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NMSBVI School Song

There’s a school in Alamo
That we think is great!
‘Tis in fair New Mexico,
Called our sunshine state.
All our hearts beat loyally; everyone is true.
To our dear old Alma Mater, love it?
Course we do!
Then cheer, then cheer, of NMSBVI are we;
With pride each son and daughter hails our glorious Alma Mater!
Then cheer, then cheer of NMSBVI are we;
With a BOOM! BANG! RIP! ROAR!
Here we come, here we go; we’re the greatest school in New Mexico
We're bound to win the victory,
Good old NMSBVI for thee.

Years may come, and years may go, Yet our school will stand!
Richest blessings to be stow on each student band, Brightest fondest
Memories will be ours for aye. And we’ll strive in word and deed to laud
Our school always.

Then cheer, then cheer, of NMSBVI are we;

With pride each son and daughter hails our glorious Alma Mater!
Then cheer, then cheer of NMSBVI are we;

With a BOOM! BANG! RIP! ROAR!

Here we come, here we go; we’re the greatest school in New Mexico
We're bound to win the victory,

Good old NMSBVI for thee.
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July 7, 2022

Dear NMSBVI Staff,

The Human Resource Department would like to welcome each of you back as we begin the
2022-2023 school year. To all of our new employees we like to extend a warm welcome and glad that
you have joined NMSBVI home of the "Golden Bears".

This handbook outlines important information about your employment here at NMSBVTI. Please take
the time to read your Handbook carefully and keep it for future reference. An electronic copy is
always available on our website at www.nmsbvi.k12.nm.us.

We believe that every employee plays an important role here at NMSBVI. We would like to share
our Human Resource Mission Statement with each of you.

Mission Statement

The mission of the Human Resources Department is to provide guidance and support for all
programs and departments of NMSBVI through:

e Cost effective recruitment of qualified individuals to promote a diverse workplace

e Retaining employees through competitive wages and benefits, and creating apositive
work environment

¢  Provide training, development and education in support of individual successwhile
living within budget parameters

e Provide and promote a safe and healthful workingenvironment

¢ Work towards a high level of employee morale through recognition and effective
communication

e Provide resources for benefits, policies andprocedures as well as ensuring consistent
enforcement of policies and procedures

e Ensure compliance with current employment and labor laws

We appreciate any feedback you may have and look forward to serving you this upcoming school
year.

Sincerely,
Veronica Hernandez Darlene Ortiz Danctte Blazer
Human Resources Director New Hire/Benefits Specialist HR/BF Specialist

Note: This book is reviewed and updated yearly and as changes occur.


http://www.nmsbvi.k12.nm.us/




New Mexico School for the Blind and Visually Impaired

Serving the Youth of New Mexico and Their Families since 1903:

The New Mexico School for the Blind and Visually Impaired was founded in 1903 as a land grant
school governed by a Board of Regents. Three years later, the school opened its doors in
Alamogordo, New Mexico with 21 students, two teachers and a superintendent. It is a specialized
school which provides residential, academic, support, and outreach services to the students who
are blind and visually impaired in New Mexico. Today, the residential campus is still located on the
original site in Alamogordo with a second campus in Albuquerque, New

Mexico that houses an Early Childhood Program and as well as the School’s statewide services.

Mission Statement:

NMSBVI, an innovative leader and unifying entity in the field of educating students birth-high
school who are blind or visually impaired, will identify and ensure quality education through
collaborative relationships with students, families, and local/state/national partners to provide
outstanding advocacy, training, resources, and support services, thus ensuring that all students
who are blind or visually impaired will become independent, productive members of their
communities.

Goals:
We will foster an atmosphere of creativity that results in innovative practices and programs.

We will create a training system that results in sufficient numbers of specialized staff in the field of
blindness and visual impairment for the State of New Mexico.

We will create a system to convey and receive information about blindness and visual
impairment educational services, trends, research, etc. to all those involved or interested in
serving students who are blind or visually impaired.

We will build a system of data-driven decision making that will be used collaboratively to
determine goals, services and settings for educating New Mexico students with blindness or
visual impairments.

We will develop a system that supports the successful transition of students with blindness or
visual impairment and their programming across settings.

We will acquire community support and the resources essential to advance the success of each
student with blindness or visual impairment.

Now that you have reviewed our mission and goals......think about how you are incorporating
them into the job you do each day......



New Mexico School for the Blind & Visually Impaired
Board of Regents

Revised: March 30, 2021

Catherine Gray (Dec. 31, 2026) PRESIDENT
13401 Pinnacle Ct. NE

Albuquerque, NM 87112

Cell: 505-250-2754

CatherineGray@nmsbvi.k12.nm.us

Republican

Agnes Vallejos (Dec. 31, 2022) VICE-PRESIDENT
PO Box 2574

Los Lunas, NM 87031

Cell: 505-859-0745

AgnesVallejos@nmsbvi.k12.nm.us

Democrat

Gary Smethurst (Dec. 31, 2026) SECRETARY
7312 Santa Barbara East

Albuquerque, NM 87109

Cell: 505-306-0802

GarySmethurst@nmsbvi.k12.nm.us

Democrat

Robyn Holmes (Dec. 31, 2026) MEMBER
1401 Crescent Drive

Alamogordo, NM 88310

Cell: 575-491-7977

RobynHolmes@nmsbvi.k12.nm.us

Republican

Mary Willows (Dec. 31, 2024) MEMBER
10501 Lagrima De Oro Road NE Apt. 245

Albuquerque, NM 87111

Cell: (925)895-2778

MaryWillows@nmsbvi.k12.nm.us

Democrat
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BUSINESS & FINANCE/HUMAN RESOURCES CONTACT LIST

[ o gL B =] PSR SSPUPERR Alannah Delgado X4400
e Activity Requests
e Alamogordo facility reservations (staff)
e  Alamogordo Campus Petty Cash
e  Cash Receipting
. Records Management of agency contracts, MOUs, Joint Power Agreements
e  Staff phone extension directory
e  Vehicle Reservation/assignments
e  Web Calendar

Accounts Payable ... Roberta Boyer-Vazquez X4476/ Alannah Delgado X4400
e Check Requests
e  Gas receipts
. P-Card Reimbursement forms/receipts
e Requests for Reimbursement
e  Tax Exempt Certificates (NTTC) (Roberta)
e  Vendor credit applications (Roberta)

Accounting Specialist/Medicaid ............ Eric Logan X4463/ Beatrice Montoya X4425/ Rosenda Bustamante-Barrios X4459
®  Medicaid Claim forms, billing, eligibility and other Medicaid inquiries
e  Cash & receipts/Receivables (Eric)
e  Restricted Funds Inquiries (Eric)

BUSINESS & FINANCE oottt oo oottt e e e e e e e bt et e e e e e e sat bt eeeaeeeaanntbeeeaaeeeannnsaneean Sylvia Hartley X4474
L Ve [o ¥ A e [14 oY= LY Ve Lo RS Beatrice Hernandez-Montoya x4425
o Budget Adjustment REQUESES/TEPOITS ....c.eiceieieeciieereeitee e eeteeere et esveesreesreeetaesbeesteesabeesseeennas Beatrice Hernandez-Montoya x4425
FIXEA ASSEE SPECIAIIST ...ttt e e oottt e e e e e ettt ee e e e e eanateeeeaeeeaannsbeeeaaeeaannnens Karina Esparza X4481

e  Central Receiving Inquiries

e  Disposition of Assets

e  Fixed Asset Inventory Control

e Qutbound letters & packages (UPS/USPS)
e  Warehouse orders

HUMAN RESOUICES ..ottt ettt ettt e st e et e e e et e e sbte e e s nebeee s Veronica “Ronnie” Hernandez X4468
e New Hire Info (background checks, TB & Drug Screen testing, defensive driving, €tC.) .......cccceevveevieeveeecreeneennnns Darlene Ortiz x4491
e Add/delete benefits (medical, dental, vision, deferred COmMpP, ELC.) ....cccviiiiiiieeniieieccee et Darlene Ortiz x4491
LY | Il o Ve Yo K I 113 1o V- Danette Blazer x 4473
° LICENSUIE/TIANSCIIPES .veeuveeteeteitieiesteetesteetteste s e estesteetesseeaesseessesseesaesseessansesssessesseensesssensesssensanseessesseessansennsensenes Danette Blazer x 4473
I Y [V 1 4o ] OO SOOI P ORUPRUPPS Danette Blazer x4473
Monthly Logs/Reporting (FIT/Outreach staff) ... Sylvia Hartley X4474/ Kim Chavez X4419
o Billing Sessions internal audit (OULIEACKH) ......iiiiieiieiie ettt e e et e st e e sreessee e teesnseeseesseeenseenneeenees Eric Logan x4463
o Billing Sessions iNterNal @QUAIt (FIT) ....eeceeeeerieeiieeceesee sttt et e st et seee e e e sae e ee e teessseenseesseeenseesnseenseessnenn Beatrice Montoya x4425
e Mileage Logs/gas receipts internal aUdit.........ccceeiiiiiieeiieeieecee ettt et be et e eae e Roberta Boyer-Vazquez x4476

e  Time Card internal audit Laura Thompson x4418

L1V o | PSRRI Laura Thompson X4418
e  Payroll deductions/questions
e Initial P-Card set-up & temporary profile changes/Report fraud/lost or stolen P-card
e  Student Account Withdrawals
e  Gas Cards-Report fraud/lost or stolen gas cards

[ o Toa UL =T 0 4 =1 o} OO RRPRRRN Margie Macias X4488
. Blanket/Recurring Purchase Orders/Purchase Order Revisions
. Contracts
e  Capital Outlay/Improvements

RISK MaNagemMENTt .....coiiiiiiiiiiiiiie ettt e e e s st e e e e e e Ronnie Hernandez X4468/ Randy Puryear X4417
e  Property Loss Control (vehicle accidents, property damage, etc.)
e  Safety concerns
e School Security
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Albuquergue Early Childhood Campus Map
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INTRODUCTION

This Staff Handbook provides a summary of employee benefits and guidelines with respect to your
employment. It does not cover all aspects of your employment with NMSBVI. You are responsible for
reading and understanding this Staff Handbook. If anything is unclear or if you have any questions,
please discuss them with your supervisor.

Departments may establish additional guidelines and procedures appropriate to their department. Please
learn those guidelines and observe them at all times. They are established for your benefit, the
department and our students. This Staff Handbook replaces any earlier NMSBVI Staff Handbook. In
addition, this Handbook may be revised from time to time, as needed, without prior notice as business,
employment, legislative and/or economic conditions dictate. Any such revisions apply to existing as well
as future employees. Revisions will be noted in the Staff Handbook section located on the Human
Resources Department page of the NMSBVI website, www.nmsbvi.k12.nm.us.

Only the Superintendent may alter or modify any of the provisions of this Staff Handbook. Any
requests for alterations or revisions must be in writing and approved by the Superintendent.
Statements or promises by an administrator, supervisor, manager or department head may not be
interpreted as a change in policy and do not constitute an agreement with an employee.

In the event of a conflict between school or department policies and this Handbook, NMSBVI Board
approved Policies and Procedures will govern. NMSBVI policies can be found on the NMSBVIs website
at www.nmsbvi.k12.nm.us.



http://www.nmsbvi.k12.nm.us./
http://www.nmsbvi.k12.nm.us/

WORKPLACE PRACTICES

Customer and Community Relations

The success of NMSBVI depends upon the quality of the relationships between NMSBVI, our employees,

student’s and community. NM families’ impressions of NMSBVI and their interest and willingness to send their
children to our schools are greatly influenced by the people who serve them. You are an ambassador of NMSBVI. The
more good will you promote, the more our families will respect and appreciate you, NMSBVI and the programs we
offer to students.

Open Communication

NMSBVI encourages you to discuss any issue you may have with a co-worker directly with that person. If a
resolution is not reached, please arrange a meeting with your supervisor to discuss any concern, problem or issue
that arises during the course of your employment. Retaliation against any employee for the appropriate use of
communication channels is unacceptable. Please remember it is counterproductive for employees to create or
repeat rumors or gossip.

Title IX Notification, Sex Discrimination/Section 504, ADA (NMSBVI Policy 105)

In compliance with Title IX of the 1972 Education Amendments, NMSBVI hereby notifies all parents, students,
patrons, and employees that NMSBVI will not discriminate on the basis of sex in the areas of education, activities,
admissions, or employment practices.

Section 504 of the Rehabilitation Act of 1973, including future amendments, provides that:

"No otherwise qualified individual...shall solely by reason of his/her disability, be excluded from the participation in,
be denied the benefits of, or be subjected to discrimination under any program or activity receiving Federal
financial assistance.”

Reasonable Accommodation of Individuals with Disabilities

NMSBVI makes reasonable accommodations to qualified employees with disabilities for the performance of
essential job functions without undue hardship to the school. Accommodations are reviewed case by case in
accordance with the Americans with Disabilities Act and any state or local laws that prohibit disability
discrimination. Contact the Human Resources Department for questions or assistance.

Equal Employment Opportunity (NMSBVI Policy 200)

NMSBVI is an equal opportunity employer. In order to provide equal employment and advancement opportunities
to all individuals, employment decisions at NMSBVI will be based on merit, qualifications, and abilities. NMSBVI
does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, national
origin, age, disability, or any other characteristic protected by law. Any employees with questions or concerns
about any type of discrimination in the workplace are encouraged to bring these issues to the attention of their
immediate supervisor. Employees can raise concerns and make reports without fear of reprisal. Anyone found to
be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including
termination of employment.

Reduction in Force (NMSBVI Policy 266)

A reduction in force of school personnel may be initiated by the Board of Regents as a result of decreased
enrollment, a decrease of educational programs, insufficient state or federal funds for the performance of contracts,
or such other circumstances that the Board believes, in the best interest of NMSBVI, requires such reduction. If
reduction in force (RIF) cannot be accomplished through normal attrition, such shall be accomplished according to
the criteria stated in Policy 266.



