
New Jersey Department of Education, Office of Charter Schools 

Renewal Site Visit Protocol 
 

Purpose 

The Renewal Site Visit is designed to objectively evaluate the success of the charter school and whether it is 

meeting its mission to provide a high-quality public education to its students. The site visits are conducted to 

ensure a consistent and thorough review of each school and to provide an opportunity for reviewers to see 

the school in action.  At the time of the visit, reviewers will gather and document evidence about the school’s 

performance, implementation of the educational program, organizational and fiscal viability, and compliance 

with laws and regulations.  

During the site visits, a team consisting of Department of Education staff (with possible assistance from 

external experts) will: 

 Interview the board of trustees, administration, staff, students and family members;  

 Conduct classroom visits; 

 Review documents; and 

 Provide feedback to the school administration. 

The tools and forms used during the Renewal Site Visit were developed from research and best practices of 

leading charter school authorizers.  Teams will vary in size dependent on the size of the school. The majority of 

visits will be conducted in one day, but, if conditions or questions require further follow-up, subsequent visits 

will be scheduled. 

Similar to the application, we are looking for evidence that the school has made marked progress towards 

demonstrating: 

 achievement of its mission,  

 successful implementation of its educational program,  

 clear academic progress and outcomes, 

 establishment of a strong school culture, 

 fiscal and operational soundness; and  

 sound planning for the next charter term.  

 

Essential Criteria & Guiding Questions 

The 2012 renewal application has been revamped to align with the measures and targets within the 

Performance Framework. The decision to renew a charter for each subsequent five-year period will be based 

on a comprehensive review guided by the following three questions:  

1. Is the academic program a success? 

2. Is the school financially viable? 

3. Is the school equitable and organizationally sound? 



The Performance Framework outlines clear academic, organizational and fiscal standards and will be the tool 

by which all New Jersey public charter schools will be evaluated. These standards will inform all monitoring 

and decision-making regarding charter schools in New Jersey, including high-stakes renewal decisions. 

Furthermore, the guidelines and criteria developed for the renewal application provides a valuable lens by 

which the Department examines a school during site visits and how the site visit reports will be prepared. The 

following questions are designed to guide the site visit.  Although they may not be asked directly, all the data 

and evidence collected during the site visit will inform the answers to these questions. 

I. Academic Program 

 What levels of progress have students made with regards to statewide assessments? In the absence of 

expected achievement, what strategies does the school employ to meet academic goals and 

benchmarks? 

 Using the Performance Framework standards, how has the school performed academically with 

regards to absolute, comparative and growth measures over the last charter term?  

 Is the school meeting its mission? How does the school measure and track mission accomplishment?  

 Are the key strategies used to achieve the mission effective?  Is the school responsive to the areas in 

need of improvement or change? 

 Are the school’s mission and vision understood by all key stakeholders and are they reflected 

throughout the school’s day-to-day operations? 

 

II. Organizational Framework 

 Is the school implementing the essential terms of the education program as defined in its charter? 

 Is the school’s curriculum aligned with State standards? 

 Does the school use data to inform, guide and improve instruction and other school practices? 

 Is the school complying with applicable educational requirements? 

 Are the school’s admissions and enrollment practices fair and equitable, as required by law? 

 Is the school protecting the rights of students with disabilities? 

 Is the school protecting the rights of English Language Learner (ELL) students? 

 Is the school monitoring and minimizing attrition rates and maintaining enrollment stability? 

 Does the school’s learning environment align with its mission and program and does the school foster a 

culture of high expectations? 

 Have the school’s plans for family and community involvement in its charter been realized? Are these 

engagement strategies relating positively to mission achievement and improving school culture? 

 How do the administration and board provide leadership and accountability in the key areas of the 

school (academic, fiscal, operational)? 

 Is the school complying with federal and state reporting requirements? 

 

III. Fiscal Viability 

 What is the school’s current financial position? 

 Has the school provided evidence that it has competently and effectively managed its finances 

throughout its history? 

 Is the school meeting financial reporting and compliance requirements? 



 Is the school following Generally Accepted Accounting Principles? 

 Does the school have feasible facility plans over the next charter term, including knowledge of 

financing options, implementation strategies, applicable requirements and a practical timeline? 

IV. Five-Year Planning 

 

 What key changes and improvements are planned for the next charter term? 

 Does the school have feasible facility plans over the next charter term, including knowledge of 

financing options, implementation strategies, applicable requirements and a practical timeline? 

 

Interview Group Description and Guiding Questions:  

Interviews Description Time 

Board of 

Trustees 

It is important that the NJ Department of Education meets with 

all stakeholders.  We have scheduled the Board of Trustees 

meeting in the morning so that as many board members as 

possible can attend the meeting.  Board members will be asked 

to respond interview questions openly and honestly.  The school 

leader is not invited to attend this meeting, whether or not they 

serve on the Board.  

Guiding Questions: 

1. How does the school’s mission drive the Board? 

2. Has the board been responsible and effective in 

addressing organizational challenges and responding 

effectively to the needs of stakeholders?  

