personnel and practices that led to such positive assessment outcomes are, in material respect, no longer in place, such countervailing evidence may affect the Institute’s recommendations and the State University Trustees’ decision. 
Finally, thoughtfulness and care must guide the development of the application.  While the State University Trustees will never elevate form over substance—and the Institute will not make a recommendation for non-renewal because the application is deficient, though the school itself is not—the fact remains that the application can be a powerful tool for a school in making the best possible case for renewal.
CHARTER RENEWAL APPLICATION PROCESS 

	Action
	Description
	Approximate
Timeline

	Submission of Charter Renewal Application
	The school submits its application for charter renewal to the Albany office of the Charter Schools Institute. 
The deadline for receipt of all application materials for schools coming to renewal is 5 p.m. on August 15th.  
Schools that have already been renewed and are applying for a subsequent early renewal may apply between August 15th and April 1st of the final year of the school’s current charter term. 

	August 15th 



	Opportunity for Public Comment
	Pursuant to the Charter Schools Act, within 30 days of receipt of a renewal application, the Institute notifies the school district of location and public and private schools in the same geographic area as the school regarding the application and when the State University Trustees might act on it.  The Institute invites and considers written comments and forwards school district comments to the State University Trustees and, if the application is approved, to the Board of Regents.  In some cases, the Charter Schools Institute may ask the school to respond to such comments.

Within 30 days of the above notice, the school district of location holds a hearing in, and to solicit comments from, the “community potentially impacted by the charter school.”  The failure of a school district (or the Board of Regents) to hold a hearing will not prevent the issuance of a renewal charter.
	August-
December

	Application Review


	The Institute reviews the application and the existing data and records in its files.  
The Institute also prepares a summary of issues to be raised and questions to be answered during the renewal visit.
	August-November

	Application Revision

(requests for amendments)
	Certain parts of the application will be incorporated into the charter if the application is successful. 
The Institute may ask for amendments to those parts of the application, or parts required by statute.
There may also be requests for amendments prior to, or after, the application is submitted to the State Education Department for review by the Board of Regents.
	August-
January

	Renewal 
Inspection Visit
	The Institute conducts a site visit to the school during which it may interview parents, students, teachers, administrators and board members and reviews documentary evidence including information relating to academic achievement, curriculum, pedagogy, internal assessment, board governance, fiscal, and legal compliance.  
During or after the inspection, the Institute may require additional documentation and other evidence where necessary and appropriate.  The Institute may conduct follow-up visits where it deems necessary, but is not required to do so.

	September-December

	Renewal Report (draft)
	Based upon the totality of information including the application for renewal, the on-site inspection, and other pertinent information, the Institute produces a draft report of its findings which contains a preliminary renewal recommendation.  
The Institute shares the draft report with the school and invites factual corrections or comments to ensure accuracy. Where appropriate, the Institute may require the school to provide additional information and documentation. 
Where the Institute makes a preliminary recommendation of Non-Renewal, it provides the school with an opportunity to provide written comments in opposition to the recommendation.  
At the school’s invitation, the Institute will appear at the school to listen to a presentation of evidence in opposition to the preliminary non-renewal recommendation.

	December-January

	Final Renewal Recommendation Report
	Based on the evidence it has compiled and analyzed, the school prepares its final recommendation and report for the Charter Schools Committee of the State University Trustees.  

The final report is sent to the Committee and the school, along with a copy of any comments received from the district of location.

The school should distribute the recommendation to teachers, staff and other interested parties.
	January-
February



	Action of Charter Schools Committee of the SUNY Board of Trustees 
	The Charter Schools Committee may take final action to renew a school for any term.  In this case the action of the Committee may be taken on behalf of the State University Trustees, and shall be final.  No appeal from the Committee’s decision may be taken to the State University Board of Trustees. 
Where the Institute’s renewal report recommends Non-Renewal of a charter, the school may petition the Committee for an opportunity to make its case in opposition to the recommendation. 
If the petition is granted, the school may be able to present documentary evidence as well as legal argument to the Committee.  The Committee will determine the form, time, manner and place, and other specifics of the appeal.  
	February-
March

	Action of State University Trustees
	In the case of Non-Renewal, the State University Trustees will act on the recommendation of the Committee on Charter Schools or its designated subcommittee.
There is no appeal of this decision.
	February-
March


	Action of Board of Regents 
	The Institute will send a proposed renewal charter to the school for signature.  Thereafter it will be forwarded to the Board of Regents for action (consisting of approval by the Regents or return of the proposed renewal charter to the State University Trustees for further consideration).  The Board of Regents has 90 days to review the proposed renewal charter and application.

If returned by the Board of Regents, the Charter Schools Committee may either resubmit the proposed renewal charter (with or without modification) or recommend to the State University Trustees that the proposed renewal charter be abandoned.  The school must agree to any modification in writing.  

If the proposed charter is resubmitted, the Board of Regents has 30 days in which to act.  If the Board of Regents does not vote to approve the resubmitted charter, the charter will still be deemed approved and will issue by operation of law on the 31st day.
In the event the school’s charter will expire before renewal, the Institute will work with the school to extend (renew) its charter through July 31st based on the existing Terms of Operation (Exhibit A of the original charter) so that the charter will not expire.  (When a school has been granted a Short-Term Planning Year Renewal, this action is unnecessary.)


	March-
June


GENERAL INSTRUCTIONS: PREPARING THE 
APPLICATION FOR SUBSEQUENT RENEWAL
General
A charter school’s application for subsequent renewal must contain the following elements in the order set forth below:

A.
Transmittal Form and Cover Sheet 

B.
Statistical Overview 

C.
Executive Summary

D.
Responses to the Renewal Questions/Requests for Information (The length of the school’s responses are limited to no more than 50 pages if the school is not seeking material changes to its program for the next charter, e.g., increasing grades in which it will provide instruction.  If the school is seeking a material change, the page limit is increased to 75 pages.  The page limit does not apply to exhibits.)
1.
Is the School an Academic Success?

2.
Is the School an Effective, Viable Organization?
a) Has the school met its non-academic goals and been faithful to its charter?
b) Are parents and students satisfied?

c)
Has the school been effectively governed?
d) 
Has the school successfully met its legal requirements?

3.
Is the School Fiscally Sound?
4.  
If the School’s Charter is Renewed, What are its Plans for the Term of 
the Next Charter Period, and are they Reasonable, Feasible and Achievable?
a) Plans for the organizational structure.
b) Plans for the educational program.
c) Plans for governance.
d) Plans for fiscal and facility issues.
Preparing Responses
· In the application, each question/request for information is printed in bold typeface. Immediately following each request is any guidance (requirements or restrictions) regarding that request. All guidance is printed in italic typeface. Both the actual question/request for information and the guidance should be read carefully before responses are developed.  In many cases, it will be impossible to provide an adequate and complete response without careful reference to the guidance as well as the question/request for information.

· Each response is required to be submitted either as an “Attachment” or an “Exhibit.”  In a box below each request is specific direction indicating whether that response is to be an Attachment or an Exhibit.  It is important that each response is correctly identified and submitted.  As set forth in more detail in the section on submitting and formatting the application, all Attachments should be placed together in one binder and all Exhibits should be placed together in another separate binder.
· Attachments will essentially be comprised of the narrative responses to the questions.

· Exhibits come in three types: 
1) Requested Exhibits help to substantiate the argument made in the narrative, providing evidence that is important to the Institute in analyzing the application and making its subsequent recommendation to the Charter Schools Committee of the State University Trustees.
2) Renewal Charter Exhibits are also used by the Institute in analyzing the application but differ from Requested Exhibits in that they will, if the application is successful, actually be incorporated into the renewal charter.  In turn, to the extent provided for in the proposed charter, the school will be held accountable for meeting those standards or implementing those design elements that are set forth in the Renewal Charter Exhibits.  
3) Additional Exhibits, though entirely optional, can provide supplemental information that a school feels is essential to making its case for renewal—beyond that contained in either the Attachments or Requested or Renewal Charter Exhibits—and that would be too detailed in nature to include in the narrative sections of the school’s responses. Please note that material should not be submitted as an Additional Exhibit unless it is discussed (and not just in passing) in the narrative response and is referenced with specificity.  
· A reference list of all Requested Exhibits and Renewal Charter Exhibits, in the order requested, follows: 
· Requested Exhibits: reflective of the current charter term

1. Student Assessment and Performance Data

2. Parent/Student Survey Data 

3. Current School Board Organizational Chart
4. Improvement Plan (if applicable)

5. Financial Statement for the Term of the Current Charter

· Renewal Charter Exhibits: reflective of the proposed renewal charter term and incorporated into the renewal charter should the school’s application be successful
6. Mission Statement

7. Enrollment Structure Chart

8. School Calendar and Daily Schedule

9. Key Design Elements

10. Curriculum Framework Template (if applicable)
11. Staffing Plan (to include school Administrative and Instructional Staff Organizational Chart)
12. Proposed Accountability Plan
13. School By-laws

14. Proposed School Board Organizational Chart

15. Code of Ethics
16. Negotiated (but not executed) Management Contract (if applicable)

17. Budget Projection for the Term of the New Charter

· Requested Exhibits (continued): reflective of the proposed charter term and to be submitted only if there is a change relative a school’s relationship with an education service provider (ESP) or charter management organization (CMO).

