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Part [: Introduction

The MCPSC closure plan is required by the MCPSC Closure policy (See Appendix A.) in accordance
with RSMo. 160.405. MCPSC worked with Tandem Learning Partners V) to strengthen guidance and
develop additional resources to help facilitate orderly, responsible closure of charter schools. Guidance is
made with recognition that every closure has particular circumstances requiring differentiation and
adaptation. Thus, the resources and recommendations are designed to be flexible, may require
modification and may be used discretionarily depending on the specific needs of the closure at hand.

This closure manual explains the MCPSC school closure processes, identify roles and responsibilities of
all parties, and list expected outcomes. It is a companion to the Closure Plan, a detailed spreadsheet of
necessary tasks required for successful closure. Three organizations will perform integral, yet connected,
duties throughout the school closure process:

1. the Missouri Charter Public School Commission (MCPSC),

2. the closing school, and

3. the Missouri Department of Elementary and Secondary Education (DESE).

This closure manual provides work plans and templates to use to ensure the proper messages are reaching
the right audience in a timely manner and that all state and federal laws are followed throughout the entire
closure process.

™) The Closure Plan created by Tandem Learning Partners was supported by SchoolSmart KC for all Missouri

charter school sponsors. SchoolSmart KC is an education-focuses organization dedicated to building a common



purpose with the district, charter schools, resource providers, and community partners, in Kansas City, MO, for all
Missouri charter school partners. SchoolSmart KC



Key Terms and Definitions

Closure Plan — a thorough work plan detailing actions needed and/or required for closing a school,
complete with timelines and identification of responsible parties.

Closure Transition Team (CTT) - a group of specific stakeholders, determined by the sponsor’s policy,
selected to lead the school through the closure process.

Dissolution of the non-profit corporation — operating within the rules and regulations of a nonprofit
corporation, a Missouri non-profit holding the charter must follow dissolution rules in accordance with
Missouri law, Chapter 355.

Non-renewed Charter - the sponsor decided to not renew the charter school’s contract, thereby allowing
the contract between the school and sponsor to end on the last date of the existing contract charter term.

Missouri Department of Elementary and Secondary Education (DESE) — Missouri’s State Education
Agency (SEA) operational agency for the Missouri State Board of Education.

School Closure Capacity - the level of cooperation the sponsor can anticipate from the school for the
closure process and, equally important, the school’s current capacity to manage the work of closure
effectively.

School Closure Coordinator (SCC) — the person selected by MCPSC to lead the Closure Transition
Team.

School Closure Viability — the school’s financial ability to operate through the end of its final school
year and through dissolution based on currently available information.

Sponsor — has oversight responsibilities to ensure the school is providing educational services consistent
with applicable federal, state, and local laws. The sponsor does not make educational, operational, or
governing decisions for the school.

State Board of Education — is the state-level government organization within each U.S. state or territory
primarily responsible for the State supervision of public elementary schools and secondary schools,
including providing information, resources, and technical assistance on educational matters to schools and
residents. (Cornell Law School, 2022)

Student Transition Team (STT) — lead by the school principal, or an outside agency that serves as
family advocates/navigators, the team is responsible only for communication with students and families
and managing enrollment activities. The team tracks student enrollment throughout the closure process
and reports to the Transition Team regularly regarding how many students have made decisions about
their next school and how many students have not decided.



Voluntary Closure of a Charter — the governing board of a charter decides voluntarily to close the
school at the end of the school year or determines to not seek renewal at the end of the charter term.



Part II: Roles and Responsibilities

In order to implement an effective and efficient school closure all participants have key roles in preparing
for and conducting the closure process. This section explains the roles and responsibilities of MCPSC, the
closing school, the Closure Transition Team, and DESE.

Missouri Charter Public School Commission (MCPSC)

MCPSC'’s role is articulated by Missouri law. The majority of MCPSC’s actions is to advise, monitor,
and confirm completion of the school closure. (Missouri Code of State Regulations, 2020.) However,
circumstances may require a different role due to school capacity issues or the status of the school-
sponsor relationship. In these circumstances, MCPSC may need to assume a more active role. The
Closure Execution Road Map (Tandem Learning Partners, 2020) allows the sponsor to adapt the
designated roles and responsibilities to the circumstances of the closure of the school.

MSPSC is legally responsible for the closure of a
charter school. The Closure Roadmap must be
used to ensure all required actions are completed.

The Closing School

The closing school will have a dual role during the closure process. The school’s primary function is to
continue educational services to all students until the last day of instruction. The school leader’s
secondary responsibility, yet equally important, is to assist the Closure Transition Team with all aspects
of the closure plan. The school must cooperate with MCPSC and DESE.

If at any time, school personnel or charter school board members impede the progress of the Closure
Transition Team to place students in other schools or any other processes included in the closure
procedures, MCPSC will consider a change in leadership with dismissal of the school administration
and/or the governing board and replace them with persons who will complete the closure process.
(Revised Missouri Statutes 160.405.8(2), 2020)

The school’s most important action is to continue
quality instruction until the last day of the
academic year. The school must also prepare
student and employee files for transfer and
complete all financial reports. The school must also
collaborate with MCPSC and the State of Missouri
in the closure process.

Missouri Department of Elementary and Secondary Education



The Missouri Department of Elementary and Secondary Education (DESE), as the operational
organization for the State Board of Education, has the role of ensuring MCPSC is following its school
closure plan in accordance with state and federal rules and statutes. DESE informs all department offices
of the closure of the school.

Final documents and reports will be provided to DESE by MCPSC and the school. DESE will receive any
remaining funds left in the closing school’s account in accordance with Chapter 355, RSMo. (2020)
DESE confirms receipt of resources.

DESE will communicate will all offices within
the Department that the school will close at
the end of the academic year. DESE will
monitor that MCPSC and the closing school
complete all state and federal reports

related to the school’s closure.




Part lll: Process

The process of closing a school can be arduous without a clear road map to ensure all children are
enrolled in new schools, staff and faculty have successfully transitioned, and the assets and records of the
public school is appropriately secured.

There are four aspects of the school closure process. Each component is not a stand-alone body of work,
but contiguous with the others. Actions within components I and II may be completed concurrently.
Component III is typically completed after the school has finished the academic year. Component I'V has
a specific start date as stated in Missouri law. (Revised Missouri Statutes 355, 2020.)

I. Sustained Academic Quality and General Closure Procedures - to be ~ completed by the
end of the academic year
I1. Finalize School Operations - to be completed by the end of the fiscal year
II1. Disposition of Assets, Submission of Final Data and Reports, and Dissolution of the Non-
Profit Corporation - to be completed between July 1 and September 30
IV. End of Closure Process - to be completed by July 1, two years after the last publication to
alert unnamed claimants

A few salient steps for component are included below. The complete Closure Plan in Part 4 of this
document includes a checklist with actions and timelines expected by the Missouri Charter Public School
Commission.

SCHOOL CAPACITY AND VIABILITY - TO BE DETERMINED IMMEDIATELY
AFTER CLOSURE DECISION IS MADE BY MCPSC

Before the closure process begins, MCPSC staff must understand the school’s ability to participate in a
successful closer. There are three critical questions that must be answered in the affirmative prior to the
start of the closure of the school.

1. Can the school provide quality educational services to its students for the remainder of its charter?

2. Does the school have the willingness and capacity and ability to close the school ? (See Appendix
B)

3. Does the school have the financial resources to effectively close the school? (See Appendix C.)

Each question must be answered “yes” to proceed successfully with the closure. If any one of the
questions is answered “no”, MCPSC, the school’s board and administrator, and the School Closure
Coordinator will work collaboratively to determine which services are currently contracted by the school
and which additional contracted services are needed.

10



MCPSC requires each school to have a restricted closure fund. If a school is not capable to close a school
MCPSC will immediately use the restricted fund to contract with service providers to transfer students to
another school and gain control of all records to ensure students’ protection and citizens’ resources.
Should the school attempt to continue operating independently, MCPSC would immediately contact the
Missouri Attorney General to request intervention or seek court relief.

Component | — Sustained Academic Quality
Educational Services Delivered Until the Last Day of School, Students Enrolled in
New  School, Staff and Faculty Have Transition Documentation, Board Continues
Leadership, Communication Continues with All Stakeholders, Closure Website is

Operational, All Records are Digitized and Transferred

Timeline: completed by the end of the academic year

Throughout the closure of a school, it is of extreme importance that students continue to receive high-
quality education. Procedures need to be in place for the transition team to monitor daily operations. (See
Closure Plan, Part IV)

e Board continues to meet and provides oversight.
o Continues to provide MCPSC with all compliance items
o Commission representative establishes regular meetings with Board chair to ensure
oversite and funding is in place to provide students with educational services through the
rest of the school year
e School leadership continues to implement the school’s approved charter program
o Continues to provide DESE all necessary data and reports
o Continues to provide MCPSC with all compliance items

Summer school is not part of the regular school
year, and all instruction will end on the last day of
the regular school year. Summer school will not
take place for the closing school. Students will be
asked to attend summer school in the school they
have chosen to attend in the next school year.

Managing Closure Procedures
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A School Closure Coordinator will be selected by MCPSC to lead the Closure Transition Team. The
School Coordinator will follow the closure procedures as outlined in RSMo. 160.405 (2020) and 5 CSR
20-100.265 Charter School Closure (2020).

MCSPC staff and Closure Coordinator immediately form the Closure Transition Team oversee,
coordinate, and communicate the necessary steps in the closure process.

A Student Transition Team is a sub-component of the Closure Transition Team whose only function is to
ensure students and families have resources and access to find high-quality educational options. Providing
opportunities for students and families to visit other schools, assistance with selecting and transferring to
a new school, sending school records to new schools, and tracking student enrollment data throughout the
closure process.

Schools are to continue to comply with state and federal laws. School closure can affect school reporting
and requirements. It is critically important that schools bring concerns and questions to the CTT, as well
as stay in communication with key DESE staff.

Communication with Key Stakeholders

MCPSC will closely monitor the charter school’s clear, adequate, and timely communication with all
groups regarding the closing of a charter school to ensure that students, families, staff, and community
have the support needed for student transfer and transition. (5 CSR 20-100.265 Charter School Closure (1)
Communication, 2020.) If the school is managed by a Charter Management Organization (CMO) or an
Education Management Organization (EMO), the school will begin the process of terminating the
management agreement.

