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I. About the Office of Charter Schools (OCS) & Renewal 
 
The New York City Department of Education (NYCDOE) Office of Charter Schools (OCS) is a quality 
authorizer currently overseeing 41 charter schools in four of New York City’s five boroughs.   
 
The New York State Charter Schools Act of 1998 (Act) enables the creation of independent, innovative, 
and autonomous charter schools.  These schools are afforded more freedom over their educational 
program and operations than traditional public schools in return for a commitment to meet higher 
standards of accountability.  As defined in the Act [§2850(2)], the purposes for charter schools are to: 
 

- Improve student learning and achievement; 
- Increase learning opportunities for all students, with special emphasis on expanded learning 

experiences for students who are at-risk of academic failure;  
- Encourage the use of different and innovative teaching methods; 
- Create new professional opportunities for teachers, school administrators and other personnel; 
- Provide parents and students with expanded choices in the types of educational opportunities that 

are available within the public school system; and  
- Provide schools with a method to change from rule-based to performance-based accountability 

systems by holding the schools accountable for meeting measurable student achievement results. 
 
These are by no means easy objectives to accomplish, yet they speak to our urgent obligation to create 
more quality opportunities for students to achieve at high levels.  Therefore, NYCDOE implements a 
rigorous and comprehensive application process and grants charters only to school founding 
boards/groups who demonstrate strong capacity establishing and operating a quality charter school.  
Furthermore, existing charter schools must participate in a similarly rigorous process for renewal to 
demonstrate success with students in order to continue operating in New York City. 
   
All charter schools are accountable for meeting their individual charter goals.  The documents contained 
herein describe the framework, lens and tools through which the NYCDOE measures charter school 
performance (academic, fiscal, and organizational) upon renewal.  As a quality authorizer, the NYCDOE 
provides transparency regarding its evaluative measures and tools, and its standards of excellence.  This 
document is meant to provide schools with a clear picture of the renewal process and the tools with which 
they will be evaluated throughout the process. 
 
The authority granted by the charter to operate a charter school doesn’t extend into perpetuity.  In fact, 
the Act states that a public school charter shall be granted for a five-year period at which time the school 
can apply for renewal of its charter for an additional five year period.   
 
The NYCDOE does not automatically grant charter renewal.  Rather, a school must prove that it has earned 
renewal and is worthy of continuing the privilege of educating New York City students. To make such 
determinations, the Department analyzes two significant categories of evidence: a school’s prior track 
record (retrospective analysis) and a school’s future prospects of success (prospective analysis).   
 
The Retrospective Analysis is based on a school’s performance, over the term of its charter, in achieving the 
high standards the Department has articulated for the charter schools it authorizes: 
 

- High academic attainment and improvement 
- Responsive educational program and environment 
- Responsible school leadership, governance and management 
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- Financial sustainability and internal controls  



Office of Charter Schools- Charter School Renewal Handbook   
 

New York City Department of Education - Office of Charter Schools  
2009 

 

3 

- Strong culture and supportive relationships 
 
While the academic performance of students is the first and foremost determining factor of a school’s 
success, a school’s ability to demonstrate it has created and sustained an effective educational program, a 
financially viable organization, and a strong learning community with support from stakeholders are 
important factors that inform a renewal decision. 
 
Statutory Basis for Renewal 
 
The New York State Charter Schools Act “the Act” states the following regarding the renewal of a school’s 
charter: 
 

§2851.4: Charters may be renewed, upon application, for a term of up to five years in 
accordance with the provisions of this article for the issuance of such charters pursuant to section 
twenty-eight hundred fifty-two of this article; provided, however, that a renewal application shall 
include:  
(a) A report of the progress of the charter school in achieving the educational objectives set forth 
in the charter.  
(b) A detailed financial statement that discloses the cost of administration, instruction and other 
spending categories for the charter school that will allow a comparison of such costs to other 
schools, both public and private. Such statement shall be in a form prescribed by the board of 
regents.  
(c) Copies of each of the annual reports of the charter school required by subdivision two of 
section twenty-eight hundred fifty-seven of this article, including the charter school report cards 
and the certified financial statements.  
(d) Indications of parent and student satisfaction.  
Such renewal application shall be submitted to the charter entity no later than six months prior to 
the expiration of the charter; provided, however, that the charter entity may waive such deadline 
for good cause shown.  

 
While the law is clear on the requirements for applying for renewal, it does not provide a basis for the 
standards for renewal, a responsibility which is incumbent upon the authorizer.  The law only states the 
following about revocation or termination of a charter: 
 

S 2855. Causes for revocation or termination  
1. The charter entity, or the board of regents, may terminate a charter upon any of the following 
grounds:  
(a) When a charter schools’ outcome on student assessment measures adopted by the board of 
regents falls below the level that would allow the commissioner to revoke the registration of 
another public school, and student achievement on such measures has not shown improvement over 
the preceding three school years:  
(b) Serious violations of law;  
(c) Material and substantial violation of the charter, including fiscal mismanagement; or  
(d) When the public employment relations board makes a determination that the charter school 
demonstrates a practice and pattern of egregious and intentional violations of subdivision one of 
section two hundred nine-a of the civil service law involving interference with or discrimination 
against employee rights under article fourteen of the civil service law.  
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NYC DOE Charter School Quality Map 
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Benchmarks 
Vision/Application 

“Will this be a quality school?” 
Operation/Oversight 

“Is the school making progress towards quality?” 
Outcomes/Renewal 

“Is this a quality school?” 