18. Student achievement data for each school that the CMO/ESP has managed for the last three years. 
19. A list of all schools managed by the CMO or ESP over the last three years including enrollment and grades served (the Institute may request other school information).
20. A litigation list detailing all lawsuits in which the CMO or ESP has been involved during the last five years.
21. An organization chart for the CMO or ESP as well as a staffing roster.
22. Financial statements for the CMO or ESP for the last three years as well as a current budget.
In cases where the charter school would be moving from management to self-management, at a minimum questions 21 and 22 should be answered in relation to the school, and information regarding how the school would provide the services and personnel currently provided by the management organization should be supplied.

· Additional Exhibits should be numbered consecutively, following both the Requested and Renewal Charter Exhibits; the first Additional Exhibit would be numbered Exhibit 23.

FORMATTING AND SUBMITTING THE HARD-COPY
OF THE APPLICATION FOR SUBSEQUENT RENEWAL

· In addition to an electronic copy submitted on CD-Rom or Flash Drive, a total of five (5) hard copies of the application must be provided to the Institute; four (4) copies submitted in binders as directed below and one (1) unbound copy. 
· Please print only on one side of the paper.  
· As noted earlier, the hard-copy application should be submitted in two binders, one labeled “Attachments,” which will consist mainly of the narrative responses to the questions/requests for information; and the second labeled “Exhibits,” which will include Requested and Renewal Charter Exhibits, in the order requested, followed by any Additional Exhibits.  Please limit the number of binders to two, varying the size of the binders as necessary to accommodate all Attachments and all Exhibits in each binder.
· Rather than a running pagination throughout the application, each separate Attachment and Exhibit should be individually numbered at the bottom of the page.  The numbering notation should be the letter or number of the Attachment/Exhibit followed by the page number for that Attachment/Exhibit.  For instance, the fifth page of the third Attachment would be numbered “Attachment C-5” (Attachments are ordered alphabetically).  Likewise, the fifth page of the third Exhibit would be numbered “Exhibit 3-5” (Exhibits are ordered numerically). Explicit instructions for numbering follow each question.
· Applications for Subsequent Charter Renewal of schools authorized by the Board of Trustees of the State University of New York must be submitted to the Institute’s main office in Albany, no later than 5 p.m. on August 15th of the final year of the school’s current charter (running from the date the charter was effective) unless the school previously was granted a Short-Term Planning Year Renewal.
Charter Schools Institute

State University of New York

41 State Street, Suite 700
Albany, New York 12207
 FORMATTING AND SUBMITTING THE ELECTRONIC COPY 
OF THE APPLICATION FOR SUBSEQUENT RENEWAL
· Schools should submit an electronic version of their application on CD-ROM or flash drive set-up as follows:

· Create a folder on the CD-ROM or flash drive called Application for Subsequent Renewal [School Name].

· Within that folder, create the following sub-folders and save the noted information:

· Transmittal Form and Cover Sheet
Save herein A. Transmittal Form and Cover Sheet.

· Statistical Overview
Save herein B. Statistical Overview.
· Executive Summary
Save herein C. Executive Summary.
· Renewal Question No. 1
Save herein all Attachments and Exhibits relating to Question No. 1
· Renewal Question No. 2
Save herein all Attachments and Exhibits relating to Question No. 2a., 2b.,
2c. and 2d.
· Renewal Question No. 3
Save herein all Attachments and Exhibits relating to Question No. 3.
· Renewal Question No. 4
Save herein all Attachments and Exhibits relating to Question No. 4a., 4b.,
4c. and 4d.

· Additional Exhibits
Save herein any Additional Exhibits as described in the Instructions: Preparing an Application for Initial Renewal.
· Acceptable electronic formats for the files to be saved are Microsoft Word® and Microsoft Excel®.  Note:  In submitting the projected budget for the next charter period please be sure to prepare the file in Microsoft Excel.® 

· Because the Renewal Charter Exhibits, should the application be approved, will be used in the actual renewal charter (and may need to be amended just as attachments to the original application were amended), the Adobe Acrobat® .pdf format does not allow sufficient flexibility in reorganizing files and should be avoided if possible. 

However, the Institute recognizes that some items required or useful in the application for renewal are not already available in Microsoft Word® or another compatible format.  In that case, files may be scanned into the Adobe Acrobat® .pdf format.  

· As with all renewal application questions, please contact the Charter Schools Institute at: 518/433-8277 with questions about electronic formatting requirements.

Application for Subsequent Renewal

A.  TRANSMITTAL FORM AND COVER SHEET

Name of Charter School: ___________________________________________________________
[image: image37][image: image38.jpg]Charter Schools Institute
The State University of New York




Application Type:      Subsequent Early Renewal         
    Subsequent Renewal                       

School Board Certification Statement 

(to be signed by chairperson of the school board or his/her designee):

I hereby certify that the information submitted in this Application for Subsequent Renewal is true to the best of my knowledge and belief; that this application has been reviewed by the school’s board of trustees; and that, if awarded a renewal charter, the school shall be operated in a manner consistent with the description outlined in the Application for Renewal.  
Signature of Chair of Board of Trustees (or designated signatory authority):

________________________________________________________________________________
Date:  ____________________________________________________________________________

Print/Type Name:  __________________________________________________________________

Title (if designated):  _______________________________________________________________

Contact Information

Contact Name: ____________________________________________________________________ 

Title: ____________________________________________________________________________

Mailing Address: __________________________________________________________________ 

Telephone: _______________________________________________________________________ 

Facsimile: ________________________________________________________________________ 

E-mail:___________________________________________________________________________ 

Management Company (if any): ​_______________________________________________________ 

 




Name


Contact

Phone #
Partner Organization (if any): _________________________________________________________ 

 




Name


Contact

Phone #
School Summary 
Grades to be served in the term of the next charter: ________________________________________ 

From which districts will the school likely draw children?: __________________________________ 

Are you seeking approval of the renewal charter by the Board of Regents (as opposed to the charter taking effect by operation of law)? Note: Regents approval is not guaranteed and requires at a minimum curriculum for, and implementation of, all 28 learning standards in the seven learning standards areas.    Yes ______   No _____  

Completed Application Must be Submitted to: 

Charter Schools Institute 
State University of New York 
41 State Street, Suite 700

Albany, New York 12207 


The Transmittal Form and Cover Sheet should 
be submitted as Attachment A in Binder No. 1- Attachments.

Application for Subsequent Renewal
B.  STATISTICAL OVERVIEW OF CURRENT CHARTER PERIOD
	Requested Data
	Year 1

200_-__
	Year 2

200_-__
	Year 3

200_-__
	Year 4

200_-__
	Year 5

200_-__

	Grades Served
	
	
	
	
	

	Total Enrollment (Sept.-June)
	
	
	
	
	

	% of Students Returning from Previous Year
	
	
	
	
	

	# Students with Disabilities
	
	
	
	
	

	# Students who are ELL
	
	
	
	
	

	# Students Eligible for Free/Reduced Lunch
	
	
	
	
	

	# Teachers
	
	
	
	
	

	# Uncertified Teachers
	
	
	
	
	

	# Teachers Returning 
From Previous Year
	
	
	
	
	

	# Other Professional Staff
	
	
	
	
	

	# Paraprofessionals
	
	
	
	
	

	School Leader (Name)
	
	
	
	
	

	Trustees (List by Name and Office, e.g., Board Chair)
	
	
	
	
	

	
	
	
	
	
	



The Statistical Overview should be submitted as 
Attachment B in Binder No. 1-Attachments.

