
 
 

1 │ School Suspension and/or School Closing Procedures │ May 2018 

Community School: School Suspension and/or School Closing Procedures 
Effective date: July 1, 2010 
Updated: May 2018 
 

Community school sponsors primarily are responsible for ensuring an orderly process is followed when a 

school closes or operations are suspended.  

Closure Statute 

Under state law (Ohio Revised Code 3314.023), community school sponsors must monitor and oversee their 

schools’ compliance with law, administrative rules and contract provisions, including requirements related to 

school closure. Specifically, ORC 3314.023 requires: 

• A sponsor shall provide monitoring, oversight, and technical assistance to each school that it sponsors. 

In order to provide monitoring, oversight, and technical assistance . . . 

• [Sponsors] Having in place a plan of action to be undertaken in the event the community school 

experiences financial difficulties or closes prior to the end of a school year.  

Suspension Statute 

ORC 3314.072 establishes the conditions under which a school may be suspended, along with a school's 

procedural rights. Provisions include: 

• For any of the reasons prescribed in division (B)(1)(a) to (d) of section 3314.07 of the Revised Code, 

the sponsor of a community school established under this chapter may suspend the operation of the 

school only if it first issues to the governing authority notice of the sponsor's intent to suspend the 

operation of the contract. Such notice shall explain the reasons for the sponsor's intent to suspend 

operation of the contract and shall provide the school's governing authority with five business days to 

submit to the sponsor a proposal to remedy the conditions cited as reasons for the suspension.  

• The sponsor shall promptly review any proposed remedy timely submitted by the governing authority 

and either approve or disapprove the remedy. If the sponsor disapproves the remedy proposed by the 

governing authority, if the governing authority fails to submit a proposed remedy in the manner 

prescribed by the sponsor, or if the governing authority fails to implement the remedy as approved by 

the sponsor, the sponsor may suspend operation of the school pursuant to procedures set forth in 

division (D) of this section.  

• If division (B) of this section applies or if the sponsor of a community school established under this 

chapter decides to suspend the operation of a school as permitted in division (C)(2) of this section, the 

sponsor shall promptly send written notice to the governing authority stating that the operation of the 

school is immediately suspended, and explaining the specific reasons for the suspension. The notice 

shall state that the governing authority has five business days to submit a proposed remedy to the 

conditions cited as reasons for the suspension or face potential contract termination. 

• Upon receipt of the notice of suspension prescribed under division (D)(1) of this section, the governing 

authority shall immediately notify the employees of the school and the parents of the students enrolled 

in the school of the suspension and the reasons therefore, and shall cease all school operations on the 

next business day.  

http://codes.ohio.gov/orc/3314.023v1
http://codes.ohio.gov/orc/3314.072
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Overview 

Sponsors provide and execute a plan for an orderly conclusion of a community school’s affairs when a 

community school is closed or suspended for any reasons permitted by law and/or the contract between the 

sponsor and the school. A school is considered closed or suspended when instruction has ceased and the 

governing authority or sponsor has issued an official notice that includes the reason for and date of the 

school’s closure or suspension. A community school also is considered closed if the Department issued a 

notice to a school under the state’s automatic closure law, ORC 3314.35. In the case of both suspension and 

closure, the sponsor and an authorized representative of the governing authority complete and sign the 

Suspension and Closing Assurance Template. Community school sponsors make sure a community school’s 

governing authority takes all reasonable and required actions to fully address suspension or closing issues. If a 

school’s governing authority is no longer able or willing to fulfill obligations with respect to orderly closure, the 

school’s sponsor assumes responsibility for all closure activities. A plan for school closure is a required part of 

the school’s contract with the sponsor. Final preparations, as outlined in the plan, should be in place prior to 

the last day students are in attendance. 

Note:  

• Closing procedures detailed in this guidance or the accompanying template are not applicable to school 

mergers.  

• Procedures for school closures that are the result of settlement agreements may differ based on the 

provisions of the settlement. Schools and sponsors are advised to consult their legal counsel. 

Sponsors must submit a Suspension and Closing Assurance Template for each closed community 

school. By completing this assurance, sponsors attest that all necessary notifications and actions are 

completed. 

When possible, the final FTE review should be completed within seven business days of the school ceasing 

operations or within seven business days of the area coordinator’s notification of the school’s suspension or 

closing by the Department. Final FTE reviews should be completed prior to transfer of original student records 

to the district(s). Sponsors must monitor the school’s actions to assure both the FTE review and fiscal audit are 

scheduled in a timely fashion. If the school fails to schedule these activities, the sponsor must step in and 

make the necessary arrangements. 

Sponsors should begin completing the Suspension and Closing Assurance Template as soon as possible after 

the suspension/closure of the school.  

For mid-year closure or suspension, an estimated timeline for closure activities must be submitted to the Office 

of Community Schools within 10 days of notification. In the case of closure at the end of the school year, 

sponsors shall submit an estimated timeline for closure activities to the Office of Community Schools, via 

Epicenter, no later than May 31. Sponsors shall use the Suspension and Closing Assurance Template for the 

estimated timeline. 

