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Horizon Academy West
Governing Council

Policies and Procedures

…as published on 9/15/05, 12/15/05, 1/19/05, 05/16/2012, 06/21/16
Note:  Each section has various specific dates for last modification.  For the most current policy in effect, you may need to refer to subsequent intervening motions approved in council sessions.  If you have questions, please contact the HAW Governing Council.
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SECTION A: FOUNDATIONS AND GOVERNING COUNCIL GOVERNANCE 

A.1 VISION & MISSION STATEMENT  

School Vision:
Horizon Academy West is a public charter school with approximately 500 students in Prekindergarten (full-day) through 6th grade. As a charter school, we provide a quality education with smaller class sizes, develop stronger parental and community involvement, and attract a dedicated and enthusiastic staff. Horizon Academy West is dedicated to improving student achievement through a variety of means. Class sizes are restricted to a student: teacher ratio of 23:1 (Kindergarten is 20:2). Teachers, students, parents, and community members are active participants through volunteering and committee membership. School Mission Statement: Horizon Academy West has a commitment to educational excellence, and our staff is dedicated to providing a rigorous, creative, well-rounded education for all students.  Our school is committed to helping each student master his or her subjects, and learn to think – critically and creatively.
Our school is committed to help each student master a challenging curriculum, learn to think critically and creatively along with understanding the values and traditions that underlie our society. We believe that students have different needs at different developmental stages, each bringing with them different lifestyles and cultural backgrounds. Students learn through active participation as Horizon Academy West sees itself as a community of students and teachers, responsible to each other. Our institution provides an environment that fosters the professional growth of a dedicated and diverse faculty as they generate for every student a foundation in learning and achievement. We will encourage teacher creativity and initiative, understand and support the whole child, attract and support a diverse student body along with achieving a school community that is socially responsible.

A.2   NONDISCRIMINATION ON THE BASIS OF HANDICAP/DISABILITY  

HAW affirms its commitment to the rights of students, parents and employees with disabilities as set forth in Section 504 of the Rehabilitation Act of 1973, the New Mexico Human Rights Act (NMHRA) and the Americans with Disabilities Act (ADA).  

A.3 GOVERNING LAWS  

HAW must comply with all applicable federal, state, and local laws and regulations.  As a public charter school, HAW is governed by, without limitation: 

-the Charter Schools Act (NMSA 1978, Sections 22-8B-1, et seq.),  

-the New Mexico School Personnel Act (NMSA 1978, Sections 22-10A-1, et seq.),  

-the New Mexico Procurement Code (NMSA 1978, Sections 13-1-1 et. seq.), 

-the Open Meetings Act (NMSA 1978, Sections 10-15-1 et seq.) 

-the applicable rules and regulations issued by the New Mexico Public Education Department (contained in Title 6 of the New Mexico Administrative Code) and such other regulations applicable to public schools, 

-HAW’s charter with the New Mexico Public Education Commission PEC policies not waived in HAW’s charter.

The Governing Council of HAW has a responsibility to ensure that HAW operates in accordance with these laws and regulations, and meets its commitments to the Commission and the New Mexico Public Education Department as reflected in its charter.

A.4 GOVERNING COUNCIL POWERS AND RESPONSIBILITIES  

The primary powers and duties of the Governing Council are to: 

-employ and negotiate the contract for the  school’s head administrator and chief operating officer as defined in 6.80.4.7 NMAC (6.30.2009); 

-review and approve the budget for HAW;  

-review and approve all policies and procedures for HAW;

-accept or reject any charitable gift, grant, devise or bequest valued over $1,000 (if accepted, the gift shall be considered an asset of HAW);

-review and approve facilities plans for HAW; and  

-serve as HAW’s appellate authority with respect to discipline of students and employees and all Concerns, Complaints, and Inquiries (CCI Parent/Community Member complaint process)

Governing. The Council shall not be involved in the day-to-day operations of the school; however, the Council will ensure that the administration carries out the policies and procedures of the Council by requiring regular reports and by conducting annual reviews of the school’s Head Administrator.

The Head Administrator will ensure that the Council’s shall policies and procedures, facilities plans, and school budget are implemented. 
A.5 COUNCIL MEMBER AUTHORITY  

Except as stated herein, Council members have no independent authority and may act only in a properly convened public meeting.  The Council will not be bound in any way by any statement or action on the part of any individual Council member, unless the Council, by majority vote, delegates authority to speak for or represent the entire Council to a Council member. Unless acting pursuant to express delegated authority from the Council, no Council member shall undertake any individual action to implement any plan or action approved by the Council and which is the responsibility of the Head Administrator or his/her designee unless such action is taken under the direction and supervision of the Head Administrator. When acting under such direction and supervision of the Head Administrator or his/her designee, a Council member shall be considered a volunteer and have no special authority beyond that of a volunteer.

A.6 SUSPENDING OR REVOKING POLICIES AND PROCEDURES  

Any policy of the Council, not specifically prescribed by applicable law or the charter, may be suspended or revoked by a majority vote of the Council.  The Principal may, in case of emergency, suspend any policy or procedure, or any subsection thereof, as they pertain to the administration of the school, provided that the Principal first attempts to obtain Executive Committee approval for such suspension, unless the emergency is such that the Principal must act immediately.  The Principal will report the facts and reasons for such suspension at the next meeting of the Council, and the suspension will expire at the time of said report unless continued in effect by the Council.

A.7 COUNCIL MEMBERSHIP  

The Governing Council is intended to be a collaborative body and members are not intended to represent particular constituencies, but should recognize and pursue the best interests of the school as a whole. It is, however, recognized that diverse groups exist and it is advisable to draw membership from all areas. Therefore, the council membership will consist of five voting members (Community Members and/or Parent Members). A maximum of four, but no less than three non-voting members (one Faculty and at least two Administration Members) will sit on the board to provide assistance to the council. A Council member is defined as a voting member for the purposes of these policies.  

Selection/Election: 

a) Faculty Members (non-voting membership) will be selected by the Administration. All teachers may submit nominations for the position to the Administration for consideration.

b) The Faculty and Administration positions are non-voting membership positions.

c) Parent Members and Community Members:  

i) On or before May 1 of each calendar year, if a vacancy will exist the Council shall appoint a five-member Nominating Committee, which shall consist of: (a) one member of the Governing Council; (b) one member of the faculty who will not serve on the Council the following year; (c) one parent who is not currently on the Governing Council, is not employed by HAW in any capacity, and will not serve on the Council the following year; and (d) two designees selected by the Administration.   

ii) The Nominating Committee shall meet thereafter and solicit applications, recruit potential candidates, and screen applicants and recruits for each of the Parent Member and Community Member positions on the Council to be filled. iii) The Nominating Committee shall generally recommend candidates based upon their professional skills, demonstrated collaborative and problem-solving skills and attitudes, their ability and willingness to devote substantial time and energy to serve on the Council (including chairing and regularly participating in the activities of at least one Council committee), and their willingness and ability to devote their time and energy to acting for the best interests of HAW as a whole, rather than the interests of any particular interest group. iv) The Nominating Committee’s slate of recommended candidates shall be submitted to the Council and publicly announced no later than May 10. v) If there is more than one candidate for any Parent Member or Community Member Position, either by virtue of the Nominating Committee recommending more than one candidate for a particular position or because a nominating petition has been submitted in accordance with vi) below, the Council shall arrange for an election to be held with respect to the contested position(s) on the third Thursday of May. vi) Any person who desires to be considered for one of the Parent Member or Community Member Positions on the Council, and who has not been included on the Nominating Committee’s slate, shall be placed on the ballot if a petition, signed by at least 50 (fifty) HAW families is presented to the governing council by no later than May 15. 

vii) With respect to each of the Parent Member and Community Member Positions, families shall be entitled to cast one (1) vote for each child currently enrolled at HAW.  If families attempt to cast more than one vote per child all that family’s ballots shall be disqualified. viii) Voters shall cast their votes by secret written ballot on or before the election date, and the candidates for each Parent Member and Community Member Position receiving the most votes shall be elected to that position. ix) At the last Council meeting in May, the Council shall vote to approve or disapprove, as a whole, the uncontested candidates recommended by the Nominating Committee and the candidates elected (if any).  If approved, all such candidates shall be seated as members of the Council for the relevant terms. If such candidates are disapproved by the Council as a whole, the Council shall reconvene the Nominating Committee to develop a new slate of candidates for the uncontested positions.  

Restrictions on Council Members:  In no event shall 

Council members in office be employees of HAW (which shall for this purpose include persons receiving compensation from HAW as independent contractors); or shall

spouses serve on the Governing Council at the same time.

Terms:  Council member terms are for a minimum of one year and a maximum of five years. Faculty Members will generally serve for one year unless the administration decides to appoint any faculty member for more than one year. Parent and Community Members will be requested to serve for five years, provided that any such member may elect to serve for a shorter term. Prior to May 1, the governing council will identify the current length of the terms for each council members and who will be remaining on the council for the following year. The Council will also determine whether the make-up of the Council shall be increased or otherwise changed in subsequent years.  This will determine the positions that are to be filled for the following year.  

Automatic Removal of Certain Council Members:    

(1)  Termination of HAW Relationship.  A Council member who occupies a Council position by virtue of his or her relationship to HAW (e.g., administrator, faculty or adjunct faculty member, parent of HAW student, etc.) will be deemed to have automatically resigned from his or her position on the Council upon the termination, for any reason whatsoever, of the circumstances which initially made such person eligible for the Council position. (2)  Termination of Independent Contractor Status In such circumstances, the Council shall appoint a qualified person  to fill the vacant seat of that member  for the remainder of the term for which that member was initially elected or appointed, by majority vote of the Council. 

Recall of Elective Council Members:  If at any time the Council shall receive a recall petition with respect to any member serving in a Faculty Member, Parent Member or Community Member Position, signed by the following constituents: at least fifty percent (50%) of the faculty (in the case of a Faculty member) or 200 HAW Families (in the case of a Parent Member or Community Member), the Council shall arrange for a recall election to be held within thirty (30) days thereafter. Constituents eligible to vote for such position shall vote by secret ballot in such recall election, and such member shall be recalled and removed from office if more than fifty percent (50%) of the votes cast in such election are cast for removal. 

Vacancies:  A vacancy on the Council caused by the resignation, deemed resignation pursuant to Section A.7.5, removal by vote of the Council pursuant to Section A.19, recall pursuant to Section A.7.6, death, refusal to serve, or incapacity of a member, or by the failure to fill all available positions, will be filled by majority vote of the remaining Council members, unless the Council elects to convene a Nominating Committee to fill the vacancy in accordance with the procedure above.   

Annual Mandatory Training Obligation:

Pursuant to NMSA 1978 §22-8B-5.1 (2009), every member of the Council must comply with the New Mexico Public Education Departments mandatory training.  All members must attend five hours of training at least annually on topics that include department rules, policies and procedures, statutory powers and duties of governing boards, legal concepts pertaining to public schools, finance and budget and other relevant matters.  Council members who shall attend five hours of annual training approved by NMPED and which is sponsored by the New Mexico School Boards Associations or the New Mexico Coalition of Charter Schools.  The Council member must provide written attendance forms to the school’s Head Administrator or his/her designee and which shall be maintained in the School’s records.  The school will be required to report annually the list of training hours to the Assessment and Accountability Division of the Public Education Department; which report shall include the number of hours of training earned each year by each Council member.

A.8 COUNCIL MEMBER CONFLICT OF INTEREST

Council members are prohibited from using confidential information acquired by virtue of their associations with HAW for their individual or another’s private gain.  Council members are prohibited from requesting or receiving and accepting a gift or loan for themselves or another that tends to influence them or appear to influence them in the discharge of their duties as Council members.  Business with suppliers to HAW will not be influenced or appear to be influenced by a Council member’s financial interest.  Council members must, in all instances, maintain their conduct at the highest standards.  Council members must not engage in activities which violate federal, state, or local laws or which, in any way, diminish the integrity, efficiency, or discipline of the Council or HAW.  The Council will not initially employ or approve the initial employment in any capacity of a person who is a Council member (unless the offer of employment is contingent upon such member’s resignation from the Council), the spouse, father, father-in-law, mother, mother-in-law, son, son-in-law, daughter, or daughter-in-law, sister or sister-in-law, brother or brother-in-law, or sibling of any Council member, in accordance with New Mexico State Statutes.  The Council shall carefully consider the potential impact on the integrity, efficiency, discipline and public perception of HAW in the employment of any person who is the parent of a HAW student.

A.8.1 TRANSACTIONS WITH INTERESTED COUNCIL MEMBERS  

HAW shall not enter into any financial transaction with any Council member, any relative of a Council member, or any other person or entity in which the Council member or a relative of the Council member has a direct or indirect financial interest unless:  (a) the nature of the direct or indirect financial interest is fully disclosed to the Council; and (b) the transaction is expressly approved by a majority of the Council members present at such meeting who have no direct or indirect personal financial interest in the transaction, provided a quorum of the full Council is present at such meeting.  A written contract or other written memorandum shall evidence all such interested transactions approved by the Council.    Each Council member shall be responsible for disclosing to the Council the existence of any such direct or indirect interest.  Failure to make such disclosure shall be grounds for voiding the transaction, at the discretion of the Council.  Nothing in this procedure shall prevent HAW from paying reasonable compensation to a Council member’s relative or affiliated entity for services or property provided to HAW, provided (i) the foregoing procedure is followed and (ii) the transaction is otherwise in compliance with other applicable laws, regulations and HAW policies and procedures.  [See also Policy B.6 and Procedure B.6-1]

A.9 COUNCIL ORGANIZATIONAL MEETING  

The Council will hold its annual organizational meeting during the first regular Council meeting in May, unless no incumbent officers remain on the Council at the time a new Council takes office.  In this instance, the Council will hold its annual organizational meeting during the first regular Council meeting after the new Council assumes office.  The offices of the Council will include President, Vice President and Secretary, and will be determined at the July regular meeting. 

A.10 COUNCIL COMMITTEES  

The Council may establish committees during an open meeting, which may consist of Council members and non-Council members.  Committee assignments and chairmanships will be determined by action of the entire Council, provided that at least one Council member shall serve on each committee.  The time and place of all Committee meetings shall be announced to the Council. All Council members may attend any committee meeting unless to do so would constitute a quorum, in which case such meetings shall be held in compliance with the Open Meetings Act.    The function of the committees will be fact-finding, deliberative, and advisory, rather than legislative or administrative.  Committee recommendations will be made directly to the Council, which alone may take action. The responsibility of each committee shall be reflected in a memorandum approved by the Council and filed with these policies. The Council may appoint ad hoc advisory committees when and as determined to be necessary or advisable by the Council.  Ultimate authority to make decisions will continue to reside in the Council.  All committees shall keep written minutes of their meetings, and shall periodically present written reports to the Council containing committee recommendations.  

A.10.1 PARENT ADVISORY COMMITTEE

In accordance with House Bill 212, Horizon Academy West will establish and maintain a Parent Advisory Committee (PAC).  The PAC will consist of at least one, but no more than two, Council members, equal staff and parental membership, with a minimum of three (3) representatives from staff and parental membership groups.  The principal will, by default, be selected for membership of the PAC.  Additionally, if available, at least one member of the community will be selected for committee membership

The purpose of the PAC will be to assist the school principal with school-based decision-making and to involve parents in their children's education.  The committee shall: 

(1) work with the school principal and give advice, consistent with state and school district rules and policies, on policies relating to instructional issues and curricula and on the public school's proposed and actual budgets;

(2) develop creative ways to involve parents in the schools;

(3) where appropriate, coordinate with any existing work force development boards or vocational education advisory councils to connect students and school academic programs to business resources and opportunities; and

(4) serve as the champion for students in building community support for schools and encouraging greater community participation in the public schools."

The PAC will provide the Council with written copies of the agenda and minutes for each meeting.  Any recommendations concerning governance, financial matters, or charter amendments created by the PAC must be presented to the Council, which alone may take action.  

A.10.2  FINANCE COMMITTEE

In accordance with NMSA 1978 §22-5-4.11(2010) HAW will appoint at least two members of the Council to a Finance Committee to assist the Council in carrying out its budget and finance duties. The Finance Committee shall:


(1)  make recommendations to the Council in the following areas:



(a)  financial planning, including reviews of the school’s revenue and expenditure projections;



(b)  review of financial statements and periodic monitoring of the revenues and expenses;



(c)  annual budget preparation and oversight; and



(d)  procurement; and


(2)  serve as an external monitoring committee on budget and other financial matters.

A.10.3
AUDIT COMMITTEE

In accordance with NMSA 1978 §22-5-4.11 (2010) the Council will appoint an Audit Committee that consists of two Council members, one volunteer member who is a parent of a student attending the school and one volunteer member who has experience in accounting of financial matters.  The Head Administrator and the school’s business manager shall serve as ex-officio members of the committee.  The Audit Committee shall:


(1)  evaluate the request for proposal for annual financial audit services;


(2)  recommend the selection of the financial auditor;


(3)  attend the entrance and exit conferences for annual and special audits;


(4)  meet with external financial auditors at least monthly after audit field work begins until the conclusion of the audit;


(5)  be accessible to the external financial auditors as requested to facilitate communication with the Council and the Head Administrator;


(6)  track and report progress on the status of the most recent audit findings and advise the Council on policy changes needed to address audit findings;


(7) provide other advice and assistance as requested by the Council; and


(8)  be subject to the same requirements regarding the confidentiality of audit information as those imposed upon the Council by the Audit Act, NMSA 1978 §§12-6-1, et seq. 

A.11 COUNCIL MEETINGS  

Regular meetings of the Council will be held regularly, except that regular meetings shall not be held during school holidays occurring during the school year.  The Council will establish the calendar of regular meetings for each Council year (May through April) at the first Council meeting in August. The date or time of the regular monthly meeting may be changed by action of the Council, provided that every member of the Council and the HAW community have been notified and notice of the change has been properly published as required by the Open Meetings Act.  Council meetings will be held at school premises, or such other location as may be determined by the Council.   

A special Council meeting may be called by the Council President, or by a quorum of Council members.  Advance notice of a special meeting will be given to all Council members in accordance with the Open Meetings Act (NMSA 1978, Section 10-15-1) and the annually adopted resolution of the Governing Council.  

A.12 COUNCIL AGENDA  

Council agendas are set by the Principal or Administrative designee in collaboration with the Governing Council.  A request from any other Council member that an item be included on the agenda must be submitted to the Principal or Director at least 48 hours prior to the meeting.  A written request by non-Council members that an item be included on the agenda must be filed with the Principal at least seven (7) calendar days before the meeting.  Such requests must include, in writing, all statements and materials the person anticipates presenting.  The Principal shall provide a copy of the agenda to each Council member and the public at least 24 hours prior to the meeting.   

A.13 COUNCIL AND COMMITTEE DELIBERATIONS  

All Council members shall work collaboratively with each other, with the sole goal of achieving HAW’s educational mission.  The Council has been constituted so as to include a broad spectrum of experience and perspectives, and every Council member shall be afforded the opportunity to express his or her opinion, in a professional manner, about matters before the Council.  Council members shall refrain from non-constructive or personality-based comments that do not advance HAW’s mission.  Because the Council makes decisions as a deliberative body, it is expected that, except in extraordinary circumstances, Council members will voice their opinions to other Council members about Council matters in the context of Council and/or committee meetings, Council members shall be expected to keep confidential any deliberations or discussions that take place in the closed session meetings.  It is expected that Council members will raise concerns or share information about discussed in closed session meetings within the context of Council. Until such decisions are ready for public comment, such information will not be shared with the HAW community at large.

A.14 ALTERNATIVE DISPUTE RESOLUTION PROGRAMS  

The Council recognizes the existence and effectiveness of alternative dispute resolution programs.  Use of alternative dispute resolution programs can result in the early, fair, efficient, cost effective, and informal resolution of disputes.  Appropriate use of alternative dispute resolution methods by HAW is hereby determined to be in the best interest of HAW.  For parents and community members, an alternative dispute resolution process is in place (CCI process). An alternative dispute resolution process for staff is also in place and has been approved by the Council. 

A.15 POLICY ADOPTION  

Adoption of new policies or the revision or repeal of existing policies is solely the responsibility of the Council.  Proposals regarding policies may only originate with a Council member or the Administration.  Staff members, students, civic groups, parents or other interested citizens may request that a Council member or the Principal sponsor a proposed policy. The Council will adhere to the following procedure in considering and adopting policy proposals to ensure that such proposals are thoroughly examined before final action:  A Committee will draft and review new policies or revisions to existing policies.  After such review, the Committee will make such proposed policies available for public comment by staff members, students, civic groups, parents or other interested citizens,  and notice of such proposed policies shall be available for inspection in the front office Upon request, the Principal shall make copies of the proposed policies available to interested parties.  Comments on the proposed policies must be submitted in writing to the Principal by the deadline specified by the Committee.  Following such public comment period, the Committee shall consider any comments received and determine whether changes to the initial draft policies should be recommended.  After such consideration by the Committee, and adoption of any recommended changes, the Committee shall present to the Council for consideration its final recommended policies or revisions.  The Committee shall also submit to the Governing Council a summary of all comments submitted.  The public comment process shall apply to all policies proposed by the Committee after the date this amended policy is adopted by the Governing Council.  All Council members working on committees should be aware that committee work is not effectively the work of the Council in small groups and should follow the Open Meetings Act at all times. 

A.16 COUNCIL POLICY AND PROCEDURE INTERAL AUDITS

The Council will review all school policies and procedures on an on-going basis, in an effort to assure that all implemented procedures conform to the school charter, state, and federal regulations.  Internal audits may include, but are not limited to the following: 

(1)
Review and discussion of specific policies and procedures;

(2)
Observations of procedure implementation by a board member;

(3)
Modification of policies and/or procedures as needed.

It should be noted that in the event that an observation of procedure implementation is conducted, the Council member shall coordinate and such visit with the Head Administrator or his/her designee.  The visit shall not interfere with the daily operations at the school.  Observations must be scheduled in advance to avoid disruption in the educational and professional process at the school.  Observations must be discussed by the board prior to being conducted.

Modification of policies and/or procedures will be initiated when necessary, only after detailed attention to the policy and/or procedure in question has been given by the Council as a whole.  Modification of policies and/or procedures may require input by the entire school community, including administration, staff, parents, students, and other community members.

A.16.1 ADDRESSING THE COUNCIL  

An individual may speak at a Council regular meeting by signing up for public forum. All presentations should be brief and each individual speaking on an agenda item should limit his or her remarks to three (3) minutes or as modified and ruled on by the Council at the public meeting. .  Complaints about individual employees or which involve confidential student information will not be heard at Council meetings, but should be raised pursuant to the general complaint policy adopted by the Council.  

A.17 COUNCIL MINUTES  

A record of all actions of the Council will be set forth in the official minutes of the Council.  The minutes will be kept on file as the permanent official records of HAW.  The Council will maintain a separate handbook of resolutions passed by the Council.  The Council will also maintain an indexed record of action.  

A.17.1:  COUNCIL MINUTES AND RECORDS  

The Principal, or administrative staff to whom the Principal shall delegate such responsibility, shall take the minutes of all Council meetings, and provide a written copy thereof for approval at the next Council meeting.  The Principal or Director shall also supervise the handbook of resolutions passed by the Council and the indexed record of action.  

A.18 REMOVAL OF COUNCIL MEMBERS FOR BREACH OF RESPONSIBILITIES 

a)  Governing Council members are expected to regularly attend Council meetings.  If a Council member anticipates that he or she will not be able to attend a meeting, the Council member shall notify the President of the Council and the Principal of his or her impending absence in advance of the meeting.  If a Council member, as a result of an emergency or illness, is unable to notify the President of the Council and the Principal in advance that he or she will be unable to attend a meeting, the Council member shall notify the Council President and the Principal within 24 hours following the meeting of the reason for his or her absence.

b) If a member of the Governing Council misses two four consecutive regular meetings without prior and approved reasons ,the office of such member may be declared vacant by a vote of three-fourths of the remaining members of the Council.  

c) If a member of the Governing Council knowingly violates any policy or procedure adopted by the Governing Council, the office of such member may be declared vacant by a vote of three-fourths of the remaining members of the Council.   

d) Any vacancy of an office on the Governing Council created pursuant to this section shall be filled in the same manner as other vacancies on the Governing Council are filled.  Any member of the Governing Council who has his or her office declared vacant or vacated pursuant to this section A.18 shall not be eligible for appointment or election to the Governing Council until the term for which he or she was originally elected or appointed has expired. 

e) As used in this section A.18, "regular meeting" means a the monthly meeting of the members of the Governing Council, which has been formally scheduled and adopted through the resolution process. 

f) No office of a member of the Governing Council shall be declared vacant under this section A.18 for any absence or other event that occurred prior to the date of adoption of this section A.19.

A.19 PARLIAMENTARY AUTHORITY   

Roberts’ Rules of Order, newly revised, will govern the Council, except when state regulations prevail.  Although most items are handled by appropriate motion procedures, consensus action is also used.  Actual procedures will be left to the discretion of the Council President or the person chairing the meeting in the President’s absence.    Unless otherwise specified by Council policy, procedure or resolution, a quorum shall consist of a simple majority of Council members in office, and any action may be taken upon the approval of a majority of those members present, provided a quorum is present.      

A.20 AVOIDING CONFLICTS OF INTEREST.  

In order to avoid conflicts of interest and the appearance of impropriety, the following restrictions on participation in Council deliberations and voting shall apply to certain members of the Council:

(a) Non-voting members of the Council shall not participate in Closed Session (as defined in subparagraph (c) below) deliberations relating to the compensation, evaluation, or discipline of any staff member, including independent contractor staff members, unless the particular staff member is supervised (directly or indirectly) by that Council member or that nonvoting staff member is invited to participate in the Closed Session at the express invitation of the Council;   

(b)  Council members shall not participate in open meeting or Closed Session deliberations or votes relating any transaction between HAW and any Related Entity (as such term is defined in Section A.21);  

(c)  As used in this Section A.20, “Closed Session” shall mean any portion of a Governing Council meeting which is properly closed to the public in accordance with the provisions of the state Open Meetings Act.  

(d) The Governing Council may invite guests to Closed Sessions, or portions thereof, to provide information and contribute to the discussion at hand.

A.21 NO MISUSE OF POSITION

No Council member or HAW employee shall use his or her position at HAW to attempt to influence the decision of any employee of HAW to grant special treatment to (a) the child or ward of such Council member or employee (including independent contractors), (b) any relative of such Governing Council member or employee, or (c) any “Related Entity”.  For purposes of this Section A.21, a “Related Entity” is a business enterprise, nonprofit organization or other entity with respect to which such Governing Council member, employee, or a relative of such Governing Council member or employee (i) has a direct or indirect financial interest; (ii) is an officer or director; or (iii) is otherwise in a position to control the management or decision-making of such entity.  Every Council member and every HAW employee who is a parent or ward of a HAW student shall inform his or her child that he or she is required to follow all rules, policies and procedures applicable to HAW students, that he or she is not entitled to special treatment by virtue of the relationship with a Council member or employee, and that any attempt to seek such special treatment may result in disciplinary action.

A.22 GENERAL CONFLICT OF INTEREST POLICY

A.  General Principles.  It is the responsibility of all employees (including for this purpose independent contractors providing services to HAW) of HAW, all volunteers at HAW, and all Governing Council members to conduct themselves in accordance with the highest standards of integrity, honesty, and fair dealing to preclude conflict between the interest of HAW and the personal interests of the employee, volunteer or Governing Council member. Likewise, it is the responsibility of HAW to conduct all its business and operations impartially in accordance with all laws and in conformity with the highest ethical standards. All hiring and other transactions imposing financial and/or legal obligations on HAW shall be made with the best interests of HAW as the foremost consideration. HAW also recognizes that the ultimate success of HAW depends upon the active participation, cooperation and collaboration of parents, volunteers, employees, Governing Council members and students. Sometimes, the best interests of HAW may involve the creation of relationships that might create an appearance of impropriety or potential for abuse of position, if not carefully evaluated by disinterested parties. HAW therefore has established this policy to guide all HAW employees, volunteers and Governing Council members in their actions or relationships, so that they will avoid the appearance of having their judgment or the performance of their duties compromised.  

B.  Conflict of Interest Definition.  A conflict of interest occurs whenever an employee, volunteer, or Governing Council member permits the prospect of direct or indirect personal gain (or gain to a relative or Related Entity) to influence improperly his judgment or actions in the conduct of HAW business.  While it is not practical to specify every action by an employee, Governing Council member or volunteer that might create a conflict of interest, the following situations are considered to have that potential and MUST be avoided unless the situation has first been approved by the HAW Administration in writing.  

1.  Acquisition, leasing or sale of any property, facilities, materials, or contract services (e.g., financial, legal, public relations, computer) by HAW under circumstances in which there is direct or indirect compensation (other than the regular salary received from HAW by full or part-time employees) to an employee, volunteer, or Governing Council member, or a relative of an employee, volunteer, or Governing Council member or to a Related Entity (as such term is defined in Section A.21);

2.   Acceptance by an employee, volunteer, or Governing Council member or a relative of the employee, volunteer or Governing Council member from any individual or company seeking to do business with HAW, any loan, service, excessive entertainment, travel, or gift of more than nominal value.  This does not preclude exchange of token gifts or entertainment that conforms to customary industry practices, provided such exchange does not obligate or appear to obligate the employee, HAW, or any associated third party and such gift or transaction is disclosed to the HAW Governing Council if it exceeds $20.

A.23 EVALUATION OF PRINCIPAL AND/OR DIRECTOR

The Horizon Academy West Governing Council will use the New Mexico Highly Objective Uniform Statewide Standard of Evaluation for Principals and Assistant Principals (HOUSSE-P), as determined by 22-10A-11(G) NMSA, as the method of evaluating the Head Administrator.  Each evaluation will consist of the following:

(1)
Self-Assessment (Due prior to Professional Development Plan)

(2)
Professional Development Plan (Due 40 days after annual signing of contract)

(3)
Self-Reflection on the Professional Development Plan (April or May)

(4)
Summative Evaluation (April or May)

All board members will be given the opportunity to complete a review form for the Head Administrator.  The discussions involved in the evaluation process will be conducted either a closed session of the board or in a separate meeting between the employee and the President of the Governing Council or his/her designated representative. 

Authority NEW MEXICO PUBLIC SCHOOL CODE, NMSA 1978, § 22-1-1 et seq. SECTION B GENERAL SCHOOL ADMINISTRATION 

B.1 PRINCIPAL’S & ADMINISTRATION’S AUTHORITY AND RESPONSIBILITY 

The Council delegates to the Principal and Administration the authority and responsibility for the day-to-day operations of the school and the development of operational procedures to implement each policy and governing procedure of the Council. Without limited the general delegation of authority for day-to-day operations, the Council delegates to the Principal and Administration the following specific responsibilities: 

• the authority and responsibility to employ appropriate personnel that is not hired directly by the Council; 

• the authority and responsibility to implement the facilities plan; and 

• the authority and responsibility to make all expenditures consistent with the annual budget approved by the Council, provided that the Principal and Administration shall not incur any single liability or authorize any single expenditure not already specifically authorized in the approved budget or approved facilities plan, in excess of $30,000 without express Council approval. 

