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THIS HANDBOOK AND ANY VERBAL STATEMENTS BY MANAGEMENT DO NOT  
CONSTITUTE A CONTRACT OF EMPLOYMENT, EITHER EXPRESS OR IMPLIED. 

NO REPRESENTATIVE OF THE NEW AMERICA SCHOOL—NEW MEXICO (“NAS-NM” 
or “SCHOOL”), OTHER THAN THE PRINCIPAL, HAS AUTHORITY TO SIGN OR ENTER 
INTO CONTRACTS WITH EMPLOYEES.  CONTRACTS OF EMPLOYMENT FOR 
CERTIFIED PERSONNEL MUST BE IN WRITING, SIGNED BY THE PRINCIPAL AND 
THE EMPLOYEE TO BE EFFECTIVE. 

THE CONTENTS OF THIS HANDBOOK ARE SUMMARY GUIDELINES FOR 
EMPLOYEES AND THEREFORE ARE NOT ALL-INCLUSIVE. THE SCHOOL RESERVES 
THE RIGHT TO SUSPEND, TERMINATE, INTERPRET OR CHANGE ANY OR ALL OF 
THE GUIDELINES MENTIONED, ALONG WITH ANY OTHER PROCEDURES, 
PRACTICES, BENEFITS OR OTHER PROGRAMS OF THE NAS-NM. THESE CHANGES 
MAY OCCUR AT ANY TIME.  

THIS HANDBOOK IS NOT TO BE CONSTRUED BY AN EMPLOYEE AS CONTAINING 
BINDING TERMS AND CONDITIONS OF EMPLOYMENT.  NAS-NM RETAINS THE 
RIGHT TO TERMINATE ANY EMPLOYEE, AT ANY TIME, CONSISTENT WITH NEW 
MEXICO LAW AND THE NEW MEXICO SCHOOL PERSONNEL ACT.  

 This handbook is your personal copy to help you find answers when you have questions 
about NAS-NM. 

This handbook probably won’t answer every question. When you can’t find the answers in 
this handbook, please consider your Principal as your prime source for information about 
NAS-NM and your position here. 

All pronoun references contained herein shall be construed as gender-neutral. All pronouns 
used in this HANDBOOK shall be construed to include the feminine, masculine and neuter 
gender and shall be construed to include the singular and plural. The context shall be read 
accordingly. 

NAS-NM Mission Statement:  

To empower new immigrants, English Language Learners, and academically 
underserved students with the educational tools and support they need to maximize 
their potential, to succeed and to live the American Dream. 

As an employee of NAS-NM, you are a very important part of the school because, no matter 
what your job is, others depend on you. The better we work together, the more we may 
progress together. 
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EMPLOYMENT/STANDARDS OF CONDUCT 
 
NAS-NM employees serve as positive role models for students and must set good 
examples in conduct, manners, dress and grooming. NAS-NM expects each employee 
to maintain the highest standards of conduct and act in a mature and responsible 
manner at all times. 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 members will exhibit appropriate professional behavior while working with 
students and will refrain from harassment, malicious or prejudicial treatment, and/or 
abridgement of student rights.  
 
 
Equal Employment Opportunity  
 NAS-NM is dedicated to the principles of equal employment opportunity. Unlawful 
discrimination against applicants or employees on the basis of age, race, sex, color, 
religion, national origin, disability, genetic information, veteran status, sexual orientation, 
gender identity or any other applicable status protected by law is prohibited. This 
prohibition includes unlawful harassment based on any of these protected classes. 
Unlawful harassment includes verbal or physical conduct which has the purpose or effect 
of substantially interfering with an individual’s work performance or creating an 
intimidating, hostile or offensive work environment. This policy applies to all employees, 
including supervisors, co-workers and non-employees such as vendors, consultants and 
so forth.   
 
