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Intent Form & Prospectus

Introduction

The submission of the Intent Form & Prospectus is the first step in the public charter school application process but implies no further obligation for either party. Submission expresses non-binding intent, as authorized by the public charter school’s management board, to apply for a public charter school within one year. The filing of the Intent Form & Prospectus may not be used for promotion or advertising, although it may be noted in internal school communications. Please inquire with any questions regarding these restrictions.

The purpose of the Intent Form & Prospectus is to provide the school system with a thorough overview of the applicant’s plan to open and operate a proposed charter school. Sufficient information should be provided in each of the identified areas to demonstrate commitment and capacity for providing quality educational programming for children. The Intent Form & Prospectus will allow the school system to provide sources of technical assistance as appropriate to facilitate the submission of a completed and viable application. Applications will only be accepted from eligible applicants who have received written approval of a prospectus.

Following completion and submission of the Intent Form & Prospectus, applicants may schedule a meeting with the charter school contact to begin work on the formal application.

Submission Guidelines 

For Public Charter School Openings for 2012-2013

The Intent Form & Prospectus are due by 4:30 p.m. on the last business day on or before: April 29, 2011

Application are due by 4:30 p.m. on the last business day on or before: July 29, 2011

A decision on the application will be rendered within 120 days, in accordance with the following deadlines. Only completed applications submitted in accordance with these deadlines will be considered. 

	Applications received between:
	Will be considered to have been received:
	A decision will be rendered on or before:

	April 29 and June 3, 2011
	June 3, 2011
	October 1, 2011

	June 4 and June 24, 2011
	June 24, 2011
	October 22, 2011

	June 25 and July 8, 2011
	July 8, 2011
	November 5, 2011

	July 9 and July 29, 2011
	July 29, 2011
	November 26, 2011


Materials should be submitted to:

Policy/Charter Schools Specialist

10910 Route 108

Ellicott City, MD 21042

410-313-6870

charter_school_inquiries@hcpss.org
Intent Form & Prospectus

Charter School Information
Name of Proposed Charter School: _________________________________________________

This Intent Form & Prospectus is being submitted by (check, and complete as appropriate, all that apply)
__
Staff of a public school (Name of School) _______________________________________________
__
A parent/guardian of a student who attends a school in the county

__
A nonsectarian nonprofit entity (Name) ______________________________________________
__
A nonsectarian institution of higher education (Name) ___________________________________

Authorized Agent Contact Information

(Must be a member of the local founding group XE "founders"  and not serving as a consultant XE "consultants"  or affiliated with an educational service provider.)

Name: _____________________________________Title_______________________________

Address: ______________________________________________________________________

_____________________________________________________________________________

Daytime Telephone: __________________________
e-Mail: _______________________

Fax: __________________________________
 Website: __________________________

Start Up Information

Proposed Start Date: __________________

Grades to be Served: _____________ Anticipated enrollment by grade: __________________
Public charter schools in Howard County must comply with all Maryland statutes regarding their operation, as well as all relevant federal, state and local laws and requirements applicable to the operation of a public education facility. 

I certify that all information contained in this Intent Form & Prospectus is complete and accurate, realizing that any misrepresentation could result in disqualification from the charter application process or revocation after award. I have the legal authority to attest to all information contained in this Intent Form & Prospectus and to submit this Intent Form & Prospectus on behalf of the chartering group for the above-named school.

_____________________________
_____________________________
____________

Authorized Agent (please print)

Notarized Signature of Authorized Agent
Date

Intent Form & Prospectus

(continued)
Please provide the following information in twenty (20) pages or less:

1. The purpose of the proposed public charter school, including a mission statement that indicates what the school intends to do, for whom, and to what degree

2. A brief description of the school’s goals

3. The grades to be served and the anticipated enrollment by grade

4. A brief description of how the proposed school will meet the needs of the community

5. A brief description of the curriculum and instructional practices to be used

6. The plans for delivery of educational programs

7. A description of how the program will enable all students to meet or exceed challenging Maryland student academic achievement standards

8. A description of how the school will be managed and how that structure will provide for the school’s legal, programmatic, and fiscal accountability.

Within your narrative include ways in which the school may provide innovative learning opportunities and creative educational approaches to improve the education of students; address how it will be different from what the HCPSS currently offers.

Additional information that supports the narrative may be included as attachments and will not be counted in the twenty (20) page limit. The choice of attachments is up to the applicant, although they should be used to provide evidence, support a particular aspect of the prospectus, or lend insight into the qualifications, capacity, and commitment of the applicant(s) to open and operate a charter school. Examples of attachments include curriculum samples, academic standards, letters of support, and financial statements. All attachments should be numbered and clearly referred to by number in the Prospectus narrative.

Note: Several sections of the full application will ask for the same or similar information as the Intent Form & Prospectus; however, further expansion of the information will be required in the full application.

Application Guidelines

Introduction

The Public Charter School Act of 2003 authorizes the establishment of public charter schools in Maryland as an alternative means within the public school system to provide innovative learning opportunities and creative educational approaches to improve the education of all students.

This HCPSS Public Charter School Application provides guidance for a charter school applicant to plan properly for a proposed charter school. It is adapted from a model application developed by the Maryland Public Charter School Network under a grant with the Maryland State Department of Education. The application contains requests for information to which an applicant must respond. Please pay particular attention to the sequence for responding to the statements contained in these guidelines. The order has been developed to facilitate the review of the application.

The appendices contain forms referred to in the application that you will need to review or complete in preparing the application. These include:

· Applicant’s Checklist

· Compliance Assurances
· Affidavit, Disclosure, and Consent for Criminal Background and Credit Check (which all members of the Founding Group and Board of Directors must complete)

· Conflict of Interest Form (which all members of the Founding Group and Board of Directors must complete)

· Budget Spreadsheets (included in the print copy and also available as Excel spreadsheets on the website)

Links to Reference Materials are provided on the school system website. These include:

· Policy 10040: Charter Schools, the school system’s policy.
· Charter School Frequently Asked Questions (FAQs) on the MSDE website, which provide essential information about charter schools and the legal and regulatory environment in which they operate. You should review the FAQs prior to commencing preparation of the application.

· Other resources on the MSDE website for Charter School Operators.