Successful communication strategies include, but are not limited to:
* Dedicated section on school’s website for families.
* Dedicated section on school’s website for staff and faculty.
»  Sample letters to communicate with parents on the process and timeline of closure.
*  Minutes from CTT and STT meetings, provided to the Commission.
e Regular meetings between the Closure Coordinator and the MCPSC staff.
*  Communication with all vendors terminating contracts.

School and Student Records Retention and Transfer

MCPSC will closely monitor the charter school’s transfer of all student records in accordance with rules
set forth in the Family Educational Rights and Privacy Act (FERPA) and any applicable state record
retention schedules or laws. The Closure Transition Team will establish a process for student record
transfer to the schools to which the student will transfer. All student records will be transferred to the host
district, as required by Missouri Code of State Regulations section 20-100.265(2)(D). (2020) The charter
school will assist parents in student transfers. Board, employee, financial, and legal records will be
digitized. A designated official custodian will maintain all records and ensure their safekeeping beyond
the life of the school corporation for historical accessibility.
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*  Student Transfer Team ensures student records are sent to new school.
*  Closure coordinator ensures all records are digitized and stored in accordance
with FERPA.
»  All business, board, financial, and legal records are digitized. A copy of the records
is provided to the sponsor and to the designated custodian. The sponsor is responsible for
providing confirmation of the official custodian.
*  All student records are provided to the host district as required by the Missouri
Code of State Regulations section 20-100.265(2)(D). (2020)

Component Il — Finalize School Operations
Archive Digitized Student Records, Complete Inventory, Plan for Disposition of
Assets, Verify Payroll and Employment Reports

Timeline: completed by the end of the fiscal year

Business and Personnel Records

MCPSC will coordinate efforts regarding all personnel, governance, and financial records that are
retained according to the Missouri Public School Records Retention Schedule. (Missouri Secretary of
State, State Agency General Retention Schedule, 2022) MCPSC shall coordinate efforts to ensure the

meeting of financial obligations associated as required in section 160.415.12, RSMo. If the charter school

does not have sufficient funds to close out the year, MCPSC is not responsible for funding, but is
responsible for oversight and reporting as required in section 160.405.1(15)(a-f), RSMo. (2020)

Component Ill — Disposition of Assets, Submission of Final Data and Reports,

Dissolution of the Non Profit Corporation
Close Out State and Federal Grants, Itemize Financials, Prepare Final Financial
Statements, Complete Final Close-out Audit, Submit Final Report to Sponsor,
Prepare Final Student Records, File Annual Secretary of the Board Report (ASBR),
Prepare End-of-Year Reports, Complete US Department of Education Filings,
Dissolve the Operator, Notify the Missouri Secretary of State, Notify Known
Claimants, Notify Sponsor of Additional Claims, End Corporate Existence, Notify IRS

Timeline: completed between July 1 and September 30
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Disposition of Assets and Submission of Final Data and Reports

Distribution of materials and equipment purchased with state funds will be determined by the charter
school’s plan/policy for disposition of assets. MCPSC will closely monitor the reallocation of equipment
and materials from the closed charter school to reasonably assure the equipment and materials follow the
students to their new school. For equipment and or materials exceeding a total value of five thousand
dollars ($5,000) purchased with federal funds and in accordance with federal guidelines. (Missouri Code
of State Regulations, 2020.) MCPSC coordinates efforts for the completion of all data and reporting for
the closing charter school.

Dissolution of the Non-Profit Corporation

In order to dissolve the non-profit corporation, the school’s board must adopt a resolution to dissolve. A
non-profit corporation is dissolved upon the effective date of its articles of dissolution. (Revised Statutes
of Missouri. 355, 2020)

Component IV — End of Closure Process

Timeline: completed by July 1, two years after the last publication to alert unnamed

claimants

MCPSC requires the closing school to retain $10,000 in the school’s account for two years after the
closing of a school in accordance with RSMo. 355 (2020). MCPSC’s responsibility is to oversee
finalization of financial obligations during the period of two after years after the last publication of
dissolution to alert unnamed claimants. MCPSC does not pay the bills, but ensures bills are paid,
remaining debts are collected, and remaining funds are returned to DESE.
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Part IV: Closure Plan

The Closure Plan is created from sections of an extensive Closure Execution Road Map (Tandem
Learning Partners, 2020) and serves as the template for a closure work plan. The Closure Plan identifies a
series of actions organized by category, e.g., MCPSC Action, Communications, Academics, Operations,
Finance, Finalize School Affairs, and Dissolution, required during the closure process. The Closure Plan
provides completion dates for all actions based on the timing and circumstances of the responsible parties.
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Category/Sub-
category

Component

Action

Responsible
Party/
Supporting Party

Comments

| MCPSC Action

Pre-closing

Conduct Closure Capacity Assessment

MCPSC

Completion time: before a decision is
made to close the school.

| MCPSC Action

Pre-closing

Conduct Closure (financial) Viability Assessment
After assessing the current financial situation and the budget to close
out the current fiscal year the CTT should develop a closure budget.

MCPSC

Completion time: before a decision is
made to close the school.

| MCPSC Action

Pre-closing

Determine if the school’s board has the capacity to collaborate
with the MCPSC and DESE to close the school.

MCPSC

Completion time: before a decision is
made to close the school.

| MCPSC Action

Appoint a School Closure Coordinator (SCC)

The Transition team will be led by a School Closure Coordinator
(SCC) who will be a Sponsor employee or third-party contractor or,
in certain instances, a receiver.

MCPSC

Contract with SCC

| MCPSC Action

Identify and Establish ad hoc Transition Team (CTT)

The Closure Transition Team (CTT) will be led by the SCC and will
focus on providing a smooth transition of students and closing down
the school. The Transition Team may or shall consist of:

*The SCC

*Sponsor board member or representative

*Board Chair

*Chief Executive Officer

*School Leader(s)

*CFO or Board Treasurer

*PTO Chair (or Parent designee)

*Representative from local harbormaster or school choice
organization (optional)

*State charter association representative (optional)

*DESE Charter School Director or representative (optional)

MCPSC

Need agreements from team members to
serve on CTT

| MCPSC Action

Email CTT participation invitations including:
*Description of CTT purpose and responsibilities
*Scheduling for initial meeting(s)

*SCC Contact information

CTT/SCC

Completion time: within two business
days of decision to close the school or
acceptance of voluntary charter closure
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| MCPSC Action

Assign Transition Team Roles and Responsibilities, and Action
Items

*Exchange contact information and assign roles.

* Agree on a meeting schedule to develop a school wind-down
budget, a closure budget, to establish or verify a closure reserve
fund, and to make any necessary modifications, including but not
limited to timeline adjustments, to the closure road map.

SCC/ CTT to
participate and
advise

Completion time: within two business
days of decision to close the school or
acceptance of voluntary charter closure

closure decision.

.| MCPSC Action Develop Student Transition Plan Student Transition | Completion time: within five business
Plan to address transition of students to new school including the Team days of decision to close the school or
following: acceptance of voluntary charter closure
* update student mailing address;

* hold school fairs/tours;

* prepare student records for transmittal to local district (including
digitization and destruction of not retained records);

* transmit copy of student records to all parents; and determine what
goes into a permanent student record and what gets destroyed.

.| MCPSC Action Develop a Closure Budget CTT Completion time: within five business
After assessing the current financial situation and the budget to close days of decision to close the school or
out the current fiscal year the CTT should develop a closure budget. acceptance of voluntary charter closure

Communications Notify the charter school board and school leadership of the MCPSC Initial communication can be informal

(phone call). Formal communication
(letter) should be within 5 business days.

Completion times: Informal: w/in 1
business day of closure decision or
Sponsor's acceptance of voluntary
charter closure.

Formal (letter): within 10 business days
of closure decision or Sponsor's
acceptance of voluntary charter closure.
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11 Communications Notify the Missouri Department of Elementary and Secondary MCPSC/SCC Initial communication can be informal
Education of closure decision. (phone call). Formal communication
Notify the Missouri Department of Elementary and Secondary (letter) should be within 10 business
Education Office of Charter Schools (i.e., the State) asap by days.
whatever means of communication most convenient (phone, ZOOM,
email, etc.) to be followed by formal letter of the closure decision. Completion times: Informal: within one
The letter of notification should include: business day of closure decision or
*Reason for Closure Sponsor's acceptance of voluntary
*Timeline for transition, Including last day of instruction charter closure;
*Copy of termination agreement Formal (letter): w/in 10 business days of
*Contact information for SC closure decision or Sponsor's acceptance

of voluntary charter closure.
17 Communications Notify the School Districts and Charter Schools Materially SCC Initial communication can be informal

Impacted

Notify districts and charter school materially impacted by the closure
decision, including:

1, A copy of the letter to and materials shared with parents and
students

2. Recognizing the primary contact designated by the Superintendent
and confirmation of participation on SCC, if applicable.

3. FAQ about the charter closure process, including timeline for
transition including last day of instruction

4. Notice of termination of any partnership agreements with
District(s) or other charters upon last day of instruction, if
applicable.

5. Requesting enrollment procedures to share with students and
families

6. Plan/timing for transfer of student records to the district.

7. Contact information of the SCC for questions.

(phone call). Formal communication
(letter) should be within 10 business
days.

Completion times: Informal: within 1
business day of closure decision or
Sponsor's acceptance of voluntary
charter closure;

Formal (letter): w/in 10 business days of
closure decision or Sponsor's acceptance
of voluntary charter closure.
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j Communications

Provide a copy of all student and parent contact information to
the Sponsor

*Provide the Sponsor with student information such as telephone,
address, email and other publicly available data. This information
will be used to communicate with families regarding closure and
enrollment in new schools.

Request any ""do not solicit"" conditions
on parent information.

Completion time: within 2 business days
of closure decision or Sponsor's
acceptance of voluntary charter closure.