3. Does the board have the necessary skillsets, policies and 

procedures and structures in place in order to govern the 

school? 

4. What is the Board’s process for both short and long-term 
goal setting?  How are these goals developed, 
communicated and effectively utilized? 

5. How does the Board use data- specifically financial and 

student achievement- to make decisions? 

6. Are all of the systems, procedures and compliance 

documents in place? 

1 hour 

Administration While school administrators will be needed throughout the 

entire day, we have set aside an hour in the morning to sit down 

with the administrators directly responsible for academics and 

operations. Administrators will be asked to respond to interview 

questions openly and honestly.   

1 hour 



Guiding Questions: 

1. How does the school’s mission drive the school 

administration? 

2. How does the school administration measure success? 

3. How do the school leaders use data- specifically financial 

and student achievement- to make decisions? 

4. How does the school administration evaluate the 

effectiveness of teachers and the delivery of the 

instructional program?  

5. In what ways do the school leaders communicate high 

expectations for teacher performance and student 

achievement? 

6. Does the school administration demonstrate effective 

management of day-to-day operations within the school?  

 

SpEd/ESL The NJ Department of Education staff will meet with the Special 

Education and English as a Second Language program 

coordinators, or staff responsible, to address the academic 

program focusing on these special populations.  Staff members 

will be asked to respond to interview questions openly and 

honestly. 

Guiding Questions: 

1. How does the school demonstrate that it is effective in 

providing the right resources to students who are at-risk? 

2. Does the school have clear and effective strategies for 

identifying at-risk students? 

3. Does the school have and provide the needed resources 

to meet the needs of at-risk students? 

4. How does the school identify, address and monitor ESL 

students? 

5. What methods are in place to monitor the progress, 

growth and success of at-risk students? 

 

30 min. 

Data 

Administrator 

The NJ Department of Education staff will meet with the Data 

Administrator(s) or staff responsible, to address the academic 

program focusing on the use of data as a driving force in 

instruction and school decisions. Staff members will be asked to 

respond to interview questions openly and honestly. 

30 min. 



Guiding Questions: 

1. How does the school’s mission drive the school data 

administrator? 

2. How does the school’s data administrator measure 

success? 

3. How does the school’s data administrator use student 

achievement data to make decisions? 

4. What methods are in place to monitor progress, growth 

and success for students? 

5. How does the school’s data administrator inform all 

stakeholders of student achievement data? 

6. Has the data administrator been responsible and 

effective in addressing organizational challenges and 

responding effectively to the needs of stakeholders?  

 

Parents/Family This group should include a minimum of 4 and a maximum of 10 

parents or family members representative of a broad range of 

grades, years spent at the school and academic performance 

levels.  The group should be prepared to tell the NJ Department 

of Education staff how they were recruited for this meeting, how 

they found out about the Office of Charter School’s visit and how 

they were prepared.  Parents and family members will be asked 

to respond to interview questions openly and honestly. 

Guiding Questions: 

1. How is the school fulfilling its mission? 
2. What are the reasons for sending your child(ren) to this 

school? 
3. Has the school set high expectations for student learning 

and achievement for your child(ren) and what are they? 
4. How well does the school communicate regarding your 

child(ren)’s academic learning and progress?  
5. How accessible and responsive are administrators to the 

school? 
6. Do you find that the school is generally safe and orderly? 

 

1 hour 

Teachers All teachers should be offered the opportunity to participate in 

the renewal site visit.  The NJ Department of Education will 

require a minimum of 4 teachers representative of experience, 

time at the school, subject and/or grade level.  Please make an 

effort to schedule those teachers who play a significant role in 

developing and implementing the school’s educational program.  

1 hour 



Teachers will be asked to respond to interview questions openly 

and honestly. 

Guiding Questions: 

1. How do the teachers view their role in the school and in 

mission accomplishment? 

2. What is the school’s educational philosophy and how is it 

applied in the individual classrooms? 

3. How is the school culture reflected throughout the 

school, and specifically how does each teacher 

communicate it? 

4. How is each teacher evaluated, supported and given the 

opportunity to grow professionally? 

5. Are teachers fully aware of the curricula that they are 

responsible to teach and how are they involved with 

making curricular decisions? 

6. How do teachers use data to inform their decisions? 

7. How are expectations communicated from leadership to 

the teachers and from the teachers to the students? 

 

Students Student groups should be representative of a variety of grade 

levels, time spent at the school and academic performance 

levels.  The NJ Department of Education is looking for a true 

representation of student levels.  The groups should include a 

minimum of five students from second grade and above. 

Students can bring a piece of work that they are proud of or one 

that represents the school’s mission to share with the site visit 

group members. Students will be asked to respond to interview 

questions openly and honestly.   

Guiding Questions: 

1. What is the mission of the school and what makes your 

school unique? 

2. What is it like being a student at this school? 

3. How safe is your school? 

4. Do you feel challenged at your school? 

5. How does this school compare to others you have 

attended? 

 

30 min. 

 



Structure and Schedule 

The following chart provides an overview of the structure for the day: 

 

A. Pre-Visit  

 Schedule and protocol sent to school.  