Employees with Disabilities: In accordance with the Americans with Disabilities Act 
(ADA), NAS-NM does not discriminate against any qualified individuals with a disability. 
Individuals qualify for employment if they meet the education, skills, and experience 
requirements of the position and can perform the essential functions of the job with or 
without a reasonable accommodation.  

NAS-NM is committed to diversity and nondiscrimination and supports the full 
employment of qualified individuals with disabilities in its workforce. Therefore, a process 
has been established to assist employees with disabilities in reasonably modifying the 
work environment to allow the employee to perform the essential functions of a job. It is 
the responsibility of the employee to request an accommodation of  physical or mental 
disability by contacting the Principal. In accordance with the ADA, NAS-NM will take such 
requests seriously and will promptly determine whether the employee is a qualified 
individual with a disability and whether a reasonable accommodation exists which would 
allow the employee to perform the essential functions of the job without imposing an 
undue hardship on the School or other employees. If you believe that you have been 
unlawfully discriminated against because of a disability, you should discuss the matter 
with the Principal or the Assistant Business Manager and/or follow the complaint 
procedure described in this handbook.  
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Unlawful Harassment  
Unlawful harassment includes verbal or physical conduct that has the purpose or 
effect of substantially interfering with an individual’s work performance or 
creating an intimidating, hostile, or offensive work environment. Actions based 
on an individual’s age, race, sex, color, religion, national origin, disability, genetic 
information, or any other applicable status protected by law will not be tolerated. 
Prohibited behavior may include but is not limited to the following:  
 

• Written form, including but not limited to cartoons, e-mail, posters, drawings, or 
photographs,  

• Verbal conduct such as epithets, derogatory comments, slurs, or jokes, or  

• Physical conduct such as assault, or blocking an individual’s movements. 
 
This policy applies to all employees, and non-employees such as vendors, consultants, 
etc.   
 
Sexual Harassment  
The School prohibits sexual harassment and inappropriate sexual conduct. Sexual 
harassment is defined as unwelcomed sexual advances, requests for sexual favors, and 
other verbal or physical conduct of a sexual nature, when: 
 

• Submission to such conduct is made explicitly or implicitly a term or condition of 
employment.  

• Submission to or rejection of such conduct is used as the basis for decisions affecting 
an individual’s employment.    

• Such conduct has the purpose or effect of substantially interfering with an individual’s 
work performance or creating an intimidating, hostile or offensive work environment. 

 
All employees are expected to conduct themselves in a professional and businesslike 
manner at all times. Conduct which may violate this policy includes, but is not limited to, 
sexually implicit or explicit communications whether in:  
 

• Written form, such as cartoons, text messages, social media posts, posters, 
calendars, notes, letters or, e-mail or  

• Verbal form, such as comments, jokes, foul or obscene language of a sexual nature, 
gossiping or questions about another’s sex life, or repeated unwanted requests for 
dates or  

• Physical gestures and other nonverbal behavior, such as unwelcome touching, 
grabbing, fondling, kissing, massaging, or brushing up against another’s body, etc. 

 
 
Discrimination/Harassment Complaint Procedure:  
 NAS-NM expects employees to file a timely complaint to enable management to  
investigate and correct any behavior promptly that may be in violation of this policy, 
regardless of whom the complaint is against. If you believe there has been a violation of 
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the anti-discrimination policy or harassment based on the protected classes outlined 
above, including sexual harassment, please use the following complaint procedure.  
 
Report the incident to the  Principal, or any other administrative staff. If you do not feel 
comfortable registering the complaint to your immediate supervisor, file the complaint 
directly to the supervisor above yours.  The Principal,  and/or designee will promptly 
investigate the matter and take appropriate corrective action. Your complaint will be kept 
as confidential as practicable.   
 