B.2 PRINCIPAL’S & ADMINISTRATION’S EVALUATION 

An effective working relationship between the Principal and Administration and the Council is essential to the successful operation of HAW. The development and maintenance of such a relationship may be assisted by a periodic review of the Principal’s and Administration’s diverse responsibilities accompanied by an appraisal of the Principal’s and Administration’s performance. Based on a process and criteria that are mutually agreeable to the Council and Principal/Administration, the Council will evaluate the Head Administrator’s effectiveness. The evaluation document and procedures to be used will be reviewed and approval annually by the Council and the Principal and Administration. 

B.3 EVALUATION OF OTHER HAW EMPLOYEES 

Based on a process and criteria approved by the Council, the Principal/Director will evaluate the effectiveness of other HAW employees. The evaluation document and procedures, including the schedule for evaluation, will initially be developed by the Principal and the Administration, with the input of faculty and other employees of HAW, and parents, as appropriate. The final form of evaluation document and procedures will be reviewed and approved annually by the Council. 

B.4 BUDGET PROCESS 
A. Council Responsibility. The adoption of the annual operating budget is the responsibility of the Council. 

B. Budget Calendar. For the school year 2012-2013 and thereafter, no later than February 1 the Administration will present to the Council for adoption a specific budget calendar for development of the budget for the following fiscal year. 

C. Initial Public Input. The Administration will sponsor specific budget meeting(s) or Town Hall meeting(s) between March 1 and April 15 to allow the Council to learn of the HAW community’s priorities and what the HAW community of students, employees, parents and other interested citizens believe should be the major focus areas of HAW. Following such meetings, the Council will identify priorities and give general instructions to the Administration to prepare a balanced budget based upon its priorities. 

D. Preliminary Budget and Additional Public Input. No later than May 1, the Administration shall develop and present to the Council a proposed balanced budget (the “Preliminary Budget”) for the following fiscal year, taking into consideration input received from the budget meeting(s) and/or Town Hall(s). After presentation of the first draft of the proposed budget to the Council and incorporation of any additional budget directives from the Council, the Administration shall sponsor at least one additional public meeting or Town Hall to provide the HAW community with an overview of the proposed Preliminary Budget, including priorities and assumptions reflected in the proposed Preliminary Budget. The Administration shall report to the Council regarding any additional input received during such public meeting or Town Hall, and present the “final” Preliminary Budget for approval by the Council. 

E. Adoption of Preliminary Budget. The Council will debate and vote upon the Preliminary Budget submitted by the Finance Committee without further public hearings. 

F. State Budget Conference and Budget Adjustment. The Preliminary Budget approved by the Council shall serve as the basis for the Business Manager and the Administration to develop the final budget submitted to the Public Education Department, following the state budget conference at which final expected revenue figures are provided to all public schools. If the final revenue figures provided at the state budget conference vary by more than 10% from the figures upon which the Preliminary Budget approved by the Council was based, the President of the Governing Council shall call a special meeting to approve a revised Final Budget before submission to the Public Education Department. If the final revenue figures provided at the state budget conference vary by less than 10% from the figures upon which the Preliminary Budget approved by the Council was based, the revised Final Budget as developed by the Administration and the Business Manager shall be submitted to the Public Education Department without further action by the Governing Council, subject to any “Budget Adjustment Requests” which the Governing Council may thereafter adopt. 

G. Final Budget Approval. The Final Budget, as approved by the Public Education Department and the Albuquerque Public Schools Board of Education (as necessary), shall be the “Final Approved Budget”. 

H. Budget Adjustment Requests. The Administration, in consultation with the Business Manager, shall regularly report to the Governing Council regarding the extent to which actual revenues and actual expenditures in the major line items (i.e. those items designated by the Public Education Department as requiring Budget Adjustment Requests for any changes) vary from budgeted amounts reflected in the Final Approved Budget. The Administration shall present any recommended Budget Adjustment Requests to the Governing Council prior to submission to the Public Education Department. No changes to the major budget line items in the Final Approved Budget shall be modified without the approval of the Governing Council. 

B.5 INVESTMENTS 

The Council considers an investment program a critical ingredient of sound fiscal management. The Principal and Administration, in consultation with the Business Manager, shall develop a proposed investment program for HAW funds, to supplement other revenues for the support of HAW. The investment program shall be approved by the Council.
B.6 CONTRACTS AND PURCHASING 

New Mexico law, State Board of Education regulations and charter provisions will govern the issuance of contracts. The President of the Council may sign contractual agreements provided for by resolution or official public action undertaken by the full Council. The Principal and Administration will purchase, rent, lease or otherwise acquire on behalf of HAW all items of tangible personal property, services or construction, and may sign agreements in which HAW has involvement or to which HAW is a party. Unless otherwise authorized by the Council, all agreements relating to state appropriated or state budgeted monies will be submitted to the Principal and Administration for approval and signature. Any purchase, rental or lease of any tangible personal property, construction or service will be strictly in accordance with the applicable federal and state laws and regulations, including the state Procurement Code. The Principal and Administration shall maintain a manual of purchasing policies and procedures, together with applicable statutes and regulations, and pre-approved vendors. 

PROCEDURE B.6.1 PURCHASING 

All purchases which expend public school money (including school activity funds and grant funds) fall under the definition of purchase from public funds and are subject to Chapter 13 Pamphlet 29 NMSA 1978 entitled “Public Purchases and Property,” which includes the Procurement Code, Public Works Contracts and other pertinent legislation. The following information is provided as a general reference. 

The purchase, rental and lease of any tangible personal property or construction that will exceed $30,000 must be formally bid by the Principal and Administration and may not be artificially divided to circumvent this requirement. Exceptions such a patented or copyrighted products, use of existing contracts, or certain statutory exemptions may apply. Freight, installation, rigging, tax, etc. are considered to be part of the cost of the product. Bid documents will be mailed or otherwise distributed by the Principal and Administration, who shall also publish public notice not less than ten calendar days prior to the date set forth for the opening of the bid. The purchase, rental and lease of any tangible personal property or construction, or professional services that exceeds $30,000 cannot be undertaken without first obtaining three quotes. These may be written, faxed or telephoned. Documentation including but not limited to the date, time, company, price, person quoting, model number, etc., freight charges, must be furnished to the Principal, who may recommend or contact additional sources. 

B.7 FISCAL INTEGRITY 

In the event the Council and/or the Principal  and Administration determines additional personnel, programs or initiatives are warranted, no such additions will be made without a corresponding identifiable source of funding. The distribution schedule of funding shall also be taken into consideration in incurring any obligation or commitment. 

B.8 MEDIA CONTACTS 

All communications with the media shall be handled by or under the express direction of the Principal and Administration.

B.9 COMMUNICATIONS WITH STUDENTS, STAFF AND/OR PARENTS 

No general communications which purport to be or are likely to be construed to be issued on behalf of HAW or endorsed by HAW shall be distributed to HAW students, faculty, staff and/or parents, whether by written notice, email notice, telephone, or otherwise, unless the content of such communications shall have been first approved by the Principal or Administration. This procedure shall not apply to communications (i) by faculty to students and/or parents in the ordinary course of their instructional duties, (ii) by the Principal or the Administrators in the ordinary course of their duties, or (iii) by members of the Governing Council, Council committees, or volunteer committees under the supervision of the Principal and Administration which are directed solely to other members of the Council or the relevant committee in connection with the business of the Council or the relevant committee. 

B.10 CONFIDENTIALITY OF PARENT, STUDENT AND STAFF DATA 

No one who has access to information regarding HAW students, parents, staff, Governing Council members, or volunteers as a consequence of their employment by HAW or volunteer work on behalf of HAW shall use such information for personal purposes or for the benefit of any person or entity other than HAW. All such information shall be considered confidential and shall not be disclosed to anyone who is not otherwise authorized to have access to such information. 

SECTION C EMPLOYEE POLICIES 

C.1 EQUAL EMPLOYMENT  

Employment at HAW shall be governed by applicable state and federal laws, including without limitation the New Mexico School Personnel Act, and the policies and procedures adopted by the Council. HAW is an equal opportunity employer. HAW prohibits discrimination and sexual or other harassment in all facets of employment, compensation, promotion, transfer, demotion, layoff, termination or selection for HAW-sponsored training programs. Discriminatory behavior violates state and federal laws and regulations. 

C.2 HIRING PROCESS 

HAW shall endeavor to hire the best possible employees and contract personnel to carry out HAW’s mission, consistent with budget constraints, applicable legal requirements, and time constraints. The hiring process shall be conducted in a fair, objective and consistent manner. If any Council member feels that he or she cannot be fair and objective in connection with any hiring decision, such member shall excuse himself or herself from the deliberations. 

PROCEDURE C.2.1 ADVERTISING OF POSITIONS 

All full-time and part-time employee positions at HAW (including adjunct teaching positions) shall initially be advertised at least one time in the Albuquerque Journal, and in such other publications as the Principal and Administration shall determine, subject to the following sentence. If an applicant for a newly created or vacant position has already been employed by HAW as an independent contractor or part-time employee in a related capacity with similar duties and responsibilities, and the Council determines that advertising the newly created or vacant position would, because of the associated time delays, jeopardize the ability of HAW to carry out its mission, the Administration may waive the necessity of advertising. 

PROCEDURE C.2.2 EMPLOYEE INTERVIEW AND HIRING PROCESS 

The Administration with the assistance of the Principal shall screen all resumes and applications submitted for any staff positions, including the senior administrator/s and interview potential candidates who appear to meet the minimum qualifications for the position. The Administration shall recommend to the Council any candidates for teaching positions, and the recommended salary to be offered to such candidates. 
PROCEDURE C.2.3 APPROVAL OF HIRING AND WRITTEN CONTRACTS  

The Governing Council shall approve annual salary for all employment positions at HAW, including substitute teachers and other temporary employees. The Governing Council shall approve the hiring of all employees at HAW (full-time, part-time, certified, non-certified, and at-will), other than substitute teachers and other temporary employees, after considering recommendations from the Principal. The Principal is authorized to hire substitute teachers and temporary employees, provided that all such hiring such otherwise comply with applicable law and other HAW policies and procedures. All HAW employees (other than substitute teachers and other short-term, non-certified temporary employees) shall execute written employment contracts with HAW, which shall be signed by the employee and two school officials (Administrator, Principal, or Business Manager). The Council shall approve the form of all employment contracts with HAW employees, which shall comply with the School Personnel Act, NMSA 1978, Sections 22-10-1 et seq. and expressly set forth the salary, and period of employment. Employment shall not begin until such employment contracts have been executed, unless emergency circumstances require emergency hiring actions, in which event the Governing Council shall formally ratify any hiring decisions with an effective employment date earlier than the execution date of the employment contract at the next Governing Council meeting. Copies of each employee’s employment contract shall be maintained in the employee’s individual personnel file (in a master employment file maintained by the business office). 

PROCEDURE C.2.4 AT WILL EMPLOYMENT 

Unless otherwise approved by the Council, all employees of HAW, other than the Principal, Administration, and certified school employees (including part-time and adjunct faculty), shall be hired on an “at will” basis, and can be dismissed at any time with or without cause, provided that, pursuant to NMSA 1978, any employee who has been employed by HAW for three consecutive years may not be terminated without just cause. The employment contract for an “at will” employee shall reflect such employee’s at will status. 

PROCEDURE C.2.5 TERMINATION OF EMPLOYMENT 

HAW will comply with the provisions of the School Personnel Act and other applicable law in relation to termination of the employment of school employees. Termination of the employment of all employees, including the employment of the contracts of all personnel contracted to provide support services to HAW on a non-employee basis shall be effected by the governing council. Termination by HAW of the employment of any HAW employee, either unilaterally by HAW or by mutual consent, will be recorded in writing and a copy given to the employee. Written resignation shall be requested from an employee resigning their employment with HAW. An employee or contractor whose employment or contract is terminated by HAW other than by mutual agreement shall be deemed forthwith upon such termination to have relinquished membership of the HAW Governing Council, any Council committee and any HAW committee or group directed by or under the supervision of any HAW staff or Council member. The spouse or family member of any employee or contractor whose employment or contract is terminated as aforesaid shall likewise be deemed forthwith upon such termination to have relinquished membership of any such committee or group. Immediately after cessation of employment for any reason whatsoever, no employee shall have unsupervised access to any material (comprising books, records, computer data and other property of whatsoever nature) on HAW premises. The Principal or nominee shall accompany the employee to secure removal of personal items only. If there is any doubt as to whether any material constitutes personal items of the employee, the material shall remain with HAW pending resolution save that photocopies of disputed documentation may be made at the employee’s expense and the copies may be removed by the employee. 

C.3 EMPLOYEE CONFLICT OF INTEREST 

Employees are prohibited from using confidential information acquired by virtue of their associations with HAW for their individual or another’s private gain. Employees are prohibited from requesting or receiving and accepting a gift or loan for themselves or another that tends to influence them or appear to influence them in the discharge of their duties as employees. Business with suppliers to HAW will not be influenced or appear to be influenced by an employee’s financial interest. Employees must not engage in activities which violate federal, state or local laws or which, in any way, diminish the integrity, efficiency, or discipline at HAW. 

C.4 REQUIREMENTS FOR SUBSTITUTE TEACHERS 

All persons applying to become substitute teachers at HAW must be licensed as a substitute teacher by the state board of education. Wherever possible, HAW will give preference to hiring substitute teachers who have prior teaching experience, either as full time teachers, substitute or part time teachers, or teaching assistants in a public or private school setting. Additionally, HAW will also consider applicants who are currently in an accredited teacher-training program. HAW will go beyond state age requirements to require that all of our substitute teachers in grades K-6 be at least 21 years of age at the time of employment as a substitute teacher at HAW. Applicants will also have submitted to a fingerprint-based background check, as stipulated by New Mexico state licensure procedures. An applicant’s qualifications for substitute teaching at HAW will be determined through an interview process with our Principal and Administration. In order to assure high- quality teaching, each substitute teacher will be periodically evaluated by the Principal.

C.5 GRIEVANCE PROCEDURE

A complaint regarding a violation of Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act, and the New Mexico Human Rights Act, in an employment decision will be subject to a grievance procedure that provides for the prompt and equitable resolution of the dispute. The grievance procedure will follow these steps: 

A. The grievant will file a written complaint, stating the specific facts of his/her grievance, the alleged discriminatory act, and the remedy requested with the Principal. 

B. The Principal will make all reasonable efforts to resolve the matter informally at the administrative level most immediate to the complaint. 

C. In the event that the complaint cannot be resolved informally, HAW will convene an informal hearing no later than ten (10) working days after the filing of the complaint. At said hearing, both the grievant and the administrator responsible for the disputed action may present testimony and documents relevant to the complaint. Witnesses may be called and cross examined. Within ten (10) working days of the hearing, the hearing officer will provide a written copy of their determination to both parties. The grievant may appeal the outcome of the hearing to the Governing Council within ten (10) working days of the receipt of the determination. The appeal must be in writing. It must be submitted with copies of the original complaint, the minutes of the hearing and the written determination. The Governing Council may, at its discretion, convene within ten (10) working days a second hearing at which the parties may present additional testimony and argument. 

D. Within ten (10) working days of a second hearing, the Governing Council will provide both parties with a written decision. 

E. If, at this or any other point, the grievance has not been satisfactorily resolved, further appeal may be made to the Office for Civil Rights, Region VIII, 1244 Speer Blvd., Suite # 310, Denver, Colorado 80204-3582. F. Timelines set forth herein may be waived upon mutual assent or a showing of good cause. 

Employees of HAW will be informed of Section 504, the Americans with Disabilities Act and the relevant HAW Policy and that a complaint may be filed without reprisal by the Governing Council or any of its employees or agents. The grievant will be notified of his/her rights of appeal at each step of the process. 

Cross Ref.: Governing Council Policy A.2 Physical Access for Students, Parents, and Employees with Disabilities directive 
C.6 EMPLOYEE COLLECTIVE ORGANIZATION 
Horizon Academy West does not interfere in employees' rights to organize collectively.

Approved: 5/20/14

SECTION D FINANCIAL MANAGEMENT POLICIES  
PSAB Supplement 1- Budget Planning, Preparation and Maintenance

6.20.2.11 D. NMAC Basis of accounting: In accordance with GASB 34, school districts shall use a full accrual basis of accounting in preparation of annual financial statements and cash basis of accounting for budgeting and reporting.  There is one exception to the cash basis of accounting, which is summer payroll.  Although contracts are from July 1 to June 30, contracts are paid through July sometimes August.  These payments in those months are accrued as of June 30 and paid throughout July and August.  Therefore the school uses Modified Cash Basis of Accounting for budgeting and reporting purposes.  
Minimum salary requirement for Educational Assistants has changed from $12,000 to $15,000. 

PSAB Supplement 2- Internal Control Structure

For the School’s Internal Controls and Procedures, see attachments at the end. 
The School uses Aptafund for its Financial Management System.  There is a Manual of procedures available from Aptafund.

There is Computer Data policies available with the general school’s policies. 

PSAB Supplement 3- Uniform Chart of Accounts

No additions/changes. 

PSAB Supplement 4- Federal and State Grants

No additions/changes.

PSAB Supplement 5- Financial Statements

As mentioned in Supplement 1, the school uses Modified Cash Basis of Accounting for budgeting and reporting purposes at June 30.

PSAB Supplement 6- Financial and Compliance Audit

No additions/changes. 

PSAB Supplement 7- Cash Controls

See the policies and procedures for additions/changes.

PSAB Supplement 8- Public Fund Deposits and Investments

No additions/changes to the Deposits section. 

At this time the school does not hold any investments, therefore this section does not apply. 

PSAB Supplement 9- Instructional Materials

No additions/changes. 
PSAB Supplement 10- Warehouse/Supply Inventory

Due to the small size of the School, it does not maintain an inventory warehouse.  General supplies that are purchased are disbursed to employees.  There is a cabinet that the Office Manager maintains with office supplies, which is kept locked.   Maintenance supplies are on hand and kept locked in the Director’s office.  The custodians are the only employees that have access to remove the maintenance supplies.      

PSAB Supplement 11- Insurance

No additions/changes. 

PSAB Supplement 12- Capital Assets

See the policies and procedures for additions/changes. 

PSAB Supplement 13- Purchasing

See the policies and procedures for additions/changes.

PSAB Supplement 14- Payroll

See the policies and procedures for additions/changes.

PSAB Supplement 15- Unassigned

PSAB Supplement 16- Bonds, Capital Projects and Debt Service

Charter schools are not allowed to acquire debt at this time. 

PSAB Supplement 17- Student Nutrition

The School administers a food service program, however all functions including inventory, delivery and storage of food is outsourced to a Contractor. 

PSAB Supplement 18- Student Activity and Athletics

See the policies and procedures for additions/changes.

PSAB Supplement 19- Transportation

At this time the School does not provide Transportation services to its students, therefore this section does not apply. 

PSAB Supplement 20- Training and Travel

See the policies and procedures for additions/changes.

PSAB Supplement 21- Records, Retention and Disposition

The School is in the process of setting policies and procedures. 
Policies and Procedures
Internal Control Structure 

Horizon Academy West Charter School (the School) has established and continues to maintain an internal control structure over all assets. The internal control structure consists of policies and procedures established to provide reasonable assurance of safeguarding assets, providing reliable financial information, promoting operational efficiency and ensuring compliance with laws, regulations and established policies and procedures.  The School has designed and implemented its internal control structure to adhere to the Committee of Sponsoring Organizations (COSO) Internal Control Integrated Framework.  The structure includes the control environment (see below), the constant evaluation of what risks are present and how to respond to those risks (risk assessment), the consideration of flow of information and how it is communicated upstream and downstream within the School (information and communication), the specific key controls in place for each significant transaction class to ensure safeguarding of assets and reliable financial reporting (control activities), and the continued monitoring of the internal control structure of the School and evaluation of the four aforementioned elements (monitoring). 
The School has established the control environment so that it reflects the overall attitude, awareness, and actions of the Governing Council, management and others concerning the importance of control and its emphasis within the School.  It is policy to ensure that the control environment provides for strong administrative governance.  The School makes every effort to set an honest and ethical tone that is demonstrated at every level.       
Governing Council Reporting

The Governing Council shall appoint a finance committee to meet monthly to review financial reports that include, but are not limited to: 

· Vouchers

· BARS

· Bank Reconciliations

· Regulatory Reporting (Quarterly and Annual)

· Balance Sheet and Statement of Revenue, Expenditures and Change in Fund Balance

· Revenue and Expenditure budgetary statements

The finance committee will report to the Governing Council with any findings, exceptions, or deviations noted in the above.  The Governing Council will approve all vouchers and BARs.  

Organizational Structure 

The assignment of duties to staff members and/or contractors who have access to the School’s financial management system will be done with the intent of limiting the ability of any one person to cause or conceal errors or irregularities. Working within certain limitations, including staff size, incompatible functions are not assigned to any one person. Due to the small size of staff, added administrative review and oversight procedures will act as a mitigating control. Although the financial management function is assigned to the Business Manager in terms of this policy, the Director and Principal retains overall control and authority and the Business Manager at all times acts under the direction and supervision of the Director and Principal and subject to any limitations (particularly in relation to authority to contract for goods or services) as the Principal deems appropriate. 
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Cash

All operational monies received are receipted by the Office Manager, including activity funds and cafeteria funds.  All monies are receipted using pre numbered receipts and are deposited into the bank account within 24 hours.  Exceptions to using the pre numbered receipts are all wire deposits.  These funds are entered directly into Aptafund.  All bank accounts are reconciled on a monthly basis.   

Capital assets

Capital assets inventory listing is maintained by the Business Manager.  All assets purchased with an individual cost of $5,000 or more are included on the listing and depreciated over the assets estimated useful life using the straight-line depreciation method. The cost basis of assets includes all charges relating to the purchase of the asset and placing it in service, including the purchase price, freight charges, and installation, if applicable.  Expenditures incurred in connection with maintaining an existing facility or equipment in good working order is expensed as a repair if the cost is less than $5,000. 
The purchase of capital assets is initiated using the same policies and procedures as all other purchases. 

 The School maintains the listing in excel due to the small quantity of assets.  At the end of every fiscal year the Technology Coordinator conducts a physical inventory of items on the listing.  The Business Manager compares the physical inventory to the capital asset listing.  

Purchasing 

Governing Council authorizes the Director and Principal to approve vouchers for payment prior to a board meeting.  A summary listing of the vouchers shall be presented to the School Board at its next regular meeting for formal approval and entry in minutes. 

Goods and services under $20,000 may be obtained from the best obtainable source, considering cost, service, delivery, and prior use of similar goods. 
For purchases of tangible items between $20,000 -$60,000: Three quotes must be obtained in writing. All quotes must be documented on the purchase requisition, and the chosen vendor must be noted. If the lowest bidder is not utilized, the reason for the selection must be documented on the purchase requisition. Any supporting documents relating to the quotes must be attached to the purchase requisition. 

Competitive bids must be obtained on a request for proposal form and in accordance with New Mexico State Statute for purchases exceeding the following thresholds: 
· Tangible items and nonprofessional services estimated to cost more than $60,000. 

· Professional services estimated to cost more than $60,000. 

· When applicable, the "Piggy Back" process will be utilized in accordance with New Mexico State Statute Section 13-1-129 NMSA. 

There are several items that are exempt from the Procurement Code which are listed in Section 13-1-98, NMSA, 1978 Compilation. 
Initiating Purchases
A requisition is submitted from any employee to the Office Manager.  The Office Manager enters the requisition in Aptafund and the Principal must approve or reject.  The Business Manager is notified of all approved requisitions and issues the purchase order.  The Office Manager notifies the employee of the approved purchase order and the employee orders the goods/services.  

A purchase is exempt from the above process when it is: a recurring purchase, a reimbursement payment, or a student activity disbursement, the normal purchasing process does not need to be followed. In any of these instances, the following procedures are followed: 
· For recurring payments, no purchase requisition or purchase order is required, but recommended for encumbrance purposes.  Budget must be verified and available before purchase or approval of contract.  

· For reimbursements, student activity disbursement or other items that are exempt from the procurement code, the requestor must complete a requisition form prior to purchase and submit the supporting documentation to the Office Manager.  The requisition must be approved by the Principal or Director.  

Some examples of recurring and reimbursements: Utilities, state mandated inspections, software licenses, board approved contract services, employee purchases of supplies.   
When goods or services are received, the employee or Office Manager verifies the receipt of goods by signing a packing slip or invoice.  The Office Manager gives the supporting documentation to the Business Manager for payment. 
Purchase Order Changes: All purchase order changes must be approved by the Director, except if the change is only for increase in price and the price increase is under $25.  In those instances the Business Manager can make change to PO. Purchase does not need to be updated to include tax or shipping charge. 
Payroll 

The Director and Principal are responsible for monitoring the hiring of personnel, authorizing salaries, initiating employment contracts, and maintaining the staffing levels approved in the annual budget.  At the beginning of each fiscal year, the Principal is responsible for all new employee contracts and at will employee documentation.  Copies are given to the Office Manager and Business Manager.  The Office Manager maintains all personnel files and access to these files is restricted to authorized staff.   All payroll information is kept in a locked filing cabinet. 
The Business Manager enters all contracts into Aptafund for payroll processing and encumbrance purposes, including new employee information.     

Journal Entries

Business Manager will enter journal entries on an as needed basis. 

Printed journal entry is to be given to the Principal for review.  Any supporting documentation used should be attached to the journal entry. 

Travel and Per Diem

Employees and Governing Council members of the school may be entitled to per diem or reimbursement of registration fees, mileage, and other costs associated with authorized trips for official school business. 

All travel (in state and out of state) must be approved in advance by the Director and/or Principal for reimbursement to be authorized.  Per Diem or actual expenses in lieu of the per diem where overnight travel is required will be approved by a signed travel reimbursement form.  
All per diem and reimbursements are processed in accordance with the Per Diem and Mileage Act.  Although the school is considered a local agency, the school will follow the State’s requirement of reimbursing at 80% of the internal revenue service standard mileage rate set January 1 of the previous year versus 100%. 

FUND BALANCE REPORTING AND FUND TYPE DEFINITIONS

The objective of GASB 54, is to enhance the usefulness of fund balance information by providing clearer fund balance classifications that can be more consistently applied in financial statements and to clarify the existing governmental fund type definitions.
The Uniform Chart of Accounts as well the as The Uniform Chart of Accounts Supplement, as set for by Public Education Department (PED), serves to summarize the PED Terms for the GASB 54 categories and PED Fund numbers; which is uniform for all New Mexico Public School Districts and Charter Schools.

1. Classifications of Funds

A. Nonspendable: The initial distinction that is made in reporting fund balance information is identifying amounts that are considered nonspendable, such as fund balances associated with inventories or are legally or contractually required to remain intact. The following categories of Horizon Academy West Charter School (The Charter) funds are hereby declared "nonspendable:"
· Inventory – These assets are associated with supplies line items 56113, 56116, 56117, 56118, and 57332.

B. Spendable: The second fund distinction is classified as "spendable" funds in the categories of restricted, committed, assigned, and unassigned based upon the relative strength of the constraints that control how specific amounts can be spent.

(1) Restricted: The restricted fund balance category of spendable funds include amounts that can be spent only for the specific purposes stipulated by statute, ordinance, or enabling legislation. Assigned fund balances (amounts carried forward) in this category represent the remaining amount that is restricted for future use in the specific assigned fund category.

These include:

· 13000, Transportation

· 14000, Instructional Materials

· 21000, Food Service

· 22000, Athletics

· 24000, Federal Flow-through Grants

· 25000, Federal Direct Grants

· 26000, Local Grants

· 27000, State Flow-through Grants

· 28000, State Direct Grants

· 29000, Combined Local/State Grants

· 30000, Capital Outlay

· 40000, Debt Service 

 (2) Committed: The committed fund balance category of spendable funds includes amounts for specific purposes by formal action of the Governing Council of the Charter. The Charter currently has the following "committed" fund category:

Budgeted expenditures for the subsequent year as indicated on the Schools budget.

(3) Assigned: The assigned fund balance category of spendable funds includes amounts that are intended to be spent for specific purposes, but are not restricted or committed. Therefore, the Charter has assigned these balances to a specific purpose, but has latitude in spending the funds for general fund requirements when the Governing Council approves their budget.  Additionally, assigned fund balance cannot be greater than the total fund balance less the sum of Nonspendable, restricted and committed. Furthermore, the Governing Council has delegated the authority to assign fund balance to its Business & Finance Director. Assignment procedures will consist of the maintenance of a GASB 54 spreadsheet, which will allow for the proper classification of fund balance in the financial statements, including assignments.

(4) Unassigned: The unassigned fund balance category of spendable funds include amounts that that have not been assigned to other funds and that have not been restricted, committed or assigned to specific purposes within the Operational Fund, (11000 Fund). The Operational Fund (11000) is the only fund that reports a positive or negative unassigned fund balance. An unassigned fund can only occur in other funds if a negative fund balance has occurred because assigned, committed or restricted amounts are too high. If a negative unassigned amount occurs, the assigned, committed or restricted amounts will be reduced until the negative is cleared.
2. Fund Balance Disclosures:
C. The authority for the expenditure of all funds spendable is the current budget in force and approved by the Governing Council. The Governing Council may rescind or modify a balance limitation by taking a formal action to modify the budget and obtain PED approval of the adjustment.

D. Regarding the Charter’s spending policies, in all cases, restricted, then committed, and then assigned fund balances are to be expended in that order, prior to infusion and expenditure of any general (unassigned) funds designated for supplementing any given department. In this manner restricted, committed, and assigned balances, if any, must be spent first before any unassigned general funds are used for the intended purposes of the fund number. In this manner, only after restricted, committed, or assigned funds are expended will the Governing Council permit general unassigned funds be spent to meet a specific fund's objectives. These general funds are to be returned to the general unassigned pool at the close of each fiscal year for appropriation in the subsequent year. 

SECTION E SAFETY POLICY

E.1 STATEMENT OF  SAFETY POLICY  
The HAW policy is to take all practical steps to safeguard employees, students, and the public from accidents and to provide a safe, healthy work and educational environment.  
E.2 COMPLIANCE WITH LAWS 
It is the intent of HAW to adopt and implement applicable provisions of the APS School Safety Manual, with changes as are appropriate to HAW. The manual discusses general procedures and includes sections that are designed to comply with specific laws and regulations. The HAW school safety procedures are designed to augment and enhance the APS Safety Plan, especially in the area of Violence Prevention and Security. A variety of governmental regulations apply to safety and health. These laws are changed and modified periodically. Designated personnel will be responsible for monitoring these laws and assuring HAW’s facilities and operations come into compliance. OSHA laws for particular hazards require periodic instruction. The Principal will schedule time for training, orientation and safety topics.

PROCEDURE E.2.1 SAFETY GUIDELINES FOR SCHOOL SITE

A. Drawing(s) clearly showing escape routes must be posted near the exit(s) of each room. B. Doors that are not exits, but may be mistaken for exits, must have a sign saying "Not a Fire Exit." C. The Principal  or his/her designee is responsible for sounding the fire alarm. This procedure tests the alarm system also.  

