
APPENDIX A 
 
HSA Course Scope and Sequence 
As far as possible and whenever appropriate, core subjects will include health science themes. 

 
 

Health Sciences Academy Course and Activity Projection 
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GRADE 8 

 
GRADE 9 

 
GRADE 10 

 
GRADE 11 

 
GRADE 12 

Language Arts 
 

Language Arts English 9 English 10 English 11 English 12 

Math 
 

Math Algebra 1 Algebra 11 Geometry Pre-Calculus 

Social Studies 
 

Social Studies Social Science Social Science Social Science Social Science 

Science Science Biology Chemistry Physics H, AP, DC, DL 
Elective* 

Physical 
Education 

 

Physical 
Education 

Physical 
Education 

Physical 
Education 
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Education 

 

Technology 
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Elective Elective Elective Elective 

Health 
Education 

Health 
Education 
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Careers 

Career 
Planning and 
Exploration: 
Volunteer 

Opportunity 

Career 
Preparation:  
Job Shadow 
Experience 

Career 
Application:  
Internship at 
Clinical Site 

 
Health-based Community Projects 

 

(H=honors, AP=advanced placement, DC=dual credit, and DL= distance learning.) 
 
GRADES 7  8 
 
Language Arts - The language arts goals are to develop learners who are effective 
communicators, who love literature, and who are lifelong readers and writers.  Comprehension 
skills, vocabulary and grammar are integrated within a literature program.  Writing includes 
both creative and expository writing. Communication areas of focus include speaking, writing 
and presentation skills using modern technological tools. 
 
Mathematics - The mathematics curriculum strives to develop learners who are able to use 
their math skills effectively and efficiently in real life settings.  Grade level specific outcomes are 



tied to the Common Core State Standards (CCSS).  By the end of eighth grade, learners are 
prepared to enter Algebra I, Geometry, or Algebra II.   
 
Social Studies - This curriculum develops learners who understand that history and social 
science are about real people, in real places, solving problems relevant to the learners' own 
lives. Students understand the interrelationships between the peoples of the world and study  
the past as a background and prelude to the present.   
 
Science - The science curriculum emphasizes hands-on experimentation and functional 
knowledge of scientific phenomena. While the specific disciplines are the same as presented in 
the state of  State Standards, the school curriculum differs in several areas. Skills 
and concepts are investigated and applied in multidisciplinary units of study.  This approach 
involves experimentation, field trips and visits from guest health scientists and local healthcare 
professionals. Major concepts are re-emphasized as appropriate and relevant to the 
interrelationship of disciplines.  By the end of eighth grade, learners are prepared to enter 
Physical Science or Biology.  
 
Technology Education  Technology will be integrated where appropriate in learning projects 
and activities.  Technology gives learners access to information, knowledge and experiences 
that would otherwise be prohibitive.  Virtual field trips, tablet technology, video conferencing 
and leveraging the power of the internet helps us support learning by breaking 
down the classroom walls.  Other technology tools may include laptop computers, interactive 
video equipment, audio-visual aids, and networks linked to local and worldwide resources.  
 
Grades 7-10 
 
Physical Education  
students, their families and the community.  HSA provides an atmosphere that encourages all 
learners to enjoy physical activity and to incorporate it into their everyday lives. Students will 
learn to develop and maintain a level of physical fitness to improve overall health. Students will 
maintain a journal to record their activities. 
 
Yoga - This course is designed to help students work on three main fitness areas: flexibility, 
strength, and balance. At the beginning of the course, students will be individually assessed to 
determine which area or areas will require extra attention. Students will learn and be able to 
identify basic and intermediate exercises in Yoga (in English and Sanskrit), Pilates, and Balance 
Ball. The class will cover fitness vocabulary, basic anatomy, stress relief through meditation and 
breath, and healthy eating as part of a well-rounded fitness regime. 

 
Health Education - This course is designed for students to apply a variety of health concepts, 
skills, and behaviors when making health-related decisions. The health education content 
focuses on nutrition, fitness, substance prevention, first aid and family life education. In 
physical education emphasis is placed on students becoming confident and competent in 



performing lifetime physical activities. Fitness experiences and individual fitness assessments 
are integrated throughout the year. 
(This course can be completed in middle or high school) 
 
GRADES 9 - 12 
 
English - Students will take at least one Language Arts class every year while they are enrolled 
in HSA. Advancing in sequence, by  grade, initially, students will demonstrate  mastery of the 
mechanics of language, to  read analytically, write persuasively, and think critically about the 
issues students encounter in their community, nation, and personal life, and particularly  in 
contemporary health sciences. Students will develop oral presentation skills, critically important 
for future healthcare career and college success.  
 
Mathematics - Math classes include problem solving applications for real world issues.  For 
example, in  freshman math we begins with Algebra and include problem solving, where  the 
focus is on application of algebraic concepts, to health decisions, obesity, and other timely 
issues  across the curriculum. Teachers and student will explore how the use of algebraic 
equations define and help solve challenging problems.  An example of a problem using an 
application of quadratic algebra might be-- Your task is to design a stretchable bandage to cover 
your 3rd metacarpal. A number of exercises and computations from quadratics using a graphing 
calculator may be required prior to solving this problem. These activities along with quizzes will 
be displayed in a student portfolio,, along with the with the bandage designed by the student, 
or student team.  This problem could also be applied to geometry. Many other strategies and 
teaching aids may be chosen by teachers to present students with complex problems that 
transcend just one discipline. 

Social Science  is designed to develop the knowledge and skills of history, geography, civics, 
and economics that will enable students to put into perspective people, places, ideas, and 
events that have shaped our state, our nation, and our world.  Social Science classes will 
undertake integrated projects with the Language Arts classes, and Science classes, as the 
students investigate how the evolving role of public health has impacted historical, political and 
cultural development over time. Students will explore the effect of the Black Plague, the 
development of urban landscapes, the construction of improved sanitation systems, the 
eradication of smallpox, and the AIDS crisis. How are the new designer drugs and the alienation 
of youth in minority communities impacting the equality of life rural, urban and suburban 
environments?  How has state and national immigration policies and crime along the 
US/Mexican border impacted our communities? What advances in computers, 
communications, robotics and the internet have made the workplace more productive, less 
friendly and/or more challenging over the past decade? Why? 

Sciences - Students may initially enroll in science class of biology. The course will focus on 
human systems and anatomy. How does a course in biology at HSA differ from a traditional 
course? The answer is that the context involves health sciences and wellness. An example of a 
problem- solving   lesson in our biology class might be: How can a person have carbon 



monoxide poisoning, if they are able to breathe clean air most of the day? Although this 
problem seem fairly complex, there are a number of topics that one could investigate: How 
does hemoglobin allow us to breathe; the pH of normal blood; how does bonding occur in living 
organisms; what gas laws govern breathing and oxygen and carbon monoxide intake; what is 
normal pO2 pCO2; how do scientist measure and analyze data; what data and statistical 
methods may be appropriate for arriving at valid conclusions? Similar questions could also be 
adapted for chemistry student lessons, i.e.  describe the effect of chemical bonding, gas laws, 
measurement and analysis. 



APPENDIX C 
 
Job Description: Head Administrator 
 
Position: Head Administrator 
 
Reports to: Governing Board 
 
Position Description: The HSA Head Administrator serves as an educational leader and chief 
administrator of the school. He/she is responsible for the daily activities that carry forth the 
mission, vision and goals of the Academy. The Head Administrator achieves these objectives by 
promoting, and articulating the policies, regulations and procedures designed to ensure that 
students are provided a safe learning environment, and that teachers and staff understand the 
school culture and are well prepared to convey and teach to the tasks.  The Head Administrator 
will be expected to be a problem solver for teachers, parents and students, and if successful will 
achieve a high degree of academic excellence for all students, regardless of race, income, 
and/or prior educational experience. The Head Administrator will be evaluated by the 
Governing Board on his/her commitment and dedication to furthering the career goals of 
students, ongoing professional development of staff and engagement of all members of the 
school community.  
 
Primary Responsibilities: 

 Serve as primary liaison between HSA, school partners, community, and NMPED 
 Create and sustain a school culture of high academic achievement and wellness. 
 Manage the HSA schedule, daily classroom routines, and articular administrative 

concerns and plans with all staff to ensure efficiency and safety every school day, 
overcoming obstacles to achievement while maximizing academic instructional 
engagement. 

 Provide frequent informal observation, guidance, resources, statistical data, and other 
prompts for teachers, designed to improve motivation, focus and instructional 
effectiveness.   

 Provide formal evaluation and professional development for teachers, in concert with 
new common core standards. 

 Oversee finances, in conjunction with the business manager. 
 Responsible for facilities management, maintenance, and communication functionality.  
 Oversee and adhere to HSA written manuals and procedures for the health, safety, 

discipline, code of ethics, and use of social media of all teachers, staff and students.  
 Direct and delegate a program to enrich extracurricular activities for the students, 

cognizant of the local community needs and desires. 
 s goals and direction for civic and parent engagement to further 

advance the HSA mission and commitment. 
 Perform other duties as may be determined over time by the Governing Board.  

 



Position Requirements: 
 Demonstrate understanding and commitment to the mission and values of HSA 
 Have a current NM PED Administrator  license or waiver. 
 Hold an advanced degree in educational leadership and/or curriculum and instruction. 
 Enjoy a minimum of 5 years of successful teaching and/or administrative experience. 
 Demonstrate strengths in leadership, interpersonal and communication skills and 

adaptability. 
 Experience and competency in both financial management and integrated curriculum 

development. 
 Demonstrated facility with research-based practices and assessment for professional 

development. 
 Fluent in Spanish a plus 

 
 
Applicants will be asked to submit application for Head Administrator with all documents 
including: cover letter, resume, copies of licensure, transcripts, verification of experience and 
letters of reference. 
 
HSA is an equal opportunity employer and does not discriminate on basis of race, national 
origin, religion, age, sex, and marital status or handicap compliance with federal and state Laws. 
HSA reserves the right to reject any and all applications. 
 



APPENDIX D 
 
Job Descriptions for Licensed and Certified Staff 
 
Position: Secondary School Teacher 
 
Reports to: Principal 
 
Position Description: If you are fearless about change, innovation and possess high energy, 
good humor and adaptability to a new health sciences paradigm, for students from 
underserved communities near the US/Mexico border, apply! HSA offers an opportunity to help 
create the first health science academy in New Mexico. You will have an opportunity to 
participate and shape a school th You are ready 
and willing, to innovate and experiment, in order to offer students career readiness and 
rigorous college preparation. 
 
Primary Responsibilities:   

 Design and implement outstanding classroom management, curriculum, and 
instructional strategies to ensure all students achieve at high levels   

 Provide counseling and mentorship assistance for all students 
 Monitor student achievement and report regularly to parents in English and/or Spanish. 
 Reinforce and maintain school culture of high academic and ethical behavior.   
 Engage in a personal professional development plan 
 Instruct and direct your Instructional Assistants to reflect different learning styles and 

student competencies.  
 Perform other tasks and responsibilities, as may be assigned to advance learning and 

the HSA mission. 
 

Position Requirements: 
 An unwavering belief that all students can achieve at high levels   
 Strong commitment for all HSA students to be career and college-ready   
 Proven track record of achieving demonstrable student achievement gains as a teacher  
 Highly versatile and effective communication skills 
 Demonstrated ability to work well in a team   
 Certification in the subject area to be taught preferred   
  
 New Mexico Teaching License for Grades 7-12 
 Bilingual in English and Spanish 

 
Please submit your application with all documents including: cover letter, resume, copy of 
licensure, transcripts, verification of experience and letters of reference. 
 



HSA is an equal opportunity employer and does not discriminate on basis of race, national 
origin, religion, age, sex, and marital status or handicap compliance with Federal and State Laws 
HSA reserves the right to reject any and all applications. 
 

