
 

Item No. 9 
 

AGENDA ITEM EXECUTIVE SUMMARY 

I. Public Education Commission Meeting Date: April 7, 2017 

II. Item Title: Report From Options For Parents & The Charter School 
Division--Discussion And Possible Actions  

A. Charter School Division Update 
B. Report on Governing Body Changes 

1. SAMS Academy  
2. North Valley Academy 
3. New America School - Las Cruces 
4. Dzil Ditl’ooi School of Empowerment, Action and 

Perseverance (DEAP) 
5. Cesar Chavez Community School 
6. Anthony Charter School 

C. Report on School Closures 
1. Uplift Community School 
2. Sage Montessori Charter School 

III. Executive Summary and Proposed Motions: 

 

A. Charter School Division Update 

Please find attached the Ongoing Actions Tracker.  CSD will provide 
additional information. 
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Public Education Commission 
On-going Actions and Monitoring as of January 5, 2017 

 

Status of Charters Under a Notice of Intent to Revoke, Revocation Decision or Non-Renewal Decision 

Charter School Name Commission Action and 
Date Alleged Violation Status 

Anthony Charter School Non-renewal -  December 
10, 2014 

• Failure to meet prior renewal  conditions 
including:  
• Identifying how the Discovery short 

cycle aligns with academic program 
• Strategic planning by governing 

counsel to measure student progress 
• Strategic planning by governing 

counsel to evaluate principal 
• Approving all policies required by law 

• Failure to meet improvement plan 
requirements 

• Violations of material terms and failure to 
meet goals of contract 

• The application is otherwise contrary to the 
best interests of the charter school's 
projected students, the local community, or 
the school district in whose geographic 
boundaries the charter school applies to 
operate. 

• On December 9, 2016, CSD 
received a copy of a settlement 
agreement from the PED Office 
of General Counsel, which 
appears to be a settlement 
agreement between the PED 
and Anthony Charter School 
from January 11, 2016.  That 
agreement was provided in the 
Commissioner’s January meeting 
materials.  The settlement 
agreement indicates Anthony 
Charter School will be up for 
renewal in December 2017. 

Sage Montessori Charter 
School 

Non-Renewal – December 
7, 2016 

• School currently maintains a 3 year average 
letter grade of D and has earned a D or F 
letter grade in each of the last three years,  

• School failed to meet or make progress 
toward a majority of the goals in the 
charter contract. 

• School failed to meet several elements of 
the material terms of the contract 

• On December 7, the PEC voted 
to not renew the school’s 
charter.  

• On December 20, 2016, the 
school’s decision letter was sent 
by email.  

• The school submitted a notice of 
appeal on January 19, 2017.  
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Public Education Commission 
On-going Actions and Monitoring as of January 5, 2017 

• school has experienced high teacher, 
student, and governing body turnover, 
which demonstrates a lack of need for the 
school in the community, and  

• School has failed to protect student safety 
by failing to develop and obtain approval on 
a student wellness and safety plan. 

• On February 17, 2017, the 
school withdrew its appeal. 

• On February the PED issued an 
Order of Dismissal in the appeal. 
(attached) 

Estancia Valley Classical 
Academy 

Non-Renewal – December 
7, 2016 

• School’s policies are in direct violation of 
federal law. 

• On December 7, the PEC voted 
to not renew the school’s 
charter.  

• On December 20, 2016, the 
school’s decision letter was sent 
by email.  

• The school submitted a notice of 
appeal on January 6, 2017. 

• An appeal hearing was 
scheduled for February 16, 2017. 

• The PEC filed a motion to 
continue the hearing.    

• The hearing was continued to 
March 2, 2017 at 1:30 PM.  

• On February 21, the PEC 
rescinded the non-approval and 
granted a 3 year conditional 
approval.   

• On February 27, the PED issued 
an Order Vacating the Hearing 
for March 2nd in the appeal. 
(attached) 

 
Uplift Community School Non-Renewal – December 

9, 2016 
• School currently maintains a three-year 

average letter grade of F and has earned a D 
or F letter grade in each of the last three 

• On December 9, the PEC voted 
to not renew the school’s 
charter.  
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Public Education Commission 
On-going Actions and Monitoring as of January 5, 2017 

years, 
• School failed to meet or make progress 

toward each of the goals in the charter 
contract. 

• School failed to meet nearly all major 
elements of the material terms of the 
contract 

• School experienced high teacher and 
student turnover.   

• School failed to protect student safety by 
failing to develop and obtain approval on a 
student wellness and safety plan, by failing 
to conduct legally required safety drills, and 
by violating transportation requirements.  

• School failed to complete summative 
teacher evaluations as required by 
NMTEACH for two years.  

