
 

 

 

NOTICE AND AGENDA 

REGULAR MEETING OF THE GOVERNING COUNCIL OF 

ALBUQUERQUE AVIATION ACADEMY 
February 20, 2026 

2:00 p.m. 

AAA Board Room 

6441 Ventana Rd NW, Albuquerque, NM  

and Internet/Call-in 

(See Special Procedures Below) 

 

 

AAA MISSION 
 

Albuquerque Aviation Academy cultivates opportunities for 6th -12th grade students to excel in fields related 

to aviation and STEAM. Students will have unique options to explore and excel in multiple career areas of 

aviation which are woven throughout an innovative hybrid learning experience. 

I.         Call to Order 

A.  Roll Call 

B.  Adoption of the Agenda* 

C.  Review/Approval of Minutes from January 16, 2026 Regular Meeting* 

 

II.         Public Comment (comments will be limited to two minutes) – see attached Special Procedures for 

more information. 

 

III.        Ongoing Business Matters 

A. Aviation Program/Committee Update 

 

IV.        Administrative Update 

A. Student Achievement Update 

 

V.         New Business Matters 
A. MOY Short Cycle Assessment Data 

B. 2025-2026 CSD Preliminary Report 

C. Civil Air Patrol MOU 

D. Stock Emergency Medications in School Program Acknowledgement Sheet and Request for 

Standing Order (discussion/action) * 

 

VI. Governing Council Development 

A. Discussion with Kelly Callahan 

B. AAA Governing Council Focused Priorities (discussion/action)*  

 

VII. Finance Report 

A. Business Office Operations Update  
B. Voucher Approvals (discussion/action) *  



 

 

C. Bank Reconciliation (discussion/action) * 
D. Permanent Cash Transfer PCT26-01 (discussion/action) * 
E. FY 2025 Audit Review 

 

VIII.      Announcements  
A. Date for next Regular AAA Governing Council Meeting 

 
 

IX.       Adjournment* 

 
 

Note: * Indicates Action Item 
 

If you are an individual with a disability who needs a reader, amplifier, qualified sign language interpreter, or any other form of 

auxiliary aid or service to attend or participate in the hearing or meeting, please contact Amanda Catanzaro at 

acatanzaro@abqaviation.com least one week prior to the meeting or as soon as possible. Public documents, including the agenda 

and minutes, can be provided in various accessible formats. Please contact Ms. Catanzaro at the email address above if a summary 

or other type of accessible format is needed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Special Procedures for February 20, 2026 AAA Governing Council Regular Meeting 

The AAA Governing Council Regular Meeting on February 20, 2026 at 2:00 pm will be held at Albuquerque 

Aviation Academy boardroom and will provide for those not wishing to attend in person access to view 

and/or participate via Zoom.  This will be available to the public, Governing Council members and AAA staff. 

The procedures for accessing the meeting are as follows: 

From a computer, tablet or smartphone, enter the following URL:  
https://us04web.zoom.us/j/5383341131?pwd=UWpFVWNQejFoRDRYMCt3OXlEdkxhUT09 
 
OR  
 
Call one of the following numbers:  
1-669-900-6833 
1-301-715-8592 
1-253-215-8782 
 
(Because of the increase of Zoom for meeting use, the phone numbers may appear to be busy at first. Keep 
trying until you get through.)  
 
Meeting ID: 538 334 1131 
Access Code: 4100 
 
You will also be asked to enter your (optional) participant ID. Just follow the spoken directions (press #) to 
skip this step, as it is not needed for this meeting. 
 
Public comment will be allowed during the meeting either via Zoom or in person. To speak during public 
comment, please email your request to speak with your name to acatanzaro@abqaviation.com up to 
twenty-four hours prior to the meeting.  Requests to speak made after twenty-four hours prior to the 
meeting will not be honored.  Speakers will be un-muted to address the Governing Council.  Public 
comments will be limited to two minutes. The public may email comments to Amanda Catanzaro 
acatanzaro@abqaviation.com.  Email comments will be kept with the records of the meeting. 
 
Audio and video recording of the open meeting will be available upon request. 
  
Should anyone wishing to join the meeting via the internet have issues accessing the meeting you may 
contact Amanda Catanzaro at 505-608-6441. 
 
These procedures are subject to revision given changing circumstances.  Please check the AAA website for 
any updates to these procedures. 

https://us04web.zoom.us/j/5383341131?pwd=UWpFVWNQejFoRDRYMCt3OXlEdkxhUT09
mailto:acatanzaro@abqaviation.com
mailto:acatanzaro@abqaviation.com
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GOVERNING COUNCIL 

Regular Meeting of the Albuquerque Aviation Academy Governing Council on                          

Friday, January 16, 2026 

via Zoom.us & In person at 6441 Ventana Road NW 

 

BOARD MEMBERS PRESENT 

Mike Romo, Farrah Nickerson, Alex Carothers, Roland Dewing, and Larry Kennedy 

BOARD MEMBERS ABSENT 

Jody Meyer and Laura Kohr 

ALSO IN ATTENDANCE 

Bridget Barrett, Amanda Catanzaro, Sean Fry, Kelly Callahan, and Lauren Chavez 

PUBLIC 

none 

 

 

 

These minutes were approved on ______________ 

By a vote of  ___ yes ___no  ___ absent  __abstained 

________________________________ President 

________________________________ Secretary  
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I. Call to Order 

 

Larry Kennedy called to order the Regular Meeting of the Governing Council for the 

Albuquerque Aviation Academy for January 16, 2026 at 2:03 PM on Zoom.us and in 

person.  

 

A. Roll Call 

Larry Kennedy asked Amanda Catanzaro to call roll. Amanda Catanzaro called 

Mike Romo, Farrah Nickerson, Alex Carothers, Roland Dewing, and Larry Kennedy.  

 

B. Adoption of the Agenda* 

Larry Kennedy requested the following amendments. Moving Student 

Achievement Update before Ongoing Business Matters. Farrah Nickerson made a 

motion to approve the amended agenda. Mike Romo seconded the motion. Larry 

Kennedy called for a voice vote to approve, all board members present approved. 

Next, he called for any opposition and upon hearing none, the motion carried 

unanimously. 

 

C. Review/Approval of Minutes from December 12, 2025 Special Meeting* 

Larry Kennedy asked for a motion to approve the minutes from December 12, 

2025 Special Meeting. Farrah Nickerson made a motion to approve the minutes. 

Mike Romo seconded the motion. Larry Kennedy called for a voice vote to 

approve, all board members present approved. Next, he called for any opposition 

and upon hearing none, the motion carried unanimously. 

 

II. Public Comment  

Larry Kennedy asked Bridget Barrett and Amanda Catanzaro if there was any public 

comment. There were no public comments.  

 

III. Administrative Update 

A. Student Achievement Update 

Bridget Barrett presented her report. We have just begun the semester so many kids 

are on track. Reviewed enrollment numbers.  

 

The CSD Site Visit went well. It was positive feedback and good overall. Thank you to 

those GC members who attended.  
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Reviewed the Enrollment in Edgenuity, Grade Distribution by Enrollment by grade 

level and had a discussion about seniors this year. The question was asked how many 

of the seniors are in aviation. There are 6 seniors in aviation this year.  

 

Discussion regarding PLC and how staff is working to determine how to support 

individual students. They are brainstorming various ways they can offer support to 

these students.  

 

Reviewed 1st semester grades that include all courses, not just Edgenuity.  

 

B. CSD Site Visit 

The CSD Site Visit went well. It was positive feedback and good overall. Thank you to 

those GC members who attended.  

IV. Ongoing Business Matters 

A. Aviation Program Update 

Dr. Lauren Chavez presented they have flown zero hours as the planes are getting 

some work done. Both planes should be up and running within approximately 1 week.  

There are six seniors; three are ready pretty quickly after the planes are up and 

running. 1 junior turns 17 over the summer who already have check ride scheduled 

for his birthday. Classes are going well and it is encouraging to see the classes 

growing. Currently, there are approximately 15-20 in each class.  

No updates on internships but we did get a request from ATC to provide art for the 

ABQ Control Center.  

Vinyl design for the updates on Hotel Kilo and Addison are ready, just waiting for it to 

get warmer for installation.  

 

V. New Business Matters 

 

A. Panorama Survey Results 

Amanda Catanzaro shared the results of the Panorama Survey that the state requires 

our students to take. This is the third year for this survey. There is a comparison in 

each subgroup score to the previous year’s results.  

 

B. Aviation Handbook * 

Amanda Catanzaro shared the Aviation Handbook that has been worked on for a 

while now. It was created, sent to Dr. Chavez for revisions and suggestions and then 
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sent to the attorney for final approval. Alex Carothers made a motion to approve. 

Mike Romo seconded the motion. Larry Kennedy called for a voice vote to approve; 

all board members present approved. Next, he called for any opposition and upon 

hearing none, the motion carried unanimously.  

 

C. Governing Council Bylaws * 

Amanda Catanzaro shared that we were hoping to have two different levels of 

approval for donations but the attorney stated that it is the responsibility of the 

governing council to approve and all donations to the school. Attorney did suggest 

revising the wording in Article I, Number 8 so that is the changes shown. Mike Romo 

made a motion to approve. Farrah Nickerson seconded the motion. Larry Kennedy 

called for a voice vote to approve; all board members present approved. Next, he 

called for any opposition and upon hearing none, the motion carried unanimously.  

 

D. Acceptance of Donations (Garmin and Acro Aircraft) * 

Amanda Catanzaro shared the information for two donations, both for the planes. 

The Garmin is brand new in the box and has never been used. If approved, the school 

would pay for installation, and this would be added to the school’s fixed assets listing. 

The second donation is the display plane that we have been discussing. This plane is 

not air-worthy at any capacity and can only be used as a display. Alex Carothers made 

a motion to approve and accept the donations. Mike Romo seconded the motion. 

Larry Kennedy called for a voice vote to approve; all board members present 

approved. Next, he called for any opposition and upon hearing none, the motion 

carried unanimously. 

E. Facility Master Plan Award Letter * 

Amanda Catanzaro shared that every few years, the school is required to create a 

new Facility Master Plan. This award is granted by the PSCOC to help offset some of 

the cost of the Facility Master Plan and allows us to hire an approved firm to create 

this plan. Farrah Nickerson made a motion to approve the award. Mike Romo 

seconded the motion. Larry Kennedy called for a voice vote to approve; all board 

members present approved. Next, he called for any opposition and upon hearing 

none, the motion carried unanimously. 

F. Inventory Disposal List 1/16/2026 * 

Amanda Catanzaro shared the disposal list of 1/16/2026. Mike Romo made a motion 

to approve. Alex Carothers seconded the motion. Larry Kennedy called for a voice 

vote to approve; all board members present approved. Next, he called for any 

opposition and upon hearing none, the motion carried unanimously. 
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VI. Governing Council Development 

Kelly Callahan sent the first semester accounting/training report to Larry Kennedy. 

Four of the five required hours have been completed. Kelly is validating practices at 

the governing council meetings while focusing on continuous improvement. 

 

The governing council was asked to complete a self-assessment and those results 

were shared with Kelly Callahan. One of the things to work on is having a better 

understanding of how the information shared in the monthly meetings is tied to the 

charter goals and contract. Kelly suggested working on tying everything back to the 

performance reports. Another area for growth would be understanding how to deal 

with chronic underperforming board members and/or chronic non-attendance board 

members. Kelly suggestion that we review the bylaws and revisit the areas that 

address this specifically. It is about providing accountability to all board members.  

 

Use these self-assessment survey results to focus priorities and establish goals for 

each year. Kelly also suggests starting to work on a succession plan for the governing 

council and succession plan for school leaders, especially a Head Administrator 

Succession Plan. Kelly recommends creating a committee or two (one for governing 

council and one for Head Administrator) and she will provide tools and work with the 

committee as part of the coaching contract. Kelly suggests putting this as an item on 

next months agenda. Kelly and Larry will discuss and make any recommendations for 

topics for next agenda.  

 

VII. Finance Report 

A. Business Office Operations Update 

Sean Fry presented that the Finance Committee met prior to the meeting and 

reviewed the financial statements through December 2025. Albuquerque Aviation 

Academy is waiting on the final unit value that is due by January 31, 2026. Based on 

that, we are expecting a decrease due to lack of membership and the recalculation of 

senior dates because their graduation is a week prior to the last day of school.  

Next month, we should expect four or five BARs to be presented for approval due to 

the draft audit.  

Albuquerque Aviation Academy is 50.29% budget to revenue, exactly what you would 

expect at this time of the school year. We are currently waiting on approximately 

$500,000 in reimbursement with one of the largest being lease assistance and that 

BAR is on today’s agenda. Last month, the school had approximately $180,000 more 

in revenue than expenses.  

B. Voucher Approvals for December 2025 * 
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Sean Fry presented the December Vouchers and the Finance Committee can support 

the approval of the December Voucher Approvals.  

Larry Kennedy asked for a motion to approve the bank vouchers for December 2025. 

Mike Romo made a motion to approve. Farrah Nickerson seconded the motion. Larry 

Kennedy called for a voice vote to approve; all board members present approved. 

Next, he called for any opposition and upon hearing none, the motion carried 

unanimously.  

C. Bank Reconciliation for December 2025 * 

 

The Finance Committee can support the approval of the December Bank 

Reconciliations.  

Larry Kennedy asked for a motion to approve the Bank Reconciliations for December 

2025. Mike Romo made a motion to approve. Alex Carothers seconded the motion. 

Larry Kennedy called for a voice vote to approve; all board members present 

approved. Next, he called for any opposition and upon hearing none, the motion 

carried unanimously.  

D. Budget Adjustment Requests * 

 

Sean Fry shared information regarding BAR 2526-31200-0006-IB, an initial BAR for 

the lease assistance in the amount of $258,489.00. Approximately $20,000 higher 

than expected and budgeted, which is nice. This will be used to help with 

approximately 1/3 of the total lease payments throughout a school year.  

 

Larry Kennedy asked for a motion to approve the BAR 2526-31200-0006-IB. Farrah 

Nickerson made a motion to approve. Mike Romo seconded the motion. Larry 

Kennedy called for a voice vote to approve; all board members present approved. 

Next, he called for any opposition and upon hearing none, the motion carried 

unanimously.  

 

VIII. Announcements 

Next regular scheduled governing council meeting is scheduled for 2/20/2026. 

IX. Adjournment* 

Larry Kennedy called for a motion to adjourn. Mike Romo made a motion to adjourn. 

Alex Carothers seconded the motion. Larry Kennedy called for a voice vote to 

approve; all board members present approved. Next, he called for any opposition and 

upon hearing none, the motion carried unanimously.  
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The Regular Meeting of the Governing Council for the Albuquerque Aviation Academy 

adjourned on January 16, 2026 at 3:09 PM.       



 

Monthly Report - February 20, 2026 
All figures and outcomes are based on the date of this report - February 18, 2026  

(HK Hobbs time: 1906.0 ; Addison Hobbs time: 2455.5) 

FLIGHT TRAINING:  

• Flights - We’ve flown 34.7 hrs in HK and 15.7 hrs in Addison. HK’s strut has been rebuilt and it’s 100 
hr inspection is now complete. Addison had her tires replaced, her transponder repaired, a new audio 
panel/radio installed, and the donated brand new Garmin 175 GPS installed. We have one student whose 
checkride is scheduled this coming Monday. Another student is finishing her solo cross-countries and 
then should be ready for checkride shortly thereafter. An additional student just caught up in Edgenuity 
and should resume flying soon (he was close to solo when he stopped.) We started flying with a 4th 
senior. One senior has issues that will not allow him to complete his training. This will leave one final 
senior to complete training prior to graduation. 

CLASSES: 

• Airplane - Classes are going well. We added homework, and the students are “adjusting”. ;)  
• Drone - Class is going well. We’ve had two more students earn their Remote Pilot Certificates this 

semester!  
• Balloons - Class is going well. 

ADDITIONAL: 

• Internships - One student is scheduled for the ATC internship March 16-20. 
• Donated airplane for display - no update 
• Vinyl design for HK & Addison - Last I talked to him he wanted to wait until after winter to apply the 

vinyl. I’ll reach out and see when we might be able to proceed. 