 

Position: Special Education Director/Teacher 
 
Reports to: Principal 
 
Position Description: The Special Education teacher will design and implement an effective 
Special Education model. He/she must be committed to the achievement of students who are 
at-risk for academic underperformance due to behavior, emotional, and physical challenges and 
constantly be focused on results. In addition, they will collaborate with other teachers, teaching 
assistants and specialists to develop students for leadership and lifelong learning. 
 
Primary responsibilities: 

 Teach Reading and/or Math intervention classes 
 Plan for and provide co-teaching services as appropriate for students 
 Write and monitor student IEPs and 504 plans 
 Support classroom teachers in developing and planning curriculum and modifications 

for students 
 Assess and monitor the progress of students and ensuring they all perform at high levels 
 Administer standardized tests 
 Maintain confidential records on each student with special needs 
 Ensure that all regular education teachers know and understand all classroom 

accommodations required by IEPs and 504 plans  
 Chair and manage the Response to Intervention (RTI) process  
 Maintain compliance with state and federal Special Education laws and regulations 
 Develop and manage the reporting system for all Special Education and related services 

program  
 Manage, monitor, and evaluate third party special needs service providers  
 lture and standards of behavior 
 Build excellent relationships with students by creating a nurturing classroom 

environment  
  
 Continuously refine instructional techniques  
 Work collaboratively with others  

 
Position Requirements 

 New Mexico  Teaching License in Special Education 
  



 Bilingual in English and Spanish 
 

Please submit your application with all documents including: cover letter, resume, copies of 
licensure, transcripts, verification of experience and letters of reference. 
 
HSA is an equal opportunity employer and does not discriminate on basis of race, national 
origin, religion, age, sex, and marital status or handicap compliance with federal and state Laws 
HSA reserves the right to reject any and all applications. 
 
 

Position: Business Manager 
(Services to be contracted in Year 1) 
 
Reports to: Principal 
 
Primary responsibilities: Under the general direction of the Head Administrator, the Business 
Manager will oversee all operations in connection with financial matters, including accounts 
receivable, accounts payable, payroll and auditing, and train and supervise business office staff. 
The Business Manager will develop and implement all internal control procedures and policies 

federal laws and regulations. The Business Manager will attend all required NMPED trainings 
and workshops.  
 
Primary Requirements: 

 Public school accounting and budgeting 
 Budget preparation and management 
 Preparation and submission of all NMPED reports 
 Internal control policies and procedures 
 Standards for fund accounts and reports 
 Cash management and controls 
 Payroll preparation 
 NMPED Reimbursement request submissions 
 Procurement oversight 
 Accounts receivable oversight 

 
Please submit your application with all documents including: cover letter, resume, copies of 
licensure, transcripts, verification of experience and letters of reference. 
 
HSA is an equal opportunity employer and does not discriminate on basis of race, national 
origin, religion, age, sex, and marital status or handicap compliance with federal and state Laws 
HSA reserves the right to reject any and all applications. 
 



Position: Instructional Assistant   
(The Instructional Assistant position is a non-licensed part-time employee) 
 
Reports to: Lead Teacher and/or Principal 
 
Position Description: Reports to and works with the classroom Lead Teacher.  Responsible for 
assisting the classroom Lead Teacher with general supervision and management of the class 
including individual and group instructions. 
 
Primary Responsibilities 

 Assist in planning and implementing the daily curriculum under the direction of the Lead 
Teacher, which includes lessons plans.  

 Supervise the classroom when the Teacher is out of the room 
 Help with the general housekeeping tasks in the classroom.  
 Assist the Teacher in other ways as requested.  
 Maintain a professional attitude and loyalty to the school at all times.  
 Attend staff meetings and recommended training programs and conferences as 

requested. 
 Assisting in preparation of instructional materials as directed by the teacher. 
 Building positive rapport with students.  
 Establishing and maintain strong communication with all parents. 
  
 Be a mature individual.  
 Have the ability to conform to an established work schedule.  
 Have effective interpersonal skills.  
 Have the ability to communicate in a concise and effective manner.  
 Have the ability to understand and follow instructions precisely.  
 Have the ability to exercise tact, discretion, and confidentiality. 

 
Position Requirements: 
Believe deeply in the mission and values of HSA 
Bilingual in English and Spanish 

 
Must be enrolled in a graduate program of nursing, education, health, or physical sciences. 
 
Please submit your application with all documents including: cover letter, resume, copies of 
licensure, transcripts, verification of experience and letters of reference. 
 
HSA is an equal opportunity employer and does not discriminate on basis of race, national 
origin, religion, age, sex, and marital status or handicap compliance with federal and state Laws 
HSA reserves the right to reject any and all applications. 
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APPENDIX E 
 
 
 
 
 
 
 
 
 

Health Sciences Academy 
 

Enroll the student - Engage the family 

Inscribiendo al estudiante - Incluyendo a la familia 
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MISSION STATEMENT 
Our vision is to assure that all students who enroll in Health Sciences Academy (HSA) graduate, 

Enroll 
 complements this vision. The mission of Health Sciences 

Academy is to meet or exceed New Mexico educational standards by employing a technology-
rich health science curriculum, a school culture of academic excellence, and individual 
educational plans to include specific career pathways, electives, and internships that lead to 
health science careers. 
 
INTRODUCTION 
The HSA Employee Handbook has been designed to serve as a quick reference for many issues 
relating to your employment with Health Sciences Academy. In order to remain current, the 
Handbook treats most topics briefly. This manual is updated as official policies change. All 
policies are subject to revision by the Governing Board.  
 
EQUAL EMPLOYMENT OPPORTUNITY 
HSA will comply with all rules and regulations pursuant to Section 504 of the Rehabilitation Act 
of 1973, and Title II of the Americans with Disabilities Act of 1990 in regards to Equal 
Employment Opportunity.  
 
HSA will not discriminate against any employee or applicant for employment because of race, 
color, religion, sex, sexual orientation, national origin, age, marital status, disability, veteran 
status, or any other category protected by law.  
 
HSA will take affirmative action to ensure that applicants are employed and that employees are 
treated equally during employment, without regard to their race, color, religion, sex, sexual 
orientation, national origin, age, marital status, disability, veteran status, or any other category 
protected by law. HSA will operate pursuant to the provisions of the School Personnel Act, 22-
10A-1 NMSA 1978. 
 
 

GENERAL STAFF INFORMATION 
 
COMPILATION AND MAINTENANCE OF STUDENT RECORDS 
E  board shall carefully preserve as 
one of the records of HSA eachers are required to compile and maintain these records 
through a paperless attendance system called SchoolMaster (or a similar type database). 
Attendance shall be taken for each student, and maintained at all levels, in order for the New 
Mexico Department of Education (NMPED) to be able to examine HSA
attendance. Each teacher shall take attendance twice daily (morning and afternoon), or at the 
beginning of each period, and indicate whether the student is either absent or present. The 
same attendance record will be taken for evening program students. According to state law, 
HSA must maintain a sufficient audit trail of attendance documentation to be able to validate 
the accuracy of the attendance information reported to the NMPED. 
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Teacher attendance shall be taken and maintained by the administrative assistant.  
Teacher attendance shall be recorded daily and forwarded to the payroll department on a 
weekly basis. 
 
Grades should be updated every two weeks. Progress reports are sent out twice in each nine-
week period. Report cards are sent out every nine weeks. 
 
ABSENCE/PERSONAL DAY GUIDELINES 
On campus hours for full-time teachers is Monday-Thursday 7:30 AM  3:30 PM and Fridays 
7:30 AM  3:00 PM or as directed by the  are as determined 
by the Principal. 

 Regular full-time teachers are assigned 190 work days per year, usually 180 instructional 
school days and 10 professional development and/or work days. A calendar of the days 
will be approved and provided each school year, and posted on HSA  

 Hourly employee s schedule and hours are assigned by the Principal, or their assigned 
immediate supervisor. 

 Teachers who need to leave campus for any reason, including during break times, must 
sign out at the office. 

 All hourly personnel must maintain a daily timesheet. 
 Teachers who are absent because of illness, or a family emergency, must notify the 

Principal as soon as possible so a substitute may be secured if necessary.   
 The Principal will arrange for a substitute teacher chosen from an approved substitute 

list. 
 
All leaves must be requested in advance and approved by the Principal. 
 
DRESS CODE 
It is the expectation of the HSA that all staff members reflect proper dress and attire as an 
example for students. All employees must dress professionally and modestly keeping in mind 
that our students wear uniforms and/or have a dress code. 
 
CONDUCT 
Conduct with Students -All HSA employees are expected to conduct themselves in a 
professional and appropriate manner at all times. Relationships between staff and students 
that include  , and/  
 
Drug & Alcohol Use  HSA is dedicated to maintaining a safe educational environment. An 
alcohol free work environment policy has been implemented. 
 
It is the HSA policy that all -Sensitive he safety and 
health of students are involved. No employee shall report to work while under the influence of 
drugs and/or alcohol. The use, sale, transfer or possession of alcohol, illegal drugs, 
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hallucinogens, stimulants, sedatives, controlled substances, or drug paraphernalia on school 
property is prohibited. This includes the misuse of prescription drugs, including medical 
marijuana, or any mood altering substances while on school property, school paid time (i.e. 
conferences, training sessions), or in circumstances HSA believes will adversely affect the 
operation or safety of the HSA community. 
 
If there is a good faith of abuse or impairment, the Principal and/or the Board can and will take 
immediate action, up to and including drug testing, suspension of the employee, with or 
without pay, termination of employment, or other adverse employment actions. 
means symptoms that a prospective employee or employee while working may be under the 
influence of drugs or alcohol that may decrease or lessen the 

 
walking, standing, physical dexterity, agility, coordination, actions, movement, demeanor, 
appearance, clothing, odor, irrational or unusual behavior, negligence or carelessness in 
operating equipment,  disregard for the safety of the employee or others, involvement in an 
accident that results in serious damage to property, any injury to the employee or others or 
other symptoms causing a reasonable suspicion of the use of drugs or alcohol. Violations of this 
policy may lead to disciplinary action, up to and including termination of employment and/or 
notification of law enforcement authorities. The transferring, offering, selling or arranging for 
sale of any alcohol, narcotic, hallucinogen, stimulant, sedative, drug or prescription drug or any 
other mood altering substance while on school property or school time will lead to immediate 
termination. HSA may employ the use of canine drug locations animals to help perform random 
drug screenings on campus. 
 
Smoking - In keeping with HSA  intent to provide a safe and healthy work environment and in 
compliance with federal, state, and local laws, smoking is prohibited on school  property and 
while working in any capacity for HSA or with any student of HSA. This policy applies equally to 
all employees and visitors. 
 
Weapons - Weapons are prohibited on school grounds.  Weapon means a firearm, knife, 
destructive device, and/or a dangerous weapon. Any employee who is aware that a student or 
employee is carrying a weapon must report the infraction to their supervisor immediately. 
 
GRIEVANCE POLICY 
HSA recognizes the rights of its staff and enrolled participants to have open access to 
mediation. This means they have the right to report problems, concerns or grievances 
regarding any aspect of their training or other activities, which are within the control of HSA. 
 
The grievance policy is intended for all staff and students. HSA will be guided by the following 
principles when dealing with complaints, grievances and appeals: 

 Each complaint or grievance and its outcome is recorded in writing 
 Each appeal is given a fair hearing by an independent person or panel 
 Each appellant has an opportunity to formally present his or her case 
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 Each appellant is given a written statement of the appeal outcomes, including reasons 
for the decision. 

