NEW YORK STATE EDUCATION DEPARTMENT
Charter School Office

Instructions on How to Add Board of Trustee Member Application

1. Before starting the application in the portal, please review the guidance on our website
on the BOR-Authorized Charter School Policies, Procedures & Resources web page
under the Adding a Board of Trustee Member section.

2. After reading the above directions and you are ready to begin the application process in
the Charter School Office portal, begin by logging in to the portal at https://nysed-
cso.smapply.io/prog/
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The Applications Dashboard will show all applications associated with your account.
Here is an example applicant dashboard:

CHARTER SCHOOL OFFICE & Programs A My Applications @ ~ Demo User Account ~
All Applications ~ ﬂ =
2023-2024 Renewal Applications 2023-2024 Renewal Applications Charter Revision Requests
Example Charter School Applica... Example Charter School Applica... Sample Charter School Revision ..
0000000040 0000000041 0000000354
@ susmiTTED @ susmiTTED
10f 5 required tasks complete
L
Last edited: Sep 19 2023 01:35 PM (EDT) Last edited: Sep 19 2023 01:57 PM (EDT) Last edited: Sep 19 2023 10:08 PM (EDT)
1- 3 of 3 Applications
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https://www.nysed.gov/charter-schools/bor-authorized-charter-school-policies-procedures-resources
https://nysed-cso.smapply.io/prog/
https://nysed-cso.smapply.io/prog/

3. Click the Program link in the top menu bar:

CHARTER SCHOOL OFFICE & programs & My Applications @ ~

All Applications - E

2023-2024 Renewal Applications 2023-2024 Renewal Applications Charter Revision Requests
Example Charter School Applica... Example Charter School Applica... Sample Charter School Revision ...
0000000040 0000000041 0000000354

STATUS: More Information Required

@ susmiTTED @ susmiTTED
10of 1tasks complete
N
VIEW VIEW ‘CONTINUE
Last edited: Sep 19 2023 01:35 PM (EDT) Last edited: Sep 19 2023 01:57 PM (EDT) Last edited: Sep 20 2023 04:36 PM (EDT)

1 -3 of 3 Applications

Ron Gill ~
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Scroll down to the Add a Board Member option and click the More > button:

CHARTER SCHOOL OFFICE & programs M My Applications @ ~

Accepting applications on May 20 2022 05:00 PM (EDT)
Charter Renewal Applications

MORE > MORE >

2022-2023 Annual Report Add A Board Member

Accepting applications from Jun 1 2023 11:59 PM (EDT) to Nov 1 2023 Accepting applications on Apr 25 2023 12:00 AM (EDT)

11:59 PM (EDT) Adding a Board of Trustee Member to an Existing Board of
Charter School Submission of the 2022-2023 Annual Reports Regents-Authorized Charter School

MORE > MORE >

»

1-100f 11 Programs
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Ron Gill ~




5. Click the Apply button to start the application:

CHARTER SCHOOL OFFICE & Programs My Applications @ - RonGill ~

APPLY

Add A Board Member Opens
Apr 25 2023 12:00 AM (EDT)

Dear Regents-Authorized Charter Schools,

For all Board of Regents ("Regents”)-authorized charter schools, prior to the
appointment or election of any new member to the school's Board of Trusig#s, the
Board of Trustees must submit to NYSED for approval the name of each proposed
member and the required background information each proposed member. The
following outlines the steps required to complete this process.

Please note: It is the responsibility of the Board of Trustees for all Regents-
authorized charter schools to conduct a current criminal history record check via
fingerprinting which is deemed acceptable by NYSED, review such results, and report
such results to NYSED through the steps outline in the guidance memo. The Board
of Trustees is also required to verify that any academic and/or professional
credential or qualification presented by the proposed member is genuine (See
fingerprint guidance for additional information.)

