Overview
Charter schools are public schools that exercise increased levels of autonomy in exchange for increased levels of accountability. The authorizer initiates the Pre-Opening process following a charter school’s approval and uses the process to provide support and accountability for the new school. The Pre-Opening process ensures that the charter school’s leadership team completes the legal requirements that must be met in order to operate, is aware of the resources available to school leaders to serve students and families effectively, and understands the basic operational tasks that are necessary to open a new school. A comprehensive Pre-Opening process is one component of ensuring academic and operational success in the initial year of a charter school.
Throughout the Pre-Opening process, district personnel should engage charter operators in a series of regular check-ins. The purpose of these check-ins is to provide schools with additional information and answer any questions schools have related to policy, law, and best practices. Authorizers should also provide new charter schools with a primary point of contact who can help the school leadership team navigate the Pre-Opening process effectively. 
Informing the District Pre-Opening Process
This document identifies the foundational requirements for opening a charter school. Local district authorizers should develop their own Pre-Opening process that includes the actions outlined here as well as any other district-specific requirements and resources. Once the Pre-Opening process has been personalized for the authorizer, district personnel should meet regularly with charter school leaders to ensure the successful completion of the process. 
The first section of this document outlines the basic requirements for opening a school. The subsequent section of the document includes a listing of recommended learning experiences for new schools that should be designed and implemented by district personnel. The final section of this document (pages XX-XX) lists a comprehensive set of recommended and required action items divided by topic, and can be distributed to relevant district staff for customization. 


I. Required Tasks for Opening a School
Incoming operators must complete a series of required tasks throughout the Pre-Opening process in order to finalize a contract and to open a school in the subsequent Fall. Districts should establish a timeline for the completion of these required tasks, with schools failing to complete these tasks unable to open their doors for the upcoming school year. An overview of the required tasks is outlined in the table below.  Authorizers should provide additional details and guidance related to completing these tasks to schools via regular check-ins.

	Required Pre-Opening Tasks
	Deadline

	Purchase a building or obtain a signed lease

	TBD*

	Gain clearance to open from federal court if district is under desegregation order
	TBD

	Pass Fire Marshall inspections
	TBD

	Hire school principal and provide contact information to LDOE
	TBD

	Pass DHH inspections and obtain a Permit to Operate
	TBD

	Complete background checks for all staff members through the Louisiana Bureau of Criminal Investigation
	TBD

	Other required tasks as determined by the district authorizer
	TBD


*All deadlines are to be decided by the district authorizer. For reference, the LDOE requires state-authorized charters to purchase a building or obtain a signed lease by 7/1 and complete all other listed action items by 8/10.


II. Recommended Learning Experiences and Other Pre-Opening Resources 
One of the primary purposes of the Pre-Opening process is for districts to educate new schools on the actions necessary for running a successful school within that district, including how to access available resources. In addition to completing the required tasks outlined in this document, districts should provide a series of learning experiences and check-ins with district personnel that explain policy and law requirements in detail and outline the supports provided by the district to its schools. A suggested list of resources and learning experiences is included below.
	Category
	Recommended Pre-Opening Resources
	Intended Audience

	Data and Data Systems
	Overview of data systems requirements, establishment of security coordinator, and review of individual system user guides provided by district personnel

	Pre-Opening contact(s), school leader

	Finance & Federal Programs
	Overview of federal programs responsibilities and application process provided by district personnel

	Finance / Federal Programs contact

	
	Overview of finance requirements and how to access required systems provided by district personnel
	Finance contact

	Policy & School Information
	Sample student and family handbooks

	School leader, pre-opening contact

	
	Sample pupil progression plan to ensure compliance with law and BESE policy

	School leader, SBLC team members

	
	Home language surveys, homeless liaison forms, and other documents for English Language Learners and at-risk students
	Pre-opening contact

	Content & Assessment
	Initial overview of content and assessment resources provided by district personnel
	School leader, chief academic officer

	
	Guidance from District Test Coordinator to ensure that technology purchases align with LEAP and EOC testing requirements
	Technology coordinator, testing coordinator

	Student Opportunities
	Sample district master schedule to inform hiring and selected graduation pathways
	School leader, counselor

	
	Support in establishing dual enrollment partnerships and funding sources
	Counselor

	
	Sample district T9 remediation plans
	School leader, counselor



Sample Pre-Opening Calendar
An overview of resources that should be reviewed throughout the Pre-Opening process can be found in the sample calendar below. This calendar does not indicate every action necessary to open a charter school, but does outline the critical information that the authorizer should communicate to a school either through check-ins or individual meetings with school staff.  District personnel should also review this calendar and add any information or learning experiences for new charter schools that will serve the needs of the school and its students. 
	Month
	Content