 
What to do - If you have a problem, complaint or grievance with another staff member, instructor 
or student you should use the following procedure: 
 
Step 1: Identify and discuss the complaint or grievance with the other party. Discuss the best 
outcome to the complaint or grievance. Agree to act to resolve the complaint or grievance 
 
Step 2: If after talking to the person the complaint or grievance remains unresolved you 
should approach the Principal who will mediate to resolve the problem. HSA will provide you 
with a written statement of the appeal outcome. 
 
Step 3: This process will commence within one (1) week of the complaint being lodged. 
 
NOTE: The HSA School Board reserves the right to hold a hearing and to identify parties to be 
present at the hearing. The HSA School Board also reserves the right to make a decision based 
on the information submitted by the employee and the Principal without a hearing.  
 
EMPLOYEE EVALUATION 
The purpose of the employee formal evaluation is to improve job performance. Teachers shall 
be formally evaluated two times per year, usually mid-October and late April. Evaluations must 
be 
indicates that the evaluation was reviewed with the employee. Evaluations shall be based on 
job descriptions and made with the objective of providing the employee with positive feedback 
and to assist employee in improving their work skills.  
 
DISMISSAL 
Any employee may be dismissed at any time subject to provisions of New Mexico law.  
Dismissal of personnel shall occur by recommendation of the Principal. 
 
Cause for immediate termination shall include, but are not limited to, continued poor work or 
performance, dishonesty, negligence, unsafe work practices, insubordination, failure or inability 
to perform assigned duties, immoral conduct, irregular attendance, consumption of alcoholic 
beverages or illegal substances while on duty, abusing students in any form physical or 
otherwise, coming to work in an altered condition; and such other reasons deemed sufficient 
by the HSA Governing Board. 
 
RESIGNATION NOTICE 
Employees who plan to resign from HSA are asked to let their supervisor with as much advance 
notification as possible. Employees who resign are required to provide a written letter of 
resignation. Submitting this letter two weeks in advance is considered acceptable. The letter 
should include the intended resignation date, reasons for resignation, and submitted to the 
Principal. 
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PERSONNEL REQUIREMENTS/INFORMATION 

 
PAYROLL INFORMATION 
Pay periods are the 1st - 15th and the 16th - 31st of each month. Paychecks will be issued the 7th 
(for the 16th  month end pay period) and the 22nd (for the 1st  15th pay period) of each month. 
Hourly employees must complete and file timesheets with their supervisor by the next business 
day, following the end of the pay period. Each timesheet is the record of the time worked for 
each pay period. Employee compensation is calculated based upon employee timesheets. 
Hourly employees are required to take a 30 minute lunch break for full days. A lunch break of 
30 minutes must be taken and will be automatically recorded for each day after six hours of 
work, even if one is not recorded on the time sheet. This applies to all hourly employees, even 
those who may have two different assignments during the day (i.e. instructional assistant in the 
morning and custodian in afternoon or office assistant in the morning and teacher in the 
afternoon) and during conferences/trainings. 
 
Overtime: Nonexempt employees are entitled to overtime pay under specific provisional 
federal and state wage and hour laws. However, the HSA policy is to not ask or authorize 
overtime hours, except in rare and/or emergency situations, as determined by the appropriate 
supervisor. Any overtime must be specifically approved in advance. All employees are required 
to have direct deposit of their paychecks, and specify the bank/credit union, prior to 
employment. 
 
PERSONAL TIME OFF (PTO) 
Eligible full-time regular, exempt employees have five (5) approved personal days per school 
year based on accrual. Teachers and administrative employees must give as much notice as 
possible when planning to take a personal day and complete a Personal Time Off (PTO) form. 
Full-time eligible teachers unused PTO days shall be remunerated at the end of the school year 
at the rate of $100 per unused PTO day. This amount shall be included in the final pay. Trading 
of PTO days between employees is not permitted.  
 
Regular, non-exempt (usually hourly) employees who average 20-25 hours per week have 
thirteen (13) PTO days (pro-rated to hours worked) per school year based on actual hours 
worked. Eight PTO days must be used while school is closed. These days are generally: Labor 
Day, Veteran's Day, Thanksgiving, Christmas Day, New Year s Day, MLK Day, Presidents Day, and 
Spring Holiday. All days are subject to calendar approval and changes, as needed. The other five 
(5) PTO days are to be used as either personal days, vacation days, or as sick time as needed. 
 
All hourly employees should use their PTO time in its entirety before the end of the school year 
as this time will not be paid out at the end of the year. 
 
Exception: Year-round hourly employees will receive two (2) additional PTO days: Memorial Day 
and Independence Day.  Year-round hourly employees must use PTO time before the end of the 
fiscal year (June 30th). 
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Teachers and administrative employees must provide as much notice as possible when planning 
to take a personal day and complete a Personal Time Off (PTO) form. Teachers who will be 
absent because of illness or a family emergency must notify their Principal as soon as possible 
so that a substitute may be secured, as appropriate. 
 
REPORTING CHILD ABUSE  
New Mexico law requires school personnel, in addition to parents and other professionals, to 
report suspected child abuse to the police and/or to the Department of Children Youth and 
Families (CYFD) should there is a reasonable belief that a child has been abused, regardless of 
the alleged perpetrator. HSA personnel are any individual who is employed by HSA. A 

there are facts that cause an employee to form the suspicion that a 
child is or has been the victim of abuse. Employees are required to make an immediate report 
once he/she believes that a child has been the victim of abuse. Employees must inform a 
supervisor of suspected abuse; however, this does not relieve the employee of the duty to 
report the abuse to the appropriate authorities. Failure to report suspected child abuse can 
result in criminal and civil penalties.  
 
Abuse can be inflicted on a child by a parent, relative, another adult, a school employee, and 
even another child. If you 
suspected child abuse to CYFD. All other reports should be made to the police. If you suspect 
that an adult is being abused (e.g., an 18 year-old student or an adult student on an IEP), report 
the suspected abuse to State Adult Protective Services. Follow up with a written report with 
any relevant information within seventy-two (72) hours of the initial report. 
 
 

Report Abuse or Neglect: 
CYFD Hotline: 855-333-SAFE (7233) or #SAFE from your cell phone 

Adult Protective Services: 866-654-3219 
 
 
FINGERPRINT CLEARANCE REQUIREMENT 
All administrators, teachers, instructional assistants, and volunteers who have unsupervised 
access to students must have a valid Fingerprint Clearance Card, and clear a Federal and State 
background check prior to their work start date.  Background checks may consist of prior 
employment verification, professional reference checks, education confirmation, and criminal 
checks. 
 
Immigration Law Compliance. All prospective employees of HSA must provide valid original 
documentation of your right to work in the United States. 
 
PERSONAL DATA CHANGE/DOCUMENT REQUESTS 
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Principal of any changes in employment 
information.  It is essential that timely information such as a change of address or phone 
number, birth of a child, change of dependents or change in marital status be reported. 
Request for documents: Any document requests from the Administration will be subject to a 
five business day turnaround. Documentation requests must be made in writing and submitted 
to the  
 
BENEFITS 
HSA participates in a comprehensive benefits program for its employees through the New 
Mexico Public School Insurance Authority. Contract part-time employees who work fewer than 
20 hours a week are not entitled to benefits. 
 
Retirement Plan  New Mexico Educational Retirement Act mandates that all employees who 
work more than 25% participate in the retirement plan. Enrollment in the plan begins on the 
first day of the month following the date of hire. 
 
Social Security  All employees are required by federal law to participate in and contribute to 
Social Security. HSA is required to match the employee contribution. 
 
Unemployment Compensation  Unemployment eligibility is determined by the Division of 
Unemployment Insurance of the New Mexico Department of Labor. Employees may be eligible 
for this compensation upon termination of employment with HSA.  
 

 - 
If an accident resulting in injury happens while 

on duty, employees are protected. 
  
INSURANCE 
Health Insurance: [Required -To be added later] 
Life Insurance: [Required -To be added later] 
Dental Insurance: [Required -To be added later] 
 
LEAVES OF ABSENCE 
Family Illness - Family  
immediate family or other dependents living in the same domicile as the employee. These days 
will be deducted from the employees accumulated Personal Days (PTO). 
 
Bereavement Leave - With approval, an eligible employee may be absent for up to three (3) 
days with full pay taken from employees PTO (provided the employee has the accumulated 
personal days) on each occasion of death of a relative or family member. Additionally, three (s) 
days unpaid may be granted for bereavement, upon approval of the Principal. For purposes of 
this policy, relative or family member includes: spouse, child, mother, father, sister, brother, 
sister-in-law, brother-in- andchild, s  
grandchild, mother-in-law, father-in-law, son-in-law, daughter-in-law, and step-child. 
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CAMPUS SAFETY 

 
HARASSMENT 
Harassment is defined as verbal or physical conduct that denigrates or shows hostility or 
aversion towards an individual because of race, color, religion, sex, national origin, age, 
disability, or pregnancy. Harassment may include conduct relating to an i
class such as: epithets, slurs, negative stereotyping, threats, intimidation, hostile acts, 
unwelcome jokes, or hostile written or graphic material in the workplace. 
 
Sexual harassment is defined as follows: unwelcome sexual advances, requests for sexual favors 
and other verbal or physical conduct of a sexual nature, such as uninvited touch or sexually 
related comments, when (1) submission to the conduct is made either explicitly or implicitly a 

 
is used as the basis for employment decisions affecting the person involved; or (3) such conduct 

 
creating an intimidating, hostile, or offensive working environment. 
 
No employee may be required to submit to sexual advances in order to retain or improve his or 
her job. No one has the right to make the work environment intolerable because of unwanted 
touching, insults, unwelcome jokes, etc. If you feel you or another employee is being subjected 
to harassment by any employee, customer, vender, or supplier, you must report it at once to 
your supervisor and/or the Principal.  
 
Sexual harassment can occur between members of opposite sexes or between members of the 
same sex. Each incident of harassment will be investigated according to its own unique 
circumstances. To the extent possible, investigations will be conducted in confidence; however, 
please be advised that the HSA is required by law to conduct a thorough investigation, and 
absolute confidentially is not always possible. An employee found to have harassed another 
individual will be subject to discipline, up to and including termination. 
 
An employee who in good faith, reports harassment or participates in an investigation of such a 
report, will be subjected to any discipline or retaliation for initiating the report or participating 
in the investigation. 
 
BUILDING ACCESS 
HSA offices will remain locked during all non-school times. However, specified staff members 
will be issued keys for building entry during non-school hours, related to special and community 
events. Teachers that seek access to HSA office during non-school times must be accompanied 
by an administrative staff member at all times.  
 
SECURITY AND VISITORS 
In order to maintain security on our campus, the following guidelines are required for all 
visitors to HSA: 
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1.  
present on campus. 

2. Any person identified on campus, without a pass will be required to report to the office 
immediately and properly register. 

3. All employees should challenge persons on campus without a pass. 
4. Visitors are not allowed in any classroom without presenting  

 
Employees are responsible for personal items brought on campus. HSA will not be held 
responsible for any personal items belonging to employees that get damaged, lost or stolen. 
 
EMERGENCY PLANS 

t contains specific information 
for school-wide emergencies. All staff members are responsible for reading the emergency plan 
and becoming familiar with this safety guide.  
 
Basic safety procedures include, but are not limited to: 
Fire Alarms - Once the fire alarm signal is sounded, everyone is to leave the building in an 
orderly manner, as instructed by staff designated to perform assigned duties. Only designated 
personnel are to determine if there is a fire, a false alarm, or some other security problem. 
Everyone is to remain outside the building(s) until  
 
Lock Downs - At the Lock-Down Signal, everyone is to remain in the room they are in and 
secure all doors. Designated personnel will determine if there is a false alarm, or some other 

 
 
KEY POLICY 
Keys to HSA property and/or premises are issued to eligible employees for official business only 
and remain the property of HSA.  Employees are not to copy, loan or make keys available to any 
other person. Lost keys should be reported immediately to the Office. 
 