Should you have any questions, please consult the guidance or contact your CSO
liaison. Thank you,

Charter School Office

6. Name the new application and click the Create Application button:

Name your application

School Name

Example Charter School Name 1

75 characters maximum

CANCEL CREATE APPLICATION




7. Click the School Information and Request link to begin editing the application:

CHARTER SCHOOL OFFICE & Programs M My Applications @ ~ RonGill ~

Add A Board Member [2

0 of 1 tasks complete @ Preview
Example Charter School Name 1
Last edited: Sep 20 2023 10:05 PM (EDT)
ID: 0000000049 Status: Submit Request to Add Proposed Member
APPLICATION  ACTIVITY
14
Your tasks © Instructions :
[& School Information and Request > b

E Ron Gill (Owner)
ron.gill@nysed.gov

Add collaborator
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Additional Board of Trustee Applications

All proposed candidates must be submitted on their own individual portal applications. To add
additional applications for more than one Board of Trustee member please follow the following
directions:



Instructions on How to Add Additional Board of Trustee Member Applications

Once a Board Member application has been submitted, additional applications can be added as

follows:

1. Click on the Program menu link on the top menu bar:

CHARTER SCHOOL OFFICE

All Applications ~

2023-2024 Renewal Applications

0000000040

@ svemiTTeD

VIEW

Example Charter School Applica...

Last edited: Sep 19 2023 01:35 PM (EDT)

2023-2024 Renewal Applications

Example Charter School Applica...

0000000041

@ svemiTTeD

VIEW

Last edited: Sep 19 2023 01:57 PM (EDT)

& pPrograms & My Applications @ ~ RonGill ~

Charter Revision Requests

Sample Charter School Revision ...
0000000354

STATUS: More Information Required

10f 1 tasks complete
L]

Last edited: Sep 20 2023 04:36 PM (EDT)

2. Scroll down to the Add a Board Member option and click the More > button:

CHARTER SCHOOL OFFICE

2022-2023 Annual Report

11:59 PM (EDT)

Accepting applications from jun 1 2023 11:59 PM (EDT) to Nov 1 2023

Charter School Submission of the 2022-2023 Annual Reports

® programs A My Applications @ ~ RonGill ~

Accepting applications on May 20 2022 05:00 PM (EDT)
Charter Renewal Applications

MORE >

MORE >

Add A Board Member

Accepting applications on Apr 25 2023 12:00 AM (EDT)

Adding a Board of Trustee Member to an Existing Board of

MORE >

»

1-100f 11 Programs

Regents-Authorized Charter School

MORE >
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3. Click on the Apply button to start another application. Note that this page will now
show a See my application link above the apply button since a previous application has
been submitted:

CHARTER SCHOOL OFFICE 2. Programs M My Applications @ - RonGill ~

See my application
Add A Board Member H

Dear Regents-Authorized Charter Schools, APPEY

Opens

Apr 25 2023 12:00 AM (EDT)

For all Board of Regents (“Regents”)-authorized charter schools, prior to the

appointment or election of any new member to the school’s Board of Trustees, the.
Board of Trustees must submit to NYSED for approval the name of each pro
member and the required background information each proposed me
following outlines the steps required to complete this process.

Please note: It is the responsibility of the Board of Trustees for all Regents-
authorized charter schools to conduct a current criminal history record check via
fingerprinting which is deemed acceptable by NYSED, review such results, and report
such results to NYSED through the steps outline in the guidance memo. The Board
of Trustees is also required to verify that any academic and/or professional
credential or qualification presented by the proposed member is genuine (See
fingerprint guidance for additional information.)

Should you have any questions, please consult the guidance or contact your CSO
liaison. Thank you,

Charter School Office hd

4. Name the second Board of Trustees application:

X
Name your application

School Name

Example Charter School Name 2

75 characters maximum

CANCEL CREATE APPLICATION




Your main dashboard page under the My Applications link will then show two Board
Member applications:

CHARTER SCHOOL OFFICE ® Programs | M My Applications (@ ~ RonGill ~
10f1 tasks complete
O
Last edited: Sep 19 2023 01:35 PM (EDT) Last edited: Sep 19 2023 01:57 PM (EDT) Last edited: Sep 20 2023 04:36 PM (EDT)
Add A Board Membe Add A Board Member
Example Charter School Name 1 Example Charter School Name 2
0000000049 0000000050
STATUS: Submit Request to Add Propos... STATUS: Submit Request to Add Propos...
0 of 1 tasks complete 0 of 1 tasks complete
Last edited: Sep 20 2023 10:05 PM (EDT) Last edited: Sep 20 2023 10:14 PM (EDT)
1-5 of 5 Applications
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