• School failed to complete and submit 
statutorily required state PARCC 
assessments in one year.   

 
• On December 20, 2016, the 

school’s decision letter was sent 
by email.  

• The school did not submit a 
letter of appeal on or before 
January 19, 2017. 

• The PED has entered into a 
contract with Sandy Beery to 
begin working through the 
closure process with the school. 

La Resolana Leadership 
Academy 

Non-Renewal – December 
16, 2016 

• The school currently has a deficit of 
$210,032.58 of their total budget of 
$822,461.24 

• On December 16, the APS School 
Board voted to not renew the 
school’s charter.  

• The school submitted a notice of 
appeal on January 13, 2017.  

• On February 19, 2017, the 
school submitted a letter 
(attached) withdrawing the 
appeal based on a negotiated 
settlement with Albuquerque 
Public Schools.   
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Public Education Commission 
On-going Actions and Monitoring as of January 5, 2017 

Status of Commission Requested Reports, Monitoring, Inquiries, Site Visits 

Charter School Name 
Date of 

Commission 
Request 

Matter Next Report 

Southwest Learning Centers  Ongoing investigation.  

Coral Community Charter  December 7, 
2016 

• Academic Improvement Plan 
• Audit Corrective Action Plan 

• February 8, 2017 in WebEPSS 
• Quarterly thereafter 

Mission Achievement Success December 7, 
2016 • Audit Corrective Action Plan 

• February 8, 2017 in WebEPSS 
• Quarterly thereafter 

Southwest Aeronautics 
Mathematics and Sciences  

December 8, 
2016 

• Corrective actions identified in 
the renewal response 

• February 8, 2017 in WebEPSS 
• Quarterly thereafter 

Southwest Primary Learning 
Center 

December 8, 
2016 

• Corrective actions identified in 
the renewal response 

• February 8, 2017 in WebEPSS 
• Quarterly thereafter 

Southwest Secondary Learning 
Center 

December 8, 
2016 

• Corrective actions identified in 
the renewal response 

• February 8, 2017 in WebEPSS 
• Quarterly thereafter 

Walatowa High Charter School December 9, 
2016 

• Audit Corrective Action Plan 
• Corrective Action Plans 

o Timely STARS 
reporting 

o Governing board 
training 

• February 8, 2017 in WebEPSS 
• Quarterly thereafter 

Estancia Valley Classical Academy February 21, 
2017 

• Complaints under ADA, Sect. 504, 
IDEA 

• Revised policies 

• April 1, 2017 in WebEPSS 
• Quarterly thereafter 
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Public Education Commission 
On-going Actions and Monitoring as of January 5, 2017 

 

Status of Governing Body Resignations 

Charter School Name Board Member Resignation 
Date 

Current Number of Board 
Members Deadline for Filling Vacancy 

Carinos De Los Ninos January 26, 2017 5 March 12, 2017 

Health Leadership High 
School January 27, 2017 5 March 13, 2017 

Coral Community Charter 
School October 18, 2016 7 December 2, 2016 

Coral Community Charter 
School October 18, 2016 7 December 2, 2016 

DEAP January 4, 2017 6 February 8, 2017 

Amy Biehl Charter October 12, 2016 7 November 26, 2016 

Amy Biehl Charter December 8, 2016 7 January 22, 2017 

Anthony Charter March 20, 2017 5 May 4, 2017 

Explore Academy July 1, 2016 6 August 15, 2016 

North Valley Academy March 4, 2017 5 May 18, 2017 
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Public Education Commission 
On-going Actions and Monitoring as of January 5, 2017 

Schools Looking for a New Facility 

Charter School Name Date of Notification to PEC 

South Valley Preparatory School August 19, 2015 

Tierra Adentro: The New Mexico School Of Academics, Art and Artesanía September 24-25, 2015 

Technology Leadership High School November 13, 2015 

La Academia Dolores Huerta March 11, 2016 

Explore Academy March 11, 2016 

Estancia Valley Classical Academy September 24-25, 2016 

Cesar Chavez Community School October 31, 2016 

Tierra Encantada Charter School December 7, 2016 
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B.  Report on Governing Body Changes 
1. SAMS Academy  
2. North Valley Academy 
3. New America School - Las Cruces 
4. Dzil Ditl’ooi School of Empowerment, Action and 

Perseverance (DEAP) 
5. Cesar Chavez Community School 
6. Anthony Charter School 
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C. Report on School Closures 
1. Uplift Community School
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P a g e  | 1 
 

PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

Public Education Commission--Charter School Closure Plan 

School student/staff/parents/District/community Actions 

 Action Item 
Responsibility for 
Completing Action 

 

Due Date Status 

  IMMEDIATE FUTURE STEPS    

1 Create “Charter School Closure: Frequently 

Asked Questions” 

