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HIGH SCHOOL

A. School Start Up

Task Name

Timeline | Status F

Resources

Notes

School Startup Checklist 2020-2022

Key Mil:

Critical Path Items

** Reference Critical Path document. Note specific deadlines
below.

Charter/Legal

All charter/contract requirements met

July 2022 Board Chair

First Board meeting

Teacher Hiring

December 2021

All advertising in place

November 2021

Lead list (short list)

January 2022

Conduct interviews

February 2022

Hiring

March 2022

Student Recruitment

Community outreach (including enroliment forms, home visit materials)

Application forms

Commitment to Excellence Forms

Financial Planning & Management CEO/Board Chair/DOO
Startup and Y1 budgets November 2020 |In Progress CEO/Board Chair
Set up temporary, electronic tracking system (Excel) January 2021 [In Progress CEO

Y1 cashflow January 2021 |In Progress CEO

Permanent accounting system in place JanuMhCEO/Board Chair
Curriculum CEO/DTL
Working draft of founding grade level (9th) curriculum August 2020 | Complete DTL

Insurance CEOQ/Board Chair
Directors & Officers (D&O) insurance November 2020 | Complete CEO/Board Chair
All other necessary coverages May 2021 In Progress CEQ/Board Chair
Payroll & Benefi CEO/Boark Chair
Payroll and benefits set up September 2020 | C: Board Chair
Facility CEO/Boark Chair/Consultant
Begin facility search November 2019|C Consultant
Certificate of Occupancy January 2022 [In Progress Consultant
OPENING DAY AUGUST 8TH, 2022 | In Progress CEQ/DTL/DOO
INSTRUCTIONAL LEADERSHIP CEO/DTL
Strategic Plan for Instructional Program November 2021 |In Progress DTL

Research federal, state and local policies regarding instructional program

design November 2020 |In Progress DTL

Research best practices December 2020 | Complete DTL

Develop instructional program January 2021 |In Progress CEOQ/DTL

Align instructional program with school's mission, vision, core values February 2021|In Progress CEOQ/DTL
Develop plan to train teachers March 2021 |In Progress DTL

Develop plan to monitor attainment of special needs students March 2021 |In Progress DTL

Standards and Curriculum DTL

Research state standards October 2020 | In Progress DTL

Research best practices November 2020 | In Progress DTL

Develop standards January 2021 |In Progress DTL

Develop process and timeline for writing curriculum February 2021|Comp DTL

Develop plan for involving teachers in curriculum development March 2021 |In Progress DTL

Draft curriculum May 2021 |In Progress DTL

Develop plan for implementing curriculum May 2021 In Progress DTL

Develop plan for evaluating and refining curriculum May 2021 |In Progress DTL

Create promotion policies and procedures June 2021 |In Progress DTL

Methods and Materials DTL

Review various instructional methods May 2021 In Progress DTL

Select instructional methods and materials May 2021 |In Progress DTL

Special ion and ELL DTL

Special DTL

Research legal issues January 2021 |In Progress DTL

Research funding February 2021 |In Progress CEO/DTL
Develop process for identifying special needs students March 2021 | Complete DTL

Develop instructional strategies for special needs students May 2021|Comp DTL

Develop discipline procedure for students with IEPs May 2021 | Complete DTL

Identify local resources for assistance June 2021 |In Progress DTL

ELL DTL

Research legal issues April 2021|Comp DTL
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HIGH SCHOOL
A. School Start Up
Task Name Timeline | Status F (s) A Resources Notes
Research funding April 2021 |In Progress DTL
Develop procedure for language assessment and placement May 2021] C: DTL
Develop exit procedure for ELL students May 2021|Comp DTL
Identify local resources for assistance June 2021 |In Progress DTL
Instructi Supervision DTL/CEO
Develop process for teacher observation (including criteria for classroom
visits and dedicated monitoring time) June 2021|Comp DTL
Develop process for teacher feedback June 2021 |In Progress DTL
Develop process for teacher coaching June 2021 |Comp DTL
Develop process for teacher evaluation June 2021|C DTL