High Academic Attainment 
and Improvement Expectations for student performance are high Students are attaining expected skills and 

knowledge. 
Students' academic performance meets or exceeds 
local, state and national standards. 

Indicators: Rigorous academic goals Interim assessments; student learning plans 

Absolute, value-added, and comparative 
performance data; AYP status; graduation rates 
alternative/ internal assessments; school-specific 

educational goals 

Responsive Educational 
Program and Environment 

A theory of change girds the design for 
increasing educational opportunities for all 
students.  

The educational environment is safe, orderly, and 
supports highly effective teaching and learning. 

 A quality education program enables all students 
to achieve academically and socially. 

Indicators: 

Compelling mission and vision; research-based 
educational philosophy and curriculum; high 

academic standards; discipline code; broad and 
aggressive student  recruitment and outreach 

plan;  non-academic student goals 

Data-driven instruction; curriculum alignment with 
state standards; effective classroom management and 

routines; teacher development; curriculum, quality 
student support services, program and activities 
consistent with legal and regulatory requirements 

Quality instruction; orderly environment; student 
engagement; adherence to contract terms; school-

specific non-academic goals 

Responsible School 
Leadership, Governance and 
Management 

There is the capacity and will to create and 
sustain a quality school.  

Competent leadership guides the school’s 
development. 

Leadership furthers the school’s mission, program 
and goals and is strategic to ensure adequacy, 
alignment, and coherence of actions. 

Indicators: 
Mission unity; clear governance and management 

structures and responsibilities; solid human resource 
plan; Effective board oversight 

Strong school leadership; organizational structure 
and responsibilities maintained through transitions; 

comprehensive evaluation processes; Solid 
governance structure 

Leadership quality; strategic vision; board stability; 
responsiveness; strategic vision 

Financial Sustainability and 
Internal Controls  

Organizational structures support the 
development of a quality education program. 

The school maintains sustainability, solvency, and 
credibility. 

The school is a well-run organization and capable 
of achieving long-term success. 

Indicators: Realistic enrollment projections; solid business plan; 
sound fiscal management planning and capacity 

Stable enrollment; efficient operating systems; sound 
fiscal practices and reporting; adequate facilities 

Enrollment stability; financial compliance; financial 
viability 

Strong Culture and Supportive 
Relationships 

School, home and community relationships are 
defined to support the academic and social 
growth of students. 

Educators, family, and community are committed to 
improving student achievement together. 

There is high social trust among the school 
community and a culture of excellence. 

Indicators: 
Community connections and partnerships; family 

involvement; plan for continuum of student services; 
teacher recruitment 

Teacher recognition; family engagement; active 
community partnerships that enrich student 

achievement 

Staff professionalism, community investment in school; 
parent satisfaction 
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II. Introduction & Overview 
 
The purpose of this document is to provide guidance for the renewal visit team as well as Chancellor-
authorized charter schools to prepare for the renewal process, a pivotal point in the life of a charter 
school.  This document is organized chronologically, through the renewal process beginning with the 
Retrospective Renewal Application (Part I) and ending with the Renewal Decision. 
 
Charter school leaders and board members should use this handbook as a tool for guiding school-wide 
reflection and planning as they prepare for the rigorous renewal process.  In addition, the school should 
continue to ask questions throughout the process to clarify expectations and present its case for renewal in 
the most clear and convincing way possible. 
 
Charter renewal is the most important step in ensuring continuous success and lasting impact for a charter 
school.  Upon charter approval, schools should be focused on creating and sustaining a school that will 
meet or exceed the goals it has laid out in its charter within five years.  For Chancellor-authorized charter 
schools, annual visits, the NYCDOE Progress report and a comprehensive monitoring plan allow OCS to 
conduct ongoing oversight of schools to determine whether or not they are meeting the interim benchmarks 
towards these goals.  At renewal, OCS determines whether the school has fully met its goals and has 
demonstrated clear capacity to continue to produce successful academic outcomes for the students it serves. 
 
While the renewal process officially begins once a school is granted a charter, the technical process of 
collecting cumulative data and building a case for renewal begins in year four.  At the end of year four, 
once a school has collected and analyzed all of its performance data for that year and previous years, 
the school submits Renewal Application Part I, or the Retrospective Application.  For schools that were 
chartered in 2005, this application is due July 10, 2009.  For schools in this cohort who have been invited 
to apply for the fast-track renewal, this application is due May 8, 2009.  In year four, a school should 
begin gathering evidence of its performance and growth over the first four years of its charter and work 
to build a case for renewal in the Renewal Application Part I.  The submission of this application begins the 
formal evaluation process.  
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III. Renewal Criteria 
 
NYCDOE considers a number of quantitative and qualitative results when making renewal decisions for 
Chancellor-authorized charter schools.  The renewal criteria for schools in their first chartering period may 
be interpreted more flexibly, and short-term renewals may be granted to schools that meet some, but not 
all of the criteria.  However, it is important to note that OCS will not grant two subsequent short-term 
renewals.  A short term renewal should be received by schools as a call to make significant improvements.  
The renewal criteria for schools undergoing subsequent renewals will be more stringent; schools must meet 
all or almost all of the criteria below to be considered for a full-term renewal during subsequent 
chartering periods. 
 