Application for Subsequent Renewal

C.  EXECUTIVE SUMMARY
Please note the following in preparing the Executive Summary:
· The Executive Summary should provide a concise but concrete overview of the extent to which the school has met the State University Renewal Benchmarks.  
· As the application for renewal looks both backwards and forwards, the Executive Summary should articulate how and to what extent the vision, design, and implementation of the school’s original charter application have proven effective in improving student achievement, and what changes, if any, are envisioned if the charter is renewed.  
· Where appropriate, the Executive Summary should also touch upon any significant shortcomings in the organizational or fiscal aspects of the school, identifying them as well as outlining the steps the school has taken to address and ameliorate them and any additional steps planned for the next charter period.  
However, in Subsequent Renewal, as the State University Trustees do not excuse poor academic performance by allowing a school to show that it is poised to demonstrate strong results in the future, the school should generally not discuss the strength of the present educational program—except for the limited purpose of demonstrating that the programs, structures and personnel that led to the school’s successful academic outcomes are still in place—or if not in place, what evidence the school can compile to show that such programs, structures and personnel have been put in place and have yielded results in the form of objective student achievement. 
· While the thrust of the Executive Summary should be directed at the school’s record of improving student learning and achievement, the executive summary should cover all aspects of the school’s operation, e.g., governance, financial stability, plans for the future charter period, etc.  
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D.  RENEWAL QUESTIONS/REQUESTS FOR INFORMATION

1.  IS THE SCHOOL AN ACADEMIC SUCCESS?

Please note the following in responding to Question No. 1:

· As the State University Renewal Practices and the standards for renewal contained therein make clear, the school’s ability to respond to this question in the affirmative—and in particular to marshal objective evidence of student achievement in support of that response—is the single most important factor that the Institute will take into account in reaching its recommendation for renewal.  

· The school’s response to this question should clearly outline how it has met State University Renewal Benchmarks 1A-1H.  

· State University Renewal Benchmark 1A:  The school’s discussion should include a summative report on the extent of the school’s progress in achieving the academic goals in its Accountability Plan, as well as an analysis of the student achievement data that explains these outcomes and the extent of the school’s progress.

· In so doing, the response should be comprehensive, discussing the progress made on each measure for each goal contained in the Accountability Plan—as well as the progress on the goal overall.

· The school is encouraged to use the Accountability Plan Progress Report format in describing how it has met its Accountability Plan goals (and State University Renewal Benchmark 1A).  However, the response must be a cumulative report of the school’s record of meeting its academic Accountability Plan goals throughout the entire charter period; student achievement data and a corresponding analysis of the data from each year must be included.

· The numbers do not tell the whole story, and a school’s response is not satisfactory if it provides those numbers with nothing more than a terse comment that the goal or measure was met or nearly met (or not met).  While a school must report the student assessment data in detail and with accuracy and fidelity to the precise measures in the Accountability Plan, a response to this question also requires a detailed narrative placing those numbers into context—and explaining the factors that led to the outcomes the school presents.  For instance, if a school’s students have had success in English language arts but not mathematics, the reasons behind these varying results should be laid out with specificity.  So, too, if a school’s early grades have outperformed its middle school grades, this fact should be explained and the factors behind this difference explored.  Whatever the data, and its inevitable anomalies, getting behind it to detail the school’s best understanding of those outcomes is crucial.  

· The Charter Schools Act requires that a school submit each of its Annual Reports as part of its application.  As the Institute has these reports on file, a school need not re-submit them.  However, it is necessary that a school specifically state somewhere in its response that the reports are incorporated by reference.  This can be done in a footnote.  

· When presenting student performance evidence based on internal staff evaluations, the renewal application should address the extent to which internal staff judgment of student performance parallels objective assessment data (such as that indicated using standardized tests).

· While the Accountability Plan goals, and the precise measures, should be the focus and it is mandatory that the school report on them, the school, at its discretion, may provide evidence of student achievement, using measures not contained in the Accountability Plan, but that provide evidence of improvements in student learning and achievement.

· The school must also provide a review of the current quality and effectiveness of the school’s educational program through the lens of the Qualitative Educational Benchmarks (State University Renewal Benchmarks 1B-1H) (“Qualitative Education Benchmarks,” a subset of the State University Renewal Benchmarks).  The school’s response should describe how it has met each of these benchmarks.

· The school should be aware that this portion of the response will focus the Institute’s renewal visit (note that the Institute’s subsequent renewal visit is appropriately abbreviated given the focus on academic achievement outcomes at subsequent renewal). For example, if the school notes that a particular strength of the school is its remediation program for students who did not meet state standards during the previous year’s testing cycle, the Institute will look carefully to determine if the elements of that program that the school claims to be in place are actually in place and working effectively.

· It is critical to remember that this discussion should focus on what is currently in place, not on future plans to put structures and personnel in place.  
· Any charts and graphs or other materials regarding student assessment performance that are sufficiently compact to include with the application but that would break up the narrative flow may be submitted as a requested exhibit as noted below.
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2.  IS THE SCHOOL AN EFFECTIVE, VIABLE ORGANIZATION?

· The effectiveness of a charter school is judged by the school’s success in improving student learning and achievement.  In accordance with the Act, a charter school needs to demonstrate that it is an effective and viable organization.
· This section of the renewal application will allow the school to discuss these other areas in detail, particularly with respect to the State University Renewal Benchmarks.
2a.    Has the school met its non-academic goals 
and been faithful to its charter design?

Please note the following in responding to question/request for information No. 2a.:
· In responding to this part of Question No. 2, please review and frame the answer in light of State University Renewal Benchmark 2A as applicable.

The response should discuss the school’s record of implementing its mission and the key design elements of its current renewal charter.  Thus, for instance, where the school sought to implement a unique program, e.g., an arts performance centered program, the response should discuss whether such program was in fact implemented and the success of the initial design.  

· Where the school did not implement one or more of the charter’s key design elements, it should discuss the reasons why and indicate the modifications to the program that were in fact implemented.  
· Please note that only key design elements should be discussed.  In other words, discuss any revisions to the charter that the school requested and was granted and the reasons such revisions were sought.
· The response should also discuss the school’s record of achievement in regard to the non-academic goals and measures set forth in the school’s Accountability Plan (if any).  This part of the response should mirror in format the response to Question No. 1 (Is the School an Academic Success?).  
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2b.    Are parents and students satisfied?
Please note the following in responding to Question No. 2b.:

· In responding to this part of Question No. 2, the school should review and frame its answer in light of State University Renewal Benchmark 2B.

· To demonstrate student and parent satisfaction with the school, please provide a history of the school’s enrollment during the term of its charter, and comprehensively address demand and persistence patterns.  Specifically, the applicant should provide data on a year-to-year basis of the number of students who stayed with the school and those who left over the life of the first charter.  It may also be helpful to include the number of students who are on a waiting list for enrollment in the school.  Such data should preferably be in table form. To the extent possible (that data such as exit interviews is available), the school should discuss the reasons for students’ rates of persistence and put those rates in context, e.g., rates in similar district operated schools or other charter schools.
· In addition, and to the extent provided for in the school’s Accountability Plan, please provide parent and student survey results or other verifiable data that attest to parent satisfaction with the academic program offered by the charter school.  In presenting such data, the school must demonstrate that the surveys were administered and analyzed using generally accepted evaluation methods (including method of administration, time of year, and response rate), and such measures should be consistent with those in the Accountability Plan.  
· Please note that the school is free to provide survey evidence (even if not called for in the school’s Accountability Plan) or other relevant evidence of parent and student satisfaction. 


2c.   Has the school been effectively governed?

Please note the following in responding to Question No. 2c.:

· In responding to this part of Question No. 2, the school should review and frame its answer in light of State University Renewal Benchmarks 2C, 2D, and 2E.

· The response to this question should include a review of precisely how the board has held the school’s leadership accountable and, in turn, how the leadership has held the staff accountable.  For schools with educational service providers (for- or not-for-profit), please discuss the school board’s record of providing appropriate oversight, detailing specifically the steps taken to monitor the performance of the management organization.  For instance, the application should discuss whether the board hired outside consultants, used its own expertise or took other steps to evaluate the organization’s performance.  The school’s response should also discuss how it reviewed executive staff, i.e. school leader(s) or principal.  For example, did the board use a formal review process and what were the essential metrics?

· The strength and stability of the school board, along with a discussion of board turnover during the term of its charter (including reasons for that turnover), should also be detailed. In addition, the school should submit a School Board of Trustees Organizational Chart (a form and instructions are found at Appendix A and on the Institute’s website at: www.newyorkcharters.org/schoolsBOT.htm), which provides information about the present school board members and the structure of the board. 
· At the school board level, the school should demonstrate that the board has met organizational challenges well and functioned effectively over the term of its charter.  One of the most effective ways to do that is to identify and discuss board actions and systems that have successfully supported the school in its efforts to improve student learning and achievement, whether they involve financial, educational or legal challenges the school has faced.  
·  The discussion of effective governance should also include a review of the charter school’s conflict of interest policies and the school’s record in carrying out those policies.  In this regard, the school should discuss and disclose key transactions (if any) involving conflicts of interest that happened in past years of the charter.  In particular, a school must identify those transactions that presented actual conflicts (or the appearance thereof) and specify the policies and procedures used to mitigate those conflicts.  In answering this question, the school may wish to review the conflicts of interest statements that the members of the school’s board filed as part of their Annual Reports.