Document  

 
PEC/PED Staff 
School Staff 

 

March 1 

 

 

2 Establish Transition Team and Assign Roles 
Team to include but not limited to: 
– Lead person from Authorizer(PEC/PED) Staff; 
Sandy Beery 
--PED/CSD Attorney; 
--Contract Business Official;  The Vigil Group, 
LLC 
– School PED Budget Analyst;  Sean Fry 
– Charter School Board chair; Ann Doucett 

– Lead Administrator from the Charter School; 

Alecs Mojica 

– Lead Finance person from the Charter School; 

Sean Fry 

--School Attorney Jennifer Henry 

– Lead person from the Charter School Faculty 

Deb Moya; and, 

– Lead person from the Charter School Parent 
Organization Katrina Brown 

 
PEC/PED Staff 
School Staff 

  

February 1  

Done Jan. 10, 2017 with GC (see names in 
bold under/ next to team) 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

-Representative from School District where 
school resides Rachel Rodriguez, Gallup 
McKinley County Scl 

 Action Item Responsibility for 
Completing Action 

Due Date Status 

3 Assign Transition Team Action Item 
Responsibilities 
 

PEC/PED Staff 
School Staff 

February 15 Done 2/2/2017 
 
 
 
 
 

 4 Initial Closure Notification Letter: Parents 
& School 
Distribute letter to faculty, staff and parents 
outlining: 
– Closure decision; 
– Timeline for transition; and, 
– Help Line information. 
School to provide copy to PEC and CSD 
 
 
 
 

 
School Staff 
 

Week of  

January 15 

Completed 1/20/2017 and emailed to 
PEC & CSD on 1/25/2017 

5 Initial Closure Notification Letter: PED 
and School District 
 
School to provide copy to PEC and CSD 
 
 
 

 
School Staff 

Week of  

January 15 

Completed 1/25/2017 and emailed to 
PEC & CSD 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 
 
 
 

 Action Item Responsibility for 
Completing Action 

Due Date 
 

Status 

6 Talking Points/Notice to Community 

Create talking points for parents, faculty, 
community and press. 
School to provide copy to PEC and CSD 

 
School Staff 

 

 

Week of  

April 1 

 

7 Press Release 
School to provide copy to PEC and CSD 
School to provide copy of notification to 
newspapers to PEC and CSD 

PEC/PED Staff 
School Staff 

 

Week of  

March 25 

 

Independent article 2/28/17 copy emailed 

to PEC/CSD, S. Beery 3/6/17 

8 Continue Current Instruction 
Continue instruction under current education 
program per charter contract until end of school 
calendar for regular school year. 

 
School Staff 

 
Continuous until the 
end of classes. 

The school is continuing instruction 
through the end of the school year 

9 Terminate Summer Instruction Program 
Take appropriate action to terminate any 
summer instruction, 
such as canceling teaching contracts. 

 
School Staff 

 
By May 14 

Not applicable as no summer school 
session had been scheduled 

 Action Item Responsibility for 
Completing Action 

Due Date Status 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

10 Secure Student Records 
Ensure all student records are organized, up to 
date and maintained in a secure location. 
 
-Need to organize school records 
-Review transfer process for legal requirements 
Includes:  SBA/Report Cards, Cum Folders, 
Discipline/Medical Records, General Records, 
Special Ed/SAT records 

 
School Staff 
 
PEC/PED Staff for 
consultation on where 
records will be stored. 
 

 
Before June 1 

NMAC 1.20.2 instructs on the categories of education 
records and retention time required.  School and 
BPS will need to review.  
CSD available for consultation. 

 

Met with PED Consultant, Sandy Beery, 
1/30/17 and 3/2/17 to discuss. Met with 
GMCS Representative Rachel Rodriguez, 
to begin discussion on transfer of 
student records.  The district and school 
are making arrangements to transfer all 
student records to the district after the 
end of the school year but before June 
30, 2017 

3-26-17  Second meeting with the district 
and a plan is in place for transfer of all 
student records prior to June 30, 2017 

11 Faculty Contact Information 
Create Faculty Contact List that includes: 
– name; 
– position; 
– address;– telephone– email. 
School to provide copy to PEC and CSD. 

 
School Staff 

 

February 1 

Completed 2/1/2017 and emailed to PEC 

& CSD on 2/1/2017 at 2:53 pm 

2 Parent Contact Information 
Create Parent Contact List to include: 
– student name;– address;– telephone; and 
– email, if possible. 
School to provide copy to PEC and CSD 

 
School Staff 

 

February 1 

Completed 2/3/2017 and emailed to PEC 

& CSD on 2/5/2017 @11:30 am 

 

 Action Item Responsibility for Due Date Status 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

Completing Action 
13 Convene Faculty/Staff Meeting 

Communicate commitment to continuing 
coherent school operations throughout closure 
transition; 
– plan to assist students and staff by making 
closing as smooth as possible; 
School to provide PEC and CSD copies of all 
materials distributed at the Faculty/Staff 
Meeting. 