The primary factors considered in these decisions are: 
 

1) Comparative Performance – schools seeking renewal should be outperforming their district 
counterparts (or other similar schools if the district is not a good comparison) in ELA, Math, Regents 
performance, and graduation rates 

a. Schools seeking renewal should also receive a letter grade of ‘B’ or higher on the most 
recent Progress Report before renewal (specifically, schools should be outperforming at 
least ½ of their peer horizon  

2) Student Progress – schools seeking renewal should be making gains each year in the percentage 
of students scoring proficient or higher on NYS exams 

3) Charter Goals – schools seeking renewal should have met most of the goals set out in their charter 
4) Absolute Performance – after progress, absolute performance is evaluated in making renewal 

determinations.  Schools seeking renewal should be helping the majority of their students attain 
proficiency in reading and mathematics 

5) Educational Environment – schools seeking renewal should meet or come close to meeting most 
expectations set out by the OCS Qualitative Renewal Benchmarks (evaluated during the Renewal 
Visit) 

6) Organizational Viability and Capacity – schools seeking renewal should be able to demonstrate 
that they are fiscally sound and that they are governed by strong boards of trustees who will 
guide the school to meet and exceed expectations in the second chartering period.   
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7) Stakeholder Satisfaction – schools seeking renewal should be able to demonstrate high levels of 
teacher and parent satisfaction as measured by the NYCDOE Learning Environment Survey, 
student and teacher retention figures, etc. 
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Timeline 
Fast-Track Standard 

Renewal Component Explanation 

DUE: 
May 8, 2009 

5:00 PM 

DUE: 
July 10, 2009 

5:00 PM 

Part I of Renewal 
Application 
(Retrospective) 

The applicant school submits the Retrospective Renewal Application to 
the NYC Department of Education (“NYCDOE”) Office of Charter 
Schools (“OCS”). 

DUE: 
May 8, 2009 

DUE: 
Sep. 15, 2009 

Submit documentation 
for Renewal Visit 

This documentation will help the Renewal Inspection Team prepare for 
and use the visit in a meaningful way. 

Between 
May 18 –  

June 18, 2009 

Between  
Sept. 20 – 

Nov. 30, 2009 
Renewal Visit A NYCDOE Team will visit the school for 3 days to verify and augment 

the information presented by the school in its written application. 

July 15, 2009 Dec. 1, 2009 
Recommendation to 
Chancellor & Renewal 
Report 

Based on the application, on-site visits, previous oversight findings, and 
other information, OCS prepares a draft report of its findings and 
shares it with the school.  OCS may also request additional information 
from the school. 
 
The school has the opportunity to review the draft report for factual 
errors and provide comment within one week of its receipt of OCS draft 
report.  OCS reviews comments and prepares a Renewal 
Recommendation Report to submit to the Chancellor.   

DUE: 
July 15, 2009 

DUE: 
Dec. 1, 2009 

Part II of Renewal 
Application 
(Prospective) 

The school submits the Prospective application, incorporating conditions 
for renewal. 

July 31, 2009 Dec. 10, 2009 Chancellor’s Decision 
Part I 

The Chancellor makes a preliminary decision as to whether the charter is 
renewed, the term of the new charter, and any renewal conditions. 

Aug. – Sept. Dec. – Jan. Public Hearing Per the NY Charter Schools Act, a public hearing must be held to solicit 
comment on the possibility of the charter renewal. 

July – Aug. Dec. – Jan. Clarifications NYCDOE & NYSED will request clarifications regarding the Prospective 
Application.  

Aug. 15, 2009 Jan. 30, 2010 Chancellor’s Decision 
on Part II 

If the Chancellor approves Part II (Prospective), he will formally approve 
the complete application and request that the school send the proposed 
renewal charter agreement to the New York State Education 
Department (“NYSED”). 

Aug. 15, 2009 Jan. 30, 2010 Forward to SED 

Once the school has incorporated clarifications into its renewal charter, it 
will be asked to forward several hard copies of the document, along 
with a new charter agreement and a letter from the Chancellor, to the 
NYSED for review. 

October / 
November 

2009 
April 2010 

Decision by New York 
State Education 
Department 

NYSED will consider the Chancellor’s recommendation for the proposed 
renewal charter and decide to reject or to recommend the proposed 
charter to the New York State Board of Regents. 
 
Once a proposed renewal charter agreement is forwarded to the Board 
of Regents, the Board of Regents shall have sixty days in which to act to 
approve the proposed charter renewal agreement, and thereafter to 
issue a charter for the term specified. 