Harassment and Discrimination (NMSBVI Policy 155)

In accordance with Section 703 of Title VII of the Civil Rights Act of 1964, and Title IX of the Education Amendments of
1972, NMSBVI prohibits sexual harassment activity by any of its employees, students or other persons representing
the School. Not only is sexual harassment a violation of federal law, it is also a violation of state human rights statutes
and may be considered a criminal offense under state and local assault and child abuse laws.

Any employee found to have engaged in sexual harassment shall be subject to disciplinary action, including, but
not limited to, warning or reprimand, suspension, or termination, in accordance with NMSBVI Policy No. 260.

Any student found to have engaged in sexual harassment shall be subject to disciplinary action, including, but not
limited to, warning or reprimand, suspension, or expulsion, in accordance with disciplinary guidelines as defined in the
NMSBVI Student/Family Handbook.

Anti-Bullying (NMSBVI Policy 517.9)

The New Mexico School for the Blind & Visually Impaired (NMSBVI) is committed to protecting its students,
employees, and applicants for admission from bullying, and harassment, for any reason and of any type. The Board of
Regents believes that all students and employees are entitled to a safe, equitable, and harassment-free school
experience.

Bullying, and harassment will not be tolerated and shall be just cause for disciplinary action. Conduct that constitutes
bullying or harassment as defined in NMSBVI Policy 517.9, is prohibited.

All school employees are required and must report, in writing, any allegations of bullying or violations of this policy to
the Superintendent or designee.

Responsibility

All NMSBVI employees, and particularly those in leadership, have a responsibility for keeping our work
environment free of harassment and discrimination. Any employee who becomes aware of an incident of
harassment or discrimination, whether by witnessing the incident or being told of it, must report it to their
immediate supervisor or the Human Resources Department. When the school becomes aware of the existence of
harassment or discrimination, it is obligated by law to take prompt and appropriate action, whether or not the
victim wants the school to do so.

NMSBVI prohibits any employee from retaliating in any way against anyone who has raised any concern about
harassment or discrimination against another individual.

Political Activities (NMSBVI Policy 135)

NMSBVI employees are prohibited from soliciting or handling political contributions, distributing campaign
literature, or soliciting political support for a party, faction, or candidate while on duty. NMSBVI recognizes the right
of free speech and honest expression of opinion on any subject by any member of the school community, but those
who speak or act will not do so in the name of the school unless specifically authorized. In order to maintain its
autonomy and integrity, the school cannot be an instrument of partisan political action. Expression of political
opinions and viewpoints will be those of the individual and not of the school.

All School employees, like other citizens, should feel free to engage in political activities so far as they are able to
do so consistent with their full obligations to the School, and in accordance with applicable laws.

Drug Free Workplace (NMSBVI Policy 150)

It is NMSBVI's desire to provide a drug-free, healthy, and safe workplace. To promote this goal, employees are
required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory
manner.

While on NMSBVI premises and while conducting school or business-related activities off NMSBVI premises, no
employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The legal use of
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prescribed drugs is permitted on the job only if it does not impair an employee's ability to perform the essential
functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace. All
safety-sensitive personnel are subject to random drug and alcohol testing in accordance with Policy 150. Violations
of this policy may lead to disciplinary action, up to and including immediate termination of employment, and/or
required participation in a substance abuse rehabilitation or treatment program. Such violations may also have
legal consequences. Employees with questions or concerns about substance dependency or abuse are encouraged
to discuss these matters with their supervisor or the appropriate department director to receive assistance or
referrals to appropriate resources in the community. NMSBVI is committed to zero tolerance and adopts and fully
supports the U.S. Department of Transportation (DOT) regulation regarding the use of recreational and/or medical
marijuana.

Employees are required to notify their supervisor within five (5) days if they are convicted of a criminal controlled-
drug statute violation. Failure by an employee to report such a conviction may be grounds for disciplinary action.
Supervisors who become aware of a conviction of an employee for a criminal controlled-drug statute violation
occurring in the workplace should immediately notify the Human Resources Department. Violation of this policy
will result in disciplinary action, up to and including discharge, and referral to law enforcement. NMSBVI reserves
the right to search and inspect for the maintenance of a safe drug-free workplace.

Unlawful carrying of a Deadly Weapon (NMSBVI Policy 151)

NMSBVI prohibits all persons from being in possession of any prohibited weapon, dangerous weapon or deadly
weapon as defined below on school premises, including in the school employee’s work place and during school
programs, in any school facility or on any property under the control of and governed by the Board of Regents of the
New Mexico School for the Blind and Visually Impaired, and at any site where school events, activities, business or
work is performed by individuals on behalf of New Mexico School for the Blind and Visually Impaired, or in any
school facility or on any property that is used by and for NMSBVI students for school events, activities, or programs.
The above prohibitions shall also include school owned vehicles, or other approved vehicles used to transport
students and/or employees to and from school, or school activities, or any other site where students or staff are
under the supervision of the school during school-sponsored or school approved events, activities, events, programs
or functions.

Smoking (NMSBVI Policy 145)

NMSBVI prohibits the use of all tobacco products including cigarettes, e-cigarettes, cigars, pipes, snuff, and chewing
tobacco, by students, staff, parents, guardians and visitors, in school buildings, on school grounds, in school vehicles,
or during school functions away from school property.

Personal Visitors (NMSBVI Policy 130)

Personal visitors, except on school business, are discouraged during duty time. It is the immediate supervisor's
responsibility to ensure that no disruption of duties is taking place. Employees shall ensure that appropriate child care
arrangements are made for periods of duty. Employees will not bring their children to their duty location.

Information Systems Resources (NMSBVI Policy 645)

New Mexico School for the Blind & Visually Impaired (NMSBVI) has established and maintains a variety of information
systems resources intended to promote access to knowledge and sharing of information. The proper use of the
systems, resources and services by NMSBVI employees, students, independent contractors, volunteers, guests, and
other users will be ensured through monitoring for potential abuse. Users have the responsibility to use the resources
in an efficient, effective, ethical and lawful manner for the pursuit of learning and for the conduct of official NMSBVI
activities or business. Any other use of information systems resources must be approved by a department director.

Information system resources include, but are not limited to the following: host computers, file servers, workstations,
stand-alone computers, laptops, software, printers and internal or external communications networks (i.e. Internet)
commercial online services, and electronic mail systems that are accessed directly or indirectly from NMSBVI
computer
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facilities. This also includes telephones, voice-mail, FAX machines, photocopiers, Braille embossers, printed
materials, video and audio recording devices or any other information storage or retrieval system.

Any and all aspects of the information systems resources, including employee mail systems can be monitored to
ensure compliance with this policy. Computer accounts given to users are to assist them in the performance of their
jobs. Users should not have an expectation of privacy in anything they create, send or receive with the information
systems resources equipment.

Employees should notify their immediate supervisor, the Information Systems office, or any member of the
leadership team upon learning of violations of this policy. Employees who violate this policy will be subject to
disciplinary action, up to and including termination of employment.

Use of Social Media (NMSBVI Policy 502)

The New Mexico School for the Blind and Visually Impaired recognizes that employees and students participate in the
use of social media networking tools such as Facebook, MySpace, LinkedIn, YouTube, Twitter etc. NMSBVI employees
and students may not post confidential or proprietary information about the school, personnel, students or their
families on social media networks. This includes photos of personnel, students and their families. It also includes
information that is derogatory about coworkers, students or their families.

Employees are expected to adhere to all federal and state requirements regarding FERPA and HIPAA; as well as, all
applicable NMSBVI privacy and confidentiality policies. Employees who share confidential information will be
disciplined up to and including dismissal from employment. Because the systems can blur the line between” personal
voice” and “professional voice”, NMSBVIs Policy 502 will help to clarify the potential consequences of social media
use as it relates to the workplace and to provide guidelines as to how employees of NMSBVI can protect their and
the school's professional reputation.

Personal Use of NMSBVI Resources (NMSBVI Policy 647)

All resources are entrusted to the school by the public, government entities, and private donors. NMSBVI expects all
employees to utilize the school’s resources using the highest ethical principles. Employees are expected to avoid any
action that may be viewed as a violation of the public trust in the use of these resources and to act responsibly so
that others are not deprived of access to these same resources as they perform their duties. These resources
include, but are not limited to an employee's time as well as the school's facilities, supplies and equipment.

Digital Surveillance in Schools (NMSBVI Policy 107)

The New Mexico School for the Blind & Visually Impaired school is committed to providing a safe and secure
educational environment for its students, faculty, and staff. The School seeks to deter the destruction of school
property and other conduct prohibited by law and school policies, as well as aid the investigation and process
when disciplinary infractions are reported.

The Video Surveillance System (VSS) shall monitor and record activity and School property, and such information
may be used for law enforcement purposes. the VSS shall monitor only those areas on School property where
individuals do not have a reasonable expectation of privacy. For example, video surveillance may monitor hallways,
classrooms, parking lots, common work spaces, and other common areas, but not restrooms, changing rooms,
student dorm rooms, or offices.

Gifts/Donations (NMSBVI Policy 115)

Employees shall not accept or solicit any favor or gratuity from any person, firm, corporation, or other entity which
might even remotely affect or appear to affect the employee’s judgment in the performance of duties in an impartial
manner.
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NMSBVI falls under the N.M. Const. Art. IX, Sec. 14, Anti-Donation Clause. Under this clause, a donation is defined as
a gift, an allocation or appropriation of something of value, without consideration. Should you have any questions on
gifts or donations, please contact the Business Office.

Dress Code/Casual Days (NMSBVI Policy 120)

All NMSBVI is expected to present themselves in a clean, neat, tasteful, and professional appearance. Staff will be
required to dress and groom themselves according to the requirements of the position and accepted social standards.
Supervisors and department directors are responsible for establishing a reasonable dress code, appropriate to the job.
The Superintendent has final authority to determine what is considered to be a reasonable dress code.

Solicitations and Distributions (NMSBVI Policy 140)

A request for permission to conduct any fund-raising event on the NMSBVI campus for non-student fund raising
activities must be made in writing to the employee’s supervisor. This request must be done using the appropriate
forms. The request will be processed through the Innovation and Development Manager and forwarded to the
Superintendent for approval/disapproval.

No outside group/individual/employee may sell any item on school campus without authorization from the Office of
the Superintendent.

FERPA
The Family Educational Rights and Privacy Act affords parents and students over 18 years of age (“eligible
students”) certain rights with respect to the student’s education records. They are:

The right to inspect and review the student’s education records within 45 days of the day NMSBVI receives a
request for access. Parents or eligible students should submit to the Superintendent’s office, a written request
that identifies the record(s) they wish to inspect. The Superintendent will make arrangements for access and
notify the parent or eligible student of the time and place where the records may be inspected.

The right to request the amendment of the student’s education records that the parent or eligible student believes
are inaccurate or misleading. Parents or eligible students may ask NMSBVI to amend a record that they believe is
inaccurate or misleading. They should write the NMSBVI Superintendent, clearly identify the part of the record they
want changed, and specify why it is inaccurate or misleading. If NMSBVI decides not to amend the record as
requested by the parent or eligible student, NMSBVI will notify the parent or eligible student of the decision and
advise them of their right to a hearing regarding the request for amendment. Additional information regarding the
hearing procedures will be provided to the parent or eligible student when notified of the right to a hearing.

The right to consent to disclosures of personally identifiable information contained in the student’s education
record, except to the extent that FERPA authorizes disclosure without consent. One exception which permits
disclosure without consent is disclosure to school officials with legitimate educational interests. A school official is a
person employed by NMSBVI as an administrator, supervisor, instructor, or support staff member (including health
or medical staff and law enforcement unit personnel); a person serving on the Board of Regents; a person or
company with whom NMSBVI has contracted to perform a special task (such as an attorney, auditor, medical
consultant, or therapist); or a parent or student serving on an official committee such as a disciplinary or grievance
committee, or assisting another school official in performing his or her tasks. A school official has a legitimate
educational interest if the official needs to review an education record in order to fulfill his or her professional
responsibility.

The right to file a complaint with the U.S. Department of Education concerning alleged failures by NMSBVI to
comply with the requirements of FERPA. The name and address of the Office that administers FERPA are: Family

13



Policy Compliance Office U.S. Department of Education, 400 Maryland Avenue, SW, Washington, DC 20202-4605.

STANDARDS OF CONDUCT

Whenever people gather together to achieve goals, some rules of conduct are needed to help everyone work
together efficiently, effectively, and congenially. By accepting employment with us, you have a responsibility to
NMSBVI and to your fellow employees to adhere to certain rules of behavior and conduct. The purpose of these
rules is not to restrict your rights, but rather to be certain that you understand what conduct is expected and
necessary.

Schools Right to Manage, Discipline and Discharge (NMSBVI Policy 260)

The School shall retain the right, in accordance with applicable Federal and State Laws and Board policies to
determine the mission of the school; to set standards; to exercise control and discretion over the School
organization and its operations; to direct employees of the School; to hire, promote, transfer, assign, and retain
employees in positions within the School, and to suspend, demote, discharge, or take other disciplinary action
against employees for proper cause; to relieve employees from duties because of lack of work or for other lawful
reasons; to maintain the efficiency of the operations entrusted to the administration; to determine the methods,
means, and personnel by which such School operations are to be conducted; and to take whatever actions may be
necessary to carry out the functions and mission of the School and maintain uninterrupted services to its students
and faculty in situations of emergency.

Employee Standards of Conduct (NMSBVI Policy 115)

NMSBVI employees serve as positive role models for students and set good examples in conduct, manners, dress and
grooming. NMSBVI expects each employee to maintain the highest standards of conduct and act in a mature and
responsible manner at all times. During working hours, employees are expected to devote all energies to the service
of NMSBVI, and not to personal affairs. They are required to fully and professionally perform their job function.
Employees must not engage in activities which violate federal, state or local laws or which, in any way, diminish the
integrity, efficiency or discipline of the school.