Communications Notify Parents / Guardians of Closure Decision Completion time: within 7-10 business
Sponsor staff and charter staff/board collaborate to ensure that days of closure decision or Sponsor's
parents/guardians are notified regarding the closure decision, acceptance of voluntary charter closure.
including:

1. Timeline for transition. In collaborative closing, the school's
2. Assurance that instruction will continue through the end of the board and leadership conduct this
school year or the date when instruction will cease. meeting with the SCC attending.
3. Assurance that parents/students will be assisted in the
reassignment process.
4. FAQ about the charter closure process.
5. Sponsor and School contact information for parents/guardians
with questions.
6. Information regarding the transfer of student records. 7.
Instructions for notifying the school if parents do not want to be
contacted by local schools (public or private)

1§ Communications I Convene Parent Closure Meeting. Recommended materials Charter Board and | Completion time: within 7 days of
include: School closure decision or Sponsor's acceptance
1. “Closure FAQs” Leadership of voluntary charter closure.

2. Sponsor board closure policy and closure decision.

3. Calendar of important dates for parents, including school calendar
showing remaining school vacation days and final day of classes.

4. Timeline for transitioning students and closing school operations.
5. Provide contact information for Sponsor, School Board Chair, and
Student Transition Team lead.
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14 Communications Faculty Contact Information School Flexible date
Provide a copy of faculty contact information to the Sponsor in Leadership and Contingent upon other circumstances
alignment with requirements set out by the sponsor. School Staff
17 Communications Notify Staff School Flexible date
Notify all employees of termination of employment and/or contracts, | Leadership and Contingent upon other circumstances
and termination of all benefit programs. Notice to Employees should | School Staff
include information about:
*COBRA
*State Unemployment Eligibility
*Known local job fairs or other assistance the planned to assist in
transitioning
*Instruction on how to obtain applicable records for future
employment
*Pertinent licensure information
*Processing of tax documents
*Contact information for SCC or team designated staff liaison
* Letters of recommendation from the school leader.
1§ Communications Meet with Charter School Faculty and Staff Charter Board and | Flexible date
Principal, charter board chair, and Sponsor staff or designees meet School Contingent upon other circumstances
with the faculty and staff to: Leadership

1. Discuss reasons for closure and present timeline for closing down
of school operations.

2. Emphasize commitment to continuing coherent school
operations through the transition and importance of maintaining
continuity of instruction through the end of the school year. [link
to school support for teacher transition; address staff transition issues
early in the agenda].

3. Provide calendar of important dates for staff (to include specific
remaining school vacation days and date for end of classes)

4. Discuss plans for helping students and staff find new schools and
for making closing as smooth as possible (to include providing
Copies of information shared with families

5. Identify date when last salary check will be issued, when benefits
terminate, and last day of work (i.e., Compensation and benefit
timelines

6. Describe any assistance to be provided to faculty and staff to find
new positions.

7. Provide contact information for SCC.
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149 Communications Talking Points/FAQs Charter Board and | Completion time: within 24 hours of
Create talking points and FAQs directed towards parents, faculty, School closure decision or Sponsor's acceptance
community and press. Focus on communicating plans for orderly Leadership of voluntary charter closure [To be
transition of students and staff. Distribute to the transition team, to updated as needed throughout the
all staff and in a communication with parents. Post on sponsor process].
website.

2( Communications School Website management. School website Completion Time: within 2 days of

SCC to meet with school's webmaster/IT director to provide sponsor
admin rights to URL; create email address for student transition
questions; create email for staff transition questions; provide for
auto-forward to SCC and sponsor; post banner on school website
announcing closure and with links to closure page with FAQs,
contact information, etc.; remove enrollment information and other
information (e.g., calendar) related to the subsequent school year

manager/IT
Director

closure decision or sponsor's acceptance
of voluntary charter closure.
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2] Communications Website Update SCC/ School Ongoing throughout the closure process.
Create Closure pages on school website for 1. Parents (guidance on Website manager
collecting student records, opportunities for school fairs, local school | and IT Director
contact information, parent advocacy information); 2. Staff (access
to personnel policies, benefits/COBRA information; job fair
opportunities; other transition supports. 3. Disposition of Property
(schedule, items available, pick-up information)
23 Communications Community and News Release SCC/ Board For collaborative closure, the school

Create and post a community and news release to be posted on
sponsor's website that includes the following:

1. Authorizing board closure decision;

2. Outline of support for students, parents, and staff;

3. Timeline for transition Including last day of instruction

4. Contact information for SCC

president and
school leadership

should also issue a statement that is
consistent and aligned. In that case, the
sponsor and the school can coordinate
and on both statements.

23 Operations Terminate Summer Instruction Program School Leader/ Completion time: within 10 days of
*Take appropriate action to terminate any summer instruction, such | Parent Liaison Sponsor’s final vote to close the charter
as canceling teaching contracts. school or acceptance of charter closure
*Notify DESE, staff and parents that any planned summer school
will no longer be conducted.

24 Academics Assure Instruction Continues throughout the Year School leader and | School leader presents report to Board
School presents a plan to keep school open and instruction rigorous staff chair, School Leadership, Commission
throughout the year. Presentation will include the dates for annual Executive Director and DESE (Field
MAP assessments. Directors).

23 Academics Final Report Cards CTT Completion time: within 3 days after the

Following the last day of instruction, the school will:

*Compile all student records and final report cards

*Provide parents/guardians with copies of final report cards and
notice of where student records will be sent with specific contact
information

last day of instruction
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2¢ Academics I Ensure all assigned tasks to LEA regarding Academics are CTT Completion time:
completed. Summer School Termination-within 10
If tasks are not completed by LEA representatives the SCC will days of decision to close the school
initiate tasks: MAP Testing-prior to end date of MAP
*Terminate Summer School Program testing window
*Map Testing is completed in accordance with statute and Final Report Cards-
regulation.
*Issue Final Report Cards
27 Operations I Secure Student Records School leader/ As soon as is practicable on closure
Ensure all student records are organized, complete, up to date, and COO or decision
maintained in a secure location. equivalent Guidance needed regarding what MUST
be in the student record, what cannot be.
What must be retained and digitized.
What must be destroyed.
2§ Operations I Working Space for SCC CTT Completion time: within 2 days of the
School's office will include working telephone, internet, and desk decision to close the school
space for SCC.
29 Operations I Compile a list of Publicly Available Student Information: School leader or Request any "do not solicit" conditions
Provide Sponsor with student information such as telephone, designee on parent information.
address, email and other publicly available data. This information
will be used to communicate with families regarding closure and Completion time: w/in 10 days of
enrollment in new schools. Sponsor’s final vote to close the charter
school or acceptance of voluntary
charter closure.
3( Operations I Archive and Transfer of Student Records and Testing Materials | STT/ School Guidance needed regarding what MUST

Ensure that each student has a complete student record (academic,
health, special education) archived and transferred to new school (if
known), and that student records are compiled in an electronically
transferable format. This will include:

*QGrades and evaluations

* All materials associated with IEPs or 504s

*Immunization Records

*Parent/guardian information

leader or designee

be in the student record, what cannot be.
What must be retained and digitized.
What must be destroyed.

Completion date: Within 30 days
following the last instructional day"
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3] Operations Provide assistance to parents/guardians in locating alternative MCPSC to verify | Completion time: within 10 days of
educational opportunities. compliance closure decision (or acceptance of
- Develop a list of schools enrolling grades that match those of the STT/ Parent voluntary charter closure).
closing school. liaison
- Transfer “student records” to respective parents/guardians.
- Transfer student records to schools on enrollment
- Abide by any ""do not solicit"" conditions on parent information.

37 Operations Student Placement Reporting MCPSC will Completion time: Ongoing (weekly)
Weekly student placement report documenting student enrollment verify/ SCC and from closure announcement through
for the following school year by grade showing students transferred, | Student Transition | closure of the LEA (6/30)
students refusing to report, students not placed Team

33 Operations Document the transfer of student records to LEAs, including MCPSC will All student records not transferred to
1. date of transfer verify/ SCC and new schools must be submitted to
2. Signature and printed name of the charter school representative Student Transition | DESE.
releasing the record Team
3. Signature and printed name of the person receiving the record. Completion time: within 30 days of
4. Documenting inclusion of special education record (if applicable) closure decision or Sponsor's acceptance

of voluntary charter closure.

34 Qperations Maintain Identifiable Location MCPSC will Completion time: within 7 days of the
Maintain the school’s current location through the winding up of its | verify/ School closure decision and ongoing throughout
affairs. The school must maintain operational telephone service with | leader the closure process.

voice message capability and maintain custody of business records
until all business and transactions are completed and legal
obligations are satisfied.

-OR -

If there is any change in location or contact information, the school
must

- immediately inform Sponsor staff of the change and new location.
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- relocate all business records and remaining assets to a location
where a responsive and knowledgeable party is available to assist
with closure operations.

- maintain operational telephone and internet service with voicemail
and email capabilities.

- maintain custody of business records until all business and
transactions have been completed and the nonprofit has satisfied all
legal obligations.

35 Operations Asset Documentation MCPSC will Repeat the photo inventory two weeks
Photograph contents of each room in the facility. verify/ STT and prior to end of school if initial
School leader photographs are older than 6 months.
Completion time: within five business
days of closure decision
3¢ Operations Asset Protection Board Chair, Completion time: ongoing

The school must protect its assets against theft, misappropriation and
deterioration including by maintaining the following expenditures:

1. Property insurance coverage. insurance coverage on assets,
including facility and vehicles, until the disposal of such assets.

2. Real estate insurance coverage. insurance for the facility until
the disposal or transfer of real estate or termination of lease and
disposal, transfer, or sale of other assets.

School leader,
CFO
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3. Directors and Officers insurance. Maintain existing directors'
and officers' liability (D&O) insurance until the final dissolution of
the school.

4. Security. Obtain or maintain appropriate security services
including, as necessary, moving assets to secure storage after closure
or loss of facility.

5. Negotiate school facility insurance with entities that may take
possession of school facility — lenders, mortgagors, bond holders,
etc.

7 Operations

II

Inventory and Plan for Disposition of Assets

*Conduct and inventory of school assets, identifying items:

1. Loaned from other entities.

2. Encumbered by the terms of a contingent gift, grant or donation,
or a security interest.

3. Belonging to the EMO/CMO, if applicable, or other contractors.
4. Purchased with federal grants (dispose of such assets in
accordance with federal regulations).