D. Teachers, custodians and all other employees should have definite assigned responsibilities during a fire drill. E. Restrooms must be checked for stragglers. F. The last person to leave the room should close the door to the hall, if time allows. G. Employee(s) should be designated to turn off all fans, eliminate drafts and stand by to assist the Fire Department should there be a fire. H. The fire lanes must be clear and there must be access to the school. I. Students should exit in an orderly manner with the teacher following the class. J. Students should not carry clothing or books. K. Teachers should carry class attendance records or enrollment cards outside. Attendance should be checked to be sure no one is missing. Missing students should be reported to the Principal or designee immediately. L. Students should assemble at a safe distance from the building and wait for the "return to the building" signal. Classes should evacuate at least 50 feet from the building. M. The fire alarm must be unique in sound and audible in all parts of the buildings.  

N. Exit signs must be illuminated constantly. O. Exit doors must open out and be equipped with panic hardware. P. Doors should never be locked or blocked during school hours or during an assembly after school hours. Q. HAW shall prepare an individualized evacuation plan to address the needs of any disabled students. The Students with Disabilities Evacuation Plan should include the individualized plan for hearing impaired, wheelchair confined, or otherwise disabled students. R. No students should be left in a building during a drill or actual emergency. Students should not be allowed to return to a building to retrieve possessions. S. It is the Principal’s duty to inspect all exit facilities in order to ensure that all stairways, doors and other exits are in proper condition. T. Substitute teachers should be informed of fire drill methods at the time of work assignment. U. Safety Committee will conduct occasional fire drills with the lights out (Black-Out-Drills) in buildings containing rooms without exterior windows. V. The Principal or designee must notify the appropriate emergency responder if an emergency requires evacuation. All fires should be reported to the Fire Department. If dismissal is necessary, refer to the Emergency Dismissal procedure.  

W. The APS Fire and Disaster Emergency Plan is a working synopsis of laws and regulations. It also discusses various types of emergencies and response procedures which must be implemented at all schools, including HAW. The HAW Safety Committee will adopt a site-specific plan at the earliest opportunity, taking into consideration those elements of the APS Plan which are appropriate to HAW.
PROCEDURE E.2.2 DISASTER RECOVERY PLAN  
Horizon Academy West acknowledges that all student and financial records are subject to the Public Records Act, 14-3-1 et seq. NMSA 1978 and disaster recovery requirements outlined in 1.13.20 et seq. NMAC.  Pursuant to the internal control standards outlined in 6.20.2 et seq. NMAC, student and financial records are safeguarded in fireproof file cabinets to ensure no damage will be incurred in the case of disaster.  In the unlikely event of a catastrophic infrastructure and / or server failure, this document shall serve as a guide for the restoration of the infrastructure and / or computer network which resides at the school site. 

INFRASTRUCTURE OR BUILDING DAMAGE

Horizon Academy West is committed to following the established Safe School policies and / or procedures which outline steps that deal with emergencies.  Any emergency which is building related should be directed to the individuals identified in the contact list below.

DATA AND NETWORK RECOVERY

The schools financial system is APTA Fund.  The system is browser based and all backup is done by the host system located in Tucson Arizona.  Therefore, the school benefits from off-site storage for program and data files which are backed up daily and can be restored and worked on remotely.   All student and administrative files/programs are stored on a Network Attached Storage (NAS) which will be backed-up weekly and stored off premises by the Technology Coordinator. 


Backup Resources

-
As stated above, APTA Fund safeguards its daily backups at an offsite storage facility housed in the administrative office in Tucson Arizona.

-
All files which are created by administrative staff on individual workstations are copied to the NAS once a week. This NAS will be kept in a fire proof safe on-site to ensure data stored can be retrieved and recovered.

Restoration Process

-
All restoration efforts shall be coordinated locally by the school technology coordinator and administration. 

-
The school technology Coordinator shall construct a priority list to develop a strategic plan for network/data recovery.

-
The school technology coordinator shall inform the Principal/Director of the findings and the plan for network/data recovery.

-
Suggested restoration steps of network components shall consist of the following: 

1. network core (servers, firewalls, hubs, switches, routers, and cabling) – restoring data base. 

2. web and email servers, network print services critical workstations

3. classroom and lab instructional workstations

Administration will view strategic plan from Tech coordinator and work with insurance to recover what is covered and use emergency funding if necessary to cover costs. 

CONTACT LIST

The Principal/Director should be contacted as soon as possible if a building or other infrastructure disaster occurs:

PROCEDURE E.2.3 SAFETY COMMITTEE AND ACCOUNTABILITIES  

The Safety Committee shall be chosen by the school faculty in collaboration with the Principal  at the beginning of each school year. Responsibilities and membership of the committee shall be detailed in the school safety manual. HAW may expand the Safety Committee to include parents, local law enforcement and emergency response personnel and other interested persons. The responsibilities of the Safety Committee shall include:

• Development of a long-range health and safety plan consistent with applicable State Board of Education rules, regulations and standards, including recognized school safety and OSHA directives.

• Assignment of authority and responsibility to employees who are the key individuals in the success of the safety program.  

• Outlining the responsibilities of employees and students in the accident prevention scheme.

• Assignment of authority and responsibility to employees for safety training. All employees and students should be trained in all aspects of safety procedures and policies of HAW, and should be trained to perform their duties in the safest and most efficient manner.  

• Preparation of emergency response plans for emergencies such as Fire, Chemical Spill, Injury, Bomb Threat or Threat of Violence. The Safety Committee shall involve local emergency response agencies in such contingency planning.

• Development of the school safety manual, which shall include more detailed, site specific procedures for addressing general policies and procedures reflected in the Governing Council’s policies and procedures.

PROCEDURE E.2.4 FIRE PREVENTION PLAN 
A.  Frequency of Fire Drills 1. There will be one (1) drill per week during the first month of school and one (1) per month for the following months. 2. An obstructed drill should be conducted every six (6) months. One or more exits are blocked prior to the drill. Students should not know in advance that an obstructed drill will occur. 3. There should be at least one (1) drill during each year when students are in the cafeterias or in the hallways during changes of classes. If the school contains an auditorium, there should be a fire drill during the use of that facility.  

B.  Fire Drill Records 1.  Document completion of all fire drills including date, time, rooms evacuated and time from initiation of drill to verification of building evacuation.  The most recent three years of fire drill records should be maintained on site for review and older records permanently archived. 2.  Any fire safety equipment found to be inoperable during fire drills must be documented and repaired immediately. C.  Fire Marshal Inspection. The laws governing each jurisdiction apply to the specific location. The 1991 Life Safety Code and the Uniform Fire Code are the current reference for all jurisdictions. The inspectors will report to the Principal’s office, and the Principal or the designee will conduct the inspection around the campus. If violations are found at the school, the Principal or designee will sign a violation form. A copy of the report will be available as required. After the time allowed by the inspector, the campus is subject to a re-inspection to determine if the situation has been corrected.

PROCEDURE E.2.5 OSHA INJURY REPORTS AND RECORD KEEPING 
OSHA standard 29 CFR 1904 requires an employer to keep and maintain records of accidents. Record keeping may also assist in determining high-risk areas and the effectiveness of the accident prevention program. This duty must be assigned to a knowledgeable person before the start of operations.

PROCEDURE E.2.6 ON-THE-JOB EMPLOYEE INJURIES  

A. General Reporting Requirements The employee chosen to perform OSHA record keeping will complete the First Report of Accident form (NM WCA FORM E1.2) required by the Labor and Industrial Commission of New Mexico as soon as possible after the accident. By state law, an employee must declare the job-related injury within 15 calendar days of the injury, or knowledge of the injury, in order to receive compensation benefits. If these procedures are not followed, the claim for benefits may be denied. Employees are encouraged to use the Notice of Injury form to report the injury (or suspected injury) in order to protect their rights. An employee may use the form if he/she has a strain or non-traumatic injury that they feel may worsen.  HAW will keep these forms in a centralized location. 
B.  Procedures for Handling Employee Injuries Requiring Emergency Medical Attention 1.Those not injured should: • render first aid • call 911 if necessary 2. If you are injured, and able to drive yourself, or be driven by another employee: • go to the nearest emergency room. • advise the caregiver that you are an employee with a work-related injury. 3. Under all circumstances, notify the HAW office as soon as possible after receiving care to get the Workers’ Compensation paperwork started. 
C. For Non-Emergency Injuries: 1. Report injury to Principal or designee and fill out Notice of Accident form. 2. Depending upon the nature of your injuries, you may be advised to seek medical treatment. HAW may direct that you use a particular doctor for non-emergency care for the first 60 days of care (following emergency care), so check with the Principal or designee before seeking non-emergency medical care. 3. At the clinic, advise the caregiver that you are an employee with a work-related injury. 4. Notify HAW staff as soon as possible after receiving care to get Workers’ Compensation paperwork started. 
D. Worker’s Compensation for On the Job Injuries. 1. General Information: • HAW’s worker’s compensation insurance will pay authorized medical expenses that result from a work-related injury, provided that the employee obtains services from the doctor or other medical care provider(s) authorized by HAW and/or its workers’ compensation insurer to provide medical care for job-related injuries or illnesses. • If an employee loses more than seven working days, the employee is entitled to receive up to two-thirds of his or her regular pay up to a maximum determined by the New Mexico Department of Labor. This is called indemnity pay. • The employee will start receiving indemnity pay within 14 days of the E1.2 form being filed (not necessarily the injury), which form is filled out by the HAW office. If hospitalized, the employee may make an appropriate report by telephone to the HAW office. • The first seven calendar days lost are not compensated (under New Mexico Workers Compensation laws), unless the employee is disabled for more than four weeks from the date of the injury. • The employee may use accrued sick leave (or Short Term Disability, if applicable) to make up the difference between indemnity pay and regular pay. 

2. Notification process: • The employee must notify HAW or his or her supervisor in writing within 15 days or the employee may lose Workers’ Compensation benefits. • The employee must fill out a Notice of Accident form, have his or her supervisor sign it, turn the original in to the HAW office, and keep a copy. The Principal or designee has copies of the Notice of Accident form available for employees. • If the employee later needs medical attention for this accident, the employee will be covered under Workers’ Compensation for up to 12 months as long as the employee notified his or her supervisor within 15 days of the accident. 

3. Non-compensable Injuries: Injuries due to intoxication, willfulness or intention of the worker are non-compensable under worker’s compensation laws. 

4. False Claims: Any employee who knowingly files a false claim can be criminally prosecuted. 

PROCEDURE E.2.7 STUDENT EMERGENCY MEDICAL CARE 

A. Assessment of Need and Notice to Parents. In the event of student injury or illness, priority must be given to the immediate care of the student, and the following actions will be taken (these actions also apply to suspected drug or alcohol overdose): 1. The school nurse (or designated first aid provider) if available, should evaluate the student's condition and provide first aid as necessary. 2. If the school nurse (or designated first aid provider) is not available, the health assistant or person designated by the Principal will provide first aid. First aid guidelines in the New Mexico School Health Manual will be followed by HAW. 

3. Every attempt should be made to notify the parents or guardian. HAW shall keep the Student Emergency Information forms on file at the main HAW office. 

B. Medical Emergency Care and Procedures. In any situation requiring medical care beyond minor first aid: 

1. The Emergency Medical Service or paramedics, telephone 911, will be called immediately for such conditions as profuse bleeding, cessation or obstruction of breathing, deep shock, head injury with deep unconsciousness, electric shock, and heart attack or any other life threatening condition. 2. Parents are responsible for ambulance and emergency room fees. 3. Students can be transported by car if the medical condition is not life threatening, yet beyond simple first aid treatment. The vehicle owner must carry insurance in compliance with New Mexico state law. 4. Any emergency requiring medical care emergency services, or resulting from an accident, should be reported to the HAW office on the Student Accident Report form. The report should be submitted in the event a medical referral is necessary or there are unusual circumstances surrounding the incident. 5. The Student Accident Report form should be submitted to the HAW office, and a copy placed in the student’s cumulative record. If applicable, a copy of the Student Accident Report should be attached to the Major Incident Report form and distributed to any required APS and/or State Department of Education offices. 6. A student requiring additional medical care should not be sent home until a parent or guardian has been contacted and the student can be personally supervised by a responsible adult. 7. Staff must document all care, calls and parental contacts associated with student medical care. 8. It is the responsibility of the Principal to collect and analyze the data from student accident reports so that safety hazards can be identified and corrected. 

PROCEDURE E.2.8 EMERGENCY HAZARD REPORTING 
Examples of emergency situations include gas leaks, fires, structural failure, blocked plumbing, loss of electrical power, broken glass in doors and windows or any other situation that presents immediate danger to persons, has the potential for appreciable financial loss or otherwise seriously hampers the educational program. In the event of a hazard that threatens the well being of staff, students or visitors, the Principal or designee shall take the following actions: 
A. When there is a situation that requires immediate response to protect the safety of staff, students, or visitors the Principal or designee will call the emergency response phone number: 911. 

B. Indicate if the situation has caused an injury, an accident, or has the potential to cause a serious injury. 

C. The Principal or designee should take preventive action to minimize danger. The Principal or designee should warn the staff and students of the hazard and may have to set up special supervision until it can be corrected. Rooms may have to be closed or barricades placed around a dangerous area. D. The Principal should monitor accident reports at the school location to determine if uncontrolled situations are leading to accidents. The Principal might use the Safety Committee to identify potential hazards. 

PROCEDURE E.2.9 ACCIDENT ANALYSIS  

The HAW school safety manual shall contain accident investigation procedures so that every accident may be investigated promptly and efficiently so that the cause may be determined. 

PROCEDURE E.2.10 INSPECTIONS 
The HAW school safety manual shall state who is responsible for self-inspections in each building, what to look for, methods of evaluation and frequency of inspections. 

PROCEDURE E.2.11 HAZARD IDENTIFICATION 
The HAW school safety manual will provide the Principal with a tool for continuous monitoring and early detection of hazards. 

PROCEDURE E.2.12 HAZARDOUS MATERIALS 
Employees are required to receive instruction about chemicals that they may use. New employees receive orientation. The Material Safety Data Sheets for chemicals used on site should be filed and maintained by a competent person assigned to that task. MSDS's must be available to employees, police and medical care providers on an as-needed basis. HAW should not have chemicals in sufficient quantity or toxicity that would endanger students. Schools also should have spill kits located in science laboratories and workrooms to handle problems locally. HAW should contact a licensed disposal company to dispose of science laboratory, photo laboratory and auto shop chemicals. The Principal or designee should contact a licensed recycler to dispose of waste oil. APS Risk Management gathers, stores and inventories hazardous waste. Risk Management completes EPA required paper work, arranges for disposal, and pays to have chemicals disposed. Current EPA fines are $20,000 a day for willful violations. All APS departments, schools and Facilities Planning and Operations Departments must contact Risk Management for proper disposal of hazardous waste. HAW should utilize this option for waste disposal, if possible. The Principal shall determine the most expeditious and cost-effective plan for addressing potential chemical or other hazardous material problems at HAW. This may involve working with the APS Safety office (842-3767) and/or other local government agencies or commercial service providers. Any chemical exposure that may endanger or may have endangered the health and safety of any staff member, student, or visitor should be reported to the Principal or designee, who will take appropriate action. Affected staff members will be referred to an Emergency Medical Clinic (as designated by the Principal and consistent with HAW’s insurance program) for evaluation. Individuals complaining of headache, nausea, eye irritation, dizziness, burning, etc. should be referred for first aid and/or medical care as appropriate. 

All “tight building", "sick building syndrome," and similar air quality complaints should be referred to the Principal , who will take appropriate action. 

PROCEDURE E.2.13 PESTICIDE USE 
A. General Requirements Regarding Use. 

HAW shall comply with applicable State Board of Education regulations (set forth at 6.30.2.10E(4), NMAC). Without limiting the generality of the foregoing, no pesticide or pest control device may be used on school property except those pesticides and devices currently registered for legal use in the state by the New Mexico Department of Agriculture, and all applications administered must be applied by certified and licensed personnel. Pesticides (excluding outdoor herbicides) will only be applied on or on the outside of school buildings when a pest is present and will not be applied on a regular or “calendar” basis unless it is to treat an infestation and is part of a pest management system being implemented to address a particular target pest. Pesticides that are applied in a liquid, aerosolized, or gaseous form will not be applied on public school property when students, staff, or visitors are present or may reasonably be expected to be present within 6 hours of the application, except in emergency cases, in which event school occupants will be removed from the treatment area prior to the application. Immediately following the application of a pesticide in emergency cases, signs will be posted indicating an application was made. 

B. Notice to Parents. 

All parents/guardians will be notified in writing prior to pesticide application. General notification of anticipated pesticide applications will occur by positing or dissemination of notices or oral communication or other means of communication. No pre-notification is required in emergency cases. 

C. Record Keeping. 

Written records of pesticide applications will be kept for three (3) years at each HAW site and be available upon request to parents, guardians, students, teachers, and staff.
PROCEDURE E.2.14 HAW VIOLENCE PREVENTION PLAN 
A. Violence Prevention and Security 1. Background Checks As required by law, all parties who will have unsupervised access to students shall have a full background check. 2. Building Access by Employees HAW buildings will customarily be opened, closed and secured only by the Principal, assigned custodian or another HAW employee specifically designated to perform those functions. The Principal may allow other employees to apply for access and/or the operation of the building in question. Any employee granted access privileges are required to enforce and abide by all HAW policies and procedures regarding the use of the building and any equipment therein. The Principal shall be responsible for establishing a procedure to keep accurate records of all persons to whom keys are issued and/or alarm codes are distributed, and to address the steps to be taken when a key is lost or stolen. 3. Principal Designation of Access Privileges At the beginning of each academic year the Principal will prepare a written roster of any employee who is authorized access to that building site while the building is locked but during normal access hours. The Principal may amend this roster as circumstance demands during the academic year. The Principal must post the roster in a conspicuous place. 4. Normal Access Hours and Building Lock-Down Normal access hours for HAW facilities are defined as 7:00 a.m. to 3:30 p.m. five days per week. Certain facilities may have special hours of access different than those listed, which will be explained to any affected employee assigned to such locations. The Principal will determine the building lock-down hours, which are likely to be different than the normal access hours defined above. Building lock-down hours may be stricter, but not more lenient than the defined normal access hours. Employees must follow call-in and sign-in procedures whenever the building is locked, regardless of whether other employees are in the building. HAW employees may not enter HAW buildings outside of normal access hours, regardless of whether they hold keys for that building, without specific written permission from the Principal. Written permission must be carried on the employee’s person while accessing any building outside normal hours. In the case of maintenance or construction contractors, the job supervisor from HAW will sign any special permission forms to enter the building. 5. Exceptions The only exceptions to this procedural directive will be school security performing normal security checks or alarm response, HAW employees responding to emergency call-outs and the Principal. 6. Call-In and Sign-In Procedures An employee who is entering a building during access hours but after the building has been locked, or an employee with after hours access permission, MUST follow the call-in/sign-in and sign-out procedure developed by the Principal. Such procedures shall be prominently posted for the information of staff. 7. Sanctions: The Principal may remove key holding privileges from any employee who violates this procedure. The Principal may take the building keys from any employee found in the building in violation of this procedural directive. An employee who abuses building access privileges or who repeatedly violates this procedure may be subject to other disciplinary actions as outlined in human resources policy. Unauthorized persons, including employees, found in buildings after access hours may be subject to arrest. 
B. Releasing a Student from School to Someone Other Than a Parent/Guardian Adherence to the following procedures will greatly minimize the chance of kidnapping, molestation, or release of a student to unauthorized persons. It is the responsibility of the Principal to acquaint the staff with the provisions of this procedure. Before releasing a student to anyone except his/her parent or guardian during a school day, obtain permission from the parent or guardian by telephone. When a parent or guardian telephones a request that a student be released early from school, the person taking the call must confirm the identity of the caller. They can do this by either hanging up and calling the person back and/or by asking the student to confirm the voice as being that of the parent or guardian or a person authorized to have custody of the student. In the event the telephone call is not being made from the student's home, question the caller in order to obtain information such as the student's date of birth, his/her course offerings, or names of teachers and classmates, all of which should be known by an authorized parent or guardian. In custody disputes, court orders are frequently presented as proof of guardianship. Be cautioned that the document presented may have been superseded by a more current court order or, as in the case of out of state documents, may not be valid within this jurisdiction. The Principal or his/her designee should be satisfied that the release of the student has the approval of at least one parent or guardian. If there is any doubt, do not release the student. 
C. Staff Personal Security and Safety A staff member may use reasonable physical force to restrain or remove a person when it is essential for self-defense or for the protection of the individual, other persons or property, or if the person is unreasonably defiant or dangerous. 
D. Workplace Violence / Sexual Harassment Issues: HAW affords employees a working environment free from intimidation, threats or violent acts of other employees. This includes, but is not limited to: intimidation, threatening or hostile behaviors, physical abuse, vandalism, criminal damage, use of weapons, carrying weapons on to HAW property, or any other action which puts an employee in fear of bodily harm or property damage. Employees who feel subjected to any of these behaviors should immediately contact their supervisor or the Principal. 
E. Guidelines for Police Involvement 1. Conditions to Report to Local Police The Principal or his or her designee shall report the following conditions to the local police office: • Actual or suspected criminal activity, i.e. burglary, vandalism, assault, drugs, thefts, disorderly conduct, etc. • Actual or suspected employee criminal misconduct. • Threat of bodily harm to any student or employee of HAW. • Other campus disorders or outsiders creating problems. • Parent/teacher problems interfering with the normal operation of the school. • Use or distribution of suspected drugs, alcohol or weapons. • If appropriate, students who are reported missing during school hours. In an emergency, the Principal or other designated employee shall call 911. 2. Criminal Trespass Any student who has been suspended and told to stay off campus, but does not do so, may be in violation of City of Albuquerque ordinances and/or state statutes pertaining to criminal trespass. If a student persists, call the police and ask for assistance with this problem. The Principal or designee should also contact the local police in the event of problems with outsiders. 3. Reporting Lost, Stolen or Missing HAW Property Information on stolen property must be forwarded to law enforcement agencies immediately to enhance the possibility of recovering the stolen property. 

E.2.15 EMERGENCY DISMISSAL PLAN 

Utility failures, fires, weather conditions and chemical spills are examples of situations which may necessitate early school dismissal. In the event that such an emergency should occur, the Principal (or, in the absence of the Principal, the Director or other senior administrator designated by the Principal ) is responsible for taking actions outlined below. The Principal’s or designee’s response to an emergency should be based on known facts and experience. The Principal and safety designee(s) should be familiar with the Fire and Disaster Emergency Plan handbook which outlines evacuation procedures, protect in place procedures, securing emergency help, and response procedure for specific emergencies. The Principal or designee shall contact appropriate repair personnel to repair the school problem. The Principal or designee, after consulting with authorities, police and fire services, will make the decision whether or not school will be dismissed. The Principal or designee will also notify, as appropriate, other emergency personnel regarding the situation. The Principal or designee will notify the media of an early dismissal due to an emergency. The Principal and staff will make a concerted effort to notify parents by phone of an early dismissal. If the emergency situation cannot be resolved promptly, the Principal will determine if school can be opened the following day. The media and parents should be notified of the decision. In the event of an emergency or disaster, the Principal or designee has the authority to ask staff to help with the situation. The Principal or designee can arrange to have staff care for children, make phone calls, provide first aid, or other procedures necessary to protect students, public, and co-workers. 
E.2.16 HAW FOLLOWS APS IN INCLEMENT WEATHER 

If APS announces, via the media, that all APS schools (but not just one or more APS schools) will be closed or follow a reduced schedule (e.g. begin 2 hours later than usual) due to inclement weather, HAW will follow the APS plan for closure or reduced schedule and parents and staff may rely on such announcement. APS’ failure to close or follow a short schedule for all schools due to inclement weather shall not prevent HAW from taking such action independently, as provided in Procedure E-15. 

E.2.17 WEATHER-RELATED CLOSURE IN OUTLYING DISTRICTS
Due to the fact that some of our students travel to HAW from school districts outside of APS, weather-related late arrival, early dismissal, or absence will be excused according to the following policy. When districts outside of APS announce weather-related schedule changes, parents of students living in those outlying districts will be allowed to decide at their own discretion when or if it is safe to transport their children to HAW. In the event that a student living in one of these outlying districts is late, absent, or needs to leave school early due to weather-related schedule changes, HAW will excuse the absence, late arrival, or early dismissal of that student provided that the parent or guardian calls the office to inform the staff of their district’s weather-related schedule change. 

E.2.18 MAKE-UP OF TIME MISSED DUE TO EMERGENCY 

If HAW is closed, or follows a reduced schedule, due to inclement weather or other emergency situation, the Governing Council shall determine whether and when such lost time shall be made up. 
SECTION F FACILITY USE POLICY 

HAW will allow the use of its school buildings, facilities and equipment by local citizen groups, private individuals and businesses for educational, cultural, civic, and recreational purposes when such use will not conflict or interfere with the school program. 

PROCEDURES: 

F.1. Charges for Use 

1.1 The Governing Council shall determine a schedule of approximate rental rates to be charged for use of the facilities at HAW. 

1.2 The Principal shall determine the actual rental to be charged in each case and may, in addition to rental, include reimbursement for utilities, custodial costs and other costs directly related to use. 

1.3 Non-political, non-sectarian, and non-commercial activities may be granted use of school facilities free of charge, at the discretion of the Principal. The Principal may allow use of school facilities free of charge or at a reduced rate to applicants who commit to providing services or fund-raising opportunities to the school 

F.2. Priority of Use 

2.1 Category 1: HAW Educational Programs: School activity programs including rehearsals, performances and any extra-curricular activity provided by HAW for its students. 

2.2 Category 2: School Related Groups: This includes HAW parent or teacher groups, HAW Governing Council and sub-committees and school clubs.

2.3 Category 3: Non-Profit Groups Whose Activities Directly Serve School-Age Children: This category includes groups such as Scouts, Boys and Girls Clubs, YMCA, YWCA, non-profit children’s theater program, etc., which sponsor activities at HAW. A group in Category 3 must be qualified as a non-profit group with 501 (C) status from the IRS, their activities at HAW must be educational or recreational in nature, and must directly serve school-age children (which may include HAW students and/or non-HAW students). 

2.4 Category 4: Non-Profit Groups Whose Activities Do Not Directly Serve School-Age Children: This category includes non-profit organizations, with 501(c) status from the IRS, whose activities at HAW do not directly serve school-age children. 

2.5 Category 5: Commercial (for profit) Arts-Related Individuals and Groups: This category includes for profit arts-related individuals and groups, (examples, arts teachers, dramatic groups), whose purpose is direct or indirect financial gain and whose use of school facilities will result in their direct or indirect financial gain. 

2.5.1 Category 5a: This sub-category refers to those commercial (for profit) individuals and groups whose request is for occasional use of the facility. 

2.5.2 Category 5b: This sub-category refers to those commercial (for profit) individuals and groups proposing to use the facilities at least twice a week or more for the duration of the school calendar year. 

F.3 Denial of Use 

3.1 Permission to use HAW facilities will not be authorized in the case of individuals or groups whose use of the facilities, in the judgment of the Principal, is inappropriate at the location. 

3.2 HAW reserves the right to deny the use of school facilities to any individual or group without having to furnish reasons therefore. 

F.4 Initiating a Request for Use of a School Facility 

The representative of the requesting group should contact the Administration regarding proposed usage. The Administration will determine the most appropriate Priority of Use category for the applicant. 

4.2 Use of facilities should be requested at least ten days in advance of the proposed use. Agreements for facility use will not be made during one school year for the following year. 

4.3 A Rental Agreement Form should be requested, completed, and returned to the Administration by the applicant. Non-profit groups should provide proof of their 501(C) status at this time. 

4.4 All applicants, (profit and non-profit), must also provide proof of public liability insurance, 

4.4.1 identifying the HAW site as a covered location, 

4.4.2 with a combined single limit of at least $1,000,000 (one million dollars), 

4.4.3 naming HAW, and HAW’s landlord as an additional insured, and 

4.4.4 covering any employees or representatives of HAW who will be conducting or assisting in or participating in the individual’s or group’s activities in HAW’s facilities in an official capacity. 

F.5 Approval for Use of School Facilities 

5.1 The Administration will determine the availability of the requested facility based on previous commitment, priority, and propriety of proposed use. 

5.2 After receiving the completed Rental Agreement Form and required documentation from the applicant, the Administration will review the form for approval. 

The signature of the Administrator indicates a recommendation for approval, although the form may be submitted without a signature. 

5.3 Approval and notification is the responsibility of the Administration and will occur within a reasonable time after receipt of the Rental Agreement Form. The rental agreement is not binding until it has been approved by the Administration. In unusual circumstances, (example, in the absence of the Principal) the Director, Coordinators, Office Manager, or Business Manager may be consulted and may approve a rental agreement. 

5.4 Once the Rental Agreement Form has been completed and signed by the Principal and the applicant, a copy is given to the applicant and the original retained by HAW. 

F.6 Mandatory Provisions 

6.1 All applicants will: 

6.1.1 agree to the provision that HAW is not liable for injury to participants or to participants’ property or for property loss that results from their participation in the activities;

6.1.2 provide written information to their participants indicating that HAW is not liable in the above-mentioned situations and is not sponsoring the activity; and 

6.1.3 on request by the Principal , furnish HAW with a copy thereof. 

6.2 All rental agreements entered into more than 30 (thirty) days prior to the date of use will provide that: 6.2.1 should the facility be required for use by individuals or groups in Category 1 or Category 2 at the time specified in the agreement, HAW will be entitled, on not less than 10 (ten) days notice, to cancel the agreement or portion of the agreement relating to that facility and time of use. 

6.2.2 in such event, HAW shall refund the rental or portion thereof relating to the cancelled time but shall incur no further obligation whatsoever in respect of the cancellation. 

6.3 Projectors, special stage lighting, and other types of sensitive equipment will not be used unless operated by qualified HAW personnel. 

6.4 Smoking and alcohol is prohibited in all HAW facilities and on all HAW property. 

F.7 Other Provisions 

7.1 Restrictions on proposed facility use, to ensure adequate protection of facilities, may be included in writing as part of the Rental Agreement Form and may include use of protective coverings on dance floors, security provisions, hours of use and others. The Principal may also request proof of current CPR certification for instructors if he or she deems it appropriate to the activity. 

7.2 The Principal may also require approval of all proposed advertising that includes mention of the HAW facility in question. 

F.8 Deposits 

8.1 A rental deposit shall be required from all groups in Categories 3-5 at the time the completed Rental Agreement Form is submitted to the Administration in instances where the total amount of the rental fee exceeds $200, and may be required at the discretion of the Principal if the total fee is less than $200. 

8.2 The rental deposit for applicants in Categories 3-5, when required, shall be fifty percent (50%) of the total rental or 50% of the first month’s rent, whichever is less. 

8.3 The Principal may also require an applicant to make a damage deposit if he or she deems it appropriate under the circumstances. Such damage deposit, less any amount held to cover repairs or cleaning required as a result of the applicant’s usage, shall be refunded within 10 (ten) days following termination of the rental agreement. 

8.4 Deposits (rental and damage), will be accepted as checks or money orders only, made payable to HAW. No cash will be accepted. If the request is denied, the deposit will be returned to the Business and Support Services Manager who will return it to the applicant. 

F.9 Billing and Collecting 

9.1 The schedule of approximate rental rates (specifying an hourly rate for use) is attached and is considered to be a part of this policy. 

9.2 The rental shall be received by HAW in full and in advance not less than 5(five) days prior to use. Payment for individuals or groups in Category 5 b is due in advance on the 25th of each month for the following month. 