FILE SECURITY 
The following security system for student files is to be implemented: 

1. Any file cabinet containing student files must be locked. 
2. A list of authorized users should be in each cabinet. 
3. A log of any student files removed (from the cabinet office area) must be stored by the 

appropriate teacher or administrator. 
4. Student fi  students, volunteers 

or unauthorized persons. 
5.  FERPA procedures are to be followed, and a FERPA manual shall be available in the 

  
 
 
STUDENT PROMOTION AND RETENTION POLICY 
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This policy only applies to students in Grades 7 and 8. Students in Grades 9-12 will be classified 
by the number of completed credits. 
 

year. HSA will advance students to the next grade level if the student has mastered, or is 
progressing rapidly toward mastery level of New Mexico State Standards. Letter grades will be 
assigned to each student.  
 
Students must demonstrate that they are on track to master 80% of all course content in order 
to be promoted to the next grade level. If a student falls below 80% mastery in one or more 
subjects, they  student may still be promoted if 1) the grade below mastery is in the 70 to 79% 
range, 2) the student has consistently completed assignments, and has demonstrated an effort 
to improve, and 3) the classroom teacher recommends promotion. Students who do not meet 
these promotion criteria may only be promoted at the discretion of the principal. 
 
The following guidelines govern student retention: 

 Retention decisions are made by HSA based on the criteria outlined above. 
 Retention will be considered if there is strong evidence that retention will benefit the 

student. 
 Parents will be informed of decisions by notification in writing and/or parental 

conferences. 
 Classroom teacher, parent/guardian, and principal are all involved in the decision to 

retain a student; final decisions are determined solely by the principal. 
 
USE OF ELECTRONIC MAIL 
HSA provides e-mail to aid staff members in fulfilling their duties and responsibilities, as well as 
an educational tool. HSA -mail system, and its constituent software, hardware, and data files, 
are owned and controlled by HSA. 
 
HSA reserves the right to access and disclose the contents of any account on its system, without 
prior notice or  member to 
an e-mail account is prohibited. Each person should use the same degree of care in drafting an 
e-mail message as would be put into a written memo or document. Great care should be taken 
in the composition of e-mail messages and how such messages might reflect on the name and 
reputation of HSA. Users will be held personally responsible for the content of any and all 
electronic mail messages transmitted to recipients. The use of the school  electronic mail is a 
privilege, and any inappropriate use will result in a cancellation of privileges. 
 
The user is expected to abide by the generally accepted rules of network etiquette. These 
include, but are not limited to, the following: 

 Be polite. Do not become verbally abusive in messages to others. 
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 Use appropriate language. Do not swear, or use vulgarities or any other inappropriate 
language. 

 Do not reveal the personal addresses or telephone numbers of students or colleagues. 
 Recognize that e-mail is not private. System operators have access to all mail. 
 Do not use the network in any way that would be deemed disruptive to others. 
 Consider ALL communication and information to be private property of HSA. 
 Employees should use their School issued e-mails instead of personal email accounts for 

school purposes. If an employee or school is challenged by a parent, the 
personal e-mail account may become public record if it was used for school purposes. 

 Any e-mail sent, whether using HSA  account or a personal account, must follow FERPA 
rd, if a student is referred to in the e-

mail. 
 HSA school e-mail accounts will not be accessible to former employees three weeks 

from the last day of his/her employment. 
 
E-MAIL LOGIN DIRECTIONS 
[To be added later] 
 
SOCIAL NETWORKING POLICY 
This social networking policy applies to all employees of HSA. 
 
State of Social Media - HSA understands that social media, professional networking sites, rapid-
fire communications, blog sites, and personal web sites have valuable purposes. 
Every employee has an opportunity to express and communicate online in many ways, and HSA 
encourages an online presence. Everyone needs to exercise good judgment on what material 
should be posted online. HSA has developed  practice to help you effectively 
use these forums, protect your personal and professional reputation, and follow NMPED, State, 
Federal, USDE, and/or HSA rules and policies. 
 
Relevant Technologies - This policy includes, but is not limited to, the following specific 
technologies: 

 Personal Blogs 
 Facebook 
 Twitter 
 LinkedIn 
 Personal photography and video web sites 
 Personal Web sites 

 
Responsibility - The personal use of social networking sites or blogs creates the risk of affecting 
your professional career whether you want it to or not. To that end, it is vital that you conduct 

HSA.  
 
Suggested guidelines to be used in social networking sites and/or blogs for personal use: 
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 Should you participate in a social networking site for personal use, you may identify 
yourself as an employee of HSA. If you do, you must state that you are expressing your 
own opinion, not that of HSA. 
o If you identify yourself as a HSA employee, remember, your actions will reflect not 

only on you but on HSA as well. 
o If you identify yourself a HSA employee, readers will associate you with the HSA, 

even with the disclaimer that your views are your own. 
 Never pretend to be someone else and post information about the HSA. Tracking tools 

enable supposedly anonymous posts to be traced back to their authors. 
 Do not use the HSA logo or individual school logos, athletic logos, mascots or other such 

graphic representation or images- including photographs- during your personal online 
activities (web site, blogs, etc.) or on any personal sites without permission. 

 If you post information or comments that are not related to HSA, your activities may still 
result in professional and/or personal repercussions. Such actions include, but are not 
limited to: 
o Posting of photographs, regardless of the content, which could be considered 

offensive to other parties and be a violation of state and/or HSA rules and policies; 
o Posting of information that is considered to be proprietary, copyrighted, 

defamatory, libelous or obscene (as defined by the courts) may be a violation of 
state and/or HSA rules and policies. 

 You do not have control of what others may post on social networking sites; therefore, 
be aware that your conduct in your private life may affect your professional life. 
o Be vigilant about what others post about you on your page and, if necessary, take 

steps to remove comments that pose a risk to you or HSA. 
 It could be viewed as inappropriate for HSA employees (including teachers) to 

communicate with current students enrolled in HSA on any public social networking site 
(Facebook, Twitter, etc.). This 
access your personal page to communicate. 
o Employees should re eb pages, etc. that permit 

social interaction with current students enrolled in HSA. This does not include 
web pages that may be used for work related reasons (homework 

blogs, school sports teams, etc.). All postings on work related web pages that are 
related to School business are public record and must be maintained as required by 
law. Employees are encouraged to consult with the HSA administrators, before 
creating any web pages related to school activities. 

o Employees should notify parents of their intention to use this media to 
communicate with the student and the intended purpose of such communications. 
All ethical expectations for appropriate employee/student relationships should be 
followed. 

 Employees should refrain from providing their personal e-mail address to students 
currently enrolled in HSA. 
o Employees should only provide their official HSA e-mail address as a way to 

communicate with students or parents regarding school related business. 
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 During the work day, employees should refrain from participating on any social 
networking web site for personal reasons, even from personal equipment (i.e. their own 
Droid, Blackberry, iPhone, laptop, netbook, etc.) 
o Employees should avoid posting personal comments- on their page or someone 

- no matter whose equipment it is during their lunch time and/or prep 
time since such activities will leave time-stamps that could be misinterpreted by 
others. 

o Chronic use of social networking sites during the work day may result in disciplinary 
action. 

 
The very nature of the internet and social-networking sites are that they are ever changing. The 
above guidelines are intended to provide direction if you choose to use social networking sites 
and/or blogs for either personal or professional reasons. 
 
While the use of these sites is becoming commonplace, it is important that you remember to 
conduct yourself in an appropriate manner to avoid any unintended situation that could 
adversely affect your professional standing with HSA. These guidelines are not intended to 
restrict your participation but rather provide some protection if you choose to engage in online 
activities. 
 
If you have any other questions or would like to report misuse or abuse of the HSA social 
networking policy, please contact the Principal. 
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APPENDIX F 
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Enroll the student - Engage the family 
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INTRODUCTION 
 

 

Imagine yourself as a healthcare professional. Have you ever thought about working as a 
doctor, nurse, dentist, veterinarian, hospital administrator or medical technician? If you have 
you have, HSA is the right school for you!  

 

Our curriculum is integrated with health sciences themes. HSA provides a health science 
curriculum that prepares you for a medical career; more importantly HSA gives you the 
opportunity to participate in internships with medical professionals. This is a wonderful 
opportunity for students to obtain hands-on experience in the health career field. 

 

HSA offers its students a college preparatory and health sciences curriculum. This means that 
HSA will offer the courses that you need to graduate with a high school diploma, as well as 
prepare you for college entrance and for a career in health sciences. 

 

HSA families are 
Families are invited to attend open house sessions and community presentations.  
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ACADEMIC INTEGRITY  
Students at HSA are expected to submit work for evaluation that has been completed solely by 
that student unless group assignments have been so designated. Academic integrity is expected 
to be maintained at all times. Students should remember that any information taken from a 
written source must be appropriately documented or that constitutes plagiarism. If a student is 
found cheating, it will become a disciplinary matter that may be punishable by loss of credit for 
that assignment and/or further consequences. Students who are unclear about assignments 
should get instructions from the teacher in writing. 
 
ATTENDANCE 
Statistics show that attendance is critical for a successful academic experience. A day lost or 
wasted can never be made up or replaced. All students should strive to be present and punctual 
in each class daily. Habits formed in school attendance will carry over in post-secondary and 
work experiences.  
 
HSA requests that families schedule vacations or special programs so as not to conflict with the 
school calendar.  In the event of a necessary absence, please follow the guidelines here: 

 Please call the school office when your child is absent or when tardy.  
 Please schedule appointments for your child before or after school.  If your child 

needs to be excused early due to a doctor or dental appointment, let the school 
office know before the appointment, either by calling us or by sending a note.  

 A written explanation of absence, signed by the parent/ guardian, must be 
presented by the student following each absence within three days.  

 
HSA has determined that absences and tardiness will be considered excused or unexcused 
according to the following standards:  
 

EXCUSED  
1. Personal illness  
2. Illness or death in the family  
3. Unsafe travel conditions  
4. Religious observance  
5. Medical appointments  
6. Quarantine  
7. Required court appearances  
8. Approved college visit  
9. Approved internship program 
10. Late bus  

UNEXCUSED  
1. Family vacation  
2. Baby sitting  
3. Hair cut  

 
5. Oversleeping  
6. Missed bus  
7. Private instruction  
8. Wedding  

list  
 
Attendance Incentives  In order to encourage student attendance, HSA will make a donation 
each month to the class with the highest attendance monthly average. (Average attendance 
must be 90% or more.) 
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CITIZENSHIP 
Every HSA student is expected to respect the rights of all members of the school. This means 
creating and maintaining an environment that is physically, emotionally and intellectually safe, 
orderly, and conducive to learning. Prohibited behavior includes offensive language, ignoring a 
staff request, threats, slander, sexual harassment or misconduct, lying, theft, fighting, willfully 
causing physical or emotional harm to another member of the school community, including 
bullying and cyber-bullying.  Any violation may be subject to disciplinary action. 
 
Bullying  Students who are threatened or feel threatened by another student(s) should report 
the situation to an administrator, counselor, or teacher immediately. Bullying is defined as any 
willful attempt to threaten to inflict injury on another person when accompanied by an 
apparent present ability to do so, or any intentional display of force such as would give the 
victim reason to fear or expect immediate bodily harm. HSA will not tolerate any type of verbal, 
written, or physical act of violence or harassment toward students, teachers, or staff members 
at any time.  
 
Drugs, alcohol, and tobacco  Drugs, alcohol, and smoking are prohibited in the school, on the 
campus, or at any off or on campus school function. Violations can lead to further disciplinary 
action. 
 