* Plan for the disposition of all assets, property, and inventory,
including assets purchased with federal and Missouri State funds.
Specifically, school will:

1. Create a Fixed Asset List segregating assets purchased with
Missouri State and federal dollars. Note that assets or materials
related to federal grants must be inventoried pursuant to 34 CFR Part
80 et seq. and other applicable regulations.

2. Note source codes for funds and price for each purchase.

3. Establish fair market value, initial and amortized for all fixed
assets.

4. Ensure that all liabilities and obligations of the school are paid and
discharged to the extent of the school’s assets.

5. *Return assets not belonging to school where appropriate
documentation exists (and keep records of assets retuned).

6. Monitor reallocation of equipment and material from a closed
charter school to assure the equipment follows the student to their
new school (sponsor is in charge of monitoring this).

7. Ensure that any unobligated assets are returned to DESE.

School leader/
COO or
equivalent

School leadership should inform staff
regarding what property may be taken
and what must stay.

Completion time: within 30 days
following final day of instruction

26




38

Operations

If Applicable, Notify Educational Service Providers (ESP) (i.e.,
an Education Management Organization (EMO) or Charter
Management Organization (CMQO)) and Terminate Contract
Review the management agreement and take steps needed to
terminate the agreement at the end of the school year or when the
charter contract expires.

1. Notify the ESP EMO or CMO of termination of education
program by the school’s board, providing the last day of classes and
absence of summer instruction.

2. Provide notice of non-renewal/revocation in accordance with the
ESP EMO or CMO contract.

3. The management company should be asked for a final invoice and
accounting, including an accounting of any retained school funds
and the status of grant funds.

4. The school and the management company should agree upon how
the company will continue to provide educational services until the
last day of instruction.

5. The school and the management company agree when other
services including business services will end.

6. Provide notice that the ESP should remove any property lent to
the school, or in which it retains rights, after the end of classes. (See
below.)

7. Request a receipt of such property.

8. The school generally should not accept further loans from the
management company / CMO, etc. nor otherwise incur additional
liability. However, it may continue to accept gifts from the
management

company / CMO as long as the entity is aware of the school’s
closure status.

9. Terminate management or CMO agreement or give notice of non-
renewal/closure in accordance with management contract. If
applicable, the management company or CMO should be asked for a
final invoice and accounting including an accounting of any retained
Education Corporation funds and the status of grant funds.

Provide a copy of all notifications to an EMO/CMO to the SCC and
Sponsor.

MPSC will
verify/Board
Chair and/or
School leaders

Completion time: within 10 days of
closure decision or Sponsor's acceptance
of voluntary charter closure.
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3¢ Operations Notify Employees and Benefit Providers MCPSC will Completion time: within 30 days of
Formally notify all employees of termination of employment at least | verify Sponsor’s final vote to close the charter
60 days before closure to include date of termination of all benefits notification; school or accept voluntary charter
in accordance with applicable law and regulations (i.e., COBRA) confirm budget closure.
and eligibility for Missouri Unemployment Insurance pursuant to alignment.
any regulations of the Missouri Department of Labor. Notify benefit | Decision point
providers of pending termination of all employees, to include: based on updated
1. Medical, dental, vision plans. assessment of
2. Life insurance. financial viability/

3. Cafeteria plans. School leader and
4. Pension Fund 403(b), retirement plans. school staff

5. PERF

Consult legal counsel as specific rules and regulations may apply to

such programs.

4( Operations Notify Contractors and Terminate Non-essential Contracts MCPSC will Completion time: within 15 days of
Formulate a list of all contractors with contracts in effect and: provide Sponsor’s final vote to close the charter
1. Notify them regarding school closure and cessation of operations; | notification school or accept charter voluntary
2. Instruct contractors to make arrangements to remove any exemplars; verify | charter closure.
contractor property from the school by a date certain (copying notification;
machines, water coolers, other rented property); review remaining
3. Retain records of past contracts as proof of full payment; commitments for
4. Maintain telephone, gas, electric, water, insurance; and alignment with
5. Terminate contracts for goods and services as of the last date such | closure budget.
goods or services will be needed. Decision point
Provide SCC and Sponsor staff written notice of such notification. based on updated

assessment of
financial viability.
School leader

41 Operations Notify Vendors and Terminate Non-essential Services Provide Completion time: within 15 days of
The school must: notification Sponsor’s final vote to close the charter
1. Create a vendor list, including food and transportation vendors, exemplars; verify | school or accept voluntary charter
and cancel school district or private food and/or transportation notification; closure.

services for summer school and next school year.; and

2. Notify vendors of closure and cancel or non-renew agreements as
appropriate.

Provide SCC and Sponsor with a copy of all documents.

review remaining
commitments for
alignment with
closure budget.
Decision point
based on updated
assessment of
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financial viability.
School Leader or
CFO / Finance
Director or
Financial Services
Provider.

4]

Operations

Maintain Corporate Records

Maintain all corporate records related to:

1. Loans, bonds, mortgages and other financing.

2. Contracts.

3. Leases.

4. Assets and asset distribution.

5. Grants -- records relating to federal grants must be kept in
accordance with 34 CFR 80.42.

6. Governance (minutes, bylaws, policies).

7. Employees (background checks, personnel files).

8. Accounting/audit, taxes and tax status, etc.

9. Personnel.

10. Employee benefit programs and benefits.

11. Any other items listed in the closure plan.

Determine where records will be stored in perpetuity after
dissolution.

MCPSC will
verify record
retention
schedule/

Board Chair and
School leader

Completion time: ongoing from closure
decision or Sponsor's acceptance of
voluntary charter closure until
dissolution
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Operations

Notification regarding lawsuits

As soon as possible after receiving notice and/or service of process
regarding litigation against, or initiated by, the school, board of
trustees, or employees, notify MCPSC and provide copies of legal
papers received.

The school has an ongoing obligation to keep MCPSC informed
regarding such litigation, including bankruptcy, whether voluntary or
involuntary, and provide copies of all filings

Board

Completion time: ongoing from the day
the Board was notified of the school
closure through the completion of the
closure process.

44

Finance

Confirm (or Establish) Closure Reserve Fund

*Pursuant to the Charter Agreement, segregate by resolution in an
escrow account or attorney trust account a minimum of $75,000 in
funds (as directed by the Sponsor) to be used for legal, accounting
and other expenses to execute this Closure Plan, dissolve the
nonprofit corporation and for any associated court proceedings
including those associated with subsection 355 of the Missouri Not-
For-Profit Corporations Law. The Sponsor will determine the exact
amount.

MCPSC will
create account;
determine
allocation
amount; verify

allocation of
funds.

Charter Board

Sponsors advised to provide document
management guidance: what is to be
saved, what is to be destroyed and how.

Completion times: within five business
days of closure decision or Sponsor's
acceptance of voluntary charter closure.
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*Identify closure reserve funds and acceptable use of such funds to
support the orderly closure of the school. Reserve funds may be
used to pay the following entities:

* Retirement systems or plans

* Teachers and staff

* Employment taxes and federal taxes

* Audit preparation

* Private creditors (including vendors and lenders)

Note: Sponsors may also want to specify prohibited uses of funds,
including any bonuses, vacation or accrued time buy outs or
expenditures, PTO payments, or other expenditures to school
personnel or stakeholders unless expressly required by contract
terms that predate the closure decision.

(resolution to

allocate funds),
School leader,
CFO, Treasurer

4]

Finance

Secure Financial Records
Ensure all financial records are organized and maintained in a legally
compliant way, are up to date, and maintained in a secure location

Provide guidance
(1 page) on what
is to be saved and
how. Verify
compliance
Decision point
based on school
cooperation.
Board chair,
School leader,
CFO, Treasurer

Immediately upon closure decision and
appointment of SCC

44

Finance

Financial Deep Dive
Thorough assessment of the school's financial status

MCPSC will
conduct
assessment/
Finance
consultant

Completion time: Completion times:
within ten business days of closure
decision or Sponsor's acceptance of
voluntary charter closure.

1 Finance

Expense management
School may spend money on draw-down basis that requires prior
approval for expenditures.

MCPSC will
approve and
manage
expenditures on a
draw down basis/
DESE

Completion time: ongoing through
dissolution
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4§ Finance Reporting of Financial Condition MCPSC will Other agenda items in addition to
Continue to prepare and present monthly financial statements to the receive reports; financial information may be included.
SCC and governing board until the finalization of closure. At a assess financial
minimum this should include: condition in Completion time: ongoing until final
*Current balance sheet relation to closure | dissolution
*Current income statements (to include variance analysis and full- budget. Recurring
year projections) decision point
*Monthly cash flow statements based on financial
*Statement of Liabilities (and aged Accounts Payable) viability/ School
* contracts that remain open including extension costs (technology, CFO (or
insurance) and cancellation costs. equivalent),

* closure reserve budget Treasurer

44 Finance Document all school financial accounts (checking, savings, etc.) SCC Completion times: within ten days of
and the signator(s) on each account. closure decision or Sponsor's acceptance
Require school notification and approval for any change in signators. of voluntary charter closure and ongoing

through final dissolution.
Consider requiring personal assurance from signator affirming
obligation to notify the sponsor prior to signing expenditures outside
the approved closure budget.

5( Finance IRS Status and Reports MCPSC will Completion time: ongoing throughout
The school must continue to take all steps necessary to maintain receive closure process.

501(c)(3) status, including, but not limited to, the following: notifications and
* Notification to IRS regarding any address change of the Education | verify filings.

Corporation;

* Filing of required tax returns or reports (e.g., IRS form 990 and Board Chair and
Schedule A). School Leader

* If the organization proceeds to dissolution, notify the IRS of

dissolution of the organization and its 501(c)(3) status, and furnish a

copy to the Sponsor.

5] Finance Commercial Lenders / Bond Holders Closeout MCPSC will Completion time: within 30 days of
Notify banks, bond holders, etc., of the last payment by the school verify closure decision or sponsor's acceptance
toward its debt and of the likely date as to when an event of default notification. of voluntary charter closure or upon
will occur as well as the projected date. exhaustion of appeals

Board Chair

and/or School

31




Leader, School
CFO or Financial
Services Provider

51 Finance Notify Funding Sources / Charitable Partners MCPSC will Completion time: within 30 days of
Notify all funding sources, including charitable partners of school verify closure decision or sponsor's acceptance
closure. Notify state and federal agencies overseeing the school’s notification. of voluntary charter closure or upon
grants that the school will be closing. exhaustion of appeals

Board Chair
and/or School
Leader, School
CFO or Financial
Services Provider

53 Finance Notify Funders, Commercial Lenders/Bondholders MCPSC will Completion time: within 15 days of
Notify banks, underwriters, bond trustees and/or bond holders, provide closure decision or sponsor's acceptance
funders, etc., of the school’s closure decision. supplementary of voluntary charter closure or upon

information exhaustion of appeals
and/or verification

of decision.

