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Jal Public Schools
Board of Education and Employee Policies

Section |
Board of Education

esponsibility for determining the general policies of the school system is entrusted

by the community to an elected governing board, hereafter designated as the Board
of Education. Thdoard functions only when in an official session. At any other time
its members have no authority in school matters except as specifically authorized by the
Board. The administrative head of the schools is the chief executive officer of the Board
of Edwation. Subject to the approval of the Board of Education, the administrative head
is responsible for the selection and assignment of all school employees, the business
management of the school, including the school plant and equipment, the administrative
and supervision of the educational program, and the public relations program. These
duties necessitate organization of resources, both material and personal, delegated tasks
for all individuals to whom authority and responsibility are assigned, and toasrd
improvement of programs and facilities.

Each new school year the doors of the schools open and new groups of young
people enter your life. These beginning or advanced students enter school with fear,
excitement, wonder, and anticipation of an exture which lies before them. The
professional teacher is here to help and guide them into new fields of learning. The
teaching profession is very demanding, but extremely interesting and rewarding. There is
no other profession in the world, which dosely touches the lives of so many. In Jal, as
in other American communities, the schools belong to the people. Special efforts are
constantly being made to keep citizens informed about instruction, finances, and
regulations governing the operation of efficient school system. Only through a highly
organized, efficient system of education can our children receive the training, which will
directly influence their lives, their future, and the future of our entire society.

This policy manual containgnfiormation that relates to every employee and
representative of our school system. It will not answer all questions, but it contains
pertinent information on the more fundamental policies and procedures of the Jal Public
Schools. When problems or quessoarise that are not answered in this manual,
supervisors or the superintendent can be contacted for assistance.

1.1 Legal Status (Reference: State of New Mexico Public Code)
Resolution of Adoption. Resolved, that the Board of Education hereby adopts the
following policies for School District No. 19, Jal, Lea County, New Mexico. The
size of Jal ' s msioeh(8pnhileseaststa west loy twentyg20)tnilasr t y
north to south. These policies shall remain until revision shall be made according to
the provisions set forth herein.

Mandatory Law and Board of Education Action. The Board of Education shall
comply at all times with the laws of the State of New Mexico and the United States.




1.2

1.3

1.4

Permissive Law and Board of Education Action. The Board of Hucation shall
comply with permissive law so long as it is to the advantage of the school children
under its jurisdiction.

Membership and Election to Board of Education
Number and Term of Office. The number of members shall consist of five (5).
The termof office is for fouryear staggered terms.

Election and Position. The election will be held the first Tuesday in February on
odd numbered years. Members must file for specific position on the ballot.
(Reference: New Mexico School Code)

Recall. Any elected member of the local school board of any school district may be
recalled as provided in the Local School Board Member Recall Act7-B 22
7-16 NMSA 1978)

Organization of the Board

Officers. There will be a President, Vice Preside®ecretary and Chief Executive
Officer who will be the superintendent of Schools. An election of officers will be
held following each Board election year. (Reference: Duties of the superintendent,
New Mexico Code)

Board Vacancies. The Board of Educatiowill have the power to fill vacancies in
their membership by a majority vote of the members of the Board, the appointee to
hold office until the next succeeding election for members of such Board.
(Reference: New Mexico School Code)

Orientation. Whennew members are elected to the Board of Education the existing
Board members and the superintendent will make every effort to orient them in
order to facilitate their working with the Board.

Compensation. The members of a local school board shall sewthout
compensation. No member of a local school board will be employed in any capacity
by the local district during the term of office for which the member was elected or
appointed.

Membership in Associations

Membership and Dues. The Jal Board of Edation shall maintain membership in
the New Mexico School Boards Association. Dues for this membership shall be
paid by the Jal School District.

Reimbursement of Expenses.All Board members will be reimbursed for travel
and per diem expenses at timemal revenue service standard mileage rate set
January 1 of the pervious year for each mile traveled in a privately owned vehicle.
Per diem will be $85 a day. The rate will be $95 if traveling to SantaBeard
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members may be reimbursed actual expemnsdgeu of the per diem rate where
overnight travel is required. Meal expenses may be reimbursed up to $30.00 per
day. Receipts for meals and lodging must be turned into the business office.
(Adopted July 8, 2009.)

Records and Meetings

School Board Reords. The superintendent is designated as the custodian of the
Board records. All Board records will be housed in the School Administration
building, 200 East Panther Avenue. Such safeguards as are required by law will be
available for all Board meets and may be used by an individual Board member at
any time by contacting the superintendent or designated representative. Records
may be removed from the office only by consent of the Board and shall be receipted
at time of removal.

Availability of Records. All records of the Board will be available to citizens for
inspection at the School Administration Office, 200 East Panther Avenue, Jal, New
Mexico. This inspection is to be under the direction of the superintendent of
Schools or a member of the &d of Education.

Regular and Special Meetings.Regular meetings of the Board will be held on the
second Wednesday of each month. Special meetings of the Board will be called at
the discretion of the President of the Board, or upon the request of atynafjdhe

Board members.

Notice of Meetings. Once each year there will be a legal notice published
designating the regular meeting date of the Jal Board of Education as the second
Wednesday in each month at 4:00 p.m. in the School Administrationrguildtor
special meetings notice will be given to a newspaper of general circulation in the
district not later than the day prior to the special meeting.

Alternate Notice of Meetings. As an alternative to (but not in addition to the notice

of regular andspecial meetings prescribed by section above,) whichever is
applicable, notice of either regular or special meetings may be given by posting a
notice in the administration office, and when school is in session, in the offices of
the school buildings.

Emergency Meetings. Emergency meetings involving the health, welfare or safety
of personnel of the school district will be announced and advertised as far in
advance as possible under the existing circumstances.

Place and Time of Meetings.The regular reeting place of the Board will be held

in the Board Room, School Administration building, 200 East Panther Avenue, Jal,
New Mexico. Special meetings may be held at other locations, which will be
designated in the —Not i c @monillbavedmeifang. I
regular meetings. Time will be specified at the calling of the special meetings.




1.6

1.7

1.8

1.9

Agenda. The agenda will be prepared by the superintendent of Schools and the
President of the Board, and will be mailed to members prior to thearemeeting
date.

Meeting Attendance by Electronic Means

In accordance with Section 4IB-1C of the Open Meetings Act, a member of a
local public body may participate in a meeting of the public body by means of
telephone conference call or other simil@mmmunications equipment when it is
otherwise difficult or impossible for the member to attend the meeting in person,
provided that each member participating by conference telephone can be identified
when speaking, all participants are able to hear e#oér @t the same time and
members of the public attending the meeting are able to hear any member of the
public body who speaks during the meeting, if this practice is allowed by law or rule
of the public body. Jal School Board of Education allows Boaeinbers to
participate in a manner consistent with this subsection of the Open Meetings Act.
(Adopted July 12, 2006)

Minutes of Procedures

Preparation and Approval. Minutes of the proceedings of the Board meetings will

be prepared by the superintendehSchools and mailed to each Board member on
the Friday preceding the Wednesday meeting.  The minutes of the preceding
meetings(s) will be approved by the Board and signed by the Board members.

Motions and Resolutions. A copy of all motions will be cafully recorded. The

names of those who make motions, those who second motions, and those who vote
—yesl and —moll wi l be recorded. Al l r
will be consecutively numbered.

Storage. The official minutes will be boud and kept in the office of the
superintendent of Schools.

Order of Business

Rules of Order. The rules of parliamentary procedures comprisedRiob er t 6 s
Rules of Ordewwill govern the Board in its deliberations. Rules may be amended at
any meeting by anajority vote of those present.

Order of Business. The order of business shall be as follows:

1. Call to Order 6. Superintendent’s Reports
2. Approval of Agenda 7. New Business

3. Approval of Minutes of Preceding Meet{sy 8. Old Business

4. Approval of Bills 9. Adjournment

5. Communications

Quorum

A majority of the members of the Board present, three (3) voting shall constitute a
quorum for the transaction of business. A majority vote of the quorum may pass a
resolution, but a lesser number may adjourn to a future date.

es



1.10Committees
The President of the Board shall appoint special committee as needed, which shall
serve for a specified length of time.

1.11Election Process for School Councils
To initiate the proces$or electing a school council for each campus, an open
invitation is given to the community. All interested parents, teachers, and
community members are encouraged to attend an initial meeting at the school of
interest (either elementary or secondary).
At the initial meeting, a minimum of two or a maximum of four each of parents and
teachers will be elected by the attendees of the meeting to serve for a term of two
school years. At least one community member (preferably from the business
community), if pasible, will also be elected. The building principal will chair the
committee.
The purpose of the council will be to serve as an advisory council to the principal
and staff for each respective campus. Areas of participation for the council will
include(but are not limited to):

Budget,

Textbook selection,

Curriculum,

Organization of extra curricular programs,

Facility management (building and grounds),

Revision of parent involvement plans,

Revision of school safety plans,

Revision of the schodevel EPS,

Other items as needed on a chgease basis.

Meetings will be conducted monthly from October to April of each school year.

=4 =42 -8 _9_9_9_9_2°_-2

1.12 Transaction of Business
The Board of Education will transact all business at a legal meeting of the Board.
No member othe Board will have power to act in the name of the Board outside
Board meetings unless this authority is extended for specific purposes to a member.

1.13Citizen Concerns
Participation. Interested people are invited to attend regular meetings, serve on
committees, and assist in advisory capacity. Representatives of the news media are
welcome to attend all meetings of the Board of Education.

Concerns. Board members shall refer persons with concerns about the schools, or
any phase of the total schoolevption, to the appropriate administrative officer.
The Board will hear concerns, which have not been resolved through appropriate
administrative channels.




1.14Revision of Policies
Revision and Review. Policies may be revised, added to, or amendedragular
meeting of the Board of Education by a majority vote of the members present.
Proposed amendments may be voted upon at any meeting subsequent to their
presentation. The Board shall meet as a committee of the whole at least once a year
to reviewand appraise existing policies.

Policy Suspension. The operation of any section or sections of these policies, not
established by law, may be temporarily suspended by a majority vote of the Board
of Education at a regular or special meeting.

Notification of Revisions. The Board shall notify all employees whenever
revisions, additions, amendments, and/or deletions are made. New or revised
policies will be filed with the State Department of Education Accreditation Unit
upon adoption by the local board.

1.15School Attorney
The Board of Education will employ a school attorney on a need basis. The attorney
will be contacted periodically by the Superintendent of Schools for legal advice and
review of Board of Education documents and policies. The attstmaiybe paid by
statement for services and no contract will be issued. The Board will exercise its
privilege of using more than one attorney. In the event the Board is involved in
legal proceedings, an attorney will be retained on a case basis.

1.16Peformance Bonds
The Board of Education shall carry honesty and surety bonds on Board members,
the superintendent of Schools, and the Office Manager as required by law in the
following amounts.
a) $50,000 — Board President, superintendent of Schools, and thieceOf
Manager
b) $5,000 -- Vice President, Secretary, and Members of the Board of Education.

1..17Code of Ethics for New Mexico School Board Members
Members of the Board of Education having been elected by the citizens of the
community will strive to improg public education for all children, and to that end,
wi ||

A Attend all scheduled board meetings insofar as possible.

A Recognize that a board member has no legal authority outside the board
meetings, and that all decisions of the board will be madepabkc meeting
where a quorum of the board is present and only after a thorough review of all
the available information.

A Work in harmony with the rest of the board members to always promote and
preserve the integrity of the Board.




A Avoid speaking on behatiff the Board except at those times when the Board, by
official action, authorizes a member to do so, and respect the confidentiality of
information that is privileged under applicable law.

A Upgrade performance as a board member by being informed abountcurre
educational issues through individual study and through participation in
programs provided by the local school district and by the state and national
school boards associations.

A Support the employment of those persons best qualified to serve as saffool s
and make every effort to ascertain that all employees are properly remunerated
for their services, and that they are dealt with fairly in the performance of their
duties.

A Avoid being placed in a position of conflict of interest and refrain from using
board position for personal or partisan gain.

A Accept that the board’s primary funct.
are administered; and that the actual administration of the education program is
delegated to the superintendent and staff.

Welcome and encourage active participation by citizens for better understanding
of their needs and improvement of relations with the public.

1.18Philosophy
The Board of Education believes that each individual is unique and should be
accepted into the edattonal program and provided with a stimulating environment
with opportunities for learning experiences that contribute to a successful life.
Students of the Jal Schools will be provided opportunities to obtain an education to
meet their personal intergstbilities, and needs; to learn citizenship and democracy
with an emphasis on world and community problems; to develop emotionally,
morally, and socially; to develop a healthy body; and to develop cultural and
aesthetic appreciation.

1.19Equal Educatioal Opportunity
The Jal Public Schools are committed to providing equal educational and
employment opportunity regardless of sex, marital or parental status, race, color,
religion, or national origin. Title IX of the Educational Amendments of 1972
prohibits discrimination on the basis of sex in any educational program or activity
receiving federal financial assistance by way of grant, contract, or loan. Title VI of
Civil Rights of 1964 is similar in its prohibition of discrimination on the basis of
race, olor, or national origin. Equal educational opportunity includes admission,
recruitment, extracurricular programs and activities, facilities, access to course
offerings, counseling and testing, financial assistance, employment, health and
insurance serves, and athletics. The Jal Public Schools are also committed to
equal opportunity for the physically or mentally handicapped, in compliance with
federal regulations.

Responsibility for equal employment and education opportunity throughout the
School rest with the Jal Board of Education. The Board has assigned the Jal Public
Schools Superintendent the responsibility of promoting and encouraging progress in

on



meeting the equal opportunity goals. All grievances, questions or requests for
information relatig to students or employee concerns should be referred to the Jal
Public Schools superintendent, 200 East Panther Street, Jal, New Mexico 88252,
505 3952101.

1.20Statement of Purpose
The Jal Board of Education affirms that the primary purpose of thecabl is to
educate all students equitably. The Jal Schools are responsible for students
mastering learning skills and knowledge, and for acquiring and displaying desirable
personal qualities and values. The school, under local control and direction,
recognizes its shared responsibility with the community and parents for the effective
and efficient use of public and private resources and for the continuing involvement
of that community in education.

1.21Educational Goals and Objectives
The Jal Board oEducation is committed to the establishment of policies which will
enable the students of the Jal Schools to obtain an education based on personal
interests, abilities, and needs. Students will learn citizenship and democracy,
develop emotionally, and siatly, and develop a healthy body. A cultural and

aesthetic appreciation wil/| become part

The Jal Board of Education will support a continuing program ofisglfovement
which will include political activity and awarenesand the inclusion of the
community of Jal in the process of educating the youth of Jal.

Educational Goals

8 Each student should acquire a mastery of the basic skills in reading, arithmetic,
and other basics.

8 New educational ideas will be continually inne@iand evaluated.

8§ A top professional and service staff will be provided.

§ Students and parents of the community will participate in decisions relevant to
the school program.

8 The educational program should be supported with a relatively stable taxing
level.

8 The school plant and each learning area should be conducive to achieving
educational goals.

8§ Each student should acquire good habits and an understanding of the conditions

necessary for the maintenance of physical and emotionabeield).

Each student wiltlevelop an awareness of how to use leisure time wisely.

Each student will be helped to understand human achievement in the natural

sciences, the social sciences, the humanities, and the arts.

8§ Selfworth and pride in family, school, and community will bestilled in
students.

w
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Educational Objectives

8 Encourage staff members to continue education through workshops, seminars,
etc.

Assist students to become environmentally sensitive.

Emphasize the vocational aspects of education.

Concentrate on the basic kki of reading, writing, and arithmetic in the
elementary school.

Develop parental interest, support, and input.

Integrate all racial groups into school activities.

Provide the best in equipment, plant, and materials for staff and students.
Reduce the dreput rate.

Insure an orderly atmosphere conducive to learning.

Develop politicallyconscious personnel.

w W W
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1.22Title | Parent Involvement Policy

All schools receiving Title | funds must consult with parents and teachers of children
participating in Title Iprograms on the design and implementation of those programs.
Through these meetings, activities, and efforts, parents are provided opportunities to
participate in the program planning process from the school level all the way through to
the district level In addition, parents are exposed to a vast amount of information on
almost every topic related to encouraging and ensuring a successful educational
experience for their child.

1 The goal of Title | parental involvement opportunities are to build effective
partnerships with the school community to support student academic
achievement.

1 This is accomplished by parent organizations at the school and district level.
Jal Public Schools chooses to utild@
serve as both thdistrict and school level parent organizations.

1 A critical means of supporting this partnership is gsbbool/parent compact
The compact ensuresharedresponsibility in student performance. It is
discussed at a parergacher conference at least anhuak it relates to the
individual child’”s achievement.

l. PARENT INVOLVMENT TIMELINES
A. AUGUST-SEPTEMBER
Annual Mandatory Meeting
At the annual meeting school personnel
design including description and explanatiortha curriculum and assessment
information on school performance profiles; solicit input from parents to plan the
remainder of the school’”s parent meet.]
Parent Involvement Policy. Parents will be informed ofrthight of consultation in
terms of flexible and regular meetings (am,pm) with transportation/childcare
provided as needed; provide parents with an opportunity to establish mechanisms for
reasonable access to staff, opportunities to volunteer and parteipai n t hei r
class, and observe classroom activities; and written evaluations following activities

V4
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with timely responses to parents’ sugges
school’”s orientation meetings at the beg
B. OCTOBER i DECEMBER
A parent/teacher conference must be held at least annually in the elementary grades to
discuss the school/parent compact. Schools must provide activities that focus on the
development and reinforcement of parenting skills/trainingghatp por t t hei r g
educational plan.
C. JANUARY i MAY
Schools hold parent meetings that continue training and building strong parent
involvement in the school. This should include needs assessment and program
planning sessions for the school year.

. STRUCTURES AND OPERATION: DISTRICT LEVEL
A. The only Title | school in the Jal School District is Jal Elementary School
and it is implementing a Schoolwide Title | program The elementary school
shall hold its Parent Involvement Annual meeting early in AuguSeptember

(during the school’s orientation meetin
for the current school year, and discuss meetings/activities for the remainder of

the school year. At | east on of the Sc
consuting with parents on the design and implementation of the program for the
next school year. Parents will also be
committee-—s ch ool councilll, the group respor
program All Fitle | schools must ensure that the parents signing the Title |
Proposal are not also Jal Public School

B. Schools may provide information on a wide variety of topics, including:
reinforcing academic skills at home, setting up a stimulating leaemvigonment
at home, monitoring television/computer use, fostering positiveesedem in
their children, assisting in homework completion, monitoring attendance,
understanding key issues in child development, and providing even more
encouragement for tivechild to do their very best in school.

C. Parents, teachers and educational assistants, and other school personnel may
participate in the parent activities. Interested parties may attend the Title |
activities as long as no additional expenditures of mavik result from their
participation and that the intent of the activity is to address needs, interest, and
concerns of Title | parents.

D. A Plan/Calendar of the schelavel parent activities should include a flexible
series of meetings during the schgear. The Jal Public Schools has
enthusiastically supported not only Title | parent participation at both the district
and school levels, but has also provided a broad base of parental involvement
activities for all parents of all students in the district

E. Parent may requrest, and JPS District staff will provide the parents information
regarding the professional gualificatio
including, at a minimum, the following:

1 Whether the teacher has met State qualification aedding criteria for
the grade levels and subject areas in which the teacher provides instruction
to their child.

[Eppp—,

ns




1 Whether the child is provided services by paraprofessionals and, if so,
their qualifications.

1 Parents will be notified if a child is assigned,has been taught for 4 or
more consecutive weeks by, a teacher who is not highly qualified.

NCLB LAW FOR DISTRICT TITLE | PARENT INVOLVEMENT

The District must:
Provide full opportunities for the participation of parents with limited English
proficiency, parents with disabilities, and parents of migratory children, including
providing information and school reports in a language such parents understand.

Assist parents and parental organizations by informing them of the existence and

purpose bState parental information and resource centers.

Develop the District’'s written parental
participating children and incorporate

Conduct, with parents, an annual evaluatiorthef content and effectiveness of
the parental involvement policy in improving academic quality of the Title |
schools, including;

1 Identifying barriers to greater participation by parents in parent
involvement activities (with particular attention to pasawho are
economically disadvantaged, are disabled, have limited English
proficiency, have limited literacy, or are of any racial or ethnic minority
background); and

1 Use the findings of this evaluation to design strategies for more effective
parentalinvb vement , and to revise, if
parent involvement policy.

Notify parents, annually, that they have a right to request information about the

gualifications of their children’s teac

instructsthem.

Notify parents, annually, if a child was assigned to, or taught for at least four
consecutive weeks, by a teacher who
law.

Notify parents if school was identified as needing improvement.

Notify parents theynay request that name, address, and telephone number of
their child not be released without prior consent to military recruiters.

Provide any parent comments on the District Plan (EPSS), if plan was not
satisfactory to the parents of participating chilgne@hen the district makes the

plan available to the State.

Evaluate, annually, the effectiveness of parent involvement activities.

Involve parents in decisions regarding how parent involvement funds are allotted
for parental involvement activities.

Involve parents in the activities of the schools.

Be sure schools utilize Title I monies to provide training to help teachers involve
parents.
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Coordinate with Head State agencies and other early childhood programs, such as
programs funded by Early ReadiRgst. Activities must include:
1T Developing a —systematic proced
of preschool children.
1 Meetings involving parents, kindergarten or elementary school
teachers, and Head Start Teachers, or if appropriate, teachers from

otherear |l y chil dhood devel opment pr

devel opmental and other needs o

1 Joint transitiorrelated training of school staff, and preschool
program staff.

|l ncorporate the
policy wil/ est a
describe how the district will:

1 Involve parents in the joint development and support necessary to
assist schools in planning and implementing effective parent
involvement activities to improve student academic achievement
and school performance.

1 Provide coordination, technical assistance and support necessary to
assist schools in planning and implementing effective parent
involvement activities to improve student acadeachievement
and school performance.

T Build the school’s and parent’s
i nvol vement (see section bel ow,
Il nvol vement ) .

1 Coordinate and integrate Title | (Part A) parental involvement
strategies with othgrrograms, such as Head Start, Reading First,
Early Reading First, Even Start, Parents as Teachers, andBtate
preschool programs.

arent i nvoHP8®.nMmeent po
I i

p
b sh the district’s

Building Capacity for Involvement:

The Jal Public Schools will strive to build capacity for involvement by:

A Providing asistance to parents in understanding state academic content standards
and state student academic achievement standards, state and local academic
assessments, the requirements and how
work with educators to improvedhachievement of their children.

A Providing materials and training to help parents to work with their children to
i mprove their children’”s achievement
foster parental involvement.

A Educating teachers, pugiérvices personnel, principals, and other staff, with the
assistance of parents, in the value and utility of contributions of parents, in the
value and utility of contributions of parents, and in how to reach out to,
communicate with, and work with paremts equal partners, implement and
coordinate parent programs, and build ties between parents and the school.

A Coordinating and integrating, to the extent feasible and appropriate, parent
involvement programs and activities with Head Start, Reading Fimdy, Ea
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Reading First, Even Start, Parents as Teachers, and public preschool and other
programs, and conduct other activities, such as parent resource centers, that
encourage and support parents in more fully participating in education of their
children.
A Ensuing that information related to school and parent programs, meetings, and
other activities is sent to the parents of participating children in a format and, to
the extent practicable, in a language the parents can understand.
Providing other reasonable qugt for parental involvement activities as parents
may request.

>\

The District is not required to, but may:

Involve parents in the development of training for teachers, principals, and other
educators to improve the effectiveness of parent involvemeningai

Provide necessary literacy training from Title | funds, if the District has exhausted
all other reasonably available sources of funding for such training.

> >

>\

involvement activitig, including transportation and child care costs, to enable
parents to participate in sche@lated meetings and training sessions.

Train parents to enhance the involvement of other parents.

Arrange school meetings at a variety of times, or conddabdire conferences
between teachers or other educators, who work directly with participating
children, with parents who are unable to attend such conferences at school, in
order to maximize parental involvement and participation.

Adopt and implement model apaahes to improving parental involvement.
Establish a district wide parent advisory council to provide advice on all matters
related to parental involvement in Title | programs.

Develop appropriate roles for communiigised organizations and businesses in
parent involvement activities.

> >

> >

>

Pay reasonabl e and necessary expenses
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Section Il
Personnel

he chief purpose of all positions within the Jal Public Schools is to create the best

learning situation possible for children. Every member of the staff will be informed
as to specific duties and responsibilities. Further, the Board of Education béiaves
the school functions better if each staff member knows what is expected of him or her.
Therefore, it is important that each member of the school team understands the areas of
responsibility and functions of his or her particular job, respects tbe oblhis or her
colleagues in the school enterprise, displays pride in the school and profession, and
functions as a responsible citizen of the school and community.

2.1 Code of Ethics and Conduct

CODE OF CONDUCT FOR ALL PERSONNEL

The Board of Educatimadopts the following code of conddot all employees. The Code of Conduct
establishes the standards of employee conduct, violation of which may provide a basis for discipline, up to
and including termination or discharge.