EXPENSES: 

• Fuel: $2822.4 (est) 
• Maintenance:  

o $936.58 (Addison tire/tube replacement) 
o $2393.50 - 100 hr inspection - HK 
o ~$2061.21 - nose strut repair - HK 
o ~$732.89 - fuel leak - Addison 
o $3829.00 - repair transponder  + install donated GPS - Addison 
o $9972.50 - new audio panel / radio installed - Addison 

• Hangar Rental: $357 per month x 2 
• Insurance: Annual Premium - $15,658 (both airplanes) 
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Enrollment Report Fall Semester

Altitude Achievement

Academics by Enrollment

64% 25%

3% 8%

Current Number of Students: 315
Letter of Intent 220 Submitted  

                                   Percent Met
                  80/120 Day Count: 310     

Goal    320

310

: 97% 

Met 

Student Achievement Update                          2026

Student Enrollment Goal 
SY 25/26: 320

A  : 5% 

:

:C    18%

           B    31%  

D : 16%  

F:  30%

Number of students ahead, behind,
failing and passing (overall grade):

On Pace and Passing 
(52% 12/24)

Behind and Passing
(38% 12/24)

On Pace and Failing
(1% 12/24)

Behind and Failing
(9% 12/24)

64% 25%

3% 8%

8  grade Homerooms have paired up with 6  Grade Homerooms to start a mentorship program. 8  grade
students will be sharing their experience and advice with the 6  grade. If this goes well, we may start

something with Freshman and Seniors next year. 

th th th

th



Grade Level A (89.5-100%) B (79.5-89.4%) C (69.5-79.4%) D(59.5%-69.4%)
F (59.4% and

below)

6th 35% 24% 19% 19% 5%

7th 9% 17% 20% 21% 33%

8th 1% 14% 29% 31% 25%

9th 15% 19% 51% 41% 28%

10th 7% 20% 26% 18 29%

11th 5% 12% 15% 19% 49%

12th 11% 12% 19% 14% 44%

Grades as of 2/17/2026

EDGENUITY ENROLLMENTS BY GRADE LEVEL COMPARISON
CHART (FEBRUARY 2026)
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Students Tested
99.4%

Students Not Tested
0.6%

Students Tested
99.4%
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0.6%

Students Tested
100%

2022-2023
Albuquerque

Aviation Academy

2023-2024
Albuquerque

Aviation Academy

2024-2025
Albuquerque

Aviation Academy

2024-2025 STATE
RATINGS

2024-2025 APS
RATINGS

ELA 54% 59% 63% 43% 43%

Math 35% 27% 41% 25% 25%

Science 64% 61% 63% 35% 35%
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Students Not Tested
4.7%
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2.4%

2022-2023 Albuquerque
Aviation Academy

2023-2024 Albuquerque
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6th Grade 7th Grade 8th Grade 9th Grade 10th Grade 11th Grade

ELA BOY 53% 46% 38% 78% 79% 85%

ELA MOY 41% 48% 48% 79% 80% 85%
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6th Grade 7th Grade 8th Grade 9th Grade 10th Grade 11th Grade

LANG
USAGE

BOY
44% 49% 23%

LANG
USAGE
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40% 57% 44%

6th Grade 7th Grade 8th Grade 9th Grade 10th Grade 11th Grade

MATH
BOY

41% 32% 32% 66% 46% 62%

MATH
MOY

43% 31% 41% 57% 54% 58%
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At/Above Benchmark
78%

On Watch
12%

Urgent Intervention
6%

Intervention
4%

ELA: BOY
9TH GRADE

At/Above Benchmark
79.2%

On Watch
9.4%

Urgent Intervention
7.5%

Intervention
3.8%

ELA: MOY
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56.6%
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22.6%
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11.3%

Intervention
9.4%
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79.1%

Intervention
9.3%

On Watch
7%
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On Watch
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Urgent Intervention
2.4%
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46.4%
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Urgent Intervention
17.9%

On Watch
10.7%
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10TH GRADE
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53.8%
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15.4%

Urgent Intervention
15.4%

On Watch
15.4%

MATH: MOY

At/Above Benchmark
85.3%

Intervention
5.9%

On Watch
5.9%

ELA: BOY
11TH GRADE

At/Above Benchmark
85.3%

On Watch
11.8%

Intervention
2.9%

ELA: MOY

At/Above Benchmark
61.9%

Urgent Intervention
19%

On Watch
14.3%

Intervention
4.8%

MATH: BOY
11TH GRADE

At/Above Benchmark
58.3%

Urgent Intervention
33.3%

Intervention
8.3%

MATH: MOY
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MISSION SPECIFIC GOAL
Albuquerque Aviation Academy students in grades 6-12, enrolled

on the 40  and 120  day of the school year, will successfully
completed one more more Aviation or STEAM related courses

and/or internships (40- contract hours) according to our education
program specifications as reported on student transcripts.

th th

2024-2025 RATING (PRELIMINARY: STILL WAITING ON FINAL AS OF 1/20/2026 WITH AN 88% OF STUDENTS
RECEIVING A B OR BETTER IN AT LEAST ONE AVIATION/STEAM RELATED ELECTIVES/INTERNSHIPS)



(2024 PF) Albuquerque Aviation Academy 2025-26

Framework Rating criteria

3.C. Annual
Compliance
Requirements

Indicator/Option

Description Preliminary Rating

Rating Explanation: 

Academic

1.A.1. State
Accountability
System
(Option 1)

Academic
1.A.2. Academic
Accountability
(Option 2 )

AND N/A

Academic
1.A.3. Academic
Accountability
(Option 3)

N/A

Academic

1.B.1. Outcomes
for Special
Student Groups
(Option 1)

Academic

1.B.2. Outcomes
for Special
Student Groups
(Option 2)

AND N/A

Academic

1.B.3. Outcomes
for Special
Student Groups
(Option 3)

N/A

Academic 1.C. Participation
Rate Option 3 (1.A.3 & 1.B.3)

:

Academic 2.A.1. Mission
Goal #1

Academic
2.A.2. Mission
Goal #2 N/A

Academic
2.B. Education
Program
Implementation

Academic 2.C. Conducive
Learning Culture Option 3 (1.A.3 & 1.B.3)

:
:

:

Organizational 3.A.1. Governing
Body Membership

Organizational 3.A.2. Governing
Body Training

Organizational

3.A.3. Governing
Body: Meeting
Transparency and
Documentation

Organizational
3.B. Equitable
Enrollment
Process

Organizational

Financial 4.A. Days of Cash
on Hand

Financial 4.B. Annual
Financial Audit

Financial
4.C. Financial
Reporting and
Compliance

Financial 4.D. Fiscal
Oversight

Financial 4.E. Enrollment
Variance

 (DELETE options
not relevant to

school) (Ratings/tabulations to go in Epicenter.)

Does Not Meet

Does Not Meet

Does Not Meet

(if
applicable)

Does Not Meet

Does Not Meet

Does Not Meet:

Does Not Meet:

Does Not Meet:

Does Not Meet:

Does Not Meet:

Does Not Meet:

Does Not Meet:

Does Not Meet:

Does Not Meet:

Does Not Meet:

indicate specific
percentiles, degree to which the school

met/did not meet the standard.

The school’s overall performance on the state accountability
system as compared to all other public schools.

: ≥ 75th percentile;
 ≥ 50th but < 75th percentile;

  ≥ 25th but < 50th percentile;
 < 25th percentile

The school’s overall performance on the state accountability
system, 
Supplemental proficiency and growth data using
PED-approved nationally and/or state-normed assessments.

Use templates and LINK to school's contract/PF

The school's overall performance on the state accountability
system is replaced with a PEC-approved performance system
using PED-approved nationally normed assessments

Use templates and LINK to school's contract/PF

The school's performance on the state accountability system
for unmasked student groups using the state-generated rating,
if applicable.

: In reading and math, each student group has a median (Student Growth Percentile) SGP of at least 60;
: In reading and math, each student group has a median SGP of at least 45;

: In reading and math, at least half of student groups have a median SGP of at least 35;
: In reading and math, over half of the student groups have a median SGP of below 35

The school’s performance on the state accountability system
by special student groups, 
Growth data using PED-approved nationally normed
assessments

Use templates and LINK to school's contract/PF

The school's performance on the state accountability system
for student groups is replaced with a PEC-approved
performance system using PED-approved nationally normed
assessments

Use templates and LINK to school's contract/PF

Participation Rate: The school assesses student progress and
achievement annually.

Schools selecting :  The school may
propose an alternative definition of students who take the test
other than full academic year students.

 ≥ 95% of all students AND of every student group;
 ≥ 95% of all students;

: < 95% but ≥ 85% of all students;
: < 85% of all students

Mission-Specific Goal #1 covers and assesses all students at
the school related to the School mission. See school-specific mission goal criteria per contract

Mission-Specific Goal #2 (if applicable) covers and assesses all
students at the school related to the School mission. See school-specific mission goal criteria per contract

The school is implementing the education program as outlined
in its charter contract.

: All elements of the education program as outlined in the charter contract are implemented when CSD does its
annual site visit review.

: Due to lack of observable evidence, CSD is unable to confirm that all elements of the education
program as outlined in the charter contract are implemented at its annual site visit review, but the school is able to
submit evidence within 90 days of the review to confirm implementation.

 One or more elements of the school’s education program as outlined in the charter contract are not
implemented when CSD does its annual site visit review nor submitted within 90 days of the review.

All elements of the educational program as
outlined in the charter contract were
observable during the CSD annual site visit.
1.16.2026

Eligible student re-enrollment (recurrent enrollment) in the
school from the 40th day count of the previous school year to
the 40th day count of the current school year.

Schools selecting :  The
quarterly/trimester/semester average re-enrollment rate for
eligible students within the school year.

Percentage of eligible students who re-enroll:
 ≥ 90%;

 < 90% but ≥ 80%;
 < 80% but ≥ 70%;

: < 70%

The number of governing council members stays within the
range designated in the school's bylaws.

 The number of governing council members stays within the range designated in bylaws during the school year,
or if it drops below, all vacancies are filled within 45 days (or 75, with an extension provided by the CSD);

 The number of governing council members during the school year is below the number designated in
bylaws for more than 45 days (or 75 with extension)

All members of the governing body, and new members who
have served for at least six months, have completed all training
hours required law by the end of the fiscal year.

 All members of the governing body and new members who have served for at least six months on the school’s
board have completed all training hours required by law by the end of the fiscal year.

 At least 80% of required total training hours combined for the governing body, and new members
who have served for at least six (6) months have completed as required by law by the end of the fiscal year.

 The school did not meet the criteria for Working to Meet.

The school is in compliance with publicly posting meetings,
minutes, and calendar of meetings.

 The school provides an accurate board calendar. For EVERY meeting in which a quorum of the governing body
is present, the school (1) publicly posts a notification with the agenda at least 72 hours prior to the meeting and (2)
publicly post on their website a board-approved copy of the minutes within ten (10) days after approval, which must
occur at their next regularly scheduled board meeting.

: The school provides an accurate board calendar. For at least 75% of the board meetings in which a
quorum of the governing body is present, the school (1) publicly posts a notification with the agenda at least 72 hours
prior to the meeting and (2) publicly post on their website a board-approved copy of the minutes within ten (10) days
after approval, which must occur at their next regularly scheduled board meeting.

 The school fails to provide an accurate board calendar. For more than 25% of the meetings in which a
quorum of the governing body is present, the school did not (1) publicly post notification with agenda at least 72 hours
prior to the meeting or (2) publicly post a board-approved copy of the minutes within ten (10) days after the approval.

The school has an Enrollment Policy consistent with Lottery
Guidance and with two distinct sections: Lottery Form/Lottery
Process and Enrollment/Registration

The school’s Enrollment Policy is consistent with the Lottery Guidance criteria on the CSD website or
lottery/enrollment laws and rules, if promulgated.

 The school does not have an Enrollment Policy, or the Policy does not meet all of the Lottery Guidance
criteria or lottery/enrollment laws and rules, if promulgated.

The enrollment policy is consistent with
Lottery guidance. 1.16.2026.

List of Annual Compliance Requirements, as approved annually
no later than July 1 by PEC, and distributed by CSD to schools
by that time.

In compliance with all requirements, is timely with submissions and does not have to resubmit due to errors.
: In compliance with all requirements but may be late with submissions and may have to resubmit

due to errors in the initial submission.
 Out of compliance with one or more requirement or one or more compliance requirement is not

submitted.

The school has the cash available to pay bills that meet or
exceed the expectations established by PEC.

The school’s unrestricted days cash ratio is:
: ≥ 60 days OR > 30 days with a positive increase in the most recent fiscal year;

 > 30 days but does not meet the criteria for “Meets”;
 ≤ 30 days

The results of the financial audit demonstrate that the school
meets basic expectations of financial oversight.

 The school’s received audit has an unqualified opinion, is devoid of significant deficiency and material
weakness findings, and does not include a going concern disclosure.

 The school does not meet the criteria for “Meets” but demonstrates improvement from the
previous year’s audit.

 The school’s received audit has a qualified opinion, includes a significant deficiency or material
weakness finding, has a going concern disclosure, or the school does not submit a financial audit.

The school and its governing board effectively establish and
approve the budget and meet all financial reporting and
compliance requirements. (NMSA 22-8-6.1 and 10)

 The school submits all budget request documents and budget approval documents to the PED according to
PED's established deadlines; submits quarterly reports according to PEDs established deadlines without frequent,
repeated errors; and publicly posts all required reports.

: Sometime during the fiscal year, the school was required to do monthly reporting; OR the school
does not meet the criteria for "Meets" but does not meet the criteria for "Does Not Meet."

 The school consistently fails to submit required budget documents or reports according to PED’s
established deadlines; submits reports with frequent, repeated errors; or fails to publicly post required reports.

1) The school has employed financial expertise and/or
contracts with a licensed business manager and licensed
procurement officer.

The governing board:
2) has adopted and maintains financial-related policies.
3) reviews financial reports and statements, including a
statement of net position, a budget to an actual statement of
revenues, expenditures, and changes in fund balance, and a
cash flow statement at all meetings.
4) annually reviews the audited financial statements, related
reports, and management letters and ensures all findings are
addressed.
5) statements, related reports, and management letters and
ensures all findings are addressed.
6) has a finance committee fulfills its requirements as
described in statute.

7) At least annually, the finance committee tests internal audit
controls.

The school and board provide evidence of compliance with the requirements of all seven indicators during the
fiscal year.

 The school and board provide evidence of compliance with the requirements of at least five of the
seven indicators during the fiscal year.

 The school did not meet the criteria for Working to Meet.

The school makes accurate enrollment assumptions, resulting
in a budget that is sound.

Enrollment variance (actual enrollment/budgeted enrollment) is:
: ≥ 95%;

: < 95% but ≥ 85%;
 < 85%

Exceeds

Exceeds

Exceeds

Exceeds

Meets

Meets

Meets

Meets

Meets

Meets:

Meets:

Meets:

Meets: 

Meets: 

Meets

Meets:

Meets:

Meets: 

Meets

:

:

Working to Meet

Working to Meet

Working to Meet

Working to Meet

Working to Meet

Working to Meet:

Working to Meet

Working to Meet

Working to Meet:

Working to Meet:

Working to Meet

Working to Meet:

Working to Meet

:
:

:

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

More Data
Needed; No

Issues Identified

Meets Standard

Meets Standard



CIVIL AIR PATROL CADETS AT SCHOOL PROGRAM 
MEMORANDUM OF UNDERSTANDING 

A. Purpose. This document is a Memorandum of Understanding between Civil Air Patrol and

A. Partnership Status
New partnership with CAP Renewal of existing partnership 

B. Basic Information About the School
School name Campus address 

Name of school administrator authorizing program School telephone 
School email 

School grades to be served 
If the squadron does not serve all grades on campus, please 
explain 

School ownership 

Student body     School’s cadet enrollment policy 

C. Squadron Information
Charter Number Squadron Name 
Squadron Commander Name Squadron Commander CAPID 
School acknowledges that squadron commander appointment 
 is subject to concurrence of CAP and the school. 

Yes 
No 

D. Senior Mentor (mandatory only for new school partnerships)
Senior Mentor Name Senior Mentor CAPID 
Email Telephone 
How frequently will the senior mentor visit and confer with the squadron? Please explain the plan. 

E. Program Requirements
The school agrees to allow the CAP squadron to operate per CAP’s nondiscrimination policy, which reads in part: 

It is CAP policy that no member shall be excluded from participation in, denied the benefits of, or subjected to 
discrimination with respect to accessibility to any CAP program or activity on the basis of race, color, sex, age, religion 
(creed), national origin (ancestry), sexual orientation, gender identity or expression, disability (formerly handicap), 
marital status, military or veteran status. However, each case is subject to applicable qualifications and ability standards 
for the CAP program or activity concerned. Further, it is Civil Air Patrol policy that no applicant meeting CAP’s minimum 
age requirement will be denied membership in CAP on the basis of any of the foregoing characteristics.  (Ref: CAP 
Regulation 36-1, CAP Nondiscrimination Program.)                               Yes                  No 
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✔

Albuquerque Aviation Academy

Albuquerque Aviation Academy 6441 Ventana Rd NW
Albuquerque, NM 87114

Bridget Barrett

505-608-6441

bbarrett@abqaviation.com

Charter

Co-ed

Squadron open to community at large

SWR-NM-088 Albuquerque Aviation Academy Cadet Squadron

Capt Gabriel Armstrong 636829

✔

✔

 6 th  to 12 th  grades 



School acknowledges that all students enrolling in CAP will do 
so voluntarily; no student will be assigned to the CAP squadron 
as a disciplinary measure.                        Yes                   No 

School acknowledges its administration has read and 
understands CAP Regulation 60-3, Cadets at School Program, 
and acknowledges it as the program’s main governing 
document                     Yes                   No 

School acknowledges that CAP cadets are never under any 
obligation to join the military.                 Yes                   No 

School acknowledges CAP’s membership eligibility 
requirements               Yes                   No 

School acknowledges that CAP is a private, non-profit corporation, chartered by the U.S. Congress, but is not ordinarily an 
instrumentality of the U.S. Air Force or the Federal government.                                            Yes                   No 

E. Operating Plan
What operating model will the school use?  Afterschool club Elective class during school day 
What are the squadron meeting days and times? 
Will the squadron operate year-round?               

Yes              
No 

How often will cadets wear uniforms on-campus? 

The school may require cadets to maintain certain standards of academic performance to remain active in CAP, so long as the rule 
is similar to what the school demands of sports and clubs. Briefly describe the academic eligibility requirements, if any. 

What is the squadron’s plans for outfitting 
new cadets with uniforms? 
What are the squadron’s plans for “Special” 
activities, beyond unit meetings? 

What are the squadron’s plans for “summer” 
activities? 
What are the squadron’s plans for cadet flying? 

What are the squadron’s plans for overnight 
activities? 

E. Business Matters
How will the squadron’s finances be managed? 
Does the squadron need CAP to provide a vehicle(s)? 
Who is the school’s liability insurance carrier? 
Who is CAP’s liability insurance carrier? 
School acknowledges that either party may dissolve this MOU upon  Yes  No 
written notification to the other party with 60-days’ notice.  

F. Roles & Responsibilities
To enable the cadet squadron to flourish on campus, CAP will provide the following: 

• Comprehensive curriculum for all thematic areas (leadership, aerospace, fitness, and character)
• Program rules governing cadet progression, program content, awards criteria, and similar matters via CAP Regulations.
• Adult professional development training via the Training Leaders of Cadets courses, Cadet Programs Officer Specialty

Track, Cadet Protection, and various optional webinars and conferences

• Coaching for the squadron’s first two years (at a mininum)
• Curry Uniform Voucher program
• New Cadet Kit program
• Stem Kits (at least 2 to start)
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✔

✔

✔ ✔

✔

✔

 Weekly Thursdays 17:00 to 19:00  (5:00pm 

✔
Weekly

Cadets are expected to maintain a satisfactory academic and behavioral record at school while involved in Civil Air Patrol Program

Cadets are eligible for the Curry Blues program & NMWG supplied utility uniform as available

A weekend activity each month, including activities with local Squadrons & Wing programs

Cadet encampment, wing provided academys and NSA's

cadet o-rides 

Following Cadet Program CAPR 60-1 and cadet protection CAPR60-2 proceedures

Per CAPR 173-1 and Wing Banker Program

Yes

NMPSIA/POMS and Associates

Assured Partners Aerospace

✔



• Web-based system for tracking cadet progression (eServices)

• Access to summer encampments, weekend programming, career exploration academies

• Access to need-based tuition assistance for summer programs

• Screen and train CAP adults who come into contact with students (summer programs)

The school acknowledges the items above.                     Yes                No

To enable the cadets and their squadron to flourish on campus, the school will provide the following: 
• Classroom / activity space at no cost
• At least one faculty / staff employee on squadron leadership team
• A second adult leader (faculty, staff, community volunteer)
• Stipends (if any)
• Opportunity for the squadron to recruit new students / cadets
• Opportunity for squadron to contribute to student life on campus (color guard, honor guard)

The school acknowledges the items above.                     Yes                No

To enable the cadets and their squadron to flourish on campus, the school or cadets’ families will provide the following: 
• Annual membership fee                    (bulk payment available) 
• Uniforms
• Rank insignia, achievement ribbons, awards
• Tuition for summer programs and special weekend activities

The school acknowledges the items above.                     Yes  No 

G. Aerospace Education Programs (optional)
Is the school interested in having classroom teachers not 
associated with the squadron to receive curriculum tools and 
supplies through CAP’s Aerospace Education Member 
program? 