Staff Conduct with Students (NMSBVI Policy 125)

NMSBVI employees are expected to maintain a professional relationship with students and parents at all times.
Employees are required to adhere to all FERPA and HIPAA regulations. Employees are encouraged to actively
participate in learning and recreational activities with students. However, all employees are discouraged from
showing favoritism to individual students or groups of students. Employees will not allow students into personal
residences, accompany students to an activity, make presentations of gifts, clothing, or cash, or transport
students in private vehicles unless authorized specifically by the Superintendent or designee. This does not
preclude taking a family to the eye doctor, appropriate individual counseling, tutoring, etc. that are related to an
employee’s job description and responsibilities. Use of good judgment and avoidance of actions that might place
the employee in precarious situations is strongly encouraged.

Conflict of Interest (NMSBVI Policy 115)

Employees of NMSBVI shall maintain the highest standards of business ethics in transactions with the school, the
state, federal, and local governments and the public. Employees will maintain an attitude of courtesy and service to
students, parents, fellow employees and the public. All employees are expected to devote their full working day to
school business and to perform their assignments in a manner that reflects sound judgment, appropriate restraint
and a sincere interest in the school's mission during the work day. Employees will give precedence to job
responsibilities over personal interests. Employees will not participate in any official act affecting business in which
the employee has an official interest or is acquiring a financial interest in said business. Employees with interests in
a business that does or is likely to do business with NMSBVI will disclose the nature of the interest to the
superintendent inwriting.
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Employees should place the responsibilities and obligations of NMSBVI employment first. Employees may engage in
outside work during off-duty time if there is no conflict of interest; there is no interference with the work of
NMSBVI, and the outside employment does not interfere with the employee's job efficiency, quality and
effectiveness; and there is no use of school facilities, equipment, supplies or staff support. Employees who may have
employment, or contract work, outside of NMSBVI will be required to update annually the Notice of Disclosure
Form.

Personal Relationships in the Workplace (NMSBVI Policy 230)

Relatives of current employees may not occupy a position that will be working directly for or supervising their
relative. Individuals involved in a dating relationship with a current employee may also not occupy a position that will
be working directly for or supervising the employee with whom they are involved in a dating relationship. NMSBVI
also reserves the right to take prompt action if an actual or potential conflict of interest arises involving relatives or
individuals involved in a dating relationship who occupy positions at any level (higher or lower) in the same line of
authority that may affect the review of employment decisions.

If a relative relationship or dating relationship is established after employment between employees who are in a
reporting situation described above, it is the responsibility and obligation of the supervisor involved in the
relationship to disclose the existence of the relationship to management.

Employees in a close personal relationship should refrain from public workplace displays of affection or excessive
personal conversation.

Progressive Discipline Process

Managers may use a number of tools to correct and/or discipline employees, including, but not limited to warnings,
reprimands, administrative leave with or without pay, and discharge, as determined to be appropriate in each
individual circumstance. Progressive discipline may be used to correct employee behavioral or performance
problems.

However, there may be situations where the severity or seriousness of the offense justifies the omission of one or
more of the steps in this process. Likewise, there may be situations where a disciplinary step is repeated.

Administrative Leave Pending Possible Disciplinary Action
If you are suspected of violating the school’s policies, procedures, or work rules, you may be placed on
administrative leave, with or without pay, pending an investigation of the situation.

Grievance Procedures (NMSBVI Policy 215)
In spite of NMSBV/I’s desire to treat all employees fairly and equally, misunderstandings may occur on the job
that sometimes results in a complaint.

If the complaint arises out of working conditions beyond the employee's control and cannot be resolved by
informally discussing it with the employee's supervisor, a grievance procedure has been instituted to assist the
employee in resolving his/her grievance at the lowest possible level.

The purpose of this policy is to establish an orderly process for resolving any employee/work related issues that
cannot be resolved in an informal manner. After following the New Mexico School for the Blind & Visually
Impaired (NMSBVI) grievance policy, if satisfactory resolution is not achieved, employees may file a complaint with
the NM Department of Labor, Human Rights Division, or the U.S. Department of Education, Office of Civil Rights.
Contact information is available in the Human Resources office.

Definitions:

A grievance is an allegation by an employee that the treatment received from a supervisor, administrator or
another employee is unfair or improper or that there has been a violation, a misinterpretation or an inequitable
application of board policy, administrative rules, or procedures which directly affect the grievant. The following
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situations are not covered by this grievance procedure and are therefore not grievable under this policy.

the discretionary act(s) of professional judgment relating to the evaluation of the work performance
of any employee by his or her immediate supervisor;

any personnel decision made by the Superintendent or Board, including, but not limited to, a refusal
to re-employ, a discharge, a demotion, or any other action directly and adversely affecting the
employment of an employee;

situations in which the Superintendent and Board are without authority to act;

situations in which the remedy for the alleged violation exclusively resides in some person, agency or
authority other than the Superintendent or Board;

situations that pertain to a different procedure, remedy, law or Board policy;

former employees cannot file grievances after the effective date of resignation, termination or
discharge from employment.

Mediation:

It is the policy of the New Mexico School for the Blind and Visually Impaired that mediation is an effective way to
resolve disputes. A trained mediator can facilitate communication between disputing parties which can lead to
greater understanding and mutual agreement. Beyond resolving disputes, the mediation process can preserve and
even enhance valuable working relationships. Although either party in a dispute can request the services of a
mediator, a mediator will only be employed if both parties agree to participate.

Jurisdiction:

a.
b.

All NMSBVI employees have the right to utilize the internal grievance procedure.

Grievances must be initiated within twenty (20) working days of the initial act or omission giving rise to the
complaint or concern, or within twenty (20) days of the employee’s knowledge of that act or omission.
Complaints will be kept as confidential as practical.

Procedures:

a.

Level One
Informal Procedures - Employees with a complaint should promptly discuss the matter with their
immediate supervisor when appropriate. Normally, this discussion should be held within three to five (3-5)
work days of the incident, or in a timely manner, and in no event outside of twenty (20) work days.
Discussions held in a timely manner will enhance NMSBV!’s ability to resolve concerns promptly.
Level Two
Administrative Review - If the solution offered is not satisfactory, or if it is inappropriate to go to the
supervisor, employees are encouraged to immediately take the problem to the Director of Human
Resources. If this is the first level of grievance, the twenty (20) work day rule applies. The Director of
Human Resources may require the employee to formally present the grievance in writing. The Director of
Human Resources will provide a decision within five (5) work days.
Level Three
Appeal - If the grievant is not satisfied with the resolution of the grievance at Level Two, the grievance may
proceed to the Superintendent (or designee). The grievance must be submitted to the Superintendent
within five (5) work days after receipt of the Level Two resolution. Within five (5) work days of receipt of the
written grievance the Superintendent (or designee) shall respond with a written decision on the grievance.
Level Four
Discretionary Review by Board of Regents
1. The Board has discretion whether to grant Level Four review. Within five (5) work days after the
grievant receives written notification of the Superintendent's (or designee's) ruling on the
grievance, the grievant may appeal in writing for a hearing before the Board of Regents. The
written petition for a hearing shall be presented to the Superintendent (or designee). The Board
will, within the next five (5) work days, decide whether or not to hear the appeal. If the Board opts
not to hear the appeal, the decision by the Superintendent (or designee) in Level Three is the final
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decision within the school. If the Board agrees to review the decision, the Superintendent shall
establish a time for the hearing before the Board of Regents within the next regularly scheduled
Board meeting, and shall give the grievant five (5) work day’s written notice of the time and
location of the hearing.

2. Inthe event the next Board meeting is scheduled within five (5) work days, not allowing a full five(5)
work days notice, the Superintendent (or designee) will consult with the interested parties and
determine if the hearing will be held at this Board meeting (within five (5) work days) or at the next
regularly scheduled meeting of the Board. In the event, the next regularly scheduled meeting is
outside (30) work days, the Board of Regents has the option of scheduling a special meeting to hear
the grievance prior to the next regularly scheduled meeting, provided that the five (5) work day
notice to the grievant and party-in-interest is allowed. Whenever possible, the hearing will be held
within thirty (30) work days of the Board's decision to hear the appeal.

3. The Board of Regents may review all decisions made through the appeal process at all levels
previous to Level Four. The Board may affirm, reverse or modify decisions made at previous levels,
hold such hearing or dispose of the grievance as it deems appropriate for a final disposition of the
matter.

4. Final disposition of the grievance shall be communicated to the interested parties, in writing, by
the Board of Regents through the Superintendent (or designee), within five (5) work days following
the decision. The decision of the Board of Regents is the final recourse within the School.

All employees within NMSBVI are afforded the right to utilize the school's internal grievance procedure.
Grievances must be current and must be pursued within twenty (20) working days of the initial alleged

EMPLOYMENT MATTERS

wrongdoing or knowledge thereof. All materials and conversations submitted by an incumbent in the grievance
process shall remain confidential and shall not be disclosed except by written permission of the grievant. Records
will be kept a minimum of three years. Title IX, Section 504 of the Rehabilitation Act of 1973 and other laws
relating to employee discrimination will be covered by this grievance procedure.

Employee Background Check (NMSBVI Policy 225)

All applicants for employment with NMSBVI as well as substitutes, temporaries, and others who will work on the
schools’ campuses must provide work history, education history, and references. Each applicant will be subject to a
background investigation in accordance with NMSA 22-10A-5, including mandatory fingerprinting, at

the candidate’s expense, as a condition of further consideration for employment. Applicants who are required
to submit for initial licensure must pay for the background investigation at the time of hire by cashier’s check,
money order or by authorizing payroll deduction of prepayment. NMSBVI will pay for the federal bureau of
investigation for an applicant who has been offered employment and not required to submit for initial licensure.

Background checks shall be required of volunteers, interns, contractors, subcontractors who will work on the
schools’ campuses. The background check will be in accordance with NMSA 22-10A-5, and/or from a local
Department of Public Safety.

All offers of employment are contingent upon the satisfactory completion of background investigations and
reference checks. Convictions of 10 years or greater shall not automatically bar an applicant from obtaining
employment with NMSBVI, but pursuant to the Criminal Offender Act, NMSA § 28-2-4 and § 28-2-5 (1978) (as
amended or recodified in the future), findings may become the basis for refusing employment. The
Superintendent or designee may waive the 10 year minimum requirement depending upon the type or severity of
infraction, length of time since the infraction; whether or not a pattern of infractions is present and whether

the candidate is in complete compliance of the court.
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Immigration Law Compliance (NMSBVI Policy 225)

All offers of employment are contingent upon verification of your right to work in the United States. You will be
asked to provide original documents verifying your right to work and, as required by federal law, to sign Federal
Form I-9, Employment Eligibility Verification Form. If you cannot verify your right to work in the United States at any
time, NMSBVI may terminate your employment.

Certificate of Tuberculosis Examination (NMSBVI Policy 220)

The New Mexico School for the Blind and Visually Impaired requires that all newly hired employees be tested for
tuberculosis in a transmissible form prior to beginning employment. The fee for this testing is the responsibility of
the employee.

Licenses Certificates (NMSBVI Policy 240)

All employees teaching, supervising an instructional program, or providing instructional support services shall hold a
valid New Mexico license or certificate. A complete application for licensure or certification will be required upon hire
or prior to working with students, whenever possible. NMSBVI reserves the right to move the employee to a non-
student related position, or limit the employee from performing any work until he/she provides a valid license or
certificate. To assist employees, NMSBVI may deduct these expenses from the employee’s pay check

upon employee’s request and approval.

All official transcripts, licenses, certifications, or credit hours to advance must be submitted to Human Resources no
later than September 1. Salary increases for achievements, certificates, and licenses, or additional credit hours
received after September 1 of any year, will be adjusted in the next fiscal year.

College Transcripts

Where an employee’s pay or position is based on educational achievement, an official transcript of that employee's
education credits must be on file in the Human Resources office. If an employee earns the necessary number of hours
to advance on the salary schedule, an official transcript verifying this fact must be on file prior to September 1 of the
respective year in order to receive the increment on the current contract. The employee is responsible for obtaining
the official transcript, and the credits must be directly relevant to the employee’s professional field.

Braille Protocol (NMSBVI Policy 241)

All staff directly involved with students are required to achieve a level of Braille proficiency. All other employees of
NMSBVI are required to achieve skills at a Braille awareness level. Once staff have completed the Braille Proficiency
course they are required to pass a proficiency assessment at either Level | or Level || depending on their job
classification. NMSBVI’s commitment to Braille literacy includes yearly assessment of the staff’s Braille proficiency
skills. Education Assistants are allotted one hour per week for Braille instruction during working hours. Home work is
to be completed on employee’s own time. Grave yard residential life staff are exempted from braille proficiency
requirements beyond braille awareness. All other employees of NMSBVI are required to attend a Braille awareness
course.

Personnel Preparation Program (NMSBVI Policy 464)

NMSBVI has established a personnel preparation program designed to prepare educators to become Teachers of the
Visually Impaired and Orientation and Mobility Instructors. As a condition of employment all certified teaching staff
are required to become Teachers of the Visually Impaired or Orientation and Mobility Instructors within two years of
becoming employed. Teaching staff seeking a scholarship must commit to teach New Mexico’s students who are
blind/visually impaired for three (3) years following completion of their coursework. Applicants who do not fulfill their
teaching obligation within the state of New Mexico following the completion of coursework will be required to repay
the total cost or percentage applicable to NMSBVI.
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Use of School Vehicles / Personal Vehicles (NMSBVI Policy 615)

All staff driving NMSBVI vehicles shall have a valid New Mexico driver's license. A defensive driving class is
required for all employees who use NMSBVI vehicles. NMSBVI employees who operate or may potentially operate
a vehicle owned by NMSBVI, regardless of position or job description, must provide authorization to NMSBVI
Human Resources Department to obtain information from the New Mexico Motor Vehicle driver or vehicle
databases governed by the DPPA and NMSA 1978, Sec. 66-2-7.1 state driver history for violation information,
Motor Vehicle information and/or violation monitoring of driver records through the duration of employment.

