WISCONSIN

RESOURCE CENTER
FOR CHARTER SCHOOLS

Twelve-Month Charter School Planning
Year Task Timeline

This planning timeline is designed to assist charter school planning teams with important
milestone tasks that should be accomplished during the twelve months before opening. Not all
action items on this list need to happen in this order and you may already have completed
some of the items, so consider this a general layout of what needs to happen prior to opening.

August

Authorizer

e Create/present a framework for measuring charter school(s) success
o WRCCS Charter School Performance Framework
e Align performance framework with charter school’s performance measures

Governance Board

e A Charter School governance board needs to be formed Formation meeting
o Atrticles of Incorporation and EIN
o Officers elected
o Bylaws drafted and approved

m TRCCS Bylaws

m HMEC Bylaws
o 501c3 considered: IRS Form 1023: Application for tax exemption (Scholz

Nonprofit Law)
o Open a bank account if/when appropriate
Planning year budget approved
Planning year budget drafted and presented to the Governance Board
o Budget Calculator and Sample 5-year Budget
e Draft school performance measures and present to governance board for approval
o WRCCS Performance Measure Guide
o WRCCS Reading and Math Diagnostic Guide
e Make sure School Modification Form is completed in order to access funds
o Work with Jacqueline Jordy - jacqueline.jordee@dpi.wi.gov
e Send out Request for Proposal for human resource services and financial services

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://docs.google.com/document/d/1LP6BheISJO3DGVKtDWKdT6Im5fgVuTi9IDjpG4PzSuM/edit?usp=sharing
https://www.wdfi.org/apps/gofr/Form/Index/5
https://docs.google.com/document/d/1pSov1p2ts1sfpQehaYQOrA3p82Atx2sN/edit?usp=sharing&ouid=116682519928076450026&rtpof=true&sd=true
https://docs.google.com/document/d/13lPzAYx-aomMxnrJMSVm5upUkCGkgtAFg_vy-qK0XDM/edit?usp=sharing
https://drive.google.com/file/d/1WW-Q7QH3h9FkhJeRZy51j0scXpBGOuR_/view?usp=sharing
https://drive.google.com/file/d/1ytJUMs8hjXL6Wx-w2GKi9zPH4N6qzp-T/view?usp=sharing
https://docs.google.com/spreadsheets/d/1JLHw4KbEiqXxwb526r659BhJX2gp9u74aqCGi4IzauE/edit#gid=0
https://docs.google.com/document/d/1XU0OaqNN4lA9ycuPn7uEN8eP6hF85xbXmo-DpmTujZU/edit?usp=sharing
https://docs.google.com/document/d/1NH7eXoNS6UvopmBfL23J2shZrId_SznSkP60X3-3iZE/edit?usp=sharing
https://dpi.wi.gov/cst/data-collections/school-directory/directory-application/school-modification
mailto:jacqueline.jordee@dpi.wi.gov
http://www.wrccs.org
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e SET-UP: Register to receive aids payments on the DPI website.

Classroom

e Draft Planning Year Plan

o Planning Document Template (make a copy)
o Strategic Planning Design Document (ISN)

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
) from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://dpi.wi.gov/sfs/finances/aids-register/aids-register-coding
https://docs.google.com/document/d/17knRndTgrk5eCc3Ih5qtPOQK5ctyPbGhy-qsHfovEuE/edit?usp=sharing
https://drive.google.com/file/d/1vTJLCbWlSUsy8YkwVur7H9XPBpy8RRhP/view?usp=sharing
http://www.wrccs.org
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September

Governance Board

e Hire or appoint a charter school Planning Coordinator

o Example Charter School Project Coordinator Position
Create a 12-month board development plan to ensure board effectiveness
Finalize Mission and vision statement for school
Approve planning year School Performance Measures
Make final decision on the contracting/hiring of HR services and financial services
Ensure Charter School Finance Procedures

Leadership/Design Team

e Begin Public Awareness Campaign - Hold community and parent focus groups to
ensure public awareness and community-based design practices.
o Engaging Community in Design
o Community Meeting Protocol
o Launch an accessible school website including application form, information on
school mission, curricular methods, educational model, and vision for student
learning outcomes
e Disseminate and review Parent/community surveys to better understand need

o Community Survey Questions

e Make an announcement to teachers in local schools and the community as a whole
explaining the need for a charter school and the initial charter school design. State that
the team is seeking volunteers to join the Charter School Development Team

e Finalize Plan for Human Resources

e Revise proposed school budget for the first 3 years of operation with at least one
contingency plan

e The school’'s leader has created a Wisconsin Access Management System (WAMS)
Account. (This is required for access to the DPI's secure applications.

