NEW YORK STATE EDUCATION DEPARTMENT

Office of Public School Choice Programs

Charter School Renewal Protocol

Charter School:__________________________________________________________

Address:________________________________________________________________

________________________________________________________________________

Phone: _________________________________________________________________
District of Location:______________________________________________________

School Leader: __________________________________________________________
BOT President:__________________________________________________________

BOT President E-mail:____________________________________________________

Telephone/Fax:__________________________________________________________

Number Renewal/Requested Renewal Charter Term:__________________________

Date(s) of Renewal Site Visit:_______________________________________________

Renewal Team Members:__________________________________________________

I. Overview of the Renewal Site Visit Process

The New York State Education Department (“SED” or “the Department”) Charter School Renewal Protocol is designed to assess the extent to which a charter school has met the standards for renewal. This process involves having a team of two to four SED staff members in a school for up to two days to collect and analyze data, make first-hand observations in classrooms and conduct interviews with various stakeholders. The renewal site visit team will provide verbal and written findings to the school. 


This Renewal Protocol is guided by four key documents: the school’s current charter, the school’s Annual Reports, the school’s Third-year Comprehensive Monitoring Report and its Renewal Application. Consistent with the requirements of §2851(4) of the Education Law, these three key questions are considered:

1. Can the school demonstrate the ability to operate in an educationally sound manner?

2. Can the school demonstrate the ability to operate in a fiscally sound manner?

3. Can the school demonstrate adequate levels of parent and student satisfaction?


The site visit is but one part of the overall evaluation of a school’s renewal application.  It is meant to validate the information contained in the renewal application and to collect more in-depth information regarding the three key questions above.  The Department uses multiple sources of evidence to understand a school’s performance and to make judgments about any potential renewal of the charter. Evidence collection begins with the receipt of the school renewal application and proposed renewal charter, and continues through the site review and any subsequent data collection and review.  It must be noted that the Department will consider the totality of the evidence provided.  In developing its judgments concerning the three key questions, the Department will base its findings exclusively on the evidence collected throughout the renewal review period. No “scores” or other weighting is applied to any of the evidence.  It must also be noted that it is up to each charter school, and the charter school alone, to make its best case for the renewal of its charter.  While it may appear that two seemingly-similar charter schools will have different renewal recommendations, the Department will make its determinations based upon the unique history and circumstances of each school.  

II. Major Steps in the Site Renewal Visit
Planning and Pre-visit Analysis

The Lead Reviewer will work with the school to organize the schedule for the visit. Documents will be requested for prior and on-site review. 

On-site Review and Feedback

Teams will consist of two to four persons from SED.  The teams will review requested documents, visit classrooms and conduct interviews over a period of one to two days, depending on the size of the team. The team’s primary objectives during the site visit are to validate/explicate the assertions made in the school’s renewal application, and to develop findings regarding the three key renewal questions listed above. 

Informal Verbal Report

While on site, the Lead Reviewer frequently communicates with school leadership to keep the school informed of the team’s progress and to seek the school’s input on that progress. At the end of the visit, the team will verbally report its preliminary key findings to school leadership.  It must be noted that this is a courtesy to the school, and in no way constitutes the team’s or the Department’s final findings and/or recommendations.  No renewal recommendations will be made based solely upon any verbal report made to the school. 

Written Report

After the site visit, the school will receive a written report on the findings within three weeks of the renewal site visit.  The school will have one week to provide evidence of any factual errors in the report.  It is not an opportunity for the school to debate the interpretations made by the team, or any recommendations for renewal.  The report will only be changed to correct factual errors and any interpretations made based upon such faulty data.  However, the report will not be changed merely upon the assertion that facts are in error; the school must provide evidence of such.  Absent any such evidence, the report will not be changed.

III. Specific Steps in the Renewal Site Visit Review
Planning and Pre-visit Analysis

The renewal site visit team and the school will work cooperatively to plan for and conduct the renewal site visit. 