Citation and moving violation history will be reviewed by the Director of Human Resources and/or Superintendent
to determine if there is a risk to NMSBVI property, staff or students by the individual operating NMSBVI vehicles.
Depending on the severity and/or repetitiveness of infractions demonstrated on the record, NMSBVI will take all
actions it deems reasonably necessary to protect the health/safety of staff and the property of NMSBVI. NMSBVI
reserves the right to suspend or revoke employee driving privileges and/or to discipline employees, up to and
including discharge, for infractions that, in the sound discretion of the superintendent, bear on the employee’s
fitness to transport students or staff.

All school vehicles shall be driven at a speed not to exceed posted speed limits on state, U.S. highways, interstates,
roads, and within city or village limits. Individuals who are convicted of traffic violations; are observed by school
officials operating a school vehicle in violation of the law; or who are detected by current technology (i.e. GPS),
operating a vehicle in excess of posted speed limits while in the performance of their duties will be subject to all
fines and fees as a result of a conviction, and such conviction or violation detection may result in disciplinary
action: up to and including discharge.

Operators of school vehicles shall avoid talking on cell phones while the vehicle is in motion. If a conversation on a cell
phone cannot be avoided the cell phone should be equipped with a hands-free device. The operation of a non-hands-
free cell phone, by a vehicle operator while the vehicle is moving, within the limits of any city, village, or town where
law restricts such use, is strictly prohibited.

The use of a cell phone or other electronic device for text messaging while operating a school vehicle is strictly
prohibited.

The use of tobacco products is strictly prohibited in all school vehicles.

On the residential campus, transportation needs for activities should be noted on activity requests so that a
vehicle can be reserved. Albuquerque ECP staff follow the protocol of the department. If a car is needed for other
approved school business, arrangements can be made on an "as available" basis through the administration
switchboard.

Residential Campus: Keys to the vehicles can be checked out and returned to the administration switchboard at
the San Andres Building between 8:00 a.m. and 5:00 p.m. After 5:00 p.m. the keys to vehicles are to be placed in
the lock box that is located at the Linda Lyle Building.

Vehicles should be picked up and returned to the designated fleet parking area. Problems with vehicles should
be reported immediately to the NMSBVI Front Desk.

In case of any accident involving a school vehicle, the following procedures shall be observed.
e  Stop the bus/vehicle immediately.

e Protect accident scene so that it does not endanger safety.
e Remain at the scene of the accident. Do not move the vehicle.
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e Render reasonable assistance to any person injured in the accident.

e NOTIFY POLICE AND YOUR DEPARTMENT MANAGER.

e THE MANAGER/DIRECTOR MUST REPORT TO HR ALL VEHICLE ACCIDENTS IMMEDIATELY TO ENSURE THAT
POST ACCIDENT DRUG OR ALCOHOL SCREENING IS PERFORMED.

e If necessary to evacuate students, it should be noted where each student or staff were seated, make
certain that all students are in a safe location away from traffic and that they are not permitted to leave
the scene of the accident on their own.

e Flags, flares, and/or reflectors should be placed appropriately to warn traffic.

e Information such as names, license numbers, registration numbers, location, time, road and weather
conditions, and a listing of all student passengers (including their seating location, if possible) should be
obtained. Make no admission of liability or assume responsibility for the accident.

e Provisions for drivers within transportation department for transporting students to their homes or
back to school should be made through the transportation department.

e All drivers are required to fill out a vehicle accident report form immediately upon arrival to the school.
Forms can be located in vehicles, transportation packets, and on the general form’s directory.

All NMSBVI school vehicles/buses and staff are insured by:

State of New Mexico General Services

Department Risk Management Division

Joseph M. Montoya State Building, 2nd Floor 1100 St. Francis
Drive

Santa Fe, NM 87503

Reimbursement of Actual Expenses (NMSBVI Policy 340)

Requests for reimbursement of actual expenses when traveling on official school business must gain prior approval by
the immediate supervisor or the Department Director on an activity request form. Upon return from a trip, the
Request for Reimbursement (green form) must be filed in the business office before payment can be made. One day
travel requests for reimbursements will go through payroll and are subject to taxes being withheld IAW IRC §162(a)(2).

Return to Work
Employees who sustain either an on or off the job injury or illness will be required to provide an updated medical
release to return to work in order to determine the employees ability to perform his/her essential job functions.

Employment Files (NMSBVI Policy 206)

Personnel File - Keeping your personnel file up-to-date is important in regards to pay, deductions, benefits and
other matters. If you have a change in any of the items listed below, notify the Human Resources Department as
soon as possible.

e Legal name

e Home address; home telephone number
e Emergency contacts

e  Marital status

e Driving record or status of driver's license
e Military or draft status

e Exemptions on your W-4 tax form

e Required training certificates

e Required professional license(s)

e Beneficiaries on insurance policies
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Confidential File - Confidential file records are kept separately. NMSBVI maintains this information in the strictest
confidence.

Examples of confidential records are:
e Benefits
e Payroll
e  Workers Compensation
e Verification of Employment
e Tuition Reimbursement
e  Other Miscellaneous confidential information

Employees who wish to review their own file should contact the Human Resources Office. With reasonable
advance notice, employees may review their own personnel files in NMSBV!I's offices and in the presence of an
individual appointed by NMSBVI to maintain the files.

EMPLOYMENT CLASSIFICATION

(NMSBVI Policy 202)
Exempt and Non-Exempt Employees
Employees in certain types of jobs are entitled to overtime pay for hours worked in excess of forty (40) hours per
work week. These employees are referred to as "non-exempt" in this Employee Handbook. This means that they
are not exempt from (and therefore should receive) overtime pay. Exempt employees include teachers,
administrators, principals, professional staff, directors and others whose duties and responsibilities exempt
them from statutory overtime pay provisions. Exempt status means that they do not qualify for overtime
compensation.

Regular Full-time Employees

An employee who is regularly scheduled to work at least 40 hours per week is considered a regular full-time
employee. Education Assistant’s working at least 35 hours per week at the Early Childhood Program are also
considered full-time. Regular full-time employees are eligible for legally mandated benefits as well as NMSBVI’s
benefit package. Benefits will be pro-rated according to the employees full-time regularly scheduled hours if less
than 40 hours.

Regular Part-Time Employees

An employee who is regularly scheduled to work 20 or more hours, but less than 40 hours per week is considered a
regular part-time employee. Regular part-time employees are eligible for legally mandated benefits as well as
NMSBVI’s benefit package. Regular part-time employees do not accrue leave.

Temporary Employees

NMSBVI hires employees for specific periods of time, who are hired as interim replacements, to temporarily
supplement the work force, to assist in the completion of a specific project, or serve as a replacement teacher or
staff member. Employment beyond any initially stated period does not in any way imply a change in employment
status. Temporary employees are eligible for legally mandated benefits, but are not eligible for NMSBVI’s benefit
package.

Substitute Employees

Employees hired in this category are assigned to work on an intermittent and/or unpredictable on call as
needed basis. Substitutes are eligible for legally mandated benefits, but not eligible for NMSBVI’s benefit
package.

Summer Employment (NMSBVI Policy 207)
Short Term Temporary Summer Employment is considered outside of annual contracts, unless extended time has
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been approved. Summer employment includes summer camps, maintenance/paint crews, summer food services,
transporation, recreation, health services and outstide programss requiring NMSBVI staff. Pay schedule is based
on approved summer pay rates.

Probationary Employees

Certified and classified employees who have not acquired the rights or expectation of continued employment
afforded by NMSA 1978 Section 22-10A-21 to 22-10A-25. Prior to the completion of one full school year of service
at NMSBVI, probationary classified employees will serve in an “at-will” capacity under an “at-will” employment
agreement. Certified employees will serve under annual employment contracts.

Certified and Classified Employees

a. CERTIFIED EMPLOYEES are instructors, related service providers, and administrators who are required to hold a
license issued by the New Mexico Public Education Department or governing board to administrate, teach,
counsel, or perform special instructional services to students as part of the instructional program of NMSBVI.

b. CLASSIFIED EMPLOYEES are hourly employees performing services in support of NMSBVI’s operations which
may or may not be required to hold a license issued by the New Mexico Public Education Department or
governing board.

WORK SCHEDULE

Hours of Work (NMSBVI Policy 236)

The work day shall consist of specified hours of work with a paid or unpaid meal period. The schedule of hours
for employees shall be determined by the Supervisor where assigned. The work day for employees may vary
depending upon job classification and job assignment.

When it is necessary for an employee to be absent, the employee must notify the Supervisor or designee in
advance of his or her absence and of the duration of the absence. In the event that no advance notice can be
given, employees are required to notify the Supervisor one hour prior to the start of their shift.

Administrative offices must be covered by the appropriate staff between the hours of 8:00 a.m. to 5:00 p.m.
Monday through Friday of any work day unless an abbreviated schedule has been authorized by the
Superintendent or designee. The work day schedule for employees may be adjusted by the Supervisor or
Department Director to accommodate the work load as needed
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Breaks (NMSBVI Policy 236)

Employees have the option of taking two (2) paid rest periods not to exceed fifteen (15) minutes each for each work
day if the work load permits and as approved by their Supervisor. This option allows for one rest period in the first
half of the scheduled shift and one rest period in the second half of the shift, not to be combined so as to extend the
fifteen (15) allowance. Employees are required to clock in and/or clock out for breaks.

Meals (NMSBVI Policy 315)

Employees assigned more than four (4) hours of daily work time shall have a minimum of thirty (30) minutes or a
maximum of sixty (60) minutes unpaid meal period. The employee’s meal period may be adjusted by the Supervisor
as deemed necessary. Staff that are on duty and required to supervise students during meal periods will not be
required to pay for their meals. ECP instructional staff are required to eat with students daily and do not clock out
for meals. All other staff are required to clock in and/or out for meal periods. The fee to be charged for individual
meals will be determined on an annual basis by the Superintendent. Food charges will be taken through payroll
deduction.

Absences or Lateness

If you are unable to report to work, or if you will arrive late, contact your supervisor immediately. If you know in
advance that you will be absent, you must request this time off directly from your supervisor using the Leave and
Overtime Request form.

A consistent pattern of absences can be considered excessive. In addition, excessive lateness or leaving early may
carry the same weight as an absence. Other factors, like the degree and reason for the absences or lateness, will be
taken into consideration.

Unauthorized or excessive absences, lateness, or leaving early may lead to disciplinary action, up to and including
discharge.

Severe Weather

The official school policy on extraordinary weather conditions requires that normal operations be continued as much
as possible. Essential services (i.e. heating/plumbing, electrical, grounds, health services, residential, food services,
transportation, and education) must be maintained in spite of severe weather.

In the event of severe weather school employees working in these areas should remain on duty or report to work to
avoid interruption of essential services, unless directed or permitted to do otherwise by their supervisors. Employees
must consult with their supervisor for each weather emergency to determine if they are deemed essential personnel
in that instance as that designation may vary by circumstance.

Albuquerque ECP staff follow the Albuquerque Public School’s severe weather schedule. Cancellation of school due
to weather conditions may occur when there is a city-wide cancellation or when there is a weather cancellation for
the entire public school districts ordered by Governor’s office.

Except in the most severe cases, all employees are expected to report to work. Those employees who cannot get to
work on time or at all are expected to contact their department supervisor to advise them of the situation within one
(1) hour of the start of their regular workday. If phone lines are tied up, employees should keep trying to leave a
voicemail message.
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SAFETY

General Student & Employee Safety

NMSBVI is committed to the safety and health of all students and employees, and recognizes the need to comply
with regulations governing injury and accident prevention and student and employee safety. Maintaining a safe
environment requires the continuous cooperation and vigilance of all employees.

NMSBVI will maintain safety and health practices consistent with the needs of our school. It is the responsibility of
all employees to be fully aware of all adopted school safety and health practices and to incorporate these practices
into their daily routines. If any employee has questions or concerns regarding any safety issue, it is the employee’s
responsibility to ask their supervisor for guidance and assistance. Any suspected unsafe conditions, and all injuries
that occur on the job, must be reported immediately. Compliance with the school’s safety rules is considered a
condition of employment. For reporting procedures and responsibilities refer to the policies listed below:

e NMSBVI Policy No. 600 Hazard Communication Program
e NMSBVI Policy No. 601 School Safety Committee
e NMSBVI Policy No. 610 Emergency/Disaster Policy

Workers' Compensation - Occupational lliness/Injury (NMSBVI Policy 455)

In accordance with the provisions of the Workers' Compensation Act, Chapter 52, NMSA 1978, all NMSBVI
employees are covered for occupational injuries and illnesses accidentally sustained or death resulting therefrom.
Employees are encouraged to utilize the Workers' Compensation program for any and all injuries/illnesses and in
no way will be penalized or terminated for filing a claim.

All accidents, injuries, potential safety hazards, safety suggestions and health and safety related issues must be
reported immediately to your supervisor. Refer to NMSBVI Policy No. 455 for reporting procedures and
responsibilities. A Notice of Accident Form must always be completed in case medical treatment is later needed and
to ensure that any safety hazards are corrected. The Employee's Claim for Workers' Compensation Benefits Form
must be completed in all cases in which an injury requiring medical attention has occurred. If you or another
employee is seriously injured, contact outside emergency response agencies immediately, if needed.