 
PEC/PED Staff 
School Staff 
 

 
March 15 
 

Included in Staff Agenda on January 13 

& 27, 2017.  

Agendas emailed to PEC & CSD on 

2/2/2017 

14 Convene Parent Closure Meeting 
Plan and convene a parent closure meeting. 
 

 
School Staff 

 
March 1  

Conducted Parent Meetings on JAN 3, 

JAN 4 by Director 

Conducted Parent Meeting on JAN 10  

by GC 

Agendas emailed to PEC & CSD on 

2/2/2017 

 

15 Maintenance of Location and 
Communication 
 
Lease status  

 
School Staff 

 
Ongoing until 
closure complete 

 

Lease end date is June 30, 2017.  An 

electronic copy of the lease has been 

sent to S Beery. 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 

 NOTIFICATIONS    

16 Parent/Guardian Closure Transition Letter   This letter will be sent closer to the end 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

Distribute letter with detailed guidance regarding 
transition plan. 
School to provide copy to PEC and CSD. 

 

School Staff Week of  

April 1 

of the school year and will indicate when 

parents can anticipate receiving final report 

cards and where requests for records may 

be sent after the close of the school. 

17 Staff/Faculty Closure 
Transition/Termination Letter 
Outline transition plans and timelines for staff 
 
School to provide copy to PEC and CSD. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
School Staff 
 

 
Week of 
  
April 1 

 
We are working with the Vigil Group on 
the contents of this letter to include 
information regarding final pay and 
benefits.  In addition, all current staff will 
be given a copy of a letter from the 
school that can serve as a verification of 
employment. 
 
 
 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 

 RECORDS    
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

18 Final Report Cards and Student Records 
Notice 
 
School to provide copy of notice to PEC and 
CSD. 

 

 
School Staff 

 
One week after end 

of classes. 

STARS reporting 

complete before 

6/30. 

Final reports cards will be given to parents 
on the final day of school.  STARS EOY 
reporting will be complete before June 30, 
2017. 

19 Transfer of Student Records 
As required by state statute, the school must 
transfer all student records to students’ new 
school, state agency or other entity. 

 

 
School Staff 

 
Within one month 
after end of 
classes. 

-Need to categorize and identify organization 
format for the storage of records  
 
We are working out the details of the transfer 
of all student records to the district.  The 
process will include documentation of transfer 
of these records 
 

3-26-17  Second meeting with the 
district and a plan is in place for 
transfer of all student records prior to 
June 30, 2017 

 

20 Documenting Transfer of Records 
 
School to provide copy of documentation to 
PEC and CSD 
 
Spreadsheet with areas for receipt of records 
signature(s) 
 

 
School Staff 
PEC/PED Staff 

 
Within one month 
after end of 
classes. 
 
 
 

See above  
 

 Action Item Responsibility for Due Date Status 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

Completing Action 
21 Transfer of Testing Materials 

The school must determine state requirements 
regarding disposition of state assessment 
materials stored at the school and return as 
required. 
 
School to provide letter/documentation outlining 

transference of SBA testing materials (if 

applicable). Should be complete as of end of 

testing window. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
School Staff 
 
PED/CSD 

 
According to the 
PED Assessment 
Timeline 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There are no testing materials to be 
transferred.  All testing is done on-line. 
 

 Action Item Responsibility for 
Completing Action 

Due Date Status 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 

 

 

 

 

 

 

 

 

 

 

 

Public Education Commission 

22 
 

Technology 
 
-Server Data-Electronic Records 
-Network 
-Backups 
 
PEC/PED to contact Mike Archibeque:  PED 

Chief Information Officer for protocols 

PEC/PED Staff 
School Staff 

June 1 Met with Technology Consultant 2/1/17 to 

discuss process. OneServe Inc is POC 

for server, network, and backups.   

4-3-17  Plans in place to complete 

electronic records back up and scrubbing 

of all hard drives and the server 

School head administrator and CSD will 
provide closure status report to the 
Governing Board at each meeting. 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

Charter School Closure Plan 

Financial/Operational Actions 

 Action Item 
Responsibility for 
Completing Action 

Due Date Status 

23 Secure Financial Records 

Ensure all financial records are organized, up 
to date and maintained in a secure location. 

 
School Staff 
PEC/PED Staff 

 
Week of April 1 
and ongoing 
updates 

 

24 Establish Authorization for Bank 
Accounts and Financial Accounting 
System 

Contact financial institutions to permit PEC to 
become signatory and have access to all 
bank accounts and provide access to PEC to 
computer accounting system. 
 
