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[DATE] 
 
Dear [FIRST NAME], 
 
The Commission wants to thank you for your hard work and professionalism this year on behalf of the children at 
[CHARTER SCHOOL NAME]. As you know, the Community Choice Schools Commission recently voted to deny the school’s 
application for charter renewal OR revoke the school’s charter. As such, the school will continue to serve students 
through [DATE].  
 
The decision to close a school is never easy, and always a last resort. The [CHARTER SCHOOL NAME] board is fully 
committed to seeing this school year through successfully. In partnership with school leadership [and MANAGEMENT 
COMPANY, IF APPLICABLE], the Commission is committed to helping the staff complete the remainder of the school year 
successfully. 
 
The Commission Director, [NAME], will be meeting with your board and school leader to outline a plan for closure 
ensuing clear communication to you, your colleagues, and parents. A Closure Transition Team will be established to 
ensure a smooth transition for everyone allowing you to focus on your students and finding your next career 
opportunity. Within the next two weeks, you will receive specific details as to wrapping up the school year including 
compensation and benefits information. 
 
Understanding your need to seek out new employment opportunities for the next school year, please provide your 
school leadership advance notice for time off needed for job interviews in order to make arrangements to accommodate 
your schedule to the best of their ability. 

 
Your Closure Transition Team will be in contact about a meeting to discuss all aspects of the closure process. While the 
day-to-day operations of the school won’t change between now and the end of the school year, you will receive 
communication containing important dates and information related to the winding down of operations following the last 
day of classes on [DATE]. 
 
Please also be aware that the Commission’s primary concern is the wellbeing of the school community. The Transition 
Team will be hosting a series of parent meetings to assist students and parents with the transition to their new school 
next year. The first meeting will be held within the next few days. We strongly encourage you to attend to show your 
support for the students and the community. 
 
The Commission thanks you for your commitment and dedication to your students. Plans are in place to ensure a smooth 
transition allowing you to make the most of the time you have together with your school community staying focused on 
preparing your students for academic success after this year. 
 
Sincerely, 
 
 
[AUTHORIZING STAFF NAME] 
Community Choice Schools Commission 
 



 

 
 
[DATE] 
 
Dear [SCHOOL NAME PARENTS AND GUARDIANS], 
 
Behind every charter school is an authorizer. Authorizers ensure charter school leaders have the freedom and flexibility 
needed to innovate and meet student needs, while also ensuring the school is succeeding and open to all. As the 
authorizer of [SCHOOL NAME], The Community Choice School Commission writes to you with a heavy heart to inform 
you of our decision to close the school, whose last day of operation will be [DATE]. 
 
The closure of a school is not an easy decision and always a last resort, the process was extensive and thoughtful 
following MCA 20-11-118 and the Community Choice Schools Renewal and Revocation Policy. Our decision was made 
final after a thorough evaluation of evidence that demonstrated [ISSUE, e.g., poor financial health and concerning 
academic results]. 
 
The Commission’s primary concern is making sure every child has a smooth transition to their new school. You and your 
family are encouraged to attend one of several parent information meetings to assist your student(s) with the transition 
to their new school next year. Enrollment information and materials will be made available.  
 
The first parent information meetings will be held [DATE, TIME, LOCATION]. 
 
The Commission Director, [NAME], will be meeting with your board and school leader to outline a plan for closure 
ensuing clear communication to you through all steps in the process. A Closure Transition Team will be established to 
ensure a smooth transition for everyone allowing your child’s teacher to continue to prepare all students for academic 
success after this year. While the day-to-day operations of the school won’t change between now and the end of the 
school year, you will receive communication containing important dates and information related to the winding down of 
operations following the last day of classes on [DATE]. 
 
The Community Choice Schools Commission is committed to seeing this school year through successfully. In partnership 
with the school leaders [and the MANAGEMENT COMPANY NAME, IF APPLICABLE], we are also committed to helping the 
teaching staff successfully complete the remainder of the school year.  
 