9.3 Individuals or groups with past due accounts will not be allowed to rent school facilities until all past due accounts are current. 

9.4 If special services are required, such as setting up tables and chairs or setting up projectors and other sensitive equipment, there will be additional charges. Charges for these special services will be billed to the user unless they are specifically included in the Rental Agreement. 

9.5 Abnormal wear and tear on the facility used may require an additional charge to the user to restore the facility to its normal condition. Extraordinary cleaning required as a result of the use by renters in Categories 3 –5 may result in additional charges. 

F10. Safeguarding School Property 

10.1 The user of the facility is responsible for reasonable care of the facility and for proper conduct of all persons associated with it. The user will be billed for any damage resulting from improper or careless use of the facility. 

SCHEDULE OF STANDARD HAW USE FEES 

Multipurpose room
(Sport configuration & clean up)

$150




(Dining configuration & clean up)

$170

SECTION G PERSONNEL 

G.01 EQUAL EMPLOYMENT 

The Horizon Academy West (HAW) is an equal opportunity employer. HAW prohibits discrimination and sexual or other harassment in all facets of employment, compensation, promotion, transfer, demotion, layoff, termination or selection for HAW-sponsored training programs. Discriminatory behavior violates state and federal laws and regulations. Legal Ref.: Title VII of the U. S. Civil Rights Act of 1964, Equal Pay Act of 1963, and Age Discrimination in Employment Act of 1967 

G.1.1 PROCEDURE: 504/ADA EMPLOYMENT PRACTICES 

A. Notice of the HAW’s policy on non-discrimination in employment practices will be posted through annual newspaper notices posted throughout HAW. 

B. Information regarding HAW’s policy on non-discrimination in employment practices will be provided to potential employees in recruitment and interview settings. 

C. In the planning of training sessions for employees, availability of training sessions (including physical access to the training site) will not be limited so as to discriminate against employees with disabilities. 

D. In determining hiring, transfer or promotion of employees, placement will not be determined or influenced by any employee’s disabling condition. It is the prerogative of the employer, however, to determine office, classroom, or other area of work based on already accessible work areas. 

E. Each job description will be written to: 

1. Identify any environmental factors that could create a barrier for a person with a disability; 

2. Ensure that all essential physical, mental, and intellectual qualifications have been defined and justified. 

3. Identify the types of abilities which would qualify a person to fulfill the essential functions of a
 job. 

F. "Reasonable accommodation" may include for employees, where such would not impose "undue hardship," 

1. making facilities used by employees readily accessible to and usable by persons with disabilities; 

2. job restructuring and part-time or modified work schedules; 

3. acquisition or modification of equipment or devices; 

4. the provision of readers or interpreters and other similar actions. This is not an all-inclusive list of possible accommodations. 

G. HAW will not use employment tests or other selection criteria that tend to screen out persons with disabilities unless those criteria are demonstrably job related. 

Reasonable Accommodations

A. The employee must initiate a written request for reasonable accommodation accompanied by documentation of the condition that may qualify as a disability. The type of documentation required will depend on the disability and can be, among others, medical, psychological or diagnostic. 

B. When "A" above is complete and submitted to the Principal, options will be explored and a determination made of what occurs next. 

1. At no time prior to this determination should any HAW employee or agent agree to a specific accommodation or make a financial commitment to the employee. Many accommodations can be accomplished on site with no need for modification and at no cost. 

2. Options may include, but are not limited to, the development of an employee accommodation plan, physical access request, further medical clarification, job restructuring and/or transfer. 

3. Any consideration of job restructuring or transfer must include the involvement of the Principal. When necessary, the Governing Council will assist the administration in determining the most cost-effective accommodations that meet the need, considering also the employee’s suggestions on his/her Accommodation Request. 

C. All accommodations agreed upon and initiated are documented by the employee’s supervisor and/or the Principal. A copy of this is filed as confidential records on disability accommodations separate from the personnel files. No disability records will be kept in the personnel files. 

GRIEVANCE PROCEDURE

A complaint regarding a violation of Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act, and the New Mexico Human Rights Act, in an employment decision will be subject to a grievance procedure that provides for the prompt and equitable resolution of the dispute. The grievance procedure will follow these steps: 

A. The grievant will file a written complaint, stating the specific facts of his/her grievance, the alleged discriminatory act, and the remedy requested with the Principal. 

B. The Principal will make all reasonable efforts to resolve the matter informally at the administrative level most immediate to the complaint. 

C. In the event that the complaint cannot be resolved informally, HAW will convene an informal hearing no later than ten (10) working days after the filing of the complaint. At said hearing, both the grievant and the administrator responsible for the disputed action may present testimony and documents relevant to the complaint. Witnesses may be called and cross examined. Within ten (10) working days of the hearing, the hearing officer will provide a written copy of their determination to both parties. The grievant may appeal the outcome of the hearing to the Governing Council within ten (10) working days of the receipt of the determination. The appeal must be in writing. It must be submitted with copies of the original complaint, the minutes of the hearing and the written determination. The Governing Council may, at its discretion, convene within ten (10) working days a second hearing at which the parties may present additional testimony and argument. 

D. Within ten (10) working days of a second hearing, the Governing Council will provide both parties with a written decision. 

E. If, at this or any other point, the grievance has not been satisfactorily resolved, further appeal may be made to the Office for Civil Rights, Region VIII, 1244 Speer Blvd., Suite # 310, Denver, Colorado 80204-3582. F. Timelines set forth herein may be waived upon mutual assent or a showing of good cause. 

Employees of HAW will be informed of Section 504, the Americans with Disabilities Act and the relevant HAW Policy and that a complaint may be filed without reprisal by the Governing Council or any of its employees or agents. The grievant will be notified of his/her rights of appeal at each step of the process. 

Cross Ref.: Governing Council Policy A.2 Physical Access for Students, Parents, and Employees with Disabilities directive 

G.2 EMPLOYEE CONFLICT OF INTEREST 
Employees are prohibited from using confidential information acquired by virtue of their associations with HAW for their individual or another's private gain. 

Employees are prohibited from requesting or receiving and accepting a gift or loan for themselves or another that tends to influence them or appear to influence them in the discharge of their duties as employees. Business with suppliers to HAW will not be influenced or appear to be influenced by an employee's financial interest. Employees must not engage in activities which violate federal, state, or local laws or which, in any way, diminish the integrity, efficiency, or discipline of HAW. 

G.02.01 Procedure: CONFLICT OF INTEREST "...a certified school instructor or a certified school administrator shall not, directly or indirectly, sell or be a party to any transaction to sell any instructional materials, furniture, equipment, insurance, school supplies or work under contract to the Department of Education, school district or public schools with which he/she is associated or employed. Nor shall any such person receive any commission or profit from the sale or any transaction to sell..." (22-21-1.A NMSA 1978) "...The provisions of this section shall not apply... in cases in which certified school instructors or certified school administrators contract to perform special services...during time periods where in service is not required under a contract for instruction or administration." (This paragraph covers hiring athletic officials.) (22-21-1.B NMSA 1978) No violation of this section would result where the contract is truly with a spouse only, in the regular course of his/her business, and the employee has no personal interest, pecuniary or otherwise, in the contract. Administrative measures for any HAW employee who is found to be in a position of Conflict of Interest as defined above includes transfer to a position so he/she cannot conduct business with the outside agency in question. The Principal may at the request of any staff member conduct an investigation and report the findings to the Governing Council. New hires will be notified of the policy prior to assuming job duties. Employees must notify the Principal if conditions change. 

SUPERVISION OF RELATIVES Definitions "Relative" is defined to include the spouse, child, grandchild, parent, sister, brother, aunt, uncle, niece, nephew, grandparent, son-in-law, daughter-in-law, sister-in-law, brother-in-law, mother-in-law, father-in-law, or a person in loco parentis. "Administrator" or "supervisor" is defined to include all staff members who direct, supervise and/or evaluate the work of any subordinate employee. Procedure: The relative of a HAW administrator or supervisor may not be assigned to any position in which the administrator may be able to directly or indirectly supervise, evaluate, or control the work of the relative except with the specific written approval of the Principal. 

Relatives of Governing Council Members: see Governing Council Policy A.8. Legal Ref.: 22-21-1A NMSA 22-5-6 NMSA 1978 

G.3 SEXUAL HARASSMENT 

It is the policy of the HAW to provide a working environment free of discrimination based on sex. Sexual harassment in employment is prohibited. Sexual harassment is unwelcome sexual advances which request sexual favors and written or verbal conduct of a sexual nature. If the following conditions exist, those actions constitute harassment: 

(1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment; 

(2) submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting the individual, or (3) such conduct has the purpose or effect of substantially interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment. 

Legal Ref.: Section 703, Title VII, U. S. Civil Rights Act of 1964; and Title IX of the Education Amendments of 1972 

G.03.1DISCRIMINATION AND HARASSMENT 
HAW is an equal opportunity employer and prohibits discrimination/harassment in all facets of employment to include but not limited to recruitment, job advertisement, employment, compensation, promotions, transfers, demotions, layoffs, termination’s, or selection for HAW-sponsored training programs. 

A. Discrimination and Harassment 

Discriminatory and harassing behaviors violate HAW policies which are supported by State and Federal civil rights laws/regulations and denies access to equitable employment opportunities. This behavior includes, but is not limited to, comments, name-calling, conduct of a physical nature, or other expressive behavior directed at an individual or group on the basis of race, color, national origin, ethnic background, religion, sex, sexual orientation, age, political affiliation or marital status. Discriminatory and harassing behavior creates a demeaning, intimidating and hostile working environment. Title VII of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972, the Age Discrimination in Employment Act of 1967, Equal Pay Act of 1963, New Mexico Human Rights Act, 1969, HAW Governing Council policies prohibit discrimination in the workplace. The HAW Title IX Coordinator is the Principal. 

Harassment is considered to have occurred when such conduct: 

1. has the purpose or effect of creating an intimidating, hostile or offensive work environment, 

2. has the purpose or effect of substantially or unreasonably interfering with an employee’s work performance, or 

3. otherwise adversely affects an employee’s workplace opportunities. 

Individuals or groups are in violation of this policy if they engage in the following behaviors (not all inclusive) toward a student/fellow employee or any other individual on HAW grounds, in the work place, at HAW/ work-sanctioned activities or in vehicles owned/dispatched by HAW: 

1. Making demeaning remarks directly or indirectly to an individual or group, 

2. Displaying suggestive visual or written material or defacing HAW property or materials, 

3. Staring, glaring, obscene gestures, suggestive gestures (touching your private/intimate parts in front of others), 

4. Repeatedly asking someone out when he/she is not interested, or 

5. Damaging, defacing, or destroying private property of any person. 

B. Sexual Harassment Definition Sexual harassment is a misuse of power and the behavior creates an offensive, intimidating and hostile working environment. Sexual harassment is a form of gender discrimination as defined in Title VII of the Civil Rights Act of 1964 in Section 703. Sexual harassment is a violation of federal law and HAW policy. Sexual harassment is unwelcome sexual advances which include requests for sexual favors and written, visual or verbal conduct of a sexual nature. If the following conditions exist, those actions constitute sexual harassment: 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment, 

2. Submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting the individual, or 

3. Such conduct has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment. If the behavior toward another employee makes them feel intimidated, uncomfortable or if the employee feels threatened, it may be considered sexual harassment even if the harasser did not intend for his/her action(s) to be offensive. 

Sexual harassment is also illegal under state human rights statutes and may be considered a criminal offense under state and local assault and child abuse laws. 

C. Sexual Misconduct Definition Sexual misconduct may include, but is not limited to, physical act(s) of aggression, force or threat against another employee of the same or opposite sex, threatening to force or coerce sexual acts, including the touching of private/intimate parts, and coercing, forcing or attempting to coerce or force sexual intercourse. Although sexual misconduct may be considered sexual harassment, these acts need to be reported to the HAW Principal and/or the Governing Council. 

D. Reporting/Complaint Procedure 

1. Who may file a complaint: Any HAW employee who believes he/she has been discriminated against on the basis of race, color, national origin, ethnic background, religion, sex, sexual orientation, age, political affiliation or marital status may file a complaint. HAW encourages employees to report incident(s) of discrimination/ harassment and resolve their complaints at the lowest level. If further assistance is needed, contact your immediate supervisor or his/her supervisor. No employee will suffer retaliation or intimidation for participating in the internal complaint process. Retaliation against any employee seeking assistance, filing a complaint, or participating in the investigative process is grounds for a subsequent retaliation/harassment complaint. HAW will respect the privacy of the complainant, the individual(s) against whom the complaint is filed and the witnesses as much as possible, consistent with our legal obligations to investigate, take appropriate action, and conform with any discovery or disclosure obligations. HAW will make all reasonable efforts to maintain the confidentiality of the reporting of and investigation of discrimination and harassment. 

2. How to file: All complaints filed with the Principal must be submitted in writing and a complaint form completed within 180 days from the date of the alleged discrimination, unless the time for filing is extended by the Principal for good cause (to be determined by the Principal). All inquiries and discrimination complaints filed with the Principal are CONFIDENTIAL. Confidentiality also applies to the investigation process of all investigations conducted by the Principal. 

3. Where to file: HAW Principal, 1900 Atrisco Rd. NW, Albuquerque, New Mexico 87120 Phone: (505) 998-0459. U.S. Equal Employment Opportunity Commission 505 Marquette N.W., Suite 900 Albuquerque, New Mexico 87102 Phone: (505) 248-5201 Note: this is not an all inclusive list. If you have questions regarding a specific concern and what agency to contact, please contact the Principal. 

E. Appeal Process: 

The Principal informs the Governing Council of the determination of the investigation indicating if there was 

(1) sufficient evidence to determine there was a violation of HAW policies and procedures or 

(2) insufficient evidence to support that there was a violation of HAW policies and procedures. The complainant and respondent have the right to appeal the Principal’s determination. If the complainant or respondent is not in agreement with the Principal’s determination, he/she will have (10) working days from the date of the determination to submit an appeal in writing to the Governing Council. The Governing Council will inform the complainant/respondent of the appeal decision in writing. After the Governing Council’s review, the internal complaint process has concluded. The time lines set forth in this policy may be waived or extended by the Governing Council. Any employee who violates this policy by engaging in conduct defined throughout this policy that directly or indirectly causes intimidation, harassment or physical harm to another employee or student will be subject to disciplinary action as specified in current personnel policies and procedures. PRINCIPAL It is the responsibility of the Principal to monitor the compliance with HAW policies and procedures governed by State and Federal laws and regulations related to discrimination issues. NSBA/NEPN Classification: JBA 

G.4   A.  Tobacco/Drug Free Campus  

 Horizon Academy West is a DRUG/Tobacco FREE Campus in accordance with federal law. The unlawful possession, dispensing, distribution, manufacture, sale or use of controlled substances and alcohol in the workplace by a HAW employee is prohibited on HAW premises or as part of any HAW activity. Since HAW is the recipient of federal funding, as a condition of employment individual employees are required to notify their respective supervisors within five (5) days if they are convicted of a criminal controlled-drug statute violation occurring in the workplace. Failure by an employee to report such a conviction may be grounds for disciplinary action. Supervisors who become aware of a conviction of an employee for a criminal controlled-drug statute violation occurring in the workplace should immediately notify the Principal, who is responsible for ensuring institutional compliance with the Drug-Free Workplace Act of 1988. Violation of this policy will be considered a serious matter and inconsistent with HAW employment practices and will result in disciplinary action, which may include termination of employment and referral to law enforcement. HAW will implement and maintain drug-free awareness programs to inform employees about the dangers and risks of drug abuse in the workplace, about HAW's drug-free policy, about available community counseling and referral services, and about the penalties involved for drug violation convictions. HAW transportation contractors will implement drug-testing programs for all persons responsible for driving or maintaining HAW transportation vehicles consistent with the U.S. Department of Transportation guidelines. Legal Ref.: Public Law 100-690; Drug-Free Workplace Act of 1988; and Drug Free Schools and Communities Act, as amended in 1989 

NSBA/NEPN Classification: 

B. TOBACCO FREE 

Employees violating the tobacco free policy will be subject to further disciplinary action as deemed appropriate by the immediate supervisor. 

G.5 STAFF CONDUCT WITH STUDENTS
 Staff members will maintain appropriate professional behavior while working with students and refrain from harassment, malicious or prejudicial treatment, and abridgement of student rights. Failure to comply with the obligations specified in this Section G.05 may result in disciplinary action against the staff member. 

G.6 STAFF PARTICIPATION IN POLITICAL ACTIVITIES 
Staff members of HAW may hold public offices regardless of the relationship between the public office and the interests of HAW. HAW seeks to assist employees/public officials in avoiding conflicts between the interests of the HAW and the interests of the public official's constituents. An employee of HAW who is a public official, acting in his or her capacity, may speak, act, debate and vote according to his or her convictions, without undue influence by the Governing Council or by the Principal. HAW and employees who hold public office will observe compliance with laws, especially those relating to Article Nine, Section Fourteen (the anti-donation clause) of the Constitution of the State of New Mexico. 

G.7 GRIEVANCE ADJUSTMENT PROCEDURES 
HAW will strive to resolve conflict through grievance adjustment procedures to ensure that all employees may bring to levels of authority legitimate grievances in order to secure equitable solutions. Grievances involving alleged acts of discrimination on the basis of race, sex, national origin, age, or handicap are processed through the Principal. If the grievance involves the Principal, the employee shall submit his/her grievance against the Principal to the Director (and visa versa). 

G.8 EMPLOYEE INSURANCE 
HAW strives to provide quality insurance and fringe benefits for its employees. Information regarding the programs may be obtained from the Principal. HAW will participate in Workers' Compensation benefit programs as specified in the New Mexico Workers' Compensation Law. 

Legal Ref.: 52-1-1 NMSA 1978
G.9 LEAVE AND HOLIDAYS 


1.  Employees on 9 or 10 month contracts:   All Nine/ten-month contract employees (full-time teachers, educational assistants, licensed personnel) will be entitled to: 


1.1  Sick Leave.  Eight (8) days each contract-year of sick will be accrued evenly each pay period through the duration of their contract. Sick leave may be carried over from year to year provided that the total accrued sick leave at any time shall not exceed 30(Thirty) days; employees shall not be paid for unused sick leave upon severance of their employment at HAW. 


1.2.  Personal Leave.  Two (2) days per annum personal leave, accrued after the employee has worked at least thirty days of his/her contract. Personal leave may not be carried over from year to year, nor will an employee be compensated for unused, accrued personal days upon severance of their employment at HAW; 


1.3  
Part Time.



1.3.1  Sick Leave.  Part time employees, who work more than half time as defined in HAW’s policies, shall be entitled to eight (8) days prorated, per their FTE. Sick leave will be accrued evenly each pay period through the duration of their contract.  Sick leave may be carried over from year to year provided that the total accrued sick leave at any time shall not exceed 30 (Thirty) eight-hour days; employees shall not be compensated for unused, accrued sick leave days upon severance of their employment at HAW.


2.   Twelve month employees.  The Principal, assistant administrators, office staff, school business manager and other administrative staff that work 12 months will be entitled to: 


2.1   Sick Leave.  Eight (8) days per annum sick leave will be accrued evenly each pay period through the duration of their contract. Sick leave may be carried over from year to year provided that the total accrued sick leave at any time shall not exceed 30 (Thirty) days; employees shall not be compensated for unused, accrued sick leave days upon severance of their employment at HAW.


2.2   Annual Leave.  Twelve-month employees shall be entitled to twenty-five (25) days per annum annual leave, will be accrued evenly each pay period through the duration of their contract.  Twelve-month employees are expected to work during school breaks and non-teaching days as specified in the 12 month employee calendar.  All annual leave must be used during school breaks and non-teaching days unless otherwise approved by the employee’s direct supervisor.  Twelve-month licensed employees are entitled to all school all paid legal holidays observed by HAW in addition to their regular annual leave.  Employees may accumulate up to 50 days of annual leave and upon severance from employment at HAW be paid for unused annual leave at the rate of 25% of their daily salary based on their current contract rate. 


2.3  Professional Development.   Eight (8) days professional development leave accrued at the beginning of the employee’s contract year. Professional development leave may not be carried over from year to year. Employees shall not be compensated for unused professional leave upon severance of their employment at HAW.  Professional development leave must be approved in advanced by the employee’s direct supervisor.


2.4  Part Time.

                  2.4.1  Sick Leave.  Part time twelve-month employees, who work more than half time as defined in HAW’s policies, shall be entitled to eight (8) days prorated, per their FTE. Sick leave will be accrued through 26 pay periods.  Sick leave may be carried over from year to year provided that the total accrued sick leave at any time shall not exceed 30 (Thirty) eight-hour days; employees shall not be compensated for unused, accrued sick leave days upon severance of their employment at HAW.


          2.4.2  Annual Leave.  Part time twelve-month employees, who work more than half time as defined in HAW’s policies, shall be entitled to twenty-five (25) days per annum annual leave prorated per their FTE, accrued through 26 pay periods. Twelve-month licensed employees are entitled to all school holidays and paid legal holidays observed by HAW in addition to their regular annual leave.  Employees may accumulate up to 50 days of annual leave and upon severance from employment at HAW be paid for unused annual leave at the rate of 25% of their daily salary based on their current contract rate. 


3.   Independent Contractors.  Independent contractors are not entitled to paid leave benefits.   


4.  Request for Leave.  


4.1  Foreseeable Leave.  When the necessity for leave is foreseeable, employees shall provide reasonable advanced written requests to the Principal for personal leave, annual leave and sick leave.  Reasonable advanced notice means notice given as soon as the employee is made aware of the necessity for taking leave. The Principal shall provide the employee written approval of the request within five days of the request.   The Principal has the discretion to request a return to work release from your health care providers at any time.  If you anticipate a health related procedure/treatment that will require more than three-days leave of absence, you must provide a written excuse from your medical provider along with your request for leave as well as a statement that you are fit to return to work.


4.2.  Unforeseeable Leave.  In the case of the necessity to take unforeseen leave, employees must notify the Principal by no later than 5:00 am the morning you will be absent.   


5.  Sick Leave Bank.  


5.1  Donating leave.  All employees entitled to personal leave, may donate personal days to the school’s Sick Leave Bank. 


5.2  Sick Leave Bank Requests.   All employees entitled to paid, sick leave are eligible for requesting leave from the Sick Leave Bank.  An employee who has exhausted his/her accrued paid sick leave may submit a written request to the Principal for additional paid days from the Sick Leave Bank. The Principal will review the request and notify the employee prior to the employee having to incur unpaid leave.  When allocating leave from the bank, the Principal may consider, the employee’s past record of absenteeism, the number of days remaining in the bank, whether the employee has any other sources of accrued paid leave, the number of requests pending and any other reason the Principal deems appropriate to the request. A written decision will be delivered to the employee and the business manager.  


6.  Bereavement Leave .  Family Member Definition:  A person who is a spouse, domestic partner, father, father-in-law, grandparent,mother,mother-in-law,son,son-in-law,daughter,daughter-in-law,ward, brother, brother-in-law, sister, sister-in-law, grandchild, aunts and uncles, nieces and nephews of Horizon Academy West employee. Family members shall include any individual residing in the employee’s household, or a person for whom the employee is legally responsible.   Up to (5) five days of leave with pay (not charged to other leave time) may be granted, upon request to the principal or director, for the death of an employee’s family member.  If the death occurs at a time when work is not scheduled, payment will not be made.  If a holiday or part of the employee’s vacation occurs on any of the days of absence, the employee may not receive holiday or vacation pay in addition to paid funeral leave.  
7.  School and Legal Holidays.  School holidays and legal holidays will be determined annually and published in the school’s calendar approved by the HAW Governing Council.
Updated 6.21.16
G.10 MEDICALLY RELATED PAID LEAVE (“MRPL”) 
FAMILY MEDICAL LEAVE POLICY (“FMLA”).  Because HAW is a public school, the federal Family Medical Leave Act provides that it is a covered employer.  If an employee is eligible to received FMLA under the criteria of the law, an employee could be entitled to unpaid leave to attend to family and medical needs.  To be eligible for FMLA coverage, however, the following criteria must be met:

· The employee has been employed by HAW for the past 12 months;

· The employee has worked for at least 1,250 hours of service during the 12-month period immediately preceding commencement of the lease, and
· The employer has more than 50 employees.
FMLA Leave for employees who meet the eligibility requirements described above may take up to 12 weeks of unpaid leave during any 12-month period for one of the following reasons:



i. To care for the employee’s son or daughter during the first 12 months following birth;



ii. To care for a child during the first 12 months following placement with the employee for adoption or foster care; 



iii.  To care for a spouse, son, daughter, or parent (“covered relation”) with a serious health condition; 



iv.  For incapacity due to the employee’s pregnancy, prenatal medical or child birth; or 



v.  Because of the employee’s own serious health condition that renders the employee unable to perform an essential function of her or her position. 


Contact HAW’s administration to apply for FMLA.  A determination regarding an employee’s eligibility for FMLA Leave will be made on a case by case basis. If you are eligible, additional information about FMLA, how it applies to married couples, covered service members, pay, benefits during leave, and other information about FMLA will be provided.

As of the date of this policy adoption, HAW employs less than 50 employees.

MEDICALLY RELATED PAID LEAVE (“MRPL”).  HAW recognizes that in some instances employees may have emergency situations that necessitate a leave of absence and that leave without pay can be devastating on a family.  Consequently, HAW will provide eligible employees with up to eight (8) days of paid leave under the circumstances set forth in this policy.  This additional paid leave is referred to as “MRPL.”


A.  Eligibility.   Employees are eligible for MRPL if they:

· Have worked for HAW for at least 12 months in the last 7 years; 
· Have no other paid leave available beyond the leave required for the match described below; and
· Have worked at least 1,250 hours for HAW during the 12 calendar months

 
immediately preceding the request for leave.



B.  Qualifying Event.  To be eligible for MRPL, an employee must qualify and request MRPL according to HAW designated leave procedures.  Eligible employees are entitled to request MRPL for the following reasons:  

· care for the employee’s son or daughter during the first 12 months following birth.

· To care for a child during the first 12 months following placement with the employee for adoption or foster care;

· To care for a spouse, son, daughter, or parent (“covered relation”) with a serious health condition; 

· For incapacity due to the employee’s pregnancy, prenatal medical or child birth; or

· Because of the employee’s own serious health condition that renders the employee temporarily unable to perform an essential function of his or her position. 


C.  Paid Leave.  Employees may receive up to eight (8) days of MRPL leave during a qualifying event.  MRPL is earned on a “match” basis; that is, to be eligible to receive MRPL during a qualifying event, an employee must have earned and be owed at least one day of leave for every day of MRPL requested.  The number of leave days earned and owed for qualifying purposes, will be determined on the date the MRPL is requested by the employee or as otherwise identified by the employer (the employer’s determination is final).  


MRPL will not be awarded if the employee is released to return to work or voluntarily returns to work before the employee exhausts all other sources of paid leave.  A request for MRPL must be submitted to the Principal by no later than one week prior to the date the employee anticipates taking leave for a qualified event and the anticipated need for MRPL.  If the duration of the employee’s leave for a qualifying event is foreseeable, e.g. birth or adoption of a child, scheduled surgery, the request for MRPL must be requested as soon as reasonable under the circumstances.  

MEDICAL AND OTHER BENEFITS.  HAW will continue to maintain group health insurance coverage for the employee and, where applicable, for his/her dependents during FMLA or MRPL leave, for up to a maximum of twelve weeks in a twelve-month period. After an employee’s paid leave is exhausted, an employee must arrange to pay the premium contributions (if any) they previously had deducted in order to continue group health or other insurance for themselves and, where applicable, their dependents during the family and medical leave. The employee will be required to arrange for and pay for other benefits while on leave without pay. Failure to make arrangements and to pay the premiums for benefits other than health insurance while on approved leave, may result in termination of those employee benefits.

If an employee fails to return to work at the end of the family and medical leave, HAW may require the employee to reimburse it for the amount HAW paid for the employee's health insurance premiums during the leave.

Approved:  4/22/14

G.11 DUTY DAY 
The normal duty day will be eight (8) hours and includes a 30-minute lunch break. Teaching staff are expected to be at school from 7:30 a.m. until 3:30 p.m., unless prior arrangements and accommodations have been made with the Principal. The Principal will announce annually the school day time schedule. 

G.12 STAFF DEVELOPMENT
 All personnel are encouraged to pursue a program of continued growth. To assist employees in assuming this responsibility, HAW will provide HAW employees with staff development opportunities. Each teacher is entitled to two days annual leave for professional development. All professional development leave days are subject to funding and advance approval by the Principal. 

G.13 PERSONNEL EVALUATIONS 
The Principal or the Principal's designee will maintain a system of evaluation for all personnel in compliance with the laws of New Mexico and the standards and procedures adopted by the Public Education Department. The Principal or the Principal’s designee will be the only evaluators of personnel. It is the sole decision of the Principal to evaluate personnel and decide to continue or discontinue personnel’s employment. The Governing Council shall evaluate the Principal and Director. Legal Ref.: 22-10-3.1 NMSA 1978 (1988 Supp.); 22-10-14 NMSA 1978 (1988 Supp.); and 22-10-17 NMSA 1978 (1986 Repl.) 

G.14 TUTORING OR ADVISING FOR PAY
 Except for HAW personnel receiving stipends for extra- or co-curricular activities and adjunct faculty, HAW personnel are not permitted to receive pay for tutoring or advising any students assigned to them for classroom teaching or other HAW functions. 

G.15 BACKGROUND INVESTIGATIONS 
All persons conditionally employed by HAW shall be subject to a criminal background investigation. Legal Ref.: 22-10-3.3.b NMSA 1978, 1997 Supplement 

G.16 EMPLOYEE STANDARDS OF CONDUCT 
Employees of HAW shall serve as positive role models for students and set good examples in conduct, manners, dress and grooming. All personnel are expected to be neat, clean and appropriately dressed while representing HAW. Professional personnel are expected to dress in a manner that projects a professional image for the employee and HAW. Extremes in personal appearance or dress are not considered to be in good taste. In no case shall the standard for employees be less than that prescribed for students as published annually in the HAW Student Handbook. The Principal is expected to counsel staff on appearance and conduct, if necessary. Failure to comply with the obligations set forth in this Section G.15 may result in disciplinary action against the employee. 

G.16.1 PROCEDURE: EMPLOYEE TECHNOLOGY ACCEPTABLE USE
  HAW provides technology resources to its staff for educational and administrative purposes. The goal in providing these resources is to promote educational excellence in HAW by facilitating resource sharing, innovation, and communication among our employees. This policy governs the use of Internet, Intranet, and e-mail resources by our staff. The use of HAW technology resources is a privilege granted to employees primarily for the enhancement of job-related functions. Employees also may have limited access to these resources for personal use, if they comply with the provisions of this policy. Violations of this policy may result in the revocation of this privilege. Depending upon the severity of the infraction, employees may also face disciplinary action up to and including dismissal, civil litigation, and/or criminal prosecution for misuse of this resource. HAW does not attempt to articulate all possible violations of this policy. In general, users are expected to use HAW computers and computer networks in a responsible, polite, and professional manner. Users are not allowed to: 

1. Knowingly send, receive, or display sexually oriented images, messages, or cartoons. 

2. Knowingly send, receive, or display communications that ridicule, disparage, or criticize a person, a group of people, or an organization based upon race, national origin, sex, sexual orientation, age, disability, religion, or political beliefs. 