NAS-NM prohibits retaliation against an employee for filing a complaint under this policy 
or for assisting in a complaint investigation.  If you perceive retaliation for filing a complaint 
or your participation in the investigation, please follow the complaint procedure outlined 
here.  The situation will be investigated.  Based on the results of the inquiry, action will be 
taken that the school administration believes is appropriate.  If the school administration 
determines that an employee’s behavior is in violation of this policy, appropriate 
disciplinary action will be taken against the offending employee, up to and including 
discharge or termination of employment, which includes mandatory reporting to the 
NMPED Licensure Division.  
 
Allegations of sexual assault, harassment or abuse by a school employee against 
students or adults must be reported to law enforcement. 
 
Anti-Violence: 
NAS-NM strives to maintain a work environment free from intimidation, threats, or violent 
acts. This includes, but is not limited to: intimidating, threatening or hostile behaviors; 
physical/verbal abuse; vandalism; arson; sabotage; use of weapons; carrying weapons 
onto School premises; and stalking or any other act which in the school administration’s 
opinion is inappropriate to the workplace. In addition, bizarre or offensive comments 
regarding violent events and/or behavior are not tolerated.  
 
Any behavior listed above should be immediately reported to the Principal. Complaints 
will receive attention and the situation will be investigated. Based on the results of the 
inquiry, appropriate action will be taken. Employees should directly and immediately 
contact law enforcement personnel if they believe there is an imminent threat to the safety 
and health of employees, students, other persons, or property.  
 
 
Weapons:  
Employees  are prohibited from carrying a handgun, firearm,  or other weapon including 
non-lethal/toy look-a-like weapons of any kind regardless of whether the person is 
licensed to do so. NAS-NM also prohibits all employees from having a handgun, 
firearm,  or other weapon including non-lethal/toy look-a-like weapons of any kind in a 
personal vehicle when that vehicle is being used on School business or the vehicle is on 
School property. The only exceptions to this policy are law enforcement officers, or 
school security personnel who have been given written consent by the School to carry a 
weapon on the property or in a vehicle. 
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Search/Seizure:  
If there is a reasonable suspicion that an employee has engaged in prohibited conduct, 
NAS-NM reserves the right to conduct, without notice, searches and inspections of 
employees, employees’ personal belongings located on School property, or employer-
provided materials/equipment. This includes, but is not limited to, such things as vehicles, 
purses, bags, backpacks, lunch containers, lockers, desks, personal computer files, 
electronic equipment and file drawers.  If you do not wish to have your personal property 
subject to inspection on campus, leave it at home. 
 
Prohibited Contact with Students: 
Employees of the School are strongly discouraged from contacting students outside of 
school for any purpose other than legitimate school-related business. Teacher-student 
relationships of a sexual or romantic nature are strictly prohibited and will result in 
dismissal and, where appropriate, reporting to law enforcement authorities and the 
NMPED Licensure Division.  Inappropriate behavior regarding communications with 
students will not be tolerated, including contacting students via telephone, text-
messaging, email, instant messaging, or in-person meetings.  Contact with students on 
social media sites (such as “Friending” on Facebook) is likewise very strongly 
discouraged.  If you choose to have contact with students on social media, reporting 
requirements and individual legal liabilities may come into play. Please see the Principal 
for more information. 
 
Problem Solving/Staff Grievances: 
Employees who disagree or are dissatisfied with a NAS-NM policy or practice should 
promptly discuss the matter with the immediate supervisor, where appropriate. This 
discussion should be held within 3-5 days of the incident or issue, or on a timely basis. 
Discussions held in a timely manner will enhance the ability to resolve concerns while 
fresh in everyone’s mind. The majority of misunderstandings can be resolved at this level.  
 
If the solution offered is not satisfactory, or if it is inappropriate to involve the supervisor, 
then employees are encouraged to take the problem to the Principal. If the problem 
involves the Principal, or if the problem still cannot be resolved after taking the matter to 
the Principal, employees may submit a written complaint pursuant to the NAS-NM 
Complaint/Grievance Procedure (Appendix __).  
 