A transition plan is in place allowing you, your child, and the whole school community to make the most of the time you 
have together and focus on ensuring students are prepared for academic success after this year. 
 
Sincerely, 
 
[AUTHORIZER STAFF NAME] 
Community Choice Schools Commission 



 
[DATE] 
  
Dear Board of Public Education Chair [NAME], 
  
I am writing to inform you that on DATE, the Community Choice Schools Commission voted to close [SCHOOL NAME], 
effective at the end of the school year. The decision was made final after a thorough evaluation of evidence that 
demonstrated [ISSUE, e.g., poor financial health and concerning academic results]. The closure of a school is not an easy 
decision and always a last resort. The Commission followed MCA 20-11-118 and the Commission Revocation and Non- 
Renewal Policy to ensure the decision was made extensively and thoughtfully. 
  
Please find attached a copy of the Notice of Revocation OR Non-Renewal, copies of the letters to notify parents and staff, 
and a copy of the School Closure Protocol Template. Per the Commission’s closure protocol, we will be working with 
school leadership to ensure a smooth and transparent closure process for all. A School Closure Transition Team will be in 
place to work through the School Closure Protocol including handling all financial assets, student records, and ensuring 
both students and staff transition into new schools for the next school year. 
  
We appreciate your support of a smooth closure and transition for the [SCHOOL NAME] community. 
  
  
[AUTHORIZER STAFF NAME] 
Community Choice Schools Commission 
[AUTHORIZER STAFF CONTACT INFORMATION] 
 
 
 
 



 
[DATE] 
 
Dear Superintendent [NAME], 
 
I am writing to inform you that on DATE, the Community Choice Schools Commission voted to close [SCHOOL NAME], 
effective at the end of the school year. The decision was made final after a thorough evaluation of evidence that 
demonstrated [ISSUE, e.g., poor financial health and concerning academic results]. The closure of a school is not an easy 
decision and always a last resort. The Commission followed MCA 20-11-118 and the Commission Revocation and Non- 
Renewal Policy to ensure the decision was made extensively and thoughtfully. 
 
The school will remain in regular operation until the end of the school year. Please continue with normal payments to the 
school through [DATE]. 
 
The Commission has established a closure protocol, we will be working with school leadership to ensure a smooth and 
transparent closure process for all. A School Closure Transition Team will be in place to work through the School Closure 
Protocol including handling all financial assets, student records, and ensuring both students and staff transition into new 
schools for the next school year.  
 
We appreciate your support of a smooth closure and transition for the [SCHOOL NAME] community. 
 
 
[AUTHORIZER STAFF NAME] 
Community Choice Schools Commission 
[AUTHORIZER STAFF CONTACT INFORMATION] 
 
 



 
[DATE] 
 
Dear Superintendent [NAME], 
 
I am writing on behalf of the Community Choice Schools Commission to notify you that the Commission has made a 
determination to close [SCHOOL NAME] effective at the end of the school year. The closure of a school is not an easy 
decision and always a last resort, the Commission followed policy to ensure the decision was made extensively and 
thoughtfully. Our decision was made final after a thorough evaluation of evidence that demonstrated [ISSUE, e.g., poor 
financial health and concerning academic results] over multiple years. 
 
Per the Commission’s closure protocol, we will be working with school leadership to ensure a smooth and transparent 
closure process for all. A School Closure Transition Team will be in place within a couple days to work through the School 
Closure Protocol including handling all student records, and ensuring both students and staff transition into new schools 
for the next school year. The school will remain under regular operations through [DATE]. 
 
Our goal is to ensure families and staff are properly supported with clear and timely communication as to their options 
for next school year which may include families enrolling their children in your schools. A member of the School Closure 
Transition Team will be reaching out to you shortly to discuss student enrollment and records transfer for the next school 
year, and possible proration of funds on a per-pupil basis.   
 