IV. Renewal Process Overview 
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Types of Renewal 
 
Planning Year Renewal 
 
Schools authorized in 2009 and later are eligible for this type of renewal, which allows schools who have 
decided to take a planning year to extend their charter for an additional year.  A planning year renewal 
allows schools who have made this decision to present data from four years of operation instead of three.  
Schools that take a planning year should begin the renewal process within the first few months of opening.  
If they are able to present evidence that they have been operating within the constraints and terms of their 
charter, they will be eligible to have their charter extended for a period of one year. 
 
Charter Extension (First Short-Term Renewal) 
 
Many charter schools may have been chartered in the early months of their chartering year, which means 
that they may face charter expiration mid-year before the renewal process is complete.  In the charter 
law, there is no option for a simple extension of the charter until the end of a school year.  Thus, to ensure 
that the children in your school continue to be served, the school will receive a short term charter renewal 
that will permit it to operate until the beginning of the next school year. 
 
Short-Term Renewal 
 
In cases where a school has demonstrated mixed academic success with its students, yet demonstrates the 
capacity to improve on those results and implement a stronger program upon renewal, a short term 
renewal may be granted.  If a school has not met or surpassed the goals in its charter, or has had 
substantial staff and leadership turnover, but appears to have made significant changes that will result in 
improved student outcomes over the next two years, it may be eligible for a short term renewal.  Renewal, 
however, is not automatic, and in many cases, non-renewal may be the better choice for schools that have 
not demonstrated success with their students.  The length of a short-term renewal may vary, but is usually 
given for a period of three years.    
 
Full-Term Renewal 
 
In the case that a school has demonstrated exceptional results with its students, a five year renewal will be 
granted.  A school must show that its program has yielded exceptional student performance and 
improvement, has met majority of its charter goals, has demonstrated financial stability, has attained 
sufficient board capacity and has an educationally sound learning environment in order to gain this type 
of renewal.  
 
Renewal with Conditions 
 
In some cases, when a school has demonstrated mixed academic results or organizational viability, renewal 
is contingent upon changes to the prospective application or new charter.  This may be a mandated 
change to curriculum, leadership, or board governance structure that will yield improved academic 
outcomes during the next chartering period.  If a school has demonstrated success, for example, across 
most areas except for one, the renewal conditions may include putting the school on probation until that 
particular area is improved.  
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V. Renewal Application Part I (Retrospective) 
 

The Renewal Application, Part I: Retrospective Analysis is a document created by the school that answers 
the three essential questions in renewal: 

1. Is the School an Academic Success?  
2. Is the School a Viable Organization?  
3. Is the School in Compliance with Applicable Laws and Regulations? 

 
Part 1 Application Guidelines can be found at: 
http://schools.nyc.gov/ChoicesEnrollment/SpecialPrograms/CharterSchools/CharterSchoolCreation/default.htm 
 
The Office of Charter Schools provides charter schools with a data template to use to submit standardized 
test data.  In addition, the templates for the data attachments referred to in the application are sent to 
schools entering the renewal process by email.  
 
Schools should submit 4 copies of the application to OCS by 5:00 PM on July 10, 2009 (Fast-Track date: 
May 8, 2009).  Please forward to:  
 
Office of Charter Schools  
52 Chambers Street, Room 405  
New York, NY 10003.   
 
Please also send an electronic copy in MS Word (not PDF) to CharterSchools@schools.nyc.gov 

 
This application is used to inform OCS about the school’s history from its perspective and challenges that 
the school has faced.  It also provides focus for the review team on the renewal visit.   
 
 
VI. Renewal Site Visit  
 
Overview 
 
After receiving the school’s Renewal Application Part I: Retrospective Analysis, the Office of Charter 
Schools will schedule and conduct a comprehensive visit over 3 days.  The purpose of the visit is to assess 
the quality and performance of the school in relationship to the Renewal Benchmarks, which address three 
Essential Questions: 
 
1. Is the School an Academic Success?  
2. Is the School a Viable Organization?  
3. Is the School in Compliance with Applicable Laws and Regulations?    
 
Additionally, the visit is meant to supplement and verify the information presented in Part I of the school’s 
renewal application.  The renewal visit should be viewed as one component which is used in coming to a 
renewal determination.   
 
The main focus of the renewal visit is to verify the primary question of renewal: Is the School an Academic 
Success?  
Benchmarks included under Academic Success address the following areas:   

• Instructional Program, including but not limited to: 
o Curriculum implementation 
o Services for ELL and special education students 
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o Use of assessments and data 
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• Teaching and Learning, including but not limited to: 
o Curriculum implementation 
o Delivery of instruction 
o Professional development 
o School culture and discipline 
o Overall school management   

 
While the visit will focus on teaching and learning, there will also be some onsite review of school 
governance, financial practices, stakeholder satisfaction (parent, staff, community, etc.), and compliance, as 
we know that all of these interconnected aspects of a school’s life are linked.  However, the majority of 
review in these areas will not be done during the renewal visit, but rather will be completed through a 
thorough review of submitted and historical documentation.  These important aspects of the school will 
provide further evidence around the goals that were set in the charter.   
 