A Data Driven Instruction DTL
Reseach accountability requirements July 2021|Complete DTL
Identify standardized testing materials and resources July 2021|In Progress DTL
Identify any additional assessment materials July 2021|In Progress DTL
Develop assessment schedule July 2021|In Progress DTL
ORGANIZATIONAL LEADERSHIP CEO
School Philosophy CEO
Articulate school vision April 2020 |In Progress CEO
Articulate school mission April 2020 | Comp CEO
Identify school goals April 2020|In Progress CEO
Identify school values May 2019 Comg CEO
Develop school design/strategy to accomplish school's vision, mission
and goals January 2021 [In Progress CEO
Develop plan to implement School Design Plan February 2021 |In Progress CEO
Develop plan for annual evaluation and re-alignment of school's vision,
mission, goals and values March 2021 | In Progress CEO
Leadership Roles CEO
Ethical Leadership CEO
Obtain copy of administrative ethics from the state ethics board August 2021 |In Progress Board Chair
Obtain copy of teacher ethics from state ethics board August 2021 | In Progress Board Chair
Develop ethical standards for school and staff August 2021 In Progress Board Chair
Research Open Meetings Act August 2021 |In Progress Board Chair
Determine plan for making information available to public August 2021 In Progress Board Chair
Develop process for teacher input in decision-making August 2021 |In Progress Board Chair
Develop process for annual review of school programs August 2021 In Progress Board Chair
Identify professional development opportunities (for you as school
leader) August 2021 |In Progress CEO
Cultural Development CEO
Develop staff culture plan May 2021 | Complete CEO
Develop student culture plan June 2021|C CEO
Develop parent engagement plan June 2021|C CEO
Determine physical design of school that reflects culture June 2021 |In Progress CEO
Develop school logo/mascot July 2021|In Progress CEO
Legal Issues Board Chair
Research applicable federal and state laws January 2021 |In Progress Board Chair
Document policies to address legal potentialities March 2021 |In Progress Board Chair
Review policies with a lawyer April 2021 [In Progress Board Chair
Present policies to Board for adoption May 2021 hBoard Chair
C i and Accountabity Board Chair
Research federal, state and local compliance and accountabity
requirements January 2021 |In Progress Board Chair
Identify required federal, state and local reporting requirements and
timelines March 2021 | In Progress Board Chair

Mar CEO
Develop and i strategic recruitment plan CEO
Research demographics January 2020|C CEO
Research legal requirements/restrictions May 2020 |In Progress CEO
Identify primary parent contacts in community August 2020 |In Progress CEO
Develop recruiting materials October 2020 | Comp CEO
Develop student application January 2021 |In Progress CEO
Set recruitment targets and timelines December 2021 |In Progress CEO
Organize recruiting events November 2021 |In Progress CEO
Commitment to Excellence Form DOO

Conduct home visits

February 2022 |In Progress
February 2022

CEOQ/DTL/DOO

DTL
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HIGH SCHOOL

A. School Start Up

Task Name Timeline | Status F (s) A Resources Notes
Develop student behavioral standards February 2021|Comp DTL
Develop policies, roles and responsibilities for student management March 2021|Comp DTL
Determine process for monitoring student management April 2021 |In Progress DTL
Identify process for communicating student behavioral standards to

students, staff and parents May 2021] C: DTL
Document student management plan April 2021|In Progress DTL
Develop plan for training staff April 2021|In Progress DTL
Parent Er DOOICEO
Organize parent meetings May 2022 |In Progress DOO/CEO
Plan and conduct Parent Orientation June 2022 DOOICEO
Develop Parent/Student Handbook January 2022 |In Progress DOOI/CEO
Develop policy for parent meetings with staff April 2022 |In Progress DOOICEO
Develop methods and process for communication with parents April 2022 |In Progress DOOI/CEO
Develop plan for parent organization August 2022 |In Progress DOOICEO
Staff Management CEO
Determine staffing plan May 2021|Comp CEO
Develop annual strategic staff recruitment program May 2021 |In Progress CEO
Develop hiring process CEO

Write job descriptions June 2021 |In Progress CEO
Develop legal application June 2021 [In Progress CEO
Advertise positions November 2021 CEO
Review resumes January 2022 |In Progress CEO
Conduct interviews February 2022 CEO
Classroom observations March 2022 CEO
Conduct reference/background checks March 2022 CEO