NOTE: In completing your application, in some sections it may be possible and appropriate to request waivers from certain system policies and procedures or state regulations. When such waivers are requested, discuss within the text the rationale behind the request(s) and submit an alternative plan.

Application Format
The narrative of the application should be limited to a discussion of each of the criteria presented in the guidelines. Additional information that may support the information presented in the narrative and help the Board to assess the proposed public charter school should be included in the appendices.

The application should be prepared in a clear and concise manner. It should address all appropriate points of these guidelines. Directions/questions for each section should be included in the application or the wording should be incorporated into the reply for ease of reading. If an item does not apply to your application, this may be indicated with N/A or through an explanation. The application must contain the following sections and appendices in the order listed below.

Cover Sheet (form provided)

Table of Contents

Executive Summary

A. Description of Founders

B. Education Plan

C. Operation Plan

D. Facilities Plan

E. Business Plan

Appendices

· List of Appendices

· Application Checklist (form provided)

· Compliance Assurances (form provided)

· Articles of Incorporation and By-laws (as applicable)

· Application for tax exempt status and IRS Letter of Determination

· For each Founding Member and each Member of the Board of Directors 

· A résumé which includes qualifications, statement of interest, and references

· Conflict of Interest Form (form provided)

· Affidavit, Disclosure, and Consent for Criminal Background and Credit Check (form provided)

· Letter of Intent for Facility (if applicable)

· Conversion Endorsement Certification (if applicable)

· Budget Worksheets (forms provided)

· Additional items at the discretion of the applicant

Beyond the required items, examples of additional information that may be included in the appendices include: curriculum samples showing alignment with Maryland Voluntary State Curriculum (MVSC); content and performance standards; letters demonstrating community support; program descriptions; architectural drawings/floor plans of potential school sites; financial statements; parent, student, or faculty handbooks; samples of student work; etc.

Follow these formatting guidelines exactly.

· Use standard size (8½” x 11”) paper of regular weight.

· Use one-inch margins and number all pages of the proposal narrative.

· Use Times or Times New Roman with a size of 12 within the narrative (tables may use a smaller font).

· Use the prescribed cover sheet as the first page(s) of the proposal.

· List page numbers for each section of the application and appendix in the Table of Contents and follow the same order and format as defined above in these guidelines.

· Number each appendix sequentially.

· Include the name of the school and page number in the footer of each page.

· Follow the numbering scheme used in this application when writing your response.

· Submit 10 copies of the application in loose-leaf binders to the charter school contact person. Use tabs to separate each of the sections of the application and the appendices.
· Also submit an electronic copy of the application in Microsoft Word (this may be exclusive of any appendices).
Application Cover Sheet

This attached application to establish and operate a Public Charter School in Howard County, Maryland is submitted to the Board of Education of Howard County.

Name of Proposed Charter School: _________________________________________________

This application is being submitted by (check, and complete as appropriate, all that apply)
__
Staff of a public school (Name of School) _______________________________________________
__
A parent/guardian of a student who attends a school in the county/city

__
A nonsectarian nonprofit entity (Name) ______________________________________________
__
A nonsectarian institution of higher education (Name) ___________________________________

Authorized Agent Contact Information

(Must be a member of the local founding group and not serving as a consultant or affiliated with an educational service provider.)

Name: _____________________________________Title_______________________________

Address: ______________________________________________________________________

_____________________________________________________________________________

Daytime Telephone: __________________________
e-Mail: _______________________

Fax: __________________________________
 Website: __________________________

I certify that all information contained in this Application is complete and accurate, and may be relied on by the school system in its application evaluation process, realizing that any misrepresentation could result in disqualification from the charter application process or revocation after award. I understand that incomplete applications will not be considered. The applicant agrees that any or all parts of this application may be incorporated, at the Board’s option, into the Charter Agreement between the applicant and HCPSS. I have the legal authority to attest to all information contained in this Application and to submit this Application on behalf of the chartering group for the above-named school. 

Authorized Signature: ________________________________________Date: ______________

Start Up Information

Proposed Start Date: _____________

First-Year Enrollment: From grade _____ to grade _____
Number of students _____

Capacity Enrollment:
From grade _____ to grade _____
Number of students _____

Location of school (address or area of county)_____________________________________

Names of Organizations Involved in Planning (if applicable): ___________________________

_____________________________________________________________________________

Name of Educational Service Provider (if applicable):__________________________________

Type of Application (Check One)

__ Conversion of an Existing Public School
 __ New Public Charter School

If conversion, name the school being converted: _____________________________________

If conversion, do you wish to retain the existing school site? __ Yes
__ No

Executive Summary

In no more than two pages, summarize the proposed public charter school’s mission and vision, the educational program, the need in the community that this school would address, and the founding group’s capacity to make this school a success. Include ways in which the school may provide innovative learning opportunities and creative educational approaches to improve the education of students and how it will be different from what the HCPSS currently offers.
A. Description of Founders

A.1 Profile of Founding Group

A.1.1 List the members of the founding group or partnership that is working together to apply for a charter. Additionally, for each individual, provide in the appendices:

· A résumé (maximum three pages) which includes contact information (name, address, phone number, email if available) and which summarizes the individual’s qualifications to operate or oversee a charter school (including any experience as it relates to the development of academic programs, operations of a school or a small business, and/or background in financial management); educational training that supports the individual’s qualifications to operate a charter school (including degrees earned and institution); and applicable business arrangements or partnerships with existing schools, educational programs, businesses, or non-profit organizations, including all organizations or corporations of which the individuals are directors or officers. Include a statement of intent regarding how the individual will support the charter school. Provide three references. The information provided is subject to verification.

· An Affidavit, Disclosure, and Consent for Criminal Background and Credit Check form (see Appendix II).
· A Conflict of Interest Form (see Appendix IV).
Note: See C.2 for similar information related to the Board of Directors.

A.1.2 Describe any plans for further recruitment of founders or organizers of the school.

A.1.3 If applicable, describe any organizations, including educational management organizations, that will assist in the planning and establishment of the school. Indicate how and if they will continue to be involved throughout the opening and operation of the school.