Renewal visits are 2-3 days long and are made up of classroom observations and interviews with school 
staff.  A few days prior to the renewal visit, a member of the renewal team will arrange a phone call with 
the school’s renewal visit coordinator to review the proposed visit schedule and talk through the school’s 
documentation.  This is an orientation for the renewal team, as well as for the school.  This is an opportunity 
for the renewal team to ask general questions about where and how school documents are 
maintained/collected/shared, how they are used, and what they are called at the school.  It also is a time 
for renewal visit coordinator at the school to review the proposed visit schedule, make any necessary 
changes, and ask questions about the process. 

 
The renewal visit is an opportunity for OCS to see the school in action.  Prior to the renewal visit, OCS will 
request specific documentation relevant to the renewal decision.  These documents need to be made 
available to the renewal team and the OCS may request copies of all relevant documents.   
 
OCS recommends that all school staff and parents be made aware of the renewal site visit, and of the 
significance of this milestone in the life of a charter school.  It is during the renewal year that the 
accountability for autonomy exchange is most clearly manifested. 
 
Renewal Benchmarks1 
 
The Renewal Benchmarks are the guiding indicators by which the OCS measures charter school success 
upon renewal.  These benchmarks allow the OCS to collect specific and meaningful data on the Renewal 
Visit that will help inform the decision making process. 
 

1A: Academic Success Based on Student Performance Outcomes 

1 Absolute Measures: School can demonstrate outstanding student performance outcomes 
according to absolute measures.  

2 Comparative Measures: School can demonstrate outstanding student performance outcomes 
according to comparative measures. 

3 Value-Added Measures: School can demonstrate outstanding student performance outcomes 
according to value-added measures. 

4 NCLB: School can demonstrate outstanding student performance outcomes according to NCLB. 

1B: Academic Success Based on A Rigorous Instructional Program 
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Compliance Standards and the indicators used during Annual Site Visits.  An updated version will be shared with 
schools in May 2009. 
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1 Clearly-defined essential knowledge and skills that students are expected to learn, and that 
are aligned with state standards 

2 Curriculum that is organized coherently across subjects and grades, and reflects the school’s 
mission and goals 

3 Academic expectations that adults in the school clearly and consistently communicate to students 
4 Classroom lessons with clear goals aligned with the curriculum 
5 Classroom practices that reflect competent instructional strategies 

6 Assessments and data that the school systematically generates and uses to improve instructional 
effectiveness and student learning, and that has led to increased student performance 

7 
Formal and successful strategies to identify and meet the needs of students at-risk of academic 
failure, students not making acceptable progress towards achieving school goals, students who 
are ELL, and special education students 

2A: Academic Success Based on a School Environment that Promotes Successful Teaching and 
Learning 

1 An environment where students and staff feel safe and secure 

2 Behavioral and cultural expectations that adults in the school clearly and consistently 
communicate to students 

3 Clear policies and strategies to address student behaviors to promote learning—those 
behaviors that are both appropriate and inappropriate 

4 Documented discipline policies and procedures for general and special education students that 
the school enforces fairly and consistently with appropriate due process 

5 A professional culture focused on teaching and learning, with a qualified and competent 
teaching staff 

6 
Professional development activities at or sponsored by the school that are aligned with the 
mission and goals of the school, support the instructional program, meet student needs, and 
result in increased student achievement 

7 
A system for ongoing teacher evaluation and improvement that builds the school’s capacity to 
reach its academic goals, with effective strategies to assist inexperienced or struggling 
teachers 

2B: Organizational Viability Based on Effective School Governance 

1 
A clear and common understanding of the school’s mission, priorities, and challenges among all 
members of the board of trustees and school leadership, as evidenced by the strategies and 
resources used to further the academic and organizational success of the school 

2 An evidenced commitment to serving a student population that reflects the full range of students 
throughout the city. 

3 Policies, systems, and processes that facilitate effective governance of the school and that are 
followed consistently 

4 Meaningful opportunities for staff and parents to become involved in school governance 

5 Avenues of communication from the board of trustees to other members of the school community 
and vice-versa 

6 Communication between the school leadership and school staff that facilitates coordinated 
actions and messages toward other members of the school community 
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7 Processes to address parent, staff, community, and student concerns appropriately and in a 
timely manner 

8 Annual evaluations of the school leadership, based on clearly-defined goals and measurements 

9 A board of trustees with a diversity of opinions and perspectives that promotes a healthy and 
vigorous dialogue of ideas 

10 A process for board development to build its capacity to oversee the school’s operations and 
to ensure the school’s continued progress 

11 A conflict of interest policy and code of ethics that are followed consistently 

12 Activities that are in substantial compliance with the Open Meetings Law and Public Officers 
Law 

13 An active and ongoing relationship with independent legal counsel that reviews relevant 
documents, policies, and incidents, and makes recommendations as needed 

2C: Organizational Viability Based on Sound Financial Practices 
1 A long range financial plan that guides school operations 
2 Realistic budgets that are monitored and adjusted when appropriate 