3. Knowingly send, receive, or display communications that demean, threaten, insult, harass, or defame others. 

4. Knowingly send, receive, or display communications that disparage or berate employees, or diminish employee productivity and/or professionalism. Nothing contained in this paragraph shall be construed to interfere with the conduct of official HAW business. 

5. Violate any local, State, or Federal statute or regulation including, but not limited to copyright laws. 

6. Solicit, endorse, or proselytize others for commercial ventures, outside organizations, or religious, social, or political causes. 

7. Disrupt, disable, damage, or interfere with services, equipment, or other users. 

8. Access, assist, or allow others to access equipment, files, passwords, user codes, or information without authorization. 

HAW reserves the right to review, audit, intercept, access, and disclose all matters on HAW computers, Internet access, and e-mail systems, as business conditions and/or security considerations warrant, with or without employee notice, during or after employee working hours. The use of an HAW-provided password by an employee does not restrict HAW’s right to access electronic communications. While HAW may or may not regularly monitor electronic communications, employees using this resource should have no expectation of privacy in their e-mail or on the Internet. Accordingly, employees must ensure at all times that their electronic communications are appropriate, lawful, and in compliance with the provisions of this Policy. As a condition of use of these resources, employees agree to HAW review and disclosure of e-mail and Internet records. 

SECTION H. STUDENT CONDUCT 

H.1 STUDENT DISCIPLINE 1.1. HAW seeks to develop and maintain a safe and respectful learning community, fostering personal integrity, responsibility, creativity, productivity and academic excellence. 

1.2. HAW will implement an open, fair and just procedure for dealing with student discipline and recognizes that parental involvement is necessary and desirable. HAW will seek to involve students in learning and developing mechanisms for creative dispute resolution. While effective discipline will primarily educate and provide restitution, punitive consequences are an appropriate element. 1.3. Within this framework, discipline will focus on educating and assisting each student in developing self-control, social responsibility, discriminating judgment and consideration for others. Each student is expected to participate honestly and openly in any disciplinary investigation or procedure and to accept the appropriate consequences for his/her actions. 1.4 The Principal will be responsible for day-to-day administration and coordination of discipline at HAW and may authorize other members of the HAW senior administration (The Director of Curriculum and Professional Development, Coordinator or the Business and Support Services Manager) and/or faculty to undertake various functions as appropriate. The Governing Council (or its discipline sub-committee) will participate in the process, generally only as an appeal authority but may be required to act as the first discipline authority in appropriate circumstances. 

H.2 SEARCH AND SEIZURE 2.1 Student and school property shall be subject to search by certified school personnel, school security or bus drivers when there is reasonable cause or suspicion that a breach of rules or a crime is occurring or has occurred or the search is necessary to maintain school discipline. School property, including lockers and buses, as well as student vehicles on campus may be searched with or without students present. 2.2 Physical searches must be by persons of the same sex and must not be excessively intrusive in light of the student’s age, sex and the nature of the infraction. Illegal items or legal items that may threaten safety or disrupt or interfere with the educational process may be seized. 

2.3 Seized items may be released to appropriate authorities or a student’s parent or returned to the student when and if the Principal or Governing Council deems appropriate. 

H.3 REGULATIONS Violations of these regulations or of any other HAW policy may result in the full range of disciplinary measures. These regulations apply to students both on campus and while on school-sponsored activities. Violations of the local, state or federal law, even if committed off campus, may result in disciplinary action at the school. Likewise, disciplinary action by the school shall begin. The following activities are expressly prohibited: 3.1. All forms of dishonesty, including but not limited to academic dishonesty such as cheating and plagiarism, knowingly furnishing false information, forgery, or alteration of documentation; 3.2. Any act of violence towards any person, including but not limited to physical or emotional abuse, intimidation and harassment, or threat thereof, and acting with reckless disregard for the safety of others; 3.3. Theft or unauthorized possession of school, personal or public property; 3.4. Any criminal or delinquent act, gang related activity, sexual harassment or disruptive conduct; 3.5. Damage to or misuse or destruction of any school, personal or public property; 3.6. Any action disruptive or potentially disruptive to school activities, including teaching, administration, disciplinary actions, school sponsored events and public functions and the rights of other students to participate freely therein (which shall include, but not be limited to, use of foul language and backtalk); 3.7. Repeated or willful failure to obey the reasonable directions of a teacher or staff member, refusal to identify self or refusal to cooperate with school personnel; 3.8. Possession, use or distribution of alcohol or any controlled substance, (including any legal drug that is not prescribed for use by that student), or ‘look-alike’, being under the influence thereof, or advocating the use of drugs or other controlled substances; 3.9. Possession or use of tobacco unless under direct adult supervision while being used as a prop for a dramatic performance; 3.10 Possession or use of any drug paraphernalia and/or equipment or apparatus designed for use or used for the purpose of measuring, packaging, distributing or facilitating the use of any drug or other prohibited controlled substance; 3.11. Possession or use of a weapon or explosive device, or ‘look-alike’ of any kind at HAW facilities or in connection with HAW-sponsored activities, unless used exclusively as required equipment in a martial arts, fencing or similar class or extracurricular activity at or sponsored by HAW, or as a prop for a dramatic performance, provided that such possession and use is under the direct supervision of an adult instructor; 3.12 As required by Section 22-5-4.7 NMSA 1978 and 6.11.2.9(B) NMAC, a student who is determined to have knowingly brought a weapon (defined for purposes of this paragraph 3.12 only to be (i) any firearm that is designed to, may readily be converted to or will expel a projectile by the action of an explosion, or (ii) any destructive device that is an explosive or incendiary device, bomb, grenade, rocket having a propellant charge of more than four ounces, missile having an explosive or incendiary charge of more than one-quarter ounce, mine or similar device) to school shall be suspended for a period of not less than one year; 3.13 Unexcused tardiness or absence; 3.14 Conduct that constitutes or could constitute a breach of HAW’s obligations under the lease of the premises occupied by it or any other contract; 3.15 Violation of any other published policy or regulation of the school or engaging in any activity prohibited by federal, state or local law pertaining to schools. 

H.4 DISCIPLINE PROCESS 4.1 Minor disciplinary situations involving classroom misbehavior will be handled by the classroom teacher. (iv) “Immediate removal” (as defined in paragraph 4.2.5 below), detention or short-term suspension shall be imposed only after compliance with the following procedures required by 6.11.2.12D, E and F NMAC: 

(1) the student shall first be informed of the charges against him or her and, if (s)he denies them, shall be told what evidence supports the charge(s) and be given an opportunity to present his or her version of the facts, in which case the following rules shall apply: 

(2) the presentation of evidence may be an informal discussion and may follow immediately after notice of the charges is given; 

(3) unless the applicable administrative authority decides a delay is essential to permit a fuller exploration of the facts, this discussion may take place and a temporary suspension may be imposed within minutes after the alleged misconduct has occurred; 

(4) a student who denies a charge of misconduct shall be told what act(s) (s)he is accused of committing, shall be given an explanation of the evidence supporting the accusation(s) and shall then be given the opportunity to explain his or her version of the facts; 

(5) the administrative authority is not required to divulge the identity of informants, although (s)he should not withhold such information without good cause; (s)he is required to disclose the substance of all evidence on which (s)he proposes to base a decision in the matter; 

(6) the administrative authority is not required to allow the student to secure counsel, to confront or cross-examine witnesses supporting the charges, or to call witnesses to verify the student’s version of the incident, but this may be permitted by the administrative authority. 

(v) long-term suspension or expulsion may not be imposed without compliance with the procedural requirements imposed by 6.11.2.12G NMAC. For purposes of 6.11.2.12G, the “hearing authority” and the “disciplinarian” shall be the Principal, unless (s)he is disqualified pursuant to subparagraph 6.11.2.12G, or (s)he or the student’s parent(s)/guardian(s) requests that the Governing Council appoint a separate committee or committees, pursuant to subparagraph 4.4 of this Policy, to act as “hearing authority” and/or “disciplinarian”. For purposes of 6.11.2.12G, the Governing Council (or a committee appointed by the Governing Council pursuant to subparagraph 4.4 of this Policy) shall be the “review authority.” (A copy of 6.11.2.12 NMAC is available from the Principal) 

(vi) All infractions described in Subparagraphs 3.2, 3.7, 3.8, 3.9, 3.10, 3.11, 3.12 and 3.14 shall automatically be considered serious disciplinary matters. Other infractions may be considered serious disciplinary matters depending upon the circumstances. Serious disciplinary matters must be reported immediately to the Principal or, in his/her absence, the senior administrator appointed to act on behalf of the Principal, or, failing such appointment, the Director or Coordinators. 

4.2.4. The Principal shall investigate and, subject to the limitations set forth in 4.2.3(iv) and (v) and 4.2.5, resolve all serious disciplinary matters. The Principal may delegate this authority to other senior administrator/s who will coordinate and communicate on all disciplinary matters referred to their attention, unless one of them is unavailable. The judgment of the Principal shall control, in the event of a disagreement between the parties.

4.2.5 The Principal, or a senior administrator or, in their absence, any teacher, may summarily remove a student, including a student with disabilities, from normal school activities (“immediate removal”) and (i) refer the student to the administration for detention or other supervision, or (ii) in the absence of appropriate personnel to supervise the child, require that the student be removed from school premises by a parent or guardian, for no more than one school day if the relevant authority determines that the student’s continued presence in the school constitutes a continuing danger to persons or property or an ongoing threat of interfering with the educational process. The Principal or a senior administrator must notify the parent or guardian of the student before the immediate removal may be converted into a suspension. . 

4.3 The school shall exert reasonable efforts to inform the student’s parent(s)/guardian(s) whenever disciplinary charges are made against the student (except for the first referral to the administration not involving a serious disciplinary matter, in which event parent contact is required only as set forth in Section 4.2.1), and the action taken as soon as practicable. If the school has not communicated with the parent by telephone or in person by the end of the school day following imposition of the disciplinary consequences, the school shall on that day mail a written notice with the required information to the parent’s/guardian’s address of record. When parents or guardians are contacted in connection with any disciplinary matter, the parents or guardians are expected to arrange for a conference with school authorities at the earliest possible time and to participate in any action plan for the prevention of future incidents. Any student who is suspended for any length of time may return to school only after a parent/guardian conference with school authorities. 

4.4 The Governing Council may establish or appoint an ad hoc or a standing committee, (the disciplinary committee) to investigate and/or resolve (a) any disciplinary action involving a recommendation for long-term suspension or expulsion or (b) any appeal. If no such committee is appointed then the Executive Committee shall be the disciplinary committee. A member of the Governing Council will not participate in any disciplinary action involving their own child or family member and may be required to remove himself/herself from participating in disciplinary action involving children with whom he/she is acquainted if the member’s objectivity may be compromised. 

4.5 Any disagreement with action taken by an individual teacher or administrator that cannot be resolved with that teacher or administrator will be referred to the Principal, who may either resolve the dispute or refer the matter to the disciplinary committee or to the full Governing Council for resolution. In all cases, an appeal of any disciplinary decision by the Principal may be made to the Governing Council by written notice of appeal delivered to the Principal within 5 business days of determination of the sanction. The Principal should suspend operation of the sanction pending the appeal unless the Principal decides that it is not in the best interest of the student and/or the school to do so. 

4.6 The teachers, the administrators, the Principal, the disciplinary committee and the Governing Council (and any other committees, staff or faculty members to whom disciplinary matters are delegated) will decide any disciplinary matter, or appeal, by 

means of fair and impartial procedures, incorporating standards of equity, freedom from bias and the rights of the accused student to be heard. Victim’s rights should be respected and considered. The entire process should be completed as quickly as possible in the circumstances. 

4.7 In all cases, a reasonably detailed record of the findings of fact and the sanctions imposed shall be made and must be kept on file by the Principal. The record may be expunged from the student’s file, after expiration of a pre-determined period or on application by the student, provided no further disciplinary action has been incurred prior to the expiration date or student application. An annual report of disciplinary statistics and trends will be incorporated in the school’s assessment measures. 

H.5 SANCTIONS 5.1. In all cases, the sanction imposed should be proportional to the severity of the offense and may take into account the student’s disciplinary history. Corporal punishment shall be prohibited. Outlined below are the most serious sanctions but any number of other consequences may ensue, including but not limited to curtailment of student privileges and appropriate counseling. Restitution: A student may be required to pay for financial losses in a case of damaged property or injury or to otherwise perform activities designed to provide restitution for a violation. Detention: A student may be required to remain inside or be otherwise restricted at times when other students are free for recess or to leave or be away from school. Probation: A student may be placed on probation for a specific period of time during which the student is expected to make restitution, demonstrate improved behavior or other requirements. Failure to comply with the terms of probation may result in summary imposition of a pre-determined sanction. 

Temporary Suspension: A student is separated from the school for a pre-determined period not to exceed 10 school days. The student may be required to make up the academic work that is missed during the period of suspension. Long-Term Suspension: A student is separated from the school for a pre-determined period in excess of 10 school days. Expulsion: Permanent separation from the school without the possibility of readmission. 5.2. Suspended or expelled students are not allowed entry to the school campus without the express permission of the Principal. 5.3. Probation is not a necessary pre-condition for any other sanction. 

5.4. Since HAW is a school chartered by Albuquerque Public Schools, (‘APS’), suspension or expulsion from HAW constitutes suspension or expulsion from APS. 5.5. A student who has been suspended or expelled is not entitled to receive any educational services from HAW or from APS during the period of exclusion from school. 

H.6 SPECIAL EDUCATION 

HAW shall comply with the applicable provisions of the New Mexico Administrative Code (‘NMAC’), the Individuals with Disabilities Education Act (‘IDEA’), and any other applicable law, in disciplinary actions involving a special education student with a disability. Without limiting the generality thereof, HAW shall comply with Section 6.11.2.11 NMAC. 

The following is a brief outline of the requirements: 

6.1. The exclusion of a student who is disabled pursuant to IDEA, (including a student who has not yet been formally evaluated), from his/her education program for more than a total of 10 days during a school year constitutes a change in educational placement. The following considerations must be addressed: 

6.1.1 When considering suspension or expulsion, an Individualized Education Program (‘IEP’) Team must first determine whether the behavior of concern is a manifestation of the student’s disability and whether his/her program is appropriate; 

6.1.2 If the IEP Team determines either that the behavior is related to the student’s disability or that the student’s program is not appropriate, then the student may not be suspended and must receive an appropriate program; 

6.1.3 If the IEP Team determines both that the behavior is not a manifestation of the student’s disability and that the student’s program is appropriate, then disciplinary actions may be taken in accordance with HAW’s policies and procedures; 

6.1.4 Should the disciplinary action include any suspension that would, in total (including any prior suspension), exclude the student from his/her IEP services for more than 10 days during a school year, HAW shall continue to provide the educational services defined in the IEP; 

6.2. These considerations apply to a student with a disability who has an education plan in accordance with Section 504 of the Rehabilitation Act of 1973 in effect, save that HAW may cease educational services to such a student during any periods of suspension or expulsion. 

H.7 STUDENT DRESS CODE
 Students should be properly attired in the approved school uniform dress code: Shirt/Blouse/Tops 1 .Must be a SOLID color – Navy Blue; 2. Approved styles are: Collared dress shirt (no shirt unbuttoned except for top 2 buttons), Collared polo shirt, Turtleneck or mock turtleneck, and School Spirit T-Shirts (must have School Principal or designee approval); 3. Must be long or short-sleeved (not sleeveless); 4. Must be cotton or cotton blend (no see through material, no shiny material, no denim material); 5. Insignias can be no bigger than ½ dollar size. Note: No shirts of any other styles except those listed above are allowed. No skin should be shown between the bottom of the shirt/blouse and the top of the pants/skirt when arms are stretched upward. Shirts must be tucked in at all times. No contrasting stripes or piping on shirts. Pants/Skirts/Dresses - 1. Must be a SOLID Color –Khaki; 2. Approved styles are: Classical/traditional, straight leg cut, with or without pleats, with or without cuffs; 3. Pants must fit at the waist, fit in the crotch, and be properly hemmed or cuffed. Tight fitting, stretch type pants are NOT allowed. Also, pants with holes and frayed bottoms are NOT allowed…No contrasting stripes or piping on pants…No Cargo pants (this style has many large pockets that may conceal contraband); 4. Shorts - no shorter than the point where longest extended finger ends when the student is standing up straight (tight fitting, stretch type are NOT allowed)…No Cargo shorts; and 5. Skirts/Skorts - no shorter than the point where longest extended finger ends when the student is standing up straight (tight fitting, stretch type are NOT allowed). NOTE: SLITS in Skirts or Dresses can be NO higher than the point where longest extended finger ends when student is standing up straight. Accessories - 1. Belts must fit around the waist and be secured in belt loops; 2. Sweaters, sweatshirts, blazers, vests must be a SOLID color – Blue or Khaki and must be worn over the approved style shirts. Shirts worn under accessories must be in compliance; 3. Approved styles are: Sweaters – pull-over, cardigan or button-down – must be appropriately sized, Sweatshirts – must be a pull-over, appropriately sized with no hood, Blazers and Vests– must be appropriately sized; and 4. Items worn INSIDE the school building for warmth MUST MEET THE DRESS CODE. Outerwear - 1. Winter coats, winter jackets, and gloves do not have to meet the color requirements; However, these items are for OUTSIDE wear only; and2. If a jacket is worn inside a building, it must remain open. Note: Jackets must be appropriately sized and may not be worn in any way that reflects gang affiliation or conceals contraband. No trench-coats or dusters may be worn. Footwear - There are no specific color or style requirements for shoes and socks, however, all students should wear appropriate footwear (no open-toed shoes, sandals, or flops). Exceptions - Spirit day, photo day, or other special event day dress will be allowed at the discretion of the School Principal. Prohibited School Dress - 1. Jewelry or hairstyles that disrupt the educational process or endanger students; 2. Body piercing jewelry (with the exception of earrings worn in the ears); 3. Headgear such as hats(indoors), bandanas, hair nets, and sunglasses (indoors); 4. Belt loop chains or wallet chains, spiked jewelry, and extended belts; and 5. Any items or accessories including face painting which advertise, display, or promote any drug (including tobacco and alcohol), sexual innuendo, violence, weaponry, profanity, hatred, or bigotry toward any group.

Families in need of financial assistance can contact the school or the PTO for assistance in securing school clothing.

H.8 STUDENT TECHNOLOGY ACCEPTABLE USE 

Horizon Academy West has access to the Internet. The Internet is a vast source of information for teachers and students. Before a student is allowed to access the Internet, parents and students will be required to read, sign and return the Rules and Appropriate Use form once during each school year. This document will be distributed early in the school year. Parents may decline to allow their child access to the Internet. If a student uses the Internet without permission or in an inappropriate manner, it will result in disciplinary action. Please review and sign the Horizon Academy Internet Use Agreement form.

HAW provides technology resources to its students for educational purposes. The goal in providing these resources is to promote educational excellence at HAW by facilitating resource sharing, innovation, and communication among our students. This policy governs the use of Internet, Intranet, and e-mail resources by our students. The use of HAW technology resources is a privilege granted to students primarily for the enhancement of the education process. Students also may have limited access to these resources for personal use, if they comply with the provisions of this policy. Violations of this policy may result in the revocation of this privilege. Depending upon the severity of the infraction, students may also face disciplinary action up to and including expulsion, and/or criminal prosecution for misuse of this resource. 

HAW does not attempt to articulate all possible violations of this policy. In general, users are expected to use HAW computers and computer networks in a responsible, polite, and respectful manner. Users are not allowed to: 1. knowingly send, receive, or display sexually oriented images, messages, or cartoons; 

2. knowingly send, receive, or display communications that ridicule, disparage, or criticize a person, a group of people, or an organization based upon race, national origin, gender, sexual orientation, age, disability, religion, or political beliefs; 3. knowingly send, receive, or display communications that demean, threaten, insult, harass, or defame others; 4. knowingly send, receive, or display communications that disparage or berate Governing Council members, or students, or employees, or diminish employee productivity and/or professionalism. Nothing contained in this paragraph shall be construed to interfere with the conduct of official HAW business; 5. violate any local, State, or Federal statute or regulation including, but not limited to, copyright laws; 6. Solicit, endorse, or proselytize others for commercial ventures, outside organizations, or religious, social, or political causes; 7. disrupt, disable, damage, or interfere with services, equipment, or other users; 8. access, assist, or allow others to access equipment, files, passwords, user codes, or information without authorization. 

HAW reserves the right to review, audit, intercept, access, and disclose all matters on HAW computers, Internet access, and e-mail systems, as business conditions and/or security considerations warrant, with or without notice, during or after school hours. The use of a HAW-provided password by a student does not restrict HAW’s right to access electronic communications. While HAW may or may not regularly monitor electronic communications, students using this resource should have no expectation of privacy in their e-mail or on the Internet. Accordingly, students must ensure at all times that their electronic communications are appropriate, lawful, and in compliance with the provisions of this policy. As a condition of use of these resources, students agree to HAW review and disclosure of e-mail and Internet records. 

H.9 COOPERATION BETWEEN LAW ENFORCEMENT AGENCIES AND HAW 

The following policy shall be observed in connection with all contacts by law enforcement with students. A copy of this policy shall be provided to all licensed school personnel, who shall be responsible for observing it. A copy of this policy shall also be provided to all local law enforcement and social services agencies so that mutual cooperation may be promoted. 

The following provisions govern HAW personnel’s cooperation with law enforcement and social services agencies in regard to criminal law enforcement and child abuse investigations, and are not in derogation of the customary authority of school administrators to conduct interviews and investigations, or otherwise to take action as part of the enforcement of school discipline and order. Whenever this policy refers to the Principal or his or her designee, the Principal shall be responsible for personally handling the matter unless the Principal is not at school or is otherwise unavailable. The Principal shall designate a staff administrator(s) to handle all such matters in his or her absence or unavailability. 

APS Board Policy J08 already applies to HAW and reads asset out below. If there is any conflict between the APS board policy and HAW’s policies and procedures, the APS Board policy will prevail: J.08 STUDENT INTERROGATIONS School authorities have a responsibility to cooperate with law enforcement agencies and/or child abuse investigators who are seeking to interview students at the school site. Individual students should not be interrogated on campus without the knowledge of the principal. There is no requirement to notify the parents of the student prior to the questioning, however, the student should be made aware of his/her legal rights by the law enforcement officials. A commissioned law enforcement officer must place a student under arrest, or protective custody, before the student may be removed from the campus for either further questioning or to be held at a detention facility. School authorities must immediately make a good faith effort to notify the parents, or legal guardians, of a student if the student has been removed from campus by law enforcement authorities. 

I. OFFICIAL CONTACT WITH STUDENTS IN SCHOOLS 

A. Administrative Authorization Required: Law enforcement officers including investigators employed by public agencies authorized to investigate child abuse, may not be permitted contact with any student except by the Principal or his or her designee, and pursuant to the procedures and requirements set forth in this policy. 

B. Verification, Documentation, and Parental Notification Procedures. Prior to any student being produced by a school administrator for any contact with officers, the Principal or his or her designee shall: 

1. Write down the name, badge number, and agency of the officer(s), together with the date and time of appearance. 

2. Confirm by telephone with the agency that employs the officer(s) their identity and authorization in seeking contact with the student, and record the name and position of the person confirming such information and the time of such confirmation and 

a. in instances in which the officer(s) have appeared at the school to interview or make an arrest of a student for suspected criminal activity, the Principal or his or her designee shall also determine and write down the agency’s justification for 

conducting an interview or arrest of a student at school when such criminal activity has not been: 

1) committed at school, 

2) committed during school-sponsored activities 

3) committed on school grounds, or 

4) when such criminal activity involves crimes committed at the school for which assistance has not been requested by the Principal or his or her designee; 

b. in instances in which the officer(s) is acting pursuant to an arrest warrant, a search warrant, or other court document, the Principal or his or her designee shall obtain a copy of such document. 

3. Contact the student’s parent(s) or guardian, notify them of the contact, and record the time of notification and the name of the person notified: 

a. If upon the initial request for contact by the officer(s) or agency, the Principal is directed by either not to attempt to notify the student’s parent(s) or guardian or to obtain the attendance of the student’s parent(s) or guardian, 

1) that direction should be added to the information recorded by the Principal (or his or her designee) pursuant to this Section, and 

2) the officer should be asked to sign the statement, and 

3) if the officer refuses to sign the statement, the Principal (or his or her designee) should note on the statement that the officer refused to sign. 

C. Administrative Monitoring of Contact with Students. 

1. After completion of the Verification Documentation, and Parental Notification Procedures for each student with whom the officer(s) wish to speak, and upon Administration Authorization, as described in this policy, a law enforcement officer may conduct an investigation with the HAW school building(s) and/or school grounds and interview students as possible witnesses in the Principal’s office or other administrative office. 

2. The Principal or his or her designee shall be present during the interview. 

3. Reasonable attempts shall be made to keep the identity of those interview confidential. 

4. Neither the Principal nor his or her designee shall disclose any written statements made or the content of statements given during the interview, except that he or 

she may disclose statements made or the content of statements given during the interview to: 

a. the student interviewed and to his or her attorney or parents. 

b. to the district attorney, or other law enforcement agencies acting in an official capacity; and 

c. if the Principal deems it appropriate to legitimate disciplinary goals, to other school officials. 

5. If the investigation focuses on a particular student as a suspect of the crime, the Principal (or his or her designee) and the police officer shall follow this policy with respect to interrogation, search, and arrest. In addition, the Principal (or his or her designee) shall follow the advice of rights provisions of Section II.B below. 

6. The Principal shall keep a record of the procedural steps followed by the police in conducting interrogations, and any instance in which the Principal (or his or her designee) acts to preclude or terminate an interrogation. 

7. All writings and records created pursuant to these procedures shall be retained as part of the school’s records. 

II. POLICE CONTACTS 

A. Investigation and Assistance 

1. Police Investigations at the Request of School Authorities. The Principal may exercise his or her discretion in determining whether to request assistance of police in investigating any crime contrary to the laws of the State of New Mexico or the United States, or any allegation of such crimes, including crimes committed at school or on school grounds during school hours, or during school-sponsored activities. [NOTE: CHECK SAFETY POLICIES FOR CONSISTENCY.] 

2. Police Investigation Without Request of School Authorities. It should not ordinarily be necessary for police officers to interview students at school during school hours for criminal activity not committed at the school during school-sponsored activities, or on school grounds, or for crimes committed at the school for which assistance has not been requested by the Principal or his or her designee. 

a. If the police have determined that exigent circumstances exist to interview students at school regarding such crimes, the law enforcement agency shall first contact the Principal regarding the planned visit and shall give the Principal the reason for conducting the investigation during school hours, school-sponsored activities, or on school property and shall obtain his or her approval. 

b. The Principal shall approve and cooperate with the police during the investigation unless the Principal determines that the investigation is being conducted for the purpose of harassment or for reasons not related to an official criminal investigation. In the event that the Principal declines to approve the interview, he or she shall immediately report the opposition to the President of the Governing Council, who shall notify and discuss the opposition with the appropriate police supervisor. 

c. The Principal (or his or her designee) shall not, in any event, prevent the appropriate law enforcement agency from serving or executing court process (i.e. summonses, warrants, subpoenas) or court orders upon school grounds during school time, provided that the procedures set forth in Section I are first observed. 

d. The Principal (or his or her designee) may also designate a reasonable time and place for law enforcement contact with students, including for service of process upon students under his or her control, in order to ensure that the educational process is not disrupted. 

3. Requests for Police Assistance. 

a. The Principal (or his or her designee) is authorized to summon and seek assistance from law enforcement authorities in any case in which the activities of students or others is creating a threat to the health or safety of students or of others, or is disrupting or threatening to disrupt the educational program, normal operation, or lawful functions of the school. 

b. Such requests shall be directed to the Albuquerque Police Department. 

B. Interrogation of Student Suspects in School. 

1. By or for Police: If law enforcement officers deem it necessary to interrogate student suspects in school during school hours or school-sponsored activities, and if criminal prosecution is anticipated by the law enforcement officers or the Principal, no interrogation shall commence unless 

a. A parent or guardian is present to counsel the student; or b. If the parent or guardian is unreachable and/or is unable or unwilling to come to the school within a reasonable period of time, and the student suspect is at least __ years old and has been advised of his basic rights and, understanding those rights, has knowingly and voluntarily waived those rights as follows: Before interrogation, the police officer shall advise the student of the nature of the crime for which he or she is a suspect, advise the student that he or she has the right to remain silent, that anything he or she says may be used against him or her in criminal or juvenile court and that he or she has the right to have an attorney present, or a court-appointed attorney if the parents are indigent, and the student or parent may stop the interrogation at any time, in order to obtain an attorney and have him or her present at further interrogations. c. The Principal or designee cannot waive these rights on behalf of the student, nor may he or she compel the student to submit to an interview or interrogation. d. The Principal or designee shall use his or her discretion and his or her knowledge of a student’s age and mental or physical condition and shall not permit interrogation in an instance in which a parent is not present and the Principal or designee does not believe that the student can knowingly, intelligently, and voluntarily waive his or her rights. e. It is not the responsibility of the Principal to advise the student suspect of his basic rights as set forth in the Children’s Code, Section 32-1-27 NMSA 1978.

f. The Principal or designee shall not permit a student suspect age thirteen or under to be fingerprinted or photographed unless the law enforcement officer presents a court order authorizing it. By School Personnel at Request of Police: If a student is being interviewed by a school administrator at the request or instigation of the police for law enforcement purposes, the interrogation may be conducted only if: a. the student is advised of his constitutional rights; b. the student knowingly, intelligently, and voluntarily waives his or her constitutional rights; and c. a reasonable attempt to notify his parents is made before the interrogation takes place. 

C. Arrests of Students at School. 

1. General Policy: It should not ordinarily be necessary for police officers to arrest students at school during school hours for criminal activity not committed at the school, during school sponsored activities, or on school grounds, or for crimes committed at the school for which assistance has not been requested by the Principal or designee. 

2. Arrests with Advance Notice: In cases where a law enforcement agency deems it necessary to arrest a student during school hours or activities at school, the agency should notify the Principal of the intended arrest prior to dispatching officers to HAW, and the Principal or designee should request that a non-uniformed officer make the arrest if possible. 

3. Arrest in Emergency Circumstances: In emergency situations, where the immediate arrest of a student is deemed necessary by the police, including instances where the commission of a felony or serious breach of the peace has been witnessed by a 

police shall be entitled to take action to arrest the student on school property without a warrant. 

a. In cases in which an arrest of a student has been made in an emergency situation in which the police have taken custody of a student without providing school authorities the opportunity to conduct the Verification, Documentation, and Parental Notification Procedures outlined in Section I.B., school authorities shall make every reasonable effort to have the arresting officer(s) comply with the Verification, Documentation, and Parental Notification Procedures before removing the student from school grounds. b. If the student has been removed from school grounds by law enforcement officers prior to compliance with the Verification, Documentation, and parental Notification Procedures, the Principal or designee shall contact the arresting agency and complete the Verification, Documentation, and Parental Notification Procedures as soon as possible after learning of the removal. 