We are grateful for your cooperation in support of a smooth transition for the [SCHOOL NAME] community. 
 
 
[AUTHORIZER STAFF NAME] 
Community Choice Schools Commission 
[AUTHORIZER STAFF CONTACT INFORMATION] 
 
 



For Immediate Release: [RELEASE DATE] 
 
Contact: [NAME OF INFORMATION OFFICER OR MEDIA CONTACT, (XXX) XXX-XXXX] 
 
Community Choice School Commission Votes to [REVOKE, CLOSE, ETC.] Charter of [CHARTER SCHOOL NAME]. 
Decision means school to close at the end of this school year on [DATE] 
 
[CITY, STATE]–During the Community Choice Schools Commission [DATE] meeting, the Board denied the request made by 
[CHARTER SCHOOL NAME] to continue in operation after the close of the [XXXX-XX] school year. This decision means that 
the [CHARTER SCHOOL NAME] will close on [DATE] at the end of the current school year. The Community Choice Schools 
Commission will start working with the school leadership to ensure all students have a smooth transition to a new 
high-quality school. 
 
The decision to close a school is never easy and always a last resort, the process was extensive, thoughtful, and made 
final after a thorough evaluation of evidence that demonstrated [CONCERNS, e.g., poor financial health and concerning 
academic results] over multiple years. Specifically, the Community Choice Schools Commission was unable to find the 
school had demonstrated the evidence of success necessary to earn renewal under the Commission’s Renewal Policy. 
The final decision of the Commission, the Commission’s policies, and other pertinent information are available online at 
www.bpe.gov under the Community Choice Schools tab.  
 
Prior to the Board’s vote to deny the school’s renewal application, [CHARTER SCHOOL NAME]  was afforded an 
opportunity on [DATE] to speak on their behalf. The Commission considered the appeal offered by the school. In addition 
members of the public including parents, governing board members, and staff representing the school were given the 
opportunity to speak directly to the Commission 
 
[SCHOOL NAME], a Community Choice public charter school serving grades [XX to XX], is located in [CITY, STATE]. The 
school was founded in [YEAR]. The school states its mission is “[INSERT SCHOOL’S MISSION]. As of [MONTH YEAR], 
[SCHOOL] has a current enrollment of approximately [XX] students. 
 
“Today’s difficult decision was made first and foremost with the interests of students, families, and taxpayers in mind,” 
said [AUTHORIZING SPOKESPERSON, TITLE]. “While we never set out to close a school when we grant a charter, we know 
we must act as stewards of the public trust making difficult decisions when we see [REASON FOR CLOSURE, e.g., severe 
deficiencies in academic performance and fiscal health]. We honor the dedication of the school’s board, leadership, and 
staff over the years and wish them the best. 
 
“Our attention will now turn to ensuring each child has a smooth transition to their next school and to minimize 
disruption to families and the community,” [SPOKESPERSON] concluded. 
 
Over the coming weeks, The Community Choice Schools Commission, [CHARTER SCHOOL], and community partners will 
be working closely together to provide the following supports to the students and parents of the school: 
 

●​ An information meeting for [CHARTER SCHOOL NAME] parents on [DATE].  
 
Charter schools are independently run public schools that are granted greater flexibility to meet children’s needs in 
return for greater accountability for meeting their promises to families and taxpayers. Each school is accountable to an 
authorizer, such as the Community Choice School Commission that decides who can start a new charter school, sets 
academic and operational expectations, oversees school performance, and decides whether a charter should remain 
open or close at the end of its contract. All charter schools must continually apply for and demonstrate that they have 
earned the right to continue the privilege of educating the children of this state. 
 
This school year, the Community Choice Schools Commission oversees [XX] public charter schools serving more than 
[X,XXX] students across the state. [XX] new charter schools from the [DATE] application cycle are scheduled to open in fall 
[YEAR]. 

http://www.bpe.gov