 
 
 
 
 
 
 
 

 
PEC/PED Staff 
School Staff 
 
 
 
 
 

 

TBD 

 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 



P a g e  | 11 
 

PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

25 Insurance 

The school’s assets and any assets in the 
school that belong to others must be 
protected against theft, misappropriation and 
deterioration.  
 

 

 

 

 
School Staff 

 
Ongoing until all 
business related to 
closure is 
completed 

 

26 Notification to Vendors/Creditors 

School to provide copy of notification to PEC 
and CSD 

 

 

 

 

 

 

 

 

 

. 

 
School Staff 
 

 
By May 1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

27 Inventory 

Need to get inventory list of assets and 
books to BPS asap. 
 
 
 

 
School Staff 

 
By May 15 

The school is preparing inventory lists for 
discard and disposal to present to the GC 
for approval.  The school does not own 
any assets valued over $5,000 
 
 
 

28 Disposition of Inventory  

Asset Inventory list to PED 

 

 
School Staff 
 
 

 
Final by 30 days 
after school closes 
 
 

School needs to account for any assets over 
$5k.  Those assets need to be handled 
differently. 

A process will be implemented to dispose of all 
inventory.  This process will be overseen by 
the school and S Beery.  All inventory will 
either be discarded or disposed of prior to 
June 30, 2017 

29 Disposition of Federal Property 
Check with PED regarding proper procedures 
for the disposition of property purchased with 
federal funds.-Title I, Special Ed-IDEA B, and 
other federal flow through grants 
 
 
 
 
 
 
 
 
 

 
School Staff 

 
Final by 30 days 
after school closes 
 

Any inventory purchased with Federal 
funds will be disposed of following the 
procedures indicated by PED. 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 
Action Item Responsibility for 

Completing Action 
Due Date Status 

30 Payment of Funds/Financial Status 

The school should notify 
the authorizer (PEC/PED) to prioritize 
payment strategy considering state and local 
requirements.  
 

 
School Staff 

 
Plan complete by 
April 15 to close 
school and ongoing 
activity until 
completed 

 

31 Facility 

Determine lease status and notify landlord. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
School Staff 

 
By May 1 
 
 
 

The lease expires June 30, 2017 and the 
landlord has already been notified of the 
closure of the school. 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 

32 Notification of Employees and Benefit 
Providers 

 
School to provide copy to PEC and CSD 
 

School Staff 
PEC/PED Staff 
 
 

 
By March 1 

Will work with the Vigil Group to prepare 

the letter for staff outlining final pay and 

benefits. 

33 Notification of Contractors Agreement 

The school must create a list of all 
contractors with contracts in effect. 

School to provide documentation that this has 
occurred to PEC and CSD 

 
School Staff 

 
By April 15 and 
continuing until 
school operations 
are finished after 
closure. 

Vigil Group will send out letters 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 Action Item 
Responsibility for 
Completing Action 

Due Date Status 

34 Disposition of Records 

Business Records Storage (?) 
-Reports 
-MOUs 
-Contracts 
-Personnel Records 
-Other records (?) 
 

 
School Staff 
 

 
Within 2 months of 
the closing date 
and ongoing 
(Starting May 1) 

  

35 Audit 

The school must perform final close out 
audit.  Notify and schedule audit with 
independent auditors. School to provide copy 
to PEC and CSD. 

 
School Staff 

 
Within 1 month of 
year-end thru 
completion of audit 

 

 36 Itemized Financials 

School to prepare and provide report to PEC 
and PED/CSD with a Copy to BPS. 
 
 
 
 
 
 
 
 
 
 

 
School Staff 

 
Within 30 days of 
closure (year-end) 
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PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 Action Item 
Responsibility for 
Completing Action 

Due Date Status 

37 Payroll Reports 

School to provide copies of all materials to 
PEC and CSD. 
 

 
School Staff 

 
Within 30 days of 
closure 
 
 

 
 
 

 

 

 

38 List of Creditors and Debtors 

Formulate list of creditors and debtors and 
any amounts accrued and unpaid with 
respect to such creditor or debtor.  
 
School to provide copy to PEC and 
PED/CSD and BPS. 

 
School Staff 

 
Monthly updates 
 
 
 

 

39 IRS Status-Cancel/Update 
 -1099 and W2 
-941 Final Report 

 
School Staff 

 
Jan/Feb. 2017 

W2/1099 sent out 1/27/17; mailed 1/30/17. 
941 Reports sent 1/15/17 and quarterly, as 
required 

40 Legal Issue(s): (If applicable) 

 
 
 
 
 
 

School Staff 
NMPSIA 
PED/CSD 
 
 

Ongoing  
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PEC Charter School Closure Process  (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

This document not intended as legal advice, should not serve as the basis for decision-making in specific situations, 

and does not create an attorney-client relationship. 