Federal law requires that we keep records of all ilinesses and accidents that occur during the workday. The New
Mexico State Workers' Compensation Act also requires that you report any workplace illness or injury, no matter
how slight. If you fail to report an injury, you may jeopardize your right to collect workers' compensation payments
as well as health benefits.

Stay at Work — Return to Work Program (NMSBVI Policy 456)

This program is to provide NMSBVI employees who are unable to perform their regular duties following a
workplace injury with suitable, transitional employment. This may include modifying the worker’s original position
or providing an alternate position depending on the worker’s physical abilities. This program is intended to
promote speedy recoveries, while allowing employees to provide a service and continue to contribute to the
productivity of our organization.

COMPENSATION

The goal of the NMSBVI compensation program is to attract qualified applicants and encourage well- performing
employees to stay with our school. With this in mind, our compensation program is built to balance both employee
and NMSBVI needs.

NMSBVI encourages employees to review the Human Resources section of the NMSBVI website at
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www.nmsbvi.k12.nm.us for salary schedules.

Paychecks
Employees can access their “Pay Check Statement” using the iVisions “Web Portal” or “MyPortal” that can be
accessed through our website. For more information contact Human Resources.

Paychecks are issued every two weeks or 26 times per year, for both 12-month and nine (9) month full-time employees.
Your check is direct deposited into your bank account, if you believe that any amount you receive is in error, notify
your supervisor immediately.

Direct Payroll Deposit

All employees are required to participate in direct deposit. Direct payroll deposit is the automatic deposit of your
paycheck directly into a financial institution account. Contact the Payroll Department for details and the necessary
authorization forms. You may elect your deposit to be split amongst up to 4 financial institutions or accounts.

Mandatory Deductions from Paycheck

NMSBVI is required by law to make certain deductions from your paycheck. Among these are your federal, state and
local income taxes and your contribution to Social Security and Medicare, New Mexico Retirement and Retiree
Healthcare. These deductions are itemized on your check stub. The amount of the deduction depends upon your
earnings and the information you furnished on your W-4 form. Other mandatory deductions that may be made from
your paycheck, such as court ordered garnishments, will be explained whenever NMSBVI is ordered to make such
deductions.

Overpayment of Earnings

If you have been overpaid in your paycheck, you must contact Human Resources immediately or Human
Resources may contact you. Any overpayment must be returned to NMSBVI in full upon request by Human
Resources.

Overtime Pay (NMSBVI Policy 235)

If you are a non-exempt employee, you are eligible to receive overtime pay at one and one-half (1 1/2) times your
regular hourly wage for hours worked over forty (40) hours in a standard work week (Work week to mean Saturday
through Friday). Hours away from the job because of a job-related injury, holiday, jury duty, vacation, or sick leave
are not counted as hours worked for the purpose of computing eligibility for overtime pay. All overtime in excess of
one (1) hour must be approved in advance by your supervisor or department director using the Leave and Overtime
Request form.

Accrued Leave (NMSBVI Policies 405, 425, 440)

All full-time employees are expected to be at work during the days/times required by contract, or in the absence of
contract terms, during NMSBVI’s regular business hours, Monday through Friday, 8 am to 5 pm or during the
employee’s regular work schedule. Employees who take partial days off for reasons for which leave may be used,
must use available leave for whatever portion of the day that they are absent (e.g. an employee who leaves work
two hours early for personal reasons will have two hours deducted from accrued leave). However, supervisors
may approve alternate work week schedules, and they may also permit absence without deducted leave where an
employee’s hours have already exceeded forty for the week. A Leave and Overtime Request form must be
submitted for alternate work weeks, all partial day and/or full day absences.

Time Records

Recording of time worked is necessary for collection of costs and proper control. An electronic time-keeping
system is utilized by staff on the Alamogordo and Albuquerque campuses. Outreach staff record time manually
on an electronic time card.
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It is the employee’s responsibility to record time worked. No person other than the employee may record time
on the electronic system or on the time card. All records should be reviewed by the employee daily to insure
accuracy. If a discrepancy is identified, the immediate supervisor should be contacted for correction.

Time cards should be signed and submitted to the immediate supervisor at the end of each pay period. Time
records will be verified by the supervisors and submitted to the Payroll department. Hourly employees will be paid
only for the hours documented through the electronic or manual timekeeping systems.

PERFORMANCE REVIEWS

Performance Reviews

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day-
to-day basis. Additional formal performance evaluations are conducted to provide both supervisors and
employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize
strengths, and discuss positive, purposeful approaches for meeting goals.

Meetings with Supervisors are conducted prior to recommendations for reemployment in the spring of each year.
(Licensed Personnel--April; Superintendent--May; Administration and Hourly--May). The evaluation process will
promote personal and professional growth for all employees, as well as provide data, when necessary, for
administrative decisions regarding personnel and programs.

BENEFITS

NMSBVI sponsors a comprehensive benefits program through Risk Management. NMSBVI also provides additional
voluntary benefits for all eligible employees. NMSBVI periodically reviews its benefits program and may make
modifications as appropriate. NMSBVI reserves the right to amend, add to or terminate these plans at any time.
This right of amendment/termination shall apply equally to all participants.

Eligibility - Who is Eligible?
You and your eligible dependents are eligible for benefits if you are classified as a part-time or full-time employee.
Dependent coverage is available only if the employee is enrolled for coverage. Costs for group health, dental,
vision, and the administrative fee are shared by the school and employees who elect to enroll. Life is paid 100% by
NMSBVI. Eligible dependents include:
e Your legally married spouse
e Your domestic partner (an affidavit and evidence of financial responsibility is required to enroll a
domestic partner)
e Your single or married natural or adopted children under age 26 (a copy of court order is required)
e Your stepchildren living with you and dependent upon you for support (single or married and under
limiting age)
e Your foster children for whom you have a qualified medical child support order (single or married
and under limiting age)
e  With a family status change (e.g. marriage, divorce, newly acquired dependent), you must notify the
Human Resources Department within 31-days of the qualifying event for benefits changes.

e  Marriage and birth certificates or court ordered documents will be required to verify all dependents.

Who is not eligible?

You may not enroll ex-spouses, parents, aunts, uncles, brothers, sisters, nieces, and nephews. Unrelated children or
grandchildren may be enrolled only if there is a court order in place showing an approved adoption or legal
guardianship.
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Initial Enroliment

1.

When must initial enroliment be completed?

Enrollment must be complete within 31 calendar days from the date of hire. All new hire enrollment
application forms and supporting documentation must be completed and received by Human Resources
prior to the employees first pay period.

Newly-acquired dependents, including newborn children and spouses, must be enrolled within 31
calendar days of becoming eligible. Enrollment is not automatic for any newly acquired dependent.

When is coverage effective?

Completed applications must be received in Human Resources within 31 days from the eligibility date.
Coverage is effective for new hires on the first of the month following the day you become employed. As
an example — if your hire date is August 18", your coverage would begin on September 1. Applications
received after the deadline will be considered late enrollees. You will also be considered a late enrollee in
cases of other qualifying events such as:

e Employee’s marriage

e Employee’s divorce

e  Birth or adoption of a child

e Death of spouse

e Change in spouse’s employment (terminated, laid off, loss of employment.)

When does coverage end?
Coverage ends on the last day in which an enrolled employee ceases to work. Date may vary when
transferring to another state agency or upon retirement.

What if | am covered under a spouse's plan?

An eligible employee who has coverage under a spouse's group insurance plan may waive NMSBVI
coverage. If the spouse loses coverage involuntarily (e.g. laid off or carrier change), the NMSBVI employee
may apply for NMSBVI coverage within 31 calendar days from the date coverage under spouse's plan
ended. A letter of credible coverage from the spouse's employer on the employer's letterhead is required
and must specify which persons were covered, under which specific plans they were covered and the date
on which coverage ended. This letter and all required enroliment applications must be received in Human
Resources within the 31 calendar day period. Coverage is effective the day following loss of coverage and
the receipt of completed applications and supporting documentation.

Enrollment must be done within the 31-calendar day period for life event changes, such as, marriage, divorce,
birth of a child or adoption of a child, death of a spouse of dependent or change in spouse's employment
(terminated, loss of employment, laid off).

Disenrollment in Medical, Dental, and Vision Plans

Employees enrolled in the Premium Only Plan (POP) for medical, dental and vision coverage may not drop coverage
at any time other than at Switch or Open Enrollment Periods unless a family status change has occurred and/or a
qualifying event.

Employees not enrolled in the Premium Only Plan (POP) may disenroll at the end of any month. Dependent
children’s coverage ends on their 26th birthday.
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Switch Enroliment

Each year, employees ALREADY ENROLLED in medical coverage may change their coverage(s) to

one of the other plans offered. Participating employees may add eligible dependents during switch enroliment, with
appropriate documentation.

Switch enrollment does not pertain to employees who have not already enrolled in a benefit plan.

Employees must register their switch enrollment elections at Human Resources during the specified annual
period which is normally October through November. Changes made during switch enrollment are effective at
the beginning of the calendar year on January 1. Eligible employees may also enroll/dis-enroll for POP
participation during the switch enrollment period. Elections are effective the following July 1.

Group Insurances

Eligible full-time employees have the opportunity to enroll themselves and their eligible dependents for group
insurance coverage. Costs for group health, dental, vision, life/disability (disability paid by employee) and
administrative fee are shared by the school and employees who elect to enroll.

The following benefits are available, as defined and limited by our contracts with benefit providers Risk
Management (RM) and ERISA or New Mexico School f/t Blind and Visually Impaired (NMSBVI):

e RM - Medical Insurance (BCBS HMO & PPO, Presbyterian HMO, Cigna HMO & PPO)
e RM - Dental Care Insurance

e RM —Vision Insurance

e RM - Basic Group Life Insurance/ Optional Life/Accidental Death & Dismemberment Insurance
e RM - Short-term and Long-term Disability

e RM - Supplemental Life Insurance

e RM - Flexible Spending

e  Premium Only Plan (POP)

e RM - Prescription Drug Plan

e NMSBVI - Globe Life (Supplemental Whole Life)

e NMSBVI - Allstate (Cancer, Specified Disease, Accident, Universal Life)

e NMSBVI - AFLAC (Cancer, Specified Disease, Intensive Care, Accident, Life)

Upon enrolling, you will receive summary plan descriptions describing your benefits in detail. Applicable
employee contributions will be automatically deducted from your paycheck.

Medical Plans
If you enroll into any of the medical plans and you are a new hire or newly eligible employee, the effective date of
coverage is the first of the following month you become employed.

Employees who fail to enroll within 31 days of their date of hire will not be eligible until the next Open Enrollment.
Dental Plan

Employees who fail to enroll in the dental plan as a new hire are not eligible to elect coverage until an open
enrollment period is announced.

Vision Plan

Employees who fail to enroll in the vision plan as a new hire are not eligible to elect coverage until an open
enrollment period is announced.
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Basic Group Term Life and Accidental Death & Dismemberment

Employees who enroll in a medical plan must enroll. Disability coverage is encouraged. Employees can choose the
group life without health coverage. The basic group term life coverage amount is $50,000 for the employee. This
insurance is payable in the event of your death, in accordance with the policy, while you are insured. For accidental
death and dismemberment, refer to the benefits handbook.

Dependent Life Insurance

Employees who have elected dependent life insurance the insurance policy provides for $10,000 minimum up to
$30,000 of coverage for an eligible spouse/domestic partner and $5,000 minimum up to $15,000 of coverage for
eligible child(ren).

Short-Term/Long-Term Disability

Short term disability — An employee who may be out of work for a period of time and has elected the disability
benefit may be eligible to receive up to 60% of their weekly earnings to a maximum of $500 per week after a 28-
day waiting period for up to 21 weeks. Long term disability — an employee may receive 40% of their monthly
earnings to a maximum benefit of $2,000 per month for up to 2 years.

Supplemental Life Insurance
Additional term life insurance is available. Coverage amounts are in increments of $10,000. Evidence of
insurability/evidence of good health may be required.

Flexible Spending Accounts
A Flexible Spending Account (FSA) is a tax-free account that allows employees to set aside tax-free payroll dollars
into an account for use with:

e out of pocket essential health care expenses that are not covered, or are partially covered, by your
medical, dental and vision plans;

e or pay for child/dependent care expenses;

e ortransportation expenses such as parking at work, transit or vanpooling expenses incurred to get to work.

Premium Only Plan (POP) (also known as Section 125)

This is a pre-tax premium conversion plan that allows employees to have their medical, dental and vision
premiums subtracted from gross pay before taxes are calculated, increasing net pay. Once enrolled in POP you
may not change benefits elected except during the annual switch/open enroliment period, usually held at the end
of the school year.

Prescription Drug Plan
Employees who have elected medical coverage are automatically enrolled in the prescription drug program
which allows the purchase of medications either at a local pharmacy, through mail- order or through the
internet. The prescription plan uses a 3-tier co-pay flexibility with generic’s being the lowest out of pocket
cost, formulary brand name being a higher co-pay, and non-formulary being the highest co-pay for any
drugs not listed as approved for use under the formulary.

Globe Life
Supplemental Life and Accident Insurance — provides employees with whole life insurance. Premiums are locked in
at the age of purchase.

Allstate
e Cancer/Specified Disease — pays for the necessary treatment of cancer or a specified disease, and for
any other condition directly caused or aggravated by the cancer or specified disease. Additional benefit
enhancements include a cancer screening, one per year, first occurrence benefit for initial diagnosis of
cancer, and intensive care. Benefits are paid directly to you unless assigned, regardless of any other
insurance you may have.
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e Accident Insurance — benefits received are payable for a covered person’s death, dismemberment, or
injury caused by a covered accident that occurs on or off the job.

e Universal Life Insurance — pays a specified amount in the event of a death. Amount specified is
based on age. Premiums are based on the varied amounts specified for the current age.