Accordingly, the Board dedles thatall school employees shall:

A. As to Students:
(1) serve as a constructive role model for students of the District in accordance with the
St ate Board’s Code of Ethical Responsibilit
(2) in compliance with ta Family Educational Rights and Privacy Act of 1974 (FERPA)
(20U.S.C. Section 1232¢g, 29 C.F.R. Part 99 Subpa#A£A the Individuals with
Disabilities Education Act (IDEA) (20 U.S.C. 14eiseq.34 C. F. R. Part 300), the
Mental Health and Developmih Disabilities Code (43-19, NMSA 1978), the
Inspection of Public Records Act (221A, NMSA 1978), the Public School Code {22
1-8, NMSA 1978), and t2i82 326H3, NMBA £9i8), sefralo d e ( 3 2
from disclosing confidential student recomsinformation about a student and his/her
personal and family |life unless release of
parent(s)/legal guardian, or is allowed or required by law;
(3) not discriminate against any student on the basis of race, natonal origin, ethnicity,
sex, disability, religion, or serious medical condition, nor permit students within the
empl oyee’s control, supervision or responsi
(4) avoid using their position as a school employee to exploit a studaritu@nce a student
to engage in an illegal act, immoral act, or any other behavior that would subject a school
employee or student to discipline for misconduct whether or not the student actually
engages in the behavior;
(5) refrain from giving any gift to anstudent unless all similadsituated students receive
or are offered the same gift for the same reason;
(6) refrain from lending a student money except in instances of emergencies;
(7) report any instances to the Superintendent in which the employee reasrsgdygts
that another employee has engaged in sexual or physical contact prohibited by this Code
with a student, or that any other adult has engaged in sexual contact with a minor
student;
(8) abide by the prohibitions of NMSA 1978 Section®Q0 which impose felony
sanctions for a school employee who has had sexual relations with a student under 18
years of age;
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(9) become familiar with and abide by Board policies related to inappropriate contact with
students and sexual harassment of students by employeestadbégts, avoid sexual
harassment of students, and do not permit students within the control, supervision or
responsibility of the employee to sexually harass any other student, such as by any verbal
or physical conduct of a sexual nature with a studéntluding any sexual advances or
requests for sexual favors, and use of any sexually oriented names or referevees
when the employee believes the student is initiating or consents to such conduct, and
avoidance of any possession, display, or distidm of sexuallyoriented materials or
information at school except any that are part of the curriculum;

(10) report to the administration any instance in which the employee reasonably suspects that
a student has been subjected to sexual harassment at sichimgl,schoolsponsored
activities, or during school transportation to or from such activities;

(11) avoid any unauthorized or inappropriate discipline of a student or corporal punishment in
excess of, or contrary to, Board policy, and, in interactions withesitis;

a. control anger, descalate conflicts and confrontations, avoid loss of
temper, and refrain from any form of physical or verbal abuse of
students, except reasonable physical intervention limited to restraint of
students actively engaged in, or theraing, physical violence or harm
toward himself, other staff members, or other students, in which cases,
instances of such physical restraint shall be reported to the
administration as soon as practicable;

b. (1) refrain from using or tolerating on school mises, while at any
school activity, or during school transportation to or from any school
activity, the use of vulgar, profane, or personally offensive terms,
names or nicknames, racial, ethnic, or sexual epithets, and racially,
ethnically, or sexually isensitive terms, racial, ethnic, or sexual jokes
or slurs, crude anatomical references, other offensive, profane or
abusive verbal or newerbal communications, and, (2) obtain written
supervisory approval with regard to particular words, terms, or other
communications the employee uses or proposes to use that are or may
be otherwise prohibited by this Code;

c. avoid being provoked into a response barred by this policy, by student
conduct or communications;

(12) avoid engaging in violent or threatening behavioramhstudents, regardless of
provocation, except when required for the immediate defense from serious physical harm
of the employee, another student, staff member, or authorized person on campus.

B. In General

(1) comply with all Board policies, administrativegulations, and applicable approved
collective bargaining agreements, regarding standards of employee behavior or conduct;

(2) disclose all material facts in all procedures for obtaining employment or licensure, and
refrain from making false or misleading t&ments in connection therewith;

(3) avoid misrepresentation of his/her qualification for employment or promotion;

(4) refrain from assisting persons in obtaining educational employment whom he/she knows
to be unqualified with respect to their character, educatioemployment history;

(5) refrain from making false or misleading statements concerning the qualifications of
anyone seeking employment in the District;

(6) refrain from permitting or assisting unqualified or unauthorized persons to obtain
employment with the &ool District;

(7) avoid disclosure of personal, medical, or other confidential information about other
employees to anyone, unless disclosure is required or authorized by law:

(8) avoid making false and derogatory statements about other employees;

(9) refrain from @&cepting any gratuity, gift, meal, discount, entertainment, hospitality, loan,

forbear ance, favor , or ot her it em, of fered

with the District, and exceeding in fair market value $100, excluding approved
educational pemploymenirelated awards, honoraria, plaques, trophies, and prizes;
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(10) avoid conduct connected with the performance of official duties that is improper or
illegal, or which creates the appearance of impropriety or illegality;

(11) become familiar with and abidey t he Board’s policies relate

employees, and avoid sexual harassment of any school employee, any school visitor, and
anyone else who he/she might encounter in the course of official duties, by any verbal or
physical conduct of aexual nature including unwelcome sexual advances or requests

for sexual favors, and the use of any sexuatignted jokes, innuendos, names, or
references-and avoidance of any possession, display, or distribution of sexually

oriented materials or infmation at school except any that is part of the curriculum;

(12) refrain from engaging in public displays of affection, even with consenting adults, while
on school property, during schegponsored activities, and during school transportation
to or from suchactivities;

(13) use educational facilities and property only for purposes related to the legitimate school
related business for which they are intended, consistent with applicable policy, law and
regulation, and avoid use of public school facilitiepmperty to conduct personal
business or personal affairs;

(14) avoid discrimination on the basis of race, color, national origin, ethnicity, sex, disability,
religion, or serious medical condition against any school employee or any other person
with whom he/sk has any dealing or contact in the course of official duties;

(15) avoid all outside employment the performance of which conflicts with school
employment duties, or which uses confidential or privileged information obtained from

public school employment,oradht i mpairs the employee’ s physi

school employment duties;

(16) refrain from changing or altering, and from encouraging or assisting anyone else to
change or alter, any record or document, with the intent to conceal or confuse a fact:

in connection with official school duties;

in connection with another person

in connection with standardized or nstandardized testing;

in connection with any school application or disclosure process;

in connection with any submissido any state of federal regulatory

authority.

(17) avoid knowingly engaging in any conduct or making any statement:

a. that would breach the security of any standardized orstexmdardized
test;

b. that would omit all or part of the testing instructions of any
stendardized or nostandardized test;

c. that would assist students in obtaining services or benefits to which
they do not qualify or are not entitled;

(18) avoid engaging in violent, abusive, indecent, profane, boisterous, disruptive,
unreasonably loud, or othenwislisorderly conduct such as would tend to disturb the
peace or interfere with or obstruct the lawful mission, processes, procedures or function
of the schools or the District while on school property, while present at a school activity,
and during schodransportation to or from such activities;

(19) refrain from violent, threatening, or unprofessional conduct toward other employees,
supervisors, parents, members of the school community, members of the general public,
and others with whom the employee has aohin connection with his/her duties;

(200avoi d engaging in any behavior prohibited
that may result in criminal penalties, civil fines, or similar sanctions;

(21) respond in a prompt, direct, and professional mannlemtful directives, instructions,
and requests from supervisors or administrators.

P20 T

PENALTIES FOR FAILURE TO COMPLY WITH THIS CODE

The Board of Education finds that adherence to this Code of Ethics and Conduct has a
significant bearing on a school employee compet ence, turpitude,
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performance of his/her duties. Although the Code of Ethics and Conduct is intended to
provide a valuable framework of personal ethics to assist employees in their interactions
with colleagues, students, parents, atitbrs, the Code of Conduct also sets standards of
conduct with which all employees are expected and required to comply.

B. The failure to abide by the standards of ethical behavior and conduct set forth in the Code of
Ethics and Conduct may constitute joatise for discipline including termination or
discharge- of personnel subject to this code, by action of the District Superintendent in
accordance with applicable procedural requirements.

C. A failure to abide by the standards of conduct set forth inGbie shall constitute
insubordination, and shall be considered conduct outside the normal scope of duties of
school personnel and, thus, not subject to the procedures for correction of unsatisfactory
work performance applicable to discharge of licensesgmeel for unsatisfactory work
performance, set forth in NMSA 1978 SectiornZ221 and 6 NMAC 4.5.1.

D. After final action is taken to discharge or terminate the employment of any licensed or
certified school employee, or any other person providing instmaitiservices in a school
who does not hold a standard license but whose presence was authorized by the SBE
through a waiver, substandard license, substitute license, or an educational plan approved
by the SBE, when such discharge or termination or empayis based in whole or part
upon a violation of this Code of Ethics and Conduct, the Superintendent shall report such
discharge or termination of employment to the Licensure Unit of the State Department of
Education for possible license suspension oocation.

2.2 Personnel Recruitment and Employment
It is the intent of the Board of Education to employ the-jestified person
available for a position regardless of sex, race, or national origin, handicap, age,
marital status, omembership/nomembership in a labor organization. In
determining the besjualified applicant, the following areas will be considered:
8§ College credit, if required, should be relevant to the job.
8 References from previous employers.
8§ Appl i c an tandsemp@etameantttowardchildren and their activities.
8§ Personal characteristics.
8 Knowledge and skills required in performing the job.
Each person’
by the superintendent of Schools. WIagplicants are needed for a vacancy,
notification will be sent to personnel directors in regional public schools, placement
services in at least eight area universities, to the New Mexico Employment Service,
and are newspapers. The board reserves thetoigbquire applicants to
demonstrate knowledge and skills required in specific employment areas.

Highly Qualified Teachers. Jal Schools will include all No Child Left Behind

criteria in determining if an employee is highly qualified. The superinteratetior
principal will review each employee’s
employee is not highly qualified, a plan will be developed according to the
procedures implemented by the state licensure department that will lead to the
employe becoming highly qualified as soon as possible. The superintendent and/or
principals will attend licensure meetings concerning highly qualified regulations.
Employees will be informed of the options available to them to secure Highly
Qualified status ttough staff meetings, memos, and/or individual conferences.

s application for empl oyment
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2.3

Background Investigations. Applicants recommended for employment with the

district are subject to work history, education history, and reference investigations,
including but not limited to subitutes and volunteers. Each such applicant will be

subject to a criminal background investigation, including mandatory fingerprinting,

at the candidate’s expense, as a condi ti

All offers of employment are comgent upon the satisfactory completion of

background investigations. Criminal convictions shall not automatically bar an

applicant from obtaining employment with the District, but pursuant to the Criminal
Offender Act, NMSA 1978,-2-4 and 282-5, may behe basis for refusing

employment.

Criminal background checks, as described above, shall also be conducted upon each
contractor or contractor’s employee, at
empl oyee, i f the <cont rhaaonsupervisedraccessetot r act o
students. In such cases, contracts shall be subject to the satisfactory completion of
background checks.

The administration may also conduct the referenced background investigations of
incumbent employees if it becomes awaréaefs, circumstances, or conduct that

give rise to a reasonable suspicion that
background might disqualify him or her to continue in employment with the district.

Administrative Staff Vacancies. The superintendenhall determine the procedure
for filling vacancies in the administrative staff at the time of a vacancy. The present
staff shall have the first consideration for vacant positions.

Recommendation of Employment

The superintendent will employ adimployees, and will assign them to positions.
State statute delegates responsibility and authority for the employment and discharge
of all personnel to the superintendent within state regulations.

Nepotism. The School District is prohibited from the fial employment or
approval of employment, in any capacity, of a person who is the spouse, father,
fatherin-law, mother, mothemn-law, son, sosin-law, daughter, daughtém-law,
brother, brothein-law, sister, or sistein-law of any member of the SchloBoard

or Superintendent. The continued employment of an individual related to a member
of the School Board or Superintendent shall not be prohibited so long as the
individual was regularly employed by the School District at the time of the election
or gpointment of the related Board member or the Superintendent to the respective
office. (Public School Code 23-6)

Community Resident. All personnel of the school system should reside in the
district if at all possible.
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2.4 Contracts of Employment for Géfied Personnel
Forms. All employment contracts between superintendent and certified personnel
shall be on forms approved by the Public Education Department and will specify the
terms of service, date, salary, method of payment, reasons for termiohtioa
contract, and any other provisions required regulations of the state and local boards.
All certified and administrative personnel must comply with local and state
certification requirements.

Time Periods for Contracts. All employment contracts Iween local school
boards and certified school personnel shall be for a period of one (1) year, except
certified school administrators engaged in administrative functions for more than
onehalf of their employment time may enter into employment contracta period

not to exceed two (2) years.

The administrative personnel contracts will be reviewed annually. Upon the
recommendation of the superintendent, these contracts may be made eyeartwo
basis and perpetuated on this basis by an annual voitlthg present contract and
issuance of a new twgear contract. The superintendent will be placed on a twelve
month contract. Principals will be placed on a-2@4 contract.

Contractual Status for Certified Personnel. All teachers are to report for gu

two days before the opening of the school year. These two (2) days are a part of the
184-day contractual period and are subject to the same leave policies as is the
regular teaching day. All teachers are to remain on duty until officially dismissed
after the last day for student attendance. These days are a part of tHayl184
contractual period and are subject to the same leave policies as is the regular school
day. The school calendar shall be outlined for the next school year and approved by
the Board of Education prior to the close of the school year.

Teacher contracts are not binding upon the superintendent unless all conditions of
employment considered part of the contract are met including (1) Certification (a
valid New Mexico teaching certdate). (2) an official transcript (3) Health
certificate signed by a licensed physician, and (4) verification of outside experience
from school or schools where they have taught.

Probationary Contracts. Probationary contractare given to teachers ina@aof

their first two (2) school years. The teacher may terminate the contract upon 30
days written notice. The contract may be terminated by the superintendent as
provided by the state statutes. Teachers of one or two years will be given contracts
on ayearly basis and shall indicate a desire for employment for the next school year
by April 30 of their current contract. The principal will make personnel evaluation
reports on all teachers with one or two years experience and submit them to the
superinte dent once each year. The reports
files for superintendent review at any time.




Contractual Status According to the New Mexico Code. The state uniform
contract for teachers shall be awarded to regularly qualiéadhers in accordance

with law, but with the specific provision that stipulates salary therein must be in
accordance with the salary schedule. The school term shall be at least the minimum
number of days required by state law, 180 days, with teacheractsntalling for

184 days.

Termination of Contracts. All certified contracts may be terminated by the Board

for cause, including unsatisfactory work performance, incompetency,
insubordination, physical or mental inability to perform the required dotidsr

any other good and just cause, provided that any such termination may be affected
only in accordance with the New Mexico statutes and the rules and regulations of
the Public Education Department.

2.5Resignation
Certified personnel will give the superintendent thirty (30) calendar days, written
notice of intention to resign. Failure to give such thirty (30) calendar days notice
shall entitle the superintendent, at its discretion, to file a written complaint with the

Public Educatinc Depart ment requesting suspensio

certificate.

Non-certified personnel shall file a written notice of resignation with the
superintendent at least fifteen (15) days prior to the effective date of resignation.
Such notie may be waived under extenuating circumstances.

2.6 Employee Suspension
An employee may be suspended with pay pending the outcome of a hearing or
investigation of allegations of misconduct. The superintendent in accordance with
the rights of the individuadnd due process will make such suspension.

2.7Job Assignments
Certified Personnel. The assignment of all faculty members will be made by the
superintendent and building principals. A teacher is subject to transfer from position
to position at the discretioof the superintendent with at least thirty (30) days
advance notice. A conference of all employees involved in a transfer shall be held
with the superintendent. All reasons for the transfer shall be reviewed. The

superintendent’ sl addewslliirdorroall pawieslirvolvéden af i n a

written disposition. If the transfer is necessary because of decreased enroliment,

consideration shal/l be given to the teac

Non-certified Personnel. Job assignment traress of norcertified personnel will
be made after a conference between the individual involved his or her supervisor,
and the superintendent.
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2.8Personnel Records
Personnel File. The superintendent will maintain a personnel record on each
employee. Theseecords will be kept in the school administration office with
proper security controls. Staff members will be made aware of the materials placed
in the personnel record. Items such as supervisory reports shall be dated, reviewed,
and signed by the stafiember before inclusion in the record. School personnel
records shall comply with all state and federal regulatory agencies. The records will
include but will not be limited to:
x  Original application and reference

Verification of previous experience

Official transcript of college credits

Current health certificate

Current teaching certificate

Withholding statement and social security number

Signed permission for payroll deductions

Service record for retirement

Current contract

Sick leave record

Supervisory reports and conference notations

Form F9 Immigration Reform and Control Act of 1986

X X X X X X X X X X X

Health Certificate. The law of the State of New Mexico requires all school
personnel to have a certificate signed by a licensed physician stating thegeare fr
from transmissible tuberculosis. Only one certificate is required and does not have
to be renewed annually.

Health Examination. If at any time there is a question as to the ability of a school
employee to perform his or her assigned responsibilities school will require a
complete physical examination by a schappointed physician to be paid for by the
school.

Professional Staff Records.In order to comply with the laws of the State of New
Mexico, the policies of the Board of Education, anassist the personnel office in
maintaining accurate, ujp-date records, all certified personnel must submit the
following items on or before the first day of school:

Official Transcript. An official transcript must be on file in the school
administraton office. Request transcripts from colleges or universities to be sent

to the superintendent of Schools, Box 1386, Jal, New Mexico 88252 and to the
New Mexico Department of Education Licensure, Santa Fe, New Mexico. If a
teacher earns additional houesdualify for advancement on the salary schedule,

a transcript listing these hours must be on file by September 20 of each year.
Grade records for summer work will be accepted temporarily until an official
transcript can be secured. The teacher is resiplerfor securing transcripts. For

T & E purposes and for credit on the salary schedule, all college hours above the
bachelor’”s degree must be earned after
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Credit will be given for graduate hours and for undadgate hours for courses in
Spanish, technology, and education. Courses in the teaching field of the faculty
member and courses that will lead to extra endorsements will also be allowed.
Similarly, al | hours <credi t endd alieb they e
master’s degree has been completed.

in the field given above.

|l ncrements for experience are grante
work. Experience of less than one school year but rtie 90 days will be
counted as a full year of experience. Verified employment for trades and
industries instructors will be counted as experience for the T & E and salary
purposes, and verified employment for support service personnel will also be
couned as experience for T & E and salary purposes. Altobdistrict
experience is accepted upon verification.

Valid Teaching License. The teacher must have and present to the
superintendent a valid New Mexico t
teaching level. A record of the certificate must be on file in the school
administration office before payment can be made for teaching services. New
teachers will write the New Mexico Public Education Department Licensure,
Education Building, Santa FBlew Mexico, and request an application form. Fill
out the application and return it with an official transcript to the licensure
department. For certification renewal, see the Public Education Department
bulletin concerning certification.

Public Use. Personnel records of the school system are not classified as public
records and are not open for public inspection. The use of the personnel file will be
limited to the employee or designated representative, the superintendent or
designated representatitke supervisory principal and the Board. Individual use of
the file by any of the above will be through the authorization of the superintendent.

Retention of Records. Personnel records will not be destroyed. Components of the
file may be destroyed upomutual agreement of the employee, the principal or
immediate supervisor, and the superintendent. Inactive records will be kept on file
either in original form or microfilm. Transcripts, military records, and teaching
certificates will be returned toeéremployee upon termination of employment.

2.9 Evaluation of Certified Personnel
The full New Mexico evaluation process will be conducted with teachers through
their second consecutive year of employment with the Jal Schools. Teachers
beginning their thirdconsecutive year will receive a professional local district
evaluation. Every third year, each teacher of this group will receive the full New
Mexico evaluation. Evaluation of the superintendent and principals will be
conducted annuallya management regpsibility and is not subject to bargaining.
All teachers will be evaluated annually.
The staff of each school will be encouraged to participate in the evaluation of the
building principal by completing an evaluation form provided by the superintendent.
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The form should be completed and returned to the superintendent. It must be signed
by the staff member to be considered. The superintendent will review the total
results with the principals but will not discuss individual staff responses.

2.10 Professional Gowth
The professional staff is urged to keep abreast of changes in education. Each faculty
member is encouraged to enroll in college courses, to travel, to do research, and to
visit other school systems. The salary schedule is designed to offer iedentall
faculty members to obtain additional training and degrees.

In-Service Training. As new instructional programs are added, it will be necessary
for those faculty members affected to obtain additional training in the new areas. In
order to provié a means of continuing professional growth, the Board of Education
endorses a wellounded irservice training program. It shall be the responsibility of
the superintendent of Schools to administer this program.

Visitation to Other Schools. Teachers & encouraged to visit other schools for
individual comparisons and sefhprovement. The Board of Education approves a
visitation day for this purpose. The number participating shall be limited to not
more than ondourth of the faculty each year. Teach who visit other schools are
requested to make a report to their faculty about the visitation. Requests for such
visits should be made to the principal. The Board will pay the substitute.

Education. Staff members may be required to obtain specialadditional
education in a field or area upon the request of the superintendent and the Board of
Education.

Professional Organizations. Although it is not a requirement for certified
personnel to join their local, state and/or national education oejemsg, it is their
privilege and responsibility to affiliate with these groups. The New Mexico
Education Association will hold an annual meeting each year. Jal Schools may send
delegates to this meeting.

Workshop Attendance. Teachers who are authorizéo attend workshops may be
paid per diem by the Board of Education. Teachers attending any workshop
approved by the Board of Education and administration may use appropriate
budgeted funds to pay expenses.

2.11 Employee Service Recognition
It is the desiref the Board of Education that loyal and faithful service to the school
system by its employees be recognized. In order to encourage long position tenure,
express appreciation for service, and encourage pride in being a member of the staff
of the Jal Pulit Schools, the Board of Education authorizes the awarding of a
plaque or other symbol of recognition at the conclusion of the following years of
service: 5 years; 10 years; 15 years; 20 years; 25 years; and 30 years. These awards




are to be presented ipe Board of Education at the annual employee awards
banquet.

2.12 Support for Staff Members

The Board will provide reasonable legal support for staff members in their execution
of school policies, rules, and regulations. The superintendent will arrange for
personal and comprehensive liability insurance, which includes civil rights and
corpor al puni shment 11 ssues, worker’s compe
all employees. Furthermore, the Board pledges its full support in the assumption of
each stdfmember if complications arise from obligations, duties, or responsibilities
related to job assignments.

The Board will insure itself and school personnel against liability claims within the
amounts outlined by State regulatory agencies.

2.13 Line of Communication
Questions, disagreements, and conflicts should be solved in an ethical and
professional manner. Employees are expected to consult directly with their
immediate supervisor or principal, then with the superintendent if necessary. If a
satisfatory solution is not reached, the superintendent and employee should,
through established procedures, approach the Board of Education.

2.14 Board Policy on Roles and Communications
The Board of Education, in the interests of clarifying the roles of thedBoar
individual Board members, the Superintendent, and the administration in the
governance and administration of the School District, and to establish appropriate
lines of communications according to such roles, adopts the following principles as
policy.
A. Communications Between the Board and the Adhtration
1. The work of the School District is best pursued when information is shared
among the Board members and the Superintendent;
2. All communications and distribution of information betwé#®nBoard and the
administration should be through the Superintendent;
3. Administrative priorities are established between the Board as a whole and the
Superintendent, and implemented by the Superietend

4 . The Board’'s objectives and concerns ¢
to the administration exclusively through the Superintendent;
5. It i s the Superintendent’s respon|si
Board’ s directions and goal s;
6.1 f the administration is to pursue thi

and resources must not be diverted by individual Board members without the
assent of the entire Board and the knowledge of the Superintendent;

7. Itis the Superintenden s responsibility to bring |ad
concerns to the attention of the Board;




8. Individual members of the Board should not communicate directly with
subordinate administrators about school business except through, or with the
involvement of, the Superintendent;
9. Communications from subordinate administrators to the Board or to individual
members of the Board should go through the Superintendent or should involve the
Superintendent;
Limits of | ndi koritggancdaQondBco ar d Member sdo Au
1. Apart from duties specifically delegated to Board officers by the entire Board, the
authority of the Board lies with the Board as a whole, and not with individual
members of the Board;
2. The publiclyissued views of individual merebs of the Board should not be taken
as representing those of other Board members or of the Board as a whole;
3. Subject to paragraph B.1, herein, individual members of the Board have not
aut hority or speak on the Board’s behalf
4. Subject to paragraph B.1, herein, individual members of the Board have no
authority to act on the Board’s behalf i
5. It is the duty of Board members to set overall direction and policy through the
actions of the entire Board,
6. Individual Board members shall avoid direct involvement in administrative
matters and should instead refer them to the Superintendent or to the Board;
7. Except in the case of a contrary resolution of the Board as a whole, employees of
the School Distdt are subject exclusively to the direction and supervision of the
Superintendent and subordinate supervisors;
8. Subject to paragraph B.1, herein, individual members of the Board have no
authority to direct or influence actions of any School District leyge, directly or
indirectly, in regard to any matter, and School District employees areenetjuired
nor authorized to follow the directions of individual Board members;
9. Subject to paragraph B.1, herein, and to the rights afforded to the pul#ialge
individual members of the Board may not divert the attention, the priorities, or the
resources of the administration toward t
positive vote of the Board, except for routine requests for information;
10. Individual members of the Board have no authority to ignore school rules
applicable to the general public regarding entry upon school premises, distribution of
leaflets or other written materials on school premises, or contact with school
employees or stients on school premises;
11. Any District employee who believes that a member of the Board has engaged in
threatening or coercive comments or conduct toward the employee to influence the
employee in the discharge of his or her duties is encouragedaxt seggh instances
to the Superintendent or to the Board, and no such employee shall be subject to
retaliation or reprisal;
12. Nothing herein should be construed as prohibiting the communication of views at
meetings of the Board of Education by apprderiand nondisruptive means,
including through written materials.




C. Board Membersd Communications with Paren
1. Board duties involve both —l egislati
ability to communiate with constituents differs depending on the nature of the matter
to be addressed,;

2. Board duties usually involve legislative functions, in which the Board determines
overall directions and policies, or makes rules, in areas of school district business
such as financial and budgetary policies, curricular and academic policies,
employment and personnel policies, disciplinary policies, etc.;

3. The Board and individual Board members may and should be open to discussions
with employees, parents, and otleamstituents at any time concerning current or
proposed policy matters or actions by the Board in establishing such policies and
overall direction of the School District;

4. Board duties also encompass adjudicative functions in which the Board must
review administrative decisions, or make final determinations, concerning the rights
and obligations of individual students or employees, including disciplinary or
employment matters that will or may become the subject of a hearing before the
Board,;

5. Such apidicative matters may be addressed only to the Board as a whole by
interested parties in the context of a Board meeting convened to hear such matters;

6. Individual Board members should strictly avoid involvement in any discussions
concerning such adjuchtive matters, regardless of whether such discussions are with
persons who have a direct interest in the outcome of such matters, and regardless of
whether such discussion is sought before, during, or after Board adjudication;

7. With respect to parentgmployees, or other constituents, who approach an
individual Board member with issues of their individual conecemcluding student
academic, extraurricular, or disciplinary matters, and employee performance or
disciplinary matters- Board members ar® direct such persons to the appropriate
administrator or to the Superintendent for resolution, rather than becoming directly
involved in such matters themselves;

8. If a parent, employee, or other constituent has pursued an issue through the
administraion, including with the Superintendent, and remains dissatisfied, he or she,
or an individual Board member, may request that the Superintendent place the matter
on the agenda for a meeting of the Board, and the Board, in its discretion, may decide
whetherit wishes to consider the matter.

2.15 Grievance Procedures (Adopted 1993)
The purpose of these grievance procedures shall be to achieve equitable solutions to
problems, which may arise at the lowest possible administrative level. Grievance
shall mean allegtion of a misinterpretation, violation, or misapplication of any
board policy, rule, regulation, or procedure.

Situations Not Grievable.

(1) The discretionary act(s) of professional judgement relating to the evaluation of
the work performance of any employég his or her immediate supervisor
unless a misapplication of evaluation procedure has been made. In which case,

® n



the procedural misapplication itself, if resulting in a direct and adverse way upon
the employee, may be cause for the filing of a grievance.

(2) Any personnel decision made by the school board, the refusal to reemploy an
employee, discharge, demotion, or any other school board action directly and
adversely affecting the employment of an employee.

(3) Situations in which the superintendent and schoakd are without authority to
act.

(4) Situations where the remedy for the alleged violation exclusively resides in a
person, agency, or authority other than the school board.