[image: image5] 


[image: image6]
2d.    Has the school successfully met its legal requirements?

Please note the following in responding to Question No. 2d.:

· In responding to this part of Question No. 2, the school should frame its answer in light of State University Renewal Benchmark 2F.

· As schools are closely monitored during the term of the charter for legal compliance, the school need not reconstruct its record of compliance in responding to this question.  However, the school should review its record of compliance (including results of visits by the Charter Schools Institute, the State Education Department or other agencies) and discuss any major deficiencies, especially those that are ongoing.  
· In particular, where there are substantial areas of non-compliance currently in existence, the school should include a concrete and detailed plan and timeline for coming into compliance.  See instructions for submitting such a plan below.  Please note that any underlying legal deficiencies (whether or not the school submits a plan) may be the basis for imposing additional terms in the renewal charter or making the renewal conditional.  However, a well thought-out  plan that demonstrates that the school board is aware of problems and is taking concrete steps to address them may negate the need for such conditions and allow the Institute to make use of a voluntary corrective plan.
· With respect to past incidences of non-compliance (probation, corrective action, charter violations, etc.), the school may wish to describe systemic changes that were or have been designed to prevent re-occurrence and any resultant success.  
· In addition, and more generally, the school may choose to include a narrative describing the systems it utilizes to assure compliance with applicable legal and regulatory requirements, including, in particular, its use of legal counsel.

· The Charter Schools Institute monitors a school’s record of timely submission of required reports and documents during the term of its charter.  During review of a school’s application for renewal, the Institute will consider the school’s record in this respect.  As above, if the school’s record in the past has been materially deficient, the school may wish to discuss changes in its systems and personnel that have resulted in improvements in that record in the latter part of the charter.
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3.    IS THE SCHOOL FISCALLY SOUND?

Please note the following in responding to Question No. 3.:

· In responding, please frame the answer in light of State University Renewal 
Benchmarks 3A-3D.

· The application for renewal should present the school’s history of sound use of financial resources and its record in acting as a custodian of public resources.  
· At a minimum, the narrative should address any significant fiscal issues or concerns that arose during the school’s current charter period.  
· The narrative should be evidence-based and not simply a restatement of the State University Renewal Benchmarks.  The narrative should cover the school’s record in each of the following areas:

-  Budgeting and long-range planning;
-  Establishing and maintaining appropriate internal controls;
-  Financial reporting; and
-  Financial condition.
· In addition to the narrative, the school’s response to Question No. 3 must include a detailed financial statement (see Appendix B, Part I) accounting for expenditures over the term of the school’s current charter.  
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4.   IF THE SCHOOL’S CHARTER IS RENEWED, WHAT ARE ITS PLANS 
FOR THE TERM OF THE NEXT CHARTER PERIOD, AND ARE 
THEY REASONABLE, FEASIBLE AND ACHIEVABLE?
Please note the following in responding to Question No. 4.:

· The responses to the four parts of Question No. 4 are different in two key respects from the responses to the previous three questions.  Most importantly, as these questions concern the school’s plans for the next charter period, they are, and the school’s responses should be, forward looking.  That said, the school’s responses should also be informed by its performance and organization during the present charter period.  
The responses require the school to create and submit a series of Renewal Charter Exhibits.  As noted previously, if the school is approved for renewal, these exhibits will be appended to its renewal charter agreement, and therefore provide the essential terms of operation to which the school must adhere during the next charter period. 
As the guidance to each sub-question sets forth, it is likely that the narrative portion of the responses will frequently reference these Renewal Charter Exhibits.  Despite this fact, the narrative responses and the Renewal Charter Exhibits must be kept separately in order to clearly delineate for all parties what material the school is submitting for the purpose of the Institute’s review versus what material the school is submitting that may also be for review but will become part of the school’s charter as well.  In general, as the school prepares its responses, it is likely to find that the main difference in substance between the narrative responses and the Renewal Charter Exhibits is this: the latter outlines the “what” that the school will do if renewed; the narrative responses, on the other hand, provide the “why” and the “how.”  Put together, these documents allow the Institute to determine if what the school is seeking to do in the next charter period is, as the fourth renewal question asks, “reasonable, feasible and achievable.”  
· Question Nos. 4a.-d. cover certain proposed structural elements, the plans for the educational program, governance and management, and, finally, finances and facility.  As any school leader or board member knows fully well, the dividing lines between where one of these categories ends and the next begins are porous.  Program affects finances and vice-versa in the same way that the enrollment structure the school plans to implement is intimately tied to how it intends to deliver its educational program.  This simple fact has not escaped the Institute.  However, by separating the question and the school’s response into four parts, it allows for a greater focus on the specific parts of the school’s program.  Of course, as a result, it is likely that the responses will cross-reference each other, which the Institute encourages.
· As the specific guidance to each of the sub-questions also sets forth, the nature and content of the school’s response is likely to differ greatly depending on the degree of difference between the school’s current operations and its plans for the next charter period, e.g., whether the school proposes to offer new grades, expand enrollment, move locations, shift its educational program focus, move from a management company structure to self-management or vice-versa—or simply do more of the same.  In general, the more differences there are between the school’s current operations and programs and the school’s proposed terms of operation, the more documentation and detail the school will need to provide and on a wider range of subjects.  This is especially true where the school seeks to move from one level of education to the next, e.g., from elementary school to both elementary and middle school.  Indeed, as noted in the instructions for submitting this application, schools that are seeking major changes in the next charter period are allowed an extra 25 pages for their responses.
It cannot be stressed enough that the Institute expects schools making a change of this kind to provide detailed and comprehensive plans.  Schools cannot expect to be approved to provide instruction in middle school, for example, simply because they have experienced success in the elementary grades (though success in the upper elementary grades may be a positive factor that the Institute takes into account).  Nor does the fact that the school may have noted in its initial charter application that it was planning in the next charter period to grow to, for example, a K-12 school, strengthen a school’s case for being granted approval for such growth.  Accordingly, where a school that has been successful with the grades it has, but also has plans to grow, does not provide the 



evidence that its plans are reasonable, feasible and achievable, it may receive a mixed recommendation, i.e., recommending, for instance, renewal of its existing grades for five years but not recommending any expansion.
Moreover, and equally important, schools must recognize that the standards of review that the Institute uses may be more stringent than when the school first applied for its charter.  Accordingly, for example, a curriculum cross-walk that the school provided when it first applied for renewal, and which even might have received approval (but because of delays or changes in program the school did not actually provide all the grades approved), may not be sufficiently detailed to meet the Institute’s current review standards. Please refer to the Institute’s curriculum discussion found in Appendix B of the New Charter School Application Kit (6th Edition), which is available online at: www.newyorkcharters.org/openAppKit.htm.  If there are questions about the standards, the school is urged to contact the Institute prior to preparing this portion of the application.

· It is important to remember, in this portion of the response, that the baseline that a school should use for its current program and operations (in determining whether the school is planning to change the program and operations) is not the terms of operations that the school submitted in its original charter application, but those terms as they may have been revised and amended during the current charter period.   
4a.     Please describe the school’s proposed structure 
for the term of the next charter.
Please note the following in responding to No. 4a.:
· In responding, please frame the answer in light of State University Renewal 
Benchmark 4A.
Charter Renewal Exhibits

The following Charter Renewal Exhibits must be submitted as per the boxed instructions immediately following this guidance.

· Mission Statement:  The mission statement for the next charter period.  A mission statement must be submitted as a Renewal Charter Exhibit regardless of whether the school intends to make any changes to the present mission statement.

· Projected Enrollment:  The projected enrollment in chart form, providing the grades proposed to be served in each year of the charter, the number of students expected to be in each grade, the age-range of students that will be served and the total maximum number of students per year.  Again, this must be submitted regardless of whether it represents any change from the present enrollment structure.   Please be sure that the chart reflects any anticipated attrition over the charter period.  If the school is applying for a short-term renewal, such enrollment chart should only cover the number of years for which the school is seeking renewal.  If the school will serve Kindergarten during its renewal term, please indicate the date by which a child must reach age five in order to be eligible to attend the school (e.g., December 1).
· School Calendar:  A school calendar that clearly indicates the number of days of instruction that will be provided in each year.  Where the calendar is different for different grades (for example, the school plans to have its middle school academy provide a longer school year than the elementary academy), the calendar should so indicate and/or separate calendars should be submitted.  A school calendar must be submitted regardless of whether there are any proposed changes from the present school calendar.