AFLAC
e Cancer Indemnity— pays for the prescribed treatment of internal cancer or an associated cancerous
condition. Additional benefit enhancements include initial diagnosis benefit, specified-disease
benefit, and wellness preventative screening, one per year. Benefits are paid directly to you unless
assigned, regardless of any other insurance you may have.

e Personal Accident Indemnity Insurance — benefits received are payable for a covered person’s death,
dismemberment, or injury caused by a covered accident that occurs on or off the job.

e Hospital Intensive Care — pays a benefit when a covered person incurs a charge for confinement
in a hospital intensive care unit or a step-down intensive care unit for a covered sickness or injury.

Retirement Savings, Tax-sheltered Annuity Plans

To assist employees in saving money for retirement federal tax laws permit special retirement programs established
specifically for employees of public schools. NMSBVIs supplemental retirement plan specifically written for its
employees is called the 457(b) plan. Employees pay no current taxes on amounts contributed until the employee
begins receiving distributions. Date of distribution for the 457(b) plan it is upon termination of employment. The
plans available for NMSBVI staff are, First Financial 457(b) and Voya Financial Retirement Solutions 457(b).

Employee Assistance Program

The SoNM provides you with up to 5 free EAP (counseling) sessions through Well-Being Solutions to all employees,
their dependents, and those living in employee's household. Employees can seek assistance, or they can be referred
under the EAP by their supervisors. Please contact the Human Resources Department for more information.

Education Tuition Assistance (NMSBVI Policy 465)

Education Tuition Assistance provides for tuition reimbursement, depending upon budget availability, of approved
post high school courses taken by full-time employees who want to expand their knowledge and skills in work- related
areas of their employment at NMSBVI.

Courses taken at a nationally accredited college or university toward earning a bachelor’s degree or courses
and/or seminars taken as part of an approved certification program may be reimbursed. The courses and degree
program must be related to NMSBVI’s present or anticipated future needs.

NMSBVI will reimburse a maximum of $2,050 per fiscal year; and $10,250 maximum per employee. Employees
should contact the Human Resources Office for more information or questions about educational assistance.
While educational assistance is expected to enhance employee’s performance and professional abilities, NMSBVI
cannot guarantee that participation in formal education will entitle the employee to automatic advancement, a
different job assignment, or pay increases.

COBRA

The Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA) requires employers (except for churches and
federal government agencies) who have 20 or more employees and offer health coverage to those employees, to offer
continuation coverage to employees and dependents of employees upon the occurrence of a qualifying event. Contact
the Human Resources Office for more information.
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State and Federal Mandated Benefits

Worker’s Compensation (NMSBVI Policy 455)

NMSBVI provides a comprehensive workers' compensation insurance program at a cost of $2.00 per calendar
quarter to employees. This program covers any injury or illness sustained in the course of employment that
requires medical, surgical, or hospital treatment. Subject to applicable legal requirements, workers'
compensation insurance provides benefits after a short waiting period or, if the employee is hospitalized,
immediately.

Employees who sustain work-related injuries or illnesses should inform their supervisor immediately. No matter
how minor an on-the-job injury may appear, it is important that it be reported immediately. An official Notice of
Accident, Form NOA-1, must be completed and signed by both the employee and the immediate supervisor or
other authorized agent of NMSBVI.

Neither NMSBVI nor the insurance carrier will be liable for the payment of workers' compensation benefits for
injuries that occur during an employee's voluntary participation in any off-duty recreational, social, or athletic
activity sponsored by NMSBVI.

Unemployment Compensation (NMSBVI Policy 450)

Employees may be eligible for Unemployment Compensation upon termination of employment with NMSBVI.
Eligibility for Unemployment Compensation is determined by the Division of Unemployment Insurance of the
State Department of Labor. NMSBVI pays the entire cost of this insurance program.

New Mexico Retirement Plans

Employees of NMSBVI are mandated to participate in either the Educational Retirement Association (ERA) or the
Public Employees Retirement Association (PERA). Because NMSBVI is considered a special purpose school,
employees that are not “Regular Members” can choose between the two retirement plans.

e “Regular Members” are all individuals that are regularly employed teaching staff, administrators,
nurses, whether full-time or part-time.

e  “Provisional Members” are all other persons regularly employed by the school who do not fall into the
“Regular Members” category, (education assistants, transportation, maintenance, etc.) Only
Provisional Members can exempt themselves from ERA and participate in the PERA.

FICA (Social Security/Medicare)

In accordance with the applicable federal law, all employees are required to participate in and contribute to
Social Security. The school also makes a mandatory matching contribution on behalf of employees.
Contribution levels are established by law, and are subject to change. To obtain information about Social
Security and related programs, you may contact the local Social Security office.

HOLIDAYS

Full-time employees receive paid time off for holidays recognized by NMSBVI, in accordance with those approved by
the State Personnel Office. The following holidays are recognized by NMSBVI:

Independence Day Labor Day Thanksgiving Day
Indigenous Day Christmas Day New Year’s Day
M.L. King Jr. Day President’s Day Memorial Day
Veteran’s Day Regent's Day (2) Juneteenth Day
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All national holidays are scheduled on the day designated or may be observed at other times during the school year.
If a holiday occurs during your scheduled vacation, you are eligible for the paid holiday. You are not eligible to
receive a paid holiday when you are on an unpaid leave of absence.

LEAVES

Both paid and unpaid time off may be granted to eligible employees, according to the leave policies. Leave that has
been accrued must be used when time off is requested. Only under extenuating circumstances will leave without pay
be granted. If granted, the employee is responsible for both employee and employer benefit premiums.

General Provisions
Employees must complete the required Leave Form and receive the necessary approval before the leave requested
may be taken.

Use of Leave - When an employee becomes ill or is injured on the job, sick leave begins at the time of inability
to continue work.

Insurance Premium Payment during Leaves of Absence - NMSBVI will continue to pay its share of insurance
premiums for employee coverage and dependent coverage for a maximum of one (1) year while you are on an unpaid
leave of absence. You will be responsible for paying your share of the premiums during this time. Failure to do so will
result in loss of coverage. Consult with Human Resources to set up a payment schedule.

Immediate Family - Immediate family is defined to include husband, wife, child, grandchild, parent,
grandparent, sister, or brother, as well as a lawful spouse’s immediate family member as defined herein and/or
domestic partner executed by an affidavit and on file with the Human Resources office.

Bereavement Leave (NMSBVI Policy 410)

Full-time employees may request to take up to five (5) work days of leave with pay upon death of the
employee’s immediate family member. Specific to this policy Immediate family is defined as husband, wife, child,
grandchild, parent, grandparent, sister, brother, niece or nephew, as well as lawful spouse’s immediate family
member as defined herein, or domestic partner, if executed by an affidavit and on file with the Human Resources
office.

Jury Duty Leave

In the event that an employee of NMSBVI is called for jury duty, the employee will be allowed leave to perform that
duty. A signed Jury Duty Attendance form must be submitted to the Human Resources Office. Employees may not
receive both jury pay and paid leave from NMSBVI. If the employee elects to take leave without pay, he or she may
keep the jury pay; otherwise, the employee will receive regular pay from NMSBVI but must assign any jury pay
received to NMSBVI.

Personal Leave (NMSBVI Policy 425)

Nine-month (9) employees may have up to two (2) leave days with full pay for personal use each school year (not
accumulated). A request for Personal Leave must be submitted at least one week prior to the planned Personal Leave
date. No Personal Leave will be granted on a non-scheduled work day. The utilization of Personal Leave during the
first and last months (August & May) of the school year should be avoided, unless there is a verifiable emergency
situation. Personal leave shall not be approved during the first or last five (5) days of the academic year or on an in-
service day.

In order to ensure that adequate staffing levels are maintained, immediate supervisors may place a cap on the
number of staff that are granted Personal Leave, for any given period of time.
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Professional Leave (NMSBVI Policy 430)

The New Mexico School for the Blind & Visually Impaired (NMSBVI) recognizes the need and value of professional
development to the School. Professional Leave is leave granted with or without pay to attend professional
conferences, seminars, workshops and other educational training programs which are usually of short duration.
Refer to NMSBVI Policy 430 for eligibility.

Paid Parental Leave (NMSBVI Policy 416)

New Mexico School for the Blind and Visually Impaired will provide up to twelve (12) workweeks of Paid Parental
Leave for all eligible employees following the birth or adoption of a child. The leave is intended to allow eligible
employees to care for and bond with their newborn or a newly adopted child(ren). Any full-time employee who has
been employed full-time by NMSBVI for twelve (12) months is eligible for paid parental leave.

Sick Leave (NMSBVI Policy 440)

Full-time employees who receive benefits earn sick leave on the basis of one day per month worked. Sick leave may
be accumulated up to 720 hours. Part-time and substitute employees do not earn sick leave. It is understood that
sick leave is for the benefit and convenience of the employee while employed by NMSBVI and accumulated sick
leave benefits are cancelled upon the termination of employment. Sick leave may be taken in the case of illness in
the immediate family. The employee's supervisor should be notified of iliness within one (1) hours of the
employee’s work shift, preferably before the start of the shift or as practical if prior notification is not practical.
When employees are absent for more than three (3) consecutive days due to illness or injury, he/she must submit
to his/her supervisor a "Physician's Statement" certifying he/she was under the doctor's care during the period of
absence and was unable to work.

An employee who has accumulated 600 hours of unused sick leave may be paid for additional unused sick leave

over 600 at a rate equal to 50% of the employee's hourly wage multiplied by the number of hours of unused sick
leave over 600, not to exceed 120 hours of such sick leave. Payment for this sick leave shall be made only on the
payday immediately following the first full pay period in January and the first full pay period in July.

Retiring employees may be paid for additional unused sick leave over 600 hours not to exceed 120 hours at the rate
of 50% of their hourly wage. All others may donate any unused sick leave hours to the Catastrophic Leave Bank.

Voting Leave

Voting leave will be granted to employees who are eligible voters and whose work day begins less than two (2) hours
after the polls open and ends less than three (3) hours before the polls close. This leave will be granted for a maximum
of two (2) hours with pay in order to vote in an election recognized under the law. Employees utilizing this benefit
must vote in the election for which they are granted leave. Supervisors will schedule voting leave to ensure
department work is covered.

Family Medical Leave (NMSBVI Policy 415)

Family and Medical Leave will be granted to employees who have worked for NMSBVI for at least twelve (12) months
or who have worked at least 1250 hours in the previous 12 months. This leave is with or without pay and may be
taken for up to 12 work weeks from the first date the leave is taken. Leave may be granted for the following reasons:

e forincapacity due to pregnancy, prenatal medical care or childbirth;

e to care for the employee’s child after birth, or placement for adoption or foster care;

e to care for the employee’s spouse, son or daughter, or parent who has a serious health condition;

e for a serious health condition that makes the employee unable to perform any one of the essential
functions of his or her position or requires the employee to take a necessary absence from work to receive
medically necessary treatment;
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e because of a qualifying exigency arising out of the fact that the employee’s spouse, son or daughter, or parent
is a covered military member on active duty or call to active duty status in support of a contingency operation;

e to care for a covered service member who is the employee’s spouse, son or daughter, parent, or next of
kin.

In the event of a serious health condition of the employee or his/her child, spouse, or parent, creating a need
for unforeseen family or medical leave, the employee must provide notice, as soon as practicable. If the
employee will be absent for five (5) consecutive days or more, a Leave of Absence Request Form must be
completed. A written physician’s certificate is also required. The certificate must include the date on which the
health condition occurred, the probable duration of the condition, an estimate of the amount of time you need
to be off work to care for the family member or for your own health condition, and confirmation that the
nature of the condition warrants you to be away from work to care for yourself or your dependent.

Employees shall be required to give thirty (30) days advance notice in the event of a foreseeable medical
treatment. To assist us in arranging work assignments during your absence, we ask that you give us prior notice,
to the extent possible, of an expected birth or adoption, as well as an indication, to the extent known, of your
expected return date. To facilitate your return to work, we also ask that you provide us with advance notification
of your intended return date. Failure to do so may delay your return date.

Benefits that accumulate on an accrual basis (vacation, sick and personal days) will cease to accrue during the
leave period. Employees must use all accrued sick leave, unused vacation and personal days during the leave
period. Once such benefits are exhausted, the balance of the leave will be without pay.

Group insurance benefits (medical, dental, vision, life and disability) will continue during the leave provided the
employee continues to make required contributions to these plans. Failure to make such contributions will
result in the termination of these benefits. If an employee fails to return to work after Family Medical Leave, the
employee will be held liable for the amount of health insurance premiums paid by NMSBVI during the
employee's unpaid leave. Other benefits, such as retirement and 457b plans, will be governed in accordance
with the terms of each plan.

In the case of an employee's own serious health condition, before the employee will be permitted to return from
medical leave, he or she will be required to present NMSBVI with a written physician's statement indicating that the
employee can return to work and perform the essential functions of his/her position. In addition, the employee must
submit the Return to Work Certificate which the treating physician completes.

Vacation Leave (NMSBVI Policy 405)

Vacation time off with pay is available to eligible employees to provide opportunities for rest, relaxation, and
personal pursuits. Full-time 12-month employees are entitled to one vacation day per month worked. After being
employed for seven consecutive years, the employee is entitled to one and one-half vacation days per month
worked. Nine-month employees do not “earn” vacation time; they are granted “personal leave” as discussed
elsewhere in this book.

The length of eligible service is calculated on the basis of a "benefit year." This is the 12-month period that begins
when the employee starts to earn vacation time. An employee's benefit year may be extended for any significant
leave of absence except military leave of absence. Military leave has no effect on this calculation.