The updated Suspension and Closing Assurance Template shall be submitted to the Office of Community 

Schools, via Epicenter, quarterly (July 1, Oct. 1, Jan. 1 and April 1), noting which activities are complete and 

which are not yet complete until the process is finished and closing assurances are submitted. The quarterly 

submissions shall include a narrative explaining any delays and the sponsor’s target date for submitting the 

final closing assurances. 

http://codes.ohio.gov/orc/3314.35
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If refunds are generated at a later date, the sponsor shall follow the instructions in the Preparation of Itemized 

Financials section of the template and complete the Final Payments and Adjustments section. 

 

Additional Resource 

Additional information regarding best practices from The National Association of Charter School Authorizers is 

available here. 

Submission Instructions 

Sponsors must submit the Suspension and Closing Assurance Template for each closed community 

school. By completing this assurance, sponsors attest that all necessary notifications and actions are 

completed. 

Submit the Suspension and Closing Assurance Template by uploading the completed template, including 

certification, to Epicenter following the process below: 

1. Log in to Epicenter at http://epicenternow.org/.  

2. Click the Sign In link at the top of the page.  

3. Enter your username and password.  

4. Click Document Center.  

5. On the Document Center page, click the Submission Upload button.  

6. For Entity Type, select school.  

7. For Submission Type, select Suspension and Closing Assurance Template.  

8. For Entities, select the appropriate school by checking the box next to the school name.  

9. Enter required information.  

10. Click Upload New File button to upload your document.  

11. (Optional) Type a brief message to the reviewer.  

12. Click Submit.  

The Certification/Signature tab must include electronic signatures or original handwritten signatures. If 

printed and original signatures are obtained, the certification page must be uploaded to Epicenter 

along with this completed spreadsheet. 

The Office of Community Schools and your consultant use Epicenter to access your submissions. Please 

contact your lead consultant if you have additional questions or if you are unable to view any of the information 

described above.  

Records 

Sponsors assure that all school records needed by the Ohio Department of Education, Ohio Auditor of State, 

U.S. Department of Education and other interested entities are secured and available as needed during the 

closeout process. Records generally describe an account in permanent form, preserving knowledge or 

information about facts, transactions or events maintained and kept for the proper administration of the school, 

including student, staff and administrative/financial information. Please note, the following categories and types 

of records should not be considered as the entire list of documents that might be examined during a closing 

The Suspension and Closing Assurance Template provides step-by-step 

guidance to assist sponsors in meeting their responsibilities when one of 

their schools suspends operations or closes. 

http://www.qualitycharters.org/wp-content/uploads/2015/11/IssueBrief_NavigatingTheClosureProcess_2011.05.pdf
http://epicenternow.org/
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procedure. Additional records may be requested during an FTE review or final audit. (Additional information is 

available in the Department’s FTE Review Manual.)  

Student Records 

Student records include all educational, special education and other documents in the school's possession that 

relate to a particular student. Student records include, but are not limited to: documents normally found in 

permanent record folders that are necessary for reviews and audits; attendance records that detail enrollment 

and attendance history; grades and grade levels achieved; transcripts, courses completed and grades for each 

course, particularly for students enrolled in grades 9-12 and for graduates of the school; proof of residency 

documents that identify a student’s home district; FTE Detail reports, with names and SSID numbers that can 

be used to match names to the FTE Detail report with randomly selected SSIDs obtained by the area 

coordinator; special education information and folders; and other such information that may be maintained and 

kept in a student permanent record folder. 

Schools must retain copies of all student records necessary to complete the final FTE review and financial 

audit. 

Staff Records 

Staff records include, but are not limited to: employment agreements or contracts; salary and benefits 

information; attendance and leave information; employee licenses; Local Professional Development Committee 

(LPDC) status and record of continuing education; payroll and withholding documents; and other such 

information that may be maintained in an employee record folder. 

Administrative/Financial Records 

Administrative/financial records include, but are not limited to: lease or rental agreement; deed if property is 

owned; inventories of furniture and equipment, including purchase price, source of funds for payment, date 

purchased and property tag number; bank and financial reports, including all financial statements created by 

the fiscal officer; bank statements and checks; schedule of unpaid debt detailing amount, vendor and date of 

obligation; invoices, receipts, vouchers and purchase orders that detail expenditures; grant records, including 

detail of federal and state grant awards and final expenditure reports and contracts; and other such information 

that may be maintained to serve as the administrative/financial records for the school. 

Record Retention 

Sponsors shall secure all school records (student, personnel, fiscal, etc.) prior to closing. All such records shall 

be maintained according to applicable records retention schedules. Records retention is governed by state and 

federal law and governing authority policy. Additional information regarding state requirements is available 

here. Federal records retention schedules are available here. Additional information is available in the Student 

Records section of the Suspension and Closing Assurance Template. 

Community school sponsors are responsible for securing all records prior to closing and maintaining 

records in accordance with all applicable retention schedules.  

Should you have any questions, please contact the Office of Community Schools at 

Community.Schools@education.ohio.gov or your lead consultant. 

 

https://www.ohiohistory.org/OHC/media/OHC-Media/Learn/Archives-Library%20Documents/School-Retention-Suggested-Schedule.pdf
https://www2.ed.gov/notices/records-management/index.html
mailto:Community.Schools@education.ohio.gov