o WAMS Instructions

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://docs.google.com/document/d/1SOT-8UZLPpyiUHtaXriYj_tAq3whw9ap3DcMqV26k5k/edit?usp=sharing
https://docs.google.com/document/d/1zCt8mtMSPGjun9PPse0v477BvCAp-KbiqtZb6SD3W0Y/edit?usp=sharing
https://docs.google.com/document/d/1HuwIKse_o8oQ1B7qYW-ozeWlte2LmuZV/edit?usp=sharing&ouid=116682519928076450026&rtpof=true&sd=true
https://docs.google.com/document/d/1ytK-OeYo9kquhKiegyOvagQmmzhzwPyBmZSKvSx6D5A/edit?usp=sharing
https://docs.google.com/document/d/11huvdkZpLce8H7k5KPeFy1pbzym6tcJn7ToX56BQ1_U/edit?usp=sharing
https://dpi.wi.gov/cst/data-security/wams/create-account
http://www.wrccs.org
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October

Authorizer

e Ensure goals/measures for planning year for all charter schools in planning
e Begin to discuss and plan for the Assurances of Readiness checklist review
o DPI Assurances of Readiness

Governance Board

e Assessment Current State of the Board
o Founding Board Diagnostic Tool
e Begin to draft/revise/adopt Charter School and Board Policies
o Checklist for Charter School Policies (Scholz Nonprofit Law)

o Sample Conflict of Interest Policy (Scholz Nonprofit Law)
o Governance Board Policies Video (Boardman and Clark)

Leadership

e Continue Public Awareness Campaign
e Draft Application and Enroliment Process and Policy

o Equitable Enroliment Practices Guide
Zero Reject: Equitable Enrollment Practices (KU)

How can my Charter School Become More Diverse?
WRCCS Charter School Enrollment and Admissions Guidance
School Samples (For Reference Only)
Create Application Window
Create Charter School Application
Procedure for accepting applications
Lottery Process
m Lottery Process (For Reference Only)

o O O O 0O O O

Classroom

e Design team plans school visits to schools with similar models and innovations
o Make a list of school site visits
m Peer Support Schools
m WI Case Studies
m WRCCS Primary School Education Models

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://dpi.wi.gov/sites/default/files/imce/parental-education-options/Charter-Schools/Assurances_of_Readiness_Revised_6-28-19.pdf
https://docs.google.com/document/d/1O8-5rX6KYdADYmmIV0Xkg4okpVCem08grz3Q4bJmHPA/edit?usp=sharing
https://drive.google.com/file/d/1V0U4ruaR_7UPILm-UKnJ6nNk28AbjkGC/view?usp=sharing
https://drive.google.com/file/d/1NbRu2rgYYHpfkNpJPMjv84dL4HS82KKz/view?usp=sharing
https://youtu.be/JNFak0NdoJ4
https://docs.google.com/document/d/1Qto-Sc6027wHHWprGvbS5HW29bWNysk7MyqANnrMMaA/edit?usp=sharing
https://mediahub.ku.edu/media/Section+3+-+Zero+Reject.mp4/0_x99inq4v
https://docs.google.com/document/d/1VMSMU0i2OcnpYo6OiJDqnIJCprUZSQ9IR1gp3fzJyUU/edit?usp=sharing
https://docs.google.com/document/d/1rxfsq96YOledIsBSdMEsknmxIdIXImrLIs63l0zg9Kc/edit?usp=sharing
https://drive.google.com/drive/folders/1KTiiYNKlaGmDpwGacCJKxhL1zdv2uo-X?usp=sharing
https://drive.google.com/file/d/1OfUfQoD2N1eh7e--8chCOs76MMSHfxoT/view?usp=sharing
https://docs.google.com/document/d/17a_G-W96vPQbG94_FUsYbrzGQgVka4v59VZ3JxbneXw/edit?usp=sharing
https://docs.google.com/document/d/1Y8h5mkWRXcgup1uYbVOtJILSNIHx-A33fVxd9A1_U1w/edit?usp=sharing
https://docs.google.com/document/d/1dJeZLcglKtuCGd-AGoFGBr10cqtoaLCqvMrokKnBGYw/edit?usp=sharing
http://www.wrccs.org
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m Wisconsin Charter School Yearbook
m WRCCS Design Innovations