	February
	· Authorizer collects board member roster information and shares information about board member financial disclosures, the Louisiana Code of Governmental Ethics, and Open Meetings Law
· Work with school to establish site code and set up school in statewide data systems

	March
	· School begins setting up local SIS
· Authorizer shares sample student handbooks
· School completes and submits vendor registration form

	April
	· School determines School Food Authority for charter school
· Authorizer provides overview of Federal Programs and ongoing support in completing Federal Programs applications
· Authorizer provides example home language surveys and other English Language Learner resources

	May
	· Authorizer provides an overview of Data Systems requirements
· Ongoing support in completing Federal Programs applications

	May
	· School establishes a data systems security coordinator
· Authorizer provides an overview of financial reporting requirements
· Authorizer reviews LBCI Background check requirements
· Ongoing support in completing Federal Programs applications
· Authorizer provides an overview of master schedules and other student opportunities resources

	June
	· Ongoing support in completing Federal Programs applications
· Complete signed charter operating agreement and ESP management contract (if applicable)
· Authorizer provides an overview of AFR requirements with charter financial contact

	July- August
	· School submits staff roster of key positions (CEO, school leader, business manager, SPED coordinator, etc)
· Authorizer collects all staff background check information
· Authorizer collects Louisiana Department of Health Permit to Operate
· Authorizer collects documentation showing approval from local fire marshal
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III. Recommended and Required Action Items 
Authorizers provide the resources listed above in this document to introduce charter schools to their responsibilities related to data systems, finances and federal programs, content and assessment, and student opportunities. In addition to these resources, local school boards should also work with newly-authorized schools to complete the action items listed on all subsequent pages of this document. These action items are either required by law or recommended by the Louisiana Department of Education.

Charter authorizers should update the tables listed below and share these recommended and required actions with the new schools via recurring check-ins. 


[bookmark: _Board_Member_Requirements]Board Members
High-quality charter schools have governing boards that operate in a way that is open, transparent, and responsive to families and the community. Governing boards are responsible for developing and maintaining operational and financial procedures for the organization that comply with law and policy, and for ensuring that the board itself follows applicable policies. 

	Item
	Details
	Contact
	Resources
	Follow-Up 
	Due 

	Updated Board Member Roster
	The local school board should collect the names and contact information and ensure the membership of the charter school’s board (number of members, other requirements, etc.) meets any requirements developed by school board policy.  
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]
	INSERT LINK TO [PARISH]-CREATED BOARD CONTACT LIST. 




	Submit to Charter School Office

	Due prior to the execution of the operating agreement.

	Board member financial disclosure form*
	Charter law requires that board members submit financial disclosure forms annually to the Louisiana Board of Ethics.
	
	Please submit the Tier 3 Personal Financial Disclosure Statement to both the Louisiana Board of Ethics and the Charter School Office. (http://ethics.la.gov/Pub/FinDiscl/F418Af.pdf) 
	Submit all board member financial disclosure statements to the [PARISH] charter school office in addition to the Louisiana Board of Ethics.
	Due annually on May 15th


	Board member ethics* 
	Board members are required to comply with the Louisiana Code of Governmental Ethics. If individual members or boards have questions about potential ethical issues, they should seek a formal opinion from the Louisiana Board of Ethics. 
	
	http://ethics.la.gov/
	N/A
	N/A

	Board meetings calendar*
	Charter boards are subject to the state’s Open Meetings Law which requires boards to submit public notice of the schedule of their regular meetings at the beginning of each calendar year.
	
	Review this one-page overview on open meetings provided by the LDOE.
	Submit calendar to the Charter School Office
	July 15


*Indicates action item is required by law. No asterisk identifies that item is recommended by LDOE.
[bookmark: _GoBack]Reminder: The charter schools office of the [PARISH] School Board should be notified any time the composition of the board changes. Send all updates to [PARISH CONTACT EMAIL]. 

[bookmark: _Title_I,_II,]

Special Education Services 
Charter schools must ensure that special student populations receive the services and supports they need to ensure academic success in accordance with applicable law and policy. High-quality charter schools identify students that may require additional services or accommodations, put into place appropriate programming to ensure that all students can excel academically, and maintain compliance with all federal and state laws related to special education. 