 The schedule for the day is reviewed and group interview notices are established- notice to 
all interested parties.  

 

B. Meet and Greet 

 Team Lead conducts introductions and establishes goals, purpose and norms for the visit. 

 School administration orients the group to the school and building. 

 Schedule and group interviews are confirmed.  
 

C. Site visit team conducts group interviews, classroom visits, document review, and additional 
information gathering  

 Site visit team members may participate in a combination of group interviews, classroom 
visits, document review, and additional information gathering depending on specifics of the 
school visit.  

 Conversations with groups will be informed by the site visit protocol and the included 
guiding questions.  

 Classroom observations will be guided by the school’s mission and the key elements of its 
educational program.  

 

D. Group Interviews  

 Information regarding the opportunity to participate in the Renewal Site Visit should be 
made public. 

 Please do not hand-select interview participants. 

 NJ Department of Education staff will conduct the interviews. 

 The guiding questions will be used as a framework for the discussion. 

 Use facts and data to respond to questions when possible. 

 Team members will be taking notes, as needed. 

 Follow-up questions may be asked. 
 

E. Classroom Observations  

 School staff is informed of visits before the day begins- seeing multiple grade levels and 
subjects. 

 Class visits are arranged throughout the day in hopes of seeing lessons at various stages. 

 Class visits should not disrupt the classroom or lesson. 

 Teacher lesson plans should be available for all classrooms. 

 Classroom visitors will be taking notes. 
  

F. Team Debrief 

 Team Lead conducts conversation with school administration outlining preliminary reports 
and findings. 

 Team Lead describes next steps in renewal process. Final decisions regarding renewal will 
not be available at this time. 

 



The following is a sample schedule for the renewal site visit: 

 Meetings/ Activity 

Time A B C D E Fiscal 

9:30AM – 

10:00AM 
Meet and Greet 

10:00AM-

11:00AM 

Board of 

Trustees 

Interview  

Board of 

Trustees 

Interview 

Teacher 

Interview 

 

Teacher 

Interview 

 

Class Visits 

  

Board of 

Trustees 

11:00AM-

12:00PM 

Administration 

interview  

Class Visits Administration 

Interview 

Class Visits 

 

Document 

Review 

Meet with 

SBA 

12:00-

1:00PM 
Lunch/ Team Prep 

1:00PM-
2:00PM  

Class Visits 

 

Data 

Administrator 

Interview 

Data 
Administrator 
Interview 

Parents 

Interview 

Parents 

Interview 

 

 

 

Document 

Review 

2:00PM-
2:30PM  

Students 

interview 

 

Students 

Interview 

Class Visits 

 

Students 

Interview 

OR 

Class Visits 

 

Document 

Review 

 

2:30PM-
3:00PM  

SpecEd/ESL 

Teacher 

Interview 

Class Visits Class Visits SpecEd/ESL 

Teacher 

Interview 

3:00PM-
3:30PM  

Team Preparation 

3:30PM-
4:00PM  

Debrief 



2012 REQUIRED DOCUMENTATION  

RENEWAL OF CHARTER 

BOARD OF TRUSTEES Comments 

   Board of Trustees List- Active Board Members, Board 

Committees and Committee Members 

 

   Board of Trustees By-laws  

   Up-to-Date Copies of Board Minutes  

  Copies of Board Secretary Report  

  Sample Notice of Public Meeting  

  Board Evaluation Documentation   

  Copies of Recent Complaints  

STAFF AND STUDENT RECORDS Comments 

    Complete files for all students  

 Birth certificate 

 Verification of residence 

 Enrollment 

 Transfer information 

 Student achievement data 

 Report cards 

 

    Complete files for all special needs students  

 IEPs 

 Annual reviews 

 

   Personnel files for  staff  

 Criminal background checks 

 Additional notes 

 

   Complete health records for all students from the school 

nurse 

 

  Copies of Teacher Evaluation Forms and Administrative 

Evaluation Forms 

 



  Staff Rosters including grade and subjects taught  

ACADEMIC INFORMATION Comments 

   Curriculum guides for all content areas and all grade levels- 

scope and sequences 

 

  Any relevant samples of student performance assessments 

such as portfolios, if applicable. 

 

  Assessment Calendar   

  Sample Teacher Lesson Plans  

ADDITIONAL INFORMATION Comments 

   Policy books  

   Student/parent handbook  

   Teacher handbook  

   School Calendar  

   Master Class Schedule for the Day, including daily teacher 

schedules 

 

  Parent, Teacher and Student Satisfaction Survey Results  

FISCAL Comments 

     Fiscal Standard Operating Procedures  

     Bank Statements  

     Bill Lists  

     Payroll Register  

     Documentation related to short or long-term debt  

     Documentation related to External funding Sources  

FACILITY Comments 

     Facility lease, mortgage or title: dated and signed by  



 

 

 

landlord/seller and charter school representative 

     Certificate of Occupancy  

     Fire Inspection certificate  

     Sanitation Inspection Report  