Military Leave of Absence (NMSBVI Policy 420)

Employees who perform duty, voluntarily or involuntarily, in the “uniformed services,” which include the Army,
Navy, Marine Corps, Air Force, Coast Guard, as well as the reserve components of each of these services, Army
National Guard, Air Force National Guard, Commissioned Corps of the Public Health Service, and any other category
of persons designated by the President in time or war or emergency, will be eligible for re-employment after
completing duty, provided:
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a. They provide written or verbal notice of their orders to their supervisor/Human Resources as soon as
received (unless precluded by military necessity or otherwise impossible/unreasonable);

They satisfactorily complete duty of five (5) years or less;

They begin duty directly from employment with NMSBVI; and

d. They apply for and are available for re-employment as follows:

1. Less than 31 days service: By the beginning of the first regularly scheduled work period after the
end of the calendar day of duty, plus time required to return home safely and an eight-hour rest
period. If this is impossible or unreasonable, then as soon as possible.

2. 31to 180 days: No later than 14 days after completion of duty. If this is impossible or
unreasonable through no fault of the employee, then as soon as possible.

3. 181 days or more: No later than 90 days after completion of duty.

4. Service-connected injury/illness: Reporting or application deadlines are extended or up to two (2)
years for persons who are hospitalized or recovering.

o0 T

Performing duty, voluntarily or involuntarily, includes:

Active duty, active duty for training, and initial active duty for training; Inactive duty training; Full- time National
Guard duty; Absence from work for an examination to determine a person’s fitness for any of the above types of
duty; Funeral honors duty performed by National Guard or reserve members; and Duty performed by intermittent
disaster response personnel for the Public Health Service, and approved training to prepare for such service.

Employees who serve in “uniformed services” will be paid for up to 15 days per fiscal year, for active duty, active
duty training, and inactive duty training. Employees may apply accrued personal days and unused earned vacation
time to the leave if they wish; however, they are not obliged to do so.

Employees on military leave shall be granted any improvement in salary or other terms and conditions of
employment which would have accrued to them had they remained in active service with the school, provided
such employees seek reinstatement with the school within thirty (30) days following discharge from the
military service.

Catastrophic Leave Bank Program (NMSBVI Policy 460)

Employees who earn sick leave from the school and have suffered a catastrophic illness or injury (excluding normal
pregnancy) or member of the employee's immediate family that requires hospitalization or home confinement may
be eligible to use the Catastrophic Leave Bank.

Catastrophic illness means a medical condition certified by a physician which requires an employee’s absence from
duty for a prolonged period of time and which results in a substantial loss of income. Catastrophic leave
may not be used for less than four (4) consecutive work days.

Enrollment into the bank will be conducted annually commencing with the beginning of the school year through
November 1% of each year. New employees have the option to join within (90) days of their employment and are
given three (3) months to donate the time. Requests may be made for a maximum of twenty (20) days per incident.
Employees may apply for this type of leave a maximum of 2 times per year although it must not be for the same
injury or illness. Any and all unused sick leave days granted to an employee shall be returned to the Catastrophic
Leave Bank.

SEPARATION OF EMPLOYMENT

Termination of Employment (NMSBVI Policy 265)
NMSBVI will consider you to have terminated your employment if you:

35



e Resign from NMSBVI - A letter of resignation from your employment with NMSBVI must be given to your
immediate supervisor with a copy to the Human Resources Department.

e Retire from NMSBVI - A letter of retirement must be sent to the Superintendent with a copy to your supervisor
and the Human Resources Department.

e Non-renewal of contract

e Discharge

e Termination for unsatisfactory performance or misconduct or other reasons deemed appropriate by the school.

Resignation/Retirement
Required notice to break employment agreement:

e Refer to annual contract.

e Aresignation or retirement letter will be required.

e NMSBVI also requests that you complete the Out-processing checklist. Completing this form is
mandatory through the Human Resources Department.

Employment Inquiries (NMSBVI Policy 206)

NMSBVI does not respond to oral requests for references. In the event another NMSBVI employee is terminated
either voluntarily or involuntarily, you must not, as a current NMSBVI employee, under any circumstances, respond
to any requests for information regarding another employee unless it is part of your assigned job responsibilities.
Forward the information request to the Human Resources Department.

When verification of employment inquiries are received by NMSBVI, Human Resources first review whether there
are any specific limitations imposed on the school for release of personnel information related to the subject (such
as litigation settlements). If no such limitations exist, Human Resources is authorized to release the following
information:

e Position held
e Employment dates
e  Status of employment (full-time, part-time, substitute)

Return of NMSBVI School Property

Any property NMSBVI issues to you, such as keys, uniforms, computer equipment, Braille writers, vehicles, etc.,
must be returned at the time of termination. You will be responsible for any lost or damaged items. The value of
property issued and not returned may be deducted from your paycheck. You may be required to sign a wage
deduction authorization form for this purpose.
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NMSBVI Mandatory Deductions FY 2023

=

Education Retirement Association-ERA |

Over- $24,000 10.70% employee
contributions and 17.15% employer
contributions. Under $24,000 -7.9%
employee contribution and 17.15% '
employer contributions. Employee

contributions are tax deferred.

. I

Retiree Health
Care- Deductions
for current
employees are 1%
of gross and 2% of
payroll for
employers.
Effective 1/1/91,
retirees from ERA
and PERA are
eligible for benefits
(medical, dental,
vision, & life)
through the state.
These deductions
\\started July 1990.

Social Security -
Federal Insurance
Contribution ACT
(FICA) Employee
contributions are
6.2% and the
employer
contributions are
6.2%. (Old -Age,
Survivors & Disability
6.2% and Hospital
(medicare) Insurance
1.45% ). Maxiumum
taxable earnings for

2022 are $147,000.

A 4

Benefits Provided by Risk Management/ERISA

|

Public Employees Retirement
Association -PERA Over $25,000 -
10.42% employee contributions and
18.74% employer contributions. Under
$25,000 -7.42% employee
contributions and 18.74% employer
contributions. Employee contributions
are tax deferred.

o=

Unemployment
Compensation -
is paid quarterly
and is based on
assessable
wages times
.001% plus 25
cents per
employee per
quarter. The
taxable wage
base is $28,700
for 2022.

~,

Warkers'
Compensation -
Employees pay $2
dollars per quarter.
Employer pays [
$2.30. This
program covers any |
work related injury |
or illness .
Employees must |
report injury to |
Supervisor'
immediately. |

a =4

Insurances Rates Effective7/1/22-6/30/23

Salary Less than $50k  Employee pays 20% Employer 80%
Salary 50k to $59,999k  Employee pays 30% Employer 70%
Salary 60k and Over Employee pays 40% Employer 60%
{ Presbyterian HMO ’ Blue Cross/Blue Shield | | Blue Cross/Blue Shield | | Cigna HMO(OAPIN)| | Cigna PPO(OAP)
888-275-7737 PPO 877-994-2583 HMO 877-994-2583 800-244-6224 800-244-6224
~{ Famiy $1,585.00 || | Famiy $1.843.47 | | Famiy $1,585.00 Family $1,569.15 | - |4 Family $1,625.04
|| Employee + Employee + | [ Employee + Employee + Employee +
Children $967.14 | | Children $1,124.78 Children $967.14 Chidren $95747) M Children $1,113.53
[ Employee + Employee + | [ Employee + Employee + Employee +
Spouse $1,208.91] || Spouse $1,406.02 Spouse $1,208.91 Spouse $1,196.82 | M Spouse $1,391.96
= Single $537.29 Single $624.85 —{ Single $537.29 Single $531.92 | Y Single $618.60
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New Prescription Plan
Effective July 1, 2022
www.mybenefitsnm.com

IMPORTANT CONTACT INFORMATAION

Customer Service Line 877-744-5313
Specialty RX 800-237-2767
Prudent RX Registration 800-578-4403
Help Center https://www.caremark.com

Human Resources will send more Information as it becomes available.

Dental and Vision Plans

Delta Dental EyeMed Vision
877-395-9420 855-219-3138
— Family $96.94 | Family $16.66
- Employee + Employee +
Children $74.34 | Children $13.15
| _Employee + Employee +
Spouse $64.61 B Spou?selé'l 1.31
—  Single $32.33 | Single $6.00
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The Hartford Alllevels $4.42

BasicLife Insurance- EmployeeOnly  ($50,000) |
Employer pays ALL ‘

J

- ™
Dependent /Supplemental Lifelnsurance - Contact
HR Children, SpousefDomestic Partner

. =

ERISA Alllevels $9.88
\Employee pays.ALL |

~

"bisability LTD/STD-Employee Only N

Short-Term Disability - subsidizes income at time of
disability. Afterthe twenty eight day elimination
period for weeks 5-24you will receive 60% of your
weekly earning to a maximum of $500.00 a week.
—~

Long-Term Disability - subsidizesincome after short |
term disability payments end you will receive40%
of your monthly earning to.a maximum benefit of
$2,000 per month. |

\

-
"
A
i
,

COBRA (Consolidated Omnibus Budget
Reconciliation Act of 1986) requires that
employees and dependents involved in
eroup health insurance plans be afforded
the opportunity of temporary continuation
of coverage at group rates in certain |
instances where coverage would ordinarily
cease. Employees may stay on for 18 |
months; dependents 36 months.
Qualifying events are resignation, divorce, ]
age of dependent child, death of spouse.
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Sick Pay - Full-time employees receive 1 day per month worked.
Sick leave may be accrued up to 720 hours. Part-time & substitute
employees do not earn sick leave. The employee can sell backto |
NMSBVI sick hours accumulated over 600 twice a year in January,
July and upon retirement at 50% of base hourly rate.

——

-

Personal Leave -Nine (9) month employees may up

Catastrophic Leave Bank Full-Time Employees who earn

to two (2) leave days with full pay for personal use sick leave from the school are eligible to participate in the
each school year (not accumulated). The utilization catastrophic leave bank. For the employee's own or
of Personal Leave during the first & last month immediate family members catastrophic illness or injury may

(August -May) of the school year should be avoided, | | request up to 20 days leave. Application must be submitted
to Human Resources and approved by the committee.

unless there is a verifiable emergency situation.

Fringe Benefits by
NMSBVI

Educational Tuition Assistance - Full-time employees’
tuition costs may be reimbursed for courses taken ata
nationally accredited college or university program
toward earning an undergraduate degree or courses
and/or seminars taken as part of an approved
certification program.

:

Bereavement Leave - Full-time
employees are entitled up to five (S)
work days for deaths in the
immediate family and/or domestic
partner.

Vacation Pay - Full-time hourly employees earn 1 day per month
worked. Upon completion of 7 consecutive years of employment, 1
1/2 days are earned. Upon termination, discharge, resignation or
retirement no payment shall be made for more than 44 days of
unused vacation leave. Twelve-month employees who work on a
contract are entitled to 14.67 hours per month worked.




BENEFITS CARRIER CONTACT INFO

Here is some information on Medical, Dental & Vision Carriers. If you have switched medical carriers for
January 1, group numbers are listed below.

It is important that you periodically check to make sure you are in the system before seeking medical attention.
The only carrier’s that provide cards are medical & prescription plan. Below is a list of carrier numbers that you
can call and check that you and your dependents are enrolled and covered.

If you need to make any address changes, please contact Human Resources at 575-439-4491.

BlueCross/BlueShield of NM
Member Services, 877-994-2583
BCBS PPO Group #: 268390
BCBS HMO Group #: 266002
Your ID # is on your card
www.bcbsnm.com

Cignha-HMO (OAPIN)
Cigna-PPO (OAP)

Member Services, 800-244-6224
Group #: 3343553

Your ID # is on your card

https://connections.cigna.com/newmexico/

Presbyterian Health Plan
Member Services, 888-275-7737
505-923-5600 (Albuquerque area)
Group #: A0000034

Your ID #: is on your card

www.phs.org

To locate providers participating in the Multi Plan/PHCS Network medical (Presbyterian)

www.multiplan.com

Delta Dental of NM

Member Services, 877-395-9420
Group #: 8523

505-855-7111 (Albuquerque area)

Your ID#: is your Social Security number

EyeMed

Member Services, 855-219-3138
Group #: LPB 1028739

Your ID; is your social security number
member.eyemedvisioncare.com/sonm

CVScaremark — Prescriptions

Member Services, 877-744-5313
Group/Div #:

Your ID #: is your social security number
https://www.caremark.com

The Hartford

Contact HR for enrollment, Contact Erisa for claims
Group #: 681601
https://lwww.mybenefitsnm.com/TermLife.htm

www.mybenefitsnm.com You will find benefit webinars, summaries & wellness information

Flexible Spending-ERISA

Disability - ERISA

Globe Life Insurance

Allstate Insurance

Allstate Insurance

AFLAC

Voya Financial 457b

Voya Financial 457b

First Financial AUL 457b

ERISA

Legal/ID Shield

Employee Assistance Program (EAP)
Well-Being Solutions

VOLUNTARY BENEFITS

855-618-1800
855-618-1800
866-298-9115
800-521-3535
800-211-5533
915-256-4007
575-520-2660
TBD

505-264-0987
855-618-1800
505-225-6691
833-515-0771

www.erisatrust.com/sonm

www.mybenefitsnm.com

www.esdglobe.com

Customer Service (English) www.allstatebenefits.com
Customer Service (Spanish)

Lucy Enriquez-Glasscock Maria_glasscock@us.aflac.com
Linda Miller (Southern NM) Linda.Miller@voya.com

Paul Lium (Albuguerque) Contact HR

Nicole Brown in ABQ office Contact HR
www.mybenefitsnm.com

Judy Johnston Judy.Johnston@harvardbenefits.com
guidanceresources.com

800-697-0353 TTY
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NMSBVI 2022-2023 Calendar, Approved 5-26-22

4  Independence Day

11&12 In-Service/Training,
Classroom Time/Dept Mtgs.