Board Chair

and/or School

Leader, School

CFO or Financial

Services Provider

54 Finance List and Notification of all Creditors and Debtors MCPSC will Completion time: within 15 days of
Formulate a list of creditors and debtors and any amounts accrued review and closure decision or sponsor's acceptance
and unpaid with respect to such creditor or debtor, and: verify alignment of voluntary charter closure or upon
1. Solicit from each creditor a final accounting of the school’s with budget; exhaustion of appeals
accrued and unpaid debt. provide
2. Compare the figures provided with the school’s calculation of the | notification
debt and reconcile. exemplars;

3. Where possible, negotiate a settlement of debts consummated by a | confirm
settlement agreement reflecting satisfaction and release of the notification.
existing obligations

4. Contact all debtors and demand payment. If collection efforts are | Board Chair

32




unsuccessful, consider turning the debt over to a commercial debt
collection agency. All records regarding such collection or disputes
by debtors regarding amounts owed must be retained.

* This list is not the same as the contractor list, below, but may
include contractors.

* Creditors include lenders, mortgage holders, bond holders,
equipment suppliers, service providers and secured and unsecured
creditors. A UCC search should be performed to identify secured
creditors.

* Debtors include persons who owe the school fees or credits, any
lessees or sub-lessees of the school, and any person holding property
of the school.

Provide SCC and Sponsor written notice of such notification.

and/or School
Leader, School
CFO or Financial
Services Provider

5]

Finance

Receivables Collection & Obligations Identification and
Payment Plan

The Board shall collect payables owed to the school, dispose of
assets and negotiate with and pay creditors in an orderly fashion in
accordance with a timetable and plan adopted by the board. Priority
should be given to employee wages (including benefits) then to
continuing the school’s educational program through the end of the
school year and retaining funds to complete the closure process. The
initial plan should be adopted within 30 days of closure decision and
be updated at least bi-weekly with copies to the Sponsor.

The plan should include, but not be limited to, the following:
*Termination of non-essential personnel and cancellation of non-
essential services prior to final day of operation.

*Make final federal, state and local tax payments (every employer
which pays wages to employees, is responsible for withholding,
depositing, paying, and reporting federal, state and local income tax,
social security taxes, and federal unemployment tax for such wage
payments).

* Auction / sale of assets in a manner that avoids conflicts of interest
and maximizes net revenue to the extent permitted by ongoing
agreements with existing creditors. Sales must be a fair market
value, and valuations may be needed for insider sales.

*Liquidation or closing of bank accounts according to a schedule
that minimizes fees but leaves the School Corporation enough
flexibility to pay creditors, attorneys, accountants, etc. during the
course of the wind-up including funds for a final audit, and for

Board Chair,
School Leader/
CFO or equivalent

Completion times: Initial: within 30
days of closure decision or Sponsor's
acceptance of voluntary charter closure.

Updates: biweekly
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dissolution in accordance with state statute and regulation.
*Cancellation of corporate credit cards and lines of credit.
*Change authorized signatures on accounts as needed to reflect
changes in persons authorized to implement the winding down
operations of the school.

5¢ Finance II Payroll and Employment Verification Reports Board, School Completion time: within 30 days after
Provide a list of all payroll reports including taxes, retirement or CFO or Business | the last day of instruction
adjustments on employee contracts as well as employment manager
verification report for each employee including:

*Evidence of having made payment and arrangements for the timely
and complete processing of all payroll documentation (W2’s, 1099’s,
etc.).

* An employment verification report to each employee at the end of
their employment which includes the dates that the individual
worked at the school, the position(s) held (including grade and
subject taught if a teacher), and salary history.

57 Finance II Disposition of Property Purchased with Federal Funds Board Chair, Completion time: Ongoing from last day
Follow DESE procedures for disposition of property purchased with | School Leader, of instruction through end of fiscal year.
federal funds. CFO or

equivalent/ DESE | Request DESE guidance on procedures

for disposition of property purchased
with federal funds.
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5§ Finance I Disposition of Remaining Assets (if applicable) MCPSC will Completion time: ongoing until final
Any remaining assets acquired exclusively through donations, gifts, review and dissolution and termination of non-profit
or grants shall be disposed of upon dissolution of the school’s board | approve plan and organization
in accordance with the articles of incorporation of the school and the | monitor
Missouri Nonprofit Corporation Act. disposition for

alignment with
approved plan.
Charter Board
Chair, School
leader, CFO or
equivalent

59 Finance I Close Out All State and Federal Grants MCPSC will Completion time: within 90 days of the
Close out state, federal, and other grants. This includes: verify grant close | last day of instruction or June 30th of the
*notification to the grant entity of the school closure; out. calendar year, whichever is later.
*filing of any required expenditure reports or receipts and any
required program reports, including disposition of grant assets. School leader/

The school may continue to pursue grant funds to which it is Charter CFO or
entitled, provided that it fully discloses its current situation and equivalent
intentions with respect to closure. The school should not seek or
accept grant funds for future school years when the school will be
closed. Grant status should be disclosed in notes to audited financial
statements.
Note: For federal grants all of the above must be done in accordance
with 34 CFR Part 80 et seq. or applicable regulations.
6( Finance I Prepare Final Unaudited Financial Statements MCPSC will Completion time: within 30 - 120 days

Retain an independent accountant or education financial services
provider (ESP) to prepare a final statement of the status of all
contracts and other obligations of the school, and all funds owed to
the school, showing:

1. All assets and the value and location thereof.

2. Each remaining creditor and amounts owed.

3. Statement that all debts have been collected or that good faith
efforts have been made to collect same.

4. Each remaining debtor and the amounts owed.

Provide a copy of the final statement to Sponsor staff.

receive unaudited
financials and
reassess financial
status based on
updated
information.

Board Chair or
School leader/
CFO or
equivalent,
Treasurer

after the end of classes or the fiscal year
in which the school is closing,
whichever is earlier
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6] Finance 1T Itemize Financials MCPSC will Completion time: within 30 to 180 days
Review, prepare and make available the following: receive of end of fiscal year of closure
1. Fiscal year-end financial statements statements; (depending on audit submission
2. Cash analysis. evaluate financial | requirements)
3. List of bank statements for the year, investments, payables, position in
unused checks, petty cash, bank accounts, and payroll reports relation to
including taxes. closeout budget.
4. List of investments
5. List of payables (and determinations of when a check used to pay | Board Chair or
the liability will clear the bank) School Leader/
6. List of all unused checks CFO or
7. List of petty cash equivalent,
8. List of bank accounts Treasurer
9. List of all payroll reports including taxes, retirement, or
adjustments on employee contracts
10. Collect and void all unused checks and destroy all credit and
debit cards. Close accounts after transactions have cleared.
67 Finance I Complete Final Close-out Financial Audit MCPS will Completion times: Step 1: within 30

This is a two-step process.

Step 1 involves Auditor Engagement:

* Engage, by vote of the board, an independent auditor subject to
Sponsor and DESE approval, to conduct a final close-out audit of the
school. The school will submit a signed and dated copy of the
engagement letter to the Sponsor and DESE along with an estimated
timeline for the start and completion of the audit.

Step 2 involves completing the Final Closeout Audit

* The school will submit by a date to be established by Sponsor a
final closeout audit (by an independent CPA firm or Missouri State
auditor, as prescribed by statute), which documents disposition of all
liabilities.

approve the
auditor selection,
verify DESE
approval of the
auditor, and
receive and verify
final audit.

Board Chair,
Board Treasurer,

School leader,
CFO

days Based on audit submission
requirements.

Step 2: Within 120 to 180 days
following the last date of instruction
(and/or the end of the school's last fiscal

year)
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63 Finalize School III Submit Final Report Charter Board Report to include cost of closure,
Affairs Submit a final report to Sponsor detailing completion of closure Chair, School completion dates of various key
actions or a status report on execution of the closure plan. Leader deliverables (articulated), disposition of
property, total funds returned to DESE
(amount and date), date disposition of
board filed with SOS, amount and
location of funds (who can sign)
withheld for unexpected bills; insurance
remaining with board; contact
information of remaining board
members in case of claims, final audit;
mini audit completed (post end of LEA);
other.
Completion time: within 180 days of the
end of the fiscal year
64 Finalize School 111 Prepare Final Report Cards and Student Records Notice MCPSC will Completion times: One week after the
Affairs Following the last day of instruction, the school will: verify preparation | final day of instructional classes
*Compile all student records and final report cards of records and
* Provide parents / guardians with copies of final report cards and report cards;
notice of where student records will be sent as well as contact verify report card
information. distribution to
* Deliver records (digital format) to sponsor and local district families/ School
leader
63 Finalize School 1T File Annual Secretary of the Board Report (ASBR) MCPSC will August 15
Affairs verify filing.
School leader/
School CFO or
equivalent.
6¢ Finalize School 1T Prepare End-of-Year Reports MCPSC will Completion time: per report due dates

Affairs

Prepare and submit all required end-of-year reports to Sponsor and
DESE.

