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New Mexico Public Education Commission (PEC) 

Personnel Change Notification Instructions 

Purpose: To notify the Public Education Commission (PEC) of a change in the school’s Head 

Administrator, Business Manager or Procurement Officer.   

Submission Deadline: Changes to the school personnel do not require prior approval of the PEC; 

however, notice must be received within 30 calendar days of the change. Only one personnel change 

may be submitted per form. If more than one personnel change is being submitted, the school must 

submit separate forms. 

Notifications completed 14 days prior to the next PEC meeting will be placed on the next agenda.  

Notifications of this type are typically placed on the consent agenda; however, any notification may be 

removed from the consent agenda and moved to the regular agenda for full discussion and possible 

action by the PEC. 

Meeting minutes of the governing board of the school and the PEC will serve as an amendment to, or 

compliance with, the charter contract regarding this personnel change. Business Manager and 

Procurement Officer changes will be added to the board of finance documentation on file with CSD. 

The school must provide:  

□ Fully completed form  

For Head Administrator: 

□ Approved board minutes or certification of the vote taken by the board to hire the new 

administrator and status as interim or permanent position offered 

□ Copy of NMPED School Administrator License for new administrator 

□ Resignation letter of outgoing administrator or board minutes showing the vote to terminate or 

not to renew the outgoing administrator’s contract 

For Business Manager: 

□ Board minutes approving the business manager change 

□ Affidavit of financial record custodian (a completed and notarized affidavit of financial record 

custodian) 

□ Certificate of insurance (a certificate of insurance indicating the business manager is adequately 

bonded to take responsibility as the financial record custodian) 

□ School business official license (copy of current, valid school business official license) 

For Procurement Officer: 

□ Board minutes approving the procurement officer change 

□ Chief procurement officer certificate 

 

Contact charter.schools@ped.nm.gov if you have questions about completing or submitting 

documents. 
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Personnel Change Notification Form 
Submit this form and all supporting documents to charter.schools@ped.nm.gov 

The Charter Contract was entered into by and between the New Mexico Public Education 

Commission (PEC) and Altura Preparatory School, hereafter "the school," effective on 

7/1/2023.   

The school is notifying the PEC of a change in personnel (check one): 

☐ Head Administrator         ☒ Business Manager         ☐ Procurement Officer 

For a Head Administrator change, indicate whether the appointment is for (check one): 

☐ Permanent Head Administrator       ☐ Interim Head Administrator 

Current Head Administrator/Business Manager/Procurement Officer: Ashley Woodard-

Storey, The Vigil Group 

New Head Administrator/Business Manager/Procurement Officer: Justine Vigil, The Vigil 

Group   

Contact information for new Head Administrator/Business Manager/Procurement Officer 

(phone, email): Justine Vigil, justine@vigilgroup.net, 505-938-7707 

Number of personnel changes (Head Administrator/Business Manager/Procurement 

Officer, Governing Board Member), including this change, submitted to PEC in the last 12 

months: 1  

Effective Date: 12/1/2023 

The school's notification is hereby submitted by: Meaghan Hindman 

 

Signature of School Representative: ___________________________   Date: 12.14.23 

  

Signature of Governing Board Chair: __________________________   Date: 12.14.23 

 

 

For PEC/CSD use only 

 

PEC Meeting Date:  

 

Agenda: ☐ Consent (typical) ☐ Regular (unusual circumstance) 

 

The school’s notification was:  ☐ Accepted ☐ Rejected (provide reason)  

 

Electronic signature of CSD Director: _________________________   Date: _____________ 
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A copy of the meeting minutes are available for public inspection at Altura Preparatory School, Albuquerque, NM 
87122, within 10 calendar days for proposed minutes and 2 calendar days of approval for approved minutes.  

The Altura Preparatory School shall comply with subtitle A of Title II of the Americans with Disabilities Act of 1990. 
Should you require specific accommodation(s) please contact Lissa Hines at (505) 226-1925 5 business days prior 
to the meeting.  

 

 

Regular Governing Board Meeting 

Date:  December 14, 2023 
Time: 8:30 am 
Location: Altura Preparatory School, 8650 Alameda Blvd. NE, Bldg. 2B  

Join Zoom Meeting: 

https://us02web.zoom.us/j/88232129431 Meeting ID: 882 3212 9431 | One tap mobile 
+16699009128,88232129431# US (San Jose) | 

Meeting Type: Regular Meeting  

Members:                 Present       Absent 
Nicholas Gordon     
Jake Lujan                          (Via Zoom)  
Matt O’Brien      
LeeAnn Ortiz     
Christine Sargent     
Pam Scanlon     

 
Also Present:  
Meaghan Hindman and Lissa Hines, Co- Directors 
Justine Vigil, Business Manager, The Vigil Group 
 
Ms. Sargent brought the meeting to order at 8:30 am.  
Ms. Ortiz called roll at 8:31 am, a quorum was present. 
 
I. Public Comment  

There were no comments from the public.  Just as a reminder, to speak during public comment, 
interested parties must sign up by 3:00 pm the day prior to the meeting. 