Yes                       No 

Is the school interested in establishing an Aerospace 
Connections in Education (ACE) program on campus for K-6 
classrooms?  

Yes  No 

H. Term of this Memorandum of Understanding
This Memorandum of Understanding takes effect on  and continues to remain in effect until . 

I. ENDORSEMENTS
FOR APPROVAL:

_________________________________________________ 
Signature                                                                          Date 

TO ACKNOWLEDGE:

_________________________________________________ 
Signature                                                                         Date 

FOR APPROVAL:

_________________________________________________ 
Signature                                                                              Date  

TO ACKNOWLEDGE:

_________________________________________________ 
Signature                                                                              Date 

CAPF 60-88  Cadets at School Memorandum of Understanding    April 2025 Page 3 of 3 

✔

✔

✔

✔ ✔

5 Feb 2026 5 Feb 2029

School Administrator Bridget Barrett Col. Andrew F. Selph 
CAP New Mexico Wing Commander
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1. INTRODUCTION 
 
 
The New Mexico Emergency Medications in Schools is a voluntary program.  School districts may decide 
whether or not they choose to participate.  The program provides districts access to stock emergency 
medications, which means there are not prescriptions for individual students.  Instead, there are “stocked” 
medications available for use in emergency situations.  School districts opting to provide emergency 
medications under this program will make available albuterol and/or epinephrine. 
 
The medications available through this program are inhaled albuterol and epinephrine via auto-injector.  
Whenever either medication is used, the Emergency Medical System (EMS) will always be activated.  
Albuterol may be given only by a PED licensed school nurse employed by the district.  Epinephrine may 
be given by a school staff member who has completed, and is current with, the training for auto-injector 
epinephrine. 
 
When a school district decides to implement the Emergency Medications in Schools Program to provide 
access to stock medications for emergencies, this document will be reviewed by the school board or 
governing body.  An acknowledgment form will then be signed by a representative of the school board or 
governing body.  (A copy of the form follows in the appendices section).   The signature form is submitted 
to the Regional Health Officer (RHO) for the respective region to obtain a standing order for the selected 
emergency medications (albuterol and/or epinephrine).  Please refer to the Standing Order section under 
Section 3 for more detail. 
 
Only schools with a PED-licensed school nurse can implement this program.  
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2. PREVENTION 
 

 
A key element in addressing both respiratory distress and severe allergic reactions is taking steps to 
prevent these problems.  Schools can be guided in this process by the resources listed in the reference 
section of this document. 
 
 
Respiratory distress 
Prevention activities are essential to help prevent respiratory distress.  Prevention approaches are 
needed at the policy level and the individual student level.  Important policies include having smoke free 
campuses and no idling zones for school buses.   
 
For the student without medications available who has respiratory problems or for the undiagnosed 
student presenting with respiratory distress, having policies in place that allow administration of 
emergency medications is potentially lifesaving.  It is important to identify students with an asthma 
diagnosis and have an asthma action plan for the student, including having rescue medications available 
at school.   
 
Taking steps to maintain indoor air quality are important also.  This includes: 

• Reducing or preventing students’ contact with allergens or irritants indoors and outdoors that can 
make their asthma worse, including: 

o tobacco smoke 
o pollens 
o animal dander 
o mold 
o dust mites 
o cockroaches  
o strong odors or fumes from things like bug spray, paint, perfumes, and cleaners.  

• Excluding animals with fur. 
 
 
Severe allergic reactions (anaphylaxis) 
Prevention is the most important method to manage anaphylaxis. Avoidance of exposure to the allergen 
is the best way to prevent a reaction. Most (but not all) anaphylactic reactions in schools are caused by 
accidental exposure to food allergens or insect stings. 
 
Schools are a high-risk setting due to the large number of students and staff, increased exposure to 
offending allergens, and possibility of cross-contamination. However, schools should strive to maximize 
inclusiveness to the greatest extent possible without sacrificing safety.  
 
A good approach to prevention of anaphylaxis is for school districts to distinguish between building-wide, 
classroom and individual approaches to allergy prevention and management.  
 
While only eight foods (milk, egg, peanut, tree nuts, fish, shellfish, wheat, and soy) account for 
approximately 90 percent of all food-allergic reactions, a person can be allergic to virtually any food. 
Primary foods causing food-allergic reactions: 

• Peanut 
• Tree Nuts 
• Milk 
• Egg 
• Wheat 
• Soy 
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• Fish 
• Shellfish 

 
Other common causes of severe reactions include: 

• Medications 
• Latex 
• Insect Stings. 

 
Areas or activities for special consideration:  

• Substitute or Guest Teacher Training  
o Avoid leaving students with a diagnosed allergy and known history of moderate to 

severe reaction (or the potential) in the care of untrained staff during school day or 
after-school activities.  

o Keep the student’s Food Allergy/Emergency Action Plan in a place that is easily 
accessible by all necessary staff, including substitute teachers.  

• Cafeteria  
o Establish appropriate cleaning protocols to remove allergens and avoid contamination 

of tables where food allergic students will be eating.  
o When possible, keep cafeteria windows closed and outdoor garbage storage away 

from eating, studying, and play areas.  
o Encourage and facilitate students to wash their hands before AND after eating.  
o Ensure each food item is served with its own utensil by trained staff to avoid cross-

contact. 
• Food Sharing 

o Establish a school rule to prevent sharing of food throughout the school day. 
  



Recommendations to School Districts for Stock Emergency Medications in Schools, September 2015  Page 7 
 

3. EMERGENCY MEDICATIONS 
 
 

A. Standing Orders 
 

• A physician employed or authorized by the Department of Health may provide a standing order in 
the name of the school or school district for a stock supply of albuterol aerosol canisters and 
spacers, and/or a stock supply of standard-dose and pediatric-dose epinephrine auto-injectors for 
use in accordance with this rule.  This physician is usually the Regional Health Officer for the 
respective region. 
 

• Each local school board or governing body may request in writing a standing order for and may 
provide to schools within its jurisdiction stock supplies of albuterol and/or epinephrine.  In order to 
request a standing order, the school board must review and acknowledge in writing the rules and 
recommendations developed by the department for emergency medication use.  The request for 
a standing order needs to be written and submitted to the Department of Health approved 
physician who then issues the standing orders which must be in writing. 

 
• A pharmacist may provide a stock supply of albuterol aerosol canisters and spacers and/or a 

stock supply of standard-dose and pediatric-dose epinephrine auto-injectors pursuant to a 
standing order prescribed in accordance with this section.  Medications may be directly obtained 
from the pharmacy by a school nurse or delivered to the school in accordance with the school’s 
established procedure. 
 

B.  Board of Pharmacy requirements  
 
Class C Medication rooms will continue to adhere to the Board of Pharmacy regulations for both Class C 
medication room and Class D Medication storage areas. 

The Board of Pharmacy (BOP) Policy and Procedure Manual for School Based Emergency Medicine 
Class D Medication storage areas is included in its entirety in the appendices.  The key elements of the 
BOP requirements are discussed in the following sections. 

 

C. Security 

For the Class D Clinic Medication storage area, emergency medications must be stored in a secondary, 
secure but unlocked, tamper evident container.  This container must be in a restricted area but readily 
accessible to trained personnel.  Examples of restricted areas other than the school nurse’s office 
include the secretary’s office in a school. 

An example of a container that can be secured with a zip tie  
(to keep it secure and show signs of tampering) is shown: 

 

 

 
 
 
 

http://www.bing.com/images/search?q=Emergency+Medical+Box&view=detailv2&&id=46852B815C1162B179BE653E5A6AAC169A38B4DA&selectedIndex=1&ccid=x2zmT27j&simid=608002516111986024&thid=JN.HfHsDLKqnzyO+LGvyGix5A
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D. Equipment 
 
Each Class D Medication room will have the following equipment in addition to medications: 

• Reference materials: an updated reference source, appropriate to each practice site, either 
electronic or paper version. 

• One copy of the most recently published New Mexico Board of Pharmacy laws, rules and 
regulations and available revisions, either electronic or paper version (see appendix for link). 

• Regional poison control center’s telephone number.  
• Secondary unlocked but secure (tamper evident) container must be used to store the medication. 
• Thermometer appropriate to monitor drug storage area temperature. 
• Class D clinics carrying epinephrine auto-injectors shall have a sharps container. 
• Class D clinics carrying albuterol Metered Dose Inhalers (MDIs) shall have spacers.  Inexpensive 

cardboard spacers with a one way valve are available from Thayer Medical.  An order form for the 
spacers is in the appendices.  The cardboard spacer is shown in use: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
E. Sanitation 

Albuterol MDIs and/ or epinephrine auto-injectors shall be kept in manufacturer’s original packaging until 
time of use.  Medications must be maintained in clean, orderly and sanitary conditions. 

 
F. Licensing  

All School Based Emergency Medicine clinics shall maintain current NM Board of Pharmacy class D 
clinic licensure.  The license allows for administration of School Based Emergency Medicine by qualified 
personnel.  Applicant shall submit required application and fee to the NM Board of Pharmacy office. A 
copy of the current Class D clinic registration and consultant pharmacist’s license shall be posted in the 
drug storage area.  

 
G. Formulary 

Class D clinic shall only stock albuterol MDI and/or epinephrine auto-injector. 

 
H.  Storage provisions  
 
For a school district to implement the Emergency Medications in School program, either a Class C 
Medication Room or a Class D Clinic Medication Storage Area is needed in each site that stocks 
emergency medications.  If a school district already has a Class C Medication Room, emergency 



Recommendations to School Districts for Stock Emergency Medications in Schools, September 2015  Page 9 
 

medications can be stocked in that medication room; the following guidance for storing albuterol and/or 
epinephrine still needs to be followed.   
 
Please note that if a school district has a Class C Medication Room and they want to have emergency 
mediations in other sites, a Class D Medication Storage Area will be required for those sites, i.e. in other 
campuses or buildings. 
 
For school districts without a current Class C medication room, a Class D Clinic Medication Storage Area 
is needed in each site that stocks emergency medications.  Medication Storage will be in compliance 
with the following guidelines that can be found in the NM Board of Pharmacy Policy and Procedure 
Manual beginning in section G.  (Manual begins on page 22 of this document). 
 

1. Albuterol- Each school that obtains a stock supply of albuterol aerosol canisters and spacers 
shall store them: 

• In a secure location that is unlocked and readily accessible to a school nurse to administer 
albuterol; 

• Pursuant to Board of Pharmacy regulations, including requirements for storage, record 
maintenance and medication storage area audits or consulting pharmacists audits; and 

• Within the manufacturer-recommended temperature range. 
 

Storage of albuterol inhalers includes: 
• Storage at room temperature between 59°F and 77°F (15°C and 25°C) with the 

mouthpiece down.  
• Avoiding exposure to extreme heat and cold.  
• Do not puncture the inhaler canister 
• Do not store the inhaler canister near heat or a flame. Temperatures above 120°F may 

cause the canister to burst.  
• Do not throw the inhaler canister into a fire or an incinerator 

 
 

2. Epinephrine- Each school that obtains a stock supply of standard-dose and pediatric-dose 
epinephrine auto-injectors shall store them: 

• In a secure location that is unlocked and readily accessible to trained personnel; 
• Pursuant to Board of Pharmacy regulations including requirements for storage, record 

maintenance and medication room audits or consulting pharmacists visits. 
 

Storage of Epinephrine and Epinephrine Jr Auto-Injectors includes: 
• Storage at 68° to 77° F (20° to 25° C). 
• Protection from light. 
• Do not expose to extreme cold or heat. For example, do not store in a vehicle’s glove box 

and do not store in the refrigerator or freezer. 
• Examine contents in the clear window of the auto-injector periodically. The solution should 

be clear. If the solution is discolored (pinkish or brown color) or contains solid particles, 
replace the unit. 

• Always keep epinephrine auto-injector in the carrier tube to protect it from damage; 
however, the carrier tube is not waterproof. 

• The epinephrine auto-injector has an expiration date. Maintain a record keeping system so 
medications are replaced before the expiration date. 

• Dispose epinephrine auto-injectors in sharps container with other biohazardous waste. 
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3. Summer storage- during times when school is closed for prolonged periods, arrangements will be 
made for monitoring storage conditions, especially temperature and assuring that the temperature 
stays within the range stated for each medication. 

• For summer storage, some schools have used small portable cooling devices, similar to 
those used for wine, to keep medications between 68 to 77° F.  Refrigerating epinephrine 
will cool it too much. 

 
 

 
I. Medication Record Keeping  

 
1. For both Class C and D Medication Rooms, records will be kept for stock albuterol and/or auto-

injector epinephrine.  Record keeping will include: 
• Date medication was received 
• Product description 
• Lot number 
• Expiration date 
• Destruction or disposal date. 

 
A sample log sheet for medications is included in the appendix. 
 

2. For the Class D clinic medication storage area, self-assessment forms will be submitted to the 
consultant pharmacist to be completed annually.  The forms are then submitted to the Board of 
Pharmacy every other year as part of the license renewal process. 

 
A self-assessment form for Class D Clinic Medication Storage Areas is included in the appendix. 
 

3. School boards or governing bodies are responsible for retaining services of, contracting with, or 
arrange for services of a consultant pharmacist.  The pharmacist must be licensed in New Mexico 
and review the annual self-assessment forms.  If school boards experience difficulty in locating a 
pharmacist, they can ask the New Mexico Pharmacists Association for assistance (NMPhA).  
NMPhA can be reached at 1-800-464-8729 or http://www.nmpharmacy.org/. 

 
 
 
J. Disposal 
 
Each local school board or governing body shall ensure disposal of expired emergency medication 
pursuant to Board of Pharmacy regulations.  Expired medications will be placed in a separate quarantine 
section of the storage area and disposed of per the Class C or D medication storage area regulations. 
 
1. The consultant pharmacist assumes responsibility for the destruction or removal of unwanted       

or outdated dangerous drugs, including controlled substances, as required by laws and        
regulations. [NMAC 16.19.4.11(C) b]. 

2. Expired medications may be returned to the supplying pharmacy or disposed of in a manner in 
accordance with Board of Pharmacy regulations. 

3. Resources for direction in proper disposal of expired medications are the board of pharmacy’s 
approved Policy and Procedure Manual (pages 25 & 26, section K, N & O) and the consultant 
pharmacist. 

4. A record of disposed medications will be kept. 
• A sample medication log sheet, including destruction, is included in the appendix. 

 
 

http://www.nmpharmacy.org/
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K. Procurement and maintenance of emergency medications 
 

1. A local school board may accept gifts, grants, bequests or donations from any source to carry out 
the provisions of this rule, including: 

• Albuterol aerosol canisters and spacers or epinephrine auto-injectors from a manufacturer 
or wholesaler; or,   

• Epinephrine or albuterol from a manufacturer or wholesaler of such medication.  
• However, medications cannot be donated by individuals for whom the medication was 

prescribed. 
2. School districts may buy prescribed medications directly from pharmacies after obtaining a 

standing order. 
3. Schools will keep a record of any grants, gifts, bequests or donations. The record is to be held at 

the school in the school office for 3 years and can be inspected upon request. The records will be 
kept in the school health office by the school nurse. 

4. Schools will maintain a supply of emergency medications.   
• When medications are used, the supply will be replenished.   
• Medications in stock will be checked on a regular basis to verify that medications are not 

expired.  
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4. TRAINING 
 
 
School districts that decide to maintain and administer emergency medications will follow the New 
Mexico Department of Health Rules and Recommendations, according to the following guidelines: 
 
Use of albuterol: 

a) PED licensed school nurses will complete training on administering albuterol reviewed 
and approved by the department.   

b) Current school nurses will complete the training a minimum of one time and as 
determined by the department; new school nurses will complete the training as part of 
their orientation process and then as determined by the department. 

c) Refresher trainings on albuterol administration may be recommended by the department. 
 

Use of epinephrine: 
a) School personnel, including non-licensed personnel, will complete training on 

administering epinephrine that is reviewed and approved by the department.  Current 
school nurses will complete the training one time and new school nurses will complete the 
training as part of their orientation process.  Non-licensed personnel will complete the 
training annually. 

 
Training will be documented and a training log will be kept at each school in the school health office for a 
minimum of 3 years.   Training records may be maintained electronically or in hard copy. 
 
A PED licensed School Nurse will provide oversight of the program in the school, including training. 
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5. ADMINISTRATION OF EMERGENCY MEDICATIONS 
 

Albuterol: 
 

a) Only a PED licensed school nurse, who has completed the requisite training, will 
administer inhaled albuterol on an emergency basis, per the New Mexico Nurse 
Practice Act.   

b) If no school nurse is available, immediately call 911. 
c) Inhaled stock albuterol will be given for treatment of respiratory distress only when the 

student is experiencing respiratory distress, per criteria that will be covered in training, and 
does not have medication available.  Albuterol may be administered to students who have 
not previously been diagnosed with conditions leading to respiratory distress and students 
who have a history of respiratory disease but who do not have medication at school. 

d) A disposable spacer is used with the albuterol inhaler.  After use, the spacer will be 
disposed.  For young children and students who cannot appropriately use an inhaler with 
a spacer, an appropriately sized mask is used.   

e) Shake the inhaler canister well before use. 
f) When stock albuterol is used, 911 will be called immediately to activate the emergency 

response system. 
g) After administration of albuterol, the student’s condition will be continuously monitored and 

any additional treatment indicated will be given until an emergency medical system 
responder arrives. 

h) As soon as practical, the parent, guardian or legal custodian of the student having 
respiratory distress will be notified by phone or in accordance with contact information on 
file at the school. 

i) A log will be kept of when albuterol is used and the outcome of the student.  These logs 
will be kept in the school health office at least three years and be available for review 
upon request. Logs will be maintained by the school nurse.  Logs may be either electronic 
or hard copy. 

j) An Adverse Event Form will be completed when albuterol is administered on an 
emergency basis.  The form will be submitted within three working days to the regional 
School Health Advocate (SHA) or the NM Department of Health Regional Health Officer 
(RHO).  A sample form is in the appendices. 
 

