
Charter Schools 
Policies and Processes 



Amendments 
and 

Notifications 
• If the governing board of a school chartered by the Public Education Commission (PEC) 

wishes to amend the terms of the contract during the contract term, it must submit 
one of the amendment request forms. 

• The requested amendment cannot take effect until the PEC has voted to approve it at 
a public meeting.

• Notifications are to inform the PEC of changes in key personnel or other changes that 
are not material terms of the contract. 

• Notifications are generally placed on the PEC’s consent agenda rather than as 
individual agenda items.

• Any item on the consent agenda may be pulled from that agenda to the regular 
agenda for discussion by the PEC
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Where can you locate this 
information?

The information can be located on the New Mexico Public 
Education Departments website:

https://webnew.ped.state.nm.us/bureaus/public-education-
commission/policies-and-processes/amendment-request/

Each form consists of an instructions page, which includes: 
• Deadline
• PEC guidance
• All requirements for submission
•  “Click to enter” check boxes and text boxes.
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https://webnew.ped.state.nm.us/bureaus/public-education-commission/policies-and-processes/amendment-request/
https://webnew.ped.state.nm.us/bureaus/public-education-commission/policies-and-processes/amendment-request/


Where 
do you 
submit 
the 
forms? 
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• Once completed, the form should be signed and 
submitted with all required attachments 
to charter.schools@ped.nm.gov. Do not send 
Amendment/ Notifications to individual CSD staff. This is 
to ensure that all emails are properly routed and tracked. 

• If the form and all attachments are submitted within the 
deadline listed in the form, the request will be placed on 
the next PEC agenda. Otherwise, it will be placed on the 
subsequent month’s agenda.

mailto:charter.schools@ped.nm.gov


Amendment 
Requests
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Amendment Requests
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Instructions

Required for 
a complete 
packet. 

All required fields 
need to be completed. 

Check for 
signatures. 



Notification
Forms 
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Notification Forms 
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Notification forms require 
the same process. 

• Complete all the 
information 

• Submit required 
attachments

• Check for signatures 

• Submit to the CSD 
email: 
charter.schools@ped.nm.gov

mailto:charter.schools@ped.nm.gov


Why are Amendments and Notifications forms different? 
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Every Amendment and Notification 
form has different submission 
deadlines and requirements for 
supporting documents. 

Upon submission of a complete 
packet (Amendment or Notification 
of change and supporting 
documents) the information will get 
added to the PEC agenda. 

Quick Tip: 

*Check off the boxes to ensure 
that all the documents are 
attached for a complete and 
timely submission. 
 

Amendment 
Request formA.7

Look for the Submission 
Deadline. 

It’s important to go through 
each line to ensure all the 
“Information provided by 
the School”  is attached. 

The red X signifies that the 
information is attached and 
ready to submit. 

This is only an example!
When completing a form, you 
do not have to use red or 
check the boxes.  This is for 
reference and an example of 
how to ensure a timely and 
complete submission. 

This form requires A.6 
as well. 



Notifications and Multipurpose forms 
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Some Notification forms are 
multifunctional. 

For Example: Notification form B.1 
Personnel Change has Head Administrator, 
Business Manager and CPO. 

If changes related to Head Administrator, 
Business Manager and CPO occur at the 
same time, one form can be completed. 
  
If changes occur at different times, you 
must submit separate forms to comply 
with the submission deadline. 

Quick Tip: 

*If you’re unsure what to submit, contact 
the Charter Schools email for guidance. 

Notification 
Form 

B.1

Depending on the type of change notification, that will 
determine the required supporting documents.

For this example, the Business Manager will be 
changing. Look at the paperwork that is required for 
the notification of change. 

The red X signifies that the information is attached and 
ready to submit. 

This is only an example!
When completing a form, you do not have to use red 
or check the boxes. This is for reference and an 
example of how to ensure a timely and complete 
submission. 



Final process
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Once the completed information is submitted to 
the CSD email, you should expect a response 
within 24 hours. The division email is monitored 
daily. 

Responses will consist of: 

• The Amendment / Notification was received 
and is complete.

• If  the Amendment / Notification is 
incomplete, detailed information of what is 
missing. 

• The month the item will be on the PEC 
Agenda. 

• If Amendment / Notification requires 
discussion at the PEC meeting, a member 
from the CSD team will reach out to you and 
/or your team. 



PEC 
Agenda Items 
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Once an item has been approved during the 
PEC meeting, either the Commissioner 
Chair or the CSD Director (depending on 
the Amendment / Notification) will sign the 
form as final approval. 

After Final Approval:

•  A copy of the approved Amendment/ Notification will be emailed to the 
contact person(s) who submitted the change. 

• A copy will be saved in your school's file. 

*Please save the final approved copy for your records. 



Review of Steps      
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1) Complete the Amendment and/ or 
Notification form and gather required 
attachments. 

2) Submit the complete packet to the CSD 
email.

3) Ensure you receive an email from CSD 
within 24hrs, follow up and gather any 
missing items.

4) If the CSD team reaches out, follow up in a 
timely manner to discuss items prior to the 
PEC meeting. 

5) Receive final copy of Approved 
Amendment / Notification via email. 

6) Save copy of the approved Amendment / 
Notification in your school files. 



Thank you

Contact CSD 
email if there 
are any 
questions or 
concerns.
The team is 
available to 
offer support 
and guidance.  
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