General Procedures. No matter shall be submitted under this procedure unless it
has been first informally discussed with the affected principal or immediate
supervisor. Days, (working days), in each case shall be interpreted as the maximum.
All parties agree to expedite each step whenever possible. Time limits may be
extended onlypy written agreement of the parties.

Step Onei Principal/Supervisor. Any employee must present a written grievance

to the principal or appropriate immediate supervisor within three workdays
foll owing the act or cawarehess theocof wiuchisthdr e e
basis of the complaint. Within two workdays, the employee and the appropriate
supervisor shall confer on the grievance with a view to arriving at a mutually
satisfactory resolution of the complaint. The appropriate superais principal

shall communicate his or her decision to the aggrieved employee within five
workdays after the conference.

Step Two i Superintendent. If the grievance is not resolved at step one, the
aggrieved employee may appeal to the superintendehinwten workdays after
she/he has received the decision of the administrator or supervisor at step one.
Within five workdays, the superintendent shall meet and confer with the aggrieved
employee and the administrator/supervisor on the grievance witwatoiarriving

at mutually satisfactory resolution of the complaint. Should the conference not
result in a satisfactory rekition of the complaint. Theuperintendent shall render a
decision on the matters relevant to the grievance wiienworkdays. The decision

may be how a plan is to be put in effect to solve the grievance, but the actual plan
may take more time to implemen®he superintendent shall forward a copy to all
parties involved in the grievance.

Step Threei Board of Education. If the grievant is dissatisfied with the decision

of step two, the aggrieved employee may appeal the matter to the Board of
Education within ten working days. The Board may hear the grievarecelased
session at or prior to its next regularly scheduled mgefThe employee may
demand an open hearing on the grievance if it is in regard to a termination
procedure. If any other employee is to be mentioned in the grievance that employee
must also agree to the hearing being conducted in an open mektm@ard shall

render its decision on the matters relevant to the grievance and forward a copy to all




parties involved. The final decision of the Board will be made by action in open
session and will be binding on all parties.

2.16 Americans with Disabilities AcGrievance Procedure
The Jal Public School District has adopted an internal grievance procedure
providing for prompt and equitable resolution of complaints alleging any action
prohibited by the U.S. Department of Justice regulations implementing Titléhié of
Americans with Disabilities Act. Ti t |
disabled individual shall, solely by reason of such disability, be excluded from the
participation in, be denied the benefits of, or be subjected to discrinmnlatio i n
programs or activities sponsored by a public entity.

Alleged Violation. Complaints should be addressed to the superintendent, Jal
Public Schools, P.O. Box 1386, Jal, New Mexico 88252 3%2101, who has
been designated to coordinate ADA compdiaefforts. A complaint should be filed
within 30 days after the complainant becomes aware of the alleged violation.
Processing of allegations of discrimination, which occurred before this grievance
procedure was in place, will be considered on a-bgsmase basis.

Investigation. An investigation, as may be appropriate, shall follow a filing of the
complaint. The superintendent or designee shall conduct the investigation. These
rules contemplate informal but thorough investigation, affording allrested
persons and their representatives, if any, an opportunity to submit evidence relevant
to a complaint.

Notice to Complainant. A written determination as to the validity of the complaint
and a description of the resolution, if any, shall be issyethd® superintendent or
designee and a copy forwarded to the complainant no later than 30 days after its
filing.

Case Records.The ADA coordinator shall maintain the files and records of the Jal
Public School District relating to the complaints filed.

Request for Reconsideration. The complainant can request a reconsideration of
the case in instances where he or she is dissatisfied with the resolution. The request
for reconsideration should be made within 30 days to the superintendent of Schools.

Other Remedies. The right of a person to a prompt and equitable resolution of the

e

compl ai nt filed hereunder shall not be

remedies such as filing of an ADA complaint with the responsible federal
department or agency. sB of this grievance procedure is not a prerequisite to the
pursuit of other remedies.

2.17 Sexual Harassment
The policy of the Board of Education forbids discrimination against any employee
or applicant for employment on the basis of sex. The Board of Edoaail not




tolerate sexual harassment activity by any of its employees. This policy similarly
applies to noremployee volunteers who work subject to the control of school
authorities.

General Prohibitions
Unwelcome Conduct of a Sexual Nature.Conductof a sexual nature may
include verbal or physical sexual advances, including subtle pressure for sexual
activity; touching, pinching, patting, or brushing against; comments regarding
physical or personality characteristics of a sexual nature; and semteltyed
—ki ddi ng, I —énera®s, and jokies. WYerballod paysical conduct of
a sexual nature may constitute sexual harassment when the allegedly harassed
employee has indicated, by his or her conduct, that it is unwelcome. An
employee who hainitially welcomed such conduct by active participation must
give specific notice to the alleged harasser that such conduct is no longer
welcome in order for any such subsequent conduct to be deemed unwelcome.

Sexual Harassment. For the purposes of thipolicy, unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a
sexual nature constitute sexual harassment if (1) submission to the conduct is
made either an explicit or implicit condition of employment; or (Bnsigsion to

or rejection of the conduct is used as a basis for an employment decision affecting
the harassed employee; or (3) the conduct substantially interferes with an

empl oyee’s work performance, or <create

work environment.

Specific Prohibitions
Administrators and Supervisors. It is sexual harassment for an administrator or
supervisor to use his or her authority to solicit sexual favors or attention from
subordinates when the subcsullinmdversge’ s
treat ment , or when the subordinate’s
treatment.  Administrators and supervisors who either engage in sexual
harassment or tolerate such conduct by other employees shall be subject to
sanctions, adescribed below.
Non-administrative and Non-supervisory Employees. It is sexual harassment
for a noradministrative and nesupervisory employee to subject another such
employee to any unwelcome conduct of a sexual nature. Employees who engage
in such onduct shall be subject to sanctions as described below.
Reporting, Investigation, and Sanctions
It is the express policy of the Board of Education to encourage victims of sexual
harassment to come forward with such claims. Employees who Haél t
administrators or supervisors are conditioning promotions, increases in wages,
continuation of employment, or other terms or conditions of employment upon
sexual favors, are encouraged to report these conditions to the appropriate

administrator. If te empl oyee’ s direct admi ni str

offending person, the report shall be made to the next higher level or
administration supervision.




Employees are also urged to report any unwelcome conduct of a sexual nature by

supervisors or fellove mpl oyees i f such conduct I nt

work performance or creates a hostile or offensive working environment.
Confidentiality will be maintained and no reprisals or retaliation will be allowed
to occur as a result of the good faitpaoging of charges or sexual harassment.

In determining whether alleged conduct constitutes sexual harassment, the totality
of the circumstances, the nature of the condact the context in which the
alleged conduct occurred will be investigated. The superintendent has the
responsibility of investigating and resolving complaints of sexual harassment.

Any employee found to have engaged in sexual harassment shall be soibjec
sanctions, including, but not limited to, warning, suspension, or termination of the
offending personnel, pursuant to statutory procedural prerequisites.

2.18 Sexual Harassment of Students
The Board of Education forbids harassment of any student on sieediasex. The
Board will not tolerate sexual harassment of students by employees or by other
students. The intent of this policy regarding conduct between employees and
students is clear and straightforwalkth employee of the school district may eregag
in any conduct of a sexual nature with
ability to consent, or actual consenBetween an employee and a student, sexual

harassment is any conduct of a sexual nature. Between students, sexual harassment

is unwelcome conduct of a sexual nature. (See Section Ill, 3.2, g7)25

Standard of Conduct for Employees. No employees may engage in conduct of a
sexual nature with a student at any time or under any circumstances, regardless of
whether such conduct tek place on school property or in connection with any
schoolsponsored activity.

Reporting of Employees Mandatory. Any employee who receives any report of
sexual harassment of a student, whether the report is given by a student, a parent, or
anotheremployee, must notify his or her immediate supervisor or the superintendent
of such report, regardless of whether the employee receiving the report considers the
report credible or significant.

Investigation. All reports of sexual harassment of studentl be appropriately

and promptly investigated by the superintendent or his or her designee. In
determining whether alleged conduct constitutes sexual harassment, the totality of
the circumstances, the nature of the conduct, and the context in whiaheted
conduct occurred will be investigated.

Sanctions. Any employeefound to have engaged in conduct of a sexual nature with
a student shall be subject to sanctions, including, but not limited to, warning or

er

a n




reprimand, suspension, or termination, sgbjto any applicable procedural
requirements.

2.19 Drugs, and/or Alcohol and Tobacco, Weapons
Drugs and/or Alcohol. The Jal Public Schools prohibit the unlawful possession,
use, or distribution of illicit drugs and/or alcohol on school premises or as part of
any school activities. A copy of this standard of conduct will be given to all new
employees and will be included in the policies and procedures manual.

Disciplining sanctions (consistent with local, state, and federal law) up to an
including terminatioa of employment and referral for prosecution, will be imposed
on employees who violate these standards of conduct. A disciplinary sanction may
include the completion of an appropriate rehabilitation program. The Jal Public
Schools will provide informatio to employees concerning drug and alcohol
counseling and rehabilitation andertry programs that are available to employees.

TobaccoFree Campus. The use of tobacco products is prohibited in school
buildings, on school property, and for students hbstfunctions away from school
property. Students, school staff, parents, school visitors, and the community will be
made aware of this policy through public and school media procedures.
Enforcement of this policy will be the responsibility of the adstnative and
instructional staff of the Jal Public Schools.

Weapons. The Board of Education recognizes that the presence of weapons in
school not only creates unacceptable risks of injury or death, but also creates a
climate that undermines the educatbpurposes of the schools. Accordingly, it is

the policy of the Board of Education torbid the possession, custody, and use of
weapons by unauthorized persons in or around school propertyThis policy is
enacted to implement the requirements of #defal Gun Free Schools Act of 1994,

33 U.S.C. 3351 (a)(1), and it is the intention of the Board that it be interpreted to
conform to provisions of that law.

2.20 Compensation and Benefits
Monthly Payroll. Employees will be paid on the 2@ay of each monthShould
the 2" of the month occur on Saturday, or Sunday, employees will be paid on the
preceding Friday. Should the®6f the month occur on a holiday, employees will
paid on the last preceding school day. Certified personnel are paid on a i&lve (

mont h basis. To coincide with the scho

full by June 30.

Withholding. By law, effective July 1, 2009, for employees making over $20,000,
9.4% of salaries must be withheld for retiremerftor employees aking under
$20,000, 7.9% of salaries will be withheld for retiremelRéderal and state income
tax is deducted according to tax schedules. Additional withholding will be deducted
at the request of the employee and after completion of the appropriate fomy




changes to withholding should be made by the first of the month prior to receipt of
the paycheck on the ®®f the month.

The employee must give written authorization before any of the following
deductions can be made.

Hobbs Municipal SchoolBederal Credit Union (for loan payments or shares

even dollar amounts only)

United States Savings Bonds

Insurance for Loss of Time, Life, or Cancer/Heart

Health Plan

Board of Education Approved Annuity Programs

Professional Organization Dues

SocialSecurity. Members of the professional staff employed prior to April 1, 1986,
are not presently covered by social security. However, coverage may be obtained by
a referendum involving the entire staff. Professional staff members employed after
March 31,1986, are subject to 1.45% withholding for Medicare. All members of
the nonprofessional staff are covered by social security.

Insurance. The Board of Education has authorized payments of sixty (60%) to
seventyfive (75%) based on gross salary, accordmtaw, to be applied to the cost

of the accident, health, hospitalization, and Jok8me insurance for all school
employees and their families who qualify and wish to participate in this program.
The Jal Public Schools will make available to its esgpes these insurance plans as
bid and made available by the New Mexico Public Schools Insurance Authority.

The Board of Education shall furnish$&0,000 Basic Life Insurang®olicy for all
school employees. Premiums are the sole responsibility otioels

An emeritus employeemay be covered by any insurance available to persons of
that age carried by the school for school employees or available to them through the
administration office, if the proper share of the cost (as prescribed by the insurance
company) is presented in the school administration office on the specified date. All
retired school personnel with fifteen years of service in the Jal Public Schools are
emeritus employees. The school can assume no portion of the premium.

Internal Revenue Service Benefit Plan. The Jal Public Schools will offer
employees the option of participation in the Internal Revenue Service 125 flexible
benefit plan. (This action was adopted by the Board, February 5, 1991.)

Retiree Health Care Program. The JalPublic Schools will be a participant in the
Retiree Health Care program as authorized by action of the 1990 Legislature.
Beginning July 1, 1990, active employee contributions amounting to ¥2 of 1% of
payroll will be deducted from paychecks with employeantcbuting 1.3% of
payroll. Benefits for these retirees will begin January 1, 1991.




Workerds ComWemkati ®$ncompensation insur

schod employees. Employees pay $2&@d the employeis required to pay $208

per quarter fo administrative fees to the Taxation and Revenue Department of the
State of New Mexico. It is illegal for New Mexico schools to budget monies for the
total cost of accident insurance on students or faculty members.

Employees absent due to-thejob injuries must take sick leave for a period of
seven (7) working days before workers compensation payment begins. Sick leave is
not allowed while receiving workers compensation. For absences dudhie-job
injuries, sick leave and vacation time will contée to accrue for up to six months
absence from a single injury. After a continuous absence of six months, neither sick
leave nor vacation will accumulate. In case of certified personnel, the time periods
mentioned are continuous from date of injury edahg summer holidays.

The Board of Education will continue to pay for all employees the allowed amount
of insurance premiums until any one of the following occurs: (1) Premiums are
waived by the company. (2) The employee is declared permanently disable

ERA, Social Security or the insurance carrier. (3) One year from the date of injury.

Long Term Disability Insurance. Longterm disability insurance is available for

all school employees. Should an employee become disabled, Jal Public Schools will
continue to pay the regular percentage of the total premium for six months. After
six months, the employee has the option of dropping the policy or paying 100% of
the premium. Should the policy be allowed to lapse, a physical examination would
be necessy to renew.

New Mexico State Retirement System. New employees are required to be
members of the New Mexico Educational Retirement Association. This requirement
does not apply to contract labor. Members of the &iaion contributenine and
four-tentts percent (9.4%) of gross salaries if salary is over $20,000. If the

employee’s salary is | ess than $20, 000,

tenths percent (7.9%).

Members may withdraw their contributions only when they terminate employment
and ertification of termination is provided the Education Retirement Board by
school of ficials. Empl oyer contributi
and are not refundable to a member upon termination of employment. A member
desiring to withdraw canibutions must complete a request for refund form (Form
3-A) and submit it to the Educational Retirement Board. Forms are available at the
school administration business office.

Under provisions of a law passed in February 1974, employees may retine whe
years of service plus age add up to 75.

Overtime for Operation and Maintenance Support Staff. Subject to the
limitations and expectations set forth below, overtime at the rate of time and one
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half will be earned by any employee who is required to wodke than forty (40)

hours during the work week. All overtime must have prior approval of the
superintendent or designee. Compensation for overtime shall be paid at a rate of one
andonehal f ti mes that employee’ s mesphall ar r
be made on the employee’ s regul ar payda
workweek in which overtime was earned. The hours worked by an employee who,
at his or her option, engages in game, occasional, or sporadic employment for
the distrct in a different capacity than his or her primary employment, shall be
excluded from the calculations of hours for which the employee is entitled to
overtime compensation.

The overtime compensation does not apply to executive, administrative, professiona
or certified teachers or to volunteers.

Holiday Pay. If a paid holiday occurs while a narrtified employee is sick and
unable to work and after the employee has used all accumulated sick leave, the
employee shall be paid at the regular rate for tielay.

Lea County Community Federal Credit Union. The Jal Schools are affiliated

with the Lea County Community Federal Credit Union, which offers loans, savings,
and checking account services to members. Jal employees have the option of
becoming member Information about these services is available at the Credit
Union office, 2220 North Dal Paso, Hobbs, New Mexico, or by telephone at 393
1596.

Cafeteria Charges. Employees of the Jal Schools may charge meals in the school
cafeteria for one month atteme with the bill payable on the Z2Qpayroll date) of

each month. If charges extend more than one month without payment, the amount
owed may be deducted from t he-129®mpl oyee’ s

Travel Expenses. With prior approval bythe superintendent, Jal school employees
are entitled per diem or reimbursement of expenses incurred in official travel.
Travel expenses can be paid in advance under certain conditions with prior approval
of the superintendent.

Per Diem Rate. All schoolemployees will be reimbursed for travel and per diem
expenses at the Board approvede which is the internal revenue service
standard mileageate set January 1 of the pi@us year for each mile traveled in a
privately owned vehicleand $85 per day foper diem, or $95 per day when
traveling to Santa Fe. School employees may be reimbursed actual expenses in
lieu of the per diem rate where overnight travel is required. Meal expenses may
be reimbursed up to $30.00 per day. Receipts for meals and dodygist be
turned into the business office. (Adopted September 9, 2003).

Personal Reimbursement. When a personal vehicle is authorized for official
school travelthe internal revenue service standard mileage rate set January 1 of




the previous year for el mile traveled will be usedUnder no circumstances is a
schoolowned courtesy, or credit card, to be used to make purchases for a
personal vehicle.

2.21 Gratuities
The giving and receiving of gifts by school personnel in situations related to their
professional status is not in accordance with good professional practice. An action
or comment by an individual, which might be interpreted as an invitation for a gift
of any nature, is disapproved. The implications of uncontrolled practices may lead
to very undesirable consequences, grief for individuals, and criticism of employees
and administrators who allow such practices to exist. Words of appreciation or
warm and friendly letters are encouraged as being far more desirable than expensive
gifts, etc.

2.22 School Calendar and Work Schedule
The fiscal and statistical year shall begin on the first day of July and end June 30 of
the following year. The superintendent at the regular meeting of the Board of
Education in January shall submit the calendar fersticceeding year. The lengths
of the school day and opening and closing of the sessions shall be recommended by
the superintendent. The length of the school term shall be at least the minimum
number ofdays required by State Law, 188ys, with teachers ¢ otsicalling for
at least 184lays. (See New Mexico Code.)

Certified Employees. The professional staff will report to work Monday through
Friday at 7:30 a.m. and remain on duty until 3:15 p.m.

Non-certified Employees. Non-certified employees wilbegin work at 7:00 a.m.

and remain on duty until 4:00 p.m., Monday through Friday, with time off for lunch
from 12:00 until 1:00 p.m. If necessary, the immediate supervisor may assign
alternate work hours. All changes must be approved by the supdenten

2.23 Vacation Allowance
Custodial and Maintenance Personnel. When a twelveamonth nonrcertified
employee has been with the Jal Schools for a period of one year, the employee is
entitled to a vacation period of two weeks. After a-pertified employee &s
worked for the Jal Schools for at least six months, he or she is entitled tameeke
vacation provided it can be taken during the summer months. After ten years of
service, custodial and maintenance employees will be increased to three weeks. As
a courtesy to new employees, the Board of Education will allow the employee to
request one (1) week vacation time after three (3) months but less than six (6)
months service. The superintendent must approve vacation schedules.

Vacation leave is not accunagive. In the event an employee resigns or is
discharged before the regular vacation period, he or she shall be entitled to receive
accumulated vacation pay. All computations for pay purposes which involve
vacation time will be computed on a prorate base., approximately fivgixths




days of vacation time is earned for each month of work. After an employee uses
two (2) weeks vacation, approximately twelve (12) months must be served before he

or she is entitled to another two (2) weeks vacation. Bdsed reserves the right to

allow an employee to use vacation time in lieu of sick leave in extenuating
circumstances. The Board reserves the right to allow an employee to take vacation
time for conducting personal business, subject to time of servicduapdchedule.
Should a holiday fal/ within the empl oy
required to count that day as vacation time.

After employees have completed one year of service, their vacation will be prorated
from their anniversary datto July  so that all employees will be on the same
schedule, i.e. (two or three weeks of vacation time for JfiytolJune 38).
Example: An employee begins work on May 1, 1998. May 1, 1999 to July 1, 1999,
the employee would have 2/12 X 10/1 67 rounded to 2 days of vacation. On
July 1, 1999, to June 30, 2000 the employee would have 10 days of vacation.

Secretarial and Clerical Personnel. The secretarial and clerical personnel shall
schedule their vacations with approval by their supersiand the superintendent.

Administrative Personnel. Employees will receive 12 days per year of sick leave.
Unused sick leave will be carried over to the next year and is accumulative to 120
days.

Two weeks of vacation time per year will be given to reamployees. After five
years of experience, the vacation time will increase to three weeks, and after ten
years, four weeks a year will be given. Employees who have been working in other
positions in the school system will be given credit for this eepeg. Vacation

time not used will be credited to the next year up to a maximum of 50 days.

Each employee will have two days per year of optional leave. Optional leave must
be taken a full day at a time, not before or after a holiday, and is not actvelula

Employees retiring from Jal Schools may be compensated for up to 240 hours of
unused vacation time. This limit is set by the Education Retirement Board.

2.24 Leave of Absence

Jury Duty or Court Subpoena. School personnel will receive their regutiaily

pay from the school when attending court for jury duty or a court subpoena less the
hourly pay received for their services on the jury. It is the intention of the Board
that employees not lose any salary as a result of these services.

Military Leav e. Military leave is regulated by Federal Law.
Attendance at Conferences.It shall be left to the discretion of the supervisor and

superintendent to grant leaves of absence or attendance at conference of local, state,
and national professional organipais.
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Personal Leave. All personnel assigned for less than twelve months and not
entitled to annual vacation will be allowed a maximum of two (2) days during any
one school year for personal leave in any sequence, but must be on a minimum of
onehalf daybasis.

1 Personal leave is not accumulative and will not be deducted from sick

leave.

The staff member will pay the cost of the substitute during such absence.

The deduction for this purpose will be the cost of a certified substitute at

$50 per day.

1 Requets for leave shall be acted upon by the superintendent after
recommendation by the building principal.

1 Personal leave may not be granted on days that substitutes are not
available or school activities require that the regular classroom teacher be
present.

1 The building principal will inform the staff about the days that personal

leave should not be requested.

Personal l eave wil!/ be recorded in t

Personal leave not approved will be deducted at the rate of {84

teaching day of absence.

Proper request forms should be submitted in duplicate.

A copy of the request indicating the action of the superintendent will be

returned to the building principal.
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Optional Leave. (Mental Health Days!). Two days of leave per yealt he
granted to each employee. The employee may use the days for any purpose he/she
wi shes. Prior approval must be obtained
There is no deduct from pay for these days.
1 Optional leave is not accumulative amdist be taken on a minimum of
one day at a time.
1 Requests for leave shall be acted upon by the superintendent after
recommendation by the employee’s sup
1 Optional leave will not be approved on the following days:
1. The beginning and end of the sohyear.
2. Immediately before and after holidays.
3. During examination and report card periods.
T Opti onal l eave will be recorded in t
1 Proper request forms should be submitted in duplicate.
1 A copy of the request indicatinhe action of the superintendent will be
returned to the building principal.

Sick Leave. All employees assigned for less than twelve months and not entitled to
annual vacation are allowed ten (10) days sick leave per year, accumulative to 120
days withoutdeduction in salary. Employees assigned for twelve months that are

er
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entitled to annual vacation are allowed twelve (12) days sick leave per year,
accumulative to 120 days without deduction in salary. Listed below are the
allowable reasons for sick leave:
Personal illness of the employee.
Serious illness in the immediate family. Although the birth of a grandchild
would fall under that definition, employees are urged to use discretion in the use
of sick leave for this purpose. It is not intended thak deave provide an
employee time off to provide maternity care for a normal childbirth nor to merely
visit the child and its family.
Death in the immediate family. The — mmedi ate famil yl
employee and spouse, their children, their bmstheéheir sisters, parents,
grandparents, and grandchildren. Brotherlaw and sisterin-law of the
employee and spouse shall also be considered immediate family.

(7]

Any additional reasons for unavoidable absence from school and/or assigiesa

and/or interpretation of the sick leave clause or statements, shall be left to the
discretion of the Board of Education. If an employee is absent from duty more than
ten (10) school days, the employee may
statenent of verification.

Maternity Leave. Any employee who becomes pregnant should report this
condition to their supervisor. A normal pregnancy is not considered an illness
requiring sick leave. When unable to work due to illness associated with pregnancy
impending delivery and recovery, the employee will be given a leave of absence as
outlined in the Family and Medical Leave Policy.

Family and Medical Leave Policy. The policy is adopted to implement the federal
Family and Medical Leave Act of 1998ursuant to the terms, conditions, and
limitations of the Act. In the event of any conflict between the provisions of this or
any other leave policy of the District and the provisions of the FMLA, the latter shall
prevail. To be eligible for leave undétte Act an employee must have worked for
the district for a total of 12 months, during which the employee must have worked a
total of 1,250 hours. Pursuant to the Family and Medical Leave Act, employees are
permitted up to 12 workweeks of unpaid leavey&ar during any 1-Pnonth period.
An empl oyee requesting |l eave shall s ubmi
superintendent. All requests for family/medical leave must be approved by the
empl oyee’s supervisor and t hdeavsecapber i nt ejnd
requested for the following reasons:
1) Childbirth and infant care
2) Placement of a child with the employee for adoption or placement of a child
with the employee by state agency for foster care (entitlement to leave for
birth or placement of a dudi expires 12 months after the birth or placement of
the child)
3)y Care of the employee’s spouse, son, or
health condition




4) The inability of the employee to perform his or her job duties due to his or her
own serious health odlition, or the necessary treatment.

The 12month period within which each employee may take 12 weeks of leave under
the FMLA shal | -nmoeth pgriod—measuted bagkivardlf@ each
employee from the first time each such employee uses lemaer the FMLA.

Afseri ous h e adan iliness, anjurg, impairmentoor physical or mental
condition that requires irpatient care in a hospital, hospice, or residential medical
care facility, or requires continuing treatment by a health care provider and which, if
left untreated, would likely result in an absence from work of more than three days,

or involves pren at al car e. A —serious condi ti
cosmetic treatments, unless inpatient care is required or routine physical
examinations.

| f an employee reqguests |l eave for trea
condition or for tlat of a child, parent, or spouse, the employee must make a
reasonable effort to schedule the treatment at a time that is not unduly disruptive to
the district.

An employee seekinigave for foreseeable reasosuch as the birth or placement of

a child forplanned medical treatment, shall provide the district with at Rasgays

advance noticeof the leave. If 30 days advance notice is not possible under the
circumstances, e.g. in the case of a premature birth, the employee shall give such
notice as is pacticable e.g. within one or two business days of the day the employee

|l earns of the need for | eave. When an
unforeseeable, such employee shall give such notice as is practicable. An employee
who fails to give notie of leave as required herein may be denied such leave until

the notice requirements are met. If less than 30 days notice of leave is provided, the
employee must schedule an appointment with the superintendent for approval.