Personal electronics -- Cell phones, pagers and/or beepers, PDAs, iPods, digital/camera phones 
and similar devices must be used in a way that is consistent with the school courtesy policy, the 
code of behavior, and the code of academic integrity. Failure to comply with these school 
policies will result in suspension of the use of personal electronics and/or suspension. Repeated 
failure to comply with the courtesy policy can result in further disciplinary action. HSA is not 
liable for these devices if they are lost or stolen. By signing this handbook, you acknowledge 
that personal electronics are brought to school at your own risk.  
 
Search and Seizure The administration of HSA reserves the right to search any student and 

r at any school activity when such 

prior to the search will be obtained but is not necessary when the administration has 
reasonable cause or suspicion.  HSA reserves the right to contract with security services, 
including search dogs, in order to add to the safety of our campus and to keep it free from 
contraband. In some circumstances, these services may result in the need to reasonably search 
a student. By signing this handbook HSA is granted prior consent to search for contraband and 
harmful or dangerous substances. In determining whether there is reasonable cause, the 
following factors will be taken into account: the prevalence and seriousness of the problem; the 
need to avoid delay; and the probable value and reliability of information on which suspicion is 
based. 
 
Sexual Harassment  Unwelcome sexual advances, requests for sexual favors, and other verbal 
or physical conduct of a sexual nature constitutes sexual harassment. Sexually harassing 
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behaviors are not acceptable at any time and may be grounds for expulsion at HSA. Any 
unwelcome conduct directed toward a student or employee because of his or her gender may 
constitute sexual harassment. Examples of sexually harassing behaviors may include 

spreading sexual rumors about a person through graffiti, e-mail, notes, or verbally, suggestive 
gestures or sounds, pranks such 

responsible for immediately reporting concerns, issues, and incidents that relate to sexual 
harassment. Sexual harassment may result in disciplinary action. Any incident of sexual 
harassment must be reported to the principal. 
 
Vandalism  No one is to injure, destroy, deface or trespass on school property. A clean 
environment is important to all. Vandalism will be dealt with severely. All students and staff are 
urged to treat the building with care and respect. 
 
Parents/guardians will be responsible for paying for any damage done to the building or school 
property by their child. People with any information about damage done to the building or its 
contents should report it to the school principal. Writing or spraying inappropriately on or 
around campus (graffiti), carving on school furniture and/or building fixtures, breaking a 
window, destroying equipment or damaging materials are all infringements on the right to 
being a student at HSA. 
 
Weapons  Guns, knives, explosives, or weapons of any type are not permitted in the school, 
on the campus, or at any off or on campus school function. Violations can lead to suspension or 
in some cases an expulsion hearing. 
 
DISCIPLINE 
The purpose of disciplinary action at HSA is to ensure that students stay focused on growth and 
learning and cause no harm to themselves or others. Prompt resolutions of the problem or 
issues are expected. Discipline may include a conference and warning to the student, 
parent/guardian notification, and a written commitment by the student to improve his/her 
behavior and/or performance. In addition, depending on the nature of the infraction and the 

 
 
Suspension and Expulsion  HSA regards suspension and expulsion as a last resort. Our goal is 
to maximize time spent learning for each student. Criteria for suspension and expulsion of 
students are consistent with all applicable federal statues and state and federal constitutional 
provisions. In addition, attention is focused on ensuring due process for students and their 
families. HSA follows expulsion and suspension guidelines as outlined in this charter. All related 
hearings will conform to the state and federal laws regarding discipline, special education, 
confidentiality, and access to records. The Principal may suspend students who fail to comply 
with these policies at any time. Students who habitually fail to comply with these policies 
and/or who present an immediate threat to health and safety may also be suspended and 
referred for expulsion to the HSA Governing Board upon recommendation of the Principal. 
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A student may be suspended or expelled for prohibited misconduct if the act is related to 
school activity or school attendance occurring at the School or at any other school or a School 
sponsored event at any time including but not limited to: a) while on school grounds; b) while 
going to or coming from school; c) during the lunch period, whether on or off the school 
campus; d) during, going to, or coming from a school-sponsored activity. Suspensions, when not 
including a recommendation for expulsion, shall not exceed five (5) consecutive school days per 
suspension. 
 
Enumerated Offenses -- Students may be suspended or expelled for any of the following acts 
when it is determined the pupil: 

1. Caused, attempted to cause, or threatened to cause physical injury to another person or 
willfully used force of violence upon the person of another, except self-defense. 

2. Possessed, sold, or otherwise furnished any firearm, knife, explosive, or other 
dangerous object unless, in the case of possession of any object of this type, the 
students had obtained written permission to possess the item from a certificated school 

 
3. Unlawfully possessed, used, sold or otherwise furnished, or was under the influence of 

any controlled substance, alcoholic beverage, or intoxicant of any kind. 
4. Committed or attempted to commit robbery or extortion. 
5. Caused or attempted to cause damage to school property or private property. 
6. Stole or attempted to steal school property or private property. 
7. Possessed or used tobacco or any products containing tobacco or nicotine products, 

including but not limited to cigars, cigarettes, miniature cigars, clove cigarettes, 
smokeless tobacco, snuff, chew packets and betel. 

8. Committed an obscene act or engaged in habitual profanity or vulgarity. 
9. Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug 

paraphernalia. 
10. Disrupted school activities or otherwise willfully defied the valid authority of 

supervisors, teachers, administrators, other school officials, or other school personnel 
engaged in the performance of their duties. 

11. Knowingly received stolen school property or private property. 
12. Possessed an imitation firearm, i.e.: a replica of a firearm that is so substantially similar 

in physical properties to an existing firearm as to lead a reasonable person to conclude 
that the replica is a firearm. 

13. Committed or attempted to commit a sexual assault, or committed a sexual battery. 
14. Harassed, threatened, or intimidated a student who is a complaining witness or witness 

in a school disciplinary proceeding for the purpose of preventing that student from 
being a witness and/or retaliating against that student for being a witness. 

15. Engaged in or attempted to engage in hazing of another. 
 

Suspension Notice to Parents/Guardians  At the time of the suspension, an administrator or 
designee shall make a reasonable effort to contact the parent/guardian by telephone or in 
person. Whenever a student is suspended, the parent/guardian shall be notified in writing of 
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the suspension and the date of return following suspension. This notice shall state the specific 
offense committed by the student. In addition, the notice may also state the date and time 
when the student may return to school. If school officials wish to ask the parent/guardian to 
confer regarding matters pertinent to the suspension, the notice may request that the 
parent/guardian respond to such requests without delay. 
 
EMERGENCY 
The staff of HSA receives training in order to provide for the safety of students, staff and visitors 
during times of emergency.  Emergency preparedness includes fire drills which take place at 
regular times during the school year.  
 
All alarms are treated as an emergency.  In the event of any alarm, all staff, students and 
visitors are required to complete an orderly and safe evacuation of the classrooms and building.  
Staff and students will meet in pre-assigned areas, and will remain there until all students are 
accounted for and instructed to return to the building or move to a safer area. 
 
Failure to follow emergency procedures or the willful attempt to compromise emergency 
preparedness at HSA is grounds for severe consequences, including possible expulsion. 
 
In the case of a major emergency, parents/guardians and families should contact the school 
office for information.  During such an emergency, HSA staff will focus on ensuring that all 
students are safe and accounted for.  Students and parents/guardians are asked to do their part 
by not directing students to leave the premises without signing proper releases and to follow 
set guidelines for emergency procedures.  
 
Emergency School Closings  In the event of inclement weather or any other related situation 
that jeopardizes the safety of students and/or staff, an announcement of emergency school 
closings will be posted on the HSA school website. Additional school resources and local media 
outlets will also be utilized. In the event that you are unable to access any of these resources, 

nding your child to ensure their safety. 
 
FIRE DRILLS 
Directions are posted in each room. Students are to remain outside the building until given the 
proper signal to re-enter the building. Students are to remain absolutely silent and with their 
teachers during this time. Failure to do so will result a disciplinary consequence. 
 
GRADING 
A student must receive a C- or higher in all core academic courses to receive credit. Students 
will 

performance in any given term falls below the level of C-, the student will earn an Incomplete in 
the course.  An Incomplete in any course requires the development of an Academic Recovery 
Plan, which must be approved by the teacher, parent, and academic counselor. When the 
student completes the work outlined on the Academic Recovery Plan, the student is assigned a 
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grade for the course.  However, if the student leaves HSA, or one year elapses after the 

awarded. 
 
INTERNET 
Students have access to the school computer network for electronic mail and internet access. 
Families should be aware that some material accessible via the Internet may contain items that 
are illegal, defamatory, inaccurate, or potentially offensive to some people. While our intent is 
to make internet access available to further educational goals and objectives, students may find 
ways to access other materials as well. We believe that the benefits to students from access to 
the internet, in the form of information resources and opportunities for collaboration, exceed 
any disadvantages.   
 
Parents and guardians are ultimately responsible for minors and are requested to set and 
convey the standards that their children should follow when using media and information 
resources.  T
should not have internet access. Your signature of the student handbook grants permission for 

esponsibilities to 
use the internet appropriately and safely, which includes immediately backing out of 
inappropriate sites that might pop up during web searches and reporting inappropriate pop-
ups. Students will be held accountable if they intentionally visit or utilize inappropriate 
websites.  
 
Students are responsible for good behavior on school computer networks just as they are 
everywhere in the school environment. Communications on the network are often public in 
nature. General school rules for behavior and communications apply. 
 
The network is provided for students to conduct research, complete assignments, and 
communicate with others about academic and school matters.  Access to network services is 
given to students who agree to act in a considerate and responsible manner.  Access is a 
privilege  not a right.  Access entails responsibility. Networks are limited in bandwidth and HSA 
must ensure that our network is first and foremost used to support our academic program. 
Therefore downloading of non-instructional games, programs, and other media is not 
permitted on campus. In addition, to the extent possible, students are encouraged to download 
educational programs, web casts, and other large files from home or other non-school settings 
in order for our network to limit the demand of our server. 
 
Individual users of the computer networks are responsible for their behavior and 
communications over these networks. It is presumed that users will comply with school 
standards. Beyond the clarification of such standards, HSA is not responsible for restricting, 
monitoring, or controlling the communications of individuals utilizing the network.   
 
Network storage areas may be accessed by network administrators to review files and 
communications to maintain system integrity and to ensure that users are using the system 
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responsibly. Users should not expect that files stored on HSA servers will always be private. 
Within reason, freedom of speech and access to information will be honored. 
 
The following internet and email behaviors are forbidden at HSA: 

 Sending or displaying offensive messages or pictures. 
 Using obscene language. 
 Harassing, insulting or attacking others. 
 Damaging computers, computer systems, computer networks, or digital files and 

records. 
 Violating copyright laws. 
  
  
 Intentionally wasting limited resources. 
 Employing the network for commercial purposes. 
 Using proxies to circumvent HSA security parameters. 

 
Violations may result in a loss of access as well as other disciplinary or legal action, including 
suspension and/or expulsion.  
 
INTERNSHIPS 
Off Campus Job Shadowing and Internship programs in healthcare settings are an important 
component of the educational program at HSA. We consider these placements to be a 
tremendous student opportunity, responsibility, and privilege. Eligible students must apply to 
participate in these experiences. Job Shadowing and Internships place students in sensitive 
professional settings. Our intern partners work closely with us to provide our students with 
rigorous and relevant educational experiences. Intern partners reserve the right to terminate 
the internship of a student based on inappropriate behavior.  
 