1. The SED Lead Reviewer and the school will determine the visit date(s).

2. The Lead Reviewer provides school leadership with a description of the process via telephone and sends a copy of the Renewal Protocol

3. The school uses the Renewal Site Visit Planning Matrix (Attachment A) to prepare for the visit.

4. Among other preparations, the school sends the master schedule and all pre-visit documents requested to the Lead Reviewer. 

5. The Lead Reviewer creates a draft schedule of interviews and classroom visits and then finalizes the schedule with the school’s input.

6. The team members complete the desktop audit of all previously-requested documents.  A summative analysis of all pertinent data for each of the three key renewal questions is created, including but not limited to longitudinal student achievement data as compared with the school’s district of location (or the district from which more than 50 percent of its students come).

7. Under each of the protocol’s three key questions, the Lead Reviewer develops specific interview questions and identifies key evidence that must be collected on site. The questions and required evidence are school-specific and are based on the Lead Reviewer’s judgment of what must be learned on site.

8. The Lead Reviewer sends the key questions, the daily schedule(s), interview questions and evidence list to the other team member(s).

On-site Review and Feedback

1. The site visit team reviews documents and conducts interviews and classroom visits in accordance with the visit schedule.

2. The Lead Reviewer keeps the school’s leadership informed of the team’s progress throughout the visit, providing updates on the team’s judgments as they develop. This ensures that the school has every opportunity to present evidence to address the team’s questions.

3. The team meets regularly during the visit to share evidence.

4. The team will formulate a consensus judgment to the three key renewal questions. This is based on evidence provided to the team and the Department from interviews, classroom observations and document reviews.

5. At the end of the visit, the team’s preliminary findings are presented verbally to the school’s leadership.  It must be noted that this is a courtesy to the school, and in no way constitutes the team’s or the Department’s final findings and/or recommendations.  No renewal recommendations will be made based solely upon any verbal report made to the school. 

	Preliminary Schedule for Four--Member Team

	Sub-Team 1
	Sub-Team 2

	8:00 – 8:30 AM:
Introductions and School tour

	8:30 – 9:30 AM:

Board of Trustees Interview

	9:30-11:30 AM:
Classroom visitations
	9:30 - 11:30 AM:
Classroom visitations

	11:30 AM - 12:30 PM:
Team lunch, Debrief
	11:30 AM - 12:30 PM:
Team lunch, Debrief

	12:30 - 1:30 PM:
Teacher Interviews
	12:30 - 1:30 PM:
Student Interviews

	1:30 – 2:30 PM:

Parent Interviews
	1:30 – 2:30 PM

School Leadership Interviews

	2:30 - 4:30 PM:
Review and Development of Preliminary findings

	4:30 –5:00 PM:
Oral Report of Preliminary Findings to School


IV. The Written Report

The written report will follow the general format described below, and will address each of the three key questions (and their clarifying questions).   

Can the school demonstrate the ability to operate in an educationally sound manner?

· Has the school met its stated goals for the current charter term? If not, has the school provided an acceptable explanation?  Is there in place a comprehensive and reasonable plan to address identified deficiencies, such that it will be able to meet its goals in the near future?

· Are the goals clear and measurable?

· Is there clear evidence of the academic success of the students?  How do these results compare when disaggregated by general education and special education students, and any at-risk preference definition?  Can the school make the case for the academic success of its student cohort?

· How do the school’s State assessment scores compare with those of the district/community school district of location?  Has the school made Adequate Yearly Progress?  Has it attained the Performance Indices as set by the Commissioner of Education?   Is the school furthest from State standards?  

· What student achievement trends are evident over time?  How do these trends compare with those of the district of location?

· If the school serves high school students, what percent of its grade 9 cohort has graduated?  

· Has the school made good faith efforts to attract and retain a comparable or greater enrollment of students with disabilities and students with limited English proficiency as found in the district of location?

· How does the school use its student performance data to inform instruction?  

· What are the student, staff, administrator, and board member retention rates?  

· Has recordkeeping been comprehensive and accurate?  

· Does the school provide a safe environment?  Is the facility conducive to student learning? Do the school’s VADIR data show any areas of concern?  If so, what has the school done to address these concerns?