Create “Typical” Daily Schedule

Build ideal staffing/teaching matrix

Design staff/teacher Professional Development Plan

Draft Curriculum Map (Targets at grade level or competencies for graduation)
o Learning Target Libra
o DPI Academic Content Standards

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://yearbook.wrccs.org/
https://docs.google.com/document/d/16B825uAxAiU_FhWg-CT_qq2h7rFAngk8y7IkllNN3rA/edit?usp=sharing
https://targets.headrushlearning.com/
https://dpi.wi.gov/standards
http://www.wrccs.org
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November

Authorizer

e (District-authorized only) Begin discussing plan with District Special Education Director
special education services logistics to ensure FAPE

Governance Board

e (ICS only) Begin discussing plan for special education services logistics to ensure FAPE

o Special Education Funding Explained
Begin drafting Charter Contract

Hire staff/consultants to do budget, enroliment, marketing, contract, facility, etc.
CSP Grant - If the school wishes to apply for the charter grant, this workshop is highly
encouraged. DPI Charter School Grant RFP Opens
e Draft Roles and responsibilities for Governance Board

o Charter School Governance Board Responsibilities

o General Governance Board Member Job Description

o Governance Board Legal Responsibilities Video

m Birchwood Division of Duties
Valley New Administrative Tasks

| |
m TRCCS Governance Board Member Expectations
m Birchwood Governance Board Flow Chart

Leadership

e Continue Public Awareness Campaign
o Create Marketing Plan
e Begin to draft proposed budget for next first full school year of operation (July-June)

o Payment info letter
o Budget Calculator and Sample 5-year Budget
e Meet with school finance personnel has occurred to ensure appropriate financial
systems are in place and operational.

Classroom

e Visit facilities and buildings for school location and work to understand occupancy
expectations
o Finding the Right Charter Space (NCRC)

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://docs.google.com/document/d/1PR0gNlZvLVW2R87VxWv_6Bf5yb0ZnoBUG0n3hpNFfqg/edit?usp=sharing
https://dpi.wi.gov/parental-education-options/charter-schools/grants
https://docs.google.com/document/d/1WE2i21HII_mxAYswTEGi2Y0OKvKvESGqy15of81nsw0/edit?usp=sharing
https://drive.google.com/file/d/1Va46jUvgbOjO0iXLwDY06GpV7JzoMBWD/view?usp=sharing
https://youtu.be/KwbjVppO3oU
https://docs.google.com/document/d/1qUpNHqfRNV1NDb9MG9ZYeV3qcML0wS0AV7o2nU_BizE/edit?usp=sharing
https://drive.google.com/file/d/1PasfiQ_HYzMLDJzL_5kxyBMJZXk4bbrP/view?usp=sharing
https://docs.google.com/document/d/12mVoRoUQOPe6uXpqHsfch3P8dTLdkIpjoMdZTykEXq4/edit?usp=sharing
https://drive.google.com/file/d/1homD9caBZSSP_18tGbpFjv8svgas0EUG/view?usp=sharing
https://dpi.wi.gov/sites/default/files/imce/parental-education-options/Charter-Schools/doc/20-21_Payment_Letter.pdf
https://docs.google.com/spreadsheets/d/1JLHw4KbEiqXxwb526r659BhJX2gp9u74aqCGi4IzauE/edit#gid=0
https://drive.google.com/file/d/13ab20kkI5GKNHCXxXr-xNGrgzTVaYN1Q/view?usp=sharing
http://www.wrccs.org
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e Create ideal staffing model
e Create contingency staffing model

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


http://www.wrccs.org
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December

Authorizer

e Provide Template for contract (if applicable)
e Hold Midway Check-in Presentation from Governance Board and leadership about the
planning progress
o School budget for the first 3 years of operation with at least one contingency plan
o Staffing Matrix
o Proposed student demographics and student count
o Daily schedule
o Draft of performance measures
e For Authorizers planning to authorize a Virtual Charter, a Virtual Charter School
Information Form must be completed no later than the prior January 31st