A.1.4 If the application is filed in partnership with a college, university, museum, educational institution; another not-for-profit entity; an educational management organization; or any other partner; describe in detail the nature and purpose of the school’s partnership with the organization. Provide the name of each such organization along with the name, address, phone number, facsimile number, and e-mail address of a contact person for the partner organization. Provide a letter of intent or commitment from the partner organization affirming and describing the partnership in the appendices.

A.1.5 If applicable, detail the relevant expertise of any retained consultants or professionals (e.g., accounting, finance, educational management services, risk management, human resources, etc.) who will assist in the planning and establishment of the school. Indicate if and how they will continue to be involved throughout the opening and operation of the school.

A.2 Planning

A.2.1 Planning Process: Describe the planning process that led to the decision to form a school and apply for a charter and how the founders engaged individuals with the requisite skills, competencies, and commitment in the planning process. Also, describe how parents, teachers, and other members of the community have been involved in developing the school's mission, philosophy, focus, goals, and design and how they will continue to be involved in its implementation. If the founding group has chosen to contract with a school management firm, describe why and how this management company was chosen and what input the founding members have had in the selection process.

B. Education Plan

Charter schools are intended to establish an alternative means within the public school system in order to provide innovative learning opportunities and creative educational approaches while meeting the standards included in the Maryland Voluntary State Curriculum. Charter schools standards must meet or exceed Maryland standards. The educational plan is a clearly articulated vision for an innovative public school which will lead to improved educational outcomes and greater community ownership of the local school. Consistency between the mission, and educational programs are a means to achieve this.

B.1 Mission/Vision/Goals

B.1.1 Mission: Explain the mission or vision of the proposed charter school. A mission statement should be a clear, concise articulation of the school’s central purposes and goals. In essence, it should state the school’s reason for existence and communicate the school’s uniqueness, addressing the innovative learning opportunities and creative educational approaches the school may offer. Include a methodology, theme, or philosophy upon which the program of the school is based or area of focus if central to the mission. Explain how your mission supports the HCPSS mission and goals.

B.1.2 Goals: List and discuss the goals and objectives this school will seek to achieve and against which the school's performance will be measured. Include student academic and nonacademic performance goals, goals related to the school's unique mission, and management effectiveness goals. Goals should be broadly stated and point toward some future outcome.

B.1.3 Target Student Population: Identify the grade or age levels of the student population the school plans to serve. Describe the characteristics of your prospective students, including those likely to have special needs and any targeted populations. Explain the relationship between the student population to be served and the geographic area of the planned school’s facility. Describe the relationship between the targeted student population and the school’s mission.

Complete the following chart:

Table 1. Project School Population
	Grades Served

Please circle all grades included in the Charter.
	Number per grade
	Average number per class
	Total number served

	Year 1: K 1 2 3 4 5 6 7 8 9 10 11 12
	
	
	

	Year 2: K 1 2 3 4 5 6 7 8 9 10 11 12
	
	
	

	Year 3: K 1 2 3 4 5 6 7 8 9 10 11 12
	
	
	

	Year 4: K 1 2 3 4 5 6 7 8 9 10 11 12
	
	
	


Note: While the Charter School application may describe a longer-term plan, Policy 10040 requires that charter agreements may not be approved for more than four years at a time, and are subject to annual review by the Board.
B.1.4 Educational Needs of the Target Student Population:

Describe the need for this proposed school in the community it will serve and the target student population. Briefly discuss the educational needs of these students and describe what is special and promising about the way your school will address these needs.
If applying for a conversion to charter status, explain how the school will benefit from becoming a charter school and how the conversion will address the needs of the community.
B.2 Academic Design

Within this section, continue to address the innovative learning opportunities and creative educational approaches the school may offer.

B.2.1 Student Content and Performance Standards: Describe student content and performance standards, including both academic and nonacademic areas of the curriculum and how these standards will serve the identified student population.

B.2.2 Curriculum: Provide a general description of the curriculum that will be used by the school, including the objectives, content, and skills to be taught in the those subjects required by COMAR at each grade level in the school. Indicate how the curriculum is aligned with the standards in the Maryland Voluntary State Curriculum and/or the school’s additional standards, as well as how students with special needs, English Language Learners (ELL), gifted and talented students, and students who enter the school below grade level will be engaged in and benefit from the curriculum. If the school intends to use the district’s curriculum it will not have to demonstrate alignment with the Maryland Voluntary State Curriculum, but will need to describe its unique additions to and/or applications of the curriculum. If the school will have a particular curriculum focus (e.g., mathematics and science, the arts, the humanities, career exploration), explain how the focus will be integrated across curriculum areas. Discuss how the curriculum is consistent with the mission and philosophy of the school. Describe briefly the planned assessment tools, and how the curriculum will lead to the accomplishment of the school's goals for high student achievement.

Note: Section B.4, Accountability Plan, will require a thorough discussion of goals, objectives, and assessment.

B.2.3 Methods of Instruction: Discuss the instructional methods to be used, including any distinctive instructional techniques or approaches to be employed. Explain the research that demonstrates that this approach will work with your anticipated student population and help produce the educational outcomes anticipated in the goals.

B.2.4 Special Needs Students: Describe the school’s approach to educating children with special needs, including special education students, gifted and talented students, and students who are English Language Learners (ELL). Include the district’s role in your approach and the following elements:

B.2.4.a Describe the process for identification and placement of students with disabilities, gifted and talented students, and ELL students, including the process for determining the assistance that these students may need and the person(s)who will make decisions about such services. Include in this section or in subsequent sections the person(s) who will be responsible for delivering services; the means by which services will be provided (e.g., inclusion, pull-out services); and any special models of instruction, adaptations of classroom management, or service delivery strategies (if applicable) which will be used.

B.2.4.b Describe the manner in which the school will meet the needs of ELL students including: description of services for ELL students; how staff, curricular materials, and facilities will meet the needs of ELL students; plans for inclusion of ELL students in curricular and extra-curricular activities; strategies for communicating with parents who are not proficient in English.

B.2.4.c Describe the manner in which the school will meet the needs of special education students, including: description of services for students with disabilities including Free Appropriate Public Education (FAPE); appropriate evaluation; Individualized Education Plan (IEP) development; provision of appropriate education in the least restrictive environment; and procedures to resolve any disputes or disagreements related to the school or school district’s provision of FAPE.