 We strongly suggest you retain legal counsel to assist you in the closure process. 

PED/CSD and PEC will provide oversight and monitoring for all applicable actions. 

Action Item 
Responsibility for 
Completing Action 

Due Date Status 

41 Utilization of Operational Budget 
approved by PED (if applicable) 

School Staff 
PED/CSD 

On going 

42 Notice to PED Divisions and Bureaus CSD 60 Days prior to 
school closure 



2. Sage Montessori Charter School
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PEC Charter School Closure Process  (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

Public Education Commission--Charter School Closure Plan 

School student/staff/parents/District/community Actions 

Action Item 
Responsibility for 
Completing Action 

Due Date Status 

IMMEDIATE FUTURE STEPS 

1 Create “Charter School Closure: Frequently 

Asked Questions” 

Document  

PEC/PED Staff 
School Staff March 1 

N/A 

2 Establish Transition Team and Assign Roles 
Team to include but not limited to: 
– Lead person from Authorizer(PEC/PED) Staff;

--PED/CSD Attorney 
--Contract Business Official 
– School PED Budget Analyst;

– Charter School Board chair;

– Lead Administrator from the Charter School;

– Lead Finance person from the Charter School;

--School Attorney 

– Lead person from the Charter School Faculty;

and, 

– Lead person from the Charter School Parent
Organization 

-Representative from School District where 
school resides  

PEC/PED Staff 
School Staff February 1 

Team at school level consists of Director, 
Office Manager, and Board President 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 Action Item Responsibility for 
Completing Action 

Due Date Status 

3 Assign Transition Team Action Item 
Responsibilities 
 

PEC/PED Staff 
School Staff 

February 15  

 4 Initial Closure Notification Letter: Parents 
& School 
Distribute letter to faculty, staff and parents 
outlining: 
– Closure decision; 
– Timeline for transition; and, 
– Help Line information. 
School to provide copy to PEC and CSD 
 
 
 
 

 
School Staff 
 

Week of  

January 15 

 

5 Initial Closure Notification Letter: PED 
and School District 
 
School to provide copy to PEC and CSD 
 
 
 
 
 
 
 

 
School Staff 

Week of  

January 15 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 Action Item Responsibility for 
Completing Action 

Due Date 
 

Status 

6 Talking Points/Notice to Community 

Create talking points for parents, faculty, 
community and press. 
School to provide copy to PEC and CSD 

 
School Staff 

 

 

Week of  

April 1 

 

7 Press Release 
School to provide copy to PEC and CSD 
School to provide copy of notification to 
newspapers to PEC and CSD 

PEC/PED Staff 
School Staff 

 

Week of  

March 25 

 

 

8 Continue Current Instruction 
Continue instruction under current education 
program per charter contract until end of school 
calendar for regular school year. 

 
School Staff 

 
Continuous until the 
end of classes. 

3-7-17  School will continue instruction 
through the end of and scheduled school 
year.  Last day of instruction 5-25-17 

9 Terminate Summer Instruction Program 
Take appropriate action to terminate any 
summer instruction, 
such as canceling teaching contracts. 
 
 
 
 
 
 
 
 
 
 

 
School Staff 

 
By May 14 

No summer program was planned 



P a g e  | 4 
 

PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 Action Item Responsibility for 
Completing Action 

Due Date Status 

10 Secure Student Records 
Ensure all student records are organized, up to 
date and maintained in a secure location. 
 
-Need to organize school records 
-Review transfer process for legal requirements 
Includes:  SBA/Report Cards, Cum Folders, 
Discipline/Medical Records, General Records, 
Special Ed/SAT records 

 

 
School Staff 
 
PEC/PED Staff for 
consultation on where 
records will be stored. 
 
 

 
Before June 1 

NMAC 1.20.2 instructs on the categories of education 
records and retention time required.  School and 
BPS will need to review.  
CSD available for consultation. 

3-7-17  Students records are being 
prepared for archival with the state.  
Communication continues with the district 
to attempt to transfer all student records to 
them prior to June 30, 2017 

11 Faculty Contact Information 
Create Faculty Contact List that includes: 
– name; 
– position; 
– address;– telephone– email. 
School to provide copy to PEC and CSD. 