· Has the school been faithful to its charter design?  Have all changes to the charter been approved by the board of trustees and the Board of Regents?  

· Has the school been effectively governed?  Has the board of trustees operated in accordance with its by-laws and code of ethics? 

· Have there been any instances of actual or apparent conflicts of interest with board members?  If so, how were they handled?

· Has the board of trustees of the school exercised final authority for policy and operational decisions of the school?  Has the board of trustees provided adequate oversight of the school and the administration while avoiding micro-managing the day-to-day operations? 

· Has the school’s administration provided the leadership necessary for the school to achieve its stated mission?   Has the administration successfully implemented the school’s adopted policies?

· Are all staff highly qualified per NCLB?  For any staff not certified in accordance with the provisions of §2854(3)(a-1), is there evidence that their qualifications comport with one or more of the four alternatives listed?  Do such teachers comprise no more than 30 percent of the teaching staff, or five persons, which ever is less?

· Has the school complied with all charter provisions and all applicable regulations and statutes?  How has the school addressed any findings of non-compliance?  

· If the school’s charter is renewed, what are its plans for the term of the next charter?  Are they reasonable based upon the school’s history and experiences to date?

Can the school demonstrate that it can operate in a fiscally-sound manner?
· Have there been any instances of material weaknesses and/or significant deficiencies in any of the school’s annual fiscal audits?  If so, how did the school address them?

· Has the school demonstrated any budget deficits?  How has the school handled such deficits?

· Are there adequate internal controls for the protection of the school’s assets?

· Does the school have a long-range plan for increasing discretionary revenue?

Can the school demonstrate adequate parent and student support?

· Has the school administered an annual parent satisfaction survey?  If so, what do the results show for the most recent year?  How do these results compare with those from previous years?

· Do the results of any parent survey show that at least 85 percent of the parents rate the school overall as at least a four on a scale of 1-5 (with 1 being the lowest value)? 

· Are there enrollment waiting lists at most or all grades?  What has been the school’s annual re-enrollment rate?

· What has been the school’s student attrition rate each year?  Is the school able to ascertain the main reason(s) why parents choose to remove their students from the school?

· If the school has administered any student perception surveys, do the results show that at least 85 percent of the students rate the school overall as at least a four on a scale of 1-5 (with 1 being the lowest value)? 

ATTACHMENT A

Renewal Site Visit Planning Matrix
	ITEMS TO BE SENT TO THE RENEWAL TEAM BEFORE THE VISIT 

	1. A current staff roster, with FTEs, starting dates, and assignments 
	

	2. Copies of all teacher certification documents
	

	3. Copies of all staff clearances/background checks
	

	4. A master schedule, indicating each teacher’s schedule for each day of the week, including subjects and grade levels taught, as well as room locations for each
	

	5. A copy of the invitations to be sent to parents, to teachers, and to students for the three open parent, teacher, and student meetings
	

	6. A map of the school that includes classroom numbers and corresponding teacher names
	

	7. A copy of the Student Handbook and Parent Handbook
	

	8. Parent and student survey results for the life of the initial charter
	

	9. A list of all student suspensions since July, 2007, with copies of letters sent to parents, and documentation of alternative instruction
	

	10. A summary of all formal complaints made to the Board during the life of the charter and their resolution
	

	11. Board meeting minutes and agendas for the period of July 2007 to date
	

	12. Copies of any financial audits conducted during the charter term and documentation of the resolution of any findings
	

	13. A professional development calendar for the current school year
	

	14. A copy of student admission and retention records
	

	ITEMS PREPARED FOR THE DAY(S) OF THE SITE VISIT

	15. Private meeting space for team secured
	

	16. Lunch provided for the site visit team (Team members will reimburse the school.)
	

	ITEMS PLACED IN THE TEAM MEETING ROOM FOR THE DAY(S) OF THE SITE VISIT

	17. Sample instructional materials (e.g., curriculum guides, textbooks, scope and sequence) from each of the grade levels and subject areas
	

	18. Sample lesson plans
	

	19. Samples of student work (e.g., homework, quizzes, projects) from a variety of grade levels and subject areas
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