Governance Board

e Charter contract -Bring rough draft of charter contract to full governance board and
authorizer for review and feedback

o Charter School Contract FAQ
o Drafting Charter School Contract Worksheet
o Drafting Contract Worksheet
Determine enrollment capacity (grade level and overall)

Midway Authorizer Presentation about the planning progress (see December Authorizer
Midway Check-in Presentation)
e Ensure understanding of receive training for financial oversight

Leadership/Design Team

e A school district that wants to have a new virtual charter school to be listed on the
2021-22 open enroliment application, a District Virtual Charter School form (found on
the DPI virtual charter school page) must be received by the DPI on or before
JANUARY 31. A charter school contract needs to be approved in order to enter into the
open enrollment system. Virtual charters can submit the contract after the January date
but will not be listed in the OPAL system until an approved contract is received by DPI.

e Research Student Information System and Student Learning Management System

o Procuring an LMS
e Continue Public Awareness Campaign
e Midway Authorizer Presentation about the planning progress

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://dpi.wi.gov/sites/default/files/imce/administrators/bi-weekly-mailing/1568_Virtual_Charter_School_Identification.pdf
https://dpi.wi.gov/sites/default/files/imce/administrators/bi-weekly-mailing/1568_Virtual_Charter_School_Identification.pdf
https://docs.google.com/document/d/1qgBNCYpK-D8lzcExYSMjxfpUjev8ik-6awlNwwl3WOM/edit?usp=sharing
https://docs.google.com/document/d/1Uwv0bnjbBfNYmbffsolq0whDsmUD-TYJbNnl7yGXbkg/edit?usp=sharing
https://drive.google.com/file/d/11RtJF8IRDNhGRc0o538vhWEdTxN1v0IZ/view?usp=sharing
https://dpi.wi.gov/sites/default/files/imce/forms/pdf/f1568.pdf
https://dpi.wi.gov/parental-education-options/charter-schools/virtual-charter-schools#Registering%20a%20New%20Virtual%20Charter%20School
https://docs.google.com/presentation/d/1qHiOTY3EOHLIUUSlCLDl26jnIMrne9Ml6-dsV5qvRgw/edit#slide=id.p1
http://www.wrccs.org
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Classroom

e Design classroom space and create a needs list for classroom furniture
e Create a needs list for technology and or other supplies essential for school program
operation

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


http://www.wrccs.org
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January

Authorizer

e For Independently Authorized Charter Schools (ICSs), the authorizer must notify the
state superintendent of their intention to establish a charter school by FEBRUARY 1
(letter)

e For Authorizers planning to authorize a Virtual Charter, a Virtual Charter School
Information Form must be completed no later than the prior January 31st

Governance Board

e Make recommendations for new board members

o Board composition Worksheet

Get Your Board Ready to Recruit New Board Members
Prospective Board Member Questions

Steps for Better Governance Board Recruiting
Board Matrix for Recruitment

Finding the Right Board Members (Board on Track)
m Birchwood Governance Board Skills Matrix

e Continue drafting charter contract based on stakeholder feedback
o Share draft with WRCCS and DPI for initial feedback before signing
e Assess effectiveness of governance board meetings

o Board Meeting Assessment (WRCCS)

Board Meeting Calendar (Board on Track)

Governance Board Director Report Calendar (WRCCS)
Running Effective Board Meetings (NCSI)

Fix Your Board Meetings Video (Board on Track)

Charter Governance Board Meeting FAQs (Board on Track)
e Adopt a Governance Board meeting schedule for the school year.

o Board Meeting Calendar
o Governance Board Director Report Calendar

0O O O O O

o O O O O

Leadership/Design Team

Open the student application window and begin collecting applications
Create Request for Proposal for school insurance (liability) coverage
Build recommended School Academic Calendar (include assessment calendar and
breaks)
e Create Teacher and staff job descriptions