B.2.4.d Provide assurances that the school will meet the needs of Exceptional Education students, including ELL students, in accordance with federal law, Title VI of the Civil Rights Act of 1964, the Equal Educational Opportunities Act of 1974, Individuals with Disabilities in Education Act (IDEA), section 504 of the Rehabilitation Act of 1973, and Title II of the Americans with Disabilities Act of 1990, as applicable.

B.2.4.e Provide assurances that the school will meet the needs of homeless students as required by the McKinney-Vento Law.

B.2.5 Strategies for Providing Intensive Academic Support: Describe the strategies for assisting students who enroll below grade level or who are not achieving the schools stated performance standards.

B.3 Support for Learning

B.3.1 Parent Involvement: Document support from parents of school-aged children who may be interested in sending their children to the proposed school. Support may be documented through inclusion of parents of school-age children from the district among the founders, letters of support from parents of school-aged children, survey results, or other tangible means. Applicants must show evidence of the demand for a charter school in this area. (Materials such as letters should be referenced here and placed in the appendices.)

B.3.1.a Describe how the school plans to build and maintain family-school partnerships that focus on strengthening support for student learning, improving communication, and encouraging parental involvement in school operations.

B.3.1.b Describe how parental satisfaction will be measured and the process for gathering and publicizing parental satisfaction results.

B.3.1.c Describe how parents will be involved in the charter school, including the school’s operations or governance as appropriate.

B.3.1.d Identify methods for handling disputes between parents and the school.

B.3.1.e Describe resources and support that will be provided for parents of ELL students, e.g., interpreters.

B.3.1.f For district schools converting to charter schools, provide evidence that parents/guardians and existing staff support the conversion of the school to a public charter school.

B.3.2 Community Participation: Describe the scope of community backing for the proposed charter school and its organizers. Describe partnerships already developed within the community and with organizations, and how they would enhance your school. Describe any plans to further develop such partnerships. Document any commitments with letters of support that identify specific details of the commitments. (Materials such as letters should be placed in the appendices.)
B.3.3 School Organization and Culture: Explain the strategies the school will employ to develop a positive culture that is supportive of students, faculty and families. The description may consider such topics as school leadership, how staff will be involved in management and administration, classroom organization, course structure, student grouping, classroom climate, student advocacy programs (such as mentoring), and the concept of the school as a "learning community."

B.3.4 Extracurricular Activities: Describe plans for student access to, and participation in, extracurricular activities such as athletics, music, field trips, student government, etc. [Note that any fees charged to students must be in an amount commensurate with the cost of the activity.] Discuss any plans for collaboration with community organizations for the provision of recreational programs.

B.3.5 Professional Development for Teachers, Administrators, and Other School Staff: Describe plans for developing and implementing an effective professional development program. Describe how teachers, administrators, and other school staff will be involved in the design and identification of such opportunities. Describe how these plans support the mission, goals and design of the school and school system. Provide a timeline showing how often professional development opportunities will be available for your staff. Include plans to participate in professional development opportunities provided by the HCPSS, as appropriate.

B.3.6 Structure of the School Day and Year: Public charter schools must provide at least as much instruction time during a school year as required by other public schools. The minimum number of instructional days is 180 and the minimum number of hours is 1,080. Schools must remain open 3 hours in order to meet the full day requirement under state law.

B.3.6.a Indicate whether the school plans to operate under the HCPSS calendar. If not, provide the school’s anticipated calendar for the first year of its operation. Include the starting dates for staff and students, the number of days the school will be in session for students, and the number of required teacher days.

B.3.6.b Provide the anticipated daily hours of operation for all staff and students. Provide a sample schedule which shows the minimum number of hours/minutes per week the school will devote to those subjects required by COMAR at each grade level.

B.3.6.c Any deviations in work hours from the existing district collective bargaining agreements must be negotiated with the applicable employee groups. Please indicate if you anticipate that your calendar and/or schedule would require such negotiation. 

B.4 Accountability Plan

As public schools, charter schools receiving funds under any of the federal education programs are subject to a number of requirements under the No Child Left Behind Act of 2001 (NCLB). Your plan for school accountability should address NCLB accountability requirements and explain how the charter school will. meet all NCLB requirements.

To gain and maintain charter renewal, the schools must prove that their students have achieved the educational skills specified in the contract. Charter schools are required to take all state mandated tests and meet the state standards currently in place; they are encouraged to administer district-selected and local tests. HCPSS generally establishes targets higher than state standards. Charter schools in Howard County must establish targets at least equal to the higher HCPSS targets and must make progress consistent with comparable HCPSS schools. Current HCPSS targets may be found in the system’s most recent Bridge to Excellence Plan or Annual Update.

Your accountability plan may be described using a combination of narrative and table formats.

B.4.1 Objectives: For each of the goals identified for the school, provide specific objectives and the means by which you will evaluate achievement of the objectives. Objectives should be specific, measurable, attainable/achievable, relevant, and time bound (SMART). 

In creating goals and objectives, consider multiple measures to monitor progress.

B.4.2 Indicators of Performance: For each objective listed above, list and discuss performance indicators which will be to used to determine how well the students and the school have performed (such as MSAs, Grade 2 testing, attendance rate, etc.). How will these indicators be measured and reported?

B.4.3 Promotion and Graduation: Describe policies and standards for promoting students to the next grade, achievement level, or instructional level. Describe any additional requirements beyond those required by the state standards that a student must meet to be eligible for graduation, if applicable.

B.4.4 Targets: For each objective, define benchmarks that will be measured periodically to guage progress toward achieving the objective. 

B.4.5 Baseline Performance: Describe how and when a baseline for measuring performance and progress will be established, including how district wide assessments might be used for this purpose.

B.4.6 Assessment Tools: Describe how assessments will align to the proposed curriculum, student content and performance standards, and instructional materials. What tests and measures or other assessment tools will be used? What comparisons will be made and what other analyses will be done?

B.4.7
Reporting Performance and Progress: Describe the process and timetable through which the accountability performance plan and progress will be reported to parents, the community, and to the HCPSS. Additionally, describe the process and timetable through which performance and progress in meeting adequate yearly progress will be reported to parents and the community, as required by the No Child Left Behind Act.

B.4.8 School Improvement Plan: Your accountability plan forms the basis of school improvement planning. As a future school, describe how assessment results and other data will be used to drive your school improvement planning process.

