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Required Renewal Pre-Visit Document List

The following list of requests is for network specific documentation.

· Organizational Chart.  Provide a chart that includes all staff members at the network level and illustrates the network and school leaders’ current reporting structure.  It need not name individual staff members, but should reflect all positions at the network and include relationships with network schools.
· During the review, the Institute will speak with network-level staff members and the organizational chart will help determine who we need to speak with.
1. Assessment List and Calendar.  Provide a list of diagnostic, formative, and summative assessments required by the network for administration at network schools.  Specify the grade levels for which the schools administer each assessment.

· Evaluation Template(s).  Provide the tool(s) used to evaluate school leaders and other charter-based staff members evaluated by the network.  

· Network board member list and biographical information (if applicable).  For members of the network’s board of trustees/directors, submit a list of each member, position on the board, any committees in which they serve, and brief biographical information.  Note: this is for the network board, not the education corporation board.

· Network/Education Corporation Growth Plans.  Please provide a brief narrative of the network’s and education corporation’s expected growth plans.  What will the next charter term hold for growth and development of charters/programming for the network?  If the education corporation holds unopened charters, please indicate the timeline and plan for opening these charters.  Likewise, if the education corporation plans to consolidate charters in the future, please indicate this as well.

· School Directory (if serving schools not under SUNY authorization).  Provide a list of all schools supported by the network, across the country, if applicable.  Within this list, include grade levels and opening years for each school, as well as non-New York schools’ authorizer.  If the only other charters operating under the network are SUNY authorized, please indicate in the narrative section of Epicenter, “N/A”.





The following documents pertain specifically to the education corporation.

· Academic Program Documents
· At-Risk Program Chart.  Complete and submit the Institute’s form detailing the education corporation’s program(s)/requirement(s) for general education students struggling academically, students with disabilities, and English language learners. Please provide information on the staff coordination requirements and the professional development activities the schools provide to school staff.  For staffing, please indicate the network level staff members who coordinate each program with each school and include the titles of school-based staff members who support and deliver the programs.  If programming is significantly different at each school, please indicate the differences or fill out a unique program chart for each school.  The template for this document is available on the Institute’s website at this link.
· Visit Data Collection Form.  Complete and submit the Institute’s Visit Data Collection Form requesting student discipline, attendance, and staff member retention data. For the Attendance and Discipline tab, please provide four years (including data for the current school year as of the date of the submission). For the Faculty and Leadership Retention tab, please provide information regarding the current school year. The template for this document is available on the Institute’s website at this link.

· Board of Trustees Materials
· Board Self Evaluation.  Submit the most recent completed board self-evaluation and the self-evaluation template.
· CMO Evaluation (if applicable).  Provide the education corporation board’s most recent evaluation of the management company and the criteria for which it holds the CMO accountable.
· Board Packages (including data dashboards).  Please share the board packages from the previous three board meetings (education corporation board) including the data dashboards or other means by which the board monitors the school’s progress.
· Professional Development Calendar.  Provide a calendar of professional development activities implemented and/or planned specifically by the network for the current school year.  Indicate if the sessions are network-wide or school based, and/or designed by the network or school leaders.  

School Specific Documents for Visit Days
· Lesson Plans.  Please have lesson plans readily available for visit team members for the site review process.  These can be easily located outside or at the from of a classroom.
· Floor Plans.  This is helpful to quickly navigate the building and find classrooms for observations.
· School Schedules.  Please have the daily schedule for the site the team is visiting available upon arrival.  Please include room numbers.
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