3 Effective oversight, and financial decisions that further and reflect the school’s mission, 
program, and goals 

4 Internal controls and procedures that are followed consistently and that result in prudent 
resource management 

5 Capacity to correct any deficiencies or audit findings 
6 Financial records that are kept according to GAAP 
7 Adequate financial resources and processes to ensure stable operations 
8 Non-variable income streams that support critical financial needs 

2D: Organizational Viability Based on Parent and Student Satisfaction 
1 Parents and students are satisfied  as demonstrated by survey results 
2 Parents and students are satisfied as demonstrated by other valid and reliable measures 

2E: Organizational Viability Based on Sufficient Facilities and Physical Conditions 

1 School facilities and physical conditions are conducive to the school implementing its program 
and meeting its goals 

3A: School is in Compliance Based on Sufficient Reporting 
1 Annual reports and financial reports submitted completely and by deadline 

2 Responses to DOE’s or SED’s requests for information or for changes to school operations (in 
accordance with legal requirements) in a timely manner 

3B: School is in Compliance Based on An Appropriate Admissions Policy 
1 Opportunities for all interested parents to submit a complete application for enrollment 

2 A random selection process that is conducted fairly, and when a wait list is generated, it is used 
appropriately to ensure a fair admissions process 

3C: School is in Compliance Based on a Record of Substantial Compliance 
1 Applicable health laws and regulations 
2 Title I regulations 
3 IDEA regulations to meet the needs of special education students 
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Renewal Team Composition 
 

The renewal visit team will be composed of (in most cases) between four and seven representatives of the 
Office of Charter Schools, other Department of Education offices, and the State Education Department.  In 
addition, OCS may retain a consultant familiar with school evaluation to participate in the visit.  Each 
renewal visit team member will be provided with a binder of relevant documentation for the school 
applying for renewal, including previous formal and informal reports, relevant communications, 
amendments to the charter, Renewal Application Part I, student performance data, focusing renewal 
benchmarks, interview questions, observation guidelines, a school visit schedule, roles and responsibilities, 
and note taking guides.    
 
Pre-Visit Documentation Submission  

 
Schools should submit the below documentation to OCS by September 15th, 2009 (Fast-Track – May 8, 
2009).  Note that OCS may request that your school resubmit certain documents from previous years such 
as Annual Reports or Audits if necessary.   
 
Please send an electronic copy of the below documents to: CharterSchools@schools.nyc.gov 
 

 A school map, with classroom numbers/names 
 A list of teachers w/ certification information, length of time employed by the school, length of 

time teaching 
 An organizational chart indicating reporting relationships, including all staff member names, 

position held 
 General school schedule and calendar for 08-09 
 Class by class schedules 
 Schedule for specials (music/art/PE)  
 Schedule of professional development & common planning times 
 Current list of board member names, position, affiliation, length of time served on board, contact 

information 
 Current enrollment information by grade and class 
 Schedule of when the Board of Trustees is available to meet 
 Schedule of when teachers, students and parents are available to meet 
 Balance Sheet (updated and un-audited) 
 Statement of Activities (Budget to actual) 
 Budget with all PS salaries and OTPS budget 
 Any other relevant documentation, as necessary 

 
Meeting Room 
 
The school should make available for the renewal visit team a room of its own where it can work and 
discuss observations in privacy during its visit.   
 
Other Renewal Documentation 
 
The following is a list of possible documentation to be reviewed during the renewal visit.  Again, the school 
should prepare the following documentation for review in a location outside of where it usually is kept.  
While the renewal team will be looking at various documents, the school should not prepare any additional 
binders of information, specifically for the visit.  The team will review documents as they are at the school 
site.   
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 Curricular maps/pacing guides – explanation of academic program  
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 Lesson plans 
 Professional development plans 
 Program information for special needs students 
 ELL program information 
 Attendance Policy 
 Discipline Policy 
 Admissions Policy 
 Faculty meeting minutes 
 Parent, teacher and/or student handbooks 
 3 Recent Parent Newsletters  
 3 Recent School Calendars 
 Explanation of internal assessment program and any relevant samples 
 Student Performance Data 
 Board minutes 
 Audited Financial statements 
 Current building safety documents: Occupancy permit, fire inspection, safety inspection. 
 Staff evaluation tools and documents 
 Hiring and termination procedures 
 Attendance and attrition data 
 Any other relevant documentation, as necessary 

 
Observations 
 
School Leaders should make teachers and assistants aware that their classrooms will be visited for longer 
periods of time than at previous visits.  Renewal visit team members will spend a significant amount of time 
visiting classrooms, observing the teaching and learning process.  Team members will be reviewing student 
work, lesson plans, rubrics, and other documentation present in the classroom during time slated for 
observations.  Teachers do not need to be available to speak with the renewal visit team during 
observations.   
 
School Leaders should also make teachers aware that the renewal visit is an evaluation of the school, not 
of individuals, and not of individual teachers’ practices.  Renewal visit team members may speak with 
students while they are observing a lesson.  Teachers should make students aware of this possibility.  The 
renewal report will not include names, and will make a concerted effort to protect the anonymity of all 
those observed.   
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Interviews 
 
During the course of the visit, the renewal visit team will conduct interviews with several key stakeholders in 
the school community.   
 