Make offers of employment March 2022 CEO
Collect employee documentation April 2022 DOO
Research federal and state employment information requirements January 2022 |In Progress DOO
Develop Staff Handbook April 2022|In Progress DOO

Plan and conduct Staff Orientation May 2022 h DOO
Develop plan for teacher observation, feedback, coaching and evaluation April 2022 |In Progress DOO
Develop process for recognizing staff April 2022 [In Progress DOO
Develop staff support plan April 2022 |In Progress DOO
Identify professional development opportunities for staff May 2022 |In Progress DOO

Ci ity Relati CEO
Research local non-profits and businesses November 2019|C CEO
Develop relationships with community members and organizations January 2020|C CEO
Create opportunities to educate community about the school July 2020|In Progress CEO
Develop method of regular outreach to community August 2020 | In Progress CEO
Identify family and social service organizations as resources August 2020 |In Progress CEO
Develop visitor protocol May 2022 |In Progress CEO
Develop marketing materials for visitors/interested parties January 2022 | Complete CEO
Develop process for training staff/students to conduct school tours June 2022_CEO

Media i CEO
Develop proactive media relations strategy May 2020 |In Progress CEO
Determine roles and responsibilities for representing the school to the

media May 2020 |In Progress CEO
Determine process for distributing information to the media June 2020 |In Progress CEO
Create media consent form/waiver for students May 2022 |In Progress DOO
Governance Board Chair
Identify constituer older October 2019| Comp Board Chair
Develop plan for gathering constituent/stakeholder input December 2019 |In Progress Board Chair
Develop process for communicating decisions to

constituents/stakeholders January 2020 | In Progress Board Chair
Board Board Chair
Train Board January 2021|C Board Chair
Establish Board meeting schedule May 2020 | Comp Board Chair
Develop Board meeting agenda(s) May 2020 | Complete Board Chair
Develop process for notifying Board and public of meetings June 2020|Comp Board Chair
Develop process for making Board minutes available to public as

required by law May 2021 |In Progress Board Chair
Present strategic plan for Board approval January 2021 |In Progress Board Chair
Time DOO
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HIGH SCHOOL

A. School Start Up

Task Name Timeline | Status F (s) A Resources Notes
Create school schedule April 2021|Comp DOO

Create weekly, monthly and annual calendars May 2021] C: DOO

OPERATIONAL LEADERSHIP DOO

Financial Planning & CEO/DOO

Develop budget

CEO/Board Chair

Identify fiscal cycle for your school

September 2020 C:

CEO

Research revenue sources

October 2020 |In Progress

CEO/Board Chair

Project expenditures

December 2020 | In Progress

CEO/Board Chair

Create startup budget

January 2021 [In Progress

CEO/Board Chair

Create Year 1 budget

January 2021 |In Progress

CEO/Board Chair

Create cash flow

CEO/Board Chair

Research how to secure per pupil funding

December 2020 | In Progress

CEO/Board Chair

Identify inflows and outflows

December 2020 | In Progress

CEO/Board Chair

Create startup cash flow statement

January 2021 [In Progress

CEO/Board Chair

Create Year 1 cash flow statement

January 2021 [In Progress

CEO/Board Chair

Identify timeline and process for applying for title/categorical funding

March 2021 |In Progress

CEO/Board Chair

Identify and research options to address cash flow shortage

March 2020 |In Progress

CEO/Board Chair

Create budget to actuals

February 2021 |In Progress

CEO/Board Chair

Transition to permanent accounting system

Financial Reporting Consultant
Create budget views for different audiences March 2021 |In Progress Consultant
Create Board financial report template April 2021|In Progress Consultant
Create balance sheet April 2021 |In Progress Consultant
Develop process for reporting to Board March 2021 | In Progress Consultant
Fund A i Consultant
Identify restricted sources and uses of funds January 2022 |In Progress Consultant
Develop system for tracking restricted funds January 2022 |In Progress Consultant
Incorporate restricted funds into budget January 2022 |In Progress Consultant
Develop restricted fund report template April 2022 [In Progress Consultant
Hire tant Board Chair