II.  Approval of December 14, 2023 Meeting Agenda 
Action Requested:  Adopt Meeting Agenda 
Motion:  Pam Scanlon 
Second:   Matt O’Brien 
Ayes: 5 Nays: 0 
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III. Approval of Minutes from October 11, 2023 Regular Meeting 
Discussion: No changes.    
Ayes: 5 Nays: 0 
 
IV.   Approval of Minutes from October 20, 2023 Special Meeting 
Discussion: No changes.    
Ayes: 5 Nays: 0 

V. Governing Board Committee Reports  

A. Governance Report:  Ms. Ortiz reported that Ms. Sargent completed six of the seven hours 
needed to date.  Ms. Ortiz completed seven hours of the training.  Mr. Lujan completed three 
hours.  Mr. O’Brien reported that he is getting trainings on Canvas and has completed two of eight 
trainings to date.   

  
B. Audit:  Ms. Scanlon and Ms. Vigil reported that everything was submitted and once the audit is 

released sometime early 2024, we can discuss further in an open meeting.   
 

VI.  Finance Report:  Ms. Vigil reported that the finance committee met, reviewed entire report and 
discussed receipt of approximately $10,000 for universal free lunches but we need to investigate how 
much of this amount we are entitled to receive.  Ms. Hindman is investigating.  Lease reimbursement was 
received too which will help with operational budget.  We are doing well with the operational budget and 
during first portion of next year all moving parts of funding should fall into place. 
 
Ms. Vigil explained the following BARS for approval today: 
 
BAR#575-000-2324-0013-IB 11000 for $10,186 is proposed as an increase BAR for operational fund to pay 
for school lunches. 
 
BAR#575-000-2324-000014-IB 31200 for $178,616 is proposed as an initial budget BAR to budget the lease 
reimbursement.  
  
Ms. Scanlon reported that she reviewed the check registers for last two months and no irregularities were 
noted. 
 
VII.  Approval of Budget Adjustment Requests 
 
Discussion: Approval BAR#575-000-2324-0013-IB 11000 for $10,186 is proposed as an increase BAR for 
operational fund to pay for school lunches. 
Ayes: 5 Nays: 0 
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Discussion: Approval BAR#575-000-2324-000014-IB 31200 for $178,616 is proposed as an increase BAR 
to budget the lease reimbursement.  
Ayes: 5 Nays: 0 
 
VIII.  Approval of change in Business Manager from Ashley Woodard to Justine Vigil 
Ayes: 5 Nays: 0 
 
IX.  Altura Preparatory School Equity Council Update 
Discussion:  Ms. Hines reported that the first meeting took place in November, plan was to meet quarterly 
and actively seeking new members.  
 
X.  School Co-Director Report 
 
Ms. Hindman and Ms. Hines reported that the Spelling Bee was great.  The District Bee will take place next 
with several other charter schools competing, we have a third and fifth grader participating.  Ms. Hines 
discussed the various festive happenings planned which are inclusive and fun for everyone.  The 
Nutcracker was attended at Popejoy recently by K-3 students.     
 
School Data:  Ms. Hindman reviewed the statewide academic data, spoke about last and this year’s data, 
explained the various segments of data and rankings available.  Ms. Hindman did pinpoint some areas 
that we can focus on in future such as improving students’ writing data.  Test results are based on last 
Spring’s testing.  Ms. Hindman discussed the recent December data from IStation testing done for reading, 
math for all grades.  Ms. Hindman also reviewed the breakdown of data based on Demographic 
Race/Ethnicity categories for all grades too.  Ms. Hines and Ms. Hindman discussed the question of varying 
growth scores and which scores were used by PED.          
 
XI.  Adjourn 
Motion:  Pam Scanlon     
Second:  Matt O’Brien 
Ayes: 5 Nays: 0 
 
Meeting was adjourned by Ms. Sargent at 9:07 a.m. 
 
Next Meeting:  The next meeting will be January 11, 2024 at 8:30 am at Altura Preparatory School.  



 
 

CERTIFICATE OF GOVERNING BODY VOTE 
 

This document certifies that on December 14, 2023 at 8:30 am, a meeting of the Governing 
Body of Altura Preparatory School, a New Mexico public charter school, was held at 8650 
Alameda Blvd NE, Bldg 2B, Albuquerque, NM 87122 and via Zoom. The meeting and all votes 
were conducted in compliance with the New Mexico Open Meetings Act.  
 
A quorum of the Governing Body’s members being present and voting, it was voted 5 in favor 
and 0 opposed to approve a change in Business Manager from Ashley Woodard-Storrey, The 
Vigil Group to Justine Vigil, The Vigil Group.  
 
The members voting in favor were: Christine Sargent, Pamela Scanlon, LeeAnn Ortiz, Jake Lujan, 
and Matt O’Brien.  
 
The members voting in opposition were: none.  
 
I, the undersigned, certify that this is a true copy.  
 
 
 

Christine Sargent 
Governing Board Chair 
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