An employee seeking leave dhe basis of the serious medical condition of the
empl oyee or the empl oyee’ s snpsb previde son
certificatoni ssued by the health care provider
spouse, son or daughter, or parent, statiegdate the condition began, its probably
duration, appropriate medical facts, and that, for a specified time, either the
employee is unable to perform his or her job functions or will be unavailable to do so
while receiving necessary medical treatmenther employee will be needed to care

for the sick family member. If the adequacy of medical certification is questioned

by the district, the district may require the employee to seek the opinion of a second
health care provider, who is not regularly enyppd by t he district,
expense. If the opinions of the first and second health care providers differ, the

di strict may require the employee to obt
from a health care provider agreed upon byaimployee and the district. The third

opinion shall be final and binding.
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Spouses employed by the district are limited to a combined total of 12 workweeks
per year for the birth or placement of a child, or to care for a parent. However, for
other coverd leaves, such as to care for a spouse or child, or for treatment of the
empl oyee’s own serious health condition
year.

Intermittent leave and reduced work schedulesare allowed when such are
medically necessary; hower, employees may not take intermittent leaves or go on
reduced work schedules that reduce the number of hours worked per week or per day

for childbirth/infant care or adoption
seeks intermittent leave ordcedschedule leave for the care of a spouse, son or
daughter, or parent, or for the employe

foreseeable on the basis of planned medical treatment, and the employee would be
on leave for more than 20 percent loé twork days during the period, the employee
must choose either to; (1) take leave for a period or periods of a particular length,
not greater than the length of the planned medical treatment; or (2) transfer
temporarily to an equivalent position whicktter accommodates recurring periods

of leave.

Al nstruct i oniaclude eeachdrsoigseuetoral assistants, coaches, and
other employees whose duties principally involve the direct provision of
instructional services to students. In the eventemployee involuntarily takes
additional leave time under subparagraph 1, above, the entire leave time shall be
counted against the employee’s avail abl
leave policy.

If any employee requests intermittent leavdeave on a reduced work schedule to

care for a seriousty | | family member or for t he e
condition, and the need for leave is foreseeable based upon planned medical
treatment, the employee may temporarily be transferred to alaldgaalternative

position with equivalent pay and benefits, if the employee is qualified for the
position and the position better accommodates recurring periods of leave than the
empl oyee’s regular job.

The responsibilities of instructional employees n&r the end of academic
termsd examinations, grading, eterequires that the school district be able to limit
leave taking by instructional employees at such times as follows:

1) Leaves beginning more than five weeks before the end of a semester. If an
instrudional employee starts a leave more than five weeks before the end of a
semester, the school district may require the employee to continue the leave until
the end of the semester if the | eave i
employee would retrn from leave during the threeeek period preceding the
semester’s end.

2) Leaves beginning five weeks or less before the end of a semester. If an
instructional employee begins a leave five weeks or less before the end of a
semester, the school district ynequire the employee to continue the leave until




the end of the semester, if the leave will last more than two weeks and the

employee would return from leave duringthetwe e k peri od bef or e

end.

3) Leaves beginning three weeks or less before éhd of a semester. If an
instructional employee starts a leave three weeks or less before the end of a
semester, the school district may require the employee to continue the leave until
the end of the term if the leave will last more than five workiagsd

Employees who take family/medical leave mustize any available paid leave

they have accrued under another of the Di

leave corresponds with the basis for leave under the other policy. Accrued vacation
or personal leave shall be substituted for any FMjualifying purpose. If the

requested | eave period extends beyond the

days, the remaining leave days will be unpai@xample A: An employee who
sought leave due tashor her own serious medical condition and inability to perform

his or her job duties has accrued six weeks sick leave. The employee must use the
six weeks of paid sick leave and may thereafter use the remaining six weeks of
unpaid leave available undts policy. Example B: An employee wishes to use

four weeks of leave under this policy for birth or adoption of a child. The employee
may substitute paid maternity or paternity leave, but is not required to, and may not,
substitute paid sick leave, et to the extent allowed by the maternity/paternity
leave policy.

Any employee seeking leave shaltplain the reasons for the needed leave on

foomspr ovi ded by the district. 't shall be

requested leave &svered by the FMLA and as paid or unpaid on the basis of leave
time accrued under other district leave policies. Such identification shall be made at
the time leave is requested or during such leave, on the basis of information provided
by the employee.

During the period of leave, the school district will maintain for the employee under
the district coverage group health plan if enrolled; however, the employee is
responsible for continuing to pay the en
anemplgee fails to make payment of t he en
premiums for 30 days after such payment is due, coverage of such employee for
benefits shall be discontinued. If the employee fails to return to work following
leave under the FMLA foany reason (1) other than the continuation of the FMLA
qualifying circumstances upon which the need for leave was originally based, or (2)
circumstances beyond the control of the employee, the employee shall be required to
reimburse the district for the sbof health insurance premiums the district paid to
maintain coverage for the employee during the leave period. Employees will not
accrue leave or other benefits during the family/medical leave period.

An empl oyee ot her t han keafamilk medicakleayelwd y e e, |
be restored to his or her previous position or to a position of equivalent pay, benefit,
and other terms and conditions of employment. Equivalency of positions shall be

np |
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determined on the basis oyYyeeli stnay cbepd

reinstatement if it would create a substantial and grievous economic injury for the
school district. A —key employeel is
10 percent of the work force of the school district.

In eachdistrict building there shall be posted a notice to employees, describing the
provisions of the FMLA, provided and approved by the Wage and Hour Division of
the United States Department of Labor.

2.25 Attendance at School Activities
Employees of Jal Public Bools are admitted free of charge to all regular school
activities and are expected to attend if at all possible. A courtesy pass is given to all
retirees of the Jal Public Schools.

Employees will be assigned duties to these events as deemed necessaey by
principal. It is the responsibility of every teacher to correct, and then report to the
principal, any improper behavior on the part of any student at sspoakored
events.

2.26 Outside Employment
The Board of Education may permit extra or employnmnside of school hours,
but such employment must not interfere with regular schoolwork or responsibility in
any way.

There will be no tutoring of school students for pay by school personnel during the

school day. Tutori ng oat@cusat anywtime duting d e n't

the regular school year. (See Code of Ethics.)

2.27 Cell Phones
Teachers may take their cell phones into their classrooms, but they should be
turned off during class instruction time and should be used very sparingly.

2.28 Certified Personnel Job Titles and Positions
Superintendent of Schools. The chief executive, administrative and supervisory
officer of the Board of Education shall be the superintendent of Schools. To be
eligible for appointment, a candidate shall have the negess@ministrative
certificate as required by law, shall possess qualities of professional and civic
leadership; shall have specialized training in the educational and business
administration of public school s,tedwi t h
institution of higher learning, and shall have demonstrated by suitable experience the
capability of leading a staff and community in a continuous program of school
improvement.

The superintendent will be compensated at a rate commensurate withsresipy
experience, and ability. The divisions of executive services which shall demand the
attention of the superintendent shall include:
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(1) Instructional services, including curriculum improvements.

(2) Business, finance, record keeping, an auxiliary sesvic

(3) Development, maintenance and operation of plant and equipment.

(4) School interpretation, including research and public relations.
Each division shall be so organized and administered that it will aid instruction and
facilitate learning.

Administrative  Assistant Superintendent. The qualifications for an
administrative assistant superintendent shall be the same as for the superintendent
and appointment for this position shall be made by the Board of Education. The
assistant superintendent shall havergbaf those areas of responsibility designated

by the superintendent. The salary shall be set by the Board of Education.

Elementary and Secondary Principals. An elementary or secondary principal
shall have at l east a mdamnistatve certifidaéeqs e e
required by law. The superintendent shall recommend each principal for
appointment to his or her position. The Board of Education must approve the
recommendation before the appointment can take place. The success ofpalprinci
depends, to a great extent, upon the ability to keep harmony, enthusiasm, and a
desirable school spirit existing among all school personnel and the community as a
whole. The principal is directly responsible to the superintendent for the proper
managenent and successful functioning of the school. The principal shall be
responsible for:

(1) Supervision over all teachers in the assigned school and shall see that teachers
use the statadopted textbooks or equivalent, the stdepted curriculum
guides, anény local guides available.

(2) General conduct of the entire school in which he or she is assigned.

(3) Supervision of student activity in each cafeteria and/or lunchroom in the
building.

(4) Supervision of students in the buildings, playgrounds, and adjacent school
property.

(5) Serving as the attendance officer for his or her assigned school.

(6) Supervision of the Special Education program at the assigned school.

Teacher. It shall be the policy of the Board of Education to employ to the
instructional staff only those pes ons who hol d at | east a

academic major in the appropriate subje

certificate. Individuals without degrees and those who cannot properly certify shall
be employed only in case of emergg@and for no longer than the current year.

Counselor. A counsel or mu st have a New Mexico

possible, counselor positions will be filled from members of the present staff. This
policy does not provide for the compromise o#lifications in order to select from
within the present staff. Counsel ors
shall work basic teacher’s hours and be
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Activities Coordinator. The activities coordinator is directiyesponsible to the
superintendent. The activities coordinator shall provide leadership of the coaching
staff and sponsors of extracurricular activities and coordinate and develop annual
sports and activity schedules. He or she shall request travel emranty, make
recommendations for coaching and activity assignments to the Superintendent, and
evaluate the performance of the coaches and the activity sponsors. The activities
coordinator is responsible for maintaining the eligibility rules and regukatain
interscholastic activities.

Nurse. A nurse shall be licensed as a registered nurse in the State of New Mexico
with training in public health and must hold a valid nursing certificate from the State
Department of Education. Experience shall not lpgesequisite for employment,

but experience in the field of public health shall be preferred. School nurses are
employed by the Board of Education. Duties shall be to coordinate the school
health program under the direction and supervision of the sigedent and in
harmony with other appropriate directives. The superintendent shall work out the
work schedule for a school nurse with assistance of the principal. The school nurse
may be paid according to the teacher salary schedule. A travel alloglzit®e
determined by the Board of Education.

The school health program shall be planned in cooperation with the County Health
Department and coordinated with the physical education program and the
instructional program of the schools in the system.

Teacher on Parttime Contract. A teacher employed on a pdirhe contract shall
have the same qualifications as fiithe teachers and on the same salary schedule
with the same benefits.

Substitute Teacher. At the very minimum, all applicants for initisdubstitute
teacher licensure shall have attained eighteen (18) years of age for those seeking to
perform instructional services in gradesdKand twentyone (21) years of age for
those seeking to perform instructional services in grade®, @nd have eaed a

high school diploma or high school diploma equivalency. Additionally, each
applicant shall meet the requirements of either subsection H or | below, or shall
meet the requirements of two or more of subsections A through G.

A. Have, within 12 monthsfaheir date for initial employment with a
local district, received on the job training by serving as a voluntary
assistant to a licensed teacher in a school classroom for a minimum of
three hours during three days;

B. Have observed Bours or more of teaching in a school system and at
the grade level of students in which the substitute will serve;

C. Have completed a substitute teacher workshop conducted by or
acceptable to the local school district in which the substitute teacher is
emplbyed or seeking employment;

D. Have, within the past three school years of applications for
employment or licensure, performed at least three hours of




instructional services as a substitute teacher in any school accredited or
recognized by the New Mexico stdboard of education;

E. Have engaged in any paid employment in the three years prior to
applying for substitute teaching licensure or employment which, after
verification by and in the opinion of the superintendent of the local
district, invests that applitan with relevant work or life experiences;

F. Have completed at least 60 hours of collegedit courses in a
regionally accredited college;

G. Have completed or be currently enrolled in an approved college course
or program from a regionally accredited colewvhere the course or
program is structured to provide primary/secondary teacher
preparation;

H. Have completed an approved teacher preparation program from a
regionally accredited college or university;

l. Isin possession of a current substitute or stané@aching license
i ssued by another state’s educator

Hiring Guidelines. Persons wishing to serve as substitute teachers are required to file an

application in the office of the ®mangerinte
from the State Department of Education. At least 15 hours of college work shall be
preferred for substitute teaching. Transc

Substitutes are encouraged to meet with the school principals to/ tbeéelay to day
routine of the school and to arrange a time to observe in the classroom.

Tracking Guidelines. A form for each substitute teacher shall be kept on file at the
elementary and secondary school offices. The form will permit tracking distitsiie

by specific classroom placement and by date, and hours in placement. A copy of the
form is enclosed.

Conduct. Substitute teachers should dress in a professional manner and follow all school
policies. Workshops will be conducted by the scheimigipals to familiarize substitutes
with school procedures.

Substitute teachers who do not follow established school procedures may have their name
removed from the substitute list.

The school will conduct an annual workshop to acquaint the subséadiedr with his or

her duties in the overall school program. Each principal shall be responsible for calling
his or her own substitute teachers. Substitute teachers shall be paid on a per day basis. A
substitutewith no degree will be paid $5%r day. A replacement teachevith a degree

will receive $65per day.

After ten (10) consecutive teaching days for the same teacher, the rate of pay for a
substitute teacher with a degree and a teaching certificate will be based on the amount for
which he or she qualifies on the teacher salary schedule computed on a sigily da
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substitute teacher with only a substitté@ching certificate shall after ten (10)
consecutiveeaching days, will receive $¢fer day for services.

Coach. Coaching assignments are made by the athletic coordinator annually and must be
approved lg the superintendent. A coach must be an employee of the Jal Public Schools.
The athletic director, superintendent, and school board must approve any exception to
this policy. A coach has to be licensed as a coach in the state of New Mexico.

A coach isexpected to drive a team bus to and from contests. He or she must qualify for
a Commercial Drivers License (CDL) and receive an annual physical examination and
subject to random drug testing. The Jal Schools will pay for the required license.
Physicalexamination charges should be filed on personal insurance forms.

A coach is expected to perform additional duties such as scouting, keeping score, video
recording, etc. The activities coordinator and head varsity coach will assign these duties.

2.29 Non-certified Personnel Job Titles and Positions

Business Manager. The business manager should have adequate training, skills, and
experience to perform the following duties: (1) Preparation and dissemination of financial
records (local, state, and federal)the State Department of Education and local school
board. (2) Understand and aid in the formulation and control of the school budget. (3)
Formulate and disseminate personnel reports, T & E reports, unemployment reports, and
guarterly payroll reports. J4Reconcile bank accounts and process accounts payable. (5)
Direct the annual independent audit of school business practices. (6) Monitor and
facilitate the investment of school funds. (7) Prepare the employee payroll, toé end
the-year payroll repod, and the salary benefit worksheets. (8) Process retirement and
insurance information for employees. (9) Assist in routine daily office procedures. (10)
Assist in the processing of requisitions and monitoring of deliveries. (11) Furniskh up
date firancial reports to the superintendent.

Office Personnel. Office employees should possess the necessary skills and training to
enable them to perform their duties with efficiency. No experience is required but is
preferred. Salaries shall be on a schedulbased on the beginning
adopted by the Board as of April 13, 1976. Duties and responsibilities shall be assigned

at the time of employment and left to the discretion of the immediate supervisor.

The educational secretary should barteous and professional in all relations with other
school personnel, students, and visitors to the school office. The educational secretary
should not disclose any information of confidential nature.

Cafeteria Personnel. All cafeteria applicants shathake application directly to the
superintendent. Salaries shall be determined by the type of work. Salaries shall be paid
monthly.

Operation and Maintenance Personnel. All custodians and maintenance applicants
must apply directly with the superintemde The applicant is required to take a physical




examination to determine if the applicant is physically dlgdied. The results must be
recorded on a form adopted by the Board of Education. Job appointment to the operation
and maintenance staff shdle probationary until ability to perform the job has been
determined and disposition to fit into a school situation is established. The employees
shall be assured employment for as long as his or her work performance remains
satisfactory or as long as theed for the job exists.

Operation and maintenance employees should have good moral habits, be-dbtate
to read, write and follow instructions and directions, be adaptable to working around
children, and should possess the necessary job skills.

Classification of operation employees shall be: Building Custodian |, Yardman,
Maintenance, Repairman, Chief Repairman, and Maintenance Supervisor. Duties shall
be outlined to each employee by the building principal or superintendent. An employee
in any chssification may be required to perform activities normally assigned to other job
classifications. The work schedule for the maintenance employees shall be eight (8)
hours per day, subject to call twedbur (24) hours per day in the event of an
emergeny.

The salaries of custodians and maintenance employees shall be determined by the salary
schedule adopted by the Board of Education and revised with each budget.

Non-Certified Employees. Al non-cer t i fi ed empl oyees wil/l ¢
w i |basik during the first three years of employment prior to tenure. After the third year

of employment, the nopertified employee will be offered the standard -gear

contract.

Part-Time Employees. Part time employees are persons employed by the sdisbatt

for less than fifteen (15) hours per week. The amount paid per hour will be determined
according to the terms of the contract. Part time employees will mot be eligible for
insurance benefits, sick leave, or vacation time.

2.30 Reductiorin-Force (R.I.F.)

Authority . Pursuant to NMSA 1978 Section-8214 (2003), the Superintendent has the
authority to discharge licensed school personnel during the term of their contracts or to
terminate licensed school instructors and-hoensed school employsevith rights

granted by NMSA 1978, Section2PA-2 4 © ( her eafter —tenured e
notice and a hearing when a reduction in such personnel is required as a result of
circumstances justifying a reduction in force as specified herein. Reduttionce

(R. I . F. ), iI's —j ust causel for discharge of
tenured employees, when established pursuant to this policy. This policy is adopted as

the procedure by which reductions in personnel who are covered bglitthyerpay be
accomplished, within the context of the Di

Board Discretion. The Board is vested with the discretion to develop educational
policies for the District, so long as the state educational standards andisgatatpired
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standards are met. The Superintendent, in carrying out the educational policies of the
Board and administering and supervising the District, shall exercise his or her discretion
in accordance with this policy in determining when decreasedlment, financial

exigency or other causes justify a reduction in personnel.

Grounds Justifying Reductionin-Force.
Situation that justify a R.I.F. shall include, but are not limited to, the following:
A. decrease in student enrollment or reduced studanadd for or participation in
programs or activities;
B. decrease in revenue:
1. because of decrease of student enroliment;
2. because of loss or reduction of tax revenues;
3. because of reduction of state, local, or federal financial support; or
4. because of inflatioreducing the value of revenues received or
significantly increasing costs of operation;
change in the educational program of the district, as determined by the Board, in
its goodfaith exercise of discretion;
consolidation or deonsolidation involving thdistrict;
court orders;
orders of the Secretary of Education;
legislative mandates;
unanticipated financial or programmatic exigencies identified by the
Superintendent which warrants initiation of a RIF process.

TOMmMoO O

Good Faith Determination. The Superintendent shall exercise discretion in good faith,
and determinations that a R.1.F. is necessary shall be bagetarfideeducational
consideration, and shall not be a subterfuge for discharging or terminating licensed
personnel without just c@e or for impermissible reasons.

Timing of Reduction-in-Force. A R.l.F. may occur at any time during the calendar year
when the Superintendent, in his or her discretion, determines that it is justified and the
procedures prescribed herein are applicabkkare followed. A R.I.F. may be based

upon projections prescribed herein are applicable and are followed. A R.I.LF. may be
based upon projections of future enroliment, revenues or expenses, and the subsequent
receipt of more revenue than expected sulasequent saving of projected expenses shall
not invalidate any actions previously taken in gdaith reliance on such projections, nor
shall it require the reemployment of any employees who were released on the basis of
such projections.

Determinations of need for Reductiorin-Force. Except as required by legislative

mandate or orders of the State Secretary of Education and to the extent that circumstances
permit, the Superintendent, with the assistance of the administrative staff, shall report to
the Board any circumstances which nudtymately require a R.I.F., in order that notice

be given to licensed personnel of the possibility of a R.I.F. and so that consideration be
given to means by which a R.I.F. may be avoided. Preparation of a R.I.F. Plan shall not




be necessary if the reduants can be accomplished through attrition (i.e. resignations,
retirements, etc.), or by termination of a sufficient number of nontenured staff.

Preparation of R.I.F. Plan. When the Superintendent concludes that a R.I.F. is
necessary, a plan for R.l.Fhadl be developed for presentation to the Board. The R.I.F.
plan shall not identify individuals to be discharged or terminated, but rather shall focus
upon the total educational program of the district and how it may be modified to reduce
costs, programand personnel while still providing the educational program required of
school districts and the particular educational needs of the district. Where circumstances
warrant, a R.1.F. plan may address particular programs, departments, school sites, content
areas or activities if the causes for the R.I.F. predominately impact that aspect of the
educational program. Such impact shall be described in the R.I.F. plan. The R.L.F. plan
shall include, but need not be limited to, the following:
1. a detailed descrigin of the cause or causes requiring a R.I.F.;
2. a description of all adjustments already made by the Administration in an
attempt to avoid a R.I.F., if any (e.g. reduction by attrition, cuts in non
licensed staff, abolition of neessential services or adties such as extra
curricular programs, etc.)
3. adesignation of the part or parts of the total educational program or particular
program or activity in which the R.1.F. is proposed and the number of
positions proposed to be reduced in each program ortgctiv
4. adesignation of neassential services or activities which are to be retained,
with a justification for retaining such programs; and
5. adiscussion of alternatives (if any) considered by the Superintendent with an
explanation as to why such alternatiwgere rejected.
The Superintendent shall include in the R.1.F. plan a listing of all-extrécular, ce
curricular and athletic programs or activities which may be considered for rating points in
the proposed R.I.F. rating sheet and the proposed weitlet given each category of
such programs or activities for discussion at the public meeting at which the R.I.F. plan is
considered.

Board considerations. The Board shall consider the recommendations of the
Superintendent for the adoption of the R.pln at a dulycalled board meeting, the

public notice of which announces that a R.I.F. will be considered. The discussion and
action on the plan shall be in open session; however, nothing herein shall restrict the
Board from holding portions of those dissions in closed session, if such discussion
would be proper under the New Mexico Open Meetings Act. The Board may allow such
review, consultation, and comment by employees and members of the public, as the
Board, in its discretion, deems appropriaiéie Board may propose modifications to the
plan recommended by the Superintendent as it deems appropriate, provided that the
Superintendent shall be the final decisiaaker on the content and scope of the plan
after giving due copmoppdalder ati on to the Boar

If a mid-year R.I.F. is proposed which would require the discharge of tenured
certified staff, the Superintendent and Board shall adopt a joint determination that
as to the projected financial burdens to the District in the future and concludig the




District cannot survive financially for the fiscal year already underway, if the R.1.F.
is not carried out.

Any final plan for a R.I.F. shall be made available to all staff, by providing copies thereof
in the office of each building principalanta t he Superintendent’ s
work days after the final plan has been approved by the Superintendent.

Adopted Plan. If a R.I.F. plan is adopted, the Board shall not be required to deplete its
operational cash balances maintained or chuneer as permitted by NMSA 1978

Section 228-41C and Section 71, Laws 2003, Ch. 153 in order to avoid the R.L.F., if the
Board, in its discretion, determines that the cash balance must be maintained at the level
determined by the Board, in order to cogdrer permitted expenditures or as a

contingency for unforeseen expenditures or emergencies.

Based upon the R.1.F. plan approved by the Board, the Administration shall perform a
study of the school district’s mastbsonnel
wholly or partially terminated or discharged in order to implement the plan. The primary
concern to be applied in making the R./I
maintaining a sound and balanced educational program which is aedradd meets

state and federal or regulatory requirements or standards, as well as the educational and
extracurricular program established for the District. In performing the study, the School
Administration shall prepare a rating sheet and apply a poaé using the criteria
applicable to the affected personnel specified in the following section.

Criteria for selection of employees for R.I.F.
A. Licensed personnel.
1. Licensing as qualifications/substandard licenses. Substandard licensure is
inferior tofull licensure, and a person who is fully licensed to teach within
the presently assigned content area shall be retained in preference to a
person holding a substandard license.

(0]

a. A person holding a —teaching wai

approved by tb Public Education Department (per NMSA 1978
Section 2210A-14B) shall be treated as having substandard
licensure for the purpose of the policy, and shall receive zero (0)
points for licensure in the survey and rating sheet.
b. A licensed person working inehaffected content area pursuant
to an —assignment waivelOA (per
14C), but possessing full licensing in another content area not
affected by the R.I.F. shall be allocated five (5) points on the
rating sheet.
c. A person who is fully tensed and teaching in the affect content
area shall be allocated ten (10) points on the rating sheet.
2. Endorsements.
Licensed personnel possessing teaching endorsements recognized by the
Public Education Department beyond those requested or required as
qud i fi cations for the individual
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. Service.

receive an additional one (1) point per current valid endorsement, up to a
maximum of five (5) points.

Extracurricular licensing/experience/assignment.

Licensing, experience and cent assignment in the extcarricular or ce
curricular activities which are to be retained as an integral part of the

di strict’”s overal/l program for its s
gualification requirement, in addition to licensure status, in making
selection of personnel to be released under this policy. Head coaches or
trainers possessing current licensing as a coach or trainer who are also
certified employees of the district may be allocated two (2) points for each
head coaching or training assngent up to a maximum of six (6) points

for all current assignments. Licensed assistant coaches who are also
certified employees of the district may be allocated one (1) point for each
assistant coaching assignment up to a maximum of three (3) poinlis for a
current assistant coaching assignments.

The Board shall also possess the discretion to grant up to, but no more
than, three (3) points for current extrarricular or cecurricular
assignments, requiring specialized knowledge, training, expertise, or
significant time commitment, but for which licensing is not available, in
programs or activities which the Board has determined to retain as an
integral part of its overall program.

No employee may receive in excess of ten (10) total points on the rating
sheet for extracurricular, athletic, or-carricular assignments. The
Administration shall include in the proposed R.I.F. Plan a listing of all
extracurricular, athletic, and -@urricular programs or activities which

may be considered for rating pointsthe proposed R.I.F. rating sheet and
the proposed weight to be given to each category of such programs or
activities for discussion at the Board meeting at which the R.1.F. Plan is
considered.

Where cumulative scores on the rating sheet araldmptween two or

more licensed school instructors being considered for termination or
discharge, tenured licensed school instructors shall be retained in
preference to licensed school instructors who have been employed by the
district for less than thremnsecutive school years of service.

a. Each licensed individual considered for termination or
discharge shall be awarded t¢&) points for each year of full
time service during the most recent period of uninterrupted
service with the district prior to the current year, excluding
approved extended leaves of absence, up to a maximum of fifty
(50) points.




b. Each licensed individuaonsidered for termination or discharge
shall be awarded one (1) point for each year oftfle service
out of the district, up to a maximum of eight (8) points.

5. Education
The amount of credit for education shall be determined based on degree
and addional hours:

a. B.A. 2 points
b. B.A. +15 4 points
c. B.A. +45 or M.A. 6 points
d. MA. +15 8 points
e. Post M.A. +45 and higher 10 points

6. Performance (Optional The School Superintendent shall determine
whether thicriterion shall be used at the time the R.I.F. Plan is approved.)
The current supervisor of each licensed school instructor considered for
termination or each licensed person considered for discharge shall rate the
relative performance of each such persora rating form to be prepared
by the Superintendent, or under his/her discretion. Such rating form may
be based on the district’s standard
competencies but may include additional competencies identified by the
Superinteadent which reflect his or her judgment as to the attributes
necessary for success in the particular program(s) affected by a R.I.LF. The
rating form shall include not more than a total of ten standard and specific
competency areas, shall specify the storeach performance category or
attribute, and shall allow for a maximum score of twesgyen (27)
points. The supervisor(s) may consult with the Superintendent concerning
the implementation of the evaluation. The supervisor(s) shall complete
the ratirg forms and return them to the Superintendent within the time
specified for completion of the evaluations.