May 2022

Prepare and understand how to analyze a Balance Sheet

Consultant

December 2021

Prepare and understand how to analyze an Income (Profit & Loss)
statement

December 2021

Prepare and understand how to analyze a Statement of Cash Flow

December 2021

Prepare and understand how to analyze a Budget to Actuals comparison

December 2021

Identify tax compliance requirements and timelines

March 2022

Develop growth plan

Consultant

Consultant

Consultant

Consultant

Consultant

CEO

Set enroliment, demographic, attendance targets

December 2020 | C:

CEO/Board Chair

Research required reserve/replacement fund

December 2020 |In Progress

CEO/Board Chair

CEO/Board Chair

Develop five-year budget

January 2021|C

Develop long-term staffing plan

January 2021|C

CEO/Board Chair

Develop long-term facility plan

June 2021 |In Progress

CEO/Board Chair

Develop Internal Controls

CEO/Board Chair

System for tracking receipts

January 2020 | In Progress

CEO/Board Chair

Open bank account

January 2020 |In Progress

CEO/Board Chair

Checking account policy

March 2020 | In Progress

CEO/Board Chair

Credit card use policy

March 2020 | In Progress

CEO/Board Chair

Petty cash policy

Teacher reimbursement policy

CEO/Board Chair

March 2020 | In Progress
Moy 2021 [EORGERN

Define and segregate financial roles and responsibilities

CEO/Board Chair

March 2020 | In Progress

CEO/Board Chair

Document policies in school handbooks

May 2020 |In Progress

CEO/Board Chair

Establish system to track assets

May 2021 In Progress

CEO/Board Chair

Compensation CEO/Board
Establish payroll schedule May 2021] C: CEO/Board
Obtain benefits for employees May 2020 |In Progress CEO/Board
Research local retirement system March 2020 | Ci CEO/Board
Develop bonus criteria May 2020 In Progress CEO/Board
Establish salary scale December 2020|C CEO/Board
Define promotion process February 2021 |In Progress CEO/Board
Determine compensation for more time January 2021 |In Progress CEO/Board
Procurement DOO
Identify procurement needs, quantities and timelines for school,

staff and DOO
[Supplies DOO
Purchase office supplies June 2022 |In Progress DOO
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HIGH SCHOOL

A. School Start Up

Task Name

Timeline | Status (s)

Notes

Purchase office furniture

May 2022

Purchase office equipment (copier, fax)

May 2022

Purchase classroom supplies

June 2022

Purchase classroom furniture

May 2022

Purchase classroom equipment (overhead projectors, computers)

June 2022 DOO

Purchase programs, textbooks, materials

June 2022 DOO

Purchase common area furniture (cafeteria, library) June 2022 DOO
Purchase uniforms June 2022 DOO
Services DOO
Obtain i CEO/Board
D&O Insurance March 2021 | Complete CEO/Board
Property Insurance May 2021 CEO/Board
Business Package Insurance (liability, auto, umbrella, student accident,
workers compensation) May 2021 |In Progress CEO/DOO
Obtain transportation services May 2021 CEO/DOO
Obtain food service September 2021 CEOQ/DOO
Develop payroll system/choose vendor September 2020 | In Progress CEO/DOO
Obtain health services June 2021 [In Progress CEOQ/DOO
Identify legal services provider June 2021 | Complete CEOQ/DOO
Retain auditing services June 2021 [In Progress CEOQ/DOO
Technology CEQ/DOO
Obtain telecommunication & technology services May 2022 CEQ/DOO
Obtain technology support systems May 2022 CEO/DOO
Procure hardware June 2022 CEO/DOO
Procure software June 2022 CEQ/DOO
Purchase internet domain name January 2020|C CEQ/DOO
Select vendors CEQ/DOO
Research competitive bidding requirements January 2022 |In Progress CEQ/DOO
Research and select vendors May 2022 CEOQO/DOO
Negotiate contracts with vendors May 2022 CEO/DOO
Manage vendors CEO/DOO
Identify who will manage the school's vendors April 2022 [In Progress CEQ/DOO
Establish purchase order process May 2022 |In Progress CEOQO/DOO
Create system for monitoring contract renewal dates May 2022 CEQ/DOO
Determine process for evaluating vendors April 2022 CEOQO/DOO
Develop plan for establishing credit history May 2022 |In Progress CEQ/DOO
Apply for DUNS number January 2022 CEOQO/DOO
Systems and Procedures CEQ/DOO
Develop identifiable, rep ffe , efficient sy and
procedures CEO/DOO
Define and segregate roles and responsibilities March 2022 |In Progress CEOQ/DOO
Filing system April 2022 [In Progress CEOQ/DOO
records CEO/DOO
Research document storage rules/requirements April 2022 [In Progress CEO/DOO
Process for obtaining student files from sending schools June 2022 |In Progress CEOQO/DOO
Impls student information system CEOQO/DOO

