	BOARD MEMBER APPLICATION:
Charter Schools Office Procedure



	Public School Academy (PSA) board nominates and passes a resolution recommending applicant.

	

	PSA board forwards meeting Minutes or Resolution to the Charter Schools Office.

	

	Board Member application is submitted to the Charter Schools Office Assistant

	

	Charter Schools Office Assistant Processes Application:
Conducts Criminal Back ground check and Addresses conflicts of interest



	Approved Background Check:
	
	Pending Background Check:

	
	
	

	After Criminal back ground check is completed, Field Representative is notified of result 

Field Representative conducts interview and orientation training with applicant
	
	After Criminal back ground check is completed, F.R. is notified of result:

1.	A copy of the false positive ICHAT report is provided, by the CSO Assistant, to the applicant.

2.	Applicant Provides the false positive ICHAT report to his / her nearest law enforcement agency and requests finger printing / Record Challenge.

3.	Applicant submits fingerprints on a state applicant fingerprint card for the purpose of “Record Challenge.”

4.	Applicant requests a new background check/ report be generated verifying that the false positive report does not belong to him/her.

5.	Applicant submits new report and reimbursement paperwork to the Charter Schools Office

	
	
	

	After the F.R. conducts interview/ orientation training, the F.R.:
1.	Notifies CSO Assistant 
2.	F.R. may request an exigent appointment for the Board member from the CSO Director, if applicable.
	
	

	
	
	

	GVSU BOT material packets are prepared and submitted by CSO Assistant.
&
Board member is appointed to PSA board per GVSU Board of Trustees.
	
	

	
	
	

	CSO Assistant drafts and mails appointment letters to appointed board member, Field Representative, Board President and Management Company.
	
	

	
	
	

	CSO Assistant updates the CSO Directory, Access Database System, and Board Portal, the Charter School Board Member Terms and Vacancies Roster” is updated with new members and forwarded to CSO.
	
	An applicant can choose to withdraw his/her application at anytime.
	
	The Charter Schools Office Assistant will mail a follow up letter to applicants when necessary.  If an applicant fails to respond, the designated Field Representative will contact the appropriate parties to resolve the situation and provide results to CSO Assistant

	
	
	
	
	

	Oath of Office completed by PSA board and submitted to CSO and CSO Assistant files Oath of Office with board member’s application
	
	
	
	

	
	
	
	
	

	“Board Member Checklist” completed and Application filled by CSO Assistant.
	
	
	
	