 
School Staff 

 

February 1 

3-7-17 sent to Sandy Beery 

2 Parent Contact Information 
Create Parent Contact List to include: 
– student name;– address;– telephone; and 
– email, if possible. 
School to provide copy to PEC and CSD 

  

 
School Staff 

 

February 1 

3-7-17  Sent to Sandy Beery 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 Action Item Responsibility for 
Completing Action 

Due Date Status 

13 Convene Faculty/Staff Meeting 
Communicate commitment to continuing 
coherent school operations throughout closure 
transition; 
– plan to assist students and staff by making 
closing as smooth as 
possible; 
School to provide PEC and CSD copies of all 
materials distributed at the 
Faculty/Staff Meeting. 

 
PEC/PED Staff 
School Staff 
 

 
March 15 
 

 

14 Convene Parent Closure Meeting 
Plan and convene a parent closure meeting. 
 

 
School Staff 

 
March 1  

 

15 Maintenance of Location and 
Communication 
 
Lease status  

 

 

 

 

 

 

 
School Staff 

 
Ongoing until 
closure complete 

 

3-7-17 Lease for property was sent to 

Sandy Beery.  The lease expires June 30, 

2017. 



P a g e  | 6 
 

PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 

 NOTIFICATIONS    

16 Parent/Guardian Closure Transition Letter 
Distribute letter with detailed guidance regarding 
transition plan. 
School to provide copy to PEC and CSD. 

 

 
School Staff 

 
Week of  

April 1 

3-7-17  This letter will be sent to parents 

closer to the end of the school year and 

will include final report cards as well as 

information regarding how to make records 

requests after June 30, 2017. 

17 Staff/Faculty Closure 
Transition/Termination Letter 
Outline transition plans and timelines for staff 
 
School to provide copy to PEC and CSD. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
School Staff 
 

 
Week of 
  
April 1 

 
We are working with the Vigil Group on 
the contents of this letter to include 
information regarding final pay and 
benefits.  In addition, all current staff will 
be given a copy of a letter from the 
school that can serve as a verification of 
employment 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 
 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 

 RECORDS    
18 Final Report Cards and Student Records 

Notice 
 
School to provide copy of notice to PEC and 
CSD. 

 

 
School Staff 

 
One week after end 

of classes. 

STARS reporting 

complete before 

6/30. 

3-7-17  These records will be sent after 
the last day of school. 

19 Transfer of Student Records 
As required by state statute, the school must 
transfer all student records to students’ new 
school, state agency or other entity. 

 

 
School Staff 

 
Within one month 
after end of 
classes. 

-Need to categorize and identify organization 
format for the storage of records  

3-7-17  Students records are being 

prepared for archival with the state.  

Communication continues with the 

district to attempt to transfer all 

student records to them prior to June 

30, 2017 

20 Documenting Transfer of Records 
 
School to provide copy of documentation to 
PEC and CSD 
 
Spreadsheet with areas for receipt of records 
signature(s) 

 
School Staff 
PEC/PED Staff 

 
Within one month 
after end of 
classes. 
 
 
 

3-7-17  Students records are being 
prepared for archival with the state.  
Communication continues with the 
district to attempt to transfer all 
student records to them prior to June 
30, 2017 



P a g e  | 8 
 

PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 
 
 
 
 
 
 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 

21 Transfer of Testing Materials 
The school must determine state requirements 
regarding disposition of state assessment 
materials stored at the school 
and return as required. 
 
School to provide letter/documentation outlining 

transference of SBA testing materials (if 

applicable). Should be complete as of end of 

testing window. 

 
 

 
 
 
 
 
 
 

 
School Staff 
 
PED/CSD 

 
According to the 
PED Assessment 
Timeline 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3-7-17  There are no testing materials to 
be transferred 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 

 

 

 

 

 

 

 

 
 
 
 
 

 Action Item Responsibility for 
Completing Action 

Due Date Status 

22 
 

Technology 
 
-Server Data-Electronic Records 
-Network 
-Backups 
 
PEC/PED to contact Mike Archibeque:  PED 

Chief Information Officer for protocols 

PEC/PED Staff 
School Staff 

June 1 3-7-17  The school is working with a tech 

provider and will have all the hard drives 

scrubbed before inventory is disposed of 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 

 

 

 

Public Education Commission 

Charter School Closure Plan 

Financial/Operational Actions 

 Action Item 
Responsibility for 
Completing Action 

Due Date Status 

23 Secure Financial Records 

Ensure all financial records are organized, up 
to date and maintained in a secure location. 

 
School Staff 
PEC/PED Staff 

 
Week of April 1 
and ongoing 
updates 

 

24 Establish Authorization for Bank 
Accounts and Financial Accounting 
System 

Contact financial institutions to permit PEC to 
become signatory and have access to all 
bank accounts and provide access to PEC to 
computer accounting system. 
 
 
 
 

 
PEC/PED Staff 
School Staff 
 
 
 
 
 

 

TBD 

 

School head administrator and CSD will 
provide closure status report to the 
Governing Board at each meeting. 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 
 
 
 
 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 

25 Insurance 

The school’s assets and any assets in the 
school that belong to others must be 
protected against theft, misappropriation and 
deterioration.  
 