Obtain compliance requirements from state

February 2022 CEO/DOO

Research student information systems

September 2022 CEOQ/DOO

Procure necessary system/materials

May 2022 CEO/DOO

Train staff on procedures and systems

June 2022 CEO/DOO

Attendance

May 2022 CEO/DOO

Food Service (National School Lunch Program)

September 2022 CEQ/DOO

Special Ed

May 2022 CEO/DOO

Student discipline

May 2022 CEO/DOO

Health policies

May 2022 CEO/DOO

Bookkeeping (Accounts Payable and Receivable)

May 2022 CEO/DOO

Check request/reimbursement system

May 2022 CEO/DOO

Internal Controls

May 2022 CEO/DOO

Create calendar of reporting to all accountable parties

May 2022 CEQ/DOO

Office procedures and responsibilities

May 2022 CEO/DOO

Communications

May 2022 CEQ/DOO

Security of school data

May 2022 CEOQ/DOO

Resource Development

CEO

Identify fundraising needs

January 2021 ]In Progress [CEO
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HIGH SCHOOL

A. School Start Up

Task Name Timeline | Status F (s) A Resources Notes
Develop contingency/reduction plans February 2021|Comp CEO

Develop prospect list CEO/Board Chair
Foundations January 2021|Comp CEO/Board Chair
Corporations March 2021] Ci CEO/Board Chair
Individuals April 2021|Comp CEO/Board Chair
Cultivate relationships with prospective donors Ongoing | In Progress CEO/Board Chair
Apply for grants CEO

Identify timelines Ongoing | In Progress CEO

Letter of Inquiry Ongoing | In Progress CEO

Write grant proposal Ongoing | In Progress CEO

Follow up Ongoing |In Progress CEO

Thank you note Ongoing | In Progress CEO

Research, select and implement a donor management system January 2021 [In Progress CEO

Develop process for sending school information/updates to prospective

donors February 2021 |In Progress CEO

Assign fundraising responsibilities to Board Board Chair
Identify Board requirements for contributions February 2021 |In Progress Board Chair

Set fundraising goals for Board February 2021 |In Progress Board Chair
Create Fundraising Committee May 2021 |In Progress Board Chair
Assign roles and responsibilities to Board members based upon strategic

fundraising plan May 2021 |In Progress Board Chair
Establish system of gift recognition February 2022 |In Progress Board Chair
Identify and partner with local resources Ongoing |In Progress Board Chair
Facities Management CEO/Board Chair
Obtain applicable insurance June 2022 CEO/Board Chair
Identify infrastructure needs (utities, networking, e.g.) April 2022 CEO/Board Chair
Research local code requirements for compliance April 2022 [In Progress CEOQ/Board Chair
Post required signage June 2022 CEO/Board Chair
Create security plan June 2022 |In Progress CEOQ/Board Chair
Develop emergency planning/preparedness policies June 2022 |In Progress CEO/Board Chair
Procure services DOO