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://dpi.wi.gov/sites/default/files/imce/administrators/bi-weekly-mailing/1568_Virtual_Charter_School_Identification.pdf
https://dpi.wi.gov/sites/default/files/imce/administrators/bi-weekly-mailing/1568_Virtual_Charter_School_Identification.pdf
https://drive.google.com/file/d/1oqur6M5Xn4t_8J9wA3u69S7LM62xH_YY/view?usp=sharing
https://www.youtube.com/watch?v=d8OXsd8o8ck&list=PLkM4cMJp1WZmTECc6xxCXWzvhIjXwY4fc&index=19
https://drive.google.com/file/d/1WdcKBHjK2UAzWRFFNCur4vW120S7d1nK/view?usp=sharing
https://www.youtube.com/watch?v=q4v2sV24sHU&t=280s
https://docs.google.com/document/d/1WZn2vvQMEvtZV3inQXsTJI87s3ghfGdlUy3G2HtOi04/edit?usp=sharing
https://drive.google.com/file/d/1kqri4Oia3oz9reAq5PtzYuGxxIZLul4_/view?usp=sharing
https://drive.google.com/file/d/15Lw1LnN_2J6TlAD9ydBg3rQR1mORY1L5/view?usp=sharing
https://drive.google.com/file/d/1tzcTCjJD_lchvkeA63sKfSz5VhHi6Maw/view?usp=sharing
https://drive.google.com/file/d/17xX4v6DdSwwTHV0urRtBL_jC5KDGlcw_/view?usp=sharing
https://docs.google.com/document/d/1-EuvzXjEiZCw24iDHGgmoLbiL2eq-F_ZIUrevfMZnNo/edit?usp=sharing
https://drive.google.com/file/d/1VRFCgKw9zhjOqxjxcQf1GrSHNnyyH31h/view?usp=sharing
https://youtu.be/V7TSx2Qlvu0
https://drive.google.com/file/d/16fOu55kTnvv2HsQ2Wd7reOkHlHXpV63D/view?usp=sharing
https://drive.google.com/file/d/17xX4v6DdSwwTHV0urRtBL_jC5KDGlcw_/view?usp=sharing
https://docs.google.com/document/d/1-EuvzXjEiZCw24iDHGgmoLbiL2eq-F_ZIUrevfMZnNo/edit?usp=sharing
http://www.wrccs.org
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Classroom

e Create an ideal staffing model. Create procedures to ensure all staff are appropriately
licensed, have been reviewed and all personnel records are complete.

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


http://www.wrccs.org
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February

Authorizer

e Provide feedback on Contract
e Share learning and charter school performance expectations framework

Governance Board

Begin to draft ESSA LEA Plan due June (Independently Authorized Schools Only)
Begin drafting a Governance Board Handbook

o Example: Kaleidoscope Academy Board Handbook
Monitor Application Process
Align Charter Contract to DPI/WRCCS Benchmarks and send to DPI for review
Vote to adopt School Academic Calendar (include assessment calendar and breaks)
Vote to approve school insurance (liability) plan
Consider creating Governance Board subcommittees that align with strategic plan

o Leadership Evaluation Committee (BOT)
o Finance Committee (BOT)
o Academic Excellence Committee (BOT)
m Birchwood Curriculum and Instruction Committee
o Fund Development Committee (BOT))
m Birchwood Fundraising Committee
o Governance Committee (BOT)
m Birchwood Recruitment and Retention Committee

Leadership/Design Team

Post staff position openings on WECAN, with WRCCS, and via other outlets
For schools opting to submit a charter grant, DPI Charter School Grant RFP Closes
Create Community and Parent Involvement Plan
o Community Involvement Logic Model
Present school insurance coverage plan to board
Finalize contract for student management system

Classroom

e Create Special Education model and staffing matrix
o Special Education Plan Template

