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The Institute checks the completion of the following items during the Pre-Opening Visit, typically conducted within 10 business days of the school’s first day of instruction. Institute staff members contact the school’s compliance manager via email to schedule the visit several weeks in advance. A full explanation of each item/deliverable is included following the checklist below.
NOTE: Should circumstances related to the COVID-19 pandemic necessitate opening the school in a virtual setting or preclude Institute staff members from visiting the school, the Institute will share additional information regarding the submission of necessary materials virtually.

	ITEM/DELIVERABLE
	School Checklist: Date
Complete

	FACILITY & FIXTURES

	Exterior Signage
	

	Religious Symbols
	

	Adequate Space
	

	Accessibility
	

	Kitchen/Cafeteria
	

	Nurse’s Office
	

	SAFETY

	Security
	

	Exit Signage and Evacuation Maps
	

	Fire Safety Equipment
	

	Hazardous Areas
	

	Automated External Defibrillator (AED)
	

	Window Guards (if applicable based on age of students)
	

	POSTINGS AND POLICIES

	State and Federal Employment Laws
	

	Complaint Policy
	

	FERPA
	

	FOIL
	

	Child Abuse or Neglect Reporting Information (English & Spanish)
	

	Flu Educational Posting
	

	STUDENT RECORDS

	Locked Student Records
	

	FERPA Record List
	

	FERPA Staff Access List
	

	FERPA Access Log
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· Exterior Signage
Exterior signage identifying the charter school by name and signage of the address are in place. The address is visible from the street to be discernible by emergency responders.
· Religious Symbols
The space must be free from all religious symbols, signs, or representations. The school should bring to the Institute’s attention a review of any items that are architectural and cannot be covered or removed.
· Adequate Space
The available space, including classrooms, restrooms, and special purpose rooms, meets the program's requirements and the number of students enrolled.
· Accessibility
Space is accessible to all students (including students with disabilities), clean, and well-lit. If the building is not required to be accessible to persons with disabilities in accordance with the latest law and regulations (Americans with Disabilities Act, amendments, and applicable regulations (42 U.S.C.
§ 1201 et seq. and 28 C.F.R. Parts 35 and 36)), provide procedures for reasonable accommodation.
· Kitchen/Cafeteria
If the school will serve food, the school has both food/beverage coolers and heaters in the kitchen/cafeteria area, or all equipment necessary to prepare and serve food in accordance with applicable law and regulations including documentation of such approval.
· School Nurse
The school has adequately secure facilities for the school nurse including:
· A locked office;
· A locked refrigerator;
· Locked student health files;
· Locked medications including self-directed medications (unless a doctor has given permission to have the medication carried by student or staff (e.g., Epipen or inhaler)); and,
· Provisions for the disposal of sharps.

SAFETY
· Security
The space is safe and secure; entrance and congestion from the school’s space is adequately
controlled.
· Exit Signage and Evacuation
Appropriate exit signage and/or fire evacuation maps are in place in each room occupied or utilized by the school where students may be present.
· Fire Safety Equipment
Fire extinguishers are present on all floors occupied by the school and have been inspected by duly qualified personnel within the past calendar year, or as required by applicable law. Sprinklers, smoke
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· Hazardous Areas
Hazardous areas are off limits to students including:
· All electrical rooms, mechanical rooms, breaker or fuse boxes, janitorial closets with cleaners/chemicals, or other hazardous areas off limits to students are locked except when access is required by authorized personnel;
· If science/cooking instruction rooms will use gas or chemicals, a gas shut off valve is present and operational, chemicals are in locked storage, and eye/body wash stations are operational, as applicable; and,
· Roof and under stairs access is locked.
· Automated External Defibrillator (“AED”)
The school has the requisite number of automated external defibrillators in place as required by 8 NYCRR § 136.4 to ensure ready and appropriate access, and an appropriate number of staff members are trained in AED operation and use in school and at school sponsored events.
· Window Guards
As appropriate for students under the age of six, window stops or gates are operable, if present.

POSTINGS AND POLICIES
· State and Federal Employment Laws
Required state and federal employment laws are posted in an area that staff can readily access/review them. Posting requirements may be found at: https://dol.ny.gov/posting- requirements-0
· Complaint Policy
A copy of the school’s complaint policy is on file in the main school office and accessible to parents upon demand.
· FERPA
The FERPA policy notice is posted or available in the school’s main office.
· Freedom of Information Law (FOIL)
The school’s FOIL notice is posted 1) in the school office or another location accessible to parents and staff, and 2) posted on the school’s website together with other required information. (See the FOIL guidance at www.newyorkcharters.org/wp-content/uploads/FOIL-Guide.pdf for more information).
The school must also maintain:
· a category list of records held by the school whether or not they can be disclosed under FOIL;
· a list of employees, their workstations, titles, and salaries; and,
· the education corporation’s FOIL regulations.
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The school has posted in the main office in English and Spanish the toll-free telephone number (1- 800-342-3720) operated by OCFS to receive reports of child abuse or neglect and the following website link to access the OCFS website: http://ocfs.ny.gov/main/cps/.

· Flu Educational Posting
Pursuant to Section 613 of the New York State Public Health Law, all schools are required to post flu educational material in plain view throughout the school building. The fliers are available here for schools: https://www.health.ny.gov/diseases/communicable/influenza/seasonal/child_care_and_schools/.

STUDENT RECORDS
· Locked Student Records
All student records (academic, Individualized Education Programs (“IEPs”), health, etc.) are stored in lockable storage containers or password protected electronic storage systems. Health records are stored separately from student education records.
· FERPA Record List
The school maintains a FERPA list of records typically found in a student file.
· FERPA Staff Access List
The school maintains a list of staff members that have access to student files.
· FERPA Access Log
Each student record file contains a FERPA Access Log indicating who accessed it. (See the FERPA guidance at https://www.newyorkcharters.org/resource-center/school- leaders/compliance/confidentiality-of-student-records/ for more information.