	Item
	Details
	Contact
	Resources
	Follow-Up 
	Due 

	Special Education Evaluation and Compliance*
	Schools should hire Special Education coordinators with the capacity to ensure that Response to Intervention, student evaluations, and IEPs are completed in a timely and compliant manner. These coordinators should be hired and onboarded with enough time to develop effective schoolwide policies and procedures prior to the start of school.

Please contact the [PARISH] Exceptional Children’s Services office to discuss the delivery of special education services for all qualifying students.
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]
	· Louisiana Department of Education SPED Guidebook

· TIERS
	Contact [PARISH CONTACT to discuss school responsibilities for providing SPED services
	Prior to student enrollment

	SPED/FAPE Policy  in Student Handbook*
	Federal law mandates that schools provide a free appropriate public education to all students with disabilities.  The school’s student handbook should outline all components necessary to locate, identify, evaluate, and serve students suspected of being disabled and to provide a free appropriate public education (FAPE) to students with disabilities.
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· LDOE Students with Disabilities ToolkitL
· Section 504 Overview
	Submit to [PARISH CONTACT for dissemination to Legal team for review
	TBD

	Homeless Liaison*
	Schools are required to designate a Homeless Liaison and follow all policies and procedures of the McKinney-Vento Homeless Assistance Act. To learn more about all schools’ responsibilities, contact [PARISH CONTACT].
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· McKinney-Vento Homeless Fact Sheet
· Additional [PARISH]-created homeless student documentation
	Contact [PARISH CONTACT] for information.
	Schedule meeting prior to student enrollment 

	Federal Programs Orientation 
	Title IA and Title II program requirements are complex, and require an orientation with [PARISH] or Louisiana Department of Education staff. This orientation should cover detailed information about required components for both school-wide and targeted assistance programs.
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· [PARISH]-created orientation resource (if applicable)
· [PARISH]- created orientation resource on allowable expenses (if applicable)
· https://www.louisianabelieves.com/funding/grants-management/federal-grants
School Wide Plan
· https://www.louisianabelieves.com/funding/grants-management
	Schedule and attend orientation with [PARISH] or LDOE federal grants contacts.
	July 15


*Indicates action item is required by law. 

[bookmark: _How_to_Manage]Managing Data
All schools in Louisiana are required to meet data submission deadlines in various state reporting systems. High quality charter schools identify competent primary data coordinators for the school who establish the new school in state data systems, attend training sessions offered by the [PARISH] or Department of Education and submit required data in a timely manner.

	Item
	Details
	Contact
	Resources
	Follow-Up 
	Due 

	Complete New School, School information, and School Calendar forms
	New schools are required to submit basic information before the school opens.  These forms will be used to create a site code and set up the school in various statewide data systems.

Please contact [PARISH] to determine if the forms outlined in this row are to be submitted by the school or will be submitted by the district. 
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· New School Form
· School Information Form
· School Calendar Form 
· Security Coordinator Form
	Email completed form to the [PARISH] charter office. [PARISH CONTACT] will then submit the form to the appropriate contact at the LDOE for approval and site code assignment.
	May 1

	Local School Information System Setup Form
	Charter schools are required to use a web-based local Student Information System (SIS) that is capable of uploading data to statewide reporting systems. Traditional schools in [PARISH] use [PARISH SIS PROVIDER].

School data coordinators can connect with [PARISH CONTACT] if they have questions about setting up a local SIS. 
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· N/A
	Email completed form(s) to PARISH CONTACT or Louisiana Department of Education no later than May 1, 2015.  
	May 1



Health & Safety Requirements
Charter schools preparing for their first year of operation must complete a series of organizational action items prior to the first day of school. These action items are critical to ensuring that students and teachers are operating in a safe learning environment. 
	Item
	Details
	Contact
	Resources
	Follow-Up 
	Due 

	Confirmation of Staff Background Checks*
	State law requires a criminal history review for all school employees who might be placed in a position of supervisory or disciplinary authority over school children.  Schools should keep documentation proving background checks for all relevant employees and present them to the [PARISH] school board upon request.
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· Background check overview
· LBCI background check information
	Submit to Charter School Office
	8/10

	Health & Safety Documentation*
	All schools are required to receive permission to operate from the local fire marshal and Louisiana Department of Health. This process can take multiple weeks, so schools are encouraged to schedule visits from these two entities as early as possible. 
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· Office of the State Fire Marshal
· Louisiana Department of Health
	Have forms on file at school office prior to school opening; renew annually
	TBD