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://dpi.wi.gov/esea/essa-lea-plan
https://drive.google.com/file/d/1UaMpLxU1OJ8E1Y90zDHczlW2sHJRrAPh/view
https://docs.google.com/document/d/1mkbQbeU796tJ6xFOHw4mY_PQ9bfnRo_E/edit?usp=sharing&ouid=116682519928076450026&rtpof=true&sd=true
https://drive.google.com/file/d/1u90DIJPqC3STCoqXnX397_Yw29Y_ZxHe/view?usp=sharing
https://drive.google.com/file/d/1xDh3u0sf0ogRShaWZm3zDfaZXGhWdG_V/view?usp=sharing
https://drive.google.com/file/d/1sUWtkgPhW0dvZenXTx8M6Gob9gllGPNR/view?usp=sharing
https://docs.google.com/document/d/1te-g44eX5EYXOxEPWovcyR-O0TF-_1kThp1NfJTFbzU/edit?usp=sharing
https://drive.google.com/file/d/1ykI2Y9zOnTNyJZKrOoDZjlS91VTR0d4p/view?usp=sharing
https://docs.google.com/document/d/1x6NzNXB7FPpy8uRKfDR1M2CytDfGrpf9Nyz_g20Bbe0/edit?usp=sharing
https://drive.google.com/file/d/19stC0Qi_Sots5vHG4TikiMS7CxVsJe06/view?usp=sharing
https://docs.google.com/document/d/118YOO0N1V_hN1EN8TXQy0vNk61nMlPTOlU3ukglv0B4/edit?usp=sharing
https://dpi.wi.gov/parental-education-options/charter-schools/grants
https://drive.google.com/file/d/1vBC1zxLKsnVtbqCIc2T8XJpdFywMoOMa/view?usp=sharing
https://docs.google.com/document/d/10rmcF4MglQj1O291tgDzwpb7cEX9W79ml-LBSQd0HcU/edit?usp=sharing
http://www.wrccs.org
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e Create plan for EELs
e Begin ordering materials and furniture for the fall

o Inventory Template

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://docs.google.com/spreadsheets/d/1SkeC69ga_6j-Y8OTVc2PV4XFOsIsNmmpIGEF1czp2pM/edit?usp=sharing
http://www.wrccs.org

WISCONSIN

RESOURCE CENTER
FOR CHARTER SCHOOLS

March

Authorizer

Provide feedback on contract
Governance board and authorizer board vote to approve charter school contract and
authorizer will sign

e District authorized schools: Ensure that FAPE will be met based on staff planning

Governance Board

e |CSs: Ensure that FAPE will be met based on staff planning
o Special Education Resources
Make revisions to charter contract if necessary
Present school budget draft for the following academic year.
Governance board and authorizer board vote to approve charter school contract and
authorizer will sign
e In order for a school to be issued a school code (and open in fall), a charter contract needs to
be approved and received by DPI no later than JUNE 30

Leadership/Design Team

e Get school code from DPI based on the completion of School Modification Form

e Reach out to the following teams at DPI to ensure charter school will meet all requirements
and law (District Authorized charter schools should work with district):

Special Education Accountability Team

State Performance Plan, APR, LEA Determinations

Special Education Funding

Licensing

Title Funding

Food and Nutrition

Accountability

WISEdata, expectations and milestones

o O O 0O O O O ©O

Classroom

e Special Education referral/due process/child find practices in place.
e Build a plan for extracurricular activities/clubs/sports

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding from Wisconsin’s
federal Charter Schools Program grant from the U.S. Department of Education. See wrccs.org for more

information.


https://docs.google.com/document/d/1pbCxZRBFUh-1N16e2ER0hzUKBin1EAclsoCFHZMholU/edit?usp=sharing
https://dpi.wi.gov/cst/data-collections/school-directory/directory-application/school-modification
http://www.wrccs.org

WISCONSIN

RESOURCE CENTER
FOR CHARTER SCHOOLS

April

Authorizer

e Check in with charter school on student enrollment numbers

Governance Board

Finalize ESSA LEA Plan due June (Independently Authorized Schools Only)
Design/adopt/revise Disciplinary Policies
Review school budget draft for the following academic year.
Adopt school policies
Student Behavior (suspension, expulsion, bullying,
Attendance
Technology (proper use)
Complaint
Charter School Policy Manual
o Charter School Policies
e Hold an enroliment lottery and send out an initial round of letters of acceptance for
student enroliments. Create a waitlist or begin the next lottery window if holding a
second lottery.

o O O O O

Leadership/Design Team

e Receive School Code from DPI (charter contract must be signed by
authorizer/governance board and approved by DPI)
Present school disciplinary procedures to inform policy
Create a Staff Handbook (expectations for interactions with students/parents, response
to student behavior, response to crisis, professional development, cell phone usage,
etc.).
Launch Student Management System
Begin sending out enrollment paperwork

Classroom

e Create Food Service Plan (charter schools are not required by law to provide school
lunch)