· School Schedule:  A school schedule that clearly provides the total hours of instruction that will be provided and in what subjects.  Where different grades have different schedules, all such schedules should be provided.  Where the school’s daily schedule differs day-to-day (special programs taught on Tuesdays and Thursdays only), a schedule for a sufficient number of days to allow the Institute to fully understand the schedule in its entirety should be provided.  If the school provides, or is requesting to provide, any high school grades, the school must submit a schedule that permits the Institute to determine if the high school will provide the number of instructional units each year as required by law and the New York State Department of Education Commissioner’s Regulations such that the school may award a terminal degree.

· Key Design Elements:  This document is a distillation of the key elements of the school’s educational and organizational plans for the term of the renewal charter.  

· The elements that should be in this document are those that collectively constitute the essential design features of the school and that define what the school would be in the next charter period.  As indicated in the introductory guidance to Question 4, the Key Design Elements constitute the “what” that the school will do if its application for renewal is approved and will formally become part of the school’s renewal charter.  As such, the school will be held to its terms and required to implement the elements that are laid out in this document.  

· In drafting the Key Design Elements document, the school must strike a delicate balance between providing enough information to permit the Institute, the State Education Department, as well as parents and students and the general public to know with some precision the commitments the school is making, yet, on the other hand, not providing so much detail that the school is locked into a program from which it cannot deviate without seeking approval from the Institute and the State Education Department.
· To provide a sense of the kind of things that this document should contain, an abbreviated sample of a Key Design Elements document is attached at Appendix C.  This is merely a suggested format, and the school should feel free to change the format to suit its needs; for instance, a school that has both a middle and secondary academy may want to separately delineate the key design elements for each academy.  Whatever the format, it is critical that the Key Design Elements capture the essence of the school and what it believes will be the keys to its success in the next charter period.  Please note that this document must be submitted even if the school is not making any changes to its educational program or its organization (adding grades, etc.).  In that case, the document will simply be a distillation of its present program.

· While the Key Design Elements document will naturally focus on the core business of the school—education—there may be organizational, governance and fiscal elements that the school feels are key to its successful implementation of its plans.  These should be contained in the Key Design Elements as well.

· If the school is proposing to offer a mandatory summer program for certain students that must be attended and passed in order to be promoted to the next grade, it must so state within the Key Design Elements.
· If the school is proposing to offer instruction in the secondary grades, the Key Design Elements should include the specific requirements that the school will impose for graduation and awarding of a diploma, including whether the school will offer an Advanced Regents Diploma.

· Please note that it is likely that the Key Design Elements document will be the subject of discussion with the Institute, and the Institute may request revisions during the renewal application process or before charter execution.

· Curriculum Framework Template:  If a school is adding a grade or grades, it must submit a curriculum framework template that demonstrates that the curriculum for those added grades is in alignment with the learning standards for New York State as measured by the New York State performance standards.  For more detailed guidance on how to format the curriculum framework, as well as what level of detail is required, please see Appendix B of the New Charter School Application Kit (6th Edition), available online at:  www.newyorkcharters.org/openAppKit.htm.  In addition, if the school’s proposed enrollment includes any secondary grade (grades 9-12), please list the specific course sequences that the school will offer.  These course sequences must meet the credit requirements set by the Commissioner of the New York State Education Department.

· Staffing Plan: The staffing plan should include at the very least a detailed organization chart outlining key educational staff positions for each year of the proposed charter.  In addition, an annotated organization chart should be included, allowing the Institute to understand with precision who will carry out the key educational (and supporting administrative functions) during the next charter period.  Both the chart and the annotations should be detailed and comprehensive in scope, especially for those schools planning to add additional grades beyond what was granted in the original charter. Thus, for instance, if a school is adding secondary grades, the chart and annotations should make clear who is responsible for teaching which courses, how many guidance/ 
college-prep counselors there will be, etc.  The format of the chart and annotations are left to the school to determine.  Please note that the staffing plan should match the personnel figures in the submitted budget (discussed below).
· Accountability Plan: Schools must also develop a prospective accountability plan for the proposed charter period.  Note that the plan must be consistent with the most current edition of the Guidelines for the Creation of an Accountability Plan, available online at www.newyorkcharters.org/schoolsAccountability.htm.  Plans that are inconsistent with these Guidelines will need to be amended before the Institute can make a positive renewal recommendation.


· By-laws: The school must attach as a Renewal Charter Exhibit a copy of the by-laws that will govern the school during the proposed charter period.  If these by-laws are the same as those currently in effect, than the school simply need append them.  If they are proposed to be different than the school’s current by-laws, please provide evidence that the school board has voted to adopt the by-laws upon commencement of the next charter period pursuant to the requirements of the current by-laws for amending such by-laws.  For example, if the current by-laws require a supermajority or other condition for amendment such as concurrence of a corporate member, the school should include proof of same by a properly approved school board resolution or other proof.  Such bylaws should appropriately reflect any changes in organizational structure.  Note that school by-law changes are not effective until final approval and issuance of the renewal charter. 

· School Board Organizational Chart:  This organizational chart should reflect what will be the structure of the board during the proposed renewal term.  The form used to describe the current make-up of the board can be used again here (Please see Appendix A). Please note that all schools must submit this form as a Renewal Charter Exhibit whether there are changes in the board’s organizational structure or not.  Where changes are proposed, those changes should be reflected in the school’s proposed revised by-laws and should be consistent therewith.  

· Code of Ethics:  The school’s Code of Ethics should be included as a Renewal Charter Exhibit whether or not the Code of Ethics is proposed to be amended during the next charter period. To the extent that the code-of-ethics for the next charter period differs from that now in effect, please provide evidence that the school board has ratified the use of the code of ethics during the next charter period.


· Educational Service Provider Contract: If a school plans to contract with an educational service provider (ESP) or charter management organization (CMO) at any time during the next charter period, please include the fully negotiated (but not executed) management contract for the Institute’s review and approval, together with evidence that the school board of trustees has approved its execution subject to the State University Trustees’ approval.  If the contract has yet to be negotiated, please provide an explanation in the narrative portion of the school’s response along with a timetable for that process to be completed.  Such timetable should in all instances allow sufficient time for the Institute to review the completed contract prior to the time that the Institute must make its recommendation on the renewal application.  Please note that it is the Institute’s belief that a school that is organizationally effective and viable should have fully completed negotiations on this important document by the time its renewal application is due.

· A five-year budget projection (see Appendix B, Part II) supporting the fiscal plan must be submitted by all schools, unless the school is seeking a Short-Term Renewal where a three year budget project should be submitted. 
The Narrative Response

· The narrative response to Question 4a should provide an overview of the Renewal Charter Exhibits that the school is submitting, indicating, among other things, any key changes from these aspects of the school’s operations between the current charter period and the proposed, next charter period, as well as the reasons for those changes.  For instance, if the school’s mission statement for the next charter period materially differs from its present mission statement, the narrative portion of the response should indicate why this change is proposed. So, too, if the school calendar or daily schedule differs, these changes should be explained and the underlying reasons explored.

· If the school proposes to change its enrollment structure (either by growing in size with the same grades or adding grades), the school, the narrative portion of its response should address the reasons for that growth and demonstrate that the growth pattern is reasonable, feasible and achievable.  Especially when a school is seeking to materially increase its size, it must be able to demonstrate that there is demand sufficient to meet its projected enrollment.  Such evidence can take many forms.  The most persuasive evidence in this regard is, of course, high persistence rates and long waiting lists.  The school may also wish to discuss the choices presently available to parents in the area in which the school is located.  In the absence of evidence of high persistence rates and waiting lists (or other similar evidence of demand), the school may find it necessary to submit petitions from parents of students who are age-eligible to attend the grades that will be expanded, etc.  
· Conversely, if the school does not propose to increase enrollment, or it proposes to shrink enrollment and it has had a history of being unable to attract sufficient numbers of students to meet its original enrollment figures, the school should explain why its enrollment structure is reasonable, feasible and achievable. 
· Where a school is seeking to add new grades, the reasonableness and feasibility of the school’s calendar and schedule should be discussed as well.  If seeking to add a middle school, for instance, the school should discuss at length why it has chosen the school year/day schedules that it has proposed.  What models did the school base these decisions on?  What due diligence has it conducted?
· For schools that are seeking a separate level of grades in the new charter period, the narrative response will need to be quite specific and comprehensive. For example, a school that is seeking to add a middle school (after having successfully run an elementary school) will need to discuss in detail its proposed Staffing Plan (including how it will 
find certified, subject-matter competent teachers), the assessment program it will utilize, the remedial program it will institute, the professional development it will provide, how
 it will deal with school culture given the particular challenges of young adolescents,
 the curricular programs it will offer, the guidance it will provide for high-school admission, etc.  
· Of course, if no significant changes are planned for the next charter period, the school’s narrative response should so indicate.
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4b.  
Please describe the school’s proposed educational program 
for the term of the next charter.
Please note the following in responding to No. 4b.:

· In responding, please frame the answer in light of State University Renewal 
Benchmark 4B.
Narrative Response:

As indicated in the general guidance to Question No. 4., the content of the school’s responses will vary greatly according to whether the school intends to change its programs, personnel and structures and/or add grades—or whether it intends to generally keep in place its present programs. 
· For those schools that are essentially making no material changes to their program (including adding no new grades), their narrative response should so indicate and include plans for sustaining and (where possible) improving upon the student outcomes the school has compiled during the last charter period, including any adjustments or additions to the school’s educational program.    