11&12 APS 1t Day

14  Students Travel

15 NMSBVI 15t Day of School

13 Teaching Days
2 In-Service Days

5 Labor Day, 9m OFF/ 12m OFF
Students Travel

28 Students Travel

29830 No Public School, 9m Off

19 Teaching Days

10 In-Service, Indigenous
People’s Day, No Public
School, Students Travel

31 Halloween

20 Teaching Days
1 In-Service Day

[ Daylight Savings Time ends
11 Veterans Day

21-23 12m Wrk/9m OFF

24  Thanksgiving Day

25 Labor Day Observed

17 Teaching Days

19-30 9m OFF, No Public School

19,20,26,27 12m Wrk

21 Regents Day

22 Indigenous People’s Day
Obs.

23 Christmas Day Obs.

25  Christmas Day

28 Regents Day

JULY ‘22

S| M| T|W|Th| F|S
1 2
6|78 |9

AUGUST ‘22

s|m|T|w|m|F]|s
123456
7 8|9 [10][1]12]13
E-u 1718 [19 | 20

21 |22 (23|24 (25|26 |27
28 | 29 [ 30 | 31

SEPTEMBER ‘22

S M| T W Th F S
1 2 |3
4 5 6|7 |89 ]10
1 (1213 14|15 16 17
18 |19 120 | 21 |22 | 23 |24
25 | 26 | 27 | 28

OCTOBER ‘22

S| M| T|W|Th| F | S

16 (17 |18 |19 | 20 | 21 | 22
23 |24 | 25|26 |27 |28 |29
30 | 31

NOVEMBER ‘22

s M| 1| w|m|F]|s
1 |2 |3 |4 |5
€7 |8 |9 |10 |11 |12
13 |14 |15 |16 [17 |18 |19
20 |21 |22
27 |28 | 29

DECEMBER ‘22

S/ M| T | W|Th|F|S
11213

11 | 12
18 | 19

JANUARY ‘23
s

S| M| T |W]|Th| F
34|56 |7
8 |9 |10(11]|12|13 |14
15 (16 |17 {18 | 19 [ 20 | 21
22 (23 |24 | 25|26 |27 | 28

N

FEBRUARY ‘23

S| M| T |W]Th| F|S
1 4
567 (8|92 (10N
12 (13 |14 [ 15|16 [17 | 18

19 (20 | 21 [ 22 |23 |24 | 25

MARCH ‘23

S| M|[T|W|Th|F]|Ss
1/2|3 |4
56789 ]1w0]|mn
€2[13]14 (15|16 |17 (18

26 | 27 | 28 | 29 | 30 | 31

APRIL ‘23

S| M| T |W|Th|F S

16 (17 |18 [ 19 | 20 | 21 | 22
23 |24 | 25| 26 | 27 | 28 | 29

S| M T W | Th F S
1 2 3 4 5 é
7 8 9 (10|11 (12|13
14 (15 |16 |17 |18 (19 | 20
21 (22 (23|24 | 25| 26 | 27
28 | 29 | 30 | 31

JUNE ‘23

S| M| T |W|Th|F|S

4 | 5|6 |7 |89 |10
14 |15 (16 | 17
21 | 22|23 | 24

1 New Year's Day

2 In-Service, Students Travel

3 NMSBVI & APS 1sf Day of School

16 M.L.King Day, Student’s
Travel, 12m wrk/9m OFF

20 Teaching Days
1 In-Service Day

283 No Public Schools
20 Presidents’ Day, Student’s
Travel, 12m wrk/9m OFF

19 Teaching Days

12 Daylight Savings Time Begins
20-21 Spring Break, 12m wrk/9m
OFF

22 Spring Break, M.L. King Jr Day
Obs.

23 Spring Break, President’s Day
Obs.

24 Spring Break, Memorial Day
Obs.

18 Teaching Days

Student’s Travel
9m OFF
Easter
0 Sfudents Travel, 9m OFF

- 0 N O~

18 Teaching Days

24 Graduation — ECP

25 Board Meeting, Alamogordo
26 Graduation - Residential

29 Memorial's Day, 12m wrk

20 Teaching Days

19 Juneteenth- Legend

12m Off | Paydays

In-Services (4
Spring Break
9-month OFF
Holidays 11(2R)
1st Day of Schl

29 Veterans Day Obs. 25 | 26 28 | 29 | 30 No Public School

30 New Year's Obs. 176 Teaching Days/4

In-Service Days
180 Confract Days

12 Teaching Days




NMSBVI - ECP | 2022-2023 CALENDAR - OPTION C - 1 staff Inservice to be Scheduled

4 Independence Day JULY ‘22 JANUARY ‘23 2 WinterBreak
NO School
B L R 3 StffinseviceDay
1]2 NO School for Students
(ol s [ [7 0o 4 Kinder Studenfs Retum
1011121314 [15] 16 = ALL Students Return
17 (18 ({19 | 20 | 21 | 22 | 23
31 NO School
19 Days
3 Staff Return FEBRUARY ‘23 10 End of 2nd 12 Weeks
1(2(|3[4|5]¢ 1234 Conferences
9  1¢Day of School 7 8]59 1213 5 6|7 8|9 10|11 Dismissal @ 12:00 pm
%2 Day 9 am - 12 pm 1415161718 1920 1213 14 15 [16 [ 17 |18 | 2OEZINPIESiSHISIDGYIBISGIIN
28 [ 29 | 30 | 31 26 | 27 | 28

21 Days

SEPTEMBER ‘22 MARCH ‘23
NO School EEEEE————— I et e d—

S M| T W Th F|S S| M| T|W|Th|F|S NO School
1 !IZ 1|12 (3] 4
IH& 7,8[9 10 5|67 |89 10N
112131415 |16 |17 12 (13|14 |15 [ 16|17 |18
18 119 (20 | 21 |22 | 23 | 24 19 25
25|26 |27 (28|29 |30 26 |27 |28 |29 |30 |31
20 Days 18 Days
57 Fall sk -NO school
S|(M| T |[W|Th|F S S| M| T |W|Th| F S _
1 1
2o |« DN o | [z ls|c e Hosehed
9 |10[11 1213|1415 I-n 12 (1314 |15
28 End of 15t 12 Weeks 16 |17 |18 | 19 | 20 | 21 | 22 16 (17 |18 (19|20 | 21 | 22
18 Days 23 (24|25 |26 |27 (28|29 23 |24 | 25|26 |27 |28 |29 18 Days
30 | 31 30
sim|ltlwlml|Els 24 Graduation Day
1|2 (3|4|5]6
7|89 |10[11]|12[13
14 |15 |16 |17 |18 |19 | 20
NO School
17 Days 19 Days
190 werrock
NO School S| M|T|W|Th| F|S S| M| T|W|Th|F|S
2|3 1
45|86 |7|8|9]10 4 (5|6 |7|8|9]10
11213 |14 [15|16 |17 1 (1213 |14 [15|16 |17
18192021 22]23]24 44
25 |26 |27 |28 |29 |30
12 Days



http://www.calendarlabs.com/holidays/us/independence-day.php
http://www.calendarlabs.com/holidays/us/labor-day.php
http://www.calendarlabs.com/holidays/us/martin-luther-king-day.php
http://www.calendarlabs.com/holidays/us/presidents-day.php

New Mexico School for the Blind and Visually Impaired

2022-2023 Holiday/Payroll Calendar
Residential /| ECP / FIT / OR

July 4 Independence Day

November 24 Thanksgiving Day

November 25 Labor Day (Observed)

December 21 Juneteenth Day (Observed)
December 22 Indigenous People’s Day (Observed)
December 23 Christmas Day (Observed)
December 28 Regent's Day

December 29 Veterans Day (Observed)
December 30 New Year's Day (Observed)
January 1 New Year's Day

March 22 Martin Luther King Jr. Day (Observed)
March 23 Presidents’ Day (Observed)

March 24 Memorial Day (Observed)

June 19 Juneteenth

Payroll Calendar

Residential
& ECP FIT & ECP &
9-mth Outreach 12-mth Residential Outreach FIT 12-mth Pay Period Pay Period Payday
Pay Pay 9-mth Begins Ends
Pay Periods  Periods Periods Benefits Benefits Benefits Benefits _
1 1 Sat. 6/18/2022 Fri. 7/1/2022 71812022
2 1 2 Sat. 712/2022 Fri. 7/15/2022 712212022
1 S 2 3 Sat. 7/16/2022 Fri. 7/29/2022 8/5/2022
1 2 4 1 3 4 Sat. 7/30/2022 Fri. 8/12/2022 8/19/2022
2 3 5 1 2 4 5 Sat. 8/13/2022 Fris 8/26/2022 9/2/2022
S 4 6 2 3 5 6 Sat. 8/27/2022 Fri. 9/9/2022 9/16/2022
4 5 7 3 4 6 7 Sat. 9/10/2022 Fri. 9/23/2022 9/302022
5] 6 8 4 (5) 7 8 Sat. 9/24/2022 Fri. 10/7/2022 10/14/2022
6 7 9 5 6 8 9 Sat. 10/8/2022 Fri. 10/21/2022 10/28/2022
i 8 10 6 i 9 10 Sat. 10/22/2022 Fri. 11/4/2022 11/10/2022
8 9 1" ifd 8 1.0 11 Sat. 11/5/2022 | Fri. 11/18/2022 11/25/2022
9 10 12 8 9 11 12 Sat. 11/19/2022 Fri. 12/2/2022 12/9/2022
10 1" 13 9 10 12 13 Sat. 12/3/2022 Fri. 12/16/2022 12/23/2022
1 12 14 10 11 13 14 Sat. 12/17/12022 Fri. 12/30/2022 1/6/2023
12 13 15 i 12 14 5 Sat. 12/31/2022 Fri. 1/13/2023 1/20/2023
13 14 16 12 13 15 16 Sat. 1/14/2023 Fri. 1/27/2023 2/3/2023
14 . 19 17 3 14 16 | 17 Sat. 1/28/2023 Fri. 2/10/2023 2/17/2023
15 16 18 4 15 17 18 Sat  2/11/2023 Fri. 212412023 3/3/2023
16 17 19 5 16 18 19 Sat. 2/25/2023 Fri. 3/10/2023 3/17/2023
37 18 20 6 7 19 20 Sat. | 3/11/2023 Fri. 3/24/2023 3/31/2023
18 19 21 17 18 20 21 Sat. 3/25/2023 Fri. 4/7/2023 4/14/2023
19 20 22 18 19 21 22 . Sat. 4/8/2023 Fri. 4/21/2023 4/28/2023
20 21 23 19 20 22 23 Sat. 4/22/2023 Fri. 5/5/2023 5/12/2023
21 22 24 20 21 23 24 Sat. 5/6/2023 Fri. 5/19/2023 5/26/2023
22 23 25 24 22 24 25, Sat. 5/20/2023 Fri. 6/2/2023 6/9/2023
23 24 26 22 23 25 26 Sat.  6/3/2023 Fri. 6/16/2023 6/23/2023
24 245 23 24 6/23/2023 - 2
25 26 24 25 Residential / ECP, 9-mth Staff — PD 6/23/23 will receive 4 separate pay checks 6/23/2023 -3
26 25 OR, 9-mth Staff — PD 6/23/23 will receive 3 separate pay checks 6/23/2023 - 4

Note: Benefits are taken out of 25 pay periods for 9-mth staff, OR and FIT
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New Mexico School for the Blind & Visually Impaired - 2022-2023 CALENDAR

13 Special Meeting with the
Foundation Board -
Albuquerque

14 Regular Meeting -
Albuquerque
e Revision to Student/Parent
Handbook

e Revision to Staff Handbook

No Meeting in August

1 Regular Meeting - Alamogordo

e  Quarterly Report

. Vehicle Mileage
Reports

. Election of Board
Officers

. Reporting Suspected
Child Abuse & Neglect
Annual Review Policy
517

13 Regular Meeting - Albuquerque OCTOBER ‘22

. Audit Exit Conference

No Meeting in November

8 Regular Meeting - Alamogordo
. Quarterly Report
. Student Internet Policy
Review Policy 519
. Evaluation of
Superintendent Annual
Review Policy 025

JULY ‘22

S

M

T

w

Th

F

S

2

10

n

13

15

16

17
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30

31

AUGUST ‘22
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I CARES
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S
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1

2 (3|4 |5)|6 |7

9 (1011|1213 |14 |15
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23 |24 | 25|26 | 27 | 28 | 29

30 | 31

NOVEMBER ‘22

S| M| T | W|Th|F|S

1 2 |3 (4 |5
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13 |14 (15 |16 (17 |18 (19
20 (21 |22 |23 |24 |25 |26
27 (28 | 29 |30

DECEMBER ‘22
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JANUARY ‘23

S

T

w

Th

F

S

1

[NHES

3

4

5

6

10

n

12

13

14

15

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

FEBRUARY ‘23
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MARCH ‘23
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APRIL 23

S| M| T | W|Th|F|S

1
2 | 3|4 |56 |7 |8
9 (10|11 (12|13 |14 |15
16 (17 |18 (19 | 20 | 21 | 22
23 |24 | 25|26 | 27 | 28 | 29
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MAY ‘23
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JUNE ‘23

S
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1

8

10

1

12

13

15

17

18

19

20

21

22

23

24

25

26

27

28

29

30

No Meeting in January

2 Regular Meeting - Albuquerque
. Quarterly Report
. Vehicle Mileage Reports
. Audit Brief by Auditor

2 Special Meeting - Virtual
e Vehicle Purchase
Request
e Audit Svcs Contract

13 Regular Meeting - Albuquerque
e 9 Mos. Contract

Preliminary

FY20 Budget Adjustments
FY21 Budget Proposal
IDEA-B Grant Applications

2020-2021 Calendars
Open Meetings Resolution
Review Policy 010

e Investment Policy Annual

Review Policy 345

25 Regular Meeting - Alamogordo
26 Residential Graduation
e 12 Mos. Confract
Supt. Evaluation
Quarterly Report
Vehicle Mileage Reports
Sexual Harassment
Annual Review Policy
155
24 ECP Graduation

No Meeting in June
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