	Student Handbook
	Student handbooks should outline the policies and procedures students and parents are expected to follow.  Handbooks should be detailed and specific, and include a comprehensive discipline policy/plan that at the minimum incorporates the state model discipline plan. Student handbooks should also outline the procedures for suspension and expulsion, both from the school and from the bus.
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	BESE Model Master Discipline Plan
	Submit to Charter School Office, post on school website
	TBD

	Emergency Operations Plan*
	Schools are required to develop Emergency Operations Plans to be followed in the event of a natural disaster or school safety event. Schools should partner with the [PARISH] school district, local law enforcement, and other safety agencies to develop these plans.
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	School and Campus Safety Planning Guide
	Internal Checklist: http://www.louisianabelieves.com/docs/policy/lsp-school-safety-and-security-checklist.pdf
	N/A


*Indicates action item is required by law. 
[bookmark: _District_Charter_Policies]District or State Charter Policies
Charter schools are required to follow certain [PARISH] and statewide policies related to the operation of the charter, the promotion of students, and the evaluation of staff. A listing of some of those policies can be found in the table below. 
	Item
	Details
	Contact
	Resources
	Follow-Up 
	Due 

	Staff Roster
	It is important that the [PARISH] office has up-to-date contact information for key staff members in order to ensure timely communication, including for the CEO, School Leader, Principal, Business Manager, and Special Education Coordinator.
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· Link to PARISH-created school contact information form
	Submit to Charter School Office
	July 31

	Charter Operating Agreement*
	The charter operating agreement is the contract between [PARISH] School Board and the charter school for the purpose of authorizing the nonprofit to operate the school. 

	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]


	· Link to sample charter contract template
	Obtain signed charter contract from nonprofit board chair and begin executing agreement
	June 30

	[District] Charter School Performance Compact
	The district charter school policy outlines the responsibilities for all district authorizer functions, including charter extensions, renewals, and closures.

	District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]
	· Insert PARISH accountability framework
· LDOE Charter School Performance Compact
	Provide to board chair and school leader
	N/A

	Compass Requirement*
	Compass is Louisiana’s educator evaluation model.  To comply with the provisions of law and policy, Compass requires the performance evaluation of all educators to be based on measures of student growth. School leaders should prepare a plan for formally evaluating teachers, providing feedback, and entering data into the Compass Information System prior to the start of school.
	[District Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· Compass Training Library
· Compass User Guide

	Contact [PARISH CONTACT] to set up Compass discuss [PARISH] Compass resources and requirements
	July 31


*Indicates action item is required by law.
[bookmark: _How_to_Access]


Accessing Funds
District-authorized charter schools must work closely with their authorizer in the pre-opening process to ensure that funds are received in a timely manner. The table below outlines a series of action steps relevant to accomplishing this goal.
	Item
	Details
	Contact
	Resources
	Follow-Up 
	Due 

	ESP Management contract draft [if applicable]
	If the approved charter school intends to partner with an education service provider (ESP), the school’s board should submit a copy of a contract outlining the terms and duration of the partnership to [PARISH] school board staff. 
	[District Legal or Policy Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]


	Contracts with ESPs should include:
· Scope of services and resources to be provided by the service provider
· Roles and responsibilities of the governing board, the school staff, and the service provider
· The framework and timeline by which the school’s board will evaluate ESP performance
· Clear identification of all compensation and fees to be paid to the management organization
· Investment disclosure
· Conditions for renewal and termination of the contract. 
	The nonprofit board should submit a new copy of the ESP any time substantial changes are made.
	Due [XX] days after [PARISH] charter approval

	Minimum Foundation Program (MFP Funding)
	Under the Minimum Foundation Program, Louisiana annually adopts a formula to equitably allocate funding for education to school districts. Charter law outlines the per pupil amounts charter schools are entitled to from their school districts.  The charter contract and school board policy should detail specific procedures for payment, including payment dates and methods.  
 
	[District Finance Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· Minimum Foundation Program library

	Work with school district staff and OSRAP to ensure  timely disbursement and electronic deposit of MFP funds
	TBD

	AFR & Financial Statements* 
	The Annual Financial Report (AFR) provides a summary of financial activities for the school year. Under the law, school districts and certain schools are required to report financial data to the Louisiana Department of Education by September 30 annually. 

Districts can choose to require that schools submit their AFR to the district or directly to the LDOE.