LOST AND FOUND  
Lost and found items should be reported or taken to the Main Office. If you if have lost an item, 

 
HSA IS NOT RESPONSIBLE FOR LOST OF STOLEN PROPERTY  
 
RELEASE OF RECORDS  
The Family Educational Right and Privacy Act of 1974 (FERPA) guarantees parents/guardians 

Requests should be made to the school counselor. Please note, in order to withdraw your 
student from HSA, you must come into the main office and sign a release of records. Your 

 
 
TRANSPORTATION 
Students or student families are responsible for making their own transportation arrangements 
to and from school. 
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VISITORS  
Parents are encouraged to visit the school to discuss student progress with counselors, 
teachers, or administrators. All conferences with teachers should be arranged through the 
counseling or main office. HSA will be glad to schedule parent conferences either before school, 

administrator should also contact the main office to make an appointment. Any visitor entering 
HSA 
badges while in the building. Upon departure, badges should be returned to the main office. 
Students are not permitted to invite visitors during the school year. 
 
 

__________________ 
 
 
 
 
 
 
We, the undersigned, acknowledge that we have read and understood the contents of the HSA 
Student Handbook. We agree to abide by its guidelines and policies.  
 
 
___________________________________________ _______________________ 
Print Student Name      Grade 
 
 
___________________________________________ _______________________ 
Student Signature      Date 
 
 
___________________________________________ ________________________ 
Print Parent/Guardian Name     Phone Contact 
 
 
___________________________________________ ________________________ 
Parent/Guardian Signature      Date 
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APPENDIX G 
 

Healthy Futures, Inc. 
Conflict of Interest Policy 

 
Article I 
Purpose 

The purpose of the conflict of interest policy is to protect Healthy Futures, Inc.
Futures tax-exempt organization's interest whenever Healthy Futures may contemplate entering into 
a transaction or arrangement that might benefit the private interest of an officer or director of Healthy 
Futures, or might result in a possible excess benefit transaction. This policy is intended to supplement, 
but not replace, any applicable state and federal laws governing conflict of interest applicable to 
nonprofit and charitable organizations.  

 
Article II 

Definitions 
1. Interested Person 
Any director, principal officer, or member of a committee with governing board delegated powers, who 
has a direct or indirect financial interest, as defined below, is an interested person.  
2. Financial Interest 
A person has a financial interest if the person has, directly or indirectly, through business, investment, 
or family:  
a. An ownership or investment interest in any entity with which Healthy Futures has a transaction or 
arrangement,  
b. A compensation arrangement with Healthy Futures or with any entity or individual with which 
Healthy Futures has a transaction or arrangement, or  
c. A potential ownership or investment interest in, or compensation arrangement with, any entity or 
individual with which Healthy Futures is negotiating a transaction or arrangement.  
 
Compensation includes direct and indirect remuneration as well as gifts or favors that are not 
insubstantial. A financial interest is not necessarily a conflict of interest.  
Under Article III, Section 2, a person who has a financial interest may have a conflict of interest only if 
the appropriate Healthy Futures board of directors, and/or any appropriate or delegate committee 
decides that a conflict of interest exists.  

 
Article III 

Procedures 
1. Duty to Disclose 
In connection with any actual or possible conflict of interest, an interested person must disclose the 
existence of the financial interest and be given the opportunity to disclose all material facts with the 
directors and/or members of any committee with governing board delegated powers considering the 
proposed transaction or arrangement. 
2. Determining Whether a Conflict of Interest Exists  
After disclosure of the financial interest and all material facts, and after any discussion with the 
interested person, he/she shall leave the Healthy Futures board of directors meeting while the 
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determination of a conflict of interest is discussed and voted upon. The remaining board or committee 
members shall decide if a conflict of interest exists.  
3. Procedures for Addressing the Potential Conflict of Interest  
a. An interested person may make a presentation, or request such presentation be heard at the next 
scheduled meeting or special meeting of  board s meeting. However, after 
the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the 
transaction or arrangement involving the possible conflict of interest.  
b. The chairperson of  board of directors shall, if appropriate, appoint a disinterested 
person or committee to investigate alternatives to the proposed transaction or arrangement.  
c. After exercising due diligence, the governing board or committee shall determine whether Healthy 
Futures can obtain with reasonable efforts a more advantageous transaction or arrangement from a 
person or entity that would not give rise to a conflict of interest.  
d. If a more advantageous transaction or arrangement is not reasonably possible under circumstances 
not producing a conflict of interest, the governing board or committee shall determine by a majority 
vote of the disinterested directors whether the transaction or arrangement is in Healthy Futures best 
interest, for its own benefit, and whether it is fair and reasonable. In conformity with the above 
determination it shall make its decision as to whether to enter into the transaction or arrangement.  

 

4. Violations of the Conflicts of Interest Policy 
a.  board of directors has reasonable cause to believe a member has 
failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis for such 
belief and afford the member an opportunity to explain the alleged failure to disclose.  
b. If, after hearing the member's response and after making further investigation as warranted by the 
circumstances,  board of directors determines the member has failed to disclose an 
actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.  

 

 
Article IV 

Records of Proceedings 
The minutes of the governing board and all committees with board delegated powers shall contain:  
a. The names of the persons who disclosed or otherwise were found to have a financial interest in 
connection with an actual or possible conflict of interest, the nature of the financial interest, any action 
taken to determine whether a conflict of interest was present, and the governing board  or 
committee's decision as to whether a conflict of interest in fact existed.  
b. The names of the persons who were present for discussions and votes relating to the transaction or 
arrangement, the content of the discussion, including any alternatives to the proposed transaction or 
arrangement, and a record of any votes taken in connection with the proceedings.  

 

 
Article V 

Compensation 
a. A voting member of the governing board who receives compensation, directly or indirectly, from 
Healthy Futures for services is precluded from voting on matters pertaining to that member's 
compensation.  
b. A voting member of any committee whose jurisdiction includes compensation matters and who 
receives compensation, directly or indirectly, from Healthy Futures for services is precluded from 
voting on matters pertaining to that member's compensation.  
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c. No voting member of the governing board or any committee whose jurisdiction includes 
compensation matters and who receives compensation, directly or indirectly, from Healthy Futures, 
either individually or collectively, is prohibited from providing information to any committee regarding 
compensation.  

 

 
Article VI 

Annual Statements 
Each director, principal officer and member of a committee with governing board delegated powers 
shall annually sign a statement which affirms such person:  
a. Has received a copy of the conflicts of interest policy,  
b. Has read and understands the policy,  
c. Has agreed to comply with the policy, and  
d. Understands that Healthy Futures is a charitable and in order to maintain its federal tax exemption it 
must engage primarily in activities which accomplish one or more of its tax-exempt purposes.  

 

 
Article VII 

Periodic Reviews 
 Board of Directors shall operate in a manner consistent with her charitable purposes 

and will not engage in activities that could jeopardize its tax-exempt status. Periodic reviews shall be 
conducted, not less than once per year, shall, at a minimum, include the following subjects:  
a. Whether compensation arrangements and benefits are reasonable, based on competent survey 
information, and the result of arm's length bargaining.  
b.  Board of Directors shall annually review and modify as may be necessary  written 
policies, disseminated to both directors and officers, that  reflect reasonable investment or payments 
for goods and services, further charitable purposes to assure that policies do not result in inurement, 
impermissible private benefit or in an excess benefit transaction.  

 

 
Article VIII 

Use of Outside Experts 
When conducting the periodic reviews as provided for in Article VII, the  Board of 
Directors may choose to, but need not, use outside advisors. If outside experts are used, their use shall 
not relieve the governing board of its responsibility for ensuring periodic reviews are conducted.  
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APPENDIX L 
 
Proposed Salary Schedule for Licensed Staff 
 
All salaries of licensed employees will comply with the minimum salary requirements as 
identified in the School Personnel Act. The salary is subject to final negotiation between the 
school and the applicant. 
 
 

Administrative Salary Schedule 
Position Annual 
Principal $80,000 
Business Manager $50,000  
Guidance Counselor $40,000 
Special Education Teacher $40,000 
Nurse $50,000 

 
 
 

Minimum Salary Schedule for Licensed and Certified teachers 
 
YEARS LEVEL I BA LEVEL II BA BA +12 MA + LEVEL III MA + 
1 30,000     
3 31,500 40,000 40,500 41,000  
5  40,500 41,000 41,500  
7  41,000 41,500 42,000  
9  41,500 42,000 42,500 50,000 
11  42,000 42,500 43,000 50,500 
13  42,500 43,000 43,500 51,000 
15  43,000 43,500 44,000 51,500 
17  43,500 44,000 44,500 52,000 
19  44,000 44,500 45,000 52,500 
21  44,500 45,000 45,500 53,000 
23  45,000 45,500 46,000 53,500 
25  45,500 46,000 46,500 54,000 
 

































































Health Science Academy   Internal Audit Manual Page 1 
 

APPENDIX N 
 
 
 
 
 
 
 
 

Health Sciences Academy 
 

Enroll the student - Engage the family 

Inscribiendo al estudiante - Incluyendo a la familia 

 
 
 
 

Internal Audit 
Policy and Procedures Manual 

 

 

 

 

 

 

[SUBJECT TO APPROVAL]  
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INTERNAL AUDIT CHARTER 

Mission Statement: 
The mission of the Internal Audit Committee (IAC) is to provide independent and objective 
reviews and assessments of the business activities, operations, financial systems and internal 
accounting controls for the board, students, teachers and community of HSA. The IAC will 
accomplish its mission through the conduct of operational, financial and performance audits, 
selected as a result of a comprehensive risk analysis and assessment process. The risk 
assessment plan is reviewed and approved by the Audit Committee of the Board of Directors. 
 
Objective: 
The IAC conducts independent reviews and appraisals of school procedures and operations. 
These reviews provide management with an independent appraisal of the various operations 
and systems of control. The reviews also help to ensure that school resources are used 
efficiently and effectively while working towards helping the school achieve its mission. 
 
Responsibility and Authority: 
The internal audit function is established at the direction of the Board of Directors and derives 
its authority directly from the Board. The IAC reports administratively to the Board of Directors. 
 
Independence: 
In order to maintain independence and objectivity, the internal audit function has no direct 
responsibility or any authority over the activities or operations that are subject to review, nor 
should internal audit develop and install procedures, prepare records, or engage in activities 
that would normally be subject to review. However, the IAC may be consulted when new 
systems or procedures are designed to ensure they adequately address internal controls. 
 
Objectivity: 
Opinions and other information furnished may attest to the adequacy of internal control, the 
degree of compliance with established policies and procedures, and/or their effectiveness and 
efficiency in achieving organizational objectives. The internal auditor may also recommend cost 
effective courses of action for management to consider in eliminating unnecessary risks that 
may have been identified during an audit. 
 
Confidentiality: 
All information obtained during an internal audit is deemed confidential unless otherwise 
instructed. It is understood that certain items are confidential in nature and special 
arrangements may be required when examining and reporting on such items. Internal audit will 
handle all information obtained during a review in the same prudent manner as the custodian 
of such information. Internal audit respects the value and ownership of information they 
receive and will not disclose information without appropriate authority unless there is a legal or 
professional obligation to do so. Audit reports are considered highly confidential. They are 
distributed to the Board of Directors. 
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Code of Ethics: 
The IAC shall subscribe to the Code of Ethics established by the Institute of Internal Auditors. 
The IAC will uphold the following: 

a. Integrity  Establish trust and thus provide the basis for reliance on the judgment of 
internal audit. Remain tactful, honest, objective, diligent and credible in all relationships 
as a representative of the school. 

b. Objectivity  Exhibit the highest level of professional objectivity in gathering, evaluating, 
and communicating information about the area being examined. Make balanced 
assessments of all the relevant circumstances and do not become unduly influenced by 
individual interests or by others in forming judgments. 

c. Confidentiality  Respect the value and ownership of information they receive. Do not 
disclose information without appropriate authority unless there is a legal or professional 
obligation to do so. 

d. Competency  Apply the knowledge, skills, and experience needed in the performance 
of internal auditing services and continually improve their proficiency and the 
effectiveness and quality of their services. 