B.5 Summary of Waiver Requests for the Education Plan

Summarize in a list any waivers requested for your Education Plan in this section. Indicate where within the application the reader can find the rationale behind the request and your alternative plan.

C. Operation Plan

C.1 Organizational Structure

Describe the organizational structure of the school and the school governance plan. Provide an organizational chart which includes the HCPSS and demonstrates lines of communication and responsibility. For nonsectarian non-profit entities, the application must include in the appendices a copy of the Articles of Incorporation certified by the Maryland Department of Assessments and Taxation and the By-laws or other instruments affecting the management of the public charter school. If applicable and available, the applicant should also include the following: their application for exemption from Federal income taxes, their federal tax ID number, and/or the IRS Determination Letter granting approval of tax exempt status. 

C.2 Governing Structure

C.2.1 Describe the composition, roles, and responsibilities of the Board of Directors.
C.2.2 Describe how Board members have been, or will be, recruited, selected, and trained. Include the role parents will have in the selection of the Board members, if appropriate.

C.2.3 If the Board of Directors is different from the founding group and already has been selected, list the members. Additionally, for each individual, provide in the appendices the same information requested in A.1.1 (résumé and two signed forms).

C.2.4 Describe the terms of office of the proposed Board of Directors.

C.2.5 Describe the process by which the Board of Directors will develop policies and make decisions about the operation of the school.

C.2.6 Describe the relationship of the Board of Directors to the school’s administrative structure and staff, to parents, to students, and to the HCPSS.

C.2.7 Describe how the Board of Directors will work collaboratively with the HCPSS to provide proper delivery of the proposed school program.

C.3 Administrative Structure

C.3.1 Administrative Structure: Describe the administrative structure of the school. Describe the nature and extent of teacher, parent, and student input intodecisions that affect the school.

C.3.2 Policies and Procedures: Provide a statement affirming that the school will follow all HCPSS policies and procedures and applicable negotiated agreements for governance and operation of the public charter school unless waivers are specifically requested. If any waivers are requested, discuss here or in the appropriate section the rationale behind the request(s) and submit alternative plan(s).

C.3.3 Student Policies and Procedures
C.3.3.a Timetable for Recruiting and Registering: Describe the timeline to be used for recruiting and registering students, including the cutoff date for accepting applications and the timetable for a lottery, if needed (see C.3.3.b).

C.3.3.b Policies and Procedures for Selection, Admission and Enrollment: Public charter schools are open to all HCPSS students on a space available basis. Describe procedures for conducting a lottery for random selection of students if the number of applicants exceeds the program capacity. Summarize the school’s admission and enrollment policies and procedures if they differ from that of the HCPSS. See Policy 9000 and all policies, laws, and regulations referenced therein. Discuss enrollment for children of founders, nonresident students, and siblings. Procedures for verification of district residency must conform to those of the school system.

C.3.3.c Safety, Order, and Student Discipline: Summarize the school's discipline policy and/or student code of conduct if they differ from that of the HCPSS. Include any plans related to safety, order, and student discipline such as a dress code, meetings, and/or handbooks. Describe the role of teachers, administrators, and other school staff in monitoring student behavior, advising and mentoring students, maintaining communication with parents and families, and other activities associated with orderly schools.

Note: The school’s discipline policy must be compatible with HCPSS policies. Discipline of special education students must comply with applicable laws. See Policies 9200, 1040, the Student Code of Conduct, and other policies, laws, and regulations referenced therein.
C.3.3.d Policies and Procedures for Withdrawal, Suspension, and Expulsion of Students: Provide a statement that describes adherence to COMAR (Code of Maryland Regulations) and HCPSS policies and procedures regarding suspension, expulsion, and other disciplinary actions for the proposed school, and the criteria for making decisions on such matters. Address issues related to students with special needs as appropriate. See in particular Policy 9200 and all policies referenced therein, as well as the Student Code of Conduct.

C.3.3.e Policies and Procedures for Grading and Reporting: Describe anticipated policies and procedures for grading and reporting if they will differ from those of the HCPSS. See Policies 8010, 8020, and all policies referenced therein. 

C.3.3.f Attendance: Describe anticipated policies and procedures related to attendance if they will differ from those of the HCPSS. See Policy 9010 and all policies, laws, and regulations referenced therein.

C.3.3.g Student Records and Confidentiality: Describe anticipated policies and procedures related to confidentiality of records and information and conformance to federal and state laws and regulations. See Policy 9050 and all policies, laws, and regulations referenced therein.

C.3.4
Human Resource Information: All educational staff will be employees of the HCPSS. They are therefore governed by HCPSS employment terms and conditions, including applicable negotiated agreements. Within this section, identify and discuss any request for waivers regarding certification and licensure for traditional and non-traditional employees.

C.3.4.a Key Leadership Roles: Provide the criteria the charter school board will use to choose the school's leader. Describe how the school leader will be evaluated. Provide the names (if available) and qualifications of the persons who will hold the following or equivalent critical positions or roles in the public charter school--chief administrative officer (e.g., principal or headmaster), curriculum leader (e.g., curriculum coordinator or director, lead teacher, principal), and business officer. Indicate the percentage of each person's time that will be assigned to these duties. If permanent selections for these roles have not yet been made, describe job descriptions and recruitment plans.

C.3.4.b Qualifications of School Staff: Describe the standards that will be used in hiring teachers, administrators, and other school staff, and how these standards will meet or exceed the requirements and the No Child Left Behind Act. Describe the professional backgrounds, depth of experience, and personal qualities that will be sought in teachers and other school staff and how those qualities will help the school implement its vision and achieve the goals you have set. Describe the recruitment strategies that will be employed to achieve the desired quality of staff. 

C.3.4.c Staffing Plan: List all anticipated staff members by position, and describe the student/teacher ratio.

C.3.4.d Employment Policies: If applicable, describe plans for requesting waivers of negotiated agreements, statute, or regulation. 

C.3.4.e Use of Volunteers: Describe plans to use volunteers, including any minimum number of hours for parents, their possible roles, and how their work will contribute to the school. Discuss plans for recruitment and training. Describe methods which will be used to ensure student safety, including plans for criminal backgound checks and supervision of volunteers working with students.