The supply of emergency albuterol allowed under this law is not intended to replace 
albuterol prescribed to students with known asthma. Physicians should still prescribe 
albuterol as appropriate and encourage parents whose children are suffering from asthma to 
put in place an Emergency Action Plan, an Individual Health Care Plan, or a Section 504 Plan 
with their child’s school. 
 
 

Epinephrine: 
 

a) School personnel, including non-licensed personnel, who have completed the requisite 
training, may administer epinephrine on an emergency basis. 

b) Epinephrine will be given for treatment of severe anaphylactic reactions only when the 
student is experiencing signs of anaphylaxis, per criteria that will be covered in training, 
and does not have medication available.  This includes students who have not previously 
been diagnosed with conditions leading to anaphylaxis and students who have a history of 
anaphylaxis and who do not have medication at school. 

c) Each school that receives a stock supply of standard-dose and pediatric-dose epinephrine 
auto-injectors shall: 
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• Develop and implement a plan to have one or more trained personnel on the 
school premises during operating hours, which includes class time and after- 
school activities; and, 

• Follow an anaphylactic reaction prevention protocol, as recommended by the 
department, to minimize an allergic student's exposure to food allergies. 

d). When stock epinephrine is used, 911 will be called immediately to activate the emergency  
response system.  After administration of epinephrine, the student’s condition will be 
continuously monitored and any additional treatment indicated will be given until an 
emergency medical system responder arrives. 

d) As soon as possible, the parent, guardian or legal custodian of the student will be notified 
by phone or in accordance with contact information on file at the school. 

e) A log will be kept of when epinephrine is used and the outcome of the student.  These 
logs will be kept in the school health office and be available for review upon request. 

f) An Adverse Event form will be completed when albuterol is administered on an 
emergency basis.  The form will be submitted within three working days to the regional 
School Health Advocate (SHA) or the NM Department of Health Regional Health Officer 
(RHO).  A sample form is in the appendices.   

 
The supply of emergency epinephrine allowed under this law is not intended to replace 
epinephrine prescribed to students with known allergies. Physicians should still prescribe 
epinephrine as appropriate and encourage parents whose children are suffering from a 
severe allergy to put in place an Emergency Action Plan, an Individual Health Care Plan, or a 
Section 504 Plan with their child’s school.  
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6. RESOURCES FOR SCHOOL DISTRICTS 

 
Centers for Disease Control and Prevention. Strategies for Addressing Asthma Within a Coordinated 
School Health Program. Washington, DC: US Department of Health and Human Services; 2013. 
http://www.cdc.gov/healthyyouth/asthma/strategies/asthmacsh.htm 

 
Centers for Disease Control and Prevention. Voluntary Guidelines for Managing Food Allergies in 
Schools and Early Care and Education Programs. Washington, DC: US Department of Health and 
Human Services; 2013. 
http://www.cdc.gov/healthyyouth/foodallergies/pdf/13_243135_A_Food_Allergy_Web_508.pdf 
 
Clinical Conversations for the School Nurse: Food Allergy Management in the School Setting. 
National Association of School Nurses; 2014. 
https://www.nasn.org/ToolsResources/FoodAllergyandAnaphylaxis/ClinicalConversationsfortheSchoo
lNurse 
 
Safe at School and Ready to Learn: A Comprehensive Policy Guide for Protecting Students with Life-
Threatening Food Allergies, Second Edition.  National School Boards Association; 2012.   
http://www.nsba.org/safe-school-and-ready-learn-comprehensive-policy-guide-protecting-students-
life-threatening-food 
 
 
 
 

 
 

 
 

http://www.cdc.gov/healthyyouth/asthma/strategies/asthmacsh.htm
http://www.cdc.gov/healthyyouth/foodallergies/pdf/13_243135_A_Food_Allergy_Web_508.pdf
https://www.nasn.org/ToolsResources/FoodAllergyandAnaphylaxis/ClinicalConversationsfortheSchoolNurse
https://www.nasn.org/ToolsResources/FoodAllergyandAnaphylaxis/ClinicalConversationsfortheSchoolNurse
http://www.nsba.org/safe-school-and-ready-learn-comprehensive-policy-guide-protecting-students-life-threatening-food
http://www.nsba.org/safe-school-and-ready-learn-comprehensive-policy-guide-protecting-students-life-threatening-food
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7. EMERGENCY RESPONSE PROTOCOLS 
 
 

• Emergency Nursing Protocol for Students With Respiratory Distress    Page 15 
 

• Emergency Response Protocol for Students With Symptoms of Severe Allergies  Page 16 
 

• Algorithm for Respiratory Distress       Page 17 
 

• Algorithm for Anaphylaxis Symptoms       Page 18 
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Emergency Nursing Protocol for Students 
With Respiratory Distress without Medications 

 
IF RN (PED LICENSED SCHOOL NURSE) IS AVAILABLE FOLLOW THE PROTOCOL 
BELOW:  
 
Check and record respirations and pulse rate. 
 

Observe for signs and symptoms of respiratory distress: 
• Coughing, wheezing, noisy breathing, whistling in the chest.  
• Difficulty or discomfort when breathing, tightness in chest, shortness of breath 
• Chest pain,  
• Breathing hard and/ or fast. 
• Nasal flaring (nostril opens wide to get in more air).  
• Can only speak in short phrases or not able to speak.  
• Blueness around the lips or fingernails.  

 
 
Take Immediate Action 
 
• Direct someone to call 911. 
• DO NOT DELAY TREATMENT IF NO ONE IS AVAILABLE TO CALL 911. 

Treat with inhaled albuterol. 
Contact parent/guardian. 

 
 
Initial Treatment 
 
Inhaled albuterol: Up to two treatments, of 4-6 puffs, 20 minutes apart by MDI.  

• Use spacer  
• Use appropriate sized mask if needed 

Restrict physical activity, allow student to rest. 
Remain with student. 
Administer oxygen (if appropriate and available)*. 
Contact parent/guardian.  
Assess response after ~ 10 minutes. 
 

*Per standing order from RHO in NM School Health Manual. 

 
Poor Response  
 Poor response consists of persistent wheezing or dyspnea. 
Consider epinephrine if poor response to albuterol and EMS not yet on scene. 

IF NO RN (PED LICENSED SCHOOL NURSE) IS AVAILABLE- CALL 911 
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Emergency Response Protocol for Students 
With Symptoms of Severe Allergies Who Don’t Have Medications 

 
 
Signs of severe allergic reaction noted: 

Mouth: Itching, tingling, or swelling of lips, tongue, and mouth 
Skin: Hives, itchy rash, swelling on the face or extremities 
Gut: Nausea, abdominal cramps, vomiting, diarrhea 
General: Panic, sudden fatigue, chills, feeling of impending doom 
 

Potentially life-threatening symptoms that may occur 
Throat: Tightening of throat, hoarseness, hacking cough 
Lung: Shortness of breath, repetitive coughing, wheezing 
Heart: THREADY pulse, passing out, fainting, paleness, blueness 
If reaction is progressing, several of the above body systems may be affected 

 
Take Immediate Action 
 
• Direct someone to call 911. 
• Give auto-injected epinephrine in thigh muscle and hold for 10 seconds: 

Weight   Use 
33-55* pounds  EpiPen Junior or Auvi-Q .15 mg (blue box) 

.15 mg usually preschool age 
>55* pounds   EpiPen or Auvi-Q* .30 mg (red box) 

 Note time that epinephrine is given. 
*Due to the recent recall of Auvi-Q, please ensure that the medication is a non-recalled product. 
 
Continued Treatment 
Lay student flat and raise legs. 
Restrict physical activity, allow student to rest. 
Remain with student. 
Contact parent/guardian.  
Assess response after ~ 10 minutes. 
 
 
Poor Response  
 Poor response consists of continued problems. 
After 10- 15 minutes, give second dose of epinephrine if EMS not yet on scene and   symptoms 
persist. 
 

 
 

*Per American Academy of Pediatrics, National Institute of Allergy and Infectious Disease and American 
Academy of Allergy, Asthma and Immunology  
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WHEN RN (PED LICENSED SCHOOL NURSE) IS AVAILABLE: 
 

• EMS transport to hospital 
• Even if symptoms improve 

Recognize Symptoms of Respiratory Distress  

 

 

 

         

 

 
  

 

 

 

 

 

 

 

 

 

 

 

 

Recognize Common Symptoms 
• Coughing, wheezing, noisy breathing, whistling in the chest. 
• Difficulty or discomfort when breathing, tightness in chest, shortness 

of breath, chest pain, breathing hard and/ or fast. 
• Nasal flaring (nostril opens wide to get in more air). 
• Can only speak in short phrases or not able to speak. 
• Blueness around the lips or fingernails. 
  

• Administer albuterol per standing order.  Note time and dose given. 
o Give 4-6 puffs by MDI with spacer, use mask if indicated 

• Call 911.  Advise respiratory distress suspected and albuterol was given. 
• Direct someone to call parent/guardian. 
• Restrict physical activity, allow student to rest. 
• Remain with student. 
• Administer oxygen (if appropriate and available). 

Per standing order from RHO in NM School Health Manual. 

• Repeat dose after 20 minutes if symptoms persist. 
• Stay with and monitor individual until EMS arrives. 
• Provide EMS with information on name, date and time medication given. 

IF NO RN (PED LICENSED SCHOOL NURSE) AVAILABLE- CALL 911 
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Recognize Anaphylaxis Symptoms 

 

 

   
   
   
   
       

 

  

Recognize Common Symptoms 
• Itching, tingling, or swelling of lips, tongue, and mouth 
• Hives, itchy rash, swelling on the face or extremities 
• Nausea, abdominal cramps, vomiting, diarrhea 
• Panic, sudden fatigue, chills, feeling of impending doom 

• Determine proper dose of epinephrine 
• Administer epinephrine per standing order.  Note time and dose given. 
• Maintain airway, monitor circulation, start CPR as indicated 
• Call 911.  Advise anaphylaxis suspected and epinephrine was given. 
• Call School Nurse and advise of situation. 
• Direct someone to call parent/guardian. 

• Repeat dose after 5 -15 minutes if symptoms persist. 
• Stay with and monitor individual until EMS arrives. 
• Provide EMS with used epinephrine auto-injector labeled with 

name, date and time given to take to hospital with student. 

• EMS transport to hospital 
• Even if symptoms improve 
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8.  APPENDICES 

• Board of Pharmacy Policy and Procedure Manual for School Based  
Emergency Medicine Class D Clinic       Page 22 
(Includes Board of Pharmacy Requirements for program) 
 
Links to Board of Pharmacy forms on website: 

 Initial Application 
http://www.rld.state.nm.us/uploads/files/SBEM%20CDC%20initial%20application%20revised%209
%2022%2015(1).pdf 

 Renewal Application 
http://www.rld.state.nm.us/uploads/FileLinks/303bc048c3aa4ac2a80f36860ac806ee/SBEM_CDC_
Renewal_application_9_24_15.pdf 

 Perpetual Inventory for Epinephrine Auto-injector 
http://www.rld.state.nm.us/uploads/files/Epinephrine%20Perpetual%20Inventory%20.pdf 

 Perpetual Inventory for Albuterol 
http://www.rld.state.nm.us/uploads/files/Albuterol%20Perpetual%20Inventory.pdf 

 Temperature log 
http://www.rld.state.nm.us/uploads/files/Drug%20Storage%20Area%20Temp%20Log.pdf 

 Drug Storage Out of Temp Range Report 
http://www.rld.state.nm.us/uploads/files/SBEM%20Quarterly%20Inspection%20Out%20of%20Tem
p%20Log.pdf 

 Annual Self-Assessment Form (Annual audit form) 
http://www.rld.state.nm.us/uploads/files/SBEM%20Self%20assessment%20v3.pdf 
 

• Sample Anaphylaxis Policy and Procedure (Epinephrine)    Page 34 
 

• Sample Respiratory Distress Policy and Procedure (Albuterol)   Page 38 
  

• Adverse Event Form         Page 41 
 

• Acknowledgment and Signature Form for School Districts    Page 42 
 

• Disposable Spacer Order Form       Page 43 
 

• New Mexico Administrative Code for Department of Health Regulations  Page 44 
 

• New Mexico Administrative Code for Board of Pharmacy Regulations  Page 48 
 

http://www.rld.state.nm.us/uploads/files/SBEM%20CDC%20initial%20application%20revised%209%2022%2015(1).pdf
http://www.rld.state.nm.us/uploads/files/SBEM%20CDC%20initial%20application%20revised%209%2022%2015(1).pdf
http://www.rld.state.nm.us/uploads/FileLinks/303bc048c3aa4ac2a80f36860ac806ee/SBEM_CDC_Renewal_application_9_24_15.pdf
http://www.rld.state.nm.us/uploads/FileLinks/303bc048c3aa4ac2a80f36860ac806ee/SBEM_CDC_Renewal_application_9_24_15.pdf
http://www.rld.state.nm.us/uploads/files/Epinephrine%20Perpetual%20Inventory%20.pdf
http://www.rld.state.nm.us/uploads/files/Albuterol%20Perpetual%20Inventory.pdf
http://www.rld.state.nm.us/uploads/files/Drug%20Storage%20Area%20Temp%20Log.pdf
http://www.rld.state.nm.us/uploads/files/SBEM%20Quarterly%20Inspection%20Out%20of%20Temp%20Log.pdf
http://www.rld.state.nm.us/uploads/files/SBEM%20Quarterly%20Inspection%20Out%20of%20Temp%20Log.pdf
http://www.rld.state.nm.us/uploads/files/SBEM%20Self%20assessment%20v3.pdf
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A. Security:  Emergency medications must be stored in a secondary, secure but unlocked, tamper 
evident container.  This container must be in a restricted area but readily accessible to trained 
personnel. 
   

a. A current list of trained school personnel authorized to administer emergency medicine 
will be maintained and available for inspection. 
 

b. Access to the drug storage container shall be limited to trained and authorized personnel. 
 

B. Equipment:   The clinic shall have the necessary equipment for the safe and appropriate storage of 
drugs [albuterol metered dose inhaler (MDI), and/or epinephrine auto-injector].  The following 
items shall be in the clinic: 
 

a. Reference materials: an updated reference source, appropriate to each practice site, either 

electronic or paper version. 

b. One copy of the most recently published New Mexico Board of Pharmacy laws, rules and 

regulations and available revisions, either electronic or paper version. 

c. Regional poison control center’s telephone number.  

d. Secondary unlocked but secure (tamper evident) container must be used to store the 

medication. 

e. Thermometer appropriate to monitor drug storage area temperature. 

f. Class D clinics carrying epinephrine auto-injectors shall have a sharps container. 

g. Class D clinics carrying albuterol MDIs shall have spacers. 

 

C. Sanitation: Albuterol MDIs and/ or epinephrine auto-injectors shall be kept in manufacturer’s 
original packaging until time of use.  Medications must be maintained in clean, orderly and 
sanitary conditions. 
 

D. Licensing:  All School Based Emergency Medicine clinics shall maintain current NM Board of 
Pharmacy class D clinic licensure.  The license allows for administration of School Based 
Emergency Medicine by qualified personnel.  Applicant shall submit required application and fee 
to the NM Board of Pharmacy office. A copy of the current Class D clinc registration and 
consultant pharmacist’s license shall be posted in the drug storage area.  
 

E. Formulary:  Class D clinic shall only stock albuterol MDI and/or epinephrine auto-injector. 
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F. Drug Storage:  Space for the storage and utilization of drugs shall have proper ventilation, 
lighting, temperature controls and adequate security as specified in this manual.  The drug storage 
area shall be kept clean and orderly at all times.  
 

a. Medication shall be stored in the manufacturer’s original packaging until the time of 
administration, and in a secondary, secure but unlocked tamper-evident container.  A list of 
the contents, including expiration dates, must be posted on the outside of the container.  
Expiration dates shall be monitored to ensure stock is in date to facilitate a timely 
replacement of short dated drugs. 

b. Unusable and/or unwanted drug will be placed in a secure quarantine area and held for 
destruction.  Removal options are transfer to another licensed clinic, return to the 
legitimate source of supply (i.e. wholesaler), or to a reverse distributor.  Remaining 
portions of used albuterol MDI and/or epinephrine auto-injector may be destroyed by the 
consultant pharmacist. 

c. All medications will be stored at controlled room temperature (68-77°F)1.  The daily 
temperature log shall be completed on school days.  In addition, proper drug storage 
temperature shall be maintained when school is not in session. 

i. Epinephrine auto-injector shall be protected from light.  The contents shall be 
inspected through the clear window of the auto injector quarterly with proper 
storage conditions, and upon temperature excursions outside the range of 59-86°F.  
The solution should be clear; if it is discolored or contains particulates, replace the 
unit. 
 

G. Temperature monitoring in a clinic with albuterol MDI and/or epinephrine auto-injector:  The 
daily temperature log shall be completed on school days.  In addition, proper drug storage 
temperature shall be maintained when school is not in session.  A thermometer shall be maintained 
in each Class D clinic to monitor and maintain proper drug storage area temperature.  The 
thermometer shall have the capability to record daily highs and lows with memory of such in order 
to review temperatures of non-school days.  Alternatively, a thermometer with capability to 
electronically notify a designated person of out-of-range temperatures will suffice, if designated 
person takes corrective action. 
 