Janitorial services June 2022 DOO
Maintenance services June 2022 DOO
Landscaping services June 2022 DOO
Plumbing services June 2022 DOO
Trash/Recycling June 2022 DOO
Develop plan for keeping school clean June 2022 DOO
Develop plan for use of physical space DOO
Traffic flow June 2022 DOO
Storage June 2022 DOO
Shared space June 2022 DOO
Obtain Certificate of Occupancy May 2022 CEO
Develop short-term growth plan April 2022 CEO
Develop long-term growth plan June 2022 CEO
SCHOOL DEVELOPMENT CEO
Friends - Build strong network of Friends CEO
State Charter C ission Intelligence CEO
Understand charter commission politics September 2019|C CEO
Understand state department of education politics October 2019|C CEO
Research contract law/school code October 2019| Comp CEO
District Relations CEO
Pitch to Charter Authorizing/Innovation Department, Small Schools Staff December 2020 |In Progress CEO
Pitch to Superintendent December 2020 | In Progress CEO
Pitch to Board January 2021 |In Progress CEO
Build ing Board CEO
Identify local representatives November 2019|Comp CEO
Identify existing supporters November 2019|C CEO
Create high profile supporters October 2020| Comp CEO
Collect Letters of Support/other evidence November 2020 | In Progress CEO
Funding - Create clear fi ial picture CEO
Develop Revenue Picture CEO
Per Pupil Estimates November 2019| Comp CEO
Entitlement Estimates November 2019 | Complete CEO
Fundraising Estimates November 2019 | Complete CEO
Cash Flow and Schedule from Authorizer June 2020 _ CEO
Develop Exp Picture CEO
Direct Student Costs August 2020 |In Progress CEO
Facility costs August 2020 |In Progress CEO
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HIGH SCHOOL

A. School Start Up

Task Name Timeline | Status F (s) A Resources Notes
Salaries August 2020 |In Progress CEO

Other major costs (transport, food, Spec Ed) September 2020 | In Progress CEO

Fundraising September 2020 |In Progress CEO

First Budget Estimate balances October 2020 | In Progress CEO

Revise budget and include in charter October 2020 | In Progress CEO

Form - Create Legal Structure CEO

Research federal legislation November 2019|Comp CEO

Research state legislation November 2019|C CEO

Write Board By laws May 2020|Comp CEO

Develop and file Articles of Incorporation December 2019|C CEO

Apply for federal 501¢3 exemption November 2019| Comp CEO

Receive federal 501¢3 exemption March 2020 | Complete CEO

Apply for state tax exemption November 2019 | Comp CEO

Apply for Employer Identification Number (EIN) December 2019 | Complete CEO

Trademark Name December 2019 | Comp CEO

CEO

Charter CEO

Research charter law/requirements September 2019| Complete CEO

Draft charter application August 2020 |In Progress CEO

Identify neighborhood targets September 2020 | Complete CEO

Document parent support October 2020 | Comp CEO

Finalize and submit charter November 2020|In Progress CEO

Attend board meetings January 2021 |In Progress CEO

Authorizer Decision delivered January 2021 CEO

Accept or File Appeal January 2021 CEO

Confirm Start of Appeal Process February 2021 CEO

Appeal Decision February 2021 CEO

Authorizer Action on Positive Appeal February 2021 CEO

Obtain Charter Approval March 2021 CEO

Contract CEO/Board Chair
Draft Contract May 2021 CEOQ/Board Chair
Negotiate and sign Contract May 2021 CEO/Board Chair
Sign side letters CEOQ/Board Chair
Facility agreement November 2020 | Complete CEO/Board Chair
Shared Space agreement January 2021 CEQ/Board Chair
Other Support services agreement June 2021 CEO/Board Chair
Contract or Charter signed, understood by authorizer June 2022 CEQ/Board Chair
Facility Procurement CEO/Consultant
Location Identification November 2019 | Ci CEO/Consultant
Site ification CEO/Consultant
Site search September 2019 | C: CEO/Consultant
Find leads from Friends in Community September 2019| Complete CEO/Consultant
Identify/hire site consultant (Arch/Code consult) December 2020|C CEO/Consultant
Study feasibilit January 2021 |In Progress CEO/Consultant
Negotiate lease/purchase January 2020 | In Progress CEO/Consultant
Arrange financing March 2021 |In Progress CEO/Consultant
Zoning/Use/Regulatory approvals April 2021 [In Progress CEO/Consultant
Sign lease/ close sale March 2022 |In Progress CEO/Consultant
Site Impr CEO/Consultant
Design process January 2021 CEO/Consultant
Construction documents April 2021 CEO/Consultant

Construction bidding

June 2021 CEO/Consultant

Permitting process

August 2021 CEO/Consultant

Construction

September 2021 CEO/Consultant

Obtain Certificate of Occupancy

January 2022 CEO/Consultant

Move into site

April 2022 CEO/Consultant