 

 

 

 
School Staff 

 
Ongoing until all 
business related to 
closure is 
completed 

 

26 Notification to Vendors/Creditors 

School to provide copy of notification to PEC 
and CSD 

 

 

 

 

 

 

 
School Staff 
 

 
By May 1 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 

 

 

. 

 
 
 
 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 

27 Inventory 

Need to get inventory list of assets and 
books to BPS asap. 
 
 
 

 
School Staff 

 
By May 15 

 

28 Disposition of Inventory  

Asset Inventory list to PED 

 

 
School Staff 
 
 

 
Final by 30 days 
after school closes 
 
 

School needs to account for any assets over 
$5k.  Those assets need to be handled 
differently. 

29 Disposition of Federal Property 
Check with PED regarding proper procedures 
for the disposition of property purchased with 
federal funds.-Title I, Special Ed-IDEA B, and 
other federal flow through grants 
 
 
 
 
 

 
School Staff 

 
Final by 30 days 
after school closes 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 
 
 
 

 
Action Item Responsibility for 

Completing Action 
Due Date Status 

30 Payment of Funds/Financial Status 

The school should notify 
the authorizer (PEC/PED) to prioritize 
payment strategy considering state and local 
requirements.  
 

 
School Staff 

 
Plan complete by 
April 15 to close 
school and ongoing 
activity until 
completed 

 

31 Facility 

Determine lease status and notify landlord. 

 

 

 

 

 

 

 

 

 

 

 
School Staff 

 
By May 1 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 

 

 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 

32 Notification of Employees and Benefit 
Providers 

 
School to provide copy to PEC and CSD 
 

School Staff 
PEC/PED Staff 
 
 

 
By March 1 

 

33 Notification of Contractors Agreement 

The school must create a list of all 
contractors with contracts in effect. 

School to provide documentation that this has 
occurred to PEC and CSD 

 
School Staff 

 
By April 15 and 
continuing until 
school operations 
are finished after 
closure. 
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 
 
 
 

 Action Item 
Responsibility for 
Completing Action 

Due Date Status 

34 Disposition of Records 

Business Records Storage (?) 
-Reports 
-MOUs 
-Contracts 
-Personnel Records 
-Other records (?) 
 

 
School Staff 
 

 
Within 2 months of 
the closing date 
and ongoing 
(Starting May 1) 

  

35 Audit 

The school must perform final close out 
audit.  Notify and schedule audit with 
independent auditors. School to provide copy 
to PEC and CSD. 

 
School Staff 

 
Within 1 month of 
year-end thru 
completion of audit 

 

 36 Itemized Financials 

School to prepare and provide report to PEC 
and PED/CSD with a Copy to BPS. 
 
 
 
 
 
 
 

 
School Staff 

 
Within 30 days of 
closure (year-end) 

 
 
 
 
 
 
 
 
 
 
 



P a g e  | 16 
 

PEC Charter School  Closure Process                   (PEC template approval  12/13/13) 

School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 
 
 

 
 

 Action Item 
Responsibility for 
Completing Action 

Due Date Status 

37 Payroll Reports 

School to provide copies of all materials to 
PEC and CSD. 
 

 
School Staff 

 
Within 30 days of 
closure 
 
 

 
 
 

 

 

 

38 List of Creditors and Debtors 

Formulate list of creditors and debtors and 
any amounts accrued and unpaid with 
respect to such creditor or debtor.  
 
School to provide copy to PEC and 
PED/CSD and BPS. 

 
School Staff 

 
Monthly updates 
 
 
 

 

39 IRS Status-Cancel/Update 
 -1099 and W2 
-941 Final Report 

 
School Staff 

 
Jan/Feb. 2015 

 

40 Legal Issue(s): (If applicable) 

 
 
 

School Staff 
NMPSIA 
PED/CSD 
 
 

Ongoing  
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School Priority Tasks/Events Completed tasks PEC/PED Follow-up District Follow-Up 

 

This document not intended as legal advice, should not serve as the basis for decision-making in specific situations, 

and does not create an attorney-client relationship. 

 We strongly suggest you retain legal counsel to assist you in the closure process. 

PED/CSD and PEC will provide oversight and monitoring for all applicable actions.  

 
 
 

 
 

 
Action Item 

Responsibility for 
Completing Action 

Due Date Status 

41 Utilization of Operational Budget 
approved by PED (if applicable) 

 

 

School Staff 
PED/CSD 

On going  

42 Notice to PED Divisions and Bureaus 

 

 

 

CSD 60 Days prior to 
school closure 
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