If different individuals considered for a R.1.F. have different supervisors,
the supervisors may consult with each other and/or with the
Superintendnt to insure that the rating system is applied uniformly.
There shall be no requirement of observation of performance by a
supervisor specifically for the purpose of completing the rating form;
however, each supervisor shall review prior evaluationsepirtdividuals
considered for a R.I.F., if available. Where a supervisor lacks familiarity

with an individual’'s performance (e.

Superintendent may assign the evaluation to a present or past district
administrator or supervisor wtas greater familiarity with the
individual ' s performance The Supe
measures as he or she deems necessary to address with situations where
implementation of the performance rating cannot occur in the normal

manner, so log as such measures are rationally designed to award points

to |licensed personnel based on the
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B. Selections Based on Scores

The Superintendent shall total the points allocated based on the criteria specified
above. The person withe lowest score shall be the person who is released by
termination or discharge unless such action would have a serious and detrimental
effect on the total educational program. In such event, the Superintendent may
select a higher scoring person for taration or discharge but shall prepare a

written justification for such action in the best interests of the district, along with
the rating sheets for such positions. The computations of the Superintendent, plus
the rating forms on the persons considemedélease, shall be available for

review by the person released.

C. Transfers/reassignment

If, as a result of the application of the selection criteria, a person is selected to be
released from the affected progmnrlsom, but
licensed and qualified for another program(s) within the district, the person shall
be considered for transfer or reassignment to such program(s). The fact that there
are one or more other licensed employees within the program affected by the
R.I.F. who scored higher than the affected person, and that such person(s) may be
licensed and qualified to teach or administer in other programs in the district, shall
not require that the higher scoring person(s) be transferred or reassigned to the
other progam or programs, even if there is a vacancy in the other program or
programs. The transfer/reassignment obligation shall not arise until after the
selection of the person or persons to be released from program affected by the
R.I.LF. and shall only applytthe person or persons selected for release.
Consideration of transfer or reassignment of the affected person shall be governed
by the following criteria:

1. Existing Vacancy.If, upon the effective date of the termination or
discharge due to a R.I.F. gte is an existing vacancy in another program
for which the affected person is licensed and qualified, he or she shall be
transferred or reassigned to that vacant position. There shall be no
obligation to create a vacancy to accommodate such person.

2. No Exsting Vacancy.Where the affected person is licensed and qualified
for another program or programs in the district, but all such positions are
currently filled, the selection criteria described above, subject to the
modifications described below, shaél bpplied to determine whether the
affected person will be transferred or reassigned to another program and
another person, currently employed in the other program, shall be
released.

a. If the person is fully licensed for a position in another program or
anadministrative position but has not actually taught in such
program or held such an administrative position during any part
of the preceding five (5) school years, such person shall not be




considered qualified for transfer or reassignment to the other
peron.

b. If neither the Superintendent nor the current supervisor of the
program has observed the person being considered for transfer or
reassignment performing the duties of the other program, it is
impractical for the relative performance of the person being
considered for transfer or reassignment and the person or persons
currently teaching or administering in the program to be rated
based on direct observation. Under such circumstances, the
Superintendent or his/her designee shall make a judgment as to
thelikely performance of the person being considered for
transfer or reassignment and assign the performance score which
may be used in the selection process in comparison to the person
or persons currently employed in the other program. The

Superintendemdr desi gnee shall consider

performance in other programs and his/her knowledge of all
persons in the program in question in making the judgment, and
may consult with other knowledgeable persons in making this
determination.

c. Each licesed instructor or administrator discharged and each
tenured teacher terminated pursuant to this policy shall be
entitled to the procedural rights provided under the applicable
statutes and regulations of the State Secretary of Education
governing dischargef licensed school personnel or the
termination of tenured teachers. The written decision of the
Superintendent, to the extent required by statute and regulation,
shall clearly specify that the termination or discharge resulted
from a R.L.F. and not frorany cause personal to the person
released.

D. Non-Licensed Personnel
Seniority shall be the primary criterion in determining which-nertified
personnel shall be recommended for complete or partial termination in order to
implement the R.I.LF. Plan. Mosenior norcertified personnel ordinarily shall
be retained in preference to less senior-cemified personnel within the same
job category. However, where multiple positions and programs are affected by
the R.L.F., the School Administration may prepamating sheet which includes
the following criteria in making the selection:
1. Specialized Qualifications/LicenseSpecialized training/certification or
licensing directly related to the current job duties of the cemtified
empl oy ee ( esligense leeld byartaintenanceaemployee) may
be allocated up to, but not more then, five (5) points. This factor excludes
credit for extracurricular licensing referred to in the next section.
2. Extracurricular Licensing/Assignments/Experienddgcensing/taining in
extracurricular activities, such as coaching or training in athletic
programs, which are to be retained

a




overall program for its students, may be considered as a qualification
requirement in making selectiaf personnel to be released under this
policy. Head coaches and trainers who possess current licensing as a
coach or trainer may be allocated up to, but no more than, two (2) points
for each head coaching or training assignment, up to a maximum o} six (6
points for all current assignments. Licensed assistant coaches, or service
in current extrecurricular assignments requiring specialized knowledge,
training expertise, or significant time commitments, may be allocated up
to, but no more than one (1) pbfor each assistant coaching assignment,
up to a maximum of three (3) points for all current assignments.

. Service in District Each noncertified employee rated shall be awarded
one (1) point for each complete school year oftinlle service during the
most recent period of uninterrupted service with the District, up to a
maximum of twenty (20) points. Periods of extended leave of absence
without pay shall not be included. Where cumulative scores are equal,
tenured noncertified individuals (those wheove completed three full
consecutive years of service in the District) shall be retained over
nontenured noncertified individuals.

Performance. (Optional To be used only if directed by School
Superintendent)If two or more individuals have equal ratsign the

above criteria, the current supervisor of each person classified as support
staff who is considered for termination shall rate the relative performance
of such person on a rating form to be prepared by the Superintendent.
Such rating formwillbel e si gned based on the Dist
evaluation form for notertified employees. The rating form will allow

for a maximum score of twenty (20) points. The forms will be returned to
the Superintendent for tabulation.

. Selection Based on ScoreEhe Superintendent shall total the points for
service and performance. The person with the lowest score shall be the
person who is released. The computations of the Superintendent, plus the
rating forms on the persons considered for release, shall ibebéedor

review by the person released.

. Transfer/Reassignmentsf, as a result of the application of the selection
criteria, a person is selected to be released from the affected program, but
such person is tenured and qualified for another prograhnirvitie

District in which a vacancy exists, that person shall be considered for
transferreassignment to the other program.

. Termination Each noricensed employee terminated pursuant to this
policy shall be entitle to the procedural rights provided uttuer

applicable New Mexico statutes and regulations governing the termination
of nonlicensed personnel. The written decision of the Board, to the extent
required by statute and regulation, shall clearly specify that the
termination resulted from a R.l.&nd not from any cause personal to the
person released.




E. Appeal
Appeals to an independent arbitrator from termination or discharge pursuant to
this policy are governed by the provisions of NMSA 1978, Sectieh(2225,
NMSA 1978 2210A-28, respectivelyand any applicable regulations of the State
Secretary of Education.

F. Recall of Released Staff
For a period of one year after the effective date of the discharge or termination of
any employee pursuant to this policy, the Superintendent shall offer to such
person any position(s) which becomes available for which such person is licensed
and qualified, provided that such person has complied with the requirements
specified below.

1. Every person discharged or terminated under this policy who wished to be
consideed for recall, in the event that an opening occurs, must file with
the Superintendent, within thirty (30) days after the effective date of the
discharge or termination, a written statement indicating a desire to be
considered for recall and providing ardegss at which the person may be
contacted. Such person must notify the Superintendent of any change in
address within ten (10) days after changing residences in order to insure
proper notification in the event of a recall.

2. In the event that more than oimerested person who was discharged or
terminated within the calendar year prior to recall is qualified for the
position by experience, training, and/or licensure to which a person will be
recalled, the selection criteria of this policy will be appliedétermine
which person is to be recall ed. The
Districtll and —Performancel shal/l b e
discharged or terminated, but additional points for any additional
education earned after the dischargéomination which is directly
related to the District’s educationa
considered.

3. Any person selected for recall hereunder shall receive written notification
of the recall, by certified mail, at the address provided. Thdledca
person must accept the position offered through recall in writing. Such
acceptance must be received in the S
(15) calendar days after mailing of the recall notice to the person.

Rejection of the offer, in writingr by failure to timely respond, shall

result in forfeiture by the recalled person of any further recall rights under
this policy. Thereafter, an offer of recall will be made to the next person
qualified to be recalled, or if there is none, the positvdhbe filled by
another qualified applicant.

4. Any person recalled pursuant to this policy shall have all accrued unused
sick leave restored and be given credit for all years of actual service in the
district for salary purposes.

5. After the oneyear recalperiod has expired, any person discharged or
terminated under this policy shall no longer have any right to be recalled.




Such persons who wish to be reemployed thereafter shall file applications
for employment and will be treated as would any other aqptifor a
vacant position.

In the event legislation is passed which requires the Superintendent to reduce
licensed school personnel, for any reason, the Superintendent shall follow the
legislative procedures, if any, in lieu of this policy.

In the eventState Secretary of Education orders are entered which have the effect of

revising the districtds boundaries to excl
the district, reducing the districtds enro
personnel to arother district, or other state board orders resulting from exercise of

its | egislative powers, then the procedur e

for transfer of school facilities, students, and personnel shall be followed in lieu of
this policy. Unless a different procedure is mandated by law, the termination or
discharge of school employees in compliance with a State Secretary order shall be
governed by NMSA 1978, Statutes 220A-24, 2210A-25, 2210A-27, and 2210A-

28, if applicable.
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Section Il
The Instructional Program

he Board of Education and staff of the Jal Public Schools believe that American

educational aspirations for our young children have kept us free, and it is the

intention of the Board and staff to help perpetuate this freedom by providing the best
education pssible for all Jal students. We believe the purpose of public school education
is to develop individuals who in a world of continuing change and progress, can evidence
basic training in desirable moral, ethical, and academic preparation necessarydp deve
a competent individual who is prepared to assume a role in shaping the future of our
nation.

We believe that all children should have an equal opportunity in the pursuit of
educational opportunities, and the Jal Board of Education and staff will pattem
balance its programs to provide for the interests of the students of the schools. The
guality of the program deserves as much consideration as the quantityrmritdrhe

Board and staff accephe premise that the center of the curriculum is thill@nd that

the instructional program should be tailored to fit educational patterns of child
development.

We believe that the education of children is a comprehensive program which must be
undertaken in cooperation with other institutions of our spceetd we seek to establish
and maintain strong ties with parents and community programs.

3.1 Goals and Objectives of the Instructional Program
Academic Development of a Child.Inherent in this objective is the desire to teach
the students to think rationglin a society in which many actions are irrational.

Citizenship Development. To become a functioning member of our democratic
society and to possess knowledge necessary to improve it is one of the highest
achievements a student can attain. Therefopein@ary objective is to help students
develop a respect for the rights, opinions, and credos of others and a desire to live
cooperatively and responsibly within our society.

Development of Physical FitnessThe Board of Education and staff recognizes th
need for guidance of physical development as well as mental growth. Such a
program will include preparation of students for worthwhile leisure time activities as
adults and an awareness of the importance of diet and exercise in maintaining good
health.

Development of Practical Skills. It is the intention of the Board of Education and

the staff to help students acquire the basic skills necessary to earn a living in a
competitive society. We encourage students to seek additional education at colleges
and universities, but realizing that many students will seek employment upon
graduation from the public schools, the board and staff feels that the needs of this
group must also be addressed.




3.2 Professional Expectations of School Personnel

1 Be regular in attermhce and always on time.

1 Place the welfare of children first in importance in all school activities.
Believe in the potential greatness of each individual student.

1 Provide equal educational opportunities to all students through personalized
and individuailzed service to each student according to his or her needs and
abilities. Strive for improvement of instruction and job performance.

1 Be fair, courteous, and cooperative in all human relationships. Share ideas
for the improvement of the Jal Schools.

1 Be loyal to the Jal School System and support its philosophies, objectives,
and policies.

3.3 American Flag
Each school should always fly the American flag, except in inclement weather, and
display both the American flag and the New Mexico flag in each classré&aoh
student should memorize and recite the Pledge of Allegiance to the American flag in
unison daily and at school programs. The meaning of the Pledge of Allegiance and
proper flag etiquette should be taught at all levels.

3.4 Sectarian Doctrine
New Mexico Status 7711-10,1953, compilation. No person shall teach sectarian
doctrine in a public school. Any person violating the provisions of this section by
teaching sectarian doctrine in a public school shall be immediately discharged from
further employmentvith the school districts.

3.5 Curriculums
The elementary, junior high and high school faculties will develop curriculum
guides within state regulations. Any major changes in curriculum shall be approved
by the Board of Education before becoming effective.

First Aid. Instruction in first aid shall be a part of all health and physical education
classes on the secondary level. Elementary teachers should include first aid in their
course of study.

Physical Education. Only students having an excuse fromagtdr may be exempt
from physical education. Chiropractors are included (State Board of Education
ruling March, 1970).

Swimming. Swimming instructors must have both Red Cross Life Saving and
Water Safety Instructor qualifications. Swimming instructorphysical education
shall have had special training in swimming.

Driver Education. Driver education is an elective course taught outside the regular
school day.




3.6

Effects of Drugs, Alcohol and Tobacco. The harmful effects of using drugs,
alcohol andtobacco shall be taught regularly in all health and physical education
classes when practical, as required by the New Mexico Statutes.

Grading. Grading will be objective and will not be affected by personal opinion or

used as a disciplinary ager.t udent s’ grades wi || be basg

of content of the subject and not on the basis of effort. Teachers should counsel the
entire class on a systematic basis at regular intervals as to how and on what basis
grading is done. When necessatyudents should be advised as to why their grades
are unsatisfactory, need improvement or excellent. Principals will inform teachers
on grading, promotion, and retention policies.

Field Trips and Excursions. Field trips are encouraged by the Boardedtication.

Field trips should be an outgrowth of the instructional program and should comply
with all other policies of the school system. All school trips, regardless of their
nature, will be scheduled with the superintendent. No setpmisored tripwiill be
planned or encouraged outside the Continental United States.

Special Education

Child Find/Interventions

It is the policy of the Jal Public Schools to ensure that all children with disabilities
residing in Jal School District, including childrerithvdisabilities attending nen
public schools, regardless of the severity of their disabilities, and who are in need of
special education and related services, are identified, located, and evaluated and a
practical method is developed and implemented teraene which children with
disabilities are currently receiving needed special education and related services.

It is the policy of the Jal Public Schools to ensure that a free appropriate public
education (FAPE) is available to all children with disaigiitfrom birth through the
school year in which the student reaches 21 years of age, including children who
have been suspended or expelled from school.

Procedural Safeguards

It is the policy of the Jal Public Schools to ensure that children with disedb#ind

their parents are afforded the procedural safeguards required under the IDEA (and
its federal and state implementing regulations) including with respect to the
confidentiality of records and personally identifiable information.

Full and Individua | Evaluation

It is the policy of the Jal Public Schools to ensure that children with disabilities are
evaluated in accordance with the IDEA (and its federal and state implementing
regulations), including by having in place procedures to ensure that tesithg
evaluation materials and procedures utilized for the purposes of evaluation and
placement of children with disabilities are selected and administered so as to not be
racially or culturally discriminatory. Such materials or procedures shall be pdovide
and administered in the child’s native
in the form most likely to yield accurate information on what the child knows and

an



can do academically, developmentally, and functionally, unless it is clearly not
feasibleto do so, and no single procedure shall be the sole criterion for determining
whether a child is a child with a disability or for determining an appropriate
education program for a child with a disability.

Disabilities i Exceptionalities

It is the policyof the Jal Public School to ensure that children are assessed in all
areas of suspected disability/exceptionality under the IDEA (and its federal and state
implementing regulations, and that upon completion of the administration of such
tests and other eluation materials administered according to the evaluation
procedures of the IDEA (and its federal and state implementing regulations), a group
of qualified professionals and the parent of the child determine if the child is a child
with a disability undestate and federal standards.

Individualized Education Program (IEP)

It is the policy of the Jal Public Schools to ensure that an Individualized Education
Program (IEP) or an Individualized Family Service Plan (IFSP) is developed,
reviewed, and reviseadif each child with a disability in accordance with the IDEA
(and its federal and state implementing regulations).

Least Restrictive Environment

It is the policy of the Jal Public Schools to ensure that to the maximum extent
appropriate, children witllisabilities, including children in public and npublic
institutions or other care facilities, are educated with children who are not disabled,
and that special classes, separate schooling, or other removal of children with
disabilities from regular edation environment occurs only when the nature or
severity of the disability of a child is such that education in regular classes with the
use of supplementary aids and services cannot be achieved.

Discipline/Behavior

It is the policy of the Jal Public Sebls to ensure that children with disabilities
(including a child not yet eligible if the school had knowledge prior to the
disciplinary conduct that the child was a child with a disability under the IDEA and
meets the standards for receiving protectiodenrthe IDEA) are disciplined for a
violation of the student code of conduct in accordance with the IDEA (and its
federal and state implementing regulations), including with respect to any
disciplinary removal from the current educational placement to ppmopriate
interim alternative educational setting, another setting, suspension, or expulsion.

General Administration

It is the goal of the Jal Public Schools to provide a full educational opportunity for

all children with disabilities consistent with tket at e’ s f ul | educati
goal including having a comprehensive system of personnel development, a
curriculum that meets the New Mexico Standards of Excellence, an accountability
system that complies with state standards including the StudeaichT
Accountability and Reporting System (STARS) and the Special Education

]



3.7

3.8

3.9

Accountability System (SEAS), collaboration with other agencies, a funding system
that complies with state standards, and a program for gifted children that complies
with state stadards.

Procedures

It is the policy of the Jal Public Schools to have in effect procedures and programs to
implement this policy governing special education that are consistent with the IDEA
(and its federal and state implementing regulations).

The supentendent of schools shall develop procedures to implement this policy
governing special education that are localized for the Jal Public Schools and
conform to the standards of the New Mexico Special Education Policies and
Procedures manual developed by New Mexico Public Education Department.

The purpose of these procedures shall be to implement the IDEA (and its federal and
state implementing regulations), and therefore, shall be interpreted consistent with
the IDEA. The procedures shall not be foe fhurpose of creating a requirement
that is not otherwise imposed by the IDEA (and its federal and state implementing
regulations), and shall not be read to create a higher standard. This handbook of
procedures developed by the superintendent shall bzlean the administrative

office of the Jal Public Schools.

Honors Courses

Honors Geometry, Honors Algebra IlI, College Algebra/Trigonometry, Physics,
Chemistry, Honors English IV, and Honors US History are identified as the honors
program at Jal High&ool At the end of the nine weeks, ten points will be added

to the nine weeks average that the student has achieved in all honors courses.
Students will be placed in the honors program upon recommendation of the
instructor, test scores, and by meetitigexjuirements of the program.

High School Graduation Requirements

It is recommended that no more than two courses be earned by correspondence in
meeting the graduation requirements from Jal High School. The superintendent
shall approve exceptions tagh Students must have a passing score of the High
School Competency Exam to be graduated from Jal High School. (Senate Bill
106,1986) Students who do not fulfill the graduation requirements will not be
allowed to participate in the graduation ceremsnie

Grade Promotion

Students must attain a satisfactory level of understanding and performance of grade
level competencies (Educational Standards of New Mexico) prior to being promoted
to the next grade level.




3.10High School Library
The Junior High an#lligh School library will operate as part of the Woolworth
Community Library as per the agreement of the Board of Education and the Trustees
of the Jal Woolworth Library Fund.

3.11Textbooks and Instructional Supplies
Instructional Materials. It shall be the plicy of the Board of Education to see that
the supply of instructional materials is adequate. Administration of supplies shall be
the responsibility of the superintendent. The school shall furnish supplies such as
textbooks, supplementary textbooks, andtructional materials as the law will
provide to implement the curriculum from kindergarten through the twelfth grades.
Supplies will be requested on forms provided by the business office.

Any student or teacher who, through the course of instrugtimauces any article
for his or her personal use or ownership, will pay the cost of the material used in the
construction of each article.

Destruction. Any student who willfully destroys textbooks or other school property
shall be expected to replacepaty for it.

Selection of Textbooks. The selection of textbooks shall be made upon the
recommendation of school personnel. Textbooks and supplementary books shall be
adopted after consultation with teachers and approval of principals and
superintendent. Textbook selections shall be displayed to the public for their
opinions and input.

3.12Yearbook
Each year Jal High School publishes a yearbook, which includes all students and
faculty. A professional photographer makes school day pictures for the yearbook
and for student files.

3.13Care and Use of School Property
It shall be the duty of each school employee to safeguard and protect the properties
of the school district. Employees should assist in keeping inventory numbers
affixed on all assigned equipment.ar@ shall be taken to see that windows and
doors are properly secured before leaving the school building at the close of each
day. It is the responsibility of the building principals that students are informed
regarding the proper care and use of textsoakd supplies. Any damage to
classroom and/or equipment should be reported to the principal at the time damage
occurs if possible.

Staff members may request use of special equipment during the summer months
from the principal. The Board of Educatigrohibits the lending of school
equipment or furniture to agencies and individuals outside the school system except
on the approval of the principal or superintendent.




3.14Course Fees
Teachers will inform students and parents of any fees to be assessedyatheywh
are required. Generally fees will be assessed for the following: (1) Band instrument
rental (2) Band uniform cleaning (3) Items that become the property of the student
in special courses such as shop, arts and crafts, home economics, etctuéidulis
will pay fees as determined by the Board.

3.15Evaluation of the Instructional Program

An evaluation of the school s iAMAnaualruct i

Report on the Instructional ProgranAn advisory committee shall be appointad o

a yearto-year basis by the Board of Education as needed. An annual evaluation of
education goal achievements budget utilization and school management will be
conducted. (Senate Bill 738, approved April 6, 1989)

3.16Emergency Closing of School

The superitendent shall determine if there is a need for the emergency closing of
schools. If the closing of school is necessary due to extremely bad weather or other
severe emergencies, an announcement will be made on local radio and television
stations. If schdois not open because of unforeseen circumstances, an
announcement will be made on local radio and television stations by 7:00 a.m. on
the day in question. If such a need exists, the principals shall be notified as soon as
possible.

3.17Home Schools
Home schbol procedures will be followed as established by State Regulatioi-S22
2.1 (NMSA 1978). Any person operating or intending to operate a home school
shall:
a) Within thirty days of its establishment, notify the Public Education
Department in writing of thestablishment of a home school on or before
April 1 of each subsequent year of operation;
b) Maintain records of student disease immunization or a waiver of that
requirement;
c) Provide instruction by a person possessing at least a high school diploma or
its equvalent;
d) Home school students who wish to enter Jal Public Schools and are of
elementary or junior high age will be placed in the grade appropriate for their
age. Home school students entering high school will be required to take a
test for all courses fowhich they will receive credit. The test will normally
be the most recent semester exam administered for that course. The grade
made on the test wild| be the grade

3.18Safety Regulations and Procedures
Fire Drills. One fire drill each week is to be held during the first month of the
school year and once each month thereafter as required by the New Mexico School
Code. School employees should know the fire drill regulations for their respective
room or rooms ah building. The fire drill shall be conducted as prescribed by the
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principal of each building and approved by the City Fire Department. The principal
shall report the evacuation time, problems, etc. of each fire drill to the
superintendent.

Playgrounds. Supervision and safety inspection shall be the responsibility of the
building principal.

Accident or lliness. If a student is injured or becomes ill at school and requires the
services of a doctor, the parent should be contacted and the buytthegpal and

the health clerk notified. If the parent is contacted, the parent shall take the child to
his/her own doctor. If the parent cannot be contacted, the principal or other school
employee shall take the student to the family doctor, providedisfisted on the
student’s permanent records. I f the f
or school employee shall use his or her own judgement in securing medical
emergency services for transporting the student to the hospital. If the pan@ot

be contacted before taking the student to the doctor or to the hospital, the school
shall continue attempts to contact the parent. The attending physician shall decide
the disposition of the case. A complete cumulative written record of eaieiaic
shall be maintained in the principal’s

3.19Extracurricular Activities
The Board of Education emphasizes a strong and comprehensive extracurricular
activity program to complement the regular instructional program. The school staff
is expectedd maintain the activity program in its proper perspective as related to
the overall school program.

Scheduling Activities. Students participating in extracurricular activities (such as
athletic contests, band contests, etc., student organization asti@tc.) shall miss

as little classroom time as possible. Faculty members are encouraged to schedule
activities on weekends and after school on Fridays. Every attempt will be made by
the school staff to conserve and protect school time. No activagyhature shall
interfere with semester examinations. All activities occurring outside the normal

school day shall be cleared by the super|i

Procedure References. Each activity sponsor is to follow all procedures as
authorized in the al Schools publicationActivities Policies. Regulations
prescribed by the legislature, the State Department of Education and the New
Mexico Activities Association shall be followed.

Meals and Lodging. Meals and lodging for students by law cannot bel fieam

tax money. Such meals and lodging, where possible, will be paid by activity funds
raised by the organizations such as band, student council, athletics, etc. It is
understood that in many cases there will be no money available.

Students are encowad to excel in as many school and schetdted areas as
possible. It may not be possible to provide meals, transportation, or faculty sponsors
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for each activity. Travel on special occasions that is not clearly a part of existing
student organizationwill be approved by the administration and/or the Board of
Education on a trioy-trip basis.

Sponsors. A certified teacher must be in charge of each activity and is responsible
to the principal for supervision of the activity. Assignment of sponsoss beuwell
di stri buted among the members of t he

responsibility for the activity program overshadow or supercede regular classroom
work.

3.20Summer Recreation Program

The Jal Public Schools will operate a summer reaealtiprogram in conjunction

with the City of Jal. The City budgets money for this purpose. These funds will be

expended according to all regulations of the regular school budget. The

administrative staff of the schools will organize and direct the sunpmogram,

keeping the following guidelines in mind:

(1) Present a comprehensive quality recreational program for all sabeol
children.

(2) Employ competent supervisors.

(3) If students are employed as assistants, those students currently enrolled in the Jal
Schoos will be given first priority.

(4) Maintain effective safety standards in all activities.