C.3.4.f. Use of Substitute Teachers: Describe your plan for using substitute employees when employees are absent if they will differ from those of the HCPSS. See Policy 7130 and all policies, laws, and regulations referenced therein.

C.4 Recruiting and Marketing

C.4.1 Outreach to the Community: Describe what has been done to publicize and market the school in the community the school plans to serve, as well as how the outreach will continue if the school is approved. If proposing to convert an existing public school, describe efforts to inform the community of the proposed conversion.

C.4.2 Recruitment of Students: Describe plan to attract sufficient students to operate a school and efforts to publicize the school to a broad audience. Include efforts that seek to ensure a match between the school program and applicants' educational and personal needs. See also C.3.3.b.

C.5 Transportation

C.5.1 Transportation Plan: Describe the plan to address the transportation needs of all students, including special needs and homeless students. Include planned or anticipated arrangements, if any, with the HCPSS, private providers, and parents.

C.5.2 Transportation Barriers: Describe how your school administration will ensure that transportation is not a barrier to equal access for all students in accordance with the HCPSS policies and procedures. Address issues related to students who may have IEPs or 504 plans requiring specific transportation modes.
C.6 Food Services

Charter school applicants must include a plan that addresses the provision of school meals to all 

students, including low-income and at-risk pupils. The charter school must contact local Food & Nutrition Services officials to discuss the type of meal service that can be provided for the facility. The meal service facility must meet all local Department of Health regulations and Fire codes, and be licensed as an eating and drinking establishment. The purchase of kitchen equipment will be at the Charter School’s expense. 

Provide a description of the food services to be provided by the charter school. 

C.7 Student Health Services

Students should be able to access health services during school hours. Describe plans for health services to be provided by the charter school. See Policy 5100 and all other policies, laws, and regulations referenced therein, including the Nurse Practice Act.

C.8 Student Media and Technology Services

Describe technology, library, and other media resources that will be provided to support student learning consistent with the educational plan.

C.9 Implementation of the Charter

C.9.1 Timetable and Tasks for Implementation of Charter: Provide a clear and detailed timeline for getting the school into operation, from receipt of the charter to the opening of the school. Provide a detailed startup plan that includes staffing as well as the resources and training you will use to support startup activities.

C.9.2 Orientation of Parents, Teachers, and Other Community Members: Describe how parents, teachers, students, and other community members will be provided with orientation and other training to ensure their effective involvement and participation in the operation of the public charter school.

C.9.3 Services Sought from the District: List and describe the nature and extent of any services you intend to seek from the HCPSS. These might include, but are not limited to, special education, transportation, or food services. Provide cross references to other areas of the application as appropriate. 

C.10 School Management Contracts

If the Board of Directors intends to enter into a contract with a school management firm, provide the following:

C.10.1 A description of the proposed contract, including roles and responsibilities, performance evaluation measures, payment structure, conditions for renewal and termination, and investment disclosure;

C.10.2 A draft of the proposed management contract;

C.10.3 A recent corporate annual report and audited financial statements for the preceding three years;

C.10.4 A description of the firm's roles and responsibilities for the financial management of the proposed charter school, including descriptions of the accounting software to be used and the procedures for financial reporting to the Board of Directors and the HCPSS;

C.10.5 Names, addresses, and telephone numbers of other schools managed by the school management firm.

C.11 Summary of Waiver Requests for the Operation Plan

Summarize any waivers requested for your Operation Plan in this section. Indicate where within the application the reader can find the rationale behind the request and your alternative plan.

D. Facilities Plan

All public schools, including public charter schools, must comply with all applicable health and safety laws, including any state and local building codes. Additionally, any building used as a school must be able to physically, safely, and legally accommodate all students, including those with special needs, as well as the programs and the services offered. As you respond to this section, indicate your understanding of state educational facility specifications and your intention to comply with them or request a waiver.
The Superintendent’s staff will need access to inspect all facilities to be used by the public charter school. Prior to receiving any funds or beginning the first day of school, a “certificate of occupancy” must be received by the district.
D.1 Charter School Facility Identified

Complete this section if a charter school facility has been identified.

D.1.1 Indicate the location, including the street address.

D.1.2 Describe the facility. If possible, provide a layout and description of the proposed charter school facility. Include the number and size of the classrooms, common areas, recreational space, and any community facilities. Explain how the facility will meet the needs of students who are physically challenged. Include any plans for a media center, gym, cafeteria, administrative offices, restrooms, kitchen, etc. Indicate whether waivers will be requested for renovation or construction work which is not in compliance with current HCPSS educational specifications. 

D.1.3 If the charter school or its applicants or partners would own or lease its facility, provide a description of the ownership or lease arrangement of the facility. Identify any potential conflicts of interest and arrangements by which such conflicts will be managed or avoided.
D.1.4 Describe financing plans for acquisition (purchase, lease, etc.) and renovation of the facility.

D.1.5 Discuss plans for security, maintenance, custodial services, environmental conditions, and energy management.
D.2 Charter School Facility Not Identified

Complete this section if a charter school facility has NOT been identified. The applicant must notify the HCPSS within 5 business days of securing a facility and provide the information requested in D.1.

D.2.1 Identify as specifically as possible the proposed geographic location(s) of the school.

D.2.2 Describe the specifications you are seeking in the proposed charter school facility, providing similar information to that covered in D.1.2.

D.2.3 Discuss plans, progress, partnership developments, or other future steps toward acquisition of a school building. Identify any potential conflicts of interest and arrangements by which such conflicts will be managed or avoided.

D.2.4 Describe financing plans for acquisition (purchase, lease, etc.) and renovation of the facility.

D.2.5 Discuss plans for security, maintenance, custodial services, environmental conditions, and energy management.

D.3 Conversion Charter School

If proposing to convert an existing public school, indicate any plan to lease the current facility from the district. Describe the specifications for the space you would occupy. Describe financing plans for leasing and any necessary renovations. Discuss plans for security, maintenance, custodial services, environmental conditions, and energy management.

D.4 Furnishings, Materials, and Supplies

Describe plans for acquisition of educational materials, supplies, furniture, and other equipment. Address these plans in your budget.

