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Application Cycle

At any time 
Receive 

Applications

7 Days to 
Make NON
Substantive 

Changes

15 Days 
to Report 
to DOE

Review 
Apps

Applicant 
Interviews

*90 Days 
to 

Approve 
or Deny

10 Days to 
Notify 

Applicant & 
DOE of 

Approval or 
Denial

Within 10 calendar days of:

▪ Approval- report to the DOE the final 

projected FTE for the approved 

charter school.

▪ Denial- articulate in writing the 

specific reasons, based upon good 

cause, supporting the denial of the 

application and shall provide the 

letter of denial and supporting 

documentation to the applicant 

and DOE.

▪ A sponsor may not refuse to receive a charter 

school application submitted at any time.

▪Sponsor shall allow 7 calendar 

days to make technical or 

nonsubstantive corrections and 

clarifications.

▪ A sponsor shall vote to approve or deny an 

application no later than 90 calendar days after 

the application is received, *unless the sponsor 

and the applicant mutually agree in writing to 

temporarily postpone the vote to a specific date.

▪ Within 15 calendar days 

after receipt of a charter 

school application, a 

sponsor shall report to the 

Department of 

Education the name of 

the applicant entity and 

contact, its projected 

FTE, and possible ESP.



Planning for Applications
Application Instructions 

Intent to Apply



Application Receival Tips- Checklist

Utilize a formalized process to receive 

applications to ensure the applicant has 

followed requirements:

 The Application Submittal Checklist 

includes model application requirements

 Includes Sponsor specific requirements

 Provides notice of nonsubstantive 

concerns to be corrected

 Provides documentation on file and to 

the applicant regarding the receipt of 

the application

 Follow up in an email with applicant, if 

necessary



Application Receival Tips- Waiver

Waiver of 90-day Timeline option

 Ensure Superintendent agrees 
with this practice prior to 
executing

 Provide rational to applicant

 Provide specific board vote date 

 Ensure authorized signatory signs 
(not deliveryperson)

 Provide copy to applicant 
contact



Nonsubstantive vs. Substantive

Nonsubstantive issues

 Incorrect information on the 

coversheet

 Missing signatures

 Typographical errors

 Grammatical errors

 Formatting concerns

 Didn’t follow Sponsor specific 

directions

Substantive issues
 Pieces of the application and/or 

documents are missing

 Utilized the wrong district number 

for budget creation

 References another district 

throughout as if it’s your district

 Inconsistencies between printed 

and electronic versions

 Plagiarism



Nonsubstantive Corrections

 It is at the discretion of the sponsor whether to require nonsubstantive issues 

be corrected. 

 What would you do? Practice

 Ensure your office has a stance on what technical or nonsubstantive issues 

require correction and maintain consistency with all applicants.

 Follow a similar and consistent practice if applicants notify you of 

nonsubstantive errors they would like to correct. 

 When you do require/allow corrections:

 Notify the applicant in a timely manner, as soon as issues are noted if possible.

 Provide notice to the applicant in writing, indicate the date notified and the 7-
day deadline to correct along with the specific corrections to be made.

 Acknowledge receipt of the correction submitted, review submission, and 
provide notice of acceptance or notification of further correction if necessary.



Application Summary Tool 

 Utilize an application 
summary sheet to collect 
information that is reported 
to DOE

 Your Superintendent and 
other stakeholders will also 
appreciate the summary of 
information

 May assist in catching 
nonsubstantive corrections 
or even substantive 
concerns



Reporting to DOE

Go to the Charter School 
Portal on the FDOE 
website: 
https://web01.fldoe.org/CS
A/default.aspx

Select Go to Secured Site 
You will login with your 
district SSO. If access is 
denied contact 
charterschools@fldoe.org

or LaCrest.Reed@fldoe.org

Access may also require a 
discussion with your local IT 

Once logged in: 
1. Select the 
GENERAL 
dropdown 

2. New Charter 
School Annual 
Survey

3. Select School 
year 2022

4. Get Results

It may say: No data 
found in your search 
criteria- click Ok

5. Add New 
Charter School 
Application. 

6. Enter 
application 
information and 
Save

7. Continue 
adding each 
application 
received by your 
district

https://web01.fldoe.org/CSA/default.aspx
mailto:charter.schools@fldoe.org
mailto:LaCrest.Reed@fldoe.org


Application Review Timeline

 Ensure sufficient time is planned 

for and allotted to thoroughly 

review each application 

received.

 Provide guidance and training to 

members of your review team to 

ensure everyone is tuned into the 

review process and expectations.

 Plan realistic time caps on 

capacity interviews. Be selective 

with questions prepared.

 Ensure your board votes within 

the 90-day review window, unless 

a waiver was obtained.



Tools for Review

Model Evaluation Instrument 

Application Review Team 

Shared Evaluation Tool



Capacity Interview Tips

 Establish an appropriate length of time for the interview (1- 2 hours)

 Develop questions aligned with application and require the applicant to 

utilize the application in their responses.

 Limit and even halt responses that go beyond the scope of the application 

and question asked.

 Respectfully interrupt the applicant and rephrase or reorient them to the 

question asked if they begin to go off topic .

 Consider developing general best practice capacity questions for board 

members and potential school leaders (if identified)

 More information in the next presentation!



Application Approval

Meets all statutory requirements set forth in the 
application process

Strengths should be evident in approval 
documentation

Weaknesses may be evident but should be 
reasonably curable through contract terms 
and/or Sponsor determined remedy

Report to DOE on Survey



Application Denial

 A denial should be clearly tied to requirements found in statute 

 Ensure legal supports the preparation of a denial to produce 

statutory language that clearly outlines the denial reasons 

 Evidence of rationale for denial should be clear and compelling

 Prepare denial with a potential appeal defense in mind

 Provide documentation and the specific reasons for denial, based 

upon good cause, to the Applicant & DOE within 10 days

 Report to DOE Survey



Application Withdrawal

 Begins with relationship and an attitude of acceptance

 Application review should be solid with clear evidence that the evaluation 

provided to Superintendent will likely result in a recommendation of denial 

before the School Board (or whatever your next step after staff review is)

 Capacity interview should guide applicant into an understanding of the 

clear evidence for denial

 Provides opportunity for applicant to avoid denial before the school board 

and public

 Eliminates preparing denial documentation and potential appeal

 Closes with relationship building and high expectations for school operators

 Report to DOE Survey