	[District Finance Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· Annual Financial Report library
· AFR User Guide [NEED UPDATED LINK FROM FINANCE]
	Charter school leaders should review the linked documents and meet with [DISTRICT STAFF PERSON] to review all AFR responsibilities.
	Ongoing

	Vendor Registration Form
	The purpose of this form is to set up the nonprofit or school as a vendor so that [PARISH] can make payments as needed. Schools should contact [PARISH] staff to determine if the form will be submitted to [PARISH] or directly to the proper entity. 
	[District Finance Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]

	· Parish Vendor Registration Form
· W-9
	Submit the Vendor Registration form and W-9 to [STAFF MEMBER]
	As soon as possible, no later than [XX]


*Indicates action item is required by law.

Other Helpful Financial Resources
· Business Managers must meet the minimum requirements as defined on page 95 in the LAUGH guide.
· A-133 Audits must be completed and provided to the Legislative Auditor by 12/31 each year.  **If this date falls on a weekend, the form must be submitted that weekend or the Friday before. **
· Budgets must be submitted to the local school district in accordance with the law.  Business managers should be familiar with the Louisiana Local Government Budget Act. 
· [bookmark: _How_to_Obtain][bookmark: _Obtain_Food_Services]Charter administrators must familiarize themselves with state requirements for purchasing, contracts, and property. For more information, see LRS 24:515, LRS 39:1597, LRS 17:3391(H), and LRS 38:2212.

Obtain Food Services
School administrators are required to sign a Child Nutrition Program (CNP) training attestation as part of the application process. To access CNP training materials, please visit the state’s CNP website at: http://cnp.doe.louisiana.gov . From the CNP home page, click on the following links: memos/resources/course registration (located under the log-in) School Food Service Resources (navigating to the appropriate page). To register for upcoming CNP training opportunities, schools should visit the Louisiana (LA) Fit Kids website at www.louisianafitkids.com.
Charter schools have three options for providing food services at their school:
1. Use [PARISH] School Board’s Child Nutrition Program as the School Food Authority.
2. Act as its own School Food Authority.
3. Contract with an alternative School Food Authority that already exists and participates in a CNP, such as an existing charter school.

	Item
	Details
	Contact
	Resources
	Follow-Up 
	Due 

	1. School uses [PARISH] Child Nutrition Program as the School Food Authority
	Charter schools interested in joining the [PARISH] School Food Authority should contact [STAFF MEMBER].


	[District Food Service Contact Name]
[District Contact’s Title]
[District Contact Email]
[District Contact Phone]
	· The charter staff member responsible for school food service should contact [STAFF MEMBER] to set up an initial discussion regarding school food service.
· http://cnp.doe.louisiana.gov 
· https://www.louisianabelieves.com/schools/public-schools/nutrition
	Contact [STAFF MEMBER] to set up initial meeting
	June 15th 

	2. School acts as its own School Food Authority

	If choosing to act as its own School Food Authority (SFA), the charter school administration must follow all applicable Federal and State Procurement Regulations.

To receive funds from the USDA School Meals Program (SMP), contact Babette Lanius at the Louisiana Department of Education. 
	Babette Lanius
National School Lunch Program – LDOE
Babette.Lanius@LA.gov 
225-342-3681 or 225-342-9661

	Please see National School Lunch Program for information and read the NSLP Fact Sheet to understand the program. (http://www.fns.usda.gov/cnd/lunch )

Schools should also read through the most current USDA School Meals Eligibility Guidance Manual, located on the CNP website. 
	Communicate and follow-up with LDOE Child Nutrition Staff for further guidance.

	30 days prior to school opening

	3. School contracts with an alternative School Food Authority that already exists 

	If choosing not to act as its own School Food Authority, the school may partner with an existing school authority. 
	
	Schools may contact the LDOE Division of Nutrition Support for information on existing CNPs in the area.
Schools can also contact [PARISH STAFF MEMBER] for a list of existing school food authorities in the region.
	Contact existing school authority
	30 days prior to school opening





District authorizers may find it useful to complete the table below (or a similar version) with district-specific deadlines. The information in the calendar should include all relevant action items from this document as well as other district-specific information. A completed version of this table should be provided to charter operators in the first pre-opening meeting. 
	Action Item
	Relevant District or LDOE Contact
	Deadline

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




A full list of relevant District contacts can be found below:
		District Contacts	

	NAME
	EMAIL
	PHONE NUMBER
	TITLE

	NAME
	EMAIL
	PHONE NUMBER
	TITLE

	NAME
	EMAIL
	PHONE NUMBER
	TITLE

	NAME
	EMAIL
	PHONE NUMBER
	TITLE

	NAME
	EMAIL
	PHONE NUMBER
	TITLE