receive reports;
verify completion/
Board Chair or
School leader
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67 Finalize School III U.S Dept of Education Filings: MCPSC will Completion time: within 90 days of the
Affairs File Federal form 269 or 269a if the Education Corporation was verify submission | last day of instruction or June 30th of the
receiving funds directly from the United States Department of of federal filings. | calendar year, whichever is later
Education. See 34 CFR 80.41.
School leaders,
School CFO or
equivalent
64 Dissolution I Dissolve the Operator MCPSC will Completion time: as per requirements in
1. The charter school board adopts a resolution to dissolve that receive and verify | bylaws in accordance with Missouri law.
indicates to whom the assets of the creditors have been paid. resolution.
2. Unless otherwise provided in the bylaws, the members (if any) or
board votes on the resolution to dissolve. A non-profit corporation is | Board Chair and
dissolved upon the effective date of its articles of dissolution. entire Board
69 Dissolution 11 Notify the Secretary of State MCPSC will Completion time: as per requirements in
After the resolution to dissolve is authorized, dissolve the verify filing of Missouri law.
corporation by delivering to the Secretary of State for filing articles articles of
of dissolution setting forth: dissolution with
1. The name of the non-profit corporation. Secretary of State.
2. The address of the non-profit corporation’s principal office.
3. The date dissolution was authorized. Board Chair and
4. If dissolution was authorized by the directors, a statement to that entire Board.
effect.
5. If dissolution was approved by the members, a statement of the
number of votes cast for the proposal to dissolve.
6. Such additional information as the Secretary of State determines is
necessary or appropriate.
7( Dissolution 111 Notify Known Claimants MCPSC will Completion time: as per requirements in
Give written notice of the dissolution to known claimants within provide exemplar; | Missouri law, Chapter 355.
ninety (90) days after the effective date of the dissolution. verify
notification.
Board Chair/

School leaders
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71 Dissolution I Notify Sponsor of Additional Claims MCPSC will Completion time: as per requirements in
Notify the sponsor of any and all additional claimants with five provide exemplar; | Missouri law, Chapter 355.
business days after the close of the claims submission window. verify
notification.
Board Chair/
School leaders
77 Dissolution I End Corporate Existence MCPSC will Completion time: as per requirements in
A dissolved non-profit corporation continues its corporate existence | monitor wind Missouri law, Chapter 355.
but may not carry on any activities except as is appropriate to wind down activities.
up and liquidate its affairs, including:
1. Collecting its assets. Board Chair
2. Transferring, subject to any contractual or legal requirements, its
assets as provided in or authorized by its articles of incorporation or
bylaws.
3. Discharging or making provision for discharging its liabilities.
4. Doing every other act necessary to wind up and liquidate its assets
and affairs.
73 Dissolution I Notify IRS MCPSC will Completion time: immediately after
Notify the IRS of dissolution of the education corporation and its verify IRS confirmation of charter dissolution.
501(c)(3) status. notification
Board Chair/
Board Treasurer
74 Post Dissolution v Retain Reserve Funds MCPSC will Completion time: two years after the last

Retain funds in school bank account for two years.

*MCPSC’s responsibility is to oversee finalization of financial
obligations during the period of two after years after the last
publication of dissolution to alert unnamed claimants.

*MCPSC does not pay the bills, but ensures the bills are paid,
remaining debts are collected, and remaining funds are returned to
DESE.

verify reserves
funds and oversee
reserve funds in
accordance with
Missouri law.

publication alerting unnamed claimants.
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Appendix A

Missouri Charter Public School Commission Revocation and Closure Policy
3.07 Revocation and Closure (Adopted November 17, 2021)

Policy

Revocation

1. Commission staff may recommend revocation of a charter prior to the expiration of the school’s current
performance contract for any of the following reasons:

e Continued failure to comply with or make significant progress on elements of an action plan proscribed
through Commission intervention (e.g., from a Letter of Concern or placement on Probation by the
Commission).

e One or more material violations or breach of any part of the current performance contract.

e Failure to meet requirements for student performance as outlined in the performance contract.

e Failure to meet generally accepted standards of fiscal management or audit requirements.

e Significant concerns for the health and safety of students, staff, and community members visiting the school.

e Violation of any provision of law from which the charter school has not been exempted, including federal
laws and regulations governing children with disabilities.

e Conviction of fraud.

2. Whenever the Commission staff has reason to believe that a charter should be revoked, staff shall notify the charter
school’s governing board in writing of the prospect of revocation. The notification shall be served by email and
certified mail. The notice shall include the following:

e The reason why revocation is contemplated

e The date by which the charter school shall respond, which shall be not less than thirty (30) days from the
date of the notification

e A statement that the charter school may, in its response, request an administrative hearing.

e An explanation that if the school does not request a hearing before the Commission, it thereby also waives
its appeal rights to the State Board of Education as outlined in RSMo 160.405.

3. If the charter school does not pursue an administrative hearing, the Commission will vote on the recommendation in
closed session. A vote by a majority of the commissioners present is required for revocation. The Commission’s vote
on the recommendation to revoke is final.
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4. If the charter school pursues an administrative hearing pursuant to RSMo0160.405, the Commission shall conduct the
administrative hearing as follows:

a. The chair of the Commission will set a date, time, and place for the hearing, which shall take place within
15 days of the date of written notification.

b. Notice of the hearing and the hearing itself will be conducted according to State
open meeting laws.

c. The staff of the Commission will provide evidence of the reason(s) for the revocation.

d. The charter school may be represented by legal counsel, present evidence, and call witnesses. However, the
Commission may exclude irrelevant or unduly repetitious evidence.

e. The hearing shall be recorded.

5. The Commission will make a final decision in closed session, within thirty (30) days of the hearing. A vote by a
majority of the commissioners present is required for revocation.

6. The Commission will notify the charter school of its final decision by email and certified mail. Notification of the
decision shall be simultaneously transmitted to the State Board of Education. The charter school may appeal a decision
by the Commission to revoke the charter to the State Board of Education.

7. Following a decision to revoke the charter, the Commission will also send a letter informing parents of the decision,
the rationale, and the process available to parents to choose a new school for their children.

Closure

Pursuant to statute and each school’s performance contract with the Commission, charter schools are obligated to
adhere to the statutory closure requirements, this policy and the Commission’s closure plan.

Following a revocation decision, the Commission will commence closure proceedings in accordance with RSMo
160.405 and the Commission’s closure plan. The closure process is guided by a commitment to minimize disruption to
students’ education, to protect the public funds generated for educating students, and to preserve assets acquired
through operation of the charter school.

The Commission will appoint a School Closure Committee that includes the following individuals:

School Closure Coordinator (designated by the Commission),

School Board Chair,

Board Treasurer,

Chief Executive Officer,

Chief Financial Officer,

A parent of a current student at the school,

School Leader,

A Field Representative from the Department of Elementary and Secondary Education (DESE), and
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e Representative(s) from a local education advocacy organization (optional).

The School Closure Coordinator will chair the School Closure Committee, manage the closure process, and assure all
elements of the School Closure Plan are completed. The School Closure Plan has four components with defined
completion dates:

I —to be completed by the end of the academic year,

IT — to be completed by the end of the fiscal year, and

IIT — to be completed between July 1 and September 30.

IV-to be completed two years after the component III is completed.
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Appendix B

SCHOOL CLOSURE CAPACITY ASSESSMENT

These Closure Capacity Assessments provide for an initial determination of the level of cooperation that
the sponsor can anticipate from the school for the closure process and, equally important, the school's
current capacity to manage the work of closure effectively.

Implementation. The indicators are based information and knowledge that the sponsor should have based
on its ongoing engagement with the school.

Timing. A sponsor can conduct this assessment even before making a closure decision. The sponsor
should consider conducting this assessment as soon as the prospect of a closure decision becomes
likely, and in any event, within a few days of making the decision.

Required capacity. The sponsor should be able to complete the assessment based on existing staff
knowledge and experience. It can be completed individually by sponsor leadership or collaboratively by
the sponsor staff.

Duration. 1 hour (including staff discussion/input).

Ratings. The ratings are qualitative. A finding of "Definitely" indicates a sponsor's being able to rely on
school collaboration/cooperation. A finding of "Not at All" indicates a sponsor's need to assume an
absence of school cooperation or capacity. A finding of "Mixed/Partial" means that the indications are
mixed or that different school constituencies (e.g., board, leadership, staff) are likely to have distinctly
different orientations to the closure.

WILL THE SCHOOL BE COLLABORATIVE?

Statement Assessment

Definitely | Mixed/ | Not at
Partial | All

The school recognizes that closure is necessary.

The board and school leadership are well coordinated and aligned. ?
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The board and leadership are responsive as evidenced by
willingness to meet in a timely fashion and participate
constructively in projects.

The school leader effectively makes all of the decisions.

| or someone on my team has rapport with school leadership
(management) and a solid foundation for cooperation.?

The board is engaged and handles governance responsibly.

| or someone on my team has rapport with board leadership (chair,
treasurer, executive committee) and a solid foundation for
cooperation.

The school organization has incentive to maintain a good reputation
independent of what happens to this school.*

School and board leadership have reputational incentives to
cooperate on school closure.”

Historically, the school has been responsive and cooperative in
working with me and my team.®

School leadership has positive relationships with students and
families indicating commitment to their well-being.

School leadership is motivated primarily by the educational interests
of the children. ’

Staff follow the school leader's direction and are
unlikely to listen to anyone else.

! To what extent does school leadership and the board acknowledge that whatever issues you have identified as the basis for
closure (e.g., financial viability, academic outcomes) are valid expectations and that performance is a serious problem?

2 Do the school's board and leadership generally work and communicate well together? Are they alignhed on key issues? Or have

they historically been at odds with each other?

3 personal relationships may be extremely important to the degree of school cooperation and should inform who the sponsor

tasks with leading key conversations and driving the work.

4Does the non-profit organization have other activities in the community for which its ongoing reputation is important? To what
extent does the school have relationships with funders, other community organizations, etc. that create incentive for

cooperation?

>To what extent do key individuals have relational, reputational, and political incentives to be cooperative?

Conversely, do they have incentives to be combative?

5As a sponsor, how would you characterize your history of interaction, particularly with current school

Leadership?

7 Notwithstanding the performance issues, does the school's leadership seem generally motivated by an interest in providing

children better educational opportunities?



The board's legal counsel (or lawyer on the board) is likely to be a
constructive influence for orderly closure.

The school is likely to pursue whatever legal and political challenges
to closure are available.

Sponsor action

The more clearly that the responses indicate the likelihood of a collaborative closure, the more that the
sponsor can

e Expect the school to take lead responsibility for closure communications work, with the
sponsor's primary role being support (e.g., providing exemplars) and verification (ensuring that
necessary communications go out in a timely fashion).

e Trust the school to provide you the access needed to verify that operational (e.g., transfer of
student records, property disposition) and financial (e.g., paying creditors, financial wind down)
aspects of the closure are proceeding appropriately.

e Expect to proceed on a closure timeline dating from the sponsor's closure decision.

e Keep DESE informed without needing active DESE support.