H. Packaging and Repackaging:  No packaging or repacking occurs at Class D clinics 

I. Dispensing and Distributing: No dispensing or distributing occurs at Class D clinics 

J. Supervision:  duties of the consultant pharmacist 
a. Review records at least annually.  This review shall include a review of the Self-

Assessment Form, receipt, disposition records, and storage records.  This annual review 
does not require an on-site visit by the consultant pharmacist.  

b. Oversee the removal of unused or unwanted albuterol MDI and/or epinephrine auto-
injector.  Removal options are transfer to another licensed clinic, return to the legitimate 

                                                           
1 Controlled room temperature as defined by USP, <695>, packaging and storage requirements 
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source of supply (e.g. wholesaler) or to a reverse distributor. Remaining portions of used 
dangerous drugs may be destroyed by the consultant pharmacist.  

c. Review albuterol MDI and/or epinephrine auto-injector administration records within 72 
hours of administration.  This review shall be documented and available for inspection by 
the NM Board of Pharmacy at the licensed location for 3 years.  Review shall include 
verification of compliance with procedures and protocols, including administration by 
properly trained personnel. 

d. Ensure required records are available for inspection at the licensed location for three years, 
including a log of activities and communications of consultant pharmacist. 

e. Verify a current list of trained authorized personnel, in accordance with NM Department of 
Health requirements, is maintained at the licensed location and available for inspection by 
the NM Board of Pharmacy. 

f. Approve a policy and procedures manual outlining procedures for the receipt, storage, 
record keeping, administration and accountability of all dangerous drugs.  This includes 
policies and procedures for the removal and destruction of unwanted, unused, outdated or 
recalled dangerous drugs.  Must verify compliance with all training and protocols required 
by the NM Department of Health. 

     
K. Labeling and Relabeling:  No labeling or relabeling will occur. 

L. Samples:  Only samples of albuterol MDIs and/or epinephrine auto-injector may be stocked in a 
Class D clinic. 
 

M. Drug Destruction and Returns:  Removal options for unusable, unwanted albuterol MDI and/or 
epinephrine are: transfer to another licensed clinic, return to the legitimate source of supply, or to a 
reverse distributor. Remaining portions of used dangerous drugs may be destroyed by the 
consultant pharmacist.  Destruction record must be maintained on-site and available for inspection 
by the NM Board of Pharmacy 
 

N. Drug and device procurement:  All drugs shall be obtained from a NM Board of pharmacy 
licensed distributor, resident pharmacy, drug manufacturer representative, or transferred from 
another class D clinic (only appropriately stored, unused and in date stock).   Procurement records 
shall be maintained on-site and available for inspection by the NM Board of Pharmacy. 
 

O. Records: All records required by the NM Board of Pharmacy shall be maintained on site and 
available for inspection for 3 years. 
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Policy and Procedure Manual periodic review dates: 

PHARMACIST DATE of review 
 and approval 

   

  

  

  

  

  
 

    Medication access is limited to trained and authorized personnel. 

All trained and authorized individuals must read the manual, and sign below. 
I have read and understand this drug policy and procedure manual: 
 
 
  Printed Name                       Signature   Date   
 
                                          Date   
 
                                          Date   
 
                                          Date   
 
                                          Date   
 
                                          Date   
 
                                          Date   
 
                                          Date   
 
                                          Date   
 
                                          Date   
 
                                          Date   
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School Based Class D Clinic 
Emergency Medication Perpetual Inventory for Epinephrine auto-injector 

Clinic Name: __________________________ 

Date 

Student Name & id number/ Source of 
medication / Disposition other than 

administration Lot Exp. 
Quantity 
Received  

Quantity 
removed 

from 
Stock  

Reason 
for 

Removal 
(See 

below)* 

Person documenting 
Removed/added 

to/from inventoryŧ  
Ending 

Inventory 

Pharmacist 
reviewed 

administration 
records within 

72 hours 
 Yes or No 

example 

8/1/2015 
example                                                                     
Cardinal 

example 
zy109 

example 
9/1/2016 2     lmk 2  

example  
8/14/2015 

example                                           
John Doe #1000001 

example 
zy109 

example 
9/1/2016   1 A lmk 1  

example 
9/20/2016 

example                                        
Cardinal 

example 
AB123 

example 
7/1/2017 1     lmk 2  

                   

                   

                   

                   

                   

          

          

          

          

          

          

          

          

          

          

          

          
        *Reason for Removal:       ŧ Person adding or removing drug shall be the one to complete the entry 
        A= Administration, E= Expired, T=Transferred, R=Recalled, D=Destroyed 
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School Based Class D Clinic 
Emergency Medication Perpetual Inventory for Albuterol MDI 

Clinic Name: __________________________ 

Date 

Student Name & id number/ Source of 
medication / Disposition other than 

administration Lot Exp. 
Quantity 
Received  

Quantity 
emoved 

from 
Stock  

Reason 
for 

Removal 
(See 

below)* 

Person documenting 
Removed from 

/added to 
 inventoryŧ  

Ending 
Inventory 

Pharmacist 
reviewed 

administration 
records within 

72 hours 
 Yes or No 

                   

                   

                   

                   

                   

          

          

          

          

          

                   

                   

                   

          

          

                   

          

          

                   

                   

                   

          
*Reason for Removal          ŧ Person adding or removing drug shall be the one to complete the entry 
A= Administration, E= Expired, T=Transferred, R=Recalled, D=Destroyed 
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Month/Year: _______________        School Based Emergency Medicine Class D Clinic Drug Storage Area Temperature Log               Clinic Name: _____________ 
 
   1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 

Min Temp                                                               
Max Temp                                                               

Room 
Temp  °F                                

≥86                                                               
85                                                               
84                                                               
83                                                               
82                                                               

81     Take immediate CORRRECTIVE ACTION  if the temperature is in the shaded area*       
80                                                               
79                                                               
78                                                               
77                                                               
76                                                               
75                                                               
74                                                               
73                                                               
72                                                               
71                                                               
70                                                               
69                                                               
68                                                               
67                                                               
66                                                               

65                                                               
64                                                               

63     Take immediate CORRRECTIVE ACTION  if the temperature is in the shaded area*       
62                                                               
61                                                               
60                                                               

≤59                                                               

Person checking the temperature will initial the box corresponding to the temperature on the appropriate date. * If the temperature is out of range, take corrective action. Document result.  If temp is above 86°F or below 59°F 
contact consultant pharmacist for instructions and complete the Quarterly Medication Inspection/Drug Storage Out of Temp Range Report. 
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School Based Emergency Medicine Class D Clinic Quarterly (During School Session)/ Medication Inspection/ 
Drug Storage out of Temp Range (≤59°F or ≥86°F) Report 

              Clinic Name: ______________________ 

D
at

e 

In
sp

ec
tio

n 
ty

pe
: q

ua
rte

rly
 o

r 
ou

t o
f r

an
ge

 te
m
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ra

tu
re

s*
 

C
om

pl
et

ed
 b

y 
(in

iti
al

s)
 

Is
 d

ru
g 

in
 d

at
e?

 

A
re

 u
nw

an
te

d/
 u

nu
sa

bl
e 

dr
ug

s q
ua

ra
nt

in
ed

 

A
re

 d
ru

g 
sto

ra
ge
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on

di
tio

ns
  

pr
op

er
 (c

le
an

, s
an

ita
ry

, 
or

de
rly

, e
tc

.)?
 

A
re

 th
e 

co
nt

en
ts

 o
f t

he
 

ep
in

ep
hr

in
e 

au
to

-in
je

ct
or

 
cl

ea
r a

nd
 n

o 
pa

rti
cu

la
te

s?
 

M
ed

ic
at

io
n 

is 
in

 o
rig

in
al

 
m

an
uf

ac
tu

re
r's

 p
ac

ka
gi

ng
 

un
til

 ti
m

e 
of

 u
se

? 

Se
co

nd
ar

y 
co

nt
ai

ne
r c

on
te

nt
s, 

in
cl

ud
in

g 
ex

pi
ra

tio
n 

da
te

s, 
ar

e 
lis

te
d 

an
d 

at
ta

ch
ed

 to
 

co
nt

ai
ne

r?
 

H
as

 d
ru

g 
be

en
 e

xp
os

ed
 

to
 te

m
pe

ra
tu

re
s ≤

59
°F

 
or

 ≥
86

°F
? 

H
ow

 lo
ng

 w
as

 d
ru

g 
ou

t 
th

e 
≥8

6°
F 

or
 ≤

59
°F
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e?

 

Fo
r o

ut
 o

f r
an

ge
 

te
m

pe
ra

tu
re
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ph
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W
ha

t o
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as

 a
 

re
su

lt 
of

 th
e 

ph
ar
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ac

is
ts

 
in

st
ru

ct
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? 

      Y or N Y or N Y or N Y or N Y or N Y or N Y or N       

      Y or N Y or N Y or N Y or N Y or N Y or N Y or N       

      Y or N Y or N Y or N Y or N Y or N Y or N Y or N       

      Y or N Y or N Y or N Y or N Y or N Y or N Y or N       

      Y or N Y or N Y or N Y or N Y or N Y or N Y or N       

      Y or N Y or N Y or N Y or N Y or N Y or N Y or N       

      Y or N Y or N Y or N Y or N Y or N Y or N Y or N       

   Y or N Y or N Y or N Y or N Y or N Y or N Y or N    

   Y or N Y or N Y or N Y or N Y or N Y or N Y or N    

   Y or N Y or N Y or N Y or N Y or N Y or N Y or N    

   Y or N Y or N Y or N Y or N Y or N Y or N Y or N    

   Y or N Y or N Y or N Y or N Y or N Y or N Y or N    

   Y or N Y or N Y or N Y or N Y or N Y or N Y or N    

      Y or N Y or N Y or N Y or N Y or N Y or N Y or N       
*Inspection type        Initials Printed name & Title    Initials   Printed Name & Title 
Q= quarterly, Out of Temp Range: TR   ___________ ______________________________________  ___________ ________________________________________ 
     ___________ ______________________________________  ___________ ________________________________________ 
     ___________ ______________________________________  ___________ ________________________________________ 
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School Based Emergency Medicine Class D Clinic 
Drug Transfer Form (Copy must be kept at both sites) 

Date Drug Name  Lot  Exp  
Quantity 

Transferred 

Transferring 
Clinic Name 

(From) 

Initials of Person 
Releasing 

Medication* 
Receiving Clinic 

Name (To) 

Initials of Person Accepting 
Medication* 

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

                

   
   * Initials  Printed Name & Title    Initials   Printed Name & Title 
  ___________ ______________________________________  ___________ ________________________________________    
  ___________ ______________________________________  ___________ ________________________________________ 
  ___________ ______________________________________  ___________ ________________________________________ 
  ___________ ______________________________________  ___________ ________________________________________
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 SCHOOLBASED EMERGENCY MEDICINE CLASS D CLINIC 
ANNUAL SELF-ASSESSMENT FORM 

Clinic Name: Date:    
Clinic Address:  City:  Zip:      
Clinic Phone: Clinic Fax:        Email:      
Clinic Contact person & Phone number:                                                                                  
NMBOP License Number: Expiration Date:     
Consultant Pharmacist Name and Phone Number: ______________________________________________ 

1. POLICY AND PROCEDURE MANUAL   
         a.  Current, approved, NM Board of Pharmacy Policy and Procedure Manual Maintained on site:  Yes No 
                i.  Reviewed and approved by consultant pharmacist (annually): Yes No 
                ii. Reviewed and signed by personnel trained and authorized to administer medication(s)   
        b.  Clinic adheres to NM Board of Pharmacy approved Policy and Procedures Manual: Yes  No 
        c.  Medications stocked are limited to epinephrine auto-injector and/ or   albuterol MDI: Yes No 
2. RECEIPT RECORDS     
        a. Accurate receipt records are maintained (perpetual inventory form):  Yes No 
        b.  Drug source is registered with the NM Board of Pharmacy: Yes No 
        c.  Receipt records are signed and dated by person accepting  receipt of medications:  Yes No 
        d.  Receipt records are maintained on-site and available for inspection or 3 years: Yes  No 
3. DRUG STORAGE     
        a.  All medications are stored under clean, sanitary and orderly conditions:  Yes No 
        b.  Drugs and are kept in the manufacturer’s original packaging until time of use: Yes No 
        c.  Medications are kept in a secondary, secure but unlocked tamper-evident container: Yes No 
        d.  The secondary container has a list of contents attached to outside of the container, including drug name and expiration dates: Yes  No 
        e.  Drugs are stored in a restricted, secure but unlocked area and readily assessable to authorized, trained personnel: Yes No 
        f.  Temperature logs for the drug storage area are maintained within appropriate range: Yes No 
        g.  Unwanted and/ or unusable drug is placed in a secure quarantine area: Yes No 
        h.  Quarterly medication inspection reports are completed and available for inspection: Yes No 
4. PACKAGING AND REPACKAGING       
        No packaging or repackaging, occurs at this clinic: Yes  
5. DISPENSING AND DISTRIBUTING        
        No dispensing or distribution occurs at this clinic: Yes  
6. ADMINISTRATION AND REMOVAL  RECORDS   
        a.  Records are  kept of  medications removed from stock (Perpetual Inventory form): Yes No 
        b.  Records of transfer, return to wholesaler,  reverse distributor and/or destruction are available on-site and available:   
            for inspection by the NM Board of Pharmacy:  Yes No 
7. EQUIPMENT AND LICENSING       
        a.  A current and appropriate drug information reference, in print or online, is  available: Yes No 
        b.  A copy of the NM State Board of  Pharmacy drug laws and regulations, in print or online, is available: Yes No 
        c.  Poison control center’s telephone number is available: Yes No 
        d.  Current school based emergency medicine class D clinic license is posted: Yes  No 
        e.  Consultant pharmacist’s current license is posted: Yes No 
        f.   Current school based emergency medicine class D clinic self-assessment form is posted:  Yes No 
8. TRAINED AND AUTHORIZED PERSONNEL   
        a.   Current record of training of authorized personnel maintained: Yes  No 
        b.  Access to medications is limited to trained and authorized personnel Yes No 
9. CONSULTANT PHARMACIST  (TO BE COMLETED BY CONSULTANT PHARMACIST)   
         a.  Ensures a current and appropriate drug information reference is available at the clinic (in print or online): Yes No 
         b.  Reviews and approves clinic’s NM Board of Pharmacy required records, including this form: Yes No 
         c.  Oversees the removal of dangerous drugs, and ensures proper documentation and record maintenance:  Yes No 
         d.  Ensures clinic compliance with the NM Board of Pharmacy approved Policy and Procedure  Manual (and annual approval is documented): Yes No 
         e.  Verifies compliance with all training and protocols for School Based Emergency Medicine clinics required by the NM Department of            
              Health: Yes No 
         f.   Verifies compliance with proper drug storage conditions: Yes No 
         g.  Documentation of consultant pharmacist’s activities and communications are maintained at the clinic and available for inspection: Yes No 

I CERTIFY THE INFORMATION PROVIDED ON THIS FORM IS TRUE AND ACCURATE 
 

             Printed name and title of clinic representative                   Signature               Date 
I HAVE REVIEWED AND APPROVE THIS COMPLETED SELF-ASSESSMENT FORM 

 
                 Printed name of Consultant R.Ph.                                          Consultant R.Ph. signature               Date

BOARD OF PHARMACY 
New Mexico Regulat ion and Licensing Department  

BOARDS AND COMMISSIONS DIVISION 
5500 San Antonio Dr. NE ▪ Suite C ▪  Albuquerque,  New Mexico 87109  

(505)  222-9830 ▪  Fax  (505) 222-9845   ▪  (800)  565-9102  
www.RLD.state .nm.us/pharmacy .aspx   

http://www.rld.state.nm.us/pharmacy.aspx


Recommendations to School Districts for Stock Emergency Medications in Schools, September 2015  Page 34 
 

 

Sample Anaphylaxis Policy 
(Severe Allergic Reaction) 
 

It is the policy of ___________________________ Public Schools to provide at least two (2) doses of auto-injectable 
epinephrine (hereinafter called ‘stock epinephrine’) in each school, to be administered by a school nurse or employee of the 
school who is authorized and trained in the administration of epinephrine to any student believed to be having an 
anaphylactic reaction on school premises, during the academic day.  
 

Policy Limitations 
 

The supply of emergency epinephrine allowed under this law is not intended to replace epinephrine prescribed to students 
with known allergies. Physicians should still prescribe epinephrine as appropriate and encourage parents whose children are 
suffering from a severe allergy to put in place an Emergency Action Plan, an Individual Health Care Plan, or a Section 504 Plan 
with their child’s school. This policy extends to activities off school grounds (including transportation to and from school, field 
trips, etc.) or outside of the academic day (sporting events, extra-curricular activities, etc.).  
 

Overview 
 

Anaphylaxis is a severe systemic allergic reaction from exposure to allergens that is rapid in onset and can cause death. 
Common allergens include animal dander, latex, insect venom, medications, and foods.  The eight most common food 
allergies are to these foods:  

• peanuts 
• fish 
• milk 
• tree nuts 
• eggs 
• wheat 
• soy  
• shellfish. 
 

A severe allergic reaction usually occurs quickly; death has been reported to occur within minutes. An anaphylactic reaction 
can occur up to one to two hours after exposure to the allergen. It is important to recognize common symptoms and act 
quickly.  
 

Symptoms of Anaphylaxis 
 

• Shortness of breath or tightness of chest; difficulty in, or absence of breathing 
• Sneezing, wheezing or coughing 
• Difficulty swallowing 
• Swelling of lips, eyes, face, tongue, throat or elsewhere 
• Low blood pressure, dizziness and/or fainting 
• Heart beat complaints: rapid or decreased 
• Blueness around lips, inside lips, eyelids 
• Sweating and anxiety 
• Itching, with or without hives; raised red rash in any area of the body 
• Skin flushing or color becomes pale 
• Hoarseness 
• Sense of impending disaster or approaching death
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• Loss of bowel or bladder control 
• Nausea, abdominal pain, vomiting and diarrhea 
• Burning sensation, especially face or chest 
• Loss of consciousness 

 

Although anaphylactic reactions typically result in multiple symptoms, reactions may vary. A single symptom may indicate 
anaphylaxis. Epinephrine should be administered promptly at the first sign of anaphylaxis. It is safer to administer 
epinephrine than to delay treatment for anaphylaxis. 
 

Training 
 

Building level administration shall be responsible for identifying at least two employees, in addition to the school nurse, to be 
trained in the administration of epinephrine by auto-injector. Only trained personnel should administer epinephrine to a 
student believed to be having an anaphylactic reaction. Training shall be conducted in accordance with the most current 
edition of the New Mexico Department of Health’s Rules and Recommendations to School Districts for Stock Emergency 
Medications in Schools.  Training shall be conducted annually or more often as needed.  
 

Standing Orders  
 

Standing orders are written to cover multiple people as opposed to individual-specific orders, which are written for one 
person.   _______________________ Public Schools shall follow the procedure in the New Mexico Department of Health’s 
Rules and Recommendations to School Districts for Stock Emergency Medications in Schools and obtain a standing order 
from a DOH authorized physician. 
 