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://dpi.wi.gov/esea/essa-lea-plan
https://docs.google.com/document/d/1SQEPZjbEAl1k7SLwDwy0goHPQnNN6zYd/edit?usp=sharing&ouid=116682519928076450026&rtpof=true&sd=true
https://docs.google.com/document/d/0BzkaSTTxAmDsV0NvQmY4ODJaNnBFaXVNNFd0QmZEMk41b0hV/edit?usp=sharing&ouid=116682519928076450026&resourcekey=0-EPRwxAgUZyakeL0Y_jttMQ&rtpof=true&sd=true
http://www.wrccs.org

WISCONSIN

RESOURCE CENTER
FOR CHARTER SCHOOLS

e Post Teacher and staff job descriptions for upcoming school year for any positions not
yet filled
Consider attending WRCCS Charter School Development Day
Draft student schedules to understand if/when students may be participating in learning
off campus (other schools, college, work, other services, etc.)

e School Culture Plan that aligns to mission/vision of school

Behavior Expectations

Perceptions

Culture

Events

Measurement tool

o O O O

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


http://www.wrccs.org

WISCONSIN

RESOURCE CENTER
FOR CHARTER SCHOOLS

May

Authorizer

e Hold a readiness meeting with Leadership and Governance Board to ensure school can
open in fall
e Complete Authorizer Assurances of Readiness Document
o DPI Assurances of Readiness

Governance Board

Have a readiness meeting with Authorizer
Approve School Budget for following academic year
Charter Contract should be complete, however, In order for a school to be issued a
school code (and open in fall of 2021), a charter contract needs to be approved and
received by DPI no later than JUNE 30th each year

e Ensure a Governance Board recruitment plan

o Sample Board Orientation Plan (BOT)
o Board Orientation Manual

Leadership/Design Team

e Send out Request for Proposals for pupil transportation (charter schools are not

required by law to provide pupil transportation)
o Charter School Transportation

Have a readiness meeting with Authorizer
Begin to work on Final Checklist for Opening
Hire teachers and staff for upcoming school year (offer employment contracts and set
up to begin payroll)

e Incorporate Educator Effectiveness plan with the school staff professional development
plan State Statute 115.415 (may need to contract out for this service)

e Create Leadership Duty Matrix (Distributed leadership model)

o Roles and Responsibilities Sheet

Classroom

e Design Parent Involvement Plan
e Design Student Assessment Plan and Calendar/Schedule

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://dpi.wi.gov/sites/default/files/imce/parental-education-options/Charter-Schools/Assurances_of_Readiness_Revised_6-28-19.pdf
https://drive.google.com/file/d/1YgyhmwlvAmrpIsYPoAG5bVQ85NQVMYfq/view?usp=sharing
https://drive.google.com/file/d/11gRU0-cKhRXo3XdSxO11vmg7oRJcSFGW/view?usp=sharing
https://docs.google.com/document/d/1BE7CiMvFjnQBEgslwfRsQdkta1UADD3xXHnGbw3p664/edit?usp=sharing
https://docs.google.com/document/d/1gbTpm5OsfCrvGZ9UfFNwqDLe-6liD-3KOB1hgiX5OKM/edit?usp=sharing
https://dpi.wi.gov/ee
https://docs.legis.wisconsin.gov/statutes/statutes/115/II/415
https://docs.google.com/spreadsheets/d/1pWnvD64ij2Ms6ouKeAlfF25GntVtXdlS7Emc5Ds3lQg/edit?usp=sharing
http://www.wrccs.org

WISCONSIN

RESOURCE CENTER
FOR CHARTER SCHOOLS

o ELA and Math Diagnostic Tool Assessments
e Confirm the school has a transparent way to report learning to include Student
Information System (SIS) to transfer student information to the DPI.
e Finalize grading and/or a system for reporting of student learning

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://docs.google.com/document/d/1NH7eXoNS6UvopmBfL23J2shZrId_SznSkP60X3-3iZE/edit?usp=sharing
http://www.wrccs.org

WISCONSIN

RESOURCE CENTER
FOR CHARTER SCHOOLS

June

Authorizer

e Holds a readiness meeting to ensure school can open in fall

Governance Board

e Hold Governance Board retreat to set goals and a plan for the upcoming year
o Kaleidoscope Retreat Agenda Example

o Strategic Planning or Business Planning (Mosaic)
o Strategic Planning Template

o Strategic Planning Infographic
e Parent Involvement Plan Approved

Leadership/Design Team

Ensure Final Checklist for Opening is complete

Create a school security and safety plan (site safety team, phone tree, crisis plan).
Procedure for using volunteers in charter school

Educator Effectiveness plan and staff professional development State Statute
115.415

e Request enrolliment paperwork for all transferring students (health forms, credits,
permissions, IEPs, files, etc.)