 
Standards of Conduct: 
Internal audit will adhere to the following standards of conduct: 

a. Service  Preserve a commitment to carry out all responsibilities with an attitude of 
service toward school management while maintaining a sincere, dignified and caring 
attitude. 

b. Excellence  Uphold a high standard of service and a commitment to quality in 
performing all projects. 

c. Leadership  Provide noteworthy examples which emphasize high ethical and moral 
standards. 

d. Professionalism  Conduct business in a manner that reflects favorably on the individual 
auditor, the school and the community. 

 
Scope of the Internal Audit Function:  
While carrying out their duties, the IAC is responsible for utilizing a systematic, disciplined 
approach to evaluating and improving the effectiveness of internal controls and is to include 
the following: 

a. Developing and maintaining a comprehensive audit program necessary to ensure 
compliance with accounting standards, policies, and procedures necessary to safeguard 
school assets. 

b. Communicating the results of audits and reviews by preparing timely reports, including 
recommendations for modifications of management practices, fiscal policies, and 
accounting procedures as justified by audit findings. 

c. Establishing and maintaining a quality assurance program to evaluate the operations of 
internal audit. Such a program should include the following topics: uniformity of work 
paper preparation; audit sampling; work paper review; report preparation and review; 
report communication and issuance; and record retention. 
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Responsibility for Detection of Errors or Irregularities: 
The management of the school is responsible for establishing and maintaining controls to 
discourage perpetuation of fraud. Internal audit is responsible for examining and evaluating the 
adequacy and effectiveness of those controls. Audit procedures alone are not designed to 
guarantee the detection of fraud. 
 
An error is an unintentional mistake in financial statements which includes mathematical or 
clerical mistakes in the underlying records and accounting data from which the financial 
statements or other reports were prepared, mistakes in the application of accounting principles 
and oversight, or misinterpretation of facts that existed at the time the reports were prepared. 
 
An irregularity is an intentional distortion of financial statements or other reported data or the 
misappropriation of assets. 
 
If the internal auditor believes that a material error or an irregularity exists in an area under 
review or in any other area of the school, the implications of such an error or irregularity and its 
disposition should be reviewed with the business manager and with the Board of Directors. 
 
Services Provided by Internal Audit: 

 that will assist in fulfilling its mission is the implementation of a 

complete range of service provided by the internal audit function also may include special 
projects and consultations as directed by the Board of Directors. 

a. Operational Audits  Operational audits consist of critical reviews of operating processes 
and procedures, and internal controls that mitigate area-specific risks. These audits 
examine the use of resources to determine if they are being used in the most effective 

 
b. Compliance Audits  These audits determine the degree to which areas within the 

school adhere to mandated Federal, State, NMPED, and school policies and practices.  
c. Financial Audits  These audits review accounting and financial transactions to 

determine if commitments, authorizations, and receipt and disbursement of funds are 
properly and accurately recorded and reported. This type of audit also determines if 
there are sufficient controls over cash and other assets and that adequate process 
controls exist over the acquisition and use of resources. Unlike external financial audits, 
internal financial audits do not prepare or express professional opinions on the financial 
statements fairness. 

d. Investigative Audits  These audits are conducted to determine existing control 
weaknesses, assist in determining the amount of loss, and recommending corrective 
measures to prevent subsequent reoccurrence. Internal audit will also work with 
outside agencies to determine whether misconduct occurred at the school. These types 
of investigations can encompass misuse of funds or assets, potential fraud, or potential 
conflicts of interest. 

e. Technology Audits  Technology audits are usually comprised of control reviews of 
disaster recovery plans, system back-up procedures, and general security of data and of 
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the physical plant. The purpose of these audits is to evaluate the accuracy, effectiveness 
 

 
 
AUDIT PLANNING 
 
Develop the Audit Plan 
The director of internal audit is responsible for developing a risk based Audit Plan that includes 
areas subject to regulatory review, each fiscal year. The Audit Plan is a written document 
showing specific audits or projects to be performed by the IAC.  
 
The development of the Audit Plan includes an evaluation of the Enterprise Risk Assessment. 
This is a process through which major risks are identified and evaluated according to the goals 
of the school and the goals of an individual area, and updated annually. The Risk Assessment 
includes a broad range of risks and associated controls. In addition, the director of internal 
audit is responsible for identifying and evaluating exposures to business risk and the controls 
designed by management to reduce those risks. When doing so, the following factors are 
considered: 

a. Ongoing factors 
b. Financial value 
c. Public image 
d. Process complexity 
e. Asset liquidity 
f. Budget deviations 
g. Regulatory guidelines. 
h. Environmental Risk factors 
i. Process stability 
j. Recent audit history 
k. Executive assessment 
l. Political environment 
m. Financial markets 
n. Technology initiatives. 

 
The vast majority of audits are planned. However, that does not preclude Internal Audit from 
conducting unplanned audits. Prior to any audit, the Internal Auditor assigned to the 
engagement will discuss with management the scope, purpose, and estimated timeframe of the 
audit. As unplanned projects are required, they are included in the overall Plan for the year. 
 
The Annual Audit Plan will be submitted to the Audit Committee for review and approval. Any 
substantial changes to the Audit Plan will be presented to the Audit Committee at subsequent 
meetings. 
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AUDIT PROCESS 
 
Overview and Conduct of the Audit Process 
Although every audit project is unique, the audit process is similar for most engagements and 
usually consists of nine stages. Through these stages internal audit will determine ways to 
minimize risks and increase efficiencies within the area. Client involvement is critical at each 
stage of the audit process. An audit will result in a certain amount of time being diverted from 
ar  the key objectives is to minimize this time and avoid 
disrupting on-going activities.  

a. Plan. The internal auditor will develop an audit plan based on a review of all pertinent 
information. Sources may include: the risk assessment matrix, internal and external 
evaluations, management guidance. 

b. Notify. The internal auditor will schedule a meeting with the unit manager and the 
senior managers of the process to be audited. Identify the scope and the objectives of 
the audit, how long it is expected to last and what the responsibilities for all parties are 
in the audit process. Any factors that will impact the audit should be raised at this time. 
Factors include vacations, fiscal year end reporting requirements, etc. 

c. Test. Testing will include interviews with the staff, review of procedures and manuals, 
compliance with the school policies and governmental laws and regulations and 
assessing the adequacy of internal controls.  

d. Communicate. Keep the department that is undergoing the audit updated on a regular 
basis of the progress of the audit and especially if there are any findings. There may be 
instances where the findings can be addressed immediately.  

e. Draft. The report draft will include the audit Scope and Objectives, Summary and 
Opinion, Findings and Audit Recommendations.  

f. Management Response. Management will receive the audit draft to confirm the facts 
and respond to the Audit Recommendations. Their recommendation and have a specific 
target date of completion of the corrective actions. The time window for the 
management response is normally 21 days. 

g. Review. The final version of the audit will be reviewed and all issues resolved by the 
director of internal audit. 

h. Distribute. The report is then immediately released to the audited department, IAC and 
the Board of directors as part of the agenda at the periodic meetings. 

i. Verify. The internal auditor will conduct a follow up on the Management Responses to 
the Audit Findings and Recommendations within a three month period. This subsequent 
review will be discussed with the involved management and the comments published.  

 
 
AUDIT PROCEDURES 
 
Evidential Matter 
Evidential matter obtained during the course of fieldwork provides the documented basis for 
the auditor's opinions, observations, and recommendations as expressed in the audit report. 
The auditor is obligated by professional standards to act objectively, exercise due professional 
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care, and collect sufficient, competent, relevant, and useful information to provide a sound 
basis for audit observations and recommendations. 
 
Auditors must obtain all evidence necessary for the effective completion of the audit. The 
decision on how much evidence is enough and what type to seek requires the exercise of the 
auditor's judgment based on experience, education, reasoning and intuition. A thorough 
knowledge of the concepts underlying audit evidence will help the auditor to improve the audit 
quality and efficiency. 
 
Standards for the Professional Practice of Internal Auditing require that work papers possess 
certain attributes to provide a sound basis for audit observations and opinions and to be 
considered as evidential matter. Those attributes are defined to be sufficient, competent, 
relevant, and useful as follows: 

a. Sufficient information is factual, adequate, and convincing so that a prudent, informed 
person would reach the same conclusions as the auditor. 

b. Competent information is reliable and the best attainable through the use of 
appropriate audit techniques. 

c. Relevant information supports audit findings and recommendations and is consistent 
with the objectives for the audit. 

d. Useful information helps the organization meet its goals. It also provides a reference for 
the preparer when called upon to answer questions. 

 
Types of Evidence 
If the evidence supports the basic tests of sufficiency, competence and relevance, it may be 

 types of evidence 
obtained during the course of an audit: 

a. Physical evidence obtained through observation and inquiry; 
b. Testimonial evidence from interview and statements from involved persons; 
c. Documentary evidence consisting of legislation, reports, minutes, memoranda, 

contracts, extracts from accounting records, formal charts and specifications of 
documentation flows, systems design, operations and organization structure 

d. Analytical evidence secured by analysis of information collected by the auditor. 
 
Documentation of Evidential Matter 
Standards for the Professional Practice of Internal Auditing require that audit work papers 
reflect the details of the evidence upon which the auditor has relied. The internal auditor must  
maintain adequate documentation of the audit, including the basis and extent of planning, the 
work performed and the results and findings of the audit. 
 
This will allow the work papers to serve both as tools to aid the auditor in performing their 
work, and as written evidence of the work done to support the auditor's report. Information 
included in work papers should be sufficient, competent, relevant, and useful to provide a 
sound basis for audit findings and recommendations. 
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In the process of collecting evidential matter, the auditor is required to perform audit testing to 
support all observations and opinions. During the performance of such testing, the auditor is 
not required to test the population in its entirety. Audit sampling may be employed. Audit 
sampling is performing an audit test on less than one-hundred percent of a population. In 

ccepts the risk that some or all errors will not be found and the 
conclusions drawn (i.e. all transactions were proper and accurate) may be wrong. The type of 
sampling used and the number of items selected should be based on the auditors 
understanding of the relative risks and exposures of the areas audited. 
 
Types of Samples 

a. Statistical or probability sampling allows the auditor to stipulate, with a given level of 
confidence, the condition of a large population by reviewing only a percentage of the 
total items. Several sampling techniques are available to the auditor. 

b. Attribute sampling is used when the auditor has identified the expected frequency or 
occurrence of an event. 

c. Variables sampling is used when the auditor samples for values in a population which 
vary from item to item. 

d. Judgment sampling is used when it is not essential to have a precise determination of 
the probable condition of the universe, or where it is not possible, practical, or 
necessary to use statistical sampling. 

 
 
WORK PAPER PROCEDURES 
 
Work Papers  General 
The work papers document a system, operation or process and audit procedures performed. 
They contain the records of preliminary planning, the audit program, audit testing and the 
results of procedures that were performed. Work papers are prepared from the beginning of 
the first audit assignment and are added to and altered throughout the course of each 
subsequent audit. They represent the documentation of audit activity that must be 
continuously maintained. 
 
Work Paper  File Structure 
There are two types of working papers - permanent and current. The permanent work papers, 
known as the "Permanent Files", contain historical and relatively static descriptive material. The 
current work papers (or simply "work papers") contain records of audits as they are carried out. 

a. Permanent Files. Permanent files are used only for data that can reasonably be 
expected to be needed in audits for two or more years and to remain unchanged. The 
material that may appropriately be included varies widely from audit to audit. Items 
that may be held in permanent files include flowcharts, system narratives, operating 
policies and procedures, long term debt agreements, contracts, organizational charts, 
and regulatory material.  
The auditor prepares and retains a permanent file to provide a library of descriptive 
information obtained through questioning people, reviewing instructions and directives, 
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systems analysis and procedures and examining transactions. This will support 
discussions with operating personnel since certain operations may be complex. 
Documented explanations and charts in the work papers, indexed for ready access, also 
provide the auditor with an understanding of the operations without proving to be an 
unnecessary burden on individual departments to re-explain the operations in their area 
each year. 
The internal auditor is responsible for updating the permanent files during the planning 
stage of an audit. Current materials are to be placed in front of the outdated materials 
providing an audit trail of past practices and changes to those practices. 

b. Current Work Papers. The current Work Papers should contain documentation related 
to the administration, the audit testing, observations, conclusions and  
recommendations. At a minimum, the current work papers should include the following 
documentation: 
 Final Report 
 Notes for Follow-up audits 
 Request for Documentation 
 Internal Control Questionnaire 
 Audit Program 
 Test Documents 
 Memorandum relating to audit 
 Draft Reports. 