• Teachers 
• Administrators (i.e. Business Manager, Special Ed./ELL Coordinators, Data Analyst) 
• School Leaders (i.e. Principal, Executive Director, School Leader, Director) 
• Board Members  
• Parents (We will send a letter, like the one below, to all of your school’s parents.) 
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Visit Schedule 
 

The visit schedule for any given school is dependent on their individual school schedules, the availability of 
staff to speak with OCS visit team members, and other school specific variables. 
 
The renewal visit team will meet at the end of the each day to discuss preliminary findings and prepare 
for the following day.   
 
A sample schedule is included below: 
 

Example Charter School - Renewal Visit 
Tuesday, October 14, 2009 

Day 1 
Time Team Member 1 Team Member 2 Team Member 3 Team Member 4 Team Member 5 

8:00 AM - 8:30 AM Arrival/ Internal team meeting 
8:30 AM - 9:00 AM Opening Meeting with School 

9:00 AM - 10:30 AM 

Retrospective 
Application 

Review w/ School 
Leader 

Parent Meeting Retrospective Application Review w/ 
School Leader 

Interview Board 
of Trustees 

10:30 AM - 11:30 AM 
Observe 1st 
Grade Social 

Studies 

Observe 5th 
Grade ELA 

Observe 3rd 
Grade Art 

Observe 3rd 
Grade Math 

11:30 AM - 12:30 PM Observe Grade 4 Common Planning 
Meeting Review Documentation 

Interview Business 
Manager 

12:30 PM - 1:30 PM Internal Team Lunch Meeting 

1:30 PM - 2:30 PM Observe 
Kindergarten 

Observe 4th Grade ELA and Social 
Studies 

Observe 2nd 
Grade Science 

Observe 
Kindergarten 

2:30 PM - 3:30 PM Interview Testing 
Coordinator 

Interview 
Operations 

Director 

Review 
Documentation 

Interview Testing 
Coordinator 

Interview 
Operations 

Director 

3:30 PM - 5:30 PM Internal Debrief Meeting 

 
Renewal Inspection Team Code of Conduct & Expectations 
 
The renewal inspection team’s conduct throughout the renewal inspection process can significantly 
affect the team’s ability to obtain and report information regarding the school’s performance; it 
can also influence perceptions of the school community about the objectivity of the renewal 
inspection process and report.  This Code of Conduct provides guidance for team members in 
fulfilling their assigned responsibilities.  
 

1. Ensure that you have reviewed all necessary materials, documents and information 
provided in advance of the renewal inspection site visit. 

2. Ensure that all evidence is documented in the OCS Record Book and returned to the visit 
lead at the end of the visit.  All notes should be in ink. 
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3. Understand your obligation to conduct the site visit without personal or professional bias 
and act accordingly.   
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4. Ensure that all of your communications with the school are professional and courteous in 
tone.  

5. Avoid unnecessary disruptions to school and classroom routines while performing your 
assigned tasks such as classroom observations.   

6. Refrain from BlackBerry use while observing classrooms or participating in interviews. 
7. Honor scheduled appointments and inform the school contact immediately of any changes 

to the agreed-upon schedule.   
8. Ensure the confidentiality of school information such as student names, health records, and 

personnel information. 
9. Phrase interview questions without explicit or implied biases. 
10. Do not offer personal or professional opinions or recommendations, even if solicited by 

interviewees – our role is to evaluate, not provide consulting services. 
11. Reject requests from those interviewed to speak “off the record”; all conversations and 

other evidence gathered during the site visit are considered “on the record.”  
12. Do not provide reassurance or warnings regarding charter renewal to school personnel; 

remind school personnel that the renewal inspection report is only one of many sources of 
evidence used in developing a charter renewal recommendation. 

13. Do not evaluate the performance of individuals, either orally or in the renewal inspection 
report. 

14. Treat the draft report findings and related evidence as confidential until the report is 
finalized. 

15. Refrain from communications with outside groups or individuals, including the media, 
regarding the status of the report or opinions regarding renewal of the school’s charter or 
individuals working at the school.  Do not discuss the status of the renewal inspection your 
opinions regarding individuals working at the school or renewal of the school’s charter with 
outside groups or individuals, including the media. 

16. Remember that no decision is finalized by the visit alone; the visit is one piece of a much 
larger decision making process that involves four years of data. 

17. Be honest about your findings and be sure to share all evidence, thoughts, observations, 
and new information with the visit lead.  This will all contribute to the writing of a fair, 
evidence-based report. 

 
 
 
VII. Report of Findings 
 
Following OCS’s review of the retrospective analysis (part 1 application) and the findings on the renewal 
visit, the Chancellor will make a preliminary recommendation for renewal.  OCS will prepare a renewal 
report outlining our findings and our preliminary recommendation.  OCS may also request additional 
information from the school during this phase of the process.   
 