D. Search and Seizure by Police. 

1. On Request of School Authorities 

a. Emergency Circumstances: Upon the request of the Principal or designee, police officers may make a general search of students’ lockers and desks [and backpacks?], or students’ automobiles on school property, for drugs, weapons, or items of an illegal or prohibited nature if, in the Principal’s judgment, public health or safety is threatened. b. Non-emergency Circumstances: If the Principal or designee has received reliable information which he or she believes to be true, that evidence of a non-school-related crime or stolen goods is located in a student’s locker, desk, [backpack], or in a student’s or a non-student’s automobile parked on school property, and there is no immediate threat to the health or safety of students or employees, he or she shall request police assistance for a search by the police pursuant to a search warrant.

2. Without Request of School Authorities 

a. Police officers may not search a student’s locker, desk, [backpack] or automobile unless they have a search warrant, or a knowing, intelligent, and voluntary consent is given by the student. b. A student’s person may not be searched in school unless: 

1) police have a search warrant, or 

2) the student is under arrest, or 

3) the police are acting upon probably cause to believe that the student is concealing contraband, or 

4) a knowing, intelligent, and voluntary consent is given by the student. 

c. Notwithstanding the foregoing, a search of student’s person, locker, desk, [backpack], or automobile on school grounds may be conducted by any police officer on school grounds during school hours if emergency circumstances exist and the police are acting upon probable cause to believe that the health and safety of the student or of others requires a search. d. No school employee may consent to a warrantless search of a student’s locker, desk, [backpack], or automobile, by police unless the police are acting at the direction and under the supervision of the Principal or designee. e. The student, if then available, shall be present during any search of his locker, desk, [backpack], or automobile. f. In all searches authorized by this Section, the Principal or designee shall accompany the officer(s) in conducting such searches. 

III. CHILD PROTECTIVE AGENCY CONTACTS 

A. Duty to Report Suspected Child Abuse and Neglect: Pursuant to Section 32-1-15 NMSA 1978, it is the duty of any school nurse and school teacher or administrator who knows or suspects that a child is or has been abused or neglected upon penalty of fine to report this information immediately to either (1) the criminal prosecution division of the district attorney’s office, (2) the county social services division of the Human Services Department [CHECK STATUTE], or (3) the juvenile probation services of the district court. School employees and officials shall cooperate with investigators of the above-named agencies investigating suspected instances of child abuse and neglect, subject to the safeguards and procedures provided by this policy. 

B. Investigations of Child Abuse and Neglect 

1. Verification, Documentation, and Parental Notification Requirements: Investigators employed by public agencies authorized to investigate child abuse, including those seeking to remove students from school for purposes of maintaining protective custody as part of a child-abuse investigation, are subject to the Verification, Documentation, and Parental Notification Procedures set forth in Section I., except: a. In observing the Verification, Documentation, and Parental Notification Procedures, the Principal or designee shall determine from the investigator whether it is appropriate to notify the parent or guardian of the requested interview or the removal of the student from the school. b. In the event the investigator directs that such notice not be given, as in cases where a parent or close family member is the suspected abuser, the Principal or designee shall record such direction as part of the Verification, Documentation, and Parental Notification Procedures. 

SECTION I CAMPUS POLICIES AND PROCEDURES 

I.1 CLOSED CAMPUS POLICY 

The HAW Governing Council has adopted a closed campus policy for the safety of all students. Students will not be permitted to leave the HAW property during school hours unless accompanied by a responsible adult or in connection with school-sponsored and supervised activities or in terms of 6.4 below. 

I.2 STUDENT IDENTIFICATION 

Students must be photographed for a school identification card and must be in possession of this ID card while on campus and at all school functions. The ID card must be produced by students on demand by any HAW administrator or faculty member or other person authorized by the Principal. 
I.3 CHANGE OF ADDRESS 

Please notify the administration and the health office whenever there is a change of address, telephone, e-mail or other contact information. 
I.4 STUDENT RELEASE DURING SCHOOL HOURS 

Students will be excused from part of the school day on the same basis as the grant of an excused absence in HAW’s attendance policy (see below). If a student must leave campus during the day the following procedure will be followed: 
1. The parent/guardian must pick up the student at the front desk or send a note requesting the release of the student (or call the office in the event of an emergency). 

2. The staff member or volunteer at the desk will get the student from class and verify with the office whether release to the person picking up the student was authorized in writing by the parent/guardian. The person picking up the student may be required to show photographic identification. 

3. The student must sign the check-out sheet at the front desk and sign in when returning. 

Parent requests for regular release of students to attend performing arts or other after-school activities or in terms of HAW’s Alternative Means of Earning Credit policy (see below 11.5) must be submitted to the Director of Curriculum and Professional Development. 
I.5 FEES AND SUPPLIES 

A general organizational fee may be assessed to each student and students may in addition be required to pay laboratory fees and to purchase supplies and materials in certain elective courses and for special class projects. There may also be class or club dues. All money is to be turned in to the Business and Support Services Manager where it will be receipted. If your student has any special needs or any questions or concerns, please contact an administrator. 
I.6 DEBTS 

Any debt incurred by a student will be recorded as the debt is incurred. Parents will be notified by mail. The following may give rise to student debt: lost or damaged textbooks, instructional materials, supplies or equipment; lost or damaged performing or visual arts or PE supplies or equipment, fund-raising merchandise or money not turned in; damage to school property, building or any other debt deemed legitimate by the Principal. All money is to be turned in to the Business and Support Services Manager where it will be receipted. Failure to settle debt may result in disciplinary consequences and/or in withholding of report card. 
I.7 VISITORS TO HAW 

Upon arrival at HAW, any individual, including a student from another school, must report to the front desk, the school office and/or the Principal, if available, and state the reason for the visit. All visitors must sign in at the front desk and obtain a “visitor” badge. The Principal may in his/her discretion require any visitor to be escorted by school personnel for the duration of their visit to HAW. Visitors must comply with the rules of the school. An individual failing to comply with any of these procedures and/or causing a disruption of the educational process may be barred or removed from the campus at the Principal’s discretion. The individual also may be charged with criminal trespass. 

Student visitors may be permitted to remain on the school campus at the discretion of the Principal. No student who is currently suspended from another school and/or who has been the cause of a disruption in any school shall be allowed on campus. 

Visitors who are promoting activities, products or ideas not officially sponsored by HAW must contact the Principal in writing for permission to contact staff, students or parents at the school or on school grounds. The Principal may refuse permission if he/she deems it in the best interests of the school. Conferences with school staff should generally be arranged before or after school. Conferences arranged with faculty members during the faculty member’s regularly scheduled instructional time should have prior approval from the Principal. It is important not to interrupt instructional time unless there is no reasonable alternative. State laws also apply to visitors on campus: "Persons involved in the distribution or possession with the intent to distribute drugs or counterfeit drugs on this school campus or within 1000 feet of the boundaries of this school are subject to arrest pursuant to the provisions of Section 30-31-22C NMSA 1978 and upon conviction as an adult are subject to imprisonment for up to 18 years in the N.M. State Penitentiary pursuant to the provisions of Section 31-15-18 NMSA 1978." 
I.8 LOST AND FOUND 

Possessions should be marked with the name of the student. All found items will be placed in the Lost and Found Bin or kept in the office. Unclaimed items may be given to charity at least quarterly. Families are encouraged to come in to look through the Lost and Found Bin and retrieve missing items. 
I.9. FIRE DRILLS 

Directions for Fire Drills will be posted during the school year. Students are expected to follow directions for fire drills. Failure to follow directions in a fire drill will be considered a serious disciplinary violation. Setting off a false alarm is illegal. 
I.10 ELECTRONIC EQUIPMENT (CELL PHONES, CD PLAYERS ETC.) 

Cell phones, CD players, radios, tape recorders, pagers and/or any other electronic device frequently become distractions in the learning environment. Use and possession at school or school functions will be strictly limited. Students may not use cell phones or pagers during class. Use of other electronic devices is in the discretion of the classroom teacher and/or administration. Inappropriate use or possession will result in confiscation and/or other disciplinary consequences. Confiscated items may be held by the administration and returned only to a parent/guardian. Under no circumstances will HAW be responsible for loss of or theft of or damage to any cell phone, CD player, radio, tape recorder, pager and/or any other electronic device. 

Students are also reminded that laws apply to copying and selling someone else’s artistic work and that ‘trade’ in ‘burned’ CD’s (unless the student is the musician) is not permitted. 
I.11 TRANSPORTATION 

HAW does not provide transportation for students and each family is responsible for transporting their students to and from school. 

HAW students travel to school from all over Albuquerque and from surrounding cities and towns. Many students carpool or ride the city bus (a school bus service is not available). Some of our high school students will be driving themselves to school this year! 

HAW provides student bus tokens for public bus transportation to and from school. Students should contact the Business and Support Services Manager to obtain tokens. 
I.12 ZIP CODE LISTS 
12.2.1 HAW maintains lists of families who live in defined zip-code areas. This information is available to assist families in arranging carpooling. Please contact the Business and Support Services Manager to obtain a zip code list for your area. 
12.2.2 If you do not wish to have your name, address and telephone number appear on any zip code list, please notify the Business and Support Services Manager. 
I.13 PARKING 

13.3.1 Visitors are requested to park only in designated areas. 

13.3.2 Neither HAW nor the landlord of the school premises will under any circumstances be responsible for loss of or damage to any vehicle brought on to the premises (whether by a student, visitor or anyone else). 
I.14 STUDENT VEHICLES 

14.4.1 Students wanting to drive to school must possess and submit to HAW copies of a valid driver’s license and proof of liability insurance on the vehicle. Vehicles must display current HAW parking permits (a fee may be charged for parking permits). 

14.4.2 Parking and driving a vehicle on the Pinetree and surrounding private properties is a privilege and will be withdrawn temporarily or permanently if the Principal determines that it is appropriate to do so in consequence of a violation of this policy, the HAW Student Conduct policy or any other HAW policy. 

14.4.3 In addition, a violation of this policy may constitute grounds for disciplinary action or reporting of the incident to the police or local or other authorities for any action by them. 

14.4.4 Designated parking areas will be available for student parking and students will not park in any other area. Vehicles that do not display a current parking permit or are parked in a non-designated area will be towed away at owner’s expense. 

14.4.5 Student drivers are expected to pay close attention to safety, posted speed restrictions and will yield to pedestrians and drive responsibly, with courtesy and respect for other drivers and pedestrians. All traffic accidents or incidents must be reported to the Principal without delay. 

14.4.6 Cars must be safely parked and locked upon arrival on campus. Students are prohibited from loitering in cars or in the parking lot at any time during school hours and need the express permission of an administrator to access their vehicles during school hours. 
SECTION J INSTRUCTIONAL POLICIES 

J.1. ABBREVIATED DAY SCHEDULE 

Definition 

The abbreviated day schedule is a shortened school day which begins two hours later than the regular schedule but ends at the regular time. The most common use of the abbreviated day schedule occurs when severe weather causes street conditions which would endanger the safety of students and employees on their way to school. 

Process 

HAW will implement an abbreviated day schedule when an abbreviated day schedule is implemented by APS. 

Announcement 

Any announcement of an abbreviated day schedule made by APS will also apply to HAW. On mornings when weather conditions are severe, all students, parents, and employees should be advised to listen to the radio or watch television for announcements concerning the school schedule. Following the decision to implement an abbreviated schedule, weather conditions occasionally worsen to the point that it is necessary to close the schools. This announcement will be made to the local media by APS at approximately 9:00 A.M. Due to the fact that many of our students travel to HAW from school districts outside of APS, weather-related late arrival, early dismissal, or absence will be excused according to the following policy. When districts outside of APS announce weather-related schedule changes, parents of students living in those outlying districts will be allowed to decide at their own discretion when or if it is safe to transport their children to HAW. In the event that a student living in one of these outlying districts is late, absent, or needs to leave school early due to weather-related schedule changes, HAW will excuse the absence, late arrival, or early dismissal of that student provided that the parent or guardian calls the office to inform the staff of their district’s weather-related schedule change.” 

Who Reports to Work on an Abbreviated Day or When School Is Cancelled 

The reporting time for all employees shall be delayed up to a maximum of two hours. Administrative staff are encouraged to report as early as possible to prepare the buildings for the school day. 

Abbreviated Day Schedule 

The Principal will determine the adjustment of classes necessary to accommodate the abbreviated day schedule, taking special precautions not to discriminate against any particular period or subject area. The Principal is also responsible for clarifying the exact beginning and dismissal times for parents. 

J.2. ATTENDANCE 

HAW students are expected to arrive on time and adequately prepared for school and for each of their classes during the school day. Repeated or excessive tardiness and lack of proper preparation may result in loss of credit or disciplinary action. 

State Statutes Governing Student Attendance 

HAW will enforce compliance with the Compulsory School Attendance Law, Sections 22-12-1 to 22-12-8 NMSA 1978 and all other applicable state laws and regulations governing attendance. 

HAW Attendance Procedures 

1. EXCUSED ABSENCES 

Absences may, in general, be excused for all or part of a school day for the following reasons: 


1.1 Medical reasons – including illness, doctor / therapist appointment, diagnostic testing and the like. A medical certificate will be required so as to be excused for more than three consecutive days. 


1.2 Family reasons – including a family emergency or illness or bereavement. 


1.3 Religious reasons. 


1.4 Extra-curricular commitments or family vacation – including commitments to attend athletic events, perform or attend performing arts programs or other extra-curricular or co-curricular activity. Such absence must have the prior approval of the Principal, whose decision as to whether the proposed absence shall be considered excused may be made on a case by case basis and may take into account the student’s academic standing, total absences and any other information that the Principal may deem relevant in the circumstances. Any request to treat such absence as excused must be submitted on the required form at lease one (1) week in advance. 


1.5 Other extenuating circumstances as agreed with the Principal prior to the absence. 


2. REPORTING 

2.1 Parents or guardians must report any absence of their children that has not been previously approved. 

2.2 Calls regarding absences are requested as early in the school day as possible, but they will be accepted until the end of the school day. 


2.3 If HAW has not been given prior notice by phone, the parent or guardian will provide the school with a written explanation concerning all student absences upon the student's return to school. 


2.4 Absences will be recorded daily. HAW will keep a record of all excused and unexcused absences. The Principal will design and implement a system to record and to keep records of student absences. 


2.5 Parents will be informed on the half-semester and semester report cards of the number of absences for each student. 


2.6 Teachers will be informed of calls concerning student absences. 


2.7 The school should be notified in advance by the parent or guardian of anticipated absences because of trips, family emergencies, medical or agency appointments. 


2.8 HAW will attempt to investigate unexplained absences through telephone contact or home visits with parents/guardians as soon as possible and advise them regarding the importance of regular school attendance and the legal implications involved. This contact attempt must be 


documented by the end of the fourth day on any unexplained absences of three consecutive days. 


2.9 Absences reported after three (3) days may, at the discretion of the Principal, be regarded as unexcused. 


3 MISSED INSTRUCTION, MAKE-UP WORK and CREDIT 

3.1 Students are encouraged to work with their teachers to obtain instruction missed during absences but will only be entitled to receive credit for make-up work completed in the case of excused absences. In cases of unexcused absences, the Principal will judge the merit of providing make up work and will judge each case on it own merit. 


3.2 When a student is absent, make-up work may be adjusted from the original assignment so that learning needs are met without overburdening the student, teacher, or parent/guardian. 

3.3 If the student is or will be absent, the parent/guardian may contact the school (contact person is the Administrative Assistant) and request make-up work. Teachers will need at least twenty-four (24) hours from the time of request to compile the assignments. 


3.4 A student may not receive credit if the student does not make an effort to obtain missed instruction and complete make up work within a reasonable time after returning to school. 


3.5 In the case of anticipated absences, make up work should be discussed and planned with individual teachers at least one week prior to the absence or as soon as the need for the absence is known in the case of periods less than one week. A student may not receive credit for make up work unless the student makes reasonable and timely attempts to make prior arrangements with his/her teachers for anticipated absences. 


3.6 In general terms, the student will have the opportunity to complete the work in a period of time equal to the number of days absent unless this creates an undue hardship for the student. Each teacher may determine and implement a reasonable, general and flexible policy regarding make up work for their particular classroom. 


3.7 The Principal may in his/her discretion, allow partial or full substitute credit in respect of the student’s participation in performing arts, athletic or other extra-curricular or co-curricular activity during an excused absence, without the requirement of make up work. 

4. ABSENCE LIMITATIONS AND CHRONIC ATTENDANCE PROBLEMS 

4.1 Excused absences will generally be excluded from the calculation of excessive absence. 


4.2 Conferences will be held by the Principal or senior administrator/s acting with the authority of the Principal, with parents/guardians, student, nurse, counselors, and teachers when an attendance problem appears to be developing. If family problems appear to be involved, families will be counseled to seek help from appropriate community services. 


4.3 Should the counseling described above fail, a summary of the problem with documentation of the school's efforts will be transmitted to the Children's Court Liaison. At this point, legal notice may be served on the parents/guardians or other persons having custody of the student. Copies of this summary will be available at the school. 

4.4 Students with eleven (11) or more unexcused absences per subject per semester may be subject to long-term suspension. This limitation is related to the requirement of regular attendance in order to receive credit but does not reflect entitlement to any particular number of absences without adverse impact on the student’s grades or credit. 

4.5 A minimum of two (2) parent conferences will be held and a warning letter must be sent prior to a recommendation for suspension from school. The second conference should be held in person if possible. If unable to contact parents by phone or personal conference, school authorities will attempt to notify parents/guardians of the problem by certified mail. 


5. LATE ENROLLMENT 

In the event a student enrolls at HAW after the commencement of a semester, 

grades and credits for the semester will be determined by the teachers in consultation with the Principal and are dependent upon the effort and achievement demonstrated by the student during the time the student is enrolled. The student and his/her parents are to be made aware of the above upon enrollment. 

6. STUDENTS WHO HAVE EXCESSIVE ABSENCES MOVING TO NEW ATTENDANCE AREAS 


6.1 APS policy states that a student will be allowed to enter school in the attendance area to which the student has moved if the student has not been suspended from the prior school for excessive absences. 


6.2 The student and parents are to be advised that prior absences will be taken into consideration if a pattern of absenteeism recurs at the school of new enrollment. 


6.3 This policy will apply to HAW in respect of students transferring from HAW to another APS school and students enrolling in HAW from another APS school. 

7. SPECIAL EDUCATION ATTENDANCE 

Regular attendance is expected of special education students. Exceptions to this directive may be made, however, with respect to individual needs of such students. 

J.3. EXEMPTIONS FROM HEALTH OR PHYSICAL EDUCATION CURRICULUM 

Health Curriculum Requirements HAW Waiver Request 

Students should not be exempted from the entire class but rather specific topics or lessons. This procedure should be looked upon as a partnership between the parent/guardian and the school, designed to best meet the needs of each student and family. The following steps should be taken. 


A. The parent/guardian should contact the teacher and request a meeting. 


B. The parent/guardian and teachers should review the entire curriculum and come to an agreement as to specifically what areas or topics the student is to be exempted from. 


C. The teacher should supply the parent/guardian with the state competencies that are met by this topic and agree on an alternative assignment(s) that will meet these competencies. 


D. A written agreement should be drawn up that includes the following: 


1. Specific dates the student will be out of class. 


2. Where and to whom the student is to report on these days. 


3. The assignment that has been agreed upon by both teacher and parent/guardian(s). 


4. The competencies that are being met. 


5. How the student will be evaluated for this assignment. 


6. Principal’s approval 

The teacher should make available any resources (lesson plans, books, videos) that are ordinarily used in the class or are available as alternative materials, but should not insist that they be used. The parent/guardian may use alternative materials that meet the state competencies. 

If the school is unable to reach agreement with the parent/guardian to waive only a portion of the course and a waiver of the complete course is requested, the following procedure applies: 

a. The parent/guardian may request to teach the state health competencies using materials and methods that support parent/guardian values. 

b. The Principal may waive the health course requirement upon request by the parent/guardian. The student must choose another course in place of the health course. 

c. Another option is use of a correspondence program acceptable to both the school and family. 

State Waiver Request 

A parent/guardian who objects to one or more state competencies should request a student waiver by writing a letter to the State Superintendent of Public Instruction and present it to the Principal for recommendation and transmittal to the state. 

Physical Education Curriculum Requirements 

Medical Waivers 

A student may be excused on a year to year basis from physical education classes by the Principal. He/she must have on file a written statement from a licensed medical doctor or osteopath, which indicates the physical education activities that would be detrimental to the health of said student. The doctor’s statement must be renewed annually if the condition persists. 

This school based waiver does not exempt the student from his/her obligation to meet graduation requirements as outlined by the State Department of Education Standards. Before granting a waiver, HAW must consider whether or not the student’s needs can be met if the school modifies the student’s physical education program. If reasonable modification can be made, HAW has an obligation to provide the modified program for the student. Examples of reasonable modifications include: 


A. Student may participate with the class on all activities which would not be detrimental to his/her health and be assigned an alternative activity when participation would be detrimental to the student’s health. The alternative activity should be non-punitive and should contribute to the student’s fitness plan or achievement of physical education competencies. 


B. The student may withdraw from the class with no penalty and re-enroll at a later date if the condition will persist for many weeks but is expected to improve substantially at a future date. 


C. HAW may designate an alternative course to fulfill the physical education requirement. 


D. A high school student may complete a correspondence course approved by the school to fulfill the graduation requirement for physical education. 


E. The school may develop an adapted physical education course to meet the needs of physically impaired regular education students. 

Religious Waivers 

A student may be excused from physical education classes on a year-to-year basis for religious reasons on the approval of the Principal. This school based waiver does not exempt the student from his/her obligation to meet HAW’s graduation requirements. Before granting a waiver, schools must consider whether or not the student’s needs can be met if HAW modifies the student’s physical education program. If reasonable modifications can be made, the school has an obligation to provide the modified program for the student. 

State Waiver Approvals 

A student who is unable to complete the middle school and/or high school graduation requirement for physical education because of health or religious reasons must receive a waiver from that requirement from the State Superintendent of Public Instruction. 

Waiver Under Section 504 

Students for whom a waiver of the physical education requirement is requested on medical or physical disability grounds must receive an evaluation which meets the requirement of Section 504. Following the evaluation, HAW will prepare a modified program which accommodates the student’s needs. If the parent/guardian objects to the plan and wishes to request a waiver of physical education requirements, or if the recommendation of the SAT (acting in accordance with Section 504 regulations) is that the student be waived from physical education requirements, application will be made to the New Mexico Superintendent for Public Instruction. 

Extracurricular Activities 

A student who has received a physical education waiver is prohibited from participation in any HAW sponsored extracurricular activity requiring physical exertion similar to that described in the waiver. 
J.4. FLAG DISPLAY AND PLEDGE OF ALLEGIANCE 

Flag Display 

In accordance with New Mexico law the flag of the United States and the flag of the State of New Mexico will be displayed in each classroom. Pledge of Allegiance - New Mexico law also requires that the pledge of allegiance be recited daily in each public school in the state. While no individual may be coerced into participation, all students will be afforded this opportunity. No student will be subjected to prejudicial treatment for exercising his or her right to abstain from participating in the Pledge of Allegiance to the Flag. Students abstaining from participation may not be required to stand or to leave the room during the recitation of the pledge. Students who disrupt the ceremony are subject to the usual rules of the school governing disruptive behavior. HAW encourages the provision of patriotic observances at appropriate times. 
J.5. SCHOOL LUNCH 

1. Students may bring sack lunches from home. Students do not have access to microwave ovens or refrigerators for heating or storage of lunches. 

2. HAW may contract with a lunch vendor(s) to provide lunch for sale at school. The cost of lunch to students will be determined and advertised by the Principal. The cost to students must be determined with reference to the cost payable to the vendor and the number of students likely to purchase lunch and must be such that the total amount received from students in respect of lunch any school year is greater than the cost payable to the vendor/s for the same period. The Governing Council may terminate the provision of lunch, increase the price to students or any other action that the governing council deems appropriate if at any time during the school year it is apparent that the amount recovered from students in respect of lunches already purchased is less than the amount paid or payable at that time to vendor(s) in respect of lunches already purchased. 

3. If students wish to purchase lunch from the HAW lunch vendor(s), prepaid lunch may be purchased from the Business and Support Services Manager. No cash will be accepted at the lunch line. 

4. HAW will provide a free school lunch to students from families whose income is at or below that listed in the Family Size/Income scale published by the State Department of Education. 

c There will be no physical segregation or discrimination against any child because of his/her ability or inability to pay the full price of a meal. 

d Application Procedure 

i)An application blank and a letter to the parents will be available at the beginning of each school year. Additional applications will be maintained in Principal’s office for new students entering school. 

ii)The Principal is designated as responsible agent for determining eligibility for free lunch. 

Applications for free lunch must be completed by the parents or guardians and returned to the Principal. 

iii)An up-to-date, confidential list of students approved for free lunch will be maintained. Individual eligibility status of students must remain confidential. 

iv)All applications must be kept on hand for seven years. Individual eligibility status of students must remain confidential. 

v)Access to these student records is available only to selected personnel, Medicaid personnel and the teachers. Requests for this information will be forwarded to the Principal. 

vi)Parents whose children have not been found eligible have the right of appeal before the Governing Council. Request for a review of eligibility must be in writing and addressed to the Principal, who forwards a copy of the request to the Governing Council. If necessary, the Governing Council will set up a Fair Hearing Board. 

vii)Any overt identification of students is against HAW’s policy and Federal regulations. 


2 Application Procedure 


2.1 An application blank and a letter to the parents will be available at the beginning of each school year. Additional applications will be maintained in Principal’s office for new students entering school. 


2.2 The Principal is designated as responsible agent for determining eligibility for free lunch. 


2.3 Applications for free lunch must be completed by the parents or guardians and returned to the Principal. 


2.4 An up-to-date, confidential list of students approved for free lunch will be maintained. Individual eligibility status of students must remain confidential. 


2.5 All applications must be kept on hand for seven years. Individual eligibility status of students must remain confidential. 


2.6 Access to these student records is available only to selected personnel, Medicaid personnel and the teachers. Requests for this information will be forwarded to the Principal. 


2.7 Parents whose children have not been found eligible have the right of appeal before the Governing Council. Request for a review of eligibility must be in writing and addressed to the Principal, who forwards a copy of the request to the Governing Council. If necessary, the Governing Council will set up a Fair Hearing Board. 


2.8 Any overt identification of students is against HAW’s policy and Federal regulations. 

J.6. GRADES and REPORTING 


J.6. GRADES and REPORTING 

1. Grade Reporting and Conferencing Guidelines 

1. Grade Reporting and Conferencing Guidelines 

1.1 It is the responsibility of the Principal to keep parents informed of student progress through Standard Based grade cards. School developed progress reports may be used with the approval of the principal or designee.  


1.2 The school year will be divided into Three Trimesters. There will be three regular reporting periods in each school year timed 1/3 way through and at the end of each trimester. 


1.3 Report cards will be compiled and sent home 3times per year, at the end of each regular reporting period. 


1.4 Progress reports for all students will be sent home 3 times a year. Teachers may contact parents at any time for conference if student performance declines. 


1.5 Students must be enrolled a minimum of 20 days within a regular reporting period to receive a report card. Students enrolled for fewer than 20 days may receive a summary statement of progress. 


1.6 Parents are encouraged to participate in the education process and to communicate with teachers by contacting the school to set up an appointment. 


1.7 At the end of the school year parents should receive notification of failing marks in sufficient time to allow them to enroll failing students in summer school (if this is offered). 

1.8 Parent-teacher conferences may be used to notify parents of student progress but may not be used in lieu of a scheduled report in writing. 

6.1 Notification of Student Failures and Retention 

6.1 HAW may require a student to repeat a grade if the student fails in all or most academic subject areas. 


6.2 HAW will notify parents no later than the end of the first semester of the possibility of retention. School personnel will make appropriate remediation attempts involving students and parents before initiating procedures for retention in accordance with the directive on retention. 

6.3 HAW will send a failure notice to the parent/guardian using the most current address on file. Failure on the part of the parent/guardian to receive notification does not constitute grounds for automatic passage of the student. 
6.1 GRADE CHANGE POLICY

PURPOSE: The purpose of the policy is to establish minimal requirements for Horizon Academy West to permit changes to a student’s final course grade.  This written policy should result in the changing of a grade only when warranted.

I.
Principal’s Responsibilities – General

The principal is responsible for communicating grading requirements and standards to teachers annually.  The principal is responsible for ensuring the integrity of the grades recorded and issued by Horizon Academy West.

II.
Teacher’s Responsibilities

The teacher is responsible for evaluating students in order to determine accurate student grades.  Teachers shall use an approved grading scale and system to evaluate student progress and performance and shall base assigned grades on these measures.  A teacher may still change a grade that is due only to clear a mistake or clerical error.  These corrections will be authorized, documented and conducted under the adopted grade change policy. 

III.
Guidelines

The procedures for approving and administering grade changes are as follows:

•
A signed written request from the parent(s) or legal guardian that states the reasons for the requested grade change

•
A final written response to the grade change request by a set deadline

•
Grade change is based on articulated reasons

•
The grade change is equally available to all students who are similarly situated

•
There is a strict adherence to FERPA, the federal student privacy law

•
Good faith attempt to obtain written input from the student’s classroom teacher

Any educator who does not follow the policy, permits the changing of a grade, or withholds or provides incorrect information about a grade change, can be considered unprofessional and referred to the Ethics bureau of the Public Education Bureau for investigation.
J.7. HOMEWORK 


1. HAW recognizes the value of requiring students to take responsibility for homework and learn to balance academic, extra-curricular and recreational activities. 


2. Teachers are encouraged to allow students to plan and use their time effectively and to learn to meet deadlines by giving some homework days or weeks in advance of the due date. Teachers commit to collaboration with one another in the educational process, including the assignment of homework. 

3. Students should, prior to the event, discuss any extraordinary extra-curricular commitments that may affect their ability to complete homework with their teachers. Students must work with their teachers to find a reasonable solution to any problem with extraordinary homework burdens. It remains the student’s responsibility to complete all assigned homework. A student may receive no or partial credit for incomplete homework, as determined by the individual teacher. 
J.8. INDIVIDUAL LEARNING PLAN 


1. Each student will work with a member of the HAW faculty and the student’s parent/guardian(s) to develop and maintain an Individual Learning Plan for himself/herself incorporating general and specific educational and social goals and performance assessment measures in relation to those goals. 


2. The Principal will develop and maintain documentation and procedures necessary to fulfill this requirement. 

3. The Individual Learning Plan should include the components listed below: 


3.1 A statement of the student’s present level of educational performance: 

-should include measurable information whenever possible 

-should document parent concerns 

-should cite all sources of data reported 

-should include student’s strengths and weaknesses 


3.2 A statement of annual goals, including short-term instructional objectives/benchmarks: 

-should be generated from the information documented under present levels of performance 

-should be measurable (like rubric portfolio) 

-should be reviewed at least once during each of the four regular reporting periods 

3.3 A statement of the documentation and work to be produced and maintained in an Individual Student Portfolio that is intended to reflect the student’s progress towards identified goals 

3.4 In High School the Individual Learning Plan, a statement of career goals, the 4-year plan for 

graduation and counseling in relation to higher education. 
J.9. RECORDS RETENTION AND DISPOSITION SCHEDULE 

This schedule describes the most commonly used retention periods. This directive applies only to school records. Retention periods for school security, legal records, business and financial, personnel, library, and transportation records are not covered. Access to confidential documents and/or confidential files will be only by court order, unless provided by statute. Release of confidential documents to law enforcement and other governmental agencies will only be upon specific statutory authorization or court order. 