 
Type of Work Papers 
Schedules and analyses are useful for identifying statistical trends, verifying the accuracy of 
data, developing projections or estimations, and determining if tasks or records have been 
properly completed. Each schedule or analysis included in the work papers should include an 
explanation of the purpose of the analysis and a summary of the results. 

a. Documents. Copies or actual samples of various documents can be used as examples, 
for clarification, and as physical evidence to support a conclusion or prove the existence 
of a problem. These documents can be memos, reports, computer printouts, 
procedures, forms, invoices, contracts, or any of numerous other items. Any copied 
document should serve a useful audit purpose. The following guidelines should be 
followed when including documents in the work papers: 
 Indicate the person and/or file that the document came from. 
 Copy and insert only that portion of the report, memo, procedure, etc., which is 

needed for purposes of explanation or as documentation of a potential finding. Do 
not include the entire document in the work papers unless absolutely necessary for 
clarity. 

 Fully explain the terms and notations found on the document, as well as its use. This 
is especially true when including maps, engineering drawings, or other such 
documents in the papers. These explanations may be made on an attached page or 
on the face of the document. 
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 Each document should be cross referenced to either the page or separate analysis 
where it was discussed. 

 No document should be included in the work papers without an explanation of why 
it was included. 

 
b. Process Narratives and Flowcharts. In many audits, it is necessary to describe systems 

or processes as they relate to the area being audited. An explanation and description of 
such procedures or processes should be documented through the use of narratives or 
flowcharts or some combination of the two. The choice of which method to use 
depends on the relative efficiency of the method in relation to the complexities of the 
system being described. Narratives are often easier to use, and should be used, if the 
system or process can be described clearly and concisely. However, when narratives are 
not practical and a description of control points are difficult to integrate, flowcharting 
(or a combination of narratives and flowcharting) is an appropriate alternative. 
Flowcharts conveniently describe complex relationships because they reduce narrative 
explanations to a picture of the system. They are concise and may be easier to analyze 
than written descriptions. 

c. Providing a Record of Interviews and Observations. Often, relevant information may be 
obtained through interviews conducted with area personnel. Formal interviews are 
most desirable because the interviewees know they are providing input to the audit; 
however, impromptu interviews, or even casual discussions can often provide important 
information as well. Any verbal information that is likely to support a conclusion in the 
audit work papers should be documented. Interviews are useful in identifying problem 
areas, documenting controls, obtaining general knowledge of the audit subject, 
collecting data not in a documented form, and documenting the opinions, assessments, 
or rationale for actions from area personnel. Interview notes should contain only the 
facts and views presented by the person interviewed and should not include any of the 
auditor's opinions. The activity that an auditor observes can serve the same purposes as 
an interview. If an observation can be used to support a conclusion, it should also be 
documented. This is especially true when performing physical verifications. 

 
Quality of Work Papers 
Proper work papers demonstrate professionalism and document the audit procedures that 
were performed. Audit work papers also need to support that due professional care was 
exercised and illustrates compliance with professional auditing standards. Comprehensive and 
well-organized work papers are characterized as follows: 

a. Complete. Work papers must be able to "stand alone." This means that a person 
external to the audit or not necessarily familiar with audit policies and procedures 
should be able to follow the work from planning through fieldwork to the report with no 
information besides what appears in the work papers. 

b. Concise. Work papers must be confined to those that serve a useful purpose. Items that 
are used in the audit should be evaluated as to their necessity in the work papers. Work 
papers are not retained if they are not required to support the conclusions drawn in the 
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audit. If a document is readily available or reproducible based on a description included 
in the work papers, it is not required to be included in the work papers. 
Documents that support evidence of exceptions to policy and procedure should be 
included in the work papers. 

c. Uniform. Work papers should be of uniform size and appearance, which will generally 
be 8 ½ x 11 inches. Smaller papers should be fastened to standard work papers, and 
larger papers should be folded or reduced to conform to size restrictions. All 
handwritten documentation should be done legibly and in pencil. The preparer should 
allow for enough space on each schedule so that all pertinent information can be 
included in a logical and orderly manner. Lastly, the work papers should be sufficiently 
numbered and indexed. 

 
Work Paper Techniques 
An auditor makes frequent use of a variety of symbols to indicate work that has been done. 
These symbols are commonly referred to as tick-marks and are generally shown in colored 
pencil. A legend or key explaining the use of each tick-mark should be included with the work 
papers. 

a. Tick Marks. When performing attribute testing, a tick mark may be used to indicate an 
item meets the attribute. However, if an attribute is not met, a tick mark with a unique 
explanation should be used. This allows for more easily distinguishing between 
exceptions and non-exceptions for reporting purposes. Highlighting pens should not be 
used because they will not show up if the work paper is copied. 

b. Descriptive Headings. All working papers that are not self explanatory should have a 
heading which includes the area under audit, title of work paper, and the date prepared. 
If it is not evident, the source of information and purpose of the working paper should 
also be noted. 

c. Definitions. Ambiguities are reduced if uniform meanings are adopted for the various 
terms used in audit programs. Below are some definitions which should be used to help 
eliminate confusion and aid communication among the audit staff. 
(i) Analyze. To break into significant component parts. 
(ii) Confirm. To obtain proof to be true or accurate, usually by written inquiry from a 

source other than the audited. 
(iii) Evaluate. To look at or into closely and carefully for the purpose of arriving at 

accurate, proper, and appropriate opinions. 
(iv) Inspect. To examine physically, without complete verification. 
(v) Investigate. To ascertain facts about suspected or alleged conditions. 
(vi) Test. To examine representative items or samples for the purpose of arriving at a 

conclusion regarding the group from which the sample is selected. 
(vii) Verify. To prove accuracy. 

 
Work Paper Organization 

a. Indexing. In order to be useful, work papers must be well organized. This means that 
the flow of the work papers should be logical. Work papers within each audit section 
should be arranged from the level of least detail to the most. That is, the lead schedule 
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or summary page should be the first item in the section (after the audit program, if 
present in the section), with the detailed testing behind. For non-financial work papers, 
a summary memo, narrative, or flowchart may be presented first with examples of 
related documents or other more detailed information to follow. 

b. Cross-Referencing. Cross referencing within work papers should be complete and 
accurate. Work papers should be cross referenced to the appropriate lead sheet, 
working trial balance or other summary work paper. Proper cross-referencing includes 
page references beside both items being linked. If several amounts on one work paper 
are to be referenced to the total of those amounts at another work paper, the  
summation should be shown with the cross-reference beside the total. Although there 
will be times when space constraints require otherwise, cross-referencing should be 
consistent. It is not necessary to reference amounts appearing in numerous places every 
time they appear. Rather, the amount/item should be cross-referenced from the work 
paper where the audit testing was performed to the lead sheet or summary page in 
front of it. 

c. Carry forward. The auditor should make full use of the work papers developed in prior 
audits. Flowcharts, system descriptions, and other data may still be valid. Those papers 
that remain useful should be made a part of the current working papers. First, a copy of 
the document should be made to place in the prior year work papers. Then, the original 
may be updated with current information, referenced, and initialed and dated by the 
current auditor. Prior year signoffs should not be deleted from the original document. 

 
Electronic Work Papers 
Types of Media 

a. Computer floppy disks, compact disks, or other electronic media should be placed in the 
work papers, if space permits, with documentation as to what items are included on the 
media.  

a) Even though electronic media may be in the work papers, it will also normally be housed 
on the various computers within the department. Anytime the department changes to a 
new software program, particularly word processing or spreadsheet software, files 
should be converted to the new software so that they are not lost or unreadable in the 
future. 

 
Filing of Electronic Media 

a. During the course of an audit, documents will be prepared electronically (i.e. audit 
programs, reports, memoranda). As the documents are being prepared, they may 
remain resident on the school assigned personal computer of the auditor performing 
the engagement. 

b. Upon completion of the audit, all documentation is to be properly indexed and stored 
on the local area network shared drive, in the folder designated for internal audit. 

 
Control/Confidentiality of Work Papers 
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The internal auditor is to know exactly where the work papers are during the conduct of the 
audit. During the course of an audit, work papers should not be left unattended. Work papers 
are to be kept in a secure area not readily available to persons unauthorized to access them. 
 



APPENDIX O 
 

Health Sciences Academy 
Code of Ethics 

[SUBJECT TO APPROVAL] 
  

  
POLICY 
The HSA Board recognizes that persons involved in governance activities at Health Science 
Academy are leaders, models, and representatives of the organization. All members will be 
expected to conduct themselves such that their personal and professional conduct does not 
have a negative effect on services or reflect badly on Health Sciences Academy public image, 
reputation, or credibility. 
 
PROCEDURES 

1. Acceptable standards of conduct will be established and periodically revised by the 
Health Sciences Academy Board of Directors for both Council and Board members. 

2. All Council and Board members will be informed of the established standards of 
conduct. 

3. The Board of Directors in its entirety will be responsible, with a simple majority vote of 
members present for a regularly scheduled or appropriately called special meeting, for 
reprimanding or removing any representative from the Council or Board due to 
conduct violations. 

 
CODE of CONDUCT 
HS/EHS Policy Council and Health Sciences Academy Board of Directors members: 

1. Will respect and promote the unique identity of each child, family, employee, Council 
and Board member and refrain from stereotyping on the basis of gender, race, 
ethnicity, culture, religion, or disability. 
  

2. Must uphold the agency's confidentiality guidelines stated as follows: 
a. No information regarding students and families of students enrolled with Health 

Sciences Academy is to be discussed outside of the work setting or Board/Council 
meetings; 

b. Information is to be discussed within the work setting and at Board/Council 
meetings only as is necessary and related to program operations/business or 
decision-making; 

c. No information learned at Board/Council meetings or while conducting 
Board/Council business may be discussed or used in any way outside of 
Board/Council activities. 
  

3. Will support and participate in a TEAMWORK approach to decision making. 
  



4. Will behave and interact respectfully while participating on Board/Council or 
representing the organization within the community. 
  

5. Must have an interest and concern for students and their families. 
  

  
6. Are prohibited from using their position on Board/Council for purposes which are, or 

give the appearance of being, motivated by a desire for private gain for themselves or 
others, such as those with family, business or other ties. 
  

7. Must not make public statements under the auspices of any agency title without the 
Board of Directors' approval. 
  

  
8. Will respect and uphold the legal authority of the Board of Directors to establish, 

review, or revise the standards of conduct for individuals participating on the 
Board/Council. 
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Ms. Samraj is President of Healthy Futures Inc., and a Founder and Director of Andele Tutors 
Inc. (www.andeletutors.com) , where she  directs an educational  staff of over 30 professionals. 
Lorna has more than  twenty years of experience as an adjunct professor, administrator and 
subsequently Director of Admissions, at Canadian University College. She has been an advocate 
for, and leader in educational reform, developing new ways to help educational organizations 
healthcare providers, and social service organizations, in New Mexico, work  more effectively 
through interdisciplinary collaborations. Ms.Samraj holds a BA and MA in English.   
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