Responding to Anaphylaxis 
 

If student-specific orders are on file they should be followed for students with known life threatening allergies and/or 
anaphylaxis.  
 

For suspected anaphylaxis without specific orders: 
 

1. Based on symptoms, determine that an anaphylactic reaction is occurring. 
2. Act quickly. It is safer to give epinephrine than to delay treatment.  This is a life and death decision. 
3. Determine the proper dose and administer epinephrine. Note the time. 
4. Direct someone to call 911 and request medical assistance. Advise the 911 operator that anaphylaxis is suspected 

and that epinephrine has been given. 
5. Stay with the person until emergency medical services (EMS) arrives. 
6. Monitor their airway and breathing.  
7. Reassure and calm person as needed. 
8. Call School Nurse/Front Office school personnel and advise of situation. 
9. Direct someone to call parent/guardian 
10. If symptoms continue and EMS is not on the scene, administer a second dose of epinephrine 5 to 15 minutes after 

the initial injection. Note the time. 
11. Administer CPR if needed. 
12. EMS to transport individual to the emergency room. Document individual’s name, date, and time the epinephrine 

was administered on the used epinephrine auto-injector and give to EMS to accompany individual to the emergency 
room.
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13. Even if symptoms subside, 911 must still respond and individual must be evaluated by a physician.  A delayed or 

secondary reaction may occur.  
14. Document the incident and complete the incident report. 
15. Replace epinephrine stock medication as appropriate. 

 

 

 
                                                                                             Courtesy of FAAN, 2012 
 
 

Post Event Actions 
 

• Once epinephrine is administered, local Emergency Medical Services (911) shall be activated and the student 
transported to the emergency room for follow up care. In some reactions, the symptoms go away, only to return one 
to three hours later. This is called a “biphasic reaction.” Often these second-phase symptoms occur in the respiratory 
tract and may be more severe than the first-phase symptoms. Therefore, follow up care with a health care provider is 
necessary. The student will not be allowed to remain at school or return to school on the day epinephrine is 
administered.   

• Document the event. 
• Complete incident report and submit per usual procedure. 
• Complete an Adverse Events form when albuterol is administered on an emergency basis and submit within three 

working days to the NM Department of Health School Health Advocate (SHA) or the regional health officer (RHO). 
• Replace epinephrine stock medication immediately. 

 

 
Storage, Access and Maintenance 
 

Epinephrine should be stored in a safe, unlocked and accessible location, in a dark place at room temperature (between 68 to 
77 degrees F). Epinephrine should not be maintained in a locked cabinet or behind locked doors. Staff should be made 
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aware of the storage location in each school. It should be protected from exposure to heat, cold or freezing temperatures. 
Exposure to sunlight will hasten deterioration of epinephrine more rapidly than exposure to room temperatures. The 
expiration date of epinephrine solutions should be periodically checked; the drug should be replaced if it is approaching the 
expiration date. The contents should periodically be inspected through the clear window of the auto-injector. The solution 
should be clear; if it is discolored or contains solid particles, replace the unit.  
 

Each school should maintain documentation that stock epinephrine has been checked on a monthly basis to ensure proper 
storage, expiration date, and medication stability. 
 

The school division shall maintain a sufficient number of extra doses of epinephrine for replacement of used or expired 
school stock on the day it is used or discarded. Expired auto-injectors or those with discolored solution or solid particles 
should not be used. Discard them per the disposal process for expired medications.   Storage at the proper temperature will 
be maintained during summer months.
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Sample Respiratory Distress Policy 
 

It is the policy of ___________________________ Public Schools to provide albuterol by inhaler (hereinafter called ‘stock 
albuterol’) in each school, to be administered by a PED licensed school nurse trained in the administration of albuterol to any 
student believed to be having severe respiratory distress on school premises, during the academic day.  
 

Policy Limitations 
 

Parents of students with known asthma should provide the school with written instructions from the students’ health care 
provider for asthma exacerbations and all necessary medications for implementing the student specific order on an annual 
basis. This respiratory distress policy is not intended to replace student specific orders or parent provided individual 
medications. When a PED licensed school nurse is present, this policy extends to activities off school grounds (including 
transportation to and from school, field trips, etc.) or outside of the academic day (sporting events, extra-curricular activities, 
etc.).  
 

Overview 
 

Respiratory distress can be caused by a number of factors with asthma exacerbations being one of the most common causes 
in children.  It is marked by signs of difficulty with breathing and can progress, without treatment, to respiratory failure.  
 

Symptoms of Respiratory Distress 
 

• Coughing, wheezing, noisy breathing, whistling in the chest 
• Difficulty or discomfort when breathing, tightness in chest, shortness of breath, chest pain, breathing hard and/ or 

fast 
• Nasal flaring (nostril opens wide to get in more air) 
• Can only speak in short phrases or not able to speak 
• Blueness around the lips or fingernails 

 
 

When signs of respiratory distress are present per the assessment of a PED licensed school nurse, albuterol should be used 
promptly and EMS activated. It is safer to administer albuterol than to delay treatment. 
 
 

Training 
 

The PED licensed school nurse will be trained in the administration of albuterol by inhaler. Training shall be conducted in 
accordance with the most current edition of the New Mexico Department of Health’s Rules and Recommendations to School 
Districts for Stock Emergency Medications in Schools.  Training shall be conducted at the implementation of the Emergency 
Medication in Schools Program, with a new hire of a school nurse and as determined by the Department of Health.  
Standing Orders  
 

Standing orders are written to cover multiple people as opposed to individual-specific orders, which are written for one 
person.   _______________________ Public Schools shall follow the procedure in the New Mexico Department of Health’s 
Rules and Recommendations to School Districts for Stock Emergency Medications in Schools and obtain a standing order 
from a DOH authorized physician. 
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Responding to Respiratory Distress 
 

If student-specific orders are on file they should be followed for students with known asthma. 
 

For suspected respiratory distress without specific orders: 
 

1. Do an assessment (PED licensed school nurse only can assess) to determine that respiratory distress is occurring.  
2. Act quickly. It is safer to give albuterol than to delay treatment.  This is a life and death decision. 
3. Administer albuterol using a spacer; give 4-6 puffs with the MDI. For young students or students who cannot use a 

spacer well, use the appropriate sized mask.  Note the time. 
4. Direct someone to call 911 and request medical assistance. Advise the 911 operator that respiratory distress is 

suspected and that albuterol has been given. 
5. Stay with the person until emergency medical services (EMS) arrives. 
6. Monitor their airway and breathing.  
7. Reassure and calm person as needed. 
8. Call Front Office school personnel and advise of situation. 
9. Direct someone to call parent/guardian 
10. If symptoms continue and EMS is not on the scene, administer a second dose of albuterol 20 minutes after the initial 

dose. Note the time. 
11. Administer CPR if needed. 
12. EMS to transport individual to the emergency room. Document individual’s name, date, and time the albuterol was 

administered and give the information to EMS responders. 
13. Even if symptoms subside, 911 must still respond and individual must be evaluated by a physician.   
14. Document the incident and complete the incident report. 
15. Replace albuterol stock medication as appropriate. 

 

                                                                                        
Post Event Actions 
 

• Once albuterol is administered, local Emergency Medical Services (911) shall be activated and the student 
transported to the emergency room for follow care.  Follow up care with a health care provider is essential. The 
student will not be allowed to remain at school or return to school on the day albuterol is administered.   

• Document the event. 
• Complete incident report and submit per usual procedure. 
• Complete an adverse events form when albuterol is administered on an emergency basis and submit within three 

working days to the regional school health advocate (SHA) or the regional health officer (RHO). 
• Replace albuterol stock medication immediately.
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Storage, Access and Maintenance 
 
Albuterol MDI units shall be stored in a secure location that is unlocked and readily accessible to a school nurse to administer 
albuterol, usually the school health office.  It shall be stored according to board of pharmacy regulations, including 
requirements for storage, record maintenance and medication room audits or consulting pharmacist’s review.  Store 
albuterol within the manufacturer-recommended temperature range, at room temperature between 59°F and 77°F with the 
mouthpiece down.  Avoid exposure to extreme heat and cold.  Take care not to puncture the inhaler canister.  Do not store 
the inhaler canister near heat or a flame; temperatures above 120°F may cause the canister to burst.  Do not throw the 
inhaler canister into a fire or an incinerator.  Dispose used inhaler with other materials for deposit into landfill. 
 

Each school should maintain documentation that stock albuterol has been checked on a monthly basis to ensure proper 
storage and expiration date. 
 

The school division shall maintain a sufficient number of extra doses of albuterol for replacement of used or expired school 
stock on the day it is used or discarded.   Storage at the proper temperature will be maintained during summer months. 
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Adverse Events Reporting Form 
 

The school nurse or the school nurse leader/supervisor of the school district is required to report the following adverse events to 
the public health Regional Health Officer or School Health Advocate in his/her respective public health Region.  Reporting should 
occur within 24 hours in the event of (1) or (2) or within 3 working days in the event of (3), (4), (5) or (6) below. 
 
(1)   Any death of a student or staff member that occurs during school hours or on school grounds. 
 
(2)   Any known suicide attempt (including completed or suspected) of a student, including those occurring after hours or during school vacation. 
 
(3)   Any delivery of an infant on school grounds. 
 
(4)   Any medication error as the result of a school nurse or other school staff action that requires an ambulance to be called or requires the 
student to be transported to an emergency room or urgent care facility.   
 
(5)   Any error involving vaccine administration 
 
(6)  Any untoward event with the potential of impacting physical or mental health of the school community. 
 
(7)  Administration of emergency medication resulting in activation of EMS: 

      prescribed  or          stock 
 

Specify medication: __________________________________________ 
 

INFORMATION TO REPORT: 
 
Date of Report: 
 

Date of Adverse Event: 

School District: 
 

School: 

Name of School Nurse: 
 
Name/Title of Person Reporting Event: 
 
Age of Student Involved: 
 
Description of Adverse Event: 
  
 
 
 
 
 
 
School/District Response & Outcome: Please include information such as mobilization of EMS or crisis teams, etc.  
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Stock Emergency Medications in Schools Program 

Acknowledgment Sheet and Request for Standing Order 

 

We, the ______________________________________, School Board or Governing Body of the 

_____________________________ School District in New Mexico, confirm that this school district has decided to 

implement the Emergency Medications in Schools Program.  The district will use (initial either or both): 

_____ Albuterol for respiratory emergencies for students without a previous diagnosis of asthma or for 

students who do not have medications available. 

_____ Epinephrine for severe allergic reactions (anaphylaxis) for students without a previous diagnosis of 

anaphylactic reactions or for students who do not have medications available. 

We have reviewed the Rules and Recommendations to School Districts for Stock Emergency Medications in 

Schools document and I agree that the school district will follow the guidance in the document. 

We also request a Standing Order from the Regional Health Office of the Public Health Division for the medications 

indicated above. 

Signed, 

____________________________             _       
School Board President or their designee     Date 

 

Submit completed form to Regional Health Officer (RHO) for your area. (The lead school nurse can contact the 
RHO in your area). 
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Thayer Medical Corporation 
4575 South Palo Verde Road, Suite 337 

Tucson, Arizona 85714-1961 
Office: (520) 790-5393 
Fax: (520) 790-5854 

www.thayermedical.com 
 
 

Special ORDER FORM created for New Mexico Department of Health 
School Emergency Medication Program 

 
PO Number (3 digit site code + 6 digit date):      

 
Institution:    Date:     

Name:               

Address:            

City:  State: Zip:                                         Phone#: 

 Fax#:                                          E-mail:          

     

Ship to (if different from above): 

Site:     

Address:     

City: State:  Zip:     
 

Prices include ground shipment and handling to any school in New Mexico. 
 

□ Please include a copy of the signed Physician standing order when placing an order. 
Orders may be placed by mail, fax or email to orders@thayermedical.com 

 
Product 

# 
Description Price per 

package 
# of 

packages 
Extended 

Price 

1303 LiteAire-Collapsible, dual-valved 
MDI holding chamber  package of 10 each $42.00 

  

1303 LiteAire-Collapsible, dual-valved 
MDI holding chamber  package of 25 each $90.00 

  

   Total  
 

 
 
   

Terms: NET 30 with approved credit 
Pricing Valid until June 2016 

http://www.thayermedical.com/
mailto:orders@thayermedical.com
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TITLE 7 HEALTH 
CHAPTER 30 FAMILY AND CHILDREN HEALTH CARE SERVICES 
PART 12 EMERGENCY MEDICATIONS IN SCHOOLS 
 
7.30.12.1 ISSUING AGENCY:  New Mexico Department of Health. 
[7.30.12.1 NMAC - N, 02/27/2015] 
 
7.30.12.2 SCOPE:  This rule applies to public, private, or charter schools in New Mexico unless otherwise expressly limited. 
[7.30.12.2 NMAC - N, 02/27/2015] 
 
7.30.12.3 STATUTORY AUTHORITY:  These rules are promulgated pursuant to the following statutory authorities:  (1) the 
Department of Health Act, Section 9-7-6(E) NMSA 1978, which authorizes the secretary of the department of health to “...make and adopt 
such reasonable and procedural rules and regulations as may be necessary to carry out the duties of the department and its divisions;” (2) 
the Public Health Act, Section 24-1-3(G) and (O) NMSA 1978 and Section 24-31-1 NMSA 1978, which authorize the department to 
prescribe the duties of school nurses to maintain and enforce rules to carry out the provisions of the Public Health Act; and to promulgate 
rules pursuant to the Emergency Medication in Schools Act; and (3) the Emergency Medication in Schools Act, Sections 22-33-1 through 
22-33-4 NMSA 1978, which authorizes the department to adopt regulations to carry out the provisions of the Emergency Medication in 
Schools Act. 
[7.30.12.3 NMAC - N, 02/27/2015] 
 
7.30.12.4 DURATION:  Permanent. 
[7.30.12.4 NMAC - N, 02/27/2015] 
 
7.30.12.5 EFFECTIVE DATE:  February 27, 2015, unless a later date is cited at the end of a section. 
[7.30.12.5 NMAC - N, 02/27/2015] 
 
7.30.12.6 OBJECTIVE:  The purpose of this rule is to allow access to emergency medications in the school setting for the 
treatment of respiratory distress with albuterol and the treatment of anaphylactic reactions with epinephrine.  Stock emergency medications 
are intended for students who have not previously been diagnosed with conditions leading to respiratory distress or anaphylaxis or who 
have a history of these conditions and do not have medications on their person or stored at school. 
[7.30.12.6 NMAC - N, 02/27/2015] 
 
7.30.12.7 DEFINITIONS: 
 A. “Adverse event form” is a department form used by school nurses to report events with potential impact on the health of 
the students or the school, including administration of stock albuterol or epinephrine. 
 B. “Albuterol” includes albuterol or another inhaled bronchodilator, as recommended by the department of health, for the 
treatment of respiratory distress. 
 C. “Albuterol aerosol canister” means a portable drug delivery device packaged with multiple premeasured doses of 
albuterol. 
 D. “Anaphylaxis” or “anaphylactic reaction” means a sudden, severe, and potentially life-threatening whole-body allergic 
reaction. 
 E. “BOP” refers to the board of pharmacy. 
 F. “Class D Medication Room” is specific for schools and is used only for emergency medications.  The Class D 
Medication Room criteria is established by the board of pharmacy.  The criteria includes requirements for procurement of medications, 
storage, tracking, and disposal of expired medications. 
 G. “Department” means department of health. 
 H. “Emergency medication” means albuterol or epinephrine. 
 I. “Epinephrine” includes epinephrine or another medication, as recommended by the department of health, used to treat 
anaphylaxis until the immediate arrival of emergency medical system responders. 
 J. “Epinephrine auto-injector” means a portable, disposable drug delivery device that contains a premeasured single dose 
of epinephrine. 
 K. “Governing body” means a governing body of a private school. 
 L. “Health care practitioner” means a person authorized by the state to prescribe emergency medication. 
 M. “PED” means the public education department. 
 N. “Respiratory distress” includes impaired oxygenation of the blood or impaired ventilation of the respiratory system. 
 O. “School” means a public school, charter school, or private school. 
 P. “Spacer” means a holding chamber that is used to optimize the delivery of albuterol to a person's lungs. 
 Q. “Stock supply” means an appropriate quantity of emergency medication, as recommended by the department of health. 
 R. “Trained personnel” means a school employee, agent, or volunteer designated by the school nurse to administer 
epinephrine on a voluntary basis outside of the scope of employment and who has completed department approved epinephrine 
administration training that has been documented by the school nurse, school principal, or school leader.
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[7.30.12.7 NMAC - N, 02/27/2015] 
 