· For those schools that are seeking to add grades, a complete description of how the school will meet its Accountability Plan goals and the Qualitative Education Benchmarks (State University Renewal Benchmarks 1B-1H) should be provided.  

· For those schools that are seeking significant changes in one or more aspects of their educational program, the narrative response should detail each of these changes, not only stating what it is that the school is planning to change, but the how and the why as well.  Only in this way can the Institute judge whether the plans are truly reasonable, feasible and achievable. It is likely that in explaining why it is seeking a change in the next charter period, the school’s experiences in the present charter period will inform its response.  So, too, it is highly likely that the narrative response will heavily cross-reference the relevant Charter Renewal Exhibits, including, perhaps, those that are not directly related to the educational program.  For example, if the school is making significant staffing changes, the narrative response is likely to reference not only the Staffing Plan, but also the budgets that the school is providing as part of its response to Question 4d.  This is not only appropriate but encouraged.

· As the particular group of changes that a school might be seeking come in almost an infinite number of permutations, it is impossible to provide comprehensive guidance as to the precise content of a school’s narrative response.  If a school has particular questions in this regard, it should contact the Institute.  

4c.
Please describe the school’s governance structure 
for the term of the next charter.
Please note the following in responding to No. 4c.:

· In responding, please frame the answer in light of State University Renewal
Benchmark 4C.
Requested Exhibits:
· Change in Management Structure: If a school is moving from self-management to management by a CMO or ESP, or vice-versa, or if the school is changing from one CMO or ESP to another (or from a CMO to an ESP or vice-versa, etc.), the school
must supply the following as part of this Requested Exhibit:
· A table showing the primary management functions of the school, how each function was previously handled (and by whom), and how each function will be handled going forward.  For example, if the school was self-managed and had a business manager
who handled the day-to-day bookkeeping functions, the chart should so indicate as well as indicate whether such function will continue to be handled by a school employee or handled by the CMO or ESP.  The Institute has samples of such charts on file and will provide them to a school upon request.
· If a school is moving to management by a CMO or ESP (or changing management by a CMO or ESP), it must also provide background information on the CMO or ESP including:

· Student achievement data for each school that the CMO/ESP has managed for the last three years.  Such data should be comprehensive and sufficient to allow the Institute to determine the CMO/ESP’s success in raising student achievement with a student population that the school currently serves in the grades that it will serve.  
· A list of all schools managed by the CMO or ESP over the last three years together with a list of any contracts that were not renewed or terminated (and the reasons therefore), as well as the record at each such school in regard to charter renewal and/or revocation.
· A litigation list detailing all lawsuits in which the CMO or ESP has been involved during the last five years with a brief description of the litigation and its status or outcome.
· An organization chart for the CMO or ESP as well as a staffing roster and other pertinent information that will allow the Institute to determine if the CMO or ESP has the capacity to provide the services it has promised to provide.
· Financial statements of the CMO or ESP for the last three years and a current budget.  ESPs that are privately held may seek arrangements to provide such information in a manner that will protect the company’s confidential commercial information. 

Narrative Response:

· For schools that are not making any material changes to governance structure, the narrative response should be limited to providing that information.  The only additional information that the school should provide (similar to its response to Question 4b) is to discuss what plans, if any, the school has to ensure the sustainability of its success, e.g., creating a recruitment committee on the school’s board of trustees; providing a transition and training plan for the school’s founding board members, etc.  

· For schools that are making material changes to their governance structure, the narrative response should focus on those changes.  The narrative response, while certainly cataloguing what will change, should focus on the reasons behind the changes, 


referencing where necessary any appropriate events and outcomes from the present 
charter period that are presumably driving these proposed changes.  It should also indicate with clarity how and why those governance changes will allow for the kind of oversight that will result in satisfactory student achievement results.

· Some schools filed their initial charter application “in conjunction with” an existing 501(c)(3) or other organization, yet that entity was not managing the school.  Rather, and most often, it was assisting the school in other ways.  Where a school did in fact partner with such an organization, it should discuss the status of the relationship, including whether it will continue in the next charter period and, if so, under what terms and parameters.  Likewise, the school should mention if the relationship is dissolving or will be dissolved. It is important for the school to note that this type of partnership is not equivalent to a partnership with an ESP/CMO.  As such, the information required with regard to ESP/CMO partnerships as set forth above is not required to be provided here.  
· Consistent with the school’s other narrative responses, where a school is making a leap from, for example, an elementary school to a middle school, the narrative response should discuss the governance challenges inherent in that transition.

If the school is moving from self-management to management by an Educational

Service Provider, or vice versa, or if the school is changing its current ESP or CMO,

the following should be submitted as requested exhibits in binder no. 2-exhibits:
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4d.   Please describe the school’s fiscal and facilities 
issues for the term of the next charter.
Please note the following in responding to No. 4d.:
· In responding, please frame the answer in light of State University Renewal 
Benchmark 4D. 
Narrative Response:
· Describe the school’s fiscal plan for the term of the next charter.  The narrative response to this section can be brief, but should specifically identify future enrollment, staffing and facility plans and assumptions, and discuss how those plans are financially reasonable and feasible. Please ensure that the budget covers the entire period of the next charter and includes a description of all revenue and expenditure assumptions. 
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Application for Subsequent Renewal


Application for Subsequent Renewal
APPENDICES


APPENDIX A:

SCHOOL BOARD OF TRUSTEES 

ORGANIZATIONAL CHART

Name of Charter School:       
Form Completed By:       
Date Form Completed:       
	Name of Trustee


	Preferred method of contact (indicate Home or Work) Address, Telephone and Fax Numbers, and E-mail 
	Date Term Expires
	Position Held

(Chair, Secretary, etc.)
	Voting or Non-Voting or other restrictions (if any)
	Committee Assignment(s) (if any)

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


APPENDIX B:

PART I of II:

REQUIRED FORMAT FOR DETAILED 

FINANCIAL STATEMENTS 

Notes on Preparing the Financial Statements
Detailed Financial Statement: 
The following template for the detailed financial statement is in the form prescribed by the Board of Regents as required by Education Law §2851 (4) b. The statement must present, in reasonable detail, the nature of expenses incurred in each category of program and supporting services reported.  The attached template shows the typical level of detail expected.  Schools are encouraged to add additional categories if it will enhance the readers’ understanding of the statement.  Likewise, classifications not used or not material to the schools presentation may be eliminated.  If not otherwise presented, schools employing management companies should obtain and provide in note disclosure a breakdown of contracted service fees in a similar format to the attached statement.

Summary of Total Expenses: 
The school should also prepare a summary of total expenses covering the term of the charter about to expire, in the attached suggested format.
REQUIRED FORMAT FOR DETAILED FINANCIAL STATEMENTS
(Please complete as a Microsoft Excel® worksheet)
	
	School Name:______________________
	

	
	Summary of Detailed Financial Statements
	

	
	Total Expenses for the Years Ended June 30
	Total Expenses

	Functional Expenses
	20xx
	 
	20xx
	20xx
	20xx
	

	Personnel Services
	
	
	
	
	
	                  -   

	Employee Benefits and Payroll Taxes
	
	
	
	
	
	                  -   

	Accounting/Auditing Fees
	
	
	
	
	
	                  -   

	Board Expenses
	
	
	
	
	
	                  -   

	Consultants (specify)
	
	
	
	
	
	                  -   

	Contracted Services - Management Co.
	