The renewal report is a data rich report that pulls performance data from the submitted retrospective as 
well as the NYCDOE Progress Report.  Data is presented in graphs and tables to support the NYCDOE’s 
recommendation.  In addition to quantitative data, the report provides a detailed narrative evaluation of 
the school’s performance against the qualitative renewal benchmarks laid out in this document. 
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Schools should expect to receive a draft version of the renewal report about four weeks after the renewal 
visit.  One the report is sent, schools are given about two weeks to respond with factual corrections.  These 
corrections are reviewed and then the final version of the report is issued to the New York State Education 
Department (NYSED) for initial review.   
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VIII. Renewal Application Part II (Prospective) 
 
The school should prepare to submit Part II (Prospective) of the renewal application by December 1, 2009 
(Fast-Track – July 15, 2009).  OCS reviews the Prospective using a similar process to its review of new 
charter school applications.  After the team has reviewed the Prospective, the school will be issued a set of 
clarification questions outlining areas for improvement or change with the application.  Schools are given 
about one week to ten days to respond to clarifications and update the text of their applications 
accordingly.  Upon OCS final review of Part II of the renewal application, a final recommendation will be 
made. If a positive recommendation is made, the school is then asked to prepare its official submission to 
NYSED.  The details for submitting to NYSED are below: 
 
.      (a) For NYC proposed charters only, please provide six (6) hard copies of the proposed charter, the 

application,  and supporting documentation (including SUNY Board of Trustees' resolutions and votes 
for each proposed charter, or the NYC Chancellor's letter of recommendation) to the address below.   
Also provide one (1) electronic copy each to dmengel@mail.nysed.gov and to llong@mail.nysed.gov 
as a PDF file.  

 
Office of School Improvement and Community Services (Albany) 

New York State Education Department 
Attn: Carol Wallace 

89 Washington Avenue, 375 EBA 
Albany, NY 12234 

 
(b) Also provide four (4) hard copies of the proposed charter, the application, and supporting 
documentation to:  

 
Dr. Lisa Long 

Office of Accountability, Policy, and Administration 
New York State Education Department 

55 Hanson Place, Room 400 
Brooklyn, NY 11217 

  
  
 
Upon receipt of the official submission from the school, NYSED has 90 days to review the Chancellor’s 
recommendation in the renewal report, along with Part II of the Renewal Application.  During this period, 
schools should expect to receive clarifying questions from NYSED regarding aspects of their submission. 
 
Part II of the renewal application, the prospective application, is a chance for schools to look forward and 
demonstrate capacity and plans for moving the school to the next level.  Over the course of the next year, 
the school should consider all of the material changes that have been made to the charter and incorporate 
those changes into the prospective application.  In addition, the school should look at its data and 
determine where changes still must be made in order to ensure student success across the school.  This may 
include setting more rigorous goals, changing a staffing structure, expanding the student population, or 
altering curriculum choices. 
 
As existing schools come up for renewal, they will be asked to adopt OCS’s goals template which 
articulates specific charter goals that each school must meet.  These goals may be more rigorous than the 
goals in the school’s first charter, and so the school must be thoughtful in planning a program that will help 
students meet the measures under each goal.  Schools are also welcome to set school specific goals as they 
might have done in their first charter. 
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To review the goals template, please visit: 
http://schools.nyc.gov/ChoicesEnrollment/SpecialPrograms/CharterSchools/CharterSchoolCreation/default.htm 
 
IX. Frequently Asked Questions 
 
1. My school opened with Kindergarten and first grade.  After four years, we only have two years of 
testing data.  How do we make a case for renewal? 
 
When a school has very little data to demonstrate its ability to produce excellent outcomes for students, it 
must demonstrate its capacity to garner such results through its rigorous educational program, quality 
teaching, and strategic leadership.  In cases where there is not much data for a school, the renewal team will 
look at the existing data as well as results from interim assessments, student stability, parent satisfaction, and 
most important, teaching and learning at the school.  The renewal visit is often weighed heavier in the renewal 
decision for schools that do not yet have sufficient data to demonstrate success. 
 
2. How is the Renewal Application Part I: Retrospective different from the Annual Report? 
 
The Retrospective application should cull all of the data from the school’s first four years of operation and 
present it in a way that demonstrates progress and growth over time.  The retrospective should go beyond the 
level of analysis in the Annual Report and present data in graphs and charts that highlight the school’s areas 
of strength and weakness and convince the reader that the school is in a position to continuously improve if 
granted renewal. 
 
3. What is the purpose of having a Renewal Inspection Team visit our school for three full days? 
 
The Renewal Visit is a much more extensive visit than the Annual Site Visit.  While the Annual Site Visit 
typically provides a snapshot of your school at a certain point in time, the Renewal Visit is meant to help OCS 
determine how far the school has progressed over four years.  In order to make such an assessment, more 
extensive observations, interviews, and document review are required.  It is also important that the renewal 
inspection team get a true sense of what the school is like on a daily basis.  Over the course of three days, the 
team is able to gather a much more accurate understanding of the school and its practices. 
 
4. Are we required to provide lunch for the renewal inspection team?  
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No.  The school is not required to provide lunch for the renewal team.  If possible, please provide menus from 
local eateries or suggestions for the team of places they can go to pick up lunch. 
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