D.5 Summary of Waiver Requests for the Facilities Plan

Summarize any waivers requested for your Facilities Plan in this section. Indicate where within the application the reader can find the rationale behind the request and your alternative plan.

E. Business Plan

It is extremely important for the charter school to begin operation with an operating budget that is supported by sound financial planning. The operating budget for the charter application should be developed using local and state funds only. Any other sources of income should be noted but not included in the basic operation of the school unless they represent secure sources of funding. Alternate income streams do not represent secure sources until a guarantee is in hand. Federal funds and grants are not predictable as income.

The financial plan should include a three-year budget that is based on the projected enrollment for those three years. Because allotments will change from year to year with changes in the local and state per pupil allotments, the budget will need to be updated annually to reflect those changes.

The projected enrollments for the next three years will establish the funding cap for the school for each of those years. Actual enrollment numbers should not fluctuate more than 10% above or below the projections in any given year. If this occurs, a revised budget must be submitted immediately to HCPSS for review to ensure that the school is financially sound to finish the year.

The state funds schools based upon a September 30th count, under guidelines established by law and regulation, therefore it is important that the charter school submits accurate and timely September 30th counts each year to HCPSS. Requests for enrollment and grade structure changes must be submitted each year to HCPSS prior to implementing the changes. A review will be completed on any request in excess of the numbers projected on the application or by the 10% rule. Any changes greater than 10% must be approved by the HCPSS Board of Education.

Projections for special education services are difficult; however, there must be a commitment from the public charter school to comply with and fulfill all federal and state requirements with regard to students with disabilities. Each year the State collects information regarding the number of children identified as special education children on October 1st and the federal government takes a headcount as of October 1 of each year. The allotment for students with disabilities is based on the actual funding per child for the local education agency (LEA).

Federal categorical dollars such as Title I and the child nutrition (school lunch) program require that the school have information regarding household income. It is probably best to ask for this confidential information in the initial registration process. The questionnaire should include a statement of confidentiality and an explanation as to why this information is important to the student and the school. This information cannot be used to determine a student’s eligibility to attend the school.

E.1 Finance

Under current Maryland law, “a county board shall disburse to a public charter school, an amount of county, state, and federal money for elementary, middle, and secondary students that is commensurate with the amount disbursed to other public schools in the local jurisdiction.”

E.1.1 Anticipated Per-pupil Funds: Indicate the level of funding anticipated from the per pupil allocation.

E.1.2 Additional Funds: Indicate the amount and sources of additional funds, property, or other resources expected to be available for the costs of planning, startup, and operation of the proposed public charter school. Where grants or loans are included, indicate which of these are in hand and which are anticipated. For anticipated grants or loans, provide evidence of firm commitments where they exist, including any contingencies or conditions in the grants or loans. Describe any contingency plans in place in the event that funds are not available as early as expected, or are lower than expected.

E.1.3 Planned Fundraising Efforts: Describe any planned fundraising efforts to generate capital, to cover planning and development expenses expected to occur prior to opening the school, or to supplement the per pupil allocation for operating expenses. 

E.2 Financial Management and Accounting

E.2.1 Financial Management: Explain what position in the school will be responsible for managing the school's finances, as well as the qualifications required for person holding that position.

E.2.2 Financial Management and Accounting: Describe the fiscal controls and financial management policies the school will employ to track finances in its daily business operations. Describe how the school will develop its annual budget and how the budget development process will work within the HCPSS budget calendar. Describe the school cash flow management plan and how it will ensure availability of funds throughout the year. 

NOTE: The charter school must agree to maintain its financial records in accordance with generally accepted accounting principles (as defined by the American Institute of Certified Public Accountants). Audits of charter school records will generally be scheduled with five business days notice, however charter schools will be required to make all financial records available to district personnel upon request. Knowledgeable personnel should be available to answer questions and assist with the audit.

E.2.3 Complete budget worksheets and provide in an Appendix (using the spreadsheets provided in Appendix V of this Application):

E.2.3.a Start-up budget, covering only the planning and capital expenses necessary before school opening.

E.2.3.b Multi-year budget that coincides with the proposed length of the initial charter agreement and based on the projected enrollment for that period of time.

E.2.3.c Cash flow projections for the first year displayed month by month and a plan to fund any cash flow shortfalls.

E.2.4 Indicate any contributions of funds or in-kind donations of goods or services expected to be received by the charter school. In the budget, only include those grants or in-kind donations which have already been firmly committed and for which documentation is attached. If planning to pursue certain grants or donations that have not yet been committed, do not include them in the budget – instead, provide a description of these potential contributions in your narrative (including the source, estimated amount of contribution, and expected date of receipt if known).

E.3 Civil Liability and Insurance

E.3.1 Insurance: Indicate the types of insurance and the levels of coverage sought. All insurance policies required shall be endorsed to provide that the policy is not subject to cancellation, non-renewal, or material reduction in coverage until sixty (60) days prior written notice has been given to the district Board of Education. Approval of insurance will be granted only after original certificates of insurance signed by authorized representatives of the insurers or, at the Board’s request, copies of the required insurance policies, are submitted to the Board. The required insurance shall be in force throughout the term of the charter school’s operations.

NOTE: No applicant will receive full approval until a description of the public charter school’s insurance coverage plans are provided, including health, general liability, property, and directors’ and employees’ liability coverage. 

E.3.2 Management Firms (if applicable): The charter school shall require all management firms to maintain during the term of their contractual arrangements, commercial general liability insurance, business auto liability insurance, workers compensation and employers liability insurance, and umbrella excess or excess liability insurance, to the same extent required of the charter school unless any such requirement is expressly waived or amended by the Board in writing. Attach copies of the management firms’ certificates of insurance.

E.4 Audit

Provision for Audit: In accordance with Government Auditing Standards, an audit of financial statements must be made annually by a Certified Public Accountant licensed in the State of Maryland. Describe the provisions that will be made for conducting annual audits of the financial operations of the school. 

E.5 Procurement

Compliance with State Procurement Laws: Indicate your intent to comply with state laws related to procurement of materials, supplies, equipment and services. See Policy 4050 and all policies, laws, and regulations referenced therein. If applicable, describe plans for requesting waivers, the rationale, and an alternative plan. 