	
	
	
	
	                  -   

	Contracted Services - (specify)
	
	
	
	
	
	                  -   

	Depreciation and Amortization
	
	
	
	
	
	                  -   

	Field Trips
	
	
	
	
	
	                  -   

	Food Service
	
	
	
	
	
	                  -   

	Insurance
	
	
	
	
	
	                  -   

	Interest
	
	
	
	
	
	                  -   

	Janitorial
	
	
	
	
	
	                  -   

	Lease – Equipment
	
	
	
	
	
	                  -   

	Lease – Facility
	
	
	
	
	
	                  -   

	Legal
	
	
	
	
	
	                  -   

	Maintenance & Repairs
	
	
	
	
	
	                  -   

	Office Expense
	
	
	
	
	
	                  -   

	Postage/Printing/Copying
	
	
	
	
	
	                  -   

	Security
	
	
	
	
	
	                  -   

	Staff Development 
	
	
	
	
	
	                  -   

	Staff Recruitment
	
	
	
	
	
	                  -   

	Student Recruitment and Marketing
	
	
	
	
	
	                  -   

	Student Testing
	
	
	
	
	
	                  -   

	Supplies & Materials
	
	
	
	
	
	                  -   

	Telephone & Communications
	
	
	
	
	
	                  -   

	Textbooks
	
	
	
	
	
	                  -   

	Transportation (Student)
	
	
	
	
	
	                  -   

	Travel
	
	
	
	
	
	                  -   

	Utilities
	 
	 
	 
	 
	 
	                  -   

	Total Expenses
	 $             -   
	 
	 $             -   
	 $             -   
	 $             -   
	 $              -   


	
	School Name:______________________
	
	

	
	Detailed financial statement for the year ended June 30, _____
	

	
	Program Services
	Supporting Services
	Total Expenses

	
	Regular
	Special
	 
	Other
	Fundraising and Special Events
	Management
	

	Functional Expenses
	Education
	Education
	 
	Education
	
	& General
	

	Personnel Services
	
	
	
	
	
	
	                 -   

	Employee Benefits and Payroll Taxes
	
	
	
	
	
	
	                 -   

	Accounting/Auditing Fees
	
	
	
	
	
	
	                 -   

	Board Expenses
	
	
	
	
	
	
	                 -   

	Consultants (specify)
	
	
	
	
	
	
	                 -   

	Contracted Services - Management Co.
	
	
	
	
	
	
	                 -   

	Contracted Services - (specify)
	
	
	
	
	
	
	                 -   

	Depreciation and Amortization
	
	
	
	
	
	
	                 -   

	Field Trips
	
	
	
	
	
	
	                 -   

	Food Service
	
	
	
	
	
	
	                 -   

	Insurance
	
	
	
	
	
	
	                 -   

	Interest
	
	
	
	
	
	
	                 -   

	Janitorial
	
	
	
	
	
	
	                 -   

	Lease – Equipment
	
	
	
	
	
	
	                 -   

	Lease – Facility
	
	
	
	
	
	
	                 -   

	Legal
	
	
	
	
	
	
	                 -   

	Maintenance & Repairs
	
	
	
	
	
	
	                 -   

	Office Expense
	
	
	
	
	
	
	                 -   

	Postage/Printing/Copying
	
	
	
	
	
	
	                 -   

	Security
	
	
	
	
	
	
	                 -   

	Staff Development 
	
	
	
	
	
	
	                 -   

	Staff Recruitment
	
	
	
	
	
	
	                 -   

	Student Recruitment and Marketing
	
	
	
	
	
	
	                 -   

	Student Testing
	
	
	
	
	
	
	                 -   

	Supplies & Materials
	
	
	
	
	
	
	                 -   

	Telephone & Communications
	
	
	
	
	
	
	                 -   

	Textbooks
	
	
	
	
	
	
	                 -   

	Transportation (Student)
	
	
	
	
	
	
	                 -   

	Travel
	
	
	
	
	
	
	                 -   

	Utilities
	 
	 
	 
	 
	 
	 
	                 -   

	Total Expenses
	 $              -   
	 $              -   
	 
	 $             -   
	 $                 -   
	 $                -   
	 $             -   


APPENDIX B
PART II of II:

SUGGESTED BUDGET FORMAT


Notes on Preparing the Projected Budget

Budget Projection: 

The following template shows the suggested format for the school's five-year budget.  
The budget should be the cornerstone of the school's fiscal plan for the proposed new charter period. Ideally, the school will closely align the functional expenses shown in its budget projection with the detailed financial statements from the previous charter period.  

A description of any assumptions made for changes in revenues and expenses should be provided.
SUGGESTED BUDGET FORMAT
(Please complete as a Microsoft Excel® worksheet)
	
	Renewal Year

	
	20XX
	20XX
	20XX
	20XX
	20XX

	Enrollment (projected)
	
	
	
	
	

	Actual Student Enrollment
	
	
	
	
	

	Total Paid Student Enrollment
	
	
	
	
	

	
	
	
	
	
	

	Revenues
	
	
	
	
	

	Per Pupil Aid
	
	
	
	
	

	Title Funding
	
	
	
	
	

	IDEA
	
	
	
	
	

	State Excess Cost (Special Ed)
	
	
	
	
	

	School Nutrition Program
	
	
	
	
	

	Grants (specify)
	
	
	
	
	

	Contributions
	
	
	
	
	

	In-Kind Contributions
	
	
	
	
	

	Investment Income
	
	
	
	
	

	Other Revenue (specify)
	 
	 
	 
	 
	 

	        Total Revenues
	            - 
	            - 
	            - 
	            - 
	            - 

	
	
	
	
	
	

	Expenditures
	
	
	
	
	

	
	
	
	
	
	

	Administrative Staff Personnel Costs
	
	
	
	
	

	Principal 
	
	
	
	
	

	Business Manager
	
	
	
	
	

	Administrative Staff 
	
	
	
	
	

	
	
	
	
	
	

	Instructional Personnel Costs
	
	
	
	
	

	Teachers Salaries
	
	
	
	
	

	Special Ed Teachers
	
	
	
	
	

	Substitute Teachers
	
	
	
	
	

	Teaching Assistants
	
	
	
	
	

	Specialty Teachers
	
	
	
	
	

	Aides
	
	
	
	
	

	
	
	
	
	
	

	Non-Instructional Personnel Costs
	
	
	
	
	

	Nurse
	
	
	
	
	

	Librarian
	
	
	
	
	

	Custodian
	
	
	
	
	

	Security
	 
	 
	 
	 
	 

	
	
	
	
	
	

	Subtotal Personnel Services Costs
	            - 
	            - 
	            - 
	            - 
	            - 

	
	
	
	
	
	

	Payroll Taxes and Benefits
	
	
	
	
	

	Payroll Taxes
	
	
	
	
	

	Employee Benefits (specify)
	 
	 
	 
	 
	 

	
	
	
	
	
	

	Subtotal Payroll Taxes and Benefits
	            - 
	            - 
	            - 
	            - 
	            - 

	
	
	
	
	
	

	Total Personnel Costs
	            - 
	            - 
	            - 
	            - 
	            - 

	Contracted Services
	
	
	
	
	

	Accounting/Auditing Services
	
	
	
	
	

	Consultants (specify type)
	
	
	
	
	

	Food Service
	
	
	
	
	

	Legal
	
	
	
	
	

	Management Fee
	
	
	
	
	

	Nurse Services
	
	
	
	
	

	Other (specify)
	
	
	
	
	

	Payroll Services
	
	
	
	
	

	Special Ed Services
	
	
	
	
	

	Specialty Services
	
	
	
	
	

	Title 1 Services
	 
	 
	 
	 
	 

	Total Contracted Services
	            - 
	            - 
	            - 
	            - 
	            - 

	School Operations
	
	
	
	
	

	Board Expenses
	
	
	
	
	

	Classroom Supplies & Materials
	
	
	
	
	

	Special Ed materials/supplies
	
	
	
	
	

	Textbooks
	
	
	
	
	

	Food Service Supplies
	
	
	
	
	

	Telephone & Communications
	
	
	
	
	

	Minor equipment
	
	
	
	
	

	Postage/Printing/Copying
	
	
	
	
	

	Student Testing
	
	
	
	
	

	Field Trips
	
	
	
	
	

	Office Expense
	
	
	
	
	

	Staff Development
	
	
	
	
	

	Staff Recruitment
	
	
	
	
	

	Student Recruitment/Marketing
	
	
	
	
	

	Transportation (student)
	
	
	
	
	

	Travel
	 
	 
	 
	 
	 

	Total School Operations Costs
	            - 
	            - 
	            - 
	            - 
	            - 

	Facility Operation & Maintenance
	
	
	
	
	

	Insurance
	
	
	
	
	

	Janitorial
	
	
	
	
	

	Lease – Equipment
	
	
	
	
	

	Lease – Facility
	
	
	
	
	

	Maintenance & Repairs
	
	
	
	
	

	Security
	
	
	
	
	

	Utilities
	 
	 
	 
	 
	 