7.30.12.8 EMERGENCY MEDICATIONS: 
 A. Standing Orders. 
  (1) A physician employed or authorized by the department, may prescribe a standing order in the name of the school 
or school district for a stock supply of albuterol aerosol canisters and spacers, or a stock supply of standard-dose and pediatric-dose 
epinephrine auto-injectors for use in accordance with this rule. 
  (2) Each local school board or governing body may request a standing order for and may provide to schools within 
its jurisdiction stock supplies of albuterol and epinephrine.  In order to request a standing order, the school board must review and 
acknowledge in writing the rules and recommendations developed by the department for emergency medication use.  All requests for 
standing orders must be in writing to a department approved physician.  When the standing order is issued by the department approved 
physician, it will be sent to the requesting school district or governing body within one week of the request.  A copy of the order will be 
kept by the department school health advocate for his or her assigned region. 
  (3) A pharmacist may dispense a stock supply of albuterol aerosol canisters and spacers or a stock supply of 
standard-dose and pediatric-dose epinephrine auto-injectors pursuant to a standing order prescribed in accordance with this section.  
Medications may be directly obtained from the pharmacy by a school nurse or delivered to the school in accordance with the school’s 
established procedure. 
  (4) All standing orders are renewed annually. 
 B. Storage provisions:  School districts that decide to maintain and administer emergency medications will establish a Class 
D Medication Room in each school that stocks emergency medications in compliance with New Mexico BOP regulations.  School nurses 
who maintain a Class D Medication Room license will be required to complete an annual medication room audit and submit it to the BOP. 
  (1) Albuterol - Each school that obtains a stock supply of albuterol aerosol canisters and spacers shall store them: 
   (a) in a secure location that is unlocked and readily accessible to a school nurse to administer albuterol; 
   (b) pursuant to BOP regulations, including requirements for storage, record maintenance, and medication 
room audits or consulting pharmacist’s visits; 
   (c) within the manufacturer-recommended temperature range; and 
   (d) albuterol will be secured in a manner consistent with the procedure employed by the school nurse for 
other emergency medications;  the medication cabinet, which is kept in the school nurse’s office, is kept unlocked when the school nurse or 
school health assistant are present in the office;  if the school nurse or school health assistant are not present, the school nurse’s office will 
be locked. 
  (2) Epinephrine - Each school that obtains a stock supply of standard-dose and pediatric-dose epinephrine auto-
injectors shall store them: 
   (a) in a secure location that is unlocked and readily accessible to trained personnel; 
   (b) pursuant to BOP regulations including requirements for storage, record maintenance, and medication 
room audits or consulting pharmacist’s visits; 
   (c) within the manufacturer-recommended temperature range; and 
   (d) epinephrine will be stored in a secure, unlocked location determined by the school nurse and principal;  
this location should be easily accessed by trained school personnel in the event of an emergency situation;  a location is considered secure 
for the purposes of epinephrine storage if school staff are present full-time in that location; for example, the secretary’s office or the main 
office. 
 C. Disposal:  Albuterol and epinephrine - Each local school board or governing body shall dispose of expired emergency 
medication pursuant to BOP regulations.  Expired medications will be placed in a separate, quarantined section of the medication room and 
disposed of per the Class D Medication Room regulations. 
  (1) The school nurse will be responsible for proper disposal of expired medications. 
  (2) The BOP is a resource for direction in proper disposal of expired medications. 
  (3) Expired medications may be disposed of either by using a consultant pharmacist or by transferring the 
medications to a pharmacy with an appropriate transfer log. 
 D. Procurement and maintenance of emergency medications. 
  (1) A local school board or a school within its jurisdiction of a governing body may accept gifts, grants, bequests, or 
donations from any source to carry out the provisions of this rule, including: 
   (a) albuterol aerosol canisters and spacers or epinephrine auto-injectors from a manufacturer or wholesaler; 
or 
   (b) epinephrine or albuterol, or such other medication as the department deems appropriate, from a 
manufacturer or wholesaler of such medication; and 
   (c) this type of donation can be accepted if the medications are not expired and have been maintained 
properly. 
  (2) School districts or governing bodies may buy prescribed medications directly from pharmacies after obtaining a 
standing order.
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  (3) Schools will keep a record of any grants, gifts, bequests, or donations.  The record is to be held at the school in 
the school office for three years and can be inspected by BOP, department personnel, and school administrative personnel upon request.  
The records will be kept in the school health office by the school nurse.  Records may be kept electronically or in hard copy. 
  (4) Schools will maintain a supply of emergency medications: 
   (a) the supply will be replenished as medications are used according to the procedure in 7.30.12.8 NMAC; 
and 
   (b) medications in stock will be checked to verify that medications are not expired. 
[7.30.12.8 NMAC - N, 02/27/2015] 
 
7.30.12.9 TRAINING:  School districts that decide to maintain and administer emergency medications will follow the department 
rules and recommendations, according to the following guidelines: 
 A. Use of albuterol: 
  (1) PED licensed school nurses will complete training on administering albuterol reviewed and approved by the 
department; 
  (2) current school nurses will complete the training at a minimum of one time and as determined by the department; 
new school nurses will complete the training as part of their orientation process, and then as determined by the department; and 
  (3) refresher trainings on albuterol may be recommended by the department, at a minimum of every five years. 
 B. Use of epinephrine: 
  (1) school personnel, including non-licensed personnel, will complete training on administering epinephrine that is 
reviewed and approved by the department; 
  (2) current school nurses will complete the training one time and new school nurses will complete the training as 
part of their orientation process; 
  (3) non-licensed personnel will complete the training annually; and 
  (4) refresher trainings on epinephrine for PED licensed school nurses may be recommended by the department, at a 
minimum of every five years. 
 C. Training will be documented and a training log will be kept at each school in the school health office for a minimum of 
five years.  Training records may be maintained electronically or in hard copy. 
[7.30.12.9 NMAC - N, 02/27/2015] 
 
7.30.12.10 ADMINISTRATION OF EMERGENCY MEDICATIONS: 
 A. Use of albuterol: 
  (1) only a PED licensed school nurse, who has completed the requisite training, will administer inhaled albuterol on 
an emergency basis; 
  (2) if no school nurse is available, immediately call 911; 
  (3) inhaled stock albuterol will be given for treatment of respiratory distress only when the student is experiencing 
respiratory distress, per criteria that will be covered in training, and does not have medication available; albuterol may be administered to 
students who have not previously been diagnosed with conditions leading to respiratory distress and students who have a history of 
respiratory disease but do not have medication at school; 
  (4) when stock albuterol is used, 911 will be called immediately to activate the emergency response system; 
  (5) after administration of albuterol, the student’s condition will be continuously monitored, and any additional 
treatment indicated will be given until an emergency medical system responder arrives; 
  (6) as soon as practicable, the parent, guardian, or legal custodian of the student having respiratory distress will be 
notified by phone or in accordance with contact information on file at the school; 
  (7) a log will be kept of when albuterol is used and the outcome of the student; these logs will be kept in the school 
health office at least five years; logs will be available for review upon request, per applicable federal and state privacy laws; logs will be 
maintained by the school nurse; logs may be either electronic or hard copy; and 
  (8) an adverse events form will be completed when albuterol is administered on an emergency basis;  the form will 
be submitted within three working days to the regional school health advocate or the regional health officer;  adverse events forms will be 
maintained by the department for a minimum of five years. 
 B. Use of epinephrine: 
  (1) school personnel, including non-licensed personnel, who have completed the requisite training, may administer 
epinephrine on an emergency basis; 
  (2) epinephrine will be given for treatment of severe anaphylactic reactions only when the student is experiencing 
signs of anaphylaxis, per criteria that will be covered in training, and does not have medication available;  this includes students who have 
not previously been diagnosed with conditions leading to anaphylaxis and students who have a history of anaphylaxis and who do not have 
medication at school; 
  (3) each school that receives a stock supply of standard-dose and pediatric-dose epinephrine auto-injectors shall: 
   (a) develop and implement a plan to have one or more trained personnel on the school premises during 
operating hours, which includes class time and after school activities; and
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   (b) follow an anaphylactic reaction prevention protocol, as recommended by the department, to minimize 
an allergic student's exposure to food allergies. 
  (4) when stock epinephrine is used, 911 will be called immediately to activate the emergency response system; 
  (5) after administration of epinephrine, the student’s condition will be continuously monitored and any additional 
treatment indicated will be given until an emergency medical system responder arrives; 
  (6) as soon as practicable, the parent, guardian, or legal custodian of the student will be notified by phone or in 
accordance with contact information on file at the school; 
  (7) a log will be kept of when epinephrine is used and the outcome of the student; these logs will be kept in the 
school health office at least five years; logs will be available for review upon request, per applicable federal and state privacy laws;  logs 
will be maintained by the school nurse;  logs may be either electronic or hard copy; 
  (8) an adverse events form will be completed when epinephrine is administered on an emergency basis;  the form 
will be submitted within three working days to the regional school health advocate or the regional health officer;  adverse events form will 
be maintained by the department for a minimum of five years. 
[7.30.12.10 NMAC - N, 02/27/2015] 
 
7.30.12.11 PREVENTION 
 A. A vital part of the emergency medication in schools programs is preventing respiratory distress and severe allergic 
reactions. 
 B. Recommendations will be developed by the department for school districts to use in the development of policies and 
procedures addressing both the use of the medications and prevention of respiratory distress and severe allergic reactions.  The 
recommendations document will be issued upon request to interested school districts and governing bodies.  The document will be available 
online through the office of school and adolescent health’s website at http://nmhealth.org/about/phd/hsb/osah/. 
 C. The following resources are available for school districts to use in developing prevention strategies, and can be obtained 
from the office of school and adolescent health’s website at http://nmhealth.org/about/phd/hsb/osah/ or by contacting the office at 300 San 
Mateo Blvd. NE, Suite 902, Albuquerque, NM 87108: 
  (1) the environmental protection agency’s “indoor air quality:  tools for schools;” 
  (2) the centers for disease control and prevention’s “voluntary guidelines for managing food allergies in schools and 
early care and education programs;” or 
  (3) the centers for disease control and prevention’s toolkit “initiating change: creating an asthma-friendly school.” 
 D. Other resources are available through the department’s asthma control program as well as the office of school and 
adolescent health. 
[7.30.12.11 NMAC - N, 02/27/2015] 
 
HISTORY OF 7.30.12 NMAC:  [RESERVED]
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New Mexico Administrative Code (NMAC) for Board of Pharmacy 
 
 
 
 

Citations for the NMAC regulations for the Board of Pharmacy that govern Class D Medication storage 
areas in schools follow: 

 
 16.19.4.11. CONSULTANT PHARMACIST http://164.64.110.239/nmac/cgi-

bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0004.htm;
geturl;terms=16.19.4.11 
 

 16.19.10.11 PUBLIC HEALTH CLINICS http://164.64.110.239/nmac/cgi-
bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0010.htm;
geturl;terms=16.19.10.11 

 16.19.12 FEES http://164.64.110.239/nmac/cgi-
bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0012.htm;
geturl;terms=16.19.12 

 

 

http://164.64.110.239/nmac/cgi-bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0004.htm;geturl;terms=16.19.4.11
http://164.64.110.239/nmac/cgi-bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0004.htm;geturl;terms=16.19.4.11
http://164.64.110.239/nmac/cgi-bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0004.htm;geturl;terms=16.19.4.11
http://164.64.110.239/nmac/cgi-bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0010.htm;geturl;terms=16.19.10.11
http://164.64.110.239/nmac/cgi-bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0010.htm;geturl;terms=16.19.10.11
http://164.64.110.239/nmac/cgi-bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0010.htm;geturl;terms=16.19.10.11
http://164.64.110.239/nmac/cgi-bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0012.htm;geturl;terms=16.19.12
http://164.64.110.239/nmac/cgi-bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0012.htm;geturl;terms=16.19.12
http://164.64.110.239/nmac/cgi-bin/hse/homepagesearchengine.exe?url=http://164.64.110.239/nmac/parts/title16/16.019.0012.htm;geturl;terms=16.19.12


CHARTER SCHOOL GOVERNING BOARD RECRUITMENT TOOLS 
 

KCPS/April 2022 Resource: Charter School Governing Board Recruitment Tools (2018); National Charter School Resource Center 

P
ag

e1
 

Current Governing Board Status 

1. Assess current board composition 

 

2. Determine the board composition needed to further an effective board 

 

3. Compare the current composition to future needs and create recruiting priorities 

How many board members are identified in our bylaws? __________   How many board members do we currently have? __________  

Current Charter Governing Board Assessment Tool 

Current Board 
Member Name 

Current Term 
Expires 

Area of Skill/Focus 
or Role Group 

DEMOGRAPHICS Ethnicity Male/Female/Other 

      

     

     

     

     

     

     

 

Assessment Questions for Our Current Governing Board 

1. Do we have enough members to adequately manage the GB committees? 

 

2. Do we have the right mix of skills/focus areas/roles that help accomplish and support the charter school’s mission? 

 

3. Do we have the right mix of working styles, available time, networks, and personalities for meaningful discussions/questions, delivery of 

work requirements, and overall leadership? 
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Governing Board Needs/Recruitment Priorities 

When we have a governing board opening: 

1. Have we contacted the authorizer to inform of a GB vacancy? With this vacancy, do we fall below the number of members pursuant to 

our bylaws or statute? (Minimum of five GB members (Charter School Act NMSA 1978 §10-8B-4[B]) 

2. Do we know our authorizer deadline to fill vacancies and what is required for GB membership?  

o State charter schools governing board members are required to submit documentation. PED website: 

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

o District charter schools consult your authorizer for reporting requirements. 

3. Do we have a governing board recruitment committee? Or is new board member recruitment a full governing board responsibility? 

4. Skill/role areas we may need to recruit: 

o Finance 

o Real estate 

o Leadership 

o Governance 

o Communications/Marketing 

o Educational experience 

o Human Resources 

o Legal 

o Strategic planning 

o Specific expertise relevant to the school’s mission 

5. What skills/roles are needed for our governing board? 

6. How do we utilize our current board to leverage new board member recruiting? 

 

 

 

 

 

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

Recruiting Priorities Ideas for Where to Start Timeline 

  
 

  
 

   

 

Sample Recruitment Priorities and Process Table—Brainstorming: 

Recruiting Priorities Ideas for Where to Start Timeline 

Finance expertise, especially around 

creating budgets and presenting financial 

projections. 

-- Jan’s neighbor is a CPA 

-- Business school alumni groups (Sam can talk 

to his cousin) 

--Business Managers organization (get intro to   local 

office through Mike) 

Initial contact with 5 people by September 1; 

Interview set with 2  people by September 15 

Emerging leaders who have all- around 

strong strategy skills who can work with 

committees to complete their parts for 

strategic plan and any support with grant 

applications. 

--Business school, college of education alumni 

groups (Sam and Marcie) 

--Principal Ortega (state charter organization and 

school leader colleagues) 

Initial contact with 3 people by September 1; 

Interview set with 2 people by 

September 15 

Individual who might bring the perspective of 

our target parent community to ensure our 

school meets community needs. 

--Local parent advocacy groups (parent/teacher 

organizations) 

--Contact local elected officials/campaign 

organizers (Jan knows people) 

Initial contact with 6 people by September 1; Group 

lunch with 8 people by September 15; Interviews 

set with 3 people by October 1 
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Interviewing Candidates-Process for Governing Board Member Opening(s) 

The governing board is responsible for developing a clear interview and selection process for new board members. Recommend that the board 

lay out a process and assign roles for: 

• Initial contact with potential board member 

o Explain the board member selection process 

• Prospective candidate meeting with board president, school leader and a school tour 

o Provide: 

▪ A copy of the GB Bylaws 

▪ Board meeting schedule 

▪ Charter Contract 

▪ Board commitment document (if applicable) 

• Observation of a board meeting 

o Provides a potential board candidate with a picture of board service 

o Debrief with the board candidate for feedback and reflections 

• Interview with committee or representative governing board members 

o Possible interview questions: 

▪ Why are you interested in serving on a charter school board? 

▪ Have you served on other boards before? If so, what are a few aspects of your board service that were 

notably positive or negative for you? 

▪ Why does this particular charter school board appeal to you? 

▪ What skills, networks, experiences, and other assets will you bring to this board? How will this school benefit 

from your participation on the board? 

▪ Can you meet the requirements stated in our Board Member Commitment Agreement? In particular, how much 

time do you anticipate being able to devote to board service? 

▪ Do you have any initial preference in terms of committee participation? 

▪ What questions do you have about this board, our expectations for board members, or anything else 

regarding becoming a member of this board? 

• For selected candidates, conduct formal election at an open meeting of the governing board; recorded in the minutes 
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Onboarding New Governing Board Members 

Onboarding is the process of orienting newly-selected board members to the board with the end goal that every new board member feels 

engaged, ready to effectively contribute his/her skills, and be rewarded by the board experience. Ask sitting governing board members: What do 

you know now that you wish you had know when you first joined the board? 

A strategic onboarding process achieves the following: 

• Educates new board members on the history, results, successes, and challenges of the school and its board 

• Motivates and inspires new members to fully commit to being active and productive 

• Identifies specific ways each board member can have a positive impact on the board and school 

• Shares the norms, policies, and practices of the board 

• Provides an overview of the mission, vision, and educational goals of the charter school: The school leader should talk about the 

school’s founding, programs, and success; students and families; and key stakeholders. 

If possible, conduct a governing board orientation session to go over the expectations for board members. 

 

Governing Board Manual to be provided to new board members includes: 

• Names, contact information, offices held of the governing board members 

• Contact information for the school leader 

• Bylaws, conflict of interest policy (and form, if applicable), ethics statement/policy, commitment letter/policy 

• Committees for the governing board 

• Calendar of board meetings and committee meetings 

• Job descriptions of the board (if not in bylaws) 

• School information 

o Charter 

o Mission, vision, and values 

o Performance Contract and Performance Framework with current status 

o Brief description of the school’s program 

o Student demographics 
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o Student performance data 

o Organization chart 

o Most recent authorizer site visit report 

• Financial reports (with plan for training on how to read by the business manager) 

o Audit results 

o Budget for current and previous year 

 

Integrating New Members onto the Board 

• Who will be the “go-to” person for a new governing board member’s questions? 

• Ensure the new board member’s email is correct to receive board packets. 

• At the first board meeting a new member attends, make sure there is time for introductions and opportunity to ask questions. 

• Provide information to the new board member about the mandatory 10 hour training requirements (6.80.5 NMAC): 

 

o 7 Hours of mandatory introductory board training by the PED 

Here is the information to request the required New Governing Board Member Training from the Public Education Department (PED), Charter School 

Division (CSD). 

The New Governing Board Member training is required of all new governing board members, for a total of 10 hours, as outlined in 6.80.5 NMAC. It 

includes two (2) hours of Ethics and Responsibilities, two (2) hours of Fiscal Requirements, one (1) hour of Understanding Academic Data, one (1) hour 

of Open Government and Legal and Organizational Framework training, and one (1) hour of training on Equity and Culturally & Linguistically 

Responsive practices, plus three (3) elective hours in any area.  

INSTRUCTIONS-New Governing Board Member training from PED/CSD:  
 

To request the New Governing Board Member on demand training, please email: Charter.Schools@state.nm.us   Be sure to include your 
name and the name of the school that you are affiliated with and copy the request to board president and head administrator. 

 
o 3 additional training hours must be completed in the above training categories through any other PED-approved training 

mailto:Charter.Schools@state.nm.us


Charter School Governing Board Succession Plan Checklist and Action Steps 

 
❑ We have an emergency succession strategy, to be used if the school leader leaves (or is let go) suddenly 

❑ We have developed a planned succession strategy, to be used when the board has notice of the school leader’s exit 

 

IF THE CURRENT HEAD 

ADMINISTRATOR LEAVES SUDDENLY 

    

 Maintain the School’s Day to Day 

      Operations 

Have Need What do we need to push this forward? Who needs to own this? 

Plan for how to keep the school 

running without interrupting learning 

    

List of important people to turn to for 

critical information, business operations, 

passwords, keys, etc.  