4.1 Possession of Weapons in School

Section IV
Student Policies

The Board of Education recognizes that the presence of weapons in school not only
creates unacceptable risks of injury or death, but also creates a climate that
undermines the educational purposes of the schools. Accordingly, it is the policy of
the Boardof Education tdorbid the possession, custody, and use of weapons by
unauthorized persons in or around school property.This policy is enacted to
implement the requirements of the federal Gun Free Schools Act of 1994, 33 U.S.C.
3351 (a)(1), and it is thintention of the Board that it be interpreted to conform to
provisions of that law.

Definition of Weapons.For pur poses of this policy,
knife, explosive, or other object, even if manufactured for a nonviolent purpose, that
has a potentially sl bkeotobpegctothabhyr kg

that has a potentially violent use, if, under the surrounding circumstances, the
purpose of keeping or carrying the object is for use, or threat of use, as a weapon.

Definition of Firearm. For purposes of this policy and compliance with the federal

Gun Free School s Act, a Afirearmo is def|li

gun, which will or is designed to or may readily be converted to expel a projectile by
the action dan explosive; the frame or receiver of any such weapon; any firearm
muffler or firearm silencer, or any destructive device.

Prohibitions. It is the policy of the Board that no student shall bring a weapon to
school, nor carry or keep any weapon on stpooperty or while attending or
participating in any school activity, including during transportation to or from such
activity.

Enforcement. Thi s policy shall be enforced acc
Search and Seizure Policy. Disciplinary actipnssuant to this policy shall follow

the procedures prescribed by the State Board of Education Regulation-8laas81
amended, and the policies of the District.

Any student who brings a firearm or weapon to a school or scpooisored
activity shall, h addition to penalties imposed under school board policy, be referred
to appropriate law enforcement authorities for prosecution.

Penalties for Violations. Any student found to be in violation of this policy shall

be subject to discipline, including Igiterm suspension and expulsion. In
compliance with federal Gun Free Schools Act, any student found to be in violation
of this policy due to possession of a firearm, as defined in this policy, shall, at a
minimum, be expelled from school for a period of less than one year, provided
that the superintendent or the Board of Education may modify such penalty in
appropriate cases at their discretion.
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4.2

4.3

This policy shall be interpreted in a manner consistent with the individuals with
Disabilities Education AciDEA). In accordance with the provisions of 20 U.S.C.
14115e(3)(B) of the IDEA, a child with a disability who is determined to have
brought a weapon to a school under the jurisdiction to the School Board may be
placed in an interim alternative educatbgsetting as specified by the IEP team. If

the parent or guardian requests a due process hearing, the child shall remain in the
alternative educational setting during the pendency of such proceedings, unless the
parents and school officials agree othegwi

Student Use of Drugs and/or Alcohol and Tobacco

The use of tobacco by students on school property is prohibited. Students are not to
bring tobacco in any form to school. Any student involved in the use, possession of,
or under the influence of drugs alcoholic beverages on school property may be
expelled from school. Parents will be called for a conference.

Search and Seizure

All teachers, administrators or school bus drivers (hereafter school employees) may
conduct a sear c horscHool prapertg a&ssigned o thpt studsnbih a |
they have a reasonable cause to suspect that a crime is being or has been committed
or they have reasonable cause to believe that a search is necessary to help maintain
school discipline and/or safety.

Searh of a student

clothing, possessions or actions which give reasonable cause to believe that a crime
or breach of th disciplinary code is being or has been committed.

(a) Search of a student’
the presence of another school employee.
(b) Search of a student’s person may
thesame sex.

S person may

If the search of a student, his or her locker possessions disclose contraband material
whose possession violates the law, school employees should notify the appropriate
authorities. lllegal items (firearms, knives, or other dangerous weapooi)eo
possessions which are a threat to the safety or security of other may be seized and
released to appropriate authorities. Items which are used or may be used to disrupt
or interfere with the educational process may be removed from student passessio

Parts (a) and (b) will be adhered to by school personnel where possible and
practical. In extenuating circumstances, school employees are hereby authorized
by the Board to carry out their lawful responsibilities as the situation dictates.
Legal Refeence: New Mexico State Board of Education RegulatieB,Jlne

1977.

s person or vehicle on
the school employee notices, or i s suspi

b
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4.4

4.5

Drug Dogs

Drug dogs will be used in the schools only upon the permission of the
superintendent. The use of dogs will be limited to locker and vehicle sweeps. They
will not be usedd sniff students without the permission of the school board. This
permission will be given only if school officials can document a serious problem of
student drug use.

This policy does not prevent the use of drug dogs in special assemblies to show
studetts the ability of the dogs. Students who volunteer may be sniffed by the dogs,
but again only if the student wants to be part of the program.

Sexual Harassment

The Board of Education forbids harassment of any student on the basis of sex. The
Board will not tolerate sexual harassment of students by employees or by other
students. The intent of this policy regarding conduct between employees and
students is clear and straightforwatdo employee of the school district may engage
inany conductofasexua nat ure with any student, r ec¢
ability to consent, or actual consent.

Between an employee and a student, sexual harassment is any conduct of a sexual
nature. Between students, sexual harassment is unwelcome conduct of a sexua
nature.

Conduct of a Sexual Nature.Conduct of a sexual nature may include, but is not
limited to:
... verbal or physical sexual advances, including subtle pressure or sexual activity;
.. repeated or persistent requests for dates, meetings, and otheinsex@ations;
. sexually oriented touching, pinching, patting, staring, pulling at clothing, or
intentionally brushing against another;
... showing or giving sexual pictures, photographs, illustrations, messages, or notes;
... writing graffiti of a sexual nature athool property;
. comments or namealling to or about a student regarding alleged physical or
personal characteristics of a sexual nature;
..sexuallyor i ent ed —ki ddi remgendres,-atdgokes;iandg , I d o uk
. any harassing conduct to which a studesuigjected because of or regarding
the student’ s sex.

Standard of Conduct for Employees.No employee may engage in conduct of a
sexual nature with a student at any time or under any circumstances, regardless of
whether such conduct takes place on schompgrty or in connection with any
schoolsponsored activity.

Standard of Conduct for StudentsUnwelcome Conduct of a Sexual Nature.
Verbal or physical conduct of a sexual nature by one student of another may
constitute sexual harassment when the allggeaitassed student has indicated, by




his or her conduct, that the conduct is unwelcome, or when the conduct, by its
nature, is clearly unwelcome or inappropriate.

A student who has initially welcomed conduct of a sexual nature by active
participation musgive specific notice to the alleged harasser that such conduct is no
longer welcome in order for any such subsequent conduct to be deemed unwelcome.

Reporting, Investigation, and Sanctions.lt is the express policy of the Board to
encourage students wieel they have been sexually harassed by a school employee
or by another student or students to report such claims.

Reporting of Sexual Harassment by a School Employeény student who

believes a school employee has subjected him aoleery conduct of a sexual

nature may tell a counselor or principal.

If a student who believes he or she has been sexually harassed by a school
employee, feels uncertain about who to tell, or feels uncomfortable telling any
counselor, or principal, theuglent should tell his or her parent(s) about the problem,
and ask for the parent(s) help in reporting the sexual harassment to appropriate
school personnel.

If a student believes he or she has been sexually harassed by a counselor or a
principal, or by ay other administrator, the student should seek the assistance of his
or her parent(s) in reporting such harassment to the superintendent or to a member of
the Board.

Reporting of Sexual Harassment by a Student or StudentsAny student who
believes he oshe has been sexually harassed by another student or other students
may tell a teacher, counselor, or principal or assistant principal.

If a student who believes he or she has been sexually harassed by another student or
students, and who feels uncertalvout who to tell, or feels uncomfortable telling

any counselor, or principal, the student should tell his or her parent(s) about the
problem, and ask for the parent(s) help in reporting the sexual harassment to
appropriate school personnel.

Reporting by Employees Mandatory. Any employee who receives any report of
sexual harassment of a student, whether the report is given by a student, a parent, or
another employee, must notify his or her immediate supervisor or the superintendent
of such report, regaleks of whether the employee receiving the report considers the
report credible or significant.

Investigation. The superintendent or his or her designee will appropriately and
promptly investigate all reports of sexual harassment of students. In aeibeymi
whether alleged conduct constitutes sexual harassment, the totality of the
circumstances, the nature of the conduct, and the context in which the alleged
conduct occurred will be investigated.




4.6

Sanctions. Any employeefound to have engaged in condo€ia sexual nature with

a student shall be subject to sanctions, including, but not limited to, warning or
reprimand, suspension, or termination, subject to any applicable procedural
requirements.

Any studentfound to have engaged in sexual harassmeatstiident shall be

subject to discipline, including, but not limited to, suspension or expulsion, subject
to any applicable procedural requirements.

School Attendance

Definitions.

An —excused absencel occurs wheraasonhe par
for the absence.

An —unexcused absencel occurs when the p
reason for the absence.

A —truantl student is one who has accumu

A —habituall y tr ua nctulnulatet mateghan teniusexcosede wh @
absences.

School Attendance and Truancy Policy.The Jal Public School District, within the
laws of the State of New Mexico, believe that regular, uninterrupted classroom
instruction, classroom participation, and intei@ttvith classmates are essential to

the educational process. Preparation and training for subsequent study or
employment includes the development of-skdcipline through regular class
attendance. For these reasons and others, the Jal School Bxstribe State of

New Mexico require that all children of appropriate age and condition attend classes
regularly (Compulsory School Attendance Law;1221 et seq). This policy

implements state law.

The New Mexico Chil dr en’hasmGretiamtepr ovi des
unexcused absences per semester, the chi
need of services, Il orderedamiupgervnsnead.
(N.M.Stat.Ann. 32A3A-2(A)(1) and 32A3B-2(A)). A child who is permitted by

hisshe parents to be chronically truant ma

requires the schools to report violations of the Compulsory School Attendance Law

to the Probation Services Office of the judicial district in which the student resides

for investigation to determine whether the student may be a neglected child or a

child in a family in need of services, and thus subject to the provisions of the
Children’s Code. Violations of the comp
parents to criminasanctions as provided by New Mexico law. In addition to any

ot her disposition, the Children’s Court
privileges to be suspended for a specified time not to exceed ninety days on the first
finding of habitual truancend not to exceed one year for a subsequent finding of
habitual truancy.

Maintaining regular school attendance is the joint responsibility of the parents and
educators. In keeping with that obligation, the following rules of school attendance
shall be obsrved and enforced.
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Attendance Requirements:

Parent or guardian shall notify the school each day his/her child will be absent from

class and the reasons for the absence. Upon return, the student shall present to the
principal’ s of drificatien fram thetparentiguardean stpting ttie v
reason for the student’'s absence. Af ter
note may be required. If a student is to be absent for 10 or more consecutive days,

the parent/guardian shall presenttvre n ver i fi cation from the
provider verifying the expected length of absence and the ability of the student to do
school work at home. At that time, the student will be placed on {oomed study

until he/she can return to school.

Make Up Work Missed and Grades:

Following an excused absence, a student shall be give a reasonable time by his/her
teachers within which to make up work the student missed during absence. In the
case of an unexcused absence, the student will be allowezktoup missed work

but three points wildl be deducted for ea
weeks grade.

Discipline:

In addition to the other measures to be imposed according to this policy, students
may receive detention,school suspensiony other discipline designed to keep the
student in school and progressing academically, for each unexcused absence, at the
discretion of the principal or his/her designee. -Gfschool suspension and

expulsion will not be used as punishment for truasrcynexcused absences.
Notification of Parents of Unexcused Absences:

If a student is absent from school without a parent notification of absence, as

required under —attendance requirementsl
soon as practicablepntact the parents or legal guardians by telephone or certified
mail to give notice of the smeatdhent ' s abs

reason for the absence and to schedule a meeting to establish a plan to address the
student ' s u nsekhe nosfieation and mextng vell be respectful and

in a language and manner that is understandable to the parents/guardians. The plan
to i mprove the student’s attendance will
t he causes f excusdadhabsenses$ arecaddresséds u n

Fourth and Subsequent Unexcused Absences:

The Probation Services Office for the judicial district will be notified after the fourth
unexcused absence.

Distribution of Policy; Acknowledgement of Receipt:

A copy of the policyand an acknowledgment form will be issued to each student on
the first day of school. The student shall return the acknowledgment form, signed

by his/her parent/guardian no later than the fifth day of school. A student who fails
to return the signed for within that time shall be subject to disciplinary actions as
deemed by the principal.

Student Attendance Records.Student daily attendance will be verified by the
principals of the elementary, junior high and high schools on forms provided by the
Public Education Department. Attendance records will be submitted to the
superintendent.




4.7

4.8

4.9

Tardies. Three unexcused tardies within one school year will equal to 1 unexcused
absence (3 point deduction from nine weeks grade). The fourth and subsequent
tardies vill result in a Xpoint deduction from the nine weeks grade.

Admission Requirements
Students shall be accepted into the secondary school upon the recommendation of
the elementary school principal.

Non-Accredited Schools and Home SchoolsStudents wharansfers to the Jal

Public Schools from a private, public, or home school which is notatatedited

will be admitted upon presentation of-tgpdate immunization records and an
evaluation by Jal School of f iuldicSchosls o f
reserve the right to require testing to establish an appropriate level if deemed
necessary.

Release of Students From Campus

Students are to be released only through permission from a parent or guardian and to
identified individuals. Each kool campus will have an outlined procedure for the
release of students. This procedure will be outlined in student handbooks of each
school.

Should the police or social workers be involved, the following procedures will be in

effect:

(1) The agent must prade proper and complete identification.

2)The agent’s office or supervisor wil/
purpose of visit.

(3) If students are questioned at school, a school representative will be present.

(4) Should a warrant be served and ihésessary for a student to be transported to
the police station, a school representative will stay with the student until the
parent or guardian arrives.

Student Investigations and Arrests by Police

The police may be called to the schools at the reqfidisé @dministration. If the
police wish to come to a school for official business, they must contact the school
administration. Contact between the school and the police department on matters
involving students shall be made though the office of thecjgral or superintendent
and an officer of the police department. The police department should be
encouraged to talk to students away from school before or after school hours.

Law enforcement authorities are allowed to conduct an interview in the sthool

they can show that special circumstances exist or if the interview is to be conducted
at the request of the school. The principal or superintendent should make this
determination. Circumstances where the health, life or safety of the studentks at ris
if the interview were conducted at home would come within this category, i.e. child
abuse, etc.
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I f the police have a warrant for a studge

the student; however, whenever possible, the arrest should be condubted
principal’s office out of view of othe
school, the police shall sign a release form in which they assume full responsibility
for the student.

Law enforcement per sonnel ichntildhe studene ma i
is located and brought to the office by school personnel. If possible, the educational
program of the student should not be disrupted to allow for police questioning. Any
guestioning by the police, if allowed, should be conductedgnvate room or area
where confidentiality can be maintained. This should be an area removed from
observation by or contact with other students and school personnel.

If law enforcement officials are to be allowed to question a student under the age of
eighteen (18) years of age, a reasonable attempt shall be made to notify the parents
except in cases of suspected child abuse or child neglect involving the parent. The
parents should be given the opportunity to come to the school prior to questioning.

If the parents are notified and can attend, they should be allowed to be present at the
interview. The school administrator should be present at the interview but should

not take part in any questioning. The administrator should at all times remain a
neural observer.

4.10Student First Amendment Restraints
Students are within the protection of the first amendment, although their rights are
not caextensive with those of adults. Therefore, administrative authorities may

exercise reasonable priorrestrainbup t he exerci se of studen

rights, including standards of decency.

Material to be considered for distribution or posting must be submitted to the
principal for review and approval at least three (3) days before such contemplated
distribuion or posting. The principal must notify the requesting party of his or her
decision by 4 p.m. the day previous to the contemplated distribution or posting.
Failure to make such notification on the part of the principal will be interpreted to
mean appval is granted for such distribution or posting. If the principal
disapproves the distribution or posting of materials, the requester may appeal the
decision to the superintendent of Schools and finally to the Board of Education.
(Legal Reference: NeWexico State Board of Education, Regulation3dune,

1977)

4.11Disciplinary Management Plan
The Board of Education expects that proper discipline be maintained in all
classrooms and related school activities. Student conduct shall be compatible with
the welfare of the groups, of the preservation of order, and for the protection of other
personr the property of the Board of Education. The administrative staff of the
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Jal Schools will design standards of discipline, conduct, and personal appearance of
Jal students. All personnel will use sound judgement in designing and administering
the discigpinary codes.

Statement of Policy. A primary responsibility of the New Mexico public schools
and their professional staffs shall be to instill in students an appreciation of our
representative form of government, the rights and responsibilities midivedual
and the legal processes whereby necessary changes are affected.

The school is a community and the rules and regulations of a school are the laws of
that community. All persons enjoying the rights of citizenship are subject to the
laws of theircommunity. Each right carries with it a corresponding obligatitme
right to attend public school IS not abs
acceptance of the obligation to abide by the lawful rules of the school community
until and unlesghe rules are changed through lawful processes.

Teachers, administrators, and other school employees also have rights and duties.
Teachers are required by law to maintain a suitable environment for learning in their
classes and to assist in maintainiogaol order and discipline. Administrators are
responsible for maintaining and facilitating the educational program by ensuring an
orderly, safe environment in the public schools. In discharging their duties, all
school employees have the right to beefirom intimidation or abuse and to have

their lawful requests and instructions followed by students.

Corporal Punishment. Corporal punishment is authorized as a disciplinary tool at

the Jal School District subject to the terms of this policy. A cedtifieacher or an
administrator may only administer corporal punishment. An administrator must be
present either as a witness or the disciplinarian. The punishment must be

admini stered in a private area such as t

Infraction for which corporal punishment may be administered includes but are not
limited to the following: Fighting; property damage; misbehavior at school
sponsored activities; refusal to follow
habitual tardiness; usef@rofanity or obscene gestures; possession or use of

tobacco; theft; disrupting school procedures or activities by excessive talking or

bizarre conduct; cutting class; reckless or careless driving.

Corporal punishment will be administered by a wooderigaavhich is smoothly

sanded and has no cracks or holes. Corporal punishment may only be administered
to the buttocks and no more than three individual swats shall be administered for any
one infraction.

At the beginning of each school year a form Ww#él sent home to parents by which
they can elect to veto the application of corporal punishment to their child.




Detention of Students after School.Students shall not be detained after school for
disciplinary purposes later than 3:30 p.m. Bus studetiteotibe kept unless prior
arrangements have been made with the parents. Saturday detention will be from
8:00 a.m. until 10:00 a.m. Students must come prepared to work on school
assignments. Any type of misconduct or tardiness will result in the stoelieg

sent home and possible suspended from school.

Grades. The maintenance of proper discipline will never be done by raising or
lowering of subject grades. However, class attendance and participation are

i mportant parts of theseboreanysdimeadtadertis asertd u c a t|i
and unexcused, three points will be deducted from his or her nine weeks grade.

Supervised Study. The student will be separated from the other students. The
separation may be for the entire day or any part ofdlye @he separation will not

be longer than five days. The students will work on class assignments during this
time and credit will be given for all work finished.

In-School SuspensionThe student will be confined continuously from 7:50 a.m.
until 3:00p.m. The student will not be allowed contact with other students but will
be given short breaks throughout the day.

The principal may place a student orsthool suspension for up to ten days. The

parents will be notified immediately by phone, whesgble, followed by a letter

stating the events that led up to suspension. The student will be given the class
assignments for the time of the suspension and grades will be given for this work.
However, the students will be given unexcused absenceadbrotass missed

during the suspension. Thiswillresultinathpee i nt deducti on fr om
nine weeks grade for each class missed.

Anti -Bullying Policy. When students are afraid to attend school/classes they cannot
learn. Bullying preventio programs can help to provide a safe environment in

which teachers can teach and students can learn. When a stum#girgdshis or

her ability to participate in and benef.i
activities is adversely affected.h@ goal of this policy is to ensure that procedures

are in place to prevent bullying, limit the prevalence of bullying and to make
conseqguences salient to everyone involved.

Jal Public School District believes that providing an educational environmeait for
students, employees, volunteers, and families, free from harassment, intimidation, or
bullying supports a total learning experience that promotes personal growth, healthy
interpersonal relationships, wellness, and freedom from discrimination and abuse
Therefore, harassment, intimidation or bullying are forms of dangerous and
disrespectful behavior that will not be tolerated.




Definitions:
1.

6.

—Bull yingl means any repeated and perva
expression, physical act gesture, or a pattern thereof, that is intended to cause
distress upon one or more students in the school, on school grounds, in school
vehicles, at a designated bus stop, or at school activities or sanctioned events.
Bullying includes, but is not limitetb, hazing, harassment, intimidation or

menacing acts of a student which may, b
color, sex, ethnicity, national origin, religion, disability, age or sexual orientation.

—Harassmeflt means knowi ngloyconuucttreatusiintegdedsto pat t e

annoy, alarm or terrorize another person.

—Di sabnasdmwemdtall i s defined as i ntimidatji

student based on disability that creates a hostile environment by interfering with
ordenyingast udent’'s participation in or r ecé¢
oppatunities in the district. Harassment and Disabilityd$ésment include but or
not limited to:
1 Verbal acts, teasing, use of sarcasm, jokes;
1 Namecalling, belittling;
1 Nonverbal behavior g as graphic or written statements;
1 Conduct that is physically threatening, harmful, or humiliating; or
1 Inappropriate physical restraint by adults.
—RaciralssHeent Il consists of physical or
i ndividual ' s rtace when the condu
1 Has the purpose or effect of creating intimidating, hostile, or offensive
academic environment;
1 Has the purpose or effect of substantially or unreasonably interfering with an
individual’'s academic performance; or
1 Otherwise adversely affectsanindivedlt * s academi c opportu
—SexuradssHaent Il means any unwel come sexu
favors, or other inappropriate verbal, written, or physical conduct of a sexual
nature. Sexual harassment may take place under any of the following
circumstances:
1 When submission to such conduct is made, explicitiynpticitly, a term
or condition of obtaining an education; or
1 Submission to or rejection of that conduct or communication by an
individual is used to factor in decisions affecting timatii vi d u al
education; or
1 That conduct or communication has the purpose or effect of substantially
or unreasonably interfering with an
intimidating, hostile or offensive education environment.
—Hazi ngll mengansact @yaimstmaisttdent, or coercing a student into
committing an act, that creates a risk of harm to a person, in order for that student
to be initiated into or affiliated with a student organization, or for any other
purpose. Hazing includes butrst limited to:
1 Any type of physical activity such as whipping, beating, striking,
branding, shocking, or placing a harmful substance on the body.
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1 Any type of physical activity such as sleep deprivation, exposure to
weather, confinement in a restrictaiba, calisthenics or other activity that
subjects the student to an unreasonable risk or harm or that adversely
affects the mental or physical health or safety of the student.

1 Any activity involving the consumption of any alcoholic beverages, drug,
tobaco product or any other food, liquid, or substance that subjects the
student to an unreasonable risk of harm or that adversely affects the
mental or physical health or safety of the student.

1 Any activity that intimidates or threatens the student with astrgahat
subjects the student to extreme mental stress, embarrassment, shame, or
humiliation, that adversely affects the mental health or dignity of the
student or discourages that student from remaining in school.

1 Any activity that causes or requires gtadent to perform a task that
involves a violation of state or federal laws, or district policies.

Notice of Prohibition Against Bullying and AsBullying Interventions
The prohibition against bullying shall be publicized by including the following
statement in student handbook(s):

1. —Bullying behavior by any student i
prohibited, and such conduct may result in disciplinary action, including
suspension and/ or expulsion fdawh scho
pervasive written, verbal, or electronic expression, physical act or gesture, or a
pattern thereof, that is intended to cause distress upon one or more students in the
school, or at school activities or sanctioned events. Bullying includes, kit is n
limited to, hazing, harassment, intimidation or menacing acts of a student which
may, but need not be based on the stu
origin, religion, disability, age or sexual orientation that a reasonable person under
thecircumstances should know will have the effect of:

1 Placing the student in reasonable fear of physical harm or damage to the

student’'s property; or

T Physically harming a student or damagi|
1 Insulting or demeaning any student or grad students in such a way as to

di srupt or interfere with the school’
any student.

Students and parents may file verbal or written complaints concerning suspected
bullying behavior to school personnel and admratsts. Any report of

suspected bullying behavior will be promptly reviewed. If acts of bullying are
verified, prompt disciplinary action may be taken against the perpetrator, up to
and including suspension and/or expulsion.

1 Students are to be remindedfze beginning of each school year about
the AntiBullying Policy, as well as their responsibilities regarding
bullying behavior. A copy of the policy will be disseminated annually.

1 The AntiBullying Policy will be available on the Jal Public Schools
welbsite, and in all student, staff, and parent handbooks.

Reporting Intimidation, Hessment, or Bullying Behavior

1 Any student who believes he/she has been the victim of harassment,
intimidation, bullying, or hazing by a student or school personnel, or any
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person with knowledge or belief of such conduct that may constitute

harassment, intimidation, bullying, or hazing toward a student should

immediately report the alleged acts.

1 The report may be made to any staff member. The staff member will
assist the student in reporting to the principal or other district personnel.

1 Teachers and other school staff who witness acts of bullying or receive
student reports of bullying areequiredto promptly notify designated
staff.

1 Reports should be done in writing using the school discipline referral
form.

1 School principal or designeersquiredto accept and investigate all
reports of intimidation, harassment, or bullying.

1 School principal or designeensquiredto notify parents or guardian of a
student who commits a verified act of intimidation, harassneent,
bullying of the response tiieschool staff and consequences that may
result from further acts of bullying.

1 Nothing in this policy shall prevent any person from reporting directly to
the office of the Superintendent.

1 Retaliation against an individual who either orally reports or files a
written complaint regarding harassment, intimidation, bullying, or hazing
or who participates in or cooperates with an investigation is prohibited.

1 The right to confidentiality, both of the complainant and the accused,
shall be preserved consistent wifiphcable laws.

1 If harassment or bullying continues, the perpetrator will be immediately
suspended and removed from the school, pending adéosnghearing.

1 To the extent permitted under the Family Educational Rights and Privacy
Act (FERPA) school staff irequiredto notify the parent or guardian of
the student who is a target of bullying of the action taken to prevent any
further acts of bullying.

Investigating Intimidation, Harassment, or Bullying Behavior

The Principal, or designee, will appropriatehdgpromptly investigate all reports of
harassment, intimidation, bullying, or hazing. In determining whether the alleged

conduct constitutes bullying, the totality of the circumstances, the nature of the conduct,
the student’ s hi whichtheallegeal noddudt dceurred withiiee x t i n
investigated.

1 The administrator will make every effort to inform the
parents/guardians of the victim and the accused of any report of
harassment, intimidation, bullying, or hazimgor to the investigation
takingplace.

1 The investigation shall consist of personal interviews with the
complainant, the individual(s) against whom the complaint was filed,
and others who may have knowledge of the alleged incident(s) or
circumstances giving rise to the complaint. Thesgtigation may also
consist of other methods or documents deemed relevant by the
investigator.