HAW is required to include accident reports, cumulative health records, daily attendance, disciplinary records, free lunch authorization, parent permission to participate in extramural activities, cumulative record folder, student data transmittal form, student permanent record card, and the teacher class record book. 

Record Schedule 

Description 
Retention Period 

Textbook Inventory Listing 

Listing prepared annually by each school which reports current inventory of schools instructional materials supplied by the state 
Until superseded by new listing 

Textbook Adoption List, Copies 

Listing of all textbooks adopted by State Board of Education 
Until superseded by new listing 

Student Cumulative Education Record File 

A. Transcripts, shows date of birth, date of entrance, courses taken, grades received, and degrees granted 
90 years after graduation 

B. Student health records, immunization 

C. Federal program records 
10 years from date of student's last attendance 

5 years after final expenditure report 

D. Other student records, including registration record, screening evaluation, counselor notes, correspondence, program 
2 years after last attendance 

Special Education Records 

Special Ed. confidential records must contain all IEP’s as long as student is in school, plus 5 years 
After completion of special services but not sooner than 5 years after completion of activities funded 

Other Records 

Student disciplinary records 
5 years after last entry, or 2 years after last attendance 

Guidance folder 
5 years after last entry, or 2 years after last attendance 

Scholarship program records 
1 year after award 

Employment certificate record 
Until student attains age 21 

Honor Society student records 
1 year after end of school year 

School census records 
1 year after end of school year 

Student’s attendance record 
1 year after end of school year 

Students attendance exemption record 
Until student attains age 21 

Student’s absence record 
1 year after end of school year 

Student accident and illness 
1 year after end of school year 

Student organization records 
6 years after date created 

Student fine receipts 
3 years after close of fiscal year 

Parent -public survey P. l. 874 
4 years 

Athletic Program Records 

Activities and membership 
6 years after date created 

Injury records, medical reports 
10 years after date of last entry 

Records of coaches for various school sports 
Until reference value ends 

Curriculum Records 

A. Curriculum catalogue or bulletin 
Permanent 

B. Approved curriculum variance application 
10 years after approved 

C. Approved application of 
1 year after curriculum 

occupational ed curr. 
discontinued 

D. Denied application for curriculum approval 
1 year after end school year 

Other Instruction Records 

Teacher’s lesson plan 
2 years after close of school year 

Teacher’s class rolls, grade sheets 
1 year after end of term 

Examination and test answer papers 
2 years after close of school year 

State required district testing records Original to NM Dept. of Ed 
2 years after close of school year 

Food Management And Child Nutrition 
5 years after submission of final report, 7 years for Title I purposes 

School Administrative File 
5 years after close of school year 

Calendar Of Events File 
Until obsolete 

Committees, Councils Files 
5 years after end of school year 

Maintenance Service File 
3 years after date of last entry 

Work Orders File 
1 year after work completed, paper; 2 years, electronic 

Cross Ref.: Board Policy J.21 

NSBA/NEPN Classification: EHB 
J.10 STUDENT RECOGNITION 

HAW affirms the importance of recognizing and rewarding outstanding student achievement in academics and the arts and of promoting student acceptance of a challenging and rigorous program HAW also seeks to recognize student success in other areas, both within and outside the school, including student behavior and service to the community. 


1. Academic Achievement 


1.1 At the end of each grading period the Principal will establish and publish an honor roll containing the names of students who have achieved an overall grade point average (GPA)of 3.5- or better (with no single grade below a 3.0, taking into account the 0.3 increment for enriched, honors or advanced placement courses). The honor roll will at least be separated into: GPA 4.0 or better and GPA 3.5 or better. Further sub-divisions may be added. Such an honor roll may also contain a ranking of 12th grade students. A system of recognition for students in accordance with the honor roll may include: publication of the honor roll in local newspaper, presentation of an honor roll certificate and/or recognition at an awards assembly and any other appropriate recognition. 


1.2 In addition, the Principal will, in consultation with the academic faculty, establish and publish a system for recognizing and rewarding those students who have demonstrated significant progress towards meeting their individual academic goals as contained in their Individual Learning Plan and measured at the end of each grading period. 


2. Arts 

HAW will recognize outstanding achievement in the arts both within and outside the school. The Principal will, in consultation with the adjunct faculty, establish and publish a system for recognizing and rewarding such achievement. 


3. Student Behavior and Community Service 

The Principal will, in consultation with the academic and adjunct faculty, non-academic staff, parents and students, establish and publish a system for recognizing and rewarding those students who have demonstrated excellence or significant improvement in behavior and/or service to the community. 

Adopted 01-24-02 

Amended 11-21-02 
J.11 SELECTION OF LIBRARY-MEDIA PRINT/NON-PRINT MATERIAL 

Personnel Involved in the Selection Criteria Process 

Because it is difficult to legally remove materials once they have been placed into the library collection, it is imperative that all persons conducting the selection process exercise quality judgment throughout the process. The HAW Library Committee facilitates the selection process and establishes means of obtaining teacher, student, parent/guardian involvement in the acquisition of materials. 

Selection Criteria 

Interrelated criteria for the selection of library-media material are the following: 


E. capacity to reach the personal interest level and ability of students. 


F. appropriate reading comprehension level for students. 


G. capacity of the material to support the curriculum needs of the school. 


H. importance of the subject matter for current or lasting interest. 


I. consideration of literary content: 

a. quality of the writing 

b. logical development of plot 

c. continuing presentation of concepts or theme throughout the work 

d. careful, consistent development of main theme 

e. strong, realistic characterization 

f. the historical or literary significance of the author 


J. balance of library collection. 


K. physical characteristics of the item(s): 

a. appropriate binding and/or packaging of each item 

b. sound is clear and color reproduction is true 

c. appropriate size of print type and quality of paper 

d. equipment is available for use with material when required 

Library-media material shall not be excluded solely because of the race, sex, nationality, political, or religious view of the author or producer. 

Print/non-print material that meets the selection criteria shall not be proscribed or removed from the classroom or library-media center except by order of the Governing Council or in compliance with a Governing Council policy containing procedures for meeting concerns about library-print and non-print material. Outdated materials or materials in poor condition may be removed. 

Selection criteria will apply to all gifts and donations of library-media materials. 

(adopted 02-21-02) 
J.12 USE OF VIDEOS AND FILMS 

12.1 Criteria for Use of Videos, Films and Other Instructional Media 

For the use of videos, films, and other instructional media consider the following: 

12.1.1 Capacity of the video, film, or instructional media to support the curriculum. 

12.1.2 Capacity to reach the personal interest level and ability of students. 

12.1.3 Importance of the subject matter. 

12.1.4 Compliance with all copyright laws and regulations. 

12.1.5 Age appropriateness using Motion Picture Association of America guidelines where applicable and reviews from other recognized sources. 

12.1.6 The "track record" of the video/film based on previous instructional use. 

12.2 Procedures for Using All Videos/Films and Other Instructional Media 

12.2.1 Teachers or other staff members using videos, films, and instructional media will be responsible for following all HAW procedures and state and federal laws regarding their use. Lesson plans should support valid instructional objectives. 

12.2.2 Teachers or other staff members wishing to use a video/film will request permission from the Principal prior to the planned showing. The Principal may consult with the teacher requesting use of the film, other teachers and one or more students or parents in the decision making, and will review the use of the film using criteria outlined in the preceding section, in that context, considering the film’s effect on local community standards, the instructional goals and learning outcomes hoped to be achieved through use of the film, and the availability of other instructional materials that could meet these goals. The Principal will maintain a written record of the criteria and decision. 

12.2.3 The ratings used by the Motion Picture Association of America (MPAA) will be but one consideration in connection with the other selection criteria. If using an MPAA rated film, the following additional guidelines must also be followed: 

12.2.3.1 Parents/guardians will receive one week advanced written notice when teachers plan to use commercial video recordings that are rated PG with middle school students, or R with high school students. Such notice will include an accurate description of the contents of the video recording and where it may be obtained/rented for parent/guardian review. 

12.2.3.2 PG - A signed parental permission form is required for students under age 13. 

12.2.3.3 PG 13 - A signed parental permission form is required for students under age 14. 

12.2.3.4 R - A signed parental permission form is required for all students. 

12.2.3.5 NC 17 - Use of films rated NC 17 by the MPAA is prohibited. 

12.3 Alternative Assignments 

If it is established that a student or parent/guardian objects as a matter of principle to the viewing of a particular video/film, or for any reason whatsoever to the viewing of a particular video/film rated for an age older than their student, an alternative meaningful, related activity will be assigned without penalty or embarrassment to the student. Alternative assignments must consist of useful work related to valid instructional goals. They may not be punitive or burdensome in length of time or type of work required. Parents may be asked to assist in designing an alternative assignment. 

(Adopted 02-21-02) 
J.13. ALTERNATIVE METHODS OF EARNING CREDIT 

HAW recognizes that the needs of certain students may best be met by permitting that student to obtain instruction in a particular subject area through another institution or under the guidance of an independent instructor (an alternative program). HAW will permit students to attend and will grant credit (academic or elective) for completion of an alternative program on the basis set out in this policy and subject to applicable laws (in particular Section J of 6.30.2.10 NMAC). 

The following are descriptions of the types of alternative programs available: 

Concurrent enrollment at another institution: the student enrolls in HAW and concurrently in another local institution or school. 


• A student may take advanced courses concurrently at HAW and post secondary institutions if they wish to accelerate their learning experiences. Generally this is open only to students in 11th and 12th grade. 


• Opportunities for accelerated learning experiences open to HAW students at all grade levels may also be provided by local institutions. 


• Concurrent enrollment may provide opportunities for HAW students to obtain credit for courses not presently offered at HAW (example: a foreign language). 


• Enrollment in an extracurricular physical education program may enable a student to satisfy the HAW physical education requirements and be able to pursue other electives offered by HAW. 

Correspondence Courses: this envisages enrollment in a correspondence school accredited by the National Home Study Council, the state board of education of the state in which the school is located, or by a college or university which is regionally accredited for such purposes. Other correspondence and online programs may also be suitable. (The North Central Association Summer Quarterly annually lists all colleges and universities accredited to offer courses for high school credit.) 

Online Courses : many online courses require that time be set aside during the school day for students to attend the class and that supervision be offered by the school. For example, Apex Learning offers AP courses online in a virtual school. The State of New Mexico has contracted with the virtual school and HAW students may attend these courses free of tuition charge. 

Independent Study: A student who wishes to do advanced study with an appropriately certified teacher or otherwise professionally qualified instructor as a mentor, (an example of the latter would be a professional music instructor, or a karate or dance instructor, who is not necessarily a certified teacher but is recognized as a professional instructor within his/her particular field) may apply for independent study credit. Instruction may be designed to meet the student’s needs and talents and should be at a level beyond that in regularly scheduled courses at the school. The teacher or instructor should provide formal evaluation of the student’s program at the HAW grade reporting periods as well as providing on ongoing supervision of his/her academic performance. 

Work Experience: a student may enroll in a supervised work experience program which meets all federal and state requirements and is approved by the principal. The course description(s) for 

each program must incorporate State Department of Education Employability Skills Competencies. 

Participation in and granting of credit for an alternative program will be subject to the following: 

1. Permission to enroll in an alternative program with the purpose of obtaining credit from HAW must be obtained in advance from the principal prior to the beginning of the semester for which permission is sought. 

2. The alternative program must be accredited by HAW: The principal may develop and maintain a list of accredited alternative programs. Programs not currently recognized will be analyzed and approved/disapproved by the principal as the need arises. 

3. The principal will determine whether an alternative program may meet a specific graduation or grade level requirement or be counted as an elective credit. Such determination will take into account whether the alternative program is consistent with any state content standards or HAW content standards or comparable standards. The student must supply all course descriptions, syllabi, and other information that may be needed by the principal (or designee) to make the determination. 

4. The student must be enrolled at HAW for at least three (3) classes or 50% of the instructional school day (whichever is greater) and must satisfy any State Department of Education minimum requirements for including the student in HAW enrollment for funding purposes. 

5. Upon request, the student will be excused from attendance at HAW to participate in the alternative program. The principal will endeavor to construct the student’s schedule so as to provide for as many consecutive HAW classes as possible during the course of the school day. Likewise, the student will endeavor to arrange his/her schedule in relation to the alternative program so as to participate in classes at HAW with minimal disruption to HAW classes and other HAW students. For example, it would not be appropriate for a student regularly leave HAW in the middle of a class. 

6. The principal and the student shall agree on reasonable requirements for participation in an alternative program as well as how satisfactory participation in the alternative program is to be measured. This agreement will be documented and signed by the student and the student’s parent/guardian. If agreement cannot be reached on any particular issue, the principal may determine that issue or refuse permission. The basis for awarding credit should be included in the agreement, (for example, for concurrent enrollment in a post secondary institution, the basis of assignment of credit will be one-half (.50) credit per subject area which will be equivalent to a semester of three (3) hours of work at the university or college.) 

7. The principal should meet with the student and the student’s parent/guardian at least once per semester to review the agreement and compliance therewith. This does not prohibit more frequent meetings should the principal deem these necessary. 

8. It will be reasonable to require a student to maintain a specific grade point average (including grades obtained in the alternative program). A student participating in an alternative program of advanced study should be required to maintain a 3.0 grade point average. This issue should be discussed and included in the written agreement. 

9. In the case of an alternative program\ for physical education, it will be reasonable to require the student to participate in the alternative program for approximately as many hours per week as is required of participants in the basic HAW physical education program (approximately 3 hours per week). 

10. Permission to participate in an alternative program is a privilege and may be revoked by HAW at any time after consultation with the student and the student’s parent/guardian if the student fails to comply with the terms of the agreement or any other reasonable requirement or for disciplinary reasons. 

11. HAW will not in any circumstances be responsible for payment of any fees, tuition or charges of whatsoever nature in regard to participation in an alternative program by a HAW student, provided that HAW may, at its discretion, elect to pay the costs of an alternative program HAW desires to make available to all eligible HAW students. 
J14. ACCELERATED, ENRICHED, HONORS AND ADVANCED PLACEMENT PROGRAMS 

(approved by governing council 05-16-02) 

HAW will develop Accelerated, Enriched, Honors and Advanced Placement (AP) programs with curriculum that provides challenging programs for academically able students. These are regular education initiatives that are open to participation by all students who meet program criteria. HAW will, as a minimum, offer: 

Middle School (grades 6, 7 and 8): 

Math: Enriched Math will be offered in 6th and 7th grade and will be designed to prepare students for Algebra 1 in 8th grade. The accelerated high school equivalent course, Algebra 1 will be offered in 8th grade with instruction corresponding to the high school course description. 

Language Arts: Enriched Language Arts/Literature will be offered in 6th, 7th and 8th grade and will be designed to prepare students for Honors English in high school. 

Nothing in this policy will preclude academically advanced students who meet program criteria from participation in high school Honors or other programs with approval of the Principal. 

High School: 

Math: an accelerated math sequence designed to prepare qualified students for Advanced Placement math courses will be offered. This sequence may include Honors math programming. 

English: Honors and Advanced Placement programs will be offered. to qualified students 

Honors course design will comprise the scope and sequence / curriculum necessary to ensure adequate preparation for the Advanced Placement course. 

HAW may, if warranted, offer Accelerated, Enriched, Honors and/or Advanced Placement courses in both middle and high school in social studies, modern and classical languages, and science. Subsequent expansion to other curriculum areas will be provided as deemed appropriate through assessment of student body performance. 

Eligibility: 

On-going assessment of student learning will occur as part of the general screening procedures and during classroom instruction. This information, along with the following performance data, will be used to help determine student eligibility for Accelerated/Enriched/Honors and Advanced Placement programs. Performance Data can include, but should not be limited to: 

A. Teacher recommendation/s 

B. Previous grades 

C. Standardized test scores 

D. Department-designed screening tests 

E. Special Education eligibility (Giftedness) 

F. Portfolio Assessment 

G. Parent Recommendation 

Further guidelines for determining which students qualify for enrollment in a particular course will be stated on the course description. Students should not be precluded from participating in a particular course based on grade level or age if they are otherwise eligible. 

Recommendations for eligibility should be made by current teachers who may confer with each other and with the students concerned or their parent/guardian. Parent recommendations will be accepted. Recommendations for students in special education may be made in the IEP meeting. It is appropriate to record eligibility for particular Enriched/Honors courses as a goal in a student’s Independent Learning Plan or IEP and to provide therein for appropriate preparation and instruction to meet such goals. 

Final determination of eligibility for Accelerated, Enriched, Honors and/or Advanced Placement courses will be made by the faculty team, meeting with parent and student. A dispute regarding student eligibility will be determined by the Head Teacher (in 2001-2002) or Principal (2002-2003 and thereafter). Returning students will be notified of eligibility in writing by no later than 6 weeks before the end of the semester immediately preceding the semester in which they will be eligible for an Accelerated, Enriched, Honors or Advanced Placement course. New students will be assessed as soon as reasonably possible after notification of acceptance has been made, provided that appropriate documentation is provided to HAW. 

Students may elect not to take up the offered placement. Students may enter or re-enter the program at any grade level provided that they meet the eligibility criteria. 

Assessment of Accelerated, Enriched, Honors or Advanced Placement 

Individual student 

Documentation of student success and outcomes of interventions will be maintained in the students’ files. 

Students are expected to maintain a minimum semester grade of B minus to remain in the program. Students receiving a C grade or lower (a minimum passing grade) will need a recommendation from the faculty team, meeting with parent and student, to remain in the program. The recommendation may include a probationary status and remediation and other requirements. The C grade would receive honors increment. No honors increment will be awarded if the student’s semester grade is D or F. 

A student may take a non-honors course to replace a grade received in an honors course but may not retain the honors increment. The increment will be given only to approved programs. 

Due to the danger of students overextending themselves by taking more Honors/AP courses than they can comfortably handle, it is important that students in these programs be carefully and periodically monitored by a counselor or teacher advisor to avoid such high pressure situations and to provide them with an alternative or an opportunity to exit the program, if deemed necessary by parents, teacher/s and student. 

Nothing in this policy will prevent any student from obtaining Accelerated/Enriched or Honors/Advanced Placement credit, and increment, by way of the HAW policy for alternative means of earning credit. Similarly, nothing in this policy will prevent any student from enrolling in and obtaining credit for courses generally beyond his or her grade level in appropriate circumstances. 

School 

Documentation of the broader impact of Accelerated/Enriched or Honors/Advanced Placement will be reviewed through the school program review process and may be contained in documents that include, but are not limited to, indicators such as student outcomes, school climate surveys, quality indicators, and restructuring goals. 

Adjustment of School Enriched, Honors or AP Plan 

HAW will adjust intervention activities based on assessment of effectiveness and will incorporate those adjustments, in planning or implementation stages for the school program review process. 

INCREMENTS: 

Courses carrying an Accelerated, Enriched, Honors or AP designation will emphasize higher level thinking skills, and students will be expected to complete considerably more in-depth work than students in a regular program. While the major emphasis of the program is placed on appropriate level learning experiences for advanced students, it is felt that a need exists to 

formally recognize the achievement of these students and to differentiate between an Enriched/Honors program and a regular program. 

To accomplish these ends, HAW will develop and implement an appropriate system for awarding increments in Accelerated, Enriched, Honors and Advanced Placement courses including assessment of transcripts and awarding of increments for students transferring to HAW from other schools. 
J.15 REMEDIATION OF STUDENT LEARNING 

(approved by Governing Council 05-16-02) 

HAW will design and implement remediation programs and academic improvement programs to provide special instructional assistance to students who fail to obtain a level of proficiency established by the content standards that meet or exceed the requirements contained in NMSA 22-2-8.6 (copy attached). 

Extended remediation should be planned as needed in collaboration with appropriate school personnel (counselor, principal, support team members and other teachers) and parents. Plans may include but should not be limited to: tutoring, special forms of instruction and study sessions. 

Professional Development 

HAW will provide appropriate professional development planning for teachers to meet the needs of students during regular instructional time by using various teaching methods and techniques, modifying teaching strategies and presentations, giving clear, corrective feedback and positive reinforcement. 

Assessment of Student Needs 

On-going assessment of student learning should occur as part of the general screening procedures and during classroom instruction. 

Assessment of Remediation Activities 

Individual student 

Documentation of student success and outcomes of remediation activities will be maintained in the student files. 

School 

Documentation of the broader impact of remediation activities will be reviewed through the school program review process and may be contained in documents that include, but are not limited to, indicators such as student outcomes, school climate surveys, quality indicators, and restructuring goals. 

Adjustment of School Remediation Activities 

HAW will adjust remediation activities based on assessment of effectiveness and will incorporate those adjustments, in planning or implementation stages for the school program review process. 

Copy of NMSA 22-2-8.6. Educational content standards; remediation programs; promotion policies; restrictions. 

“A. The state board shall identify educational content standard measured by the state assessment program and establish performance levels 

of proficiency. Remediation programs, academic improvement programs and promotion policies shall be aligned with content standards and based on the following: 

(1) statewide assessment results; 

(2) alternative school-district-determined assessment results; and 

(3) student performance in school. 

B. Local school boards shall approve district-developed remediation programs and academic improvement programs to provide special instructional assistance to students in grades one through eight who fail to attain a level of proficiency established by the content standards. The cost of remediation programs and academic improvement programs shall be borne by the school district. Remediation programs and academic improvement programs shall be incorporated into the school district’s educational plan for student success and filed with the department of education. 

C. The cost of summer and extended day remediation programs and academic improvement programs offered in grades nine through twelve shall be borne by the parent or guardian; however, where parents are determined to be indigent according to guidelines established by the state board, the local school board shall bear those costs. 

D. Diagnosis of weaknesses identified by the reading or writing performance assessment instrument administered pursuant to Section 22-2-8.5 NMSA 1978 may serve as criteria in assessing the need for remedial programs or retention. 

E. A parent or guardian shall be notified no later than the end of the second grading period that his child is failing to attain appropriate grade level proficiency in content standards, and a conference consisting of the parent or guardian and the teacher shall be held to discuss possible remediation programs available to assist the student in attaining the required level of proficiency established by the content standards. Specific academic deficiencies and remediation strategies shall be explained to the student’s parent or guardian and a written plan developed containing timelines, academic expectations and the measurements to be used to verify that a student has overcome his academic deficiencies. Remediation programs and academic improvement programs include tutoring, extended day or week programs, summer programs and other research-based models for student improvement. 

F. At the end of grades one through seven, three options are available, dependent on a student’s attainment of the required level of proficiency established by the content standards: 

(1) the student has attained the level of proficiency required by the content standards and shall enter the next higher grade; 

(2) the student has not attained the required level of proficiency and shall participate in the required level of remediation. Upon certification by the school district that the student has successfully overcome his areas of deficiency, he shall enter the next higher grade; or 

(3) the student has not attained the level of proficiency required by the content standards upon completion of the prescribed remediation program and upon the recommendation of the certified school instructor and school principal shall either be: 

(a) retained in the same grade for no more than one school year with an academic improvement plan developed by the student assistance team in order to attain proficiency of content standards, at which time the student shall enter the next higher grade; or 

(b) promoted to the next grade if the parent or guardian refuses to allow his child to be retained pursuant to Subparagraph (a) of this paragraph. In this case, the parent or guardian shall sign a waiver indicating his desire that the student be promoted to the next higher grade with an academic improvement plan designed to address specific academic deficiencies. The academic improvement plan shall be developed by the student assistance team outlining timelines and monitoring activities to ensure progress toward overcoming those academic deficiencies. Students failing to attain proficiency of content standards at the end of that year shall then be retained in the same grade for no more than one year in order to have additional time to master the required content standards. 

G. At the end of the eighth grade, a student who fails to attain proficiency of content standards shall be retained in the eighth grade for no more than one school year in order to attain proficiency of content standards or if the student assistance team determines that retention of the student in the eighth grade will not assist the student attain the appropriate level of academic achievement and proficiency of standards, the team shall design a high school graduation plan to meet the student’s needs for entry into the workforce or a post-secondary educational institution. If a student is retained in the eighth grade, the student assistance team shall develop a specific academic improvement plan that clearly delineates the student’s academic deficiencies and prescribes a specific remediation plan to address those academic deficiencies. 

H. A student who fails to attain proficiency of content standards for two successive school years shall be referred to the student assistance team for placement in an alternative program designed by the school district. Alternative program plans shall be filed with the department of education. 

I. Promotion and retention decisions affecting a student enrolled in special education shall be made in accordance with the provisions of the individual educational plan established for that student. 

J. For the purposes of this section: 

(1) “academic improvement plan” means a written document developed by the student assistance team that describes the specific content standards required for a certain grade level that a student has not achieved and that prescribes specific remediation programs such as summer school, extended day or week school and tutoring; 

(2) “alternative school-district-determined assessment results” means the results obtained from student assessments developed by a local school board and conducted at an elementary grade level or middle school level; 

(3) “educational plan for student success” means a student-centered tool developed to define the role of the academic improvement plan within the district that addresses methods to improve a student’s learning and success in school and that identifies specific measures of a student’s progress; 

(4) “statewide assessment results” means the results obtained from the New Mexico achievement assessment that is administered annually to grades three through nine pursuant to state board rule; and 

(5) “student assistance team” means a group consisting of a student’s: 

(a) teacher; 

(b) school counselor; 

(c) school administrator; and 

(d) parent or legal guardian.” 
J16 GRADUATION REQUIREMENTS 
N/A

J.17 DEPARTING STUDENTS AND DROP-OUTS 

(approved 09-26-02) 

The Principal or other staff member designated by the Principal will attempt to contact every student who ceases to be enrolled as a student at HAW prior to graduation (leaves HAW) and his/her parent/guardian for the purpose of conducting an exit interview. The exit interview will take place as soon as possible after notice is received of the student’s intention to leave HAW. The purpose of the exit interview will be to establish details of the circumstances leading to the student’s decision to leave HAW. The Principal will keep and maintain written reports regarding the content of each interview. 

The Principal will maintain a record of names, addresses and telephone numbers of students who have left HAW prior to graduation together with the name of the school (if any) to which the student has indicated he/she intends to transfer. Withdrawal data will be made available to members of the HAW staff and faculty or to the Governing Council or any volunteer for the purpose of contacting such students in the event that the Governing Council decides to compile school drop out data. 

The Principal will arrange to contact each indicated transfer school the semester following the student’s withdrawal to verify whether student, in fact, transferred to such school. 
J18. ADMISSIONS POLICY 

(approved 09-26-02) 

HAW will comply with all applicable laws in admitting students. As a Public School, HAW’s admissions policy is governed by Federal and State laws which require that admission of students be on a lottery basis. 

In respect of any school year, the following preferences apply: 

1. First preference is given to returning students. A returning student will lose this preference if his/her parent/guardian fails to deliver written acceptance of an offer of a place for the forthcoming school year by a date stipulated by the Governing Council. 

. 

2. Second preference is given to returning students who have previously been granted a sabbatical or leave of absence from HAW. The Principal may in his/her discretion grant a sabbatical or leave of absence to any student for any reason that and for such period as the Principal deems appropriate. The Principal shall determine any application for a sabbatical or leave of absence on a case by case basis. 

3. Third preference is given to siblings of returning HAW students. A sibling of a returning student will lose this preference if their parent/guardian fails to deliver written acceptance of an offer of a place for the forthcoming school year by a date stipulated by the Governing Council or Principal. 

4. Fourth preference will be given to students who enter into a HAW admission lottery. This preference shall be given in respect of each grade level in the order that student names are drawn. Prior to any lottery the Principal will determine how many places are available at each grade level (based on the preferences referred to in paragraphs 1 – 3) and the students drawn will be accepted at each grade level until the particular grade level is filled. Once a grade level is filled, students drawn for that grade level will be placed on a waiting list in the order that they are drawn. 

The first lottery for the school year commencing in August of any year shall be held in the preceding March (that is, approximately 5 months prior to the commencement of the school year). Thereafter, lotteries may be held at any time determined by the Governing Council and may be held prior to or during the school year in respect of that school year. 
J19 ACCESS TO STUDENT RECORDS 

(Adopted 11-21-02) 

HAW maintains student education records in accordance with federal, state and local requirements. Education records include academic, personal information, disciplinary, health, attendance and standardized testing records. Student records are confidential and, except for directory information (see below), will be released only to persons entitled to access. Copies will be made available to persons entitled to access at a charge of 25 cents per page. 

Persons entitled to access include: 


• Students; 


• Parents of students under the age of 18 (or of students over the age of 18 if the student is a dependant as defined in the Internal Revenue Code) or any person with written consent of the parent; 


Employees of HAW; 


• Governing Council members and parent volunteers when involved in legitimate HAW business, when directly authorized for a particular purpose by the Governing Council or the Executive Director; 


• Federal, state and local officials (including APS employees) to whom information is required to be reported or who have a legitimate educational interest; 


• Certain testing and/or accrediting organizations; 


• Appropriate persons in connection with an emergency; 


• Pursuant to subpoena or court order; 


• To a school or schools in which a student seeks or intends to enroll. 

Access is limited to only that portion of records concerning the particular student in question and related to the particular purpose for which access is authorized. 

Directory information includes the student’s name, address, telephone numbers and email address, date and place of birth, major field of study, participation in HAW recognized activities, sports and arts, dates of attendance at HAW, degrees and awards received and the most recent educational agency or institution attended by the student. This information may be released without prior consent unless the parent or the student informs the Executive Director within a reasonable period of time that any or all information should not be released without prior consent. 
J.20 STUDENT SUPPORT/ASSISTANCE TEAM: 

SCREENING AND STUDENT INTERVENTION GUIDELINES 

HAW has a School Support/Assistance Team (SAT) whose role is to ensure that students are provided 

the opportunity to succeed in the general education environment. Students are to be referred for special education evaluation when interventions and modifications have been unsuccessful and data justifies possible separation from the general education program. 

General Screening Procedures 

Applicable to all Students 

Purpose: General screening utilizes the systems already established for providing general information about the status and progress of each student and for locating students who have unique needs. 

Definition General screening refers to all types of general information collected about students. This information relates to standardized test information, health records, and/or other available reports. 

Parental Notification This notification is provided as part of the general parental notification during the school year, as well as through conference reporting systems. 

Procedure The following are examples of general screening procedures applicable to all students: 


A. Ongoing child identification (public awareness and screening) 


B. Vision and hearing screening (in accordance with Nurse Procedure Manual) 


C. Review of health records. 


D. State mandated tests 


E. Placement tests 


F. Progress reports 


G. Documented teacher observations (including study skills, social behaviors, learning styles, test scores, academic skills,. etc.) 


H. Attendance records 


I. Cumulative file data 


J. Dominant language 


K. Demographic information 


L. Other available data 

Strategies for Individual Students in Need of Intervention 

Purpose: Teacher(s) identifies areas of individual student need and address (es) those needs in the classroom and/or with the parent(s) 

Definition Strategies are interventions designed to meet the individual student’s needs in an educational setting. Strategies may include but are not limited to: 


A. Changing instructional strategies for the student; 


B. Seeking parental involvement (when appropriate) including notification and/or conference; 


C. Initiating a behavior management system for the student; 


D. Conducting a documented observation of the learning environment and the individual student’s behavior by someone other than the student’s teacher; 


E. Initiating a weekly and/or daily progress report; 


F. Providing school counseling services; 


G. Requiring substance abuse intervention and support; 


H. Referring to community agencies and/or private practitioners; 


I. Reassigning student to another class(es)/level; and 


J. Recommending enrollment in an alternative school setting. 

Procedure for students in need of individual intervention: 


A. Consideration of General Screening Procedures; 


B. Classroom teacher(s) and/or individual(s) identifies area(s) of need for student; 


C. Interventions are selected by the identifying person and implemented for individual students with parent participation/notification; 


D. Determination of language proficiency when dominant language is not English. 

Review of Individual Students by the SAT 

Purpose: Teacher(s) gather all relevant data on students referred for SAT review. The Team recommends interventions for individual students whose specific needs have been identified. 