The more clearly that the responses indicate the likelihood of an adversarial closure, the more that the
sponsor should

e  Plan to establish direct and regular sponsor communications with key stakeholders (e.g., parents, staff,
funders).

e Assume a direct management role for operational work (e.g., the closure coordinator directly
manages the organization and transfer of student records and the inventory and disposition of
assets).

e Assume a direct management role for the financial wind down (e.g., review and prior approval
of expenditures outside an approved closure budget; approval of closure audit firm).

e Solicit active DESE support for the decision.

e Plan for the possibility of a delayed closure process pending resolution of administrative and
legal proceedings.
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WHAT IS THE SCHOOL'S CAPACITY TO DO CLOSURE WORK WELL?

Statement Assessment

Definitely | Mixed/ | Not at
Partial All

Communications

The school communicates clearly, regularly, and openly with
families.

The school communicates clearly, regularly, and openly with staff.

The school communicates clearly, regularly, and openly with other
stakeholders (e.g., funders, community partners).

Operations

The school has a solid record on school operations (e.g.,
transportation, food service) and compliance (e.g., SPED).

School records are kept in an orderly and easily accessible way.

The school has someone on staff (e.g., COO, Director of
Operations) with strong organizational skills who is likely to
manage operational aspects of closure (e.g., property inventory,
student records) effectively.

Finance

Accounting records and financial reports to the governing
board and sponsor have historically been timely, complete,
reliable.

Final annual independent audits (income statements
particularly) have generally aligned with unaudited quarterly
(Q4) financials.

Annual independent audits have been clean, generally devoid of
material conditions or weaknesses — including having no
significant internal control weaknesses — and have not restated
the prior year or prior years' income statements and/or balance
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sheets.

The board and leadership have routinely tracked, reviewed, and
addressed budget-to-actual variances, especially variances
directly related to enrollment. In other words, the board and
leadership have demonstrated the ability to manage to budget
and to work within available financial resources.

The school or CMO Chief Financial Officer or equivalent (i.e.,
contracted financial services provider) has been with the school
for at least two years, has a thorough understanding of the
school's finances, and has proven competent and reliable.

The governing board includes a Treasurer, Finance Committee
chair, or someone with thorough understanding of the school's
finances.

The school closely tracks year-to-date financial performance in
relation to the current board-approved (original or revised)
budget.

Sponsor action

If ratings indicate that the school has capacity to do closure work effectively in the area identified

(Communications, Operations, and/or Finance), then the sponsor can

e Expect the school to take lead responsibility for closure operations work, with the sponsor's
primary role being support (e.g., providing guidance and exemplars) and verification (e.g.,

reviewing to ensure student records are complete, verifying transfer of records).

e Expect the school to provide access to information needed to appropriately monitor operational

(e.g., transfer of student records, property disposition) and financial (e.g., current financials)

aspects of the closure.

e Expect to proceed on a closure timeline dating from the sponsor's closure decision.
¢ Keep DESE informed without needing active DESE support.

The more clearly that the ratings indicate a lack of school capacity, the more that the sponsor should
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Assume a direct management role for operational work (e.g., the SCC directly manages the
organization and transfer of student records and the inventory and disposition of assets).

Assume a direct management role for the financial wind down (e.g., review and prior approval of
expenditures aligned to an approved closure budget; approval of closure audit firm).

Solicit active DESE support, particularly around distribution of additional per pupil revenues and
management of school expenditures.
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Appendix C

SCHOOL CLOSURE VIABILITY ASSESSMENT

WHAT IS THE SCHOOL'S FINANCIAL STATUS?
PRELIMINARY ASSESSMENT

This Closure Viability: Preliminary Assessment provides for an initial determination of a school’s financial condition and trends in the context
of a closure decision. It is designed to help the sponsor make a preliminary judgment about the school’s financial viability and the likelihood
of the school’s being able to operate through the end of its final school year and through dissolution based on currently available
information.

Implementation. The indicators ae based on financial information that should already be in the sponsor’s possession, such as independent
financial audits from previous years and quarterly unaudited financial statements and reports from the current year.

Timing. A sponsor can conduct this assessment even before making a closure decision. The sponsor should consider conducting this
assessment as soon as the prospect of a closure decision becomes likely, and in any event, within a few days of making the decision.

Required capacity. The sponsor should be able to rely on the same level of finance expertise it uses to review independent audits and other
school financial reports

Duration. 1 to 4 hours.
Ratings. A finding of “Met” indicates that the school is meeting the standard. A finding of “Not Met” means that the school does not meet

the standard. A finding of “Anomaly” means that the school may appear to meet the standard but in such way that indicates underlying
weakness and/or the sponsor is aware of extenuating circumstances that warrant further inquiry.
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Indicator

Standard

Results Indicate:

Met

Assessment

Not Met

Anomaly

Notes

Unrestricted days cash
(according to the most recent
independent audit, most
recently submitted unaudited
financial statements, and/or
bank statement
reconciliations).

At least 60 days’
unrestricted cash.

The school’s financial
performance based on the
most recent audited financial
statements and quarterly
financial reports submitted to
the sponsor.

Satisfactory performance
based on sponsor’s criteria
(i.e., financial performance
framework standards).

Financial performance

The school has performed
satisfactorily on sponsor
financial performance
standards and/or is
trending positively toward
meeting unmet standards.

Loan status

The school has consistently
met all loan covenant
requirements and lender
and funder financial
performance standards,
and is not now, and has
not been, in debt default
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status

Unrestricted fund
balances

Positive at the end of the
two most recent fiscal years
and per most recent
unaudited financial
statements submission.

Net income and cash flow
from last two audited
fiscal years

The school has reported net
income (surpluses) and
positive cash flow in each of
the last two audited fiscal
years.

The school has an adequate
restricted closure reserve.!

S75K restricted closure
reserve.?

Enrollment history

The school has historically
met its budgeted
enrollment targets,
including in the current
school and fiscal year

Student Transfer
history

The school has historically
had stable or net positive
student transfer rates.
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WHAT IS THE SCHOOL'’S FINANIAL STATUS?
A DEEPER DIVE

This Closure Viability: Deeper Dive provides for a more thorough analysis of the school’s financial condition. It is designed to aid the
sponsor in making a judgment about the school’s financial viability through the end of the school year and through dissolution. The
results should inform sponsor actions that may be necessary to preserve or protect the school’s financial resources and/or to
manage the school’s operation through the end of the school year.

The Deeper Dive indicators require the sponsor to examine financial information that may not be part of regular
school reporting or outdated, or which prove on review to be incomplete or erroneous. A sponsor’s ability to obtain the necessary
information may depend on cooperation from the school. The sponsor needs the school to produce relevant reports and
documents; to meet with the sponsor’s designated finance official; and in some cases, to provide direct access to the school’s
internal financial and accounting records, including bank account information. In the absence of school cooperation, the sponsor
may need to make judgments based on the Preliminary Assessment.

The sponsor should initiate this assessment immediately following the closure decision or as soon as the Preliminary
Assessment indicates that a Closure Viability: Deeper Dive is warranted.

Analysis requires charter school accounting and financial management experience and expertise.

LIf the funds have been budgeted but have not been restricted for closure, then their existence on paper in the budget may not be a reliable
indicator of their actual availability.

2 This requirement should be incorporated into the charter contract. Tandem Learning has developed accompanying guidance regarding
incorporation of recommended sponsor expectations into the charter contract.
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6-8 hours once the necessary records and documents are available.

A finding of “Met” indicates that the school is meeting a specific standard and hence that standard per se is not an

indicator of serious financial weakness or instability. A finding of “Not Met” means that the school does not meet a specific

standard and could indicate serious financial weakness or instability. A finding of “Anomaly” means that the school appears to

meet the standard but that the sponsor is aware of trends, recent developments or extenuating circumstances suggesting financial

weakness or emerging instability that warrant immediate attention and inquiry.

Indicator

Standard

Results Indicate:

Met

Assessment

Not Met

Anomaly

Unrestricted fund balance at
the end of the most recently
audited fiscal year (or per the
most recent unaudited
financial statements).

Positive unrestricted fund
balance equal to or in
excess of current liabilities.

Unrestricted days cash
(according to the most recent
independent audit, the most
recently submitted unaudited
financial statements, and/or
bank statement
reconciliations).

At least 60 days’ cash
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Current ratio (according to
the most recent independent
audit or the most recently
available unaudited financial
statements).

>1.0

Current net income and cash
flow

The school is tracking
toward a surplus and/or
positive cash flow in the
current fiscal year.

Current liabilities (i.e.,
accounts payable to
vendors, employee
withholdings, insurance
premiums, retirement fund

or 401k contributions, etc.). 3

The school is on time with
payment terms or
requirements.

Payroll and contractual
obligations

The school appears to be
financially viable enough to
meet all obligations
through the end of the
current school and fiscal
year to school employees
and consultants providing
essential programmatic,
financial, and/or operations
support on a contract basis.

3 Current liabilities also shows whether the school has been incurring additional interest charges due to late payments on accounts payable

generally due within 30 to 45 days -- another indicator of financial instability.
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Long-term debt

The school has made all
debt service payments on
time in the current fiscal
year and is likely to make
all remaining current year
payments on time (based
on available cash and
other financial
performance indicators).

Long-term debt coverage

The school has
unrestricted reserves (or a
restricted debt service
coverage reserve)
sufficient to cover debt
obligations in the event of
closure or insolvency.

Long-term debt (facilities-
related or otherwise) --
specific concerns.*

The school holds long-
term debt with more than
one capital provider;
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4Provides information regarding senior and subordinate lenders, first or priority rights to repayment in the event of default

One or more debt balloon
payments come due in the
current or next fiscal year;
OR

The school has
renegotiated or
refinanced debt terms
within the last two years
or has recently been trying
to do so.

The school has an approved
line of credit.

The line of credit is fully
drawn down.

Repayment of the line of
credit is past due.

Repayment of the line of
credit is due this fiscal
year.

The school has had to
extend or renegotiate
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repayment of the line of
credit within the last two
years.

Current enrollment

Current year enrollment
and attendance (for
funding purposes) align
with, or are within 10% of,
current board-approved
budget enrollment and
attendance assumptions.

Current year enrollment and
ADA

Enrollment and ADA for
the current year align with
recent and/or historical
enrollment trends.