    

Notification plan of the need for an 

interim head administrator and long-

term leadership succession plan  

-Authorizer, PED, staff, school 

community 

 

    

 Identify an Interim Head Administrator 
Have Need What do we need to push this forward? Who needs to own this? 

Identify the person who will step-up for 

the role of head administrator; short-

term if necessary 

    

Make sure this is communicated to the 

school leadership team now 

    

Re-visit short-term school leader plan 

each year and update as necessary 

    

Develop communications plan to notify 

authorizer, PED, staff, students and 

families of an interim school leader 
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SUCCESSION PLAN IN PLACE FOR 

TRANSITION TO A NEW HEAD 

ADMINISTRATOR 

    

 Create a Job Description 
Have Need What do we need to push this forward? Who needs to own this? 

Have a current, written job description 

for the head administrator that 

includes core qualification 

requirements 

    

Determine if job description needs 

to shift or change for future stage of 

the school 

    

Conduct a New Head Administrator 

Search 

Have Need What do we need to push this forward? Who needs to own this? 

Determine if a search firm will be 

brought in and what that entails 

(including budget) 

    

Determine if the full board or an ad 

hoc committee will participate in 

search/interview process 

    

Understand how you will get 

stakeholder feedback and buy-in 

    

Establish timeline for new HA 

interview/hire process 

    

Create an advertisement utilizing 

the job description and job 

requirements 

    

Create a Resume Rubric used to 

review candidate resumes that will 

determine who will be interviewed 
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Have Need What do we need to push this forward? Who needs to own this? 

Determine where to place ads 

-Local 

-State 

-National 

     

 Identify a Strong Applicant Pool 
Have Need What do we need to push this forward? Who needs to own this? 

Is there someone on staff who is 

prepared to take on the head 

administrator role? Should they 

apply? 

    

Create a pipeline of “go-to” 

leaders or education talent 

organizations to recruit if necessary 

    

Review the resumes submitted 

based on the school vetting 

Resume Rubric 

    

 Conduct Interviews/Job Offer 
Have Need What do we need to push this forward? Who needs to own this? 

Create interview questions with an 

interview rubric 

    

Establish an interview committee  

Recommendation for Committee 

Make-up: 

 

-GB members (less than a quorum) 

-Current head administrator 

-Staff representation – Instructional 

-Staff representation -- Office/Support  

-Parent 

-Student-Current (if developmentally 

appropriate) and/or an alumni 
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Have Need What do we need to push this forward? Who needs to own this? 

Schedule Interviews 
    

Determine compensation package 
    

Conduct reference checks 
    

 Communicate the Change 
Have Need What do we need to push this forward? Who needs to own this? 

Notification plan to announce the new 

head administrator  

-Authorizer, PED, staff, school 

community 

 

    

 Set the Stage for New School Leader’s 

Success 

Have Need What do we need to push this forward? Who needs to own this? 

Create 60-day onboarding plan for 

new leader; including expectations of 

what needs to be reported to the 

governing board at meetings 

    

Create schedule of weekly check-

ins, including quarterly feedback 

meetings between board 

leadership and new school leader 

    

Create annual goals in partnership 

with new leader that will become 

a part of the head administrator 

evaluation process by the 

governing board 
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PROPOSED}  Head Administrator Hiring Timeline 

Process Date(s) Responsible 

Create job posting ad using job description and required qualifications. 
 

 GB Hiring Committee 

Post ad to selected media sources 
-Post for two weeks 
 

 GB Hiring Committee 
Head Administrator 
Business Office 

Position closes  
 

  

Set up interview committee  GB Hiring Committee 
Head Administrator 
School Staff 

Resume review process using Resume Rubric vetting tool  GB Hiring Committee 
School support with logistics 

Schedule interviews  GB Hiring Committee 
School Staff support 

Interviews  GB Hiring Committee 
Interview Committee 
School Staff support with logistics 

Interview Committee names top two candidates to GB Hiring Committee 
(If different than the Interview Committee) 

 Interview Committee 
GB Hiring Committee 

Final decision on head administrator job offer 
 

 Full GB 

Negotiate transition work contract for new head administrator to work with 
outgoing head administrator; establish Professional Services Agreement 

 GB President 
Head Administrator 
Business Manager 

Leadership transition period 
Check in and reporting to GB at regular board meetings 

 GB 
New Head Administrator 
Outgoing Head Administrator 
School Staff 

Negotiate new head administrator contract for School Year 2020-21  GB 
New Head Administrator 
Outgoing Head Administrator 
Business Manager 

New head administrator contract begins 
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Notes/Suggestions: 

To attract high quality candidates: 

• The organization must be compelling to the candidate.  That means that the mission of the school is something that the board is bought 
into.  Having a strategic plan in place, or a past one where you can show a candidate that the board followed it with fidelity is key.  A true 
professional is looking for a role in which the direction of the school is clear and the board is invested in.  Positions that are more about 
keeping the trains running on time (stagnant schools) will be less attractive. 
 

o Clear mission/vision/goals also ensures that candidates will counsel themselves out if it isn’t a right fit for them. 
 

• Pay – competitive pay makes a difference.  The work of a charter leader is complex and difficult, and compensation should be significantly 
higher than a principal at a traditional public school. 
 

• Use of a search firm or other consultant.  These folks are professionals for a reason, and there are several in NM that have deep education 
ties and will really rally their networks to find the right fit as well as support/implement a clear vetting process. 

 



Charter School GC                                      Planning Strategically  School Year: 2025-26 

 
Albuquerque Aviation Academy 

 

Mission: 

Albuquerque Aviation Academy cultivates opportunities for 6th-12th grade students to excel in fields related to aviation and 

STEAM. Students will have unique options to explore and excel in multiple career areas of aviation which are woven throughout 

an innovative hybrid learning experience.  
 

Focused Priority 1 (Overarching Goal):  

Succession Plan for the Governing Council 

Objective/Goal (SMART):  

Action Steps Resources Needed Person(s) Responsible Timeline Deliverable/Outcome 

How do you know if the 

step is achieved? 

 

 

    

 

 

    

 

 

    

Focused Priority 2 (Overarching Goal):  

Succession Plan for the school leader 

Objective/Goal (SMART): 

Action Steps Resources Needed Person(s) Responsible Timeline Deliverable/Outcome 

How do you know if the 

step is achieved? 

 

 

    

 

 

    

 

 

    

Focused Priority 3 (Overarching Goal):  

Annual performance appraisal for the Governing Council and creating goals 

Objective/Goal (SMART): 

Action Steps Resources Needed Person(s) Responsible Timeline Deliverable/Outcome 

How do you know if the 

step is achieved? 
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Albuquerque Aviation Academy cultivates opportunities for 6th-12th grade students to excel in fields related to aviation and 

STEAM. Students will have unique options to explore and excel in multiple career areas of aviation which are woven throughout 

an innovative hybrid learning experience.  
 

Focused Priority 1 (Overarching Goal):  

Succession Plan for the Governing Council 

Objective/Goal (SMART):  

Action Steps Resources Needed Person(s) Responsible Timeline Deliverable/Outcome 

How do you know if the 

step is achieved? 

 

 

    

 

 

    

 

 

    

Focused Priority 2 (Overarching Goal):  

Succession Plan for the school leader 

Objective/Goal (SMART): 

Action Steps Resources Needed Person(s) Responsible Timeline Deliverable/Outcome 

How do you know if the 

step is achieved? 

 

 

    

 

 

    

 

 

    

Focused Priority 3 (Overarching Goal):  

Annual performance appraisal for the Governing Council and creating goals 

Objective/Goal (SMART): 

Action Steps Resources Needed Person(s) Responsible Timeline Deliverable/Outcome 

How do you know if the 

step is achieved? 

 

 

    

 

 

    

 

 

    

 



Permanent Cash Transfer Form
Fiscal Year 2026

District/Charter PED #

544-001

Submit a copy to the File Transfer Site in the relevant fiscal year folder and then Permanent Cash Transfer. 
Please also notify your assigned Budget Analyst.
The approval/disapproval will be uploaded to the File Transfer Site in the same Permanent Cash Transfer folder .

X for a permanent transfer of cash for the following reason: 

other:

ADD ROWS IF ADDITIONAL TRANSFERS NEEDED

From Fund 
#

To Fund # Amount Approve Deny Initials

25233 11000  $               23,611.00 

Compliance with Section 10-15-1, NMSA, 1978 Compilation:
Cash Transfer(s) authorized at a scheduled Board of Education meeting open to the public on:

Cash control ledger balance (bank balance) reflects sufficient cash balance to transfer from? X

Justification for each transfer is included X

Superintendent/Charter Representative Signature Date

Albuquerque Aviation Academy

Date of Local Board Approval

PED ONLY - Program Manager

Fund 25233 REAP is a population grant for rural schools for general operating. The grant cycle ran for 15 month, 
and draws ended at the end of the grant. The grant funds were drawn down, but the expenses occurred in FY23-
24, charged to 11000 

Albuquerque Aviation Academy-FY26-PCT01-544-001.xlsx 1 of 2



Permanent Cash Transfer Form
Fiscal Year 2026

District/Charter PED #

544-001Albuquerque Aviation Academy

To:  District/Charter
You are hereby authorized to make the requested cash transfer(s).
Approved by:

Secretary of Department of Finance (for Debt Service Funds Only) Date

Senior Manager, School Budget Bureau Date

Albuquerque Aviation Academy

Albuquerque Aviation Academy-FY26-PCT01-544-001.xlsx 2 of 2



Bank Reconciliation: 
 January 2026

o  Reconciled cash balance at month end was $2,129,204.45
o  Outstanding items total $5,949.25
o  Revenues exceeded Expenditures by $446,187.72 for the month.

AA Academy received 58.59% of budgeted Operational revenue & expended 45.28% of budget thru January 2026

Finance Summary as of January 31, 2026

BARS for Approval:

FY19 FY20 FY21 FY22 FY23 FY24 FY25 FY26
Fund Balance $287,536.70 $395,071.00 $916,852.00 $1,110,937.00 $514,208.57 $640,145.18 $1,193,648.94 $1,044,031.39
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$640,145.18 

$1,193,648.94 
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Operational Revenue vs. Expenditures

Revenue Percent of FY26  budget Expenditures Percent of FY26 budget

 $-
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Reconciled cash balance

$1,230,875 

$1,843,047 

$1,121,597 $1,158,307 $1,216,166 $1,240,735 $1,267,793 

FY26 OPERATIONAL CASH BALANCE
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Bank Account Number
Bank Account Number

Nusenda 0075938112 Description
Date Number Payee/From  Deposit  Withdrawal 

1/2/2026 00028716 December 2025 Bank Fee  $ 14.25 Bank Fees
1/2/2026 00028717 BANKCARD MTHLY FEES251231  $ 234.17 Bank Card Fees
1/5/2026 NM Public Schools Insurance Authority  $             27,549.92 NMPSIA
1/7/2026 CR01-01 FY26 Lab Fee/ Boys Basketball Fundraiser  $ 108.24 

1/8/2026 CR01-02 FY26 Lab fee  $ 80.00 
1/9/2026 CR01-03 SEG Jan 2025  $           342,450.01 
1/12/2026 CR01-04 KRL Vending Commission  $ 145.19 
1/12/2026 CR01-05 Charger replacement  $ 15.00 
1/13/2026 Internal Revenue Service  $             23,271.52 EFTPS PP13
1/13/2026 NUSENDA FCU  $             53,236.19 Payroll FY26 PP13
1/14/2026 CR01-06 Basketball Game  $ 406.00 
1/15/2026 CR01-07 Chromebook replacement  $ 200.00 
1/16/2026 CR01-08AB Sandoval County Property Tax  $ 5,308.68 
1/16/2026 CR01-09 Transportation Jan  $             27,041.00 
1/20/2026 ABCWUA  $ 851.95 Water, Waste & Recycle at 6441 Ventana Rd 
1/20/2026 Amazon Capital Services  $ 602.01 Supplies
1/20/2026 Canon Financial Services, Inc.  $ 916.18 Copier Lease	
1/20/2026 Capcon Networks LLC  $ 742.06 Internet Service
1/20/2026 Castille Law LLC  $ 891.38 Legal Services
1/20/2026 Clear channel Outdoor Holdings Inc  $ 3,451.09 Advertising 
1/20/2026 CliftonLarsonAllen LLP  $ 8,233.31 Audit services
1/20/2026 DBA PostcardMania  $ 9,467.76 Advertising 
1/20/2026 Herrera Coaches, Inc.  $             29,744.70 Bus Services
1/20/2026 New Mexico Gas Company  $ 1,393.83 Gas Services
1/20/2026 Public Service Company of New Mexico  $ 2,293.53 Electricity Service at 6441 Ventana Rd 
1/20/2026 Quadient Finance USA, Inc.  $ 300.00 Postages
1/20/2026 Stericycle, Inc.  $ 315.85 Medical Waste
1/20/2026 World Fuel Services, Inc.  $ 416.84 Plane Fuel
1/20/2026 6788 ACES | Association of Charter Schools Education Services  $ 9,924.72 Long-term Sub/Landscaping/ JMP NOVA state reporting

 and MLSS/504/ LDD/ Poweron tech services/
1/20/2026 6789 Amanda Catanzaro  $ 24.11 Paint for PD Activity for 1/5/2026
1/20/2026 6790 Bode Aero Services, Inc  $ 1,875.73 Repairs N54003 
1/20/2026 6791 Brady Industries of New Mexico LLC  $ 384.93 Janitorial Supplies
1/20/2026 6792 Bridget Barrett  $ 856.80 PD Training for Staff
1/20/2026 6793 Cooperative Educational Services  $ 5,664.89 Ancillary Sevices
1/20/2026 6794 Clearly Clean Janitorial Services LLC.  $ 5,848.70 Janitorial Services
1/20/2026 6795 Moving Solutions, Inc  $ 303.32 Moving Furniture 
1/20/2026 6796 Public Charter Schools of NM formerly NM Coalition for Charter Schools  $ 550.00 Training for Bridget
1/20/2026 6797 Richard M. Romero  $ 3,228.75 Lobbying
1/20/2026 6798 Brenda S. Griffith- S.G. Consulting Serv.  $ 3,228.75 Lobbying
1/20/2026 6799 The Stepping Stones Group  $ 5,424.30 Social Worker
1/20/2026 6800 Vircom Inc  $ 720.50 Proof Point Essentials
1/20/2026 CR01-10 Bernalillo County Property Tax Dist.  $           182,193.87 
1/20/2026 CR01-11 Screen Replacement  $ 50.00 
1/20/2026 CR01-12 Yearbook  $ 50.00 
1/20/2026 CR01-13 Restitution Check  $ 31.25 
1/21/2026 CR01-14 Basketball Game  $ 82.00 
1/22/2026 CR01-15 FY26 Lab fee  $ 40.00 
1/23/2026 CR01-16 Special Capital Outlay 2526-31400-0001  $           255,509.54 
1/23/2026 CR01-17 Charger replacement /Chromebook Replacement/ Basketball Game  $ 229.00 
1/26/2026 CR01-18 Chromebook  $ 50.00 
1/27/2026 Internal Revenue Service  $             13,634.86 EFTPS PP14
1/27/2026 NUSENDA FCU  $             52,375.65 Payroll FY26 PP14
1/27/2026 CR01-19 Title I  $ 5,430.99 
1/27/2026 CR01-20 1st Place Sprit  $ 73.71 
1/27/2026 CR01-21 Basketball Game/Football Fee/Lab fee  $ 222.00 
1/28/2026 NM Educational Retirement Board  $             48,509.16 ERB payment
1/28/2026 6801 NM Child Support Enforcement Division  $ 180.00 Employee deductions
1/28/2026 CR01-22 Career Tech Program  $ 9,234.21 
1/28/2026 CR01-23 IDEA-B  $ 4,409.22 
1/28/2026 CR01-24 Chromebook replacement/ Basketball fee/ Basketball Game  $ 287.00 
1/29/2026 First Financial Group of America  $ 1,832.26 FFGA Montly payment
1/29/2026 New Mexico Retiree Health Care Authority  $ 5,044.23 RHC Montly payment
1/29/2026 New Mexico Taxation & Revenue Department  $ 4,411.60 State Taxes
1/30/2026 RM SAMS LLC  $             61,605.88 LPA payment
1/30/2026 CR01-25 Football Fee, Lab Fee, Basketball game  $ 161.00 
1/31/2026 CR01-27 Dividend Income - Operating  $ 929.17 

Sub Total  $           834,737.08  $           389,555.68 

Bank Account Number
Nusenda Savings 37627515

Date Number Payee/From  Deposit  Withdrawal 
1/28/2026 CR01-26 Dividend Bonus 2025 - Savings $1,000.00
1/31/2026 CR01-28 Dividend Income - Savings  $ 6.32 

Sub Total  $ 1,006.32 

GRAND TOTAL  $           835,743.40  $           389,555.68 

Albuquerque Aviation Academy
Bank Register Activity

January 2026



Operating-NEW Bank Reconciliation + Outstanding Expected GL - Actual GL 1 Difference
Beginning Balance $1,672,687.39 + ($3,061.24) = $1,669,626.15 - $1,669,626.15 = $0.00
Deposits/Debits $834,737.08 + $0.00 = $834,737.08 - $834,737.08 = $0.00
Withdrawals/Credits ($386,667.67) + ($2,888.01) = ($389,555.68) - ($389,555.68) = $0.00
Sub Total $2,120,756.80 ($5,949.25) $2,114,807.55 $2,114,807.55 $0.00

Outstanding Checks
Date Item Number Withdrawal

12/5/2025 6770 Albuquerque Charter School League $1,820.00
1/20/2026 6798 Brenda S. Griffith- S.G. Consulting Serv. $3,228.75
1/20/2026 6800 Vircom Inc $720.50
1/28/2026 6801 NM Child Support Enforcement Division $180.00

$5,949.25

Bank Reconciliation + Outstanding Expected GL - Actual GL 1 Difference
Beginning Balance $13,390.58 + $0.00 = $13,390.58 - $13,390.58 = $0.00
Deposits/Debits $1,006.32 + $0.00 = $1,006.32 - $1,006.32 = $0.00
Withdrawals/Credits $0.00 + $0.00 = $0.00 - $0.00 = $0.00
Sub Total $14,396.90 $0.00 $14,396.90 $14,396.90 $0.00

Albuquerque Aviation Academy
Bank Account Reconciliations

January2026

Description
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