Definition The SAT is an interdisciplinary team that reviews referrals of individual students whose educational needs have not been resolved through Strategies for Students in Need of Intervention. The population being considered will include: 


A. Students being considered for Intervention Plan 


B. Students with disabilities not eligible for Special Education services who may be considered under Section 504 of the Rehabilitation Act 


C. Former special education students who are returning to general education, but need modifications that may be considered under Section 504 of the Rehabilitation Act. 

Parent Involvement Prior to initiating a SAT review, parent notification of individual student screening and review is required. 

The date(s) and result(s) of parent and school contact(s) (either in person or by telephone) must be documented. 

Required parent notification includes sending and maintaining a copy of the Individual Student Review letter (INS-115a). 

Procedure 


A. Classroom teacher(s), parent(s), or other person(s) will initiate a review by the SAT. A Team referral form is to be completed by the referring party and submitted to the Team Chairperson. 


B. The membership of the SAT should include: 


1. Principal or designee 


2. Counselor or designee 


3. General education teacher 


4. Special education teacher 


5. Teacher(s) of student being reviewed 


6. Licensed nurse or health aide (if available) 


7. Other members as appropriate – including parent/guardian(s) who are encouraged to attend and participate in support team meetings 


C. The Team will determine meeting dates, times, procedures, and timelines for student review. 


D. The Team activates in-school procedures and established timelines for intervention strategies based on supporting data. The following data, where appropriate, are to be collected by the designated Team representative(s): 


1. Team referral form 


2. Information from "General Screening Procedures" and "Strategies for Individual Students in Need of Intervention"; and 


3. Health assessment 


E. The Team will identify an Intervention Plan which recommends strategies to address individual student needs and requires documentation of the following: 


1. Current levels of functioning 


2. Goals and instructional strategies 


3. Persons responsible for implementation 


4. Timelines - implementation and effects of interventions are documented. A minimum of three to four (3-4) weeks is recommended for new interventions 


5. Outcomes of the intervention strategies 


6. Date of review 


F. The person(s) who initiated the Team review must receive a copy of the Support Team Recommendations letter (INS-116a). 


G. Parent(s) must receive Support Team recommendations with Parent Notification of Support Team Recommendations Form. 

1. Meetings for students being discussed for Section 504 eligibility are recorded on Section 504 Accommodation Plan (form #504). Both the parent and all involved service providers must receive a copy of this plan. 


H. At the review/follow-up meeting the Team 


1. Reviews and evaluates implemented strategies; 


2. Determines successful/unsuccessful interventions; and 


3. Considers other available options as needed which may include but are not limited to: 


a. Additional intervention strategies recommended by SAT 


b. Referral for further evaluation under Section 504 of Rehabilitation Act 


c. Referral for special education evaluation (see APS Special Education Operational Standards Chapter 3.3) 


d. Referral for Families In Need of Services (FINS) 


I. Records 


1. A confidential record of each student reviewed by the Team must be maintained by the SAT. 


2. If a student transfers to an Albuquerque Public School, the SAT Chairperson must send the records to the new school’s Support Team Chairperson. for placement in the student’s cumulative folder. 


3. If a student is referred for special education testing, a copy of the records are placed in the referral packet. 


4. If a student is transferred to a non-APS school, or disenrolled, HAW must place appropriate records in the student’s cumulative file and destroy any remaining records. 

J. Support Team Training Manual 

HAW must maintain a current manual available to all staff. Evidence of a yearly review of the Support Team procedures is required. 

J.21BILINGUAL INSTRUCTION POLICY

Bilingual Instruction

I.
PURPOSE 

Horizon Academy West recognizes that students who are limited English proficient, including immigrant children and youth, face different challenges in their education. Horizon Academy West is committed to provide an educational program which will help ensure that they become bilingual and biliterate in English and a second language, and meet academic content standards and benchmarks in all subject areas.

II. 
POSITION

Students who are limited English proficient, including immigrant children and youth, will be provided an educational program which will help ensure that they attain English proficiency, develop a high level of academic attainment in English, and meet the same challenging state academic content and student academic achievement standards as all children are expected to meet and which supports the state of New Mexico’s long-standing policy in furthering bilingual multicultural education.

III  
INSTRUCTION

A.
Horizon Academy West will provide an approved bilingual multicultural education program which will include:

1.
Instruction to attain language proficiency and literacy skills in two languages, one of which is English.

2.
Sheltered content instruction

3.
Standardized curriculum that is aligned with the state academic content standards, benchmarks and performance standards; and

4.
Instruction in the history and cultures of New Mexico [6.32.2.12 NMAC-N, 11-30-05]

B.
Horizon Academy West shall implement the following bilingual education model:

1.  Maintenance; designed to develop and maintain proficiency and literacy in the primary or home language while developing a student’s literacy and oral skills in English

2.  Transitional: designed to transfer students from home language instruction with gradual transition to an all-English curriculum [6.32.2.12 NMAC – Rp, 6.32.2.10 NMAC, 11-30-05]

Legal Reference:  NMSA Section 22-23-4, NMSA, 1978 and Standards for Excellence, Subsection B of 6.30.2.11 NMAC, 11-30-05

SECTION K-SCHOOL-HOME-COMMUNITY RELATIONS 

(Adopted by Governing Council on 11/1/01 amended 03-07-02, 06-27-02)
K.1 PARENT/FAMILY INVOLVEMENT 

The Governing Council recognizes that a child’s education is a responsibility shared by the school and family during the entire period the child spends in school. To support the goal of HAW to educate all its students effectively, HAW and parents must work as knowledgeable partners. 

Although parents are diverse in culture, language and needs, they share HAW’s commitment to the educational success of their children. HAW, in collaboration with parents, shall establish programs and practices that enhance parent involvement and reflect the specific needs of students and their families. Engaging parents is essential to improved student achievement. HAW shall foster and support active parent involvement. 

To this end, the Governing Council supports the development, implementation and regular evaluation of a parent involvement program at HAW, which will involve parents at all grade levels in a variety of roles. The parent involvement programs will be comprehensive and coordinated in nature. They will include, but not be limited to, the following components of successful parent involvement programs: 


• Communications between home and school is regular, two-way, and meaningful. 


• Responsible parenting is promoted and supported. 


• Parents play an integral role in assisting student learning. 


• Parents are welcome in the school, and their support and assistance are sought. 


• Parents are full partners in the decisions that affect children and families. 


• Community resources are made available to strengthen school programs, family practices, and student learning. 

The Governing Council supports professional development opportunities for staff members to enhance understanding of effective parent involvement strategies. The Governing Council also recognizes the importance of administrative leadership in setting expectations and creating a climate conducive to parental participation. The Governing Council also supports the development, implementation, and regular evaluation of a program to involve parents in the decisions and practices at HAW. 
PROCEDURE K.1.1 CHILD CUSTODY ISSUES 

Under the compulsory attendance laws, parents must send their children to school, and schools stand in loco parentis as regards discipline, supervision, and custody issues. School personnel have an obligation to exercise due care in guarding the health, safety, and welfare of students enrolled in our schools. Children must not be released to persons who are not their parents or legal guardians. 

Custody Issues and Parental Rights 

Divorced parents and the courts will establish the terms and conditions of custody of the children. There is an almost unlimited number of variations but custody terms will generally fall into one of the three following general categories. 

Joint Custody 

Parents share in the physical custody of the children as defined by some agreed upon schedule. This is the most common category and the majority of custody agreements are of this type. 

Primary Physical Custody with Visitation Rights 

Only one parent has physical custody of the child; however, the other parent is guaranteed visits with the child at certain times. 

Sole Custody 

Only one parent has physical custody and the other parent cannot visit, or sometimes even see, the child. 

These last two types of custody arrangements are the ones that cause the most problems for schools due to parental disputes over visitation. Sometimes kidnapping from school grounds can result. In any of these custody arrangements, both parents retain full parental rights regarding access to school records, grades, progress reports, etc. If parental rights have been legally waived, then parents do not have the right to records. 

School Responsibilities 

School responsibilities usually become an issue only when there is a dispute between divorced parents over the terms of custody or over their obligations under the divorce decree. Guidelines are as follows: 


A. Avoid taking sides in domestic disputes. 


B. Request a copy of the divorce decree which specifies child custody terms. 


C. If a parent shows up at the school with a temporary custody order or a temporary restraining order, call the local police department, Southeast Substation (256-2050), for further guidance. 

Legal Names on School Records and Name Changes 

Student records should be maintained under the correct legal name. In a remarriage situation, the student's records should carry the family name of the natural father unless the child has been legally adopted by the new father or the child has legally changed his/her name after reaching the age of 14. 

CYFD Custody of Children 

Occasionally it becomes necessary for Children, Youth and Families Department to assume legal and/or physical custody of a child. This is usually a temporary situation but 

may range from days to years in duration. The agency should provide the school with written documentation of their legal authority to access records. 

NSBA/NEPN Classification: KBBA 
PROCEDURE K.1.2 RIGHTS OF NON-CUSTODIAL PARENTS 

Non-custodial parents are entitled to access to student records on the same basis as custodial parents unless there is a court order or provision in the divorce decree prohibiting such access. 

Non-custodial parents may be sent information pertaining to school activities - such as newsletters, bulletins, etc. -- if they provide the school with sufficient self-addressed, stamped envelopes. 

Non-custodial parents may request, and will be granted, on a reasonable basis, conferences with teachers to discuss their children's progress. The Principal will determine the reasonableness of requests for parent conferences, on the part of both custodial and non-custodial parents. 

The Principal may request a copy of the divorce decree and/or custody agreement to assure that there are no restrictive provisions pertaining to the rights of the non-custodial parent. 

Cross Ref.: Student Records directive 
PROCEDURE K.1.3: COMMUNITY CONCERNS AND INQUIRIES 

Inquiries or concerns regarding a specific HAW staff member or program should first be directed to the staff member involved or responsible for such program. If a person is not sure who is the responsible staff member or a person has an inquiry or concern of a broad nature, he or she should contact the Principal for clarification on the steps to follow. The Principal will develop a chart summarizing the general chain of command for various types of issues, which shall be annexed to this procedure. 

If the person making the inquiry or expressing the concern feels the issue has not been satisfactorily handled at the individual staff member level, it should be referred to the Director of Curriculum and Professional Development or other senior administrator designated by the Principal, if the concern or inquiry relates to a particular classroom teacher, an instructional program issue, or a student discipline or conduct issue; or (2) the Special Services Director or other senior administrator designated by the Principal, if the concern or inquiry relates to any matter concerning a student in special education. 

If the matter is one to be taken to the senior administrator/s mentioned above and resolution is not reached at that level, the person making the inquiry or expressing the concern may take the issue to the Principal for disposition. If the matter cannot be resolved satisfactorily at the Principal level, the matter may be taken to the Governing Council. When other procedures have been exhausted, complaints against an identifiable employee will be handled by the Governing Council in a closed personnel session. 

At each level, responses to the person expressing a concern or making an inquiry will be communicated to the Principal and, if applicable, to the staff member directly responsible for the program or policy at issue. 

NSBA/NEPN Classification: KE 
K.2 COMMUNITY INVOLVEMENT (NOTE: The following is taken from APS Board Policy K.01, which was NOT waived in the Charter.) 

Parents are encouraged to visit the school throughout the school year. Conferences between such visitors and employees should not interfere with the employee’s assigned duties. All visitors must sign in at the office of the school. Visitors should verify their identity and the purpose for their visit. A visitor must obtain permission of the Principal before entering a classroom during normal instructional time. 

NSBA/NEPN Classification: KA, KC, KI 
PROCEDURE K.2.1 VISITORS TO HAW 

Upon arrival at HAW, any individual, including a student from another school, must report to the school office and/or the Principal, if available, and state the reason for the visit. Visitors must comply with the rules of the school. 

An individual failing to comply with any of these procedures and/or causing a disruption of the educational process may be barred or removed from the campus at the Principal’s discretion. The individual also may be charged with criminal trespass. 

Student visitors may be permitted to remain on the school campus at the discretion of the Principal. No student who is currently suspended from another school and/or who has been the cause of a disruption in any school shall be allowed to remain on campus. 

Visitors who are promoting products or ideas for personal or financial gain or advantage must contact the Principal in writing for permission to contact staff, students or parents at the school. 

Conferences with school staff should generally be arranged before or after school. Conferences arranged with faculty members during the faculty member’s regularly scheduled instructional time should have prior approval from the Principal. In no event will the concept of uninterrupted instructional time be abrogated. 

State laws also apply to visitors on campus: "Persons involved in the distribution or possession with the intent to distribute drugs or counterfeit drugs on this school campus or within 1000 feet of the boundaries of this school are subject to arrest pursuant to the provisions of Section 30-31-22C NMSA 1978 and upon conviction as an adult are subject to imprisonment for up to 18 years in the N.M. State Penitentiary pursuant to the provisions of Section 31-15-18 NMSA 1978." 

Cross Ref.: Board Policy K.2 

Legal Ref.: Section 30-31-22C NMSA 1978 
K.3 USE OF COMMUNITY RESOURCES (NOTE: The following is taken from APS Board Policy K.02, which was NOT waived in the charter.) 

The Governing Council approves of and encourages the use of community resources to assist in making learning experiences more realistic. 

NSBA/NEPN Classification: KGB, KGD 
PROCEDURE K.3.1 VOLUNTEER PROGRAMS 

A school volunteer is a person who donates time, energy, or talent to various phases of HAW programs under the direction of HAW staff personnel. 

At the staff’s request, volunteers may assist in the following ways: 


A. Advocacy/Advisory - serving on committees or task forces; advising on special projects; consulting on certain issues. 


B. Instructional Support - curriculum and classroom-related activities; motivational programs; materials and program development; enrichment programs; extra-curricular and after-school programs. 


C. Support Services – lunch service, health, clerical, instructional materials, computer and informational services, and audiovisual services. 


D. Any other ways that the Principal deems appropriate. 

Volunteers may be recruited from many different populations including parents, community members, senior citizens, community agencies, high school and post-secondary students. 

Roles and Responsibilities 

Principal 

The Principal is responsible for: 


A. Building support for the school volunteer program among faculty and parents; 


B. Identifying one or more faculty members, parents, or community members to serve as the volunteer coordinator(s) for particular committees; 


C. Determining, in cooperation with the faculty and volunteer committee coordinator(s), the needs to be addressed by the volunteer committee, the goals and objectives of the committee program, and potential resources for the program; 


D. Organizing and supervising the recruitment, orientation, training, and placement of volunteers; 


E. Providing recognition to volunteer program participants; 


F. Assisting in volunteer program and individual volunteer evaluations.– 

Continuation of any and all volunteer services and programs staffed by volunteers are at the Principal’s discretion. 

Volunteer Committee Coordinator(s) 

The volunteer committee coordinator(s) is/are responsible for: 


A. Participating in planning with the Principal and staff; 


B. Assisting, at the request of the Principal, with recruitment; 


C. Assisting the Principal in providing orientation and coordinating training for volunteers; 


D. Placing and scheduling volunteers in cooperation with the Principal and staff; 


E. Providing encouragement and recognition for volunteers; 


F. Maintaining volunteer committee records. 

Teachers and Other Staff Members 

The teachers and other staff members are responsible for: 


A. Participating in planning with the Principal and the volunteer committee coordinator(s), as appropriate; 


B. Providing volunteers with clear direction, materials, and space to work, as appropriate; 


C. Reporting problems with the volunteer placement to the Principal; 


D. Providing volunteers with encouragement and recognition. 

Volunteers must not work alone with students, unless such volunteer has undergone the required background check and received State Department of Education licensure as a substitute teacher. A HAW staff member should be present at all times when volunteers who have not been licensed as substitute teachers are working with students. 

Volunteers 

The volunteer is responsible for: 


A. Attending orientation and training as appropriate; 


B. Carrying out assigned duties; 


C. Being punctual, reliable, discrete, maintaining confidentiality, and following the school’s policies and procedures; 


D. Reporting problems with the placement to the Principal. 

Cross Ref.: Board Policy _____ 

NSBA/NEPN Classification: IJOC 
K.4 GIFTS AND DONATIONS 

HAW, as a publicly supported institution, may by action of the Governing Council, accept gifts, grants, donations, devises, and title to property. 

Presentation of memorials or other awards will be fittingly recognized by the Governing Council. Such recognition will in no case be considered as a testimonial or endorsement by the Council of a product or business enterprise. 

NSBA/NEPN Classification: KCD 
K.5 ADVERTISING AT HAW 

The Governing Council supports advertising initiatives that enhance HAW’s goals and objectives. The Principal will approve agreements on behalf of HAW. Advertising requests that promote alcohol, tobacco, gaming, firearms, political endorsements, controversial products or services, will not be permitted. The Principal will ensure that HAW complies with all applicable federal and state statutes, rules and regulations in relation to advertising. 

NSBA/NEPN Classification: KHB 
K.6 POLITICAL SOLICITATIONS AT HAW 

HAW has as its primary mission the education of its students. All else must be secondary. For this reason, appearances of candidates or their representatives will be limited to time outside the standard school hours except in those instances where teachers of social studies and language arts invite candidates to visit their classes as part of the educational program. 

Candidates or their representatives may distribute campaign materials and greet employees and students at entrances or exits to HAW facilities. 

No person may solicit contributions or distribute campaign materials for any political campaign or receive, collect, handle, or disburse contributions or other funds for any political campaign within or on any school property. 

For purposes of these guidelines, “candidates for elective office” means candidate for any public office and “representatives” means any persons other than a student of the school, whether or not authorized by a candidate, who is actively supporting such candidate. 
K.7 FINANCIAL SOLICITATIONS AT HAW 

Student participation in fund-raising campaigns by outside agencies must be entirely voluntary. No quotas may be set and no pressure placed on students to donate. 

Campaigns by school or school-related organizations will follow the same guidelines. 

NSBA/NEPN Classification: KGC, KH 
K.8 RELATIONS WITH COMMUNITY ORGANIZATIONS 

HAW may cooperate in furthering the work of non-profit, community-wide service, civic, or governmental agencies or organizations that support the missions, goals, and policies of HAW. Such cooperation may not disrupt the school program or diminish the amount of time devoted to the school program. Cooperation may include the distribution of literature, announcements of meetings, and provision of space for organizational activities in accordance with HAW’s facilities use policy. 

NSBA/NEPN Classification: KJ 
PROCEDURE K.8-1: DISTRIBUTING OR POSTING PROMOTIONAL LITERATURE 

Informational and Promotional Literature 

HAW will cooperate in furthering the work of community-based, non-profit service or civic agencies, organizations, or corporations that support the mission and goals and objectives of HAW. Distribution of material for these entities will be allowed at HAW subject to the requirements that follow unless the material is determined "unacceptable" as defined. Groups wishing to distribute material must submit the material to the Principal at least one week prior to the proposed distribution date. The Principal will approve or disapprove the distribution on the basis of the material’s acceptability and the group’s mission as it relates to the goals of HAW, and work with staff concerning these distributions. 

The group must agree to the following: 


A. When material is approved to be distributed to students, the Principal will have final authority in deciding when and how literature will be given to students to take home, provided that timeliness of information in the material is not compromised. 


B. No student or employee shall in any way be compelled or coerced to accept any materials; no school employee or student will interfere with the distribution of approved materials. 


C. Where groups wish to personally distribute approved material they may do so at places within the school or on the school grounds as designated by the Principal except that in no event will group members personally distribute materials in any classroom being occupied by a scheduled class. 


D. Groups wishing to personally distribute materials must do so 15 minutes before school and/or 15 minutes after the close of school. 

Unacceptable Materials 

The following materials are unacceptable: 


A. Literature that attacks or impugns any ethnic, religious, or racial group. 


B. Material promoting hostility, disorder, or violence. 


C. Material that proselytizes or promotes a particular religious or political belief. 


D. Material that is libelous. 


E. Material that inhibits the functioning of the school or interferes with the normal operation of the school. 


F. Material that favors or opposes a political candidate, any bond issue, or any other question to be decided at an election (except as specified in Governing Council Policy No. K.6). 


G. Any material that is obscene or pornographic as defined by prevailing community standards. 

In the event the Principal rejects a request for distribution of materials, the decision may be appealed to the Governing Council. 

DISTRIBUTION OF FUNDRAISING MATERIALS 

For an Extracurricular Program 

The organization must contact the Principal for authorization to distribute information regarding extra-curricular or course-related materials, contests, programs, or products. The Principal’s authorization does not imply an endorsement of any product/service. 

The organization representatives must submit copies of all materials proposed to be submitted to HAW staff members and/or students. HAW is not obligated to respond to all organizations; responses may be limited according to HAW’s goals and programs. 

The Principal may grant permission for the organization to display posters and distribute materials to teachers or students. If the Principal gives permission to distribute materials, the organization will be responsible for preparing materials for distribution as the Principal directs. The Principal is not obligated to provide direct access to staff or students to organization representatives. Such access could include assemblies, classroom visits, and meetings with teachers. 

For Profit Organizations and Companies 

Representatives of companies or individuals seeking access to staff members, students or parents for the purpose of selling or marketing any goods or services must submit a written request for authorization from the Principal. The Principal’s authorization does not imply an endorsement of any product/service. The company/organization representatives must submit copies of all materials to be submitted to HAW staff, students or parents with their request for a letter of authorization. 

The Principal may give permission to the company or individual to make literature available to staff only, not to students. Materials shall be prepared and delivered by authorized representatives according to the direction of the Principal. 

No direct access to school employees will be granted during school hours. The Principal may, but is not obligated to, allow representatives the opportunity to contact staff members after school hours on school property. In such cases, the normal facility rental fees will apply. 

Cross Ref.: Board Policy ___________________________. 

NSBA/NEPN Classification: KHC 
K.9 CUSTODIAN OF PUBLIC RECORDS 

The official Custodian of Public Records for HAW will be the Principal. As required by the Inspection of Public Records Act, the Principal will be responsible for (1) receiving and responding to requests to inspect public records; (2) providing proper and reasonable opportunities to inspect public records; and (3) providing reasonable facilities to make or furnish copies of the public records during usual business hours. 

NSBA/NEPN Classification: KDB 
Update: 2/18/14 - NEW MEXICO INSPECTION OF PUBLIC RECORDS ACT

Horizon Academy West follows procedures contained in the New Mexico Inspection of Public Records Act and the New Mexico Attorney General’s published compliance guidelines. 

RECORD REQUEST GUIDELINES

· Requestors should be specific when describing the records requested.

· Requests for justifications of actions are not proper requests under the law.

· Requests must include the requestor’s full name, phone number, and the mailing address where the requested documents will be sent. 

HOW TO SUBMIT A REQUEST FOR PUBLIC RECORDS

1. Write your request in a letter, an email, or a memo.  Please include the following information:

· Your full name

· Your phone number

· The mailing address where the Horizon Academy West registrar will send the requested documents.

· A specific description of the records requested.

2. Send your request by mail to:

Horizon Academy West

Attn: School Registrar

3021 Todos Santos NW

Albuquerque, NM 87120

3. Send your request by email to:

amontano@hawest.net
4. Send your request by fax to:

(505)998-0463

WHAT TO EXPECT

· Upon receipt of written or electronic inspection of public records request, the school registrar will, in writing, within three school days, acknowledge receipt of that request

· After determining if the requested records exist, and are subject to inspection, copies of the records will be available for review at the Horizon Academy West campus.

· Arrangements can be made to have the requests mailed, if necessary.

· Horizon Academy West charges .50 per page for copies of records.

Approved by:Bruce Hanson- Board Chair
February 18, 2014

K.10 FOUNDERS OF HAW 

This policy is intended to provide guidance for school staff and the governing council on the important role of the founders in our school environment. The founders of HAW served in creating the vision for HAW and in establishing our charter. In recognition of this visionary service, the following is enacted by this policy: 


• Naming of October 1 as Founder’s Day for the school 


• Each year, school leadership and the governing council will discuss and implement whatever activities are deemed appropriate for the celebration of Founder’s Day. Examples are: 


o Inviting of Founders to a large school assembly for recognition and brief speeches 


o A luncheon or reception hosted in the early evening, with student performances and brief speeches 


o A school tour 


o Inviting of all past governing council members to such events 


o etc 


• In addition, at least one of the founders should be invited to high school graduation cermonies to serve as a speaker 


• In addition, for any major fundraising event or school public event, all founders should be invited as honored guests. 


• In addition, anytime there is a proposed change to the charter, all founders will be given the opportunity to review the changes and provide written input. The final decision and wording on charter changes is still the responsibility of the standing governing council, however founders input should be seriously considered. 

Having thus recognized these and other like events as appropriate roles for the founders, it is also enacted by this policy the principle of maximizing objectivity in the governance and operations of the school. To avoid the unintended consequences of “founder’s syndrome”, it is a strong recommendation to limit the direct membership of founders as employees or as governing council members. Each year’s governing council and school leadership must direct their best judgment and serious considerations in any matters regarding direct involvement of founders as noted and make appropriate decisions to the situation at hand. 

(adopted by the governing 
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(adopted by the governing 

SECTION L JOB DESCRIPTIONS ADOPTED 

L.1  Principal (1.00): The duties of the principal are outlined in TITLE 6, PRIMARY AND SECONDARY EDUCATION, CHAPTER 62, SCHOOL PERSONNEL - LICENSURE REQUIREMENTS FOR ADMINISTRATORS, PART 2: LICENSURE FOR EDUCATIONAL ADMINISTRATION, GRADES K-12 (6.62.2 NMAC, SBE Regulation 87-5 Amendment No. 1, Licensure in Educational Administration, Grades K-12, filed December 4, 1990).


The principal’s duties include management, supervision, and evaluation of all staff at Horizon Academy West. The principal is the ultimate authority, the supervisor, and is the responsible party for all school functions, events, planning, policies and procedures, daily operations, budget and fiscal responsibilities, and assignments. The principal is the point of contact for all media, legal, and official communications (e.g., from APS or from PED).


The principal will work as a salaried employee. The yearly contract will be 12 months per year with 10 days of vacation, 8 days of sick leave, and 2 days of personal leave per fiscal year. 

L.2  Director (1.00): The director’s duties include assisting the principal in all matters, as outlined in 6.62.2 NMAC, SBE Regulation 87-5. The director is also responsible for program development, program management, program evaluation, school donations and grants, school resource management and procurement, and management of school committees and work groups. The director will provide direct support, consultation, and advisory roles for the principal and governing council. Additional duties may be assigned by the principal.


The director will work as a salaried employee. The yearly contract will be 12 months per year with 10 days of vacation, 8 days of sick leave, and 2 days of personal leave per fiscal year. 

L.3  Business Manager (1.00): The business manager’s duties include the management and operation of the school’s finances and budget. Other duties include meeting with APS and PED, managing budget adjustment requests (through the Governing Council), and communicating with the principal and director. The business manager will manage all campus fundraising and cash transactions, as well as have authority to sign checks. The business manager will provide direct support to the principal and director. Additional duties may be assigned by the principal.


The business manager will work as a salaried employee. The yearly contract will be 12 months per year with 10 days of vacation, 8 days of sick leave, and 2 days of personal leave per fiscal year.

L.4  Coordinator – Professional Development and Special Education (1.00): The coordinator’s duties include oversight and management of all professional development activities and Special Education services. The coordinator will manage, supervise, and administrate the special education program (including related service personnel) and summer programs of the school (e.g., summer school, ESY, summer projects). Additional duties may be assigned by the principal.


The coordinator will work as a salaried employee. The yearly contract will be 12 months per year with 10 days of vacation, 8 days of sick leave, and 2 days of personal leave per fiscal year. 

L.5  Coordinator – Attendance and Community Relations (1.00): The coordinator’s duties include oversight and management of the student attendance and tardy policies, requirements, and enforcement. The duties also include program development, community business partnerships, and community service learning program coordination. Additional duties may be assigned by the principal.


The coordinator will work as a salaried employee. The yearly contract will be 12 months per year with 10 days of vacation, 8 days of sick leave, and 2 days of personal leave per fiscal year.

L.6  Coordinator – Curriculum and Instruction, School Projects, and Subject Matter Specialist (1.00): The coordinator’s duties include oversight and management of school projects, grants, activities, and school-wide events. The coordinator will assist in the management of all teaching materials, software, textbooks, peripherals, kits, and media. The coordinator will also provide consultation, management, and development of subject matter resources, supplies and materials, and curricula development. The duties also include coordination and management of school fire alarms, annual inspections of facilities and equipment, and community service program development. Additional duties may be assigned by the principal.


The coordinator will work as a salaried employee. The yearly contract will be 12 months per year, with 10 days of vacation, 8 days of sick leave, and 2 days of personal leave per fiscal year.

L.7  System Administrator (1.00): The System Administrator’s duties include installation, management, troubleshooting, and repair of the campus technology resources. The duties include server management, web-based applications, management of software programs, and management of campus technology resources. The System Administrator will provide direct support to teachers and administrators (and the students indirectly). Other duties include: Basic monitoring and operations of network hardware and software and cabling; Basic administration of user and group accounts, network printing services, logs, etc.; Provide user support for client/server computer systems, network systems and applications; Participate in long range planning efforts; Implement technical procedures on hardware such as diagnostics, pre-failure checks, upgrades, and interoperability; Maintain records of activities; develop and maintain system documentation; Exercise excellent customer service practices; Obtain ongoing training and information to keep skills and knowledge current; Communicate with faculty, and staff and students via written, verbal and non verbal methods in order to effectively provide technical services and instruction. Additional duties may be assigned by the principal.

The technology specialist will work as a salaried employee. The yearly contract will be 12 months per year, with 10 days of vacation, 8 days of sick leave, and 2 days of personal leave per fiscal year.

L.8  Receptionist/Registrar: The receptionist’s duties include registration management, data management, lottery process, waiting list, answering telephones, taking messages, greeting visitors, managing the visitor and student sign-in sign-out procedures, answering public questions, posting fliers and notices, and sorting and delivering all mail and packages. This person should be knowledgeable about the school events, policies and procedures, and present a professional and courteous character. Additional duties may be assigned by the principal.


The receptionist will work as a salaried employee. The yearly contract will be 10 months per year with 8 days of sick leave, and 2 days of personal leave per fiscal year. 

L.9  Office Manager:  The office manager’s duties include management of front office staff and volunteers, management of any cash collected for the school (or school groups), management of the teacher substitute system, management of vendor files and requisitions, management of the Master Schedule, management of the school’s keys, and management of the personnel files. This person should be knowledgeable of all school activities, policies and procedures, and present a professional and courteous character. Additional duties may be assigned by the principal.


The office manager will work as a salaried employee. The yearly contract will be 12 months per year with 10 days of vacation, 8 days of sick leave, and 2 days of personal leave per fiscal year. 
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