	Total Facility Operation & Maint.
	            - 
	            - 
	            - 
	            - 
	            - 

	
	
	
	
	
	

	Depreciation & Amortization
	 
	 
	 
	 
	 

	
	
	
	
	
	

	       TOTAL EXPENSES
	            - 
	            - 
	            - 
	            - 
	            - 

	
	
	
	
	
	

	        Net Surplus (Deficit)
	            - 
	            - 
	            - 
	            - 
	            - 

	
	
	
	
	
	

	CASH FLOW ADJUSTMENTS
	
	
	
	
	

	Operating Activities
	
	
	
	
	

	Example - add back depreciation
	
	
	
	
	

	Investing Activities
	
	
	
	
	

	Example -  subtract capital expenses
	
	
	
	
	

	Financing Activities
	
	
	
	
	

	Example - add proceeds from a loan
	
	
	
	
	

	
	
	
	
	
	

	Total Cash Flow Adjustments
	            - 
	            - 
	            - 
	            - 
	            - 

	
	
	
	
	
	

	        Net Surplus (Deficit)
	            - 
	            - 
	            - 
	            - 
	            - 

	Beginning Cash Balance
	 
	 
	 
	 
	 

	
	
	
	
	
	

	Ending Cash Balance
	            - 
	            - 
	            - 
	            - 
	            - 


APPENDIX C:

KEY DESIGN ELEMENTS FOR NEXT CHARTER PERIOD 
(Abbreviated Sample Model)

The Passion for Excellence Charter School is located in the Woodlawn section of Lake Wobegone, New York and primarily serves students in Kindergarten through 8th grade who live in the surrounding community and are at risk of academic failure.  We are committed to preparing our students to succeed in a college preparatory high school program.  We will take any and all steps to see that students are prepared to do so.  We will also expend resources in order to place students at quality high schools only, both public and independent.

As is set forth in the school’s mission statement, the school believes that all students must meet the State standards; however, the school also understands that many students will enter its door two or more years behind grade level.  Accordingly, the school is committed to bringing students to grade level by incorporating a variety of elements into its program, such as the following:  

· An intensive, longer school day and school year that results in no less than 20% more time on task than district schools;
· A Saturday Academy and staff who, if necessary, work with students in small groups as well as one-on-one; 

· For younger grades, at least, two teachers in the classroom at all times;
· Infusing the arts throughout the curriculum; and 
· Emphasizing basic literacy and numeracy, and devoting, at least, 50% of the academic time to those subjects.   

In the early grades the school will use a balanced literacy approach.  At the present time, the school is using Scott-Foresman literacy materials and the Saxon Math series.  The school has ensured that its implemented curriculum, in fact, aligns with its approved curriculum (in its charter) and will enable students to meet, or exceed, state performance standards.  The Passion for Excellence Charter School uses approaches that are consistent with the selected curricular materials and that reflect the attributes of those programs.  
The school believes in a strong culture of respect for learning.  While we may from time-to-time change the precise nature of our discipline policy, we will at all times enforce rules that ensure no tolerance for classroom disruption.

The school strongly encourages parents to enter into a contract with the school each year.  It also encourages parental involvement through a parent teacher association and the placement of two parents on the school board.

While we understand that we can ask the district to provide special education services that we cannot provide, we commit to providing the bulk of special education and related services to our students at our school facility.

The school believes that over time it must build equity.  Therefore, the school will budget to create a surplus by each year’s end equal to 3% of its total budget.
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The Executive Summary should be submitted as 


Attachment C in Binder No. 1-Attachments.











The narrative response to Question No. 1 should be submitted �as Attachment D in Binder No. 1-Attachments.





Any additional student assessment and performance data should be �submitted as Requested Exhibit No. 1 in Binder No. 2-Exhibits. 








The narrative response to Question No. 2a. should be submitted �as Attachment E in Binder No. 1-Attachments.














The narrative response to question 2b. should be submitted �as Attachment F in Binder No. 1-Attachments.











The narrative response to Question 2b. should be submitted �as Attachment G in Binder No. 1-Attachments.








The current School Board of Trustees Organizational Chart �should be submitted as Requested Exhibit No. 3 in Binder No. 2-Exhibits.








The narrative response to Question 2d. should be submitted �as Attachment H in Binder No. 1-Attachments.








Should the school currently have substantial areas of non-compliance, a detailed improvement plan and timetable should be submitted as �Requested Exhibit No. 4 in Binder No. 2-Exhibits. 











The narrative response to Question No. 3. should be submitted �as Attachment I in Binder No. 1-Attachments.








A financial statement for expenditures over the term of the current charter �should be submitted as Requested Exhibit No. 5 in Binder No. 2-Exhibits.








The narrative response to Question No. 4a. should be submitted �as Attachment J in Binder No. 1-Attachments.








The school mission statement for the proposed charter period should �be submitted as Renewal Charter Exhibit No. 6 in Binder No. 2-Exhibits.














The school’s calendar and schedule should be submitted as �Renewal Charter Exhibit No. 8 in Binder No. 2-Exhibits.





The proposed Key Design Elements should be submitted �as Renewal Charter Exhibit No. 9 in Binder No. 2-Exhibits.











The Curriculum Framework Template should be submitted �as Renewal Charter Exhibit No. 10 in Binder No. 2-Exhibits.














The Staffing Plan should be submitted �as Renewal Charter Exhibit 11 in Binder No 2-Exhibits.








The proposed Accountability Plan should be submitted �as Renewal Charter Exhibit No. 12 in Binder No. 2-Exhibits.











A copy of the school by-laws should be submitted as Renewal Charter Exhibit 13 in �Binder No. 2-Exhibits. Note: when ratified, proof of approval should be submitted.











The proposed School Board Organizational Chart should be �submitted as Renewal Charter Exhibit 14 in Binder No. 2-Exhibits.











A copy of the school’s Code of Ethics should be submitted as Renewal Charter Exhibit 15 in Binder No. 2-Exhibits. Note: when ratified, proof of approval should be submitted.











A copy of any negotiated (but not executed) contract with an educational service provider should be submitted as Renewal Charter Exhibit 16 in Binder No. 2-Exhibits.











The five-year budget projection should be submitted �as Renewal Charter Exhibit No. 17 in Binder No. 2-Exhibits.


























The narrative response to No. 4b. should be submitted �as Attachment K in Binder No. 1-Attachments.




















The narrative response to Question No. 4c. should be submitted �as Attachment L in Binder No. 1-Attachments.


























The narrative response to No. 4d. should be submitted �as Attachment M in Binder No. 1-Attachments.














Student achievement data for each school that the CMO/ESP has managed �for the last three years should be submitted as Requested Exhibit 18.











A list of all schools managed by the CMO or ESP over the last three years together �with a list of any contracts that were not renewed or terminated as well as the �record at each such school in regard to charter renewal and/or revocation �should be submitted as Requested Exhibit 19.











A litigation list detailing lawsuits in which the CMO or ESP has been �involved during the last five years should be submitted as Requested Exhibit 20.














An organization chart for the CMO or ESP as well as a staffing roster �should be submitted as Requested Exhibit 21.











Financial statements for the CMO or ESP for the last three years as well as a �current budget should be submitted as Requested Exhibit 22.

















The enrollment structure chart should be submitted as �Renewal Charter Exhibit No. 7 in Binder No. 2-Exhibits.





Note: If submitting voluminous material to support the proposed enrollment structure, e.g., prospective parent petitions, submit such as an Additional Exhibit in Binder No. 2-Exhibits.











Any student/parent survey data should be submitted � as Requested Exhibit No. 2 in Binder No. 2-Exhibits.











� The State University Renewal Benchmarks are available on the Charter Schools Institute’s website at: � HYPERLINK "www.newyorkcharters.org/schoolsRenewOverview.htm" ��www.newyorkcharters.org/schoolsRenewOverview.htm�.  �


� The State University Renewal Practices are available on the Charter Schools Institute’s website at: � HYPERLINK "http://www.newyorkcharters.org/schoolsRenewOverview.htm" �www.newyorkcharters.org/schoolsRenewOverview.htm�.  





� Regardless of the type of renewal a school is seeking (except Short-Term Planning Year Renewal but including subsequent Early Renewal), the process outlined in this chart is applicable. However, those schools applying for Early Renewal should submit their applications anytime after October 1st of their fourth year of operation.  As a result, the above timeline would need to be adjusted accordingly.  Moreover, a final recommendation may be delayed in anticipation of the release of assessment data from the State Education Department.











� Applications for Renewal must be submitted in hard-copy and electronically; instructions for submitting the application electronically immediately follow these instructions for submitting the application by hard-copy.


� The Microsoft Excel® format allows the Institute to check computations and conduct its review electronically.