Classroom

Hold parent meetings and open house

Staff Professional Development

Onboard the Student Information System (SIS)

Send out initial parent communications and articulate plan for ongoing parent
communication

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://drive.google.com/file/d/1dTVP-nTIDkzlChDJe6a1efWGOWvIdYiU/view?usp=sharing
https://drive.google.com/file/d/1zR8XxY3JD9w1STk9FXt-kWZwEF3tMxZ0/view?usp=sharing
https://drive.google.com/file/d/13OXKlw3JHd8UW13niGTL0gqI64tL0_PV/view?usp=sharing
https://drive.google.com/file/d/1nyzXjpDNZJwXFY5pPJYNw8lqlwlGBYra/view?usp=sharing
https://docs.google.com/document/d/1gbTpm5OsfCrvGZ9UfFNwqDLe-6liD-3KOB1hgiX5OKM/edit?usp=sharing
https://dpi.wi.gov/ee
https://docs.legis.wisconsin.gov/statutes/statutes/115/II/415
http://www.wrccs.org

WISCONSIN

RESOURCE CENTER
FOR CHARTER SCHOOLS

July

Authorizer

e Hold final readiness meeting to ensure school can open in fall
e Inform school if there is any unmet item in the Readiness checklist they need to address
prior to opening

Governance Board

Approve Parent/Student Handbook

Approve school security and safety plan (site safety team, phone tree, crisis plan).
Approve procedure for using volunteers in charter school

Draft Governance Board Handbook

o Kaleidoscope Governance Board Handbook Draft
o Birchwood Governance Board Handbook

Leadership/Design Team

e Hold parent meetings and open house
e Ensure Special Education Meetings happen prior to start of the school year

Classroom

e Food service procedures are in place or food service vendor contracts have been
signed

e Ensure all applicable health, facility, and safety inspections have been completed by the

appropriate authorities.

Ensure technology plan is working (SIS, LMS, apps, firewalls, security, etc.)

Build Student Schedules

Create Field Study (Outside of School) Learning Plan

Staff Professional Development

Plan the timeline and launch of student/staff behavior expectation system complete with

tools or rubrics for surveying, assessing and measuring the school culture

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://drive.google.com/file/d/1nRrNkC7ewSslVxVx1ZK2WB8F-qQGIkQ4/view?usp=sharing
https://drive.google.com/file/d/1nPEMF1gBC3TnKXm0q1azanzwGzDzbq6u/view?usp=sharing
http://www.wrccs.org

WISCONSIN

RESOURCE CENTER
FOR CHARTER SCHOOLS

August

Authorizer

e Final Walk-through visit
e Sign the assurances document (and submit to DPI if the school is a subgrantee)

Governance Board

e Final Walk-through
e Hold Open House for families

Leadership/Design Team

e Review Final Checklist for Opening
e Ensure all enrollment paperwork is transferred or filled in (health forms, credits,
permissions, IEPs, files, etc.)

Classroom

e Hold parent meetings and back to school night
o Ensure student/parent handbooks, policies and procedures and other materials
are ready for families, staff and students.
Confirm transportation arrangements,
Plan for who unlocks/locks school doors in (AM and PM). Keys are distributed.
Develop a first-two-week plan (assembly, communication, student/staff on-boarding,
pre-requisite skills training, etc.) designed proactively to set the stage for a positive
school year.
Create Student IDs
Staff Professional Development
Hold all IEP meetings prior to start of school

This resource was developed by WRCCS at CESA 9 between 2018-2023 with funding
from Wisconsin’s federal Charter Schools Program grant from the U.S. Department of
Education. See wrccs.org for more information.


https://docs.google.com/document/d/1gbTpm5OsfCrvGZ9UfFNwqDLe-6liD-3KOB1hgiX5OKM/edit?usp=sharing
http://www.wrccs.org
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