E.6 Summary of Waiver Requests for the Financial Plan

Summarize any waivers requested for your Education Plan in this section. Indicate where within the application the reader can find the rationale behind the request and your alternative plan.
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Appendix II. Compliance Assurances

_________________________________________ School does hereby affirm:

Admission Procedures §9-102

Admissions will not be limited based upon ethnicity, national origin, gender, disabling condition, proficiency in the English language or athletic ability. There will be no tuition or fees charged for attending the charter school. The charter school will admit all eligible pupils who submit a timely application. The charter school will give enrollment preference to pupils returning to the charter school in the second or any subsequent year of its operation and to siblings of pupils already enrolled in the charter school. If, by the application deadline, the number of applications exceeds the capacity of a program, class, grade level, or building, all applications for that program, class, grade level or building will be selected for the available slots through an equitable selection process, such as a lottery, except that preference shall be given to siblings of a pupil. After the application deadline, pupils for any remaining slots or from a waiting list will be accepted in chronological order.

Nonsectarian Statement §9-104

The charter school is nonsectarian in its programs, admission policies and employment practices and all other operations.

Training and Professional Development §9-107(c)(d)

The operators of the charter school will participate in applicable training and professional development as set forth by the Howard County Public Schools policies and administrative procedures.

Special Education/Exceptional Student Services Training §9-107(c)(d)

The operators of the charter school will participate in special education training classes approved by the Howard County Public Schools.

The charter school will comply with:

· Maryland Public Records and Public Meetings Statutes

· Maryland Student Assessment

· All applicable Maryland and Federal Statutes

· All HCPSS Board of Education policies except when waivers are requested and granted

· All agreements negotiated between the HCPSS and employee groups unless modified by the applicant and the employee group with the approval of the HCPSS Board of Education

_______________________________________________

Authorized Agent Name (please type)

______________________________________________

__________________

Authorized Agent Signature





Date

Appendix III. Affidavit, Disclosure, and Consent for
Criminal Background and Credit Check

Instructions:
Return this signed affidavit with the application. Include a copy of this form for all members of the Founding Group and Board of Directors.

Name: ____________________________________________ SSN: _______________________

Street Address: __________________________________________________________________

City: _____________________________
State: _____________
Zip: _________________

Phone: ( ) ___________ Date of Birth: __/__/__ Place of Birth: _______________________

	1. Have you ever been convicted or pled “no contest” for any violation of law other than minor traffic offenses? 


	Yes__ No __

	If either event has occurred, you must answer YES. If the conviction has been set aside, the charges must be disclosed. Please give details on a separate signed, notarized and dated sheet.


	

	2. Have you ever been convicted of, admitted committing, or are you awaiting trial on any of the following criminal offenses in this state or similar offenses in another jurisdiction: (1) Sexual abuse of minor, (2) Incest, (3) First or second degree murder, (4) Kidnapping, (5) Arson, (6) Sexual assault, (7) Sexual exploitation of a minor, (8) Contributing to the delinquency of a minor, (9) Commercial sexual exploitation of a minor, (10) Felony offenses involving distribution of marijuana or dangerous or narcotic drugs, (11) Felony offenses involving the possession or use of marijuana or dangerous or narcotic drugs, (12) Misdemeanor offenses involving the possession or use of marijuana or dangerous drugs, (13) Burglary in the first degree, (14) Burglary in the second or third degree, (15) Aggravated or armed robbery, (16) Robbery, (17) A dangerous crime against children (18) Child abuse, (19) Sexual conduct with a minor, (20) Molestation of a child, (21) Manslaughter, (22) Aggravated assault, (23) Assault, or (24) Exploitation of minors involving drug offenses? 


	Yes__ No __

	If YES, submit certified court record and details of incident(s), signed notarized and dated.
	

	3. Have you ever been suspended or debarred by any government regulator/licensing body from participating in government funded/assisted programs?

If YES, submit a copy of the administrative record and details of the incident(s), signed, notarized, and dated.


	Yes__ No __

	4. Have you ever declared bankruptcy? Please give details on a separate signed, notarized and dated sheet. 
	Yes__ No __


With signature below, permission is hereby granted to complete the Criminal Background and Credit Check of the individual above for _____________________________ School.

I do solemnly swear or affirm that the foregoing information provided by me is true and correct to the best of my knowledge. Furthermore, should any part of the information herein provided prove to be false, I recognize that it shall be just cause for denial of charter school application, or revocation of charter status.

_________________________________________________
____________________

Applicant’s signature






Date

 Appendix IV. Conflict of Interest Form

(This form must be completed by all Founding and Board of Director Members.)

Instructions: If you answer “yes” to any of the following questions, please provide an explanation on a separate sheet of paper. Please label explanations with the number of the corresponding question.

	1
	Do or will you or your spouse have any contractual agreements with the proposed charter school? 
	YES
	NO

	2
	Do or will you, your spouse, or any member of your immediate family have any ownership interest in any educational service provider (ESP) or any other company contracting with the proposed charter school?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3
	Did or will you or your spouse lease or sell property to the proposed charter school?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4
	Did or will you or your spouse sell any supplies, materials, equipment or other personal property to the proposed charter school?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	5
	Have you or your spouse guaranteed any loans for the proposed charter school or loaned it any money?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6
	Are or will you, your spouse, or any member of your immediate family be employed by the proposed charter school, its ESP or other contractors?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7
	Did you or your spouse provide any start up funds to the proposed charter school?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	8
	Did or do you or your spouse, or other member of your immediate family, have ownership interest, directly or indirectly, in any corporation, partnership, association, or other legal entity which would answer “yes” to any of the questions 1-7?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	9
	Does any other board, group, or corporation believe it has a right to control or have input on votes you will cast as a founding member or member of the Board of Directors?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	10
	Do you currently serve as a member of the board of any public charter school?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	11
	Do you currently serve as a public official?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	12
	Have you, your spouse, or any member of your immediate family applied to establish or participated in the establishment of a charter school?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	13
	To the best of your knowledge, are there situations not described above that may give the appearance of a conflict of interest between you and the proposed charter school, or which would make it difficult for your to discharge your duties or exercise your judgment independently of behalf of the proposed charter school? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 



_________________________________________________
____________________

Signature







Date

_________________________________________________

Title

Appendix V. Budget Spreadsheets

See separate Excel file.
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