Budgeting for unanticipated
revenues and/or costs.

The board-approved
budget for the current
fiscal year has been
revised to include or
account for unanticipated
revenues (such as CARES
Act and PPP), enroliment
shortfalls, funding cuts,
and/or unbudgeted or
unanticipated
expenditures (such as
pandemic-related re:
facilities, transportation,
providing virtual learning,
etc.), or other
contingencies.
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Budgeting as a going concern

The board-approved
budget (original or
revised) for the current
fiscal year assumes a
deficit and/or a significant
decrease in unrestricted
cash at year’s end.

Default

The school is not in
technical default on one or
more covenants, financial
ratio or reserve
requirements, or other
terms of existing debt or
contractual obligations.

Loan performance

The school has not
received waiver for failure
to meet one or more loan
financial performance
standards or loan
covenants in the most
recent and/or previous
fiscal year.

Accounts payable

The school maintains an
aging accounts payable (to
include vendors), a report
that is available and has
historically been accurate;
AND

Accounts payable
management has not been
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flagged as an internal
control weakness or
material condition by
independent auditors
within the last two fiscal
years; AND

The aging accounts
payable report does not
indicate for the current
fiscal year a substantial
increase in payables either
past due; or moving from
<30 days due to 30 to 60
days due; or >60 days due.

Unanticipated revenue

In the current or prior
fiscal year, the school’s
financial viability has not
depended primarily on
one-time only or non-
recurring, non-entitlement
financial infusions (such as
CARES Act and PPP funds
and loans).

IRS Compliance

The school is engaged in
or subject to IRS audits,
state audits or
investigations, or pending
litigation that has the

61




potential of exposing the
school financially.
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Sponsor Action

If the ratings indicate that the school’s financial records have been adequately maintained and are reliable, and that the school is
likely to be financially viable through the end of the school year and through dissolution, and if no major red flags or previously
unknown financial specific issues emerge from this assessment, then

e The school probably has both the financial management capacity and sufficient financial resources to sustain operations
through the end of the school year and dissolution.

¢ Lenders and creditors can be notified of the school closure decision and that the school expects to meet its current financial
obligations.

e If the school is cooperative and has financial management capacity, the sponsor can plan to retain an oversight (rather than
direct management) role for financial wind down including regular communication with the school, ongoing monitoring of
finances, and verification of expenditures in relation to the approved budget.

If the ratings indicate that the school’s financial records are not up-to-date, incomplete or unreliable; sufficient financial
management capacity and/or oversight is lacking; or it is likely or certain the school may not be financially viable through the end of
the school year and/or through dissolution, then the sponsor should or can take the following actions:

¢ Consider engaging immediately external financial expertise to develop a closure budget that anticipates the school’s inability to
pay all financial obligations and therefore prioritizes expenditures in accordance with applicable statutes, contracts, lease or
loan documents, etc.

e Engage DESE to support the sponsor’s financial intervention in the school’s financial wind down including authority to approve
all expenditures.

¢ Exercise authority in the charter contract to manage expenditures, preferably through a sponsor-controlled reimbursement
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mechanism.

e Either directly communicate or closely monitor communications with vendors, lenders, creditors, and other external financial
stakeholders (to include funders).
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Appendix D

Sample Closure Letter to Parents

{Insert School Logo} {Insert School Address}

{Insert Date}
Dear {Insert School Name} Parents and Guardians:

This letter is to inform you that {Insert School Name} has voluntarily closed its state charter. This is our last
school year of operations.

It is important to stress to you that {Insert School Name} will be open for the rest of this school year. That is
worth repeating. {Insert School Name} will continue to provide all education services for your child for the
remainder of this school year. So, there will be no disruption in your child’s education. But, it is important
that you immediately start thinking about next school year— and we have already contacted school leaders
in {Insert City} who will help you do that.

It is important to us that you find the best public school for your child next year. We are also working
with two organizations who will help you: {Show Me KC Schools} and the Missouri Charter Public School
Association. You may want to contact Show Me KC Schools directly visiting https://showmekcschools.org
or by calling 816-535-0656. This community organization stands ready to help you see the many options
available and work with you as you decide which best fits the needs of your child. Please join us on {Insert
Day, Date} for our parent meeting between {Insert Time of Meeting} if you need assistance in
enrolling your student(s).

As for the rest of the school year, {Insert School Name} will continue to provide all special services for
which children qualify through IEP and 504 plans. Also, the breakfast and lunch programs will continue
uninterrupted, and state MAP testing will be completed as scheduled. {Insert School Name} will continue to
meet and provide for your child’ needs through the end of this school year.

We hope our decision causes as little disruption in your lives as possible.

If we can be of any assistance or answer any questions, please call {Insert Contact Name and Phone
Number}.

Sincerely,
INSERT NAME
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Sample Closure Letter from Board to Parents When the Board Has Voluntarily Closed the
Charter

{Insert School Logo}

{Insert School Address}
{Insert Date}
Dear {Insert School Name} Parents and Guardians:

This letter is to inform you that {Insert School Name} has voluntarily closed its state charter. This is our last
school year of operations.

It is important to stress to you that {Insert School Name} will be open for the rest of this school year. That is
worth repeating. {Insert School Name} will continue to provide all education services for your child for the
remainder of this school year. So, there will be no disruption in your child’s education. But, it is important
that you immediately start thinking about next school year— and we have already contacted school leaders
in {Insert City} who will help you do that.

It is important to us that you find the best public school for your child next year. We are also working
with two organizations who will help you: {Show Me KC Schools} and the Missouri Charter Public School
Association. You may want to contact Show Me KC Schools directly visiting https://showmekcschools.org
or by calling 816-535-0656. This community organization stands ready to help you see the many options
available and work with you as you decide which best fits the needs of your child. Please join us on {Insert
Day, Date} for our parent meeting between {Insert Time of Meeting} if you need assistance in

enrolling your student(s).

As for the rest of the school year, {Insert School Name} will continue to provide all special services for
which children qualify through IEP and 504 plans. Also, the breakfast and lunch programs will continue
uninterrupted, and state MAP testing will be completed as scheduled. {Insert School Name} will continue to
meet and provide for your child’ needs through the end of this school year.

We hope our decision causes as little disruption in your lives as possible.

If we can be of any assistance or answer any questions, please call {Insert Contact Name and Phone
Number}.

Sincerely,
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INSERT NAME
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Sample Media Announcement

Missouri
Charter Public School Commission

{Insert School Name} to Close

{Insert City} — {Insert School Name}, an {elementary school with 400 students between kindergarten and
8th grade, will close after the school year that ends in June because of poor academic performance. The
school’s sponsor is immediately implementing a plan to help parents find new schools for their children to
attend in the fall, and to help the {Insert School Name}school board consider its options, which range
from closing down the building altogether to allowing another charter school to take over the building
and hold {Insert Initials} classes in the fall.

After consulting with the Missouri Department of Elementary and Secondary Education, the Missouri
Charter Public School Commission declined to renew {Insert School Name}’s charter because the school
did not meet the educational standards in its performance contract. “The Board of Directors started
{Insert School Name} to provide a quality education to children in their community” said Commissioner
Delbert Scott, with the Missouri Charter Public School Commission, {INSERT INITIALS} new sponsor for the
last year. “We applaud {INSERT INITIALS}, its board, teachers and staff for their commitment to children.
And we know closing this school is and painful to each of them. However, the promise charter schools
make to the children and to the community is provide a quality public school option or close.”

{Insert School Name} opened in {Year} under the sponsorship of the {Insert Sponsor Name}. It agreed a
year ago to transfer its sponsorship to the Missouri Charter Public School Commission, a state agency that
sponsors charter public schools. The Commission reviewed the school and found it to be operationally and
financially viable, but found its educational performance to be well below state standards. The
Commission had a tough choice to make. The school meets an important need for parents living nearby.
But, its academic performance was poor. The Commission decided to renew the charter to give the
school a chance to improve and present a restart plan. The Commission staff conferred with officials with
the Missouri Department of Elementary and Secondary Education. While DESE acknowledge the
Commission’s rationale for a restart, they made it clear that the school’s poor academic performance
was a paramount concern. State statutes governing charter schools require schools to meet their
performance contract. {INSERT INITIALS} did not. The Commission agreed, and this week voted in a public
meeting to decline to renew {School’s Name} charter. That effectively will force the school to close after
this school year.

{Insert School Name} will continue to provide educational services for the rest of this school year.
{INSERT INITIALS} board and leadership will begin working with parents to help them find a good school
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for next year. They are currently exploring the possibility of finding another charter school to serve
students in the current {INSERT INITIALS} building.

The Commission staff has created and will implement a written plan on how to close its schools. That will
include helping the {Insert School Name} school board unwind its financial affairs, explore the option of
another charter school taking over the building, and, above all else, helping parents find a viable option
for their children.
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Sample School Closure Letter to DESE

Missouri
Charter Public School Commission

{Insert Date}

Dr. Chris Neale

Assistant Commissioner

Office of Quality Schools

Department of Elementary and Secondary Education
205 Jefferson Street

Jefferson City, MO 65101

TRANSMITTED VIA EMAIL

RE: CLOSURE OF {Insert School Name and Location}
Dear Dr. Neale,

On {Insert Day, Date} the Missouri Charter Public School Commission voted not to renew {Insert School
Name and Initials} charter school at the end of its current contract. {Insert School Initial’s}current
charter expires {Insert Date}.

In accordance with our Closure Plan, the Commission has formed a Closure Transition Team. {Insert
Company/Name} has been engaged by the Commission as the Closure Coordinator. Ms. {Name} has
extensive charter school experience, having most recently assisted the Commission with the successful
closure of {Insert School Name & Location}. | have asked Dr. Maureen Clancy-May to serve as the
Department’s representative on the Closure Transition Team.

If you have any questions, please do not hesitate to contact me.

Sincerely,

Robbyn Wahby
Executive Director

CC: {Insert Name} Board of Directors

{Insert Name} Attorney at Law

Dr. Maureen Clancy-May, Area Supervisor, Office of Quality Schools

Dr. Douglas Thaman, Executive Director Missouri Charter Public School Association
{Insert Name}, Superintendent of {Insert KCPS or SLPS}
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Members, Missouri Charter Public School Commission
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