1 The district may take immediate steps to protect the complainant,
students, teachers, administrators, or other school personnel pending
the completion of an irestigation.

1 The investigation shall be completed as soon as possible. The
principal (or investigator) shall make a written report to the
Superintendent upon completion of the investigation. If the complaint
involves the Superintendent, the report shalfiked directly with the
New Mexico Public Education Department, Educator Ethics Bureau.
The report shall include the determination of whether the allegations
have been substantiated as factual and whether they appear to be
violations of this policy. Acopy of the completed report will be
maintained by the district Safe Schools Coordinator.

Consequences of Bullying
1 Verified acts of bullying shall result in intervention by the building Principal and
his/her designee that is intended to ensure that tielption against bullying
behavior is enforced.
1 Bullying behavior can take mg forms and can vary dramatically in how serious
it is, and what impact it has on the targeted individual and other students.
Accordingly, there is no one response to bullyighile conduct that rises to the
|l evel of —bullyingl as defined above wi
against the perpetrator of such bullying, whether and to what extent to impose
disciplinary action (detention, in and enftschool suspensigr expulsion) is a
matter for the professional discretion of the building Principal.
Consequences of Knowingly Making False Reports
1 False charges shall also be regarded as a serious offense and will result in
disciplinary action or other appropriate samas.
Anti -Bullying Included in Health Education Curriculum
—Heal th Educationl is the instructional pr
and assist all students to maintain and improve their health, prevent disease, and reduce
health relatedisk behaviors. It allows students to develop and demonstrate increasingly
sophisticated healttelated knowledge, attitudes, skills, and practices. It meets the
content standards with benchmarks and performance standards as set forth in
6.30.2.19NMAC.
Bullying behavior is mentioned specifically in many areas of the Health Education
performance standards, in all grade levels. All students need to be aware of bullying
behavior beginning in Kindergarten and continuing throughout their school years. Itis
imperative that students are comfortable with understanding, describing, and recognizing
bullying behaviors, and then in the later grades being able to analyze those behaviors and
role play refusal skills.
Our curriculum does recognize the importance diylarevention skills in all grade
levels.
Threats of Violence
1 Threats of violence toward other students, school staff, or facilities generally are
prohibited and may result in suspension or expulsion, regardless of whether the
student has previousgngaged in such conduct.




1 All employees and students are required to report evidence of threats of violence
to their principal. Such reports shall be investigated by the principal or designee.
All such reports shall be documented by the principal.

1 In case of threats that may constitute a violation of criminal law, the principal,
superintendent, or designee shall notify law enforcement authorities.

1 Students who are charged with violation of this policy shall be placed on short
term suspension pending intigation of the charge(s). Those found, through a
dueprocess hearing, to have violated this regulation shall be subject to discipline,
including longterm suspension or expulsion. For Special Education students,
administrators will consult with the Diceor of Special Education regarding the
appropriate process.

4.11 Health Curriculum Opt-out Policy

The Jal Public School District, in accordance with the Health Education Content

Standards and Benchmarks, requires abstinence education in grafes

comprehensive sexuality education in gradd27 Parents have the option to request an
exemption from these required sections of the health curriculum. Students who are

exempt will be assigned an alternative curriculum. Theoapforms must be on file

the principal’s office at the appropriate

4.12Conduct at SchoeSponsored Activities. Students who are engaged in school
sponsored activities away from school are responsible for their conduct the same as if
they were at school.

4.13Temporary Suspension.Temporary suspension means the removal of a student
from school for a specified period of 10 days or less. Temporary suspension shall be left
to the discretion of the principal.

4.14LongTerm Suspensions and ExpulsionsLong term suspensions and expulsions

shall be carried out in accordance with the requirements of SBE R&g.Btincipals

and the superintendent shall ensure that suitable written procedures and notices are
developed, approved by the Board, and provided &xtfl students when proceedings

for long-term suspensions or expulsions are initiated. Pursuant to its authority, under

SBE Reg. 813, the Board hereby establishes the following framework for-terng
suspensions and expulsions from the Jal Public Sshdoprincipal may initiate

proceedings to suspend a student for up to the remainder of the year. The superintendent
shall serve as hearing authority/disciplinarian in such cases unless she or he is
disqualified under 8B for personal involvement, pregjgment, or bias, in which event

she or he shall designate another person to hear and decide the case. The administrator
who initiates the proceedings shalll presen
ensure that arrangements are made forbetpresented.

The Board of Education shall serve as the review authority fortknng suspensions or
other punishments imposed after hearings whenever a right of review is granted under
81-3. The review shall proceed in accordance with the requirerok81s3.
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The superintendent may initiate proceeding to expel a student or to suspend a student for
longer than the remainder of school year. The Board of Education shall hear and decide
such cases, administratively. (Revised Board Actiehi3-89)

Comgaints concerning student attendance may be filed in local courts. This procedure
must conform to the requirements of the Juvenile Code as approved by the 1981 session
of the legislature.

4.15Suspension for Degrading or Destroying Property of School Engptee. Any

student of the Jal Public Schools, who intentionally and deliberately degrades or destroys
the property of any school employee because they are employees of the Jal Schools, may
be suspended from school for a period of up to five days. SHwuktudent be

suspended he or she shall be entitled to a hearing as set forth by the State School Board
policy and the local School Board policy. The parents shall be notified immediately of

the suspension in writing.

4.16Discipline of Special EducatioStudents

Special education students are not immune from school disciplinary processes, nor are
they entitled to remain in a particular educational program when their behavior
substantially impairs the education of other children in the program; howesgnblic

schools are required by state law and regulations to meet the individual educational needs
of the exceptional children to the extent that current educational expertise permits.
Accordingly, before a longerm suspension or expulsion may be ingzben a special
education student, public school authorities shall seek to determine whether the
objectionable conduct is caused by a failure to provide the student with an appropriate
educational program. For lesser disciplinary measures, aspecidleéduwan st udent ’
individual education program (IEP) may prescribe or prohibit the use of specified
sanctions. (Ref. SBE Regulations No-31

4.17Policy and Procedures Regarding Student Records
Family Education Rights and Privacy Act of 1974.
Student RecordBolicies and Procedures for Jal School District.

Definitions. For the purpose of the policy, Jal Schools uses the following definitions of
terms.

1 Student: Any person who is enrolled and attends or has attended a school in
the District.

1 Eligible Student:Any student or former student who has reached age 18 or is
attending a postsecondary school.

{1 Parent: Either natural parent of a student, a guardian, or an individual
authorized to act as a parent or guar
or guadian.

1 School Official: A person employed by the District as an administrator,
supervision, instructor, or support staff member, including health or medical
staff; a person elected to the School Board; a person employed by or under

di



contract to the Districdo perform a special task, such as an attorney, auditor,
medical consultant, or therapist; a person who is employed by the District for
law enforcement purposes.

Legitimate Educational Interest: An interest is deemed legitimate if the
School Official isperforming a task that is specified in his/her position
description or by contractual agreement in connection with the operation,
maintenance, management, or programs and functions of the School District;

performing a task r eoh;pdrferdingtatasktrefated st u d
to the discipline of a student’ provi
student or student’'s family, such as

financial aid; maintaining the safety and security of the campus.
Education records: Any record (in handwriting, print, tapes, film, or other
medium) maintained by the District, or an agent of the District which
contains information directly related to the studexaept:

1) A personal record kept by a staff member if kept in the sole
possession of the maker of the record and is not accessible or revealed
to any other person except a temporary substitute for the maker of the
record.

2) An employment record which relates exclusively to an individual in
his/her capacity asnieemployee of the District and which is not
available for other use.

3) Alumni records that contain information about a student after he/she
IS no longer in attendance at the District and do not relate to the
person as a student.

Maintenance of Records: The District shall maintain a cumulative record folder for
each student attending its schools. The cumulative record folder shall contain all the
education records identified in the definition above and not include any record that
gualifies as an exception the definition.

The following types of files shall be considered education records and shall be included
in the cumulative folder:

1 Identification information, including name, sex, race, birthplace, and birth
date;

Family data;

Medical health records amanergency medical information;

Attendance records;

Academic and scholastic records;

Standardized test scores;

Records of educational and vocational plans;

Records of interests, activities, and honors;

Teacher evaluations, if shared with anyone else;

Counselor evaluations, if shared with anyone else;

Information pertaining to special services provided for students;

Records of incidents of unsatisfactory behavior or imposition of discipline.
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Records that may be purged shall be removed from the readnoraperly disposed of
unless a request for a review by a parent or student is pending. At a minimum, the

student’s record shall be reviewed for rec
completed elementary school, junior high school, and high scRemlords that may be
purged include those previously designated as such.
The following is a list of the types of records that the district maintains, their locations,
and their custodians.
TYPES LOCATION CUSTODIAN

Cumulative School Records School d attendance Principal

(Current Students)
Cumulative School Records School last attended Principal

(Former Students)
Health Records Elementary School Nurse
Speech Therapy Records/ School of attendance Spec. Ed. Dept.
Psychological Records
School Transportation Administration Bldg. Superintendent

Records
Standardized Test School of attendance Principal

Records
Method of Annual Notification: In compliance with 34 C.F.R. Section 99.7 of the
regulations adopted pursuant to Bexleral Educational Rights and Privacy Act, parents
shall be notified of their rights under such statute by:

a) Annual publication in student handbook, or;
b) Letter sent via U.S. Mail at the beginning of the academic year.
The notice shall be infarm substantially similar to the attached as Appendix A to this
policy.
Procedure to Inspect Educational Records:
T Parents of students or eligible student

education records upon request.

1 Parents or eligible studerdssh oul d submit to the student

written request which identifies as precisely as possible the record or records
he/she wishes to inspect.

1 The principal (or appropriate school authority) will make needed arrangements for
access as prompths possible and notify the parent or eligible student of the time
and place where the records may be inspected. Access must be given in 45 days
or less from the date of receipt of the request.

1 Parents or eligible students who wish to inspect recorddiwdwithin 50 miles
of the place where the records are kept must do so at a place designated by the
District. After inspection, the parent or eligible student may request copies of the
records inspected. Parents or eligible students who live fardnrebthmiles from
the place where the records are kept may request copies of the records without

or



first i nspecting them at the district’sg
will copy the records at the regsteregd st or '’
mail with return receipt requested.

1 A school official competent in interpreting student records shall be present to
explain the implications of the records that are examined.

1 When a record contains information about students other than a'parenc hi | d o1
the eligible student, the parent or eligible student may not inspect and review the
portion of the record which pertains to other students. At the discretion of School
Officials, the names of the students may be excised or deleted fromahe irec
order to permit inspection.

Refusal to Provide Copies:The District reserves the right to deny a parent or eligible
student a copy of the student’s education
failure to provide a copy would effectiyeprevent the parent or eligible student the right
to inspect and review education records:
a) The parent or student has an unpaid financial obligation to the District;
b) The education record requested is an exam or set of standardized test
guestions,coverddy t he publ i sher’s restricti

Fees for Copies of RecordsThe fee for copies requested of education records shall not
exceed $1.00 per page which includes copy time and postage.

Disclosure of Educational Records:The District will discbse information from a
student’s education records only with the
except that the District may disclose or permit inspection or disclosure, without consent
when disclosure is for the reasons enumeratedwelo

1 To school officials who have a legitimate educational interest in the records,
including for purposes of related financial aid.

1 To officials of another school, upon request, in which a student seeks or intends to
enroll. In such a case, the parentlailele student shall receive notice of the
request.

1 To certain officials of the U.S. Department of Education, the Comptroller
General, the State and local educational authorities, in connection with an audit or
evaluation of certain state or federadlyported education programs.

T I'n connection with a student’s request
the eligibility, amount, or conditions of the financial aid, or to enforce the
conditions of the aid.

1 To state and local officials or authoritiéspecifically required by State law
adopted before November 19, 1974.

9 To organizations conducting educatiiated studies for or on behalf of the

District.

To accrediting organizations to carry out their functions.

To parents of an eligible studentliie student is a dependant for tax purposes.
To comply with a judicial order or a lawfully issued subpoena. In such a case,
school officials shall make reasonable efforts to notify the parents or eligible
student to permit them to challenge disclosudesired.
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1 To appropriate parties in a health or safety emergency, or in connection with any
investigation of child abuse or neglect if knowledge of the information is
necessary to protect the health and safety of the student or other individuals.

i State andocal authorities, within a juvenile justice system, pursuant to specific
State law. A subpoena must be presented with the request for the records.

1 To individuals requesting directory information as designated by the District.

Re-Disclosure: An educatbnal agency or institution may disclose persondintifiable
information from an education record only on the condition that the party to whom the
information is disclosed will not disclose the information to any other party without the
prior consent ofthe parent or eligible student.

Record of Request for Disclosure:The district will maintain a record of all requests for

and/ or disclosures of information from a s
kept 1 n each st undshaltindisate the mannd otheipartg makinglthe a
request, any additional information to whom the information may be redisclosed, and the
legitimate interest the party had in requesting or obtaining the information. The record

may be reviewed by the pateor eligible student.

Directory Information: The District designates the following items as Directory
|l nformati on: student’s name, parent
address, date and place of birth, major field of study, desgd, enroliment status,
participation in officially recognized activities and sports, weight and height of members

of athletic teams, dates of attendance, degrees and awards received, most recent previous
school attended and strictindyedisdlosesanymfthmte degns a p h .
without prior written consent, unless notified in writing to the contrary within 14 days

from the first day of the academic year.

S nan

Dates of attendance shall be construed to mean periods of time such as certaircacademi
year, semester, or quarter. The term does not include specific daily records or attendance.

Corrections of Education Records: Parents or eligible students have the right to ask to
have records corrected that they believe are inaccurate, misleadimgjalation of their
privacy rights. The following procedures apply to requests for correction of records:
1 Parents or the eligible student must ask the District to amend a record. In so
doing, they should identify the part of the record they want adthagd specify
why they believe it is inaccurate, mis|l
privacy rights.
1 The District may comply with the request or it may decide not to comply. If it
decides not to comply, the District will notify the parents agilele students of
the decision and advise them of their right to a hearing to challenge the
information believed to be inaccurate,
privacy rights.
1 Upon request, the District will arrange for a hearing, andngti t he par ent’
eligible student, reasonably to advance of the date, place, and time of the hearing.




1 The hearing will be conducted by a hearing officer who is a disinterested party;
however, the hearing officer may be an official of the district. Erernds or
eligible student shall be afforded a full and fair opportunity to present evidence
relevant to the issue raised in the ori
education records. The parents or student may be assisted by one or more
individuals,including an attorney.

1 The District will prepare a written decision based solely on the evidence presented
at the hearing. The decision will include a summary of the evidence presented
and the reasons for the decision.

1 If the District decided that the iofmation is inaccurate, misleading, or in
violation of the student’s right of pri
parents or eligible student, in writing, that the record has been amended.

1 If the District decided that the challenged informati® not accurate, misleading,
or in violation of the student’s right
student that they have the right to place in the record a statement commenting on
the challenged information and/or statement settni freasons for disagreeing
with the decision.

T The statement will be maintained as par
long as the contested portion is maintained. If the District discloses the contested
portion of the record, it must alslisclose the statement.

Waiver of Rights: Parents of a student or an eligible student may waive any of their
rights under this policy. A waiver of rights must be in writing, must be by the parent or
the student, and must specify those rights intendée teaived. A waiver is effective

until revoked in writing. If a parent executes a waiver, the student may revoke it upon
turning 18 years of age.

Complaints: A parent or eligible student may file a written complaint with the Family

Policy Compliance @ice regarding an alleged violation of the Federal Education Rights
and Privacy Act. The Office’ s address 1is
Department of Education, 400 Maryland Avenue, S.W., Washington, D.C. -2G2H

Right of Non-Custodial Parents: Either natural parent is entitled to review student
records without consent from the other parent or the student so long as-testartial
parent retains parental rights over the student (as is common in joint custody situations)
and thedivorce decree does not specifically designate one parent as the exclusive
individual for making educational decisions about the child.

A request by a noeoustodial parent to visit with students at school should also be
governed by the terms of the diverdecree. In the event the divorce decree grants
specific visitation right to the necustodial parent (for instance, during every other
weekend from 5:00 p.m. on Friday through 6:00 p.m. on Sunday, and the like) an attempt
by the norcustodial parent twisit with the children at school violates the terms of such
visitation rights as set out by the Court. In event the divorce decree is not specific as to
thetimesofthencon ust odi al parent’s visitation, b ut
the Stool District not allow the neoustodial parent to visit with the children at school,
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the principal of the school should decline the request to allow visitation which is contrary

to the custodi al parent’ s desiirheschoolsi nce a
of ficials in a custody dispute and will of
from the educational process that day. The principal or other authorized administrator

should advise the necustodial parent to seek a modificat of the divorce decree to

spell out the right to visit with the children at school, rather than becoming involved in

custody disputes. School officials need not become involved in disputes between

divorced parents. If the parents persist in makingahets contrary to the terms of

divorce decree, they should be referred back to their own attorneys to seek a modification

to the decree. Confrontations or abusive use of the telephone {oystodlial parents

may violate provisions of the Criminal Codetiinterferes with the orderly conduct of

school or administrative operations.

Student Data: No student should be required to furnish any confidential information
about home life, diet, habits, etc.

Waiver and Consent to Disclose Student Information:Parents grant permission for
the District to release information about their children in connection with the following
educationrelated activities:

T I'nclusion in the Honor Rol | and publ
of the Honor Roll in any print dsroadcast medium for the purpose of
recognizing the named student’'s acad
recognition may include publication of criteria for the Honor Roll
inclusion, such as name and grade point average.

1 Inclusion in other honors publicly bestadven the student by the District,
School, or Schoelelated organization, including any honor related to
academic achievement, community service, or extracurricular activity.
Public recognition of the student may include dissemination of the criteria

fort he student’s honor, including nam
information.

T Public display of the srelatedlnaidrials ar t w
t hat may bear any award, grade earne

T At the high s c hoamé, addrpss,andphbre nisnbentd e nt ’
various branches of the military, upon their request, for purposes of
recruiting.
1 Atthe elementary school level, gregpading exercises in which students
may grade other student’s assignment
participate in cooperative or group projects and receive a group grade.
These activities promote peer learning and peer teaching.
1 Identification in written or oral recommendations of the student by an
employee of the District.
The consent form shall remnan effect unless revoked by the fourteenth day of the
current school year.
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4.18 Student Insurance

The Jal Board of Education shall make available student accident insurance to all
students, administrators, certified, and to@ntified personnel witkthe cost for each

policy to be borne by the individual concerned. The Board shall pay for, from gate
receipts, catastrophic type insurance only. This will only help cover expenses above
$5,000 per injury. All students participating in athletics withpde evidence that they

are covered by some type of insurance. A family policy or the sctayotoverage are
examples. The Board is not to set the precedent of paying hospital and doctor charges
beyond that covered by the insurance policy (adopteceBdyetr 3, 1963).

4.19 School Cafeteria

All students shall be encouraged to eat in the school cafeterias, but no one shall be
required to do so. Students receiving free or reduced price lunches must have a properly
approved applicationon fileintseuper i nt endent ' s of fi ce.
more than three (3) consecutive days unless parents/guardians have made arrangements
with the school. (Adopted-92-95)

4.20 Student Work Permit
Student work permits are regulated by State law. &tadaust obtain work permits
from the high school principal.

4.21 Academic Eligibility Requirements for Extracurricular Activities

The eligibility requirements as outlined in the guidelines of the New Mexico Activities
Association shall be met by studentghe Jal Schools. No scholastic eligibility
requirements exceeding those of NMAA are to be imposed.

4.22 Student Absence Affecting Activities

If a student is absent and unexcused on the day of a sghmadored extracurricular

activity (band, athleti contest, etc.), he or she cannot participate in that activity. If the
student is absent the day of an activity
release in order to participate in the activity. If he or she is absent and unexcused on t
day after an activity, he or she cannot participate in the next activity.

4.23 Student Appearance

It is not the intent of the school to regulate details of dress to students; however, it is the
duty and responsibility of the school to encourage anstinpon good taste in

grooming. Neatness, cleanliness, and appropriate dress are conducive to good manners
and proper attitudes. No odd regalia will be allowed that is worn to attract attention. All
types of clothing should be conducive to a good skebawironment and should be

accepted as being in good taste. Dress at sapaoisored activities should also be in

good taste. The students of Jal Schools are expected to dress properly and according to
good taste. The dress of the students shouldhestthe dignity of the individual and the
school. All students should be clean, neat, and-grelbmed.
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School Dress CodeMuscle shirts, tank tops, tube tops, spaghetti straps on tops or
dresses, and fish net shirts should not be worn to scathing with offensive,

obscene, and/or suggestive pictures or writing or that advertises prohibited nuisances
such as drugs, alcohol, and tobacco may not be worn. Students may not wear extremely
short skirts or dresses. There should be no skin edfiEte/een upper and lower

garments. Students may wear shorts, but they must extend past tiggiiclose to the

knee. No spandex shorts or leggings may be worn unless covered by another garment.
Cutoffs should not be worn unless they are cuffednt$ar shorts with holes or rips in

them should not be worn to school. No hats or head coverings are allowed in the
classroom.

Hairstyles, in the opinion of the school administration, shall not cause a health or safety
hazard or cause a disruption of #aicational process. Mustaches, if worn, will be
neatly trimmed. No beards.

Radios, tape players, pagers, or any electronic devices that may create a disturbance are
not to be taken to class.

4.24 Cell Phones Students are not allowed to have celbpés at school. If a student is

in possession of a cell phone in the building, the cell phone will be confiscated and held
in the office. On the first offense, the cell phone will be returned to the student at the end
of the school day. On the second @ubsequent offenses, the cell phone will be held in
the office until a parent/guardian comes to the office and has a conference with the
administration. Continued disregard for the policy could result in further discipline,
including but not limited toSaturday Detention Hall, ISS, or suspension.

4.25 Graduation Dress CodeAll graduating seniors will wear the traditional royal blue

cap and gown. Boys must wear dark colored pants and girls must wear a dress or dark
colored pantsuit under their gownStudents should wear dress shoes or boots; no tennis
shoes. Boys should wear socks to match their pants and should wear a light colored shirt
that has a collar. If, in the opinion of the administration, a student is not dressed

properly, he or she wilbe given an opportunity to change, if time allows before the
graduation ceremony. If he or she does not change, he or she will not be allowed to
participate in the ceremony.

4.26 Communicable Diseases

The Board of Education recognizes that the healthsarfety of the students of this

district is primary concern and that it is necessary, in order to protect student health and
safety, to adopt a policy governing the manner in which the Board and its administration
will protect the health and safety of atudents when any current or potential student is
infected with a communicable disease. This policy is adopted in order to protect the
legitimate interests and rights of students with communicable diseases or who are carriers
of communicable diseases, Wehalso protecting the health and safety of the remaining
students in the district.




No student, otherwise qualified to attend the schools of this District, shall be denied
admission, suspended, expelled, segregated, restricted from curricular andmxttacu
activities, have his or her educational program changed nor otherwise be denied the
benefits of the educational program as a result of the student being a carrier of or having
any communicable disease, unless the procedures specified hereimhiagem

followed.

Any decision affecting the educational program or attendance of a student who is a
carrier of or who has a communicable disease will be based upon competent medical
advice and will balance the rights of the infected student again&ditienlate interest of
the District in protecting the health and safety of the remaining students.

Parents or guardians of students attending or enrolling in the schools of the District have
an obligation to disclose, to the appropriate administratofatiie¢hat the child is a

carrier of or is infected with a communicable disease, as soon as the parent or guardian
becomes aware of the condition. For the purposes of this policy, communicable diseases
include, but are not limited to, the following:

Acquired Immune Deficiency Syndrome Herpes Simplex
(HTLVE-II) AIDS Measles

Chicken Pox Rubella
Cytomegalovirus Salmonella
Diphtheria Typhoid Fever
Hepatitis B Virus Whooping Cough

The District will not require mandatory testing or screening of students for communicable
diseases as a condition precedent to registration or admission to school, either initially or
annually. However, if school authorities have reasonable causededittlat a student

has oris a carrier of a communicabdisease, such student may be required to submit to

an appropriate medical examination, at the expense of the DigthietJal Public

Schools reserve the right to deny admittance to any student staff member until

proper enrollment procedures have been completed.

Parents or guardians may voluntarily choose to remove their children from school,
without compliance with these procedures
condition is infectiou®r communicable, provided that such an absence is supported by a
statement to that effect prepared by a medical doctor or other competent medical
professional. A determination as to whether alternative instruction will be provided in
such circumstancesilwbe made on a cadey-cases basis, based upon other policies of

the Board, the length of the absence, the severity of the condition and other factors
considered relevant by school authorities.




The number of personnel wdnehalbeleptatewar e of
minimum needed to assure proper care of the child and to deal with situations where the
potential for transmission may increase (e.g., bleeding injury).

The educational program and placement setting decisions concerning those students shall
be determined by a committee composed of
The child’ s parents or | egal guarchld ans.
wi || i nteract and who are familiar with
(4) The superintendent or his or her designee. (5) Any other person, to be appointed to
the committee by the superintendent, whose expertise would be wsifeldommittee

in reaching and implementing its decisions.

In determining the educational program and placement setting for any student who has or
is a carrier of communicable disease, the following factors will be evaluated: (1) The
nature of the dises&. (2) The age of the student. (3) The behavior of the student. (4)

The neurological development of the student. (5) The physical condition of the student.
(6) The expected type of interaction which the student will have with other individuals in
theproposed placement setting. (7) The degree to which other individuals may be
exposed to infectious organisms. (8) The hygienic practices of the student. (9) The risk
of transmission of the disease from the student to those individuals with whomhee or s
will interact. (10) Any other pertinent factor reasonably related to the decision.

An unrestricted educational program and placement setting will be the primary goal for
any student who has or is a carrier of a communicable disease. Restrictioas upon
student’'s educational program and/ or pl a
committee determines that the risks of an unrestricted program and placement outweigh
any benefits which the student may receive from an unrestricted program.

The educationgbrogram and/or placement setting established by committee for any
student who has or is a carrier of a communicable disease will be reevaluated at least
once per school year. Any reevaluation will be done by the committee taking into
account those factolisted above.

All school personnel and all members of the committee appointed according to the
provisions of this policy shal/l mai nt ai n
to the fact the student has or is a carrier of a communicabksdis@d with respect to

any records, documents, statements, letters or memoranda developed or prepared by the
committee; provided, however, that nothing herein shall prohibit or prevent the disclosure
of information that may be permitted or required byesta federal law or regulations
promulgated thereunder.

Any parent or guardian aggrieved by a program or placement decision made pursuant to
this policy may appeal that decision to the Board of Education by requesting a hearing, in
writing, within the (D) calendar days of the program or placement decision. Such

hearing will be held at a time convenient to the parties and shall be held in closed session.
The decision of the Board shall be final.
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The procedures outlined, with necessary adjustmentsphmapplied to any staff
member suspected of posing a health risk to other staff members or students.

