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	TASK 
	DUE DATE 
	STATUS/NOTES 
	COMPLETE 

	Establishment of School: 
	
	
	

	Provide the proposed location of the School; identify any repairs/ renovations that need to be completed by school opening, the cost of these repairs, the source of funding for the repairs, and a timeline for completion. 
	
	
	

	Written, signed copy of facility lease, purchase agreement and/or other facility agreements for primary and ancillary facilities as are necessary for School to operate for one year or more. 
	
	
	

	Provide evidence that students representing 50% of the projected fall membership have enrolled, including name, address, grade and prior school attended. 
	
	
	

	Provide evidence that students representing 75% of the projected fall membership have enrolled, including name, address, grade and prior school attended. 
	
	
	

	Document that the School is of sufficient size and with a sufficient number of classrooms to serve the projected enrollment. 
	
	
	

	Copy of certificate of occupancy. 
	
	
	

	Safety and Emergency Plan, including emergency contact information for the School Principal and other members of the management team and the School’s emergency closure procedures. 
	
	
	

	School Governance: 
	
	
	

	Evidence that membership on the Board of Directors is complete; provide board roster with contact information for all board members , identification of officers, and conflict of interest disclosure and assurance. 
	
	
	

	Schedule of Board Meetings (including date, time, and location for the 20__-20__ school year). 
	
	
	

	Resume of each board member and affirmation of eligibility to serve for each school governing board member, including affirmation of a criminal background check and child abuse registry check. 
	
	
	

	Board-approved Bylaws including satisfactory conflict-of-interest policy. 
	
	
	

	Provide an updated school calendar approved by the Board of Directors for the first year of the School’s operation. 
	
	
	

	Copy of the school’s policies and procedures specifying the school’s plan for compliance with state and federal requirements for identifying, evaluating, and providing services to students with disabilities, English Language Learners, and Gifted and Talented students. 
	
	
	

	Staff: 
	
	
	

	Hire a Head of School. 
	
	
	

	Written documentation verifying school personnel are Highly Qualified, where required. 
	
	
	

	Written documentation that the School has completed criminal background checks on all school staff and volunteers that come into direct contact with the School’s students. 
	
	
	

	Copy of Employee Handbook, including at a minimum expectations for employee performance and behavior, compensation and benefit information, emergency response information, pay rates and/or salary scale(s), annual calendar, hours and length of employment, supervisory obligations, and a description of both informal and formal complaint procedures that employees may pursue In the event of disagreements. 
	
	
	

	Evidence that special education staff, with appropriate certification/qualification, is hired to provide special education services, &/or evidence that appropriate arrangements have been made for contracted services. 
	
	
	

	Provide evidence that the Principal has completed training on child abuse and neglect reporting or has comparable experience.
	
	
	

	Budget, Finance & Operations: 
	
	
	

	Submit the names of 1) individual(s) authorized to expend School funds and issue checks; and 2) individual(s) responsible for review and monitoring of monthly budget reports. 
	
	
	

	A detailed plan regarding the collection and storing of academic, attendance, and discipline records.  Such records should be compliant with the Family Educational Rights and Privacy Act (FERPA) and any other relevant state and federal laws and regulations. 
	
	
	

	Provide a copy of an updated budget for the school year, including monthly cash flow projections and detailed assumptions for ALL revenues and expenditures, with evidence that it has been approved by the Board of Directors. 
	
	
	

	Provide proof of insurance as set forth in the Contract. 
	
	
	