4.27 Internet Use Policy

Definitions
x —Userll shall mean al l persons who
District’s computer resources.

x —Comput erslIResshcaurlcemean all computer

communications devices, facilities, equipment, networks, passwords,
licensing and attendant policies, manuals and guides.

No Expectation of Privacy
x No expectation of privacyThe computers and computer accounts given to
Users are to assist them in performance of their jobs. Users do not have an
expectation of privacy in anything they create, store, send, or receive on the
computer system. The computer system belongs tocti@oEDistrict and
may be used only for business or education program purposes.

x  Waiver of privacy rightsUsers expressly waive any right of privacy in
anything they create, store, send, or receive on the computer or through the
Internet or any otherornputer network. Users consent to allowing personnel
of the School District to access and review all materials Users create, store,
send, or receive on the computer or though the Internet or any other
computer network. Users understand that the Schatti@imay use human
or automated means to monitor use of its computer resources.

Prohibited Activities
x Inappropriate or unlawful material Material that is fraudulent, harassing,

embarrassing, sexually explicit, profane, obscene, intimidating, threatening
or potentially violent, defamatory, racially offensively proselytizing
inappropriate or otherwise unlawful, or in violation of SchooaBbpolicy
may not be sent by-mail or other form of electronic communication (such
as bulletin board systems, newsgroups, chat groups) or displayed on or
stored in computers. Users encountering or receiving this kind of material
should immediately repoltte incident to their supervisor.

x  Prohibited uses Without prior written per mi

[computer resources officer], computer resources may not be used for
dissemination or storage of commercial or personal advertisements,
promotions, dstructive programs (including, but not limited to self
replicating codes or viruses), political or religious material, or any use which
is unauthorized or in violation of School Board policy.

x Waste or computer resourcedsers may not deliberately perfoants that

waste computer resources or unfairly monopolize resources to the exclusion

of others. These acts include, but are not limited to, sending or forwarding
mass mailings or chain letter, spending excessive amounts of time on the
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Internet, playing gmes, sending or forwarding jokes, engaging in online
chat groups, printing multiple copies of documents, or otherwise creating
unnecessary network traffic.

x  Misuse of softwareWithout prior written authorization from the School
Di stri ct ' s urfes aficep,lseesmayrnet docany of the
following: (1) copy software for use on their home computers; (2) provide
copies of software to any third person; (3) install software on any School
District workstations or servers; (4) download any softwamrgior
executable files from the Internet, email, or other online service to any
School District’s workstations or set
recast, or adapt any software; or (6) revansgineer, disassemble, or
decompile any software. Usaxho become aware of any misuse of
software or violation of copyright law must immediately report he incident
to their supervisors.

x Communication trade secretéJnless expressly authorized by the School
District’s [ comput er nsnatsng, orrotheavese of f i C ¢
disseminating proprietary data, trade secrets, or other confidential
information of the School District is strictly prohibited. Unauthorized
dissemination of this information may result in substantial civil liability as
well as seere criminal penalties under the Economic Espionage Act of
1996.

Passwords

x Responsibility for password4Jsers are responsible for safearding their
passwords for access to the computer system. Individual passwords should
not be printed, stored onliner given to others. Users are responsible for all
transactions made using their passwords. No user may access the computer
system with another User’'s password o

x Passwords do not imply privacylse of passwords to gain access to the
computer oto encode particular files or messages does not imply that Users
have an expectation of privacy in the material they create or receive on the
computer system. The School District has global passwords that permit it
access to all material stored on itsrputer systerregardless of whether
that materi al has been encoded with a

Security
x Accessi ng ot Users maysoralted® copyia filebelonging to
another User without first obtaining permission from the ovafhdne file.
Ability to read, alter, or copy a file belonging to another User does not imply
permission to read, alter, or copy that file. Users may not use the computer

system to —snoopl or pry into affairsgs
operationakystem by unnecessarily reviewing their files andasl without
authority.

x Accessing other computers and networks. Us er s abi l ity to

other computer systems through the network or by a modem does not imply

U




a right to connect to those systeanmess specifically authorized by the
operators or those systems.

x Computer Security Each User is responsible for ensuring that use of
outside computers and networks, such as the Internet, does not compromise
the security of School District Computer Resmes. This duty includes
taking reasonable precautions to prevent intruders from accessing the

District’s network via I nternet conne

logged into the network without authorization and to prevent the introduction
and spead of viruses.

Viruses
x Virus detection.Viruses can cause substantial damage to computer systems.
Each User is responsible for taking reasonable precautions to ensure he or

she does not i ntroduce viruses into

end, all material received on floppy disk or other magnetic or optical

medium and all material downloaded form the Internet or form computers or
networks that do not belong to the School District MUST be scanned for
viruses and other destructive programfleebeing placed onto the

computer system or network. Users should understand that their home
computers and laptops may contain viruses. All disks transferred from these

computers to School District’s networ

Encryption Software
x Use of encryption softwardJsers may not install or use encryption software

on any of the School District’s compu

permission from their supervisors. Users may not use passwords or
encryption passwords that havet been provided to their supervisors.

x Export restrictions.The federal government has imposed restrictions on
export of programs or files containing encryption technology (sucknzle
programs that permit encryption of messages and electronic cammer
software that encoded transactions). Software containing encryption
technology is not to be placed on the Internet or transmitted in any way
outside the United States without prior written authorization from the School
District’s [cdicmphut er resources of

Miscellaneous

x Compliance with applicable laws and licensés their use of Computer
Resources, Users must comply with all software licenses; copyrights; all
other state, federal, and international laws governing intellectual property
and onlineactivities.

x Other policies applicableln their use of Computer Resources, Users must
observe and comply with all other policies and guidelines of the School
District.
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x Computer configurationThe following items are considered user
configurable and my behanged by the operator; screen saver, mouse
pointers, additions to the Word Perfect power bar that do not replace the
office standards, views in mail, Visio or Word Perfect. Manipulating
computer configuration items not in this list may be subjectdoginary
action if not authorized by the Schoo

x Amendments and revisionshis policy may be amended or revised from
time to time as the need arises. Users shall comply with all amendments and
revisions once adogd by the School Board.

x No additional rights. This policy is not intended to, and does not grant,

Users any contractual rights.

4.28 Email and Computer Use
To maximize the benefits of its computer resources and minimize potential liability,
the School District has created this policy. All computer users are obligated to use
these resources responsibly, professionally, ethically, and lawfully. The School
Boar d’ s Rvail anccBectronic C&mmunication is incorporated herein by
reference.All Users of computer resources are expected to familiarize themselves
with the policy.
You are given access to our computer network to assist you in performing your job.
You do not have an expectation of privacy in anything you create, store, send, or
receive on the computer system. The computer system belongs to the School
District and may only be used for business or education programs purposes.
Without prior written notice, the School District may review any material crated,
stored, sent, or receivenh its network or through the Internet or any other computer
network.

Use of computer resources for any of the following activities is strictly prohibited:

1 Sending, receiving, downloading, displaying, printing, or otherwise
disseminating material thegt sexually explicit, profane, obscene,
harassing, fraudulent, intimidating, threatening or potentially violent,
racially offensive, defamatory, proselytizing, inappropriate or otherwise
unlawful or in violation of School Board policy.

1 Disseminating or sting commercial or personal advertisements,
solicitations, promotions, destructive programs (including, but not limited
to, viruses or selfeplicating code), political or religious informatiaor,
any use which is unauthorized or in violation of Schoméduil policy.

1 Wasting computer resources by, among other things, sending or
forwarding mass mailings or chain letter, spending excessive amounts of
time on the Internet, playing games, sending or forwarding jokes,
engaging in online chat groups, printingltiple copies of documents, or
otherwise creating unnecessary network traffic.

9 Using or copying software in violation of a license agreement or
copyright.




T Alternation of the —From: I l +tne or o

mail. Anonymous or pseudgmous messages are forbidden.
1 Violating any state, federal, international law or local board policy.

If you become aware of someone using computer resources for any of these
activities, you are obligated to report the incident immediately to suguervisor.

You should never consider your electronic communication to be either private or
secure. Hazards of electronic communication include: storage indefinitely on any
number of computers, including that of the recipient; messages may be forwarded
to others either electronically or on papemail may be sent to nonexistent or
incorrect usernames may be delivered to persons that you never intended.

In using the email system, you must THINK before sending a message. It is very
important that you se the same care and discretion in draftimgad as you

would for nay other written communication. Anything created or stored on the
computer may, and likely will, be reviewed by others.

Violations of these guidelines will be taken seriously and nuyitrasrevocation
of email or computer use privileges as well as disciplinary action, including
possible termination or discharge, and civil and criminal liability.

Chain or mass email

This is a reminder that the School District provides its compygters and

access to-enail for legitimate business purposes only. Every employee is
expected to use good judgment when using theai system. Sending chain e
mail or nonbusines®r nonprogram- related mass-mail violates this standard
and will not ke tolerated.

Chain email is a message sent to a number of people asking each recipient to
send copies with the same request to a specified number of others. -Maibsse

a message sent to a large number of recipients (for example, all employees)
without any legitimate business or education program purpose. Sending either
type of messages wastes our computer resources and delays delivery of essential
e-mail. Circulating chain-enail, in particular, can result in an enormous volume
of messages on theta@rk. The number of messages increases geometrically if
the instructions are followed by all recipients. This can seriously degrade
network performance and consume substantial amounts of valuable disk space
and computer memory.

Employees should delet# ehain email and all nonbusiness or noprogram
related mass-mail immediately upon receipt and refrain from forwarding them
to any other employees. Any employee receiving a chemaieor a nonbusiness
or nonprogram- related mass-mail should reporthe incident to the School
District’s [computer resources officer]
Employees found to be involved in sending chamal or nonbusiness, or
nonprogram-related mass-mail may be subject to disciplinary action, including
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revocation of email privileges Repeated violations of this policy may result in
termination or discharge.

| have read and agree to comply with th
policies governing use of computer resources, and understand that a violation may
result in discifinary action, up to an including termination or discharge, as well

as civil or criminal liability.

Employee Signature

Date

4.29 Foreign Exchange&students
Jal High School will accept up to two foreign exchange students per year. The
students will be able to participate in all curricular and estiraicular activities in
which they are eligible to partsadthp at e i
NMAA' s regul ations.

Foreign exchange students will be eligible for graduation from Jal High School
providing they meet all local graduation requirements.

Foreign exchange students will not be ranked with resident seniors and will not be
eligible for graduation honors.

4.30 Open Enrollment Policy
The Board of Education adopts this policy pursuant to the terms of SB 64 of the
1998 New Mexico Legislature, also known as the Open Enrollment Act,
amending N.M. Stat. Ann. 2P-4, asamended by HB 46 of the 2000 New
Mexico Legislature.

The Open Enrollment Act requires that a free public school education be available
to any schoehge person who is a resident of New Mexico and who has not
received a high school diploma and its equintl€T his policy does not apply to
students who are not New Mexico residents. The board retains the discretion to
determine whether the school district has sufficient accommodations to offer
enrollment to students who are not New Mexico residents.

1. Attendance:The attendance area of each school within the district
shall be established annually by the Board of Education.
2. Enrollment Priorities:In-state students shall be enrolled ecergolled
in each district school according to the following priostie
a. First, persons residing within the attendance area of the school;
b. Second, persons who previously attended the school; and




c. Third, all other applicants for enrollment at the school.

3. Transportation:Transportation shall be provided by the district for

transportatioreligible students residing within the attendance area of
the school they attend. Transportation of students residing outside the
attendance area of the school they attend shall be the responsibility of
the parent/guardian or student.

. Maximum dass Size:The superintendent shall determine the
maximum allowable class size in the district by administrative
regulation.

a. So long as the maximum allowable class size established by the
superintendent or as permitted by law is not exceeded by the
enroliment of firstpriority students (those residing in the
attendance area) the school shall continue to enroll students on
the basis of the priorities established in this policy.

b. If the maximum allowable class size would be exceeded by
enrollment of an apptant in the second or third priority
category, the school may deny such student enroliment.
c. Each school shall establish a waiting list of second and third
priority students who are seeking enrollment in the school and
enter the names of such students enligt in the order in
which each student sought enroliment.
d. As classroom space becomes available in each school, students
within the appropriate grade level shall be invited to enroll on
the basis of (1) the student’s
then (2) the order of the student
. Denial of Enrollment or of Renroliment: Not withstanding any other
provision of this policy, enroliment or+&nroliment of a student to
any District school may be denied by the principal ahsschool on
the following grounds:
a. The student seeking enroliment oramrollment has been
expelled from another school district in New Mexico or in an
other state during the preceding twelve month period; or
b. The student’'s behamWNewdMexicoorina s ch
another state during the preceding twelve month period makes
the student ' -enrodnmentddtrimentlriottheor r e
welfare or safety of other students or school personnel.
. Hearing and Appeal of Denial of Enrollment or of-&&olment: A
student or the student’s parents m
re-enroliment pursuant to paragraph 5, above, through the procedures
established for longerm suspensions and expulsionstoidents,
provided that when the denial of enroliment oreerollment was
based upon the student’s prior exp
within the preceding twelve month period, the admission of evidence
of such expulsion shall shift the burdeinproof to the student or
parents to show that the student should be admitted despite such
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expulsion. In proceedings regarding denials under all other
circumstances provided under paragraph 5, above, the burden of
sustaining the denial shall remain witte school.

4.31Band Requirement
Beginning in the 201Q.1 school year, all seventh grade studevitl take band the
first and second semester.




Section V
School and Community

Since public understanding and suppane basic to the very existence of the school

system, it shall be the policy of the board to keep the public informed about the
policies, problems, progress, and operation of the schools. The Board encourages study,
discussion, and the active participatioy all concerned in the promotion of the best
possible program of education in the advice and assistance of all interested individuals
and groups in the solution of its educational and financial problems.

The Board of Education wishes to make it cléanyever, that in no way does it wish to
escape its responsibility to the citizens of the community as the official governing body
responsible for a final decision on all matter of policy and educational programs.

5.1 Community Relations
Thevalueofedt empl oyee bears a close rel at.i
citizen of his or her community. School personnel are encouraged to take an active
part in the community’s social, <civic,
should exercise theght to vote in all public elections.

5.2 Public Visitation
Visitors and parents are welcome in all schools at all times. It will be necessary to
make prior arrangements before visiting a classroom. Visitors must report to the
office of the principal upo entering the building. Each school shall have at least
one date each year when parents and others are especially encouraged to visit the
school.

5.3 School Elections and Public Hearings
The Board shall conduct all elections in accordance with the New b &xcicool
Code. It shall be an established policy for the Board to request assistance of
advisory groups in conducting school elections, under the direction of the Board.
Publicity and attendance by citizens at public hearings conducted by the Board shall
be welcome. Such hearings shall be held to obtain information pertinent to
problems faced by the Board, to discover opinions of public and school issues, to
furnish interested citizens an opportunity to express their opinions and reasons for
them, and talevelop interest in the schools and their characteristics.

5.4 Gifts and Donations
It shall be the policy of the Board to exercise appropriate control in respect to the
receiving of gifts, including student awards, donations, or contributions of any kind,
to any school, or department within the school system from any source (civic
organization, business firm, adult booster club, individual, etc.)

It shall be expected that individuals or organizations desiring to contribute supplies
or equipment to the schaoWill counsel with school officials (principals or
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5.5

5.6

5.7

superintendent) regarding the acceptance of such contributions in advance of the
solicitation of funds or the making of budgetary appropriations.

Contributions of equipment or services that my invohaalations or major costs
for maintenance, or initial or continuing financial commitments from school funds,
shall be presented to the superintendent for Board consideration and approval.

It shall be the general policy of the Board to direct those individuals or groups who
desire to make contributions to the schools. It shall be recommended that
consideration be given to the purchase of equipment or services which would likely
be consider@ an appropriate operational fund expenditure.

It shall be understood that any gifts contributed to the school shall become the
property of the school district, and are subject to the same controls and regulations
that govern the use of other schooinedproperties.

The superintendent shall report a list of supplies and equipment contributions
primarily for school use to the Board at least annually.

Advertising Media Distribution

Media that promotes citizenship or education may be distributed throaigichibols
with the permission of school authorities. The Jal Schools shall not serve as a
medium for distributing commercial advertising or special propaganda of vested or
special interest.

Salespersons and Solicitors
All salespersons and solicitorsare@ cont act the superintend
permission to contact any school in the district.

Use of School Buildings and Facilities

The Board of Education recognizes the capital investment the community has in
school buildings and facilities, and belietkat such facilities should be used for
legitimate community purposes. State law gives the Board full responsibility for the
care and use of the buildings and facilities.

Regulations. Organizations permitted to use school facilities shall observe the
regulations for use which shall be posted in each building. No charge will be made
to any civic group for any building, unless extra help has to be employed or the
activity is a moneyraising event, in which instance the Board may set a fee. Groups
in a hgh risk category will be required to provide proof of liability insurance
coverage. High risk categories are: carnivals with mechanical rides; martial arts;
rugby games; football games, donkey basketball/baseball; firework display, circus.

Any individual or organization desiring to use a school facility must submit an
application to the building principal of the school in which the building to be used is
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5.8

5.9

located. Staff members are not to take it upon themselves to obligate the use of any
school facilty to individuals, groups, or organizations.

Outside Groups. Buildings and facilities may be used by outside groups, when
authorized, as long as they do not interfere with the school program in any way. An
exception being that no school building or fiaigiin the Jal School System is to be
used for dances unless schepbnsored and authorized.

Civil Defense and Adult Education. Any or all school buildings may be used for
civilian defense purposes in the event of a disaster and for adult educatisescou

Old Gymnasium. There will be no charge for civic clubs who use the old
gymnasium. (Adopted December 6, 1963)

High School Auditorium. The high school auditorium may be used for emergency
meetings by church groups. (Adopted May 14, 1963)

Swimming Pool. The use of the swimming pool is to be limited to school
sponsored and authorized recreational activities. Permission of the principal or
superintendent and certified lifeguards are required.

Reward Plan
The Jal Board of Education may payeward as per Chapter 3 Laws of 1973
Amending 774-2 NMSA.

To offer, and upon compliance with the conditions of such offer, to pay reward for
information leading to the arrest and conviction or other appropriate disciplinary
disposition by the courts guvenile authorities of offenders in case of thefts,
defacement, or destruction of local school district funds in accordance with
regulations which shall be promulgated by the chief of Public Finance Division.

Signs. Appropriate signs shall be placed sehool property announcing the reward
for arrest and conviction in cases of theft and vandalism committed upon the
premises.Reward Amount. The reward per event will be a minimum of $50 and a
maximum of $500. The Board of Education shall determinanh&unt for each
occurrence. The payment of the reward will be subject to the availability of budget
and funds. The payment will be made from operational funds. The source of
information will remain confidential. All procedures outlined in Public School
Finance directive September 4, 1973, will be followed.

Patron Complaints

The method by which complaints from parents, patrons, community groups or
employees are handled may well set the pattern for harmony or lack of it.
Complaints, whether they be lagr small, must not be ignored. It shall be the
policy of the Board of Education to individually and collectively encourage those




having complaints, real or imagined, to bring them to the attention of the proper
authorities through very specific, recogmil channels of communication.

Individual Board Members should not refuse to listen to grievances, but shall guide
individuals or groups through the proper procedures. Many times knowledge of
policies on the part of an individual Board Member will makgossible for him to

stop a grievance by a simple explanation of a policy already in effect and its
purpose. This should not be attempted, however, unless there is a strong reason to
believe the result will be settlement of the grievance at that point.

Informal.
Complainants should first contact the school employee with whom they have a
complaint to try and solve the problem.

Should the complainants not be able to resolve the problem with the employee, they
should then contact the building peipal. The principal will make an effort to

resolve the matter to the satisfaction of those concerned. The principal will keep all
parties informed of the progress toward solution of the problem.

The principal wil.l ma n algeean pdssbly dorso. bfl e m —i
not, he/she will then bring the problem to the superintendent; who will have a
conference with all parties involved.

Formal.

If a satisfactory conclusion cannot be reached with the superintendent, then the
complainant will be dsed to complete a review form and to request to appear before
the Board of Education. At the next board meeting, the complainant will be allowed
to address the board concerning his/her complaint. The superintendent shall present
a review of the situatioand make his recommendation. The final decision will rest
with the Board of Education.




Section VI
Business and Operational

he Board of Education has public responsibility to see that all business transactions
of the schootlistrict are in the public interest and meet legal requirements. The
Board takes pride in the fact that the New Mexico Public Education Department has
designated it as a Local Board of Finance. Thus, the Board enjoys a great deal of latitude
in business&nd operational procedures.

The Board desires that the school staff adhere to the business and operational procedures
outlined in New Mexico Statutes, the manual of Procedures for Uniform Financial
Accounting and Budgeting for New Mexico School Distrizysthe State Department of
Education.

6.1 Budgets
The budget sources of revenue are set by State law. The Board of Education shall
determine the amount needed for the building fund. The budget shall be prepared by
the superintendent and approved byBloard. Requests for budget expenditures
shall be submitted by the teachers to their principals, who in turn shall submit the
requests to the superintendent.

Budget Hearing and Adoption. The State superintendent of Public Instruction of
the Public Educ&n Department, sets the date, time and place of the annual budget
hearing. When the budget receives its approval from the Public Education
Department, it is adopted by the Board for the new fiscal year.

Financial Reports. The superintendent will subnperiodic financial statements to
the Board of Education and to the State Department of Education.

Audit. There will be an annual audit on all school funds as required by state law.
The auditor must be approved by the Board of Education and the StditerA

6.2 Purchasing and Accounting
New Mexico School laws are very specific about the accounting procedures of
budget, activity, and cafeteria funds. A quarterly audit is conducted by the Public
Education Department. A thorough annual audit is condumtedntract auditors
to ascertain the school’'s effectiveness.
school monies entrusted an individual school beconam established routine.

All purchasing will be done through the office of the superintendent,svho

designated as the purchasing agent for the Board of Education. Purchases below
$1,500 do not require quotes but the best obtainable price should be sought by using
discount vendors or by comparing catalogue prices. Three written or oral quotes
shouldbe obtained on purchases between $1,500 and $5,000 or efforts to secure
such quotes will be documented. Three written quotes or the formal bid process is




6.3

required for purchases between $5,000 and $20,000 dollars. Purchases over $20,000
are coved by theith law. All purchases must comply with New Mexico Statutes
governing public purchases. Board approval will be obtained on all purchases

which are of sufficient amount to be covered by the bid law. Other purchases of
lesser and routine nature will be apyed and processes by the superintendent and
reviewed by the Board.

Purchase Requisitions.Requests for purchases and expenditures must be
submitted on school requisition forms or purchase orders. All purchase requisitions
shall be submitted to the pdipal who shall submit them to the superintendent.
Authority to make purchases for the schools shall be given by superintendent upon
the receipt of the requests. Submit the request well in advance of the need and
indicate the date the item is needédl purchases and expenditures must be
approved by the principal and/or the superintendent. The Board of Education
shallreviewall bills.

Handling of Monies

Depository of Funds. All school district funds will be deposited in the Jal Branch
of Wells Far@ Bank upon receipt. Receipts and deposits will be as outlined in the
Jal Schools Financial Procedures booklet.

Investments. The superintendent will be responsible for the effective investment of
school district funds. Such investments are to compti ail regulatory agency
standards. Any uncommitted revenue which is earmarked for the operational fund
will be invested to obtain the best yield possible, and leave the funds readily
obtainable on a scheduled basis. Earnings from such investmente wadhbidered

as revenue for the operational fund. A report of such investments will be made to
the Board each month.

Permanent Funds. A permanent fund may be maintained by the school district if it
has set aside money, securities, or lands as an inmeistan public school purposes

of which the income, but no the principal, may be expended. In some instances
there may be endowment funds, or endowments for a particular activity or phase of
the public school operation. All such funds shall be classi#ge&ermanent Funds

and shall be given an identity if the school district maintains more than one.

Cafeteria Funds. The building principals shall arrange for the collection of the
cafeteria money. All monies collected must be receipted and deposttezl bank

within 24 hours if totaling more than $50. If under $50, money may be held for
three working days or until $50 is collected. The school auditor shall audit the
account annually. Reports shall be made to the business office on approved forms.
The cafeteria program shall be s&lipporting, with the subsidy received from the
Feder al Foods Administration. Cafeteriag
paid from the Operational Funds if necessary.




6.4

6.5

6.6

Activity Fund. The Jal Public Schools dhamaintain an Activity Fund in an
account with the Jal Branch of Wells Fargo. The official accounting records of this
fund shall be maintained in the business office. Each school organization having a
fund shall also keep records of their receipts arkrditures for comparison with
those in the business office. All monies collected must be receipted and deposited in
the bank within 24 hours if totaling more than $50. If under $50, money may be
held for three working days or until $50 is collecteche Bchool auditor shall audit

the account annually.

Book Fines. All money collected for book fines shall be turned into the principals,
who shall deposit it in the bank. Money collected from book fines shall be applied
to the library account of the sablovhere collected.

Outstanding Checks. Any outstanding check is void after one (1) fiscal year. See
State law.

Inventory

An accurate ugio-date inventory of all school property is required by law.
Equipment valued at $1,000 or more must be assignedvantory number at the

time of purchase and its location recorded. The superintendent of the school district
will maintain a complete and accurate inventory of all school disineted
property. A copy of the inventory shall be kept on file in hiséféce.

Property Disposal Procedure. It will be the responsibility of the superintendent to
administer the inventory system of the school district. State statutes will be
followed in determining items to be included in the inventory. Items tebkared
surplus and sold must be approved by the Department of Finance and
Administration. Approval must be requested in the disposal of land or buildings
over the value prescribed by current regulations.

Maintenance and Retention of Records

Maximum efort will be put forth by school personnel to employ proper security
safeguards for all school district records. The superintendent will specifically be
charged with providing fire protection storage for business, financial, and personnel
records. Studemecords shall be kept by building principals.

Building and Equipment Records. Blueprints of all school construction shall be
kept on file in the superintendent’ s
principals.

School Property

Insurance. It will be the responsibility of the superintendent to effectively
administer the insurance program. Insurance coverage will be maintained on all
buildings and facilities, vehicles, schemined musical instruments, and boilers.

All school property will be ptected against losses through fire, tornado,
earthquakes, explosions, and other unforeseen circumstances. School district

of
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property should be insured at replacement value. Policies will be reviewed annually
for adequacy of coverage. Such reservesaseressary will be maintained by the
school district for meeting replacement costs of deductibles and items not in the
insurance program.

School Site Acquisitions. It shall be the aim of the Board to be farsighted in the
purchase of future school sitesSites shall be purchased as far in advance as
possible with input from both community and school officials. When possible, all
new buildings shall be constructed with a combination heating and cooling system.
A school architect shall be employed whesreschool construction is being
planned.

Paving of Streets. When all owners of property under a paving project adjacent to

school property haveappgreeddtpacionghact!

also enter into a contract.
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