Employee Misconduct/Educator Code of Conduct: 
The New Mexico Public Education Department (PED) sets minimal standards of 
accepted ethical behavioral and professional conduct in education that are applicable to 
all licensed school personnel, instructional personnel under a contract, including any 
other person who provides instructional or education-related services in a school and 
who holds any license, certificate, or written authority issued by the PED.  See 60.60.9 
NMAC et seq. 
 
Ethical misconduct is unacceptable behavior or conduct engaged in by a licensed 
school employee and includes inappropriate touching, sexual harassment, 
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discrimination or behavior intended to induce a student into engaging in illegal, immoral 
or other prohibited behavior.   Employees are required to report ethical misconduct to 
the Principal. The PED secretary can suspend, revoke or refuse the license of a person 
who fails to report as required. 
 
The school must conduct an investigation when a licensed employee is being 
discharged or terminated, or otherwise leaves employment, after an allegation of ethical 
misconduct is made against that person.  The school must complete the investigation 
within 30 days of the licensed employee’s departure and, if there is a finding of 
wrongdoing, report the matter to the PED. 
 
“Gross misconduct” is defined as wanton or willful disregard of the School’s interest, a 
deliberate violation of the School’s rules, a disregard of the standards of behavior which 
the School has the right to expect of an employee, violation of the ethical and/or 
professional code of conduct promulgated by the PED for licensed school employees, 
insubordination, or negligence indicating an intentional disregard of the School’s interest 
or the employee’s duties and obligations to the School.  Gross misconduct by an 
employee shall lead to termination or discharge or other appropriate disciplinary action.  
A finding of gross misconduct leading to termination or discharge can also affect the 
right to continued benefits. 
 
The school is required to report to the PED any known conviction of a felony or 
misdemeanor involving moral turpitude of a licensed school employee that results in any 
type of action against the licensed school employee. 
 
Unacceptable Activities: 
NAS-NM expects each employee, regardless of position, to act in a mature and 
responsible way at all times. If you have any questions concerning any work or safety 
rule, or any of the unacceptable activities listed below, please see the Principal. Note 
that the following list of unacceptable activities does not include all types of conduct that 
can result in disciplinary action, up to and including discharge. Nothing in the following 
list alters the at-will nature of employment for at-will employees of the School.  

1. Violation of any School policy, procedural directive, or code of ethical 
conduct/standard of professional conduct prescribed by the PED. 
 

2. Violation of security or safety rules or failure to observe safety rules or practices; 
failure to wear required safety equipment; efforts to tamper with School equipment 
or safety equipment. 
 

3. Negligence or any careless action which may endanger the health, safety or well 
being of another person, including failure to supervise students. 
 

4. Intoxication or under the influence of a controlled substance, including alcohol, 
while at work; use, possession or sale of a controlled substance in any quantity 
while on School premises, except medications prescribed by a physician to the 
employee, which do not impair work performance.  
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5. Possession of firearms, weapons or explosives including non-lethal-lethal/toy 

look-a-like on or around School property, at School-sponsored events, or while on 
duty. 
 

6. Engagment in criminal conduct, acts of violence, or making threats of violence 
toward anyone on School premises or when representing the School; fighting, or 
provoking a fight on School property, or negligent damage to property. 
 

7. Insubordination or refusal to obey written or verbal instructions properly issued by 
the supervisor that pertain to your work; refusal to assist with an assignment. 
 

8. Threats, intimidation or coercement of fellow employees on or off the premises at 
any time, for any purpose. 
 

9. Engagment in an act of sabotage; negligence that causes the destruction or 
damage of School property, or the property of fellow employees, customers, 
suppliers, or visitors in any manner, including through negligent supervision. 
 

10. Theft or unauthorized possession of School property or the property of fellow 
employees; unauthorized possession or removal of any School property, including 
documents, from the premises without prior permission from the administration; 
unauthorized use of School equipment or property for personal reasons; using 
School equipment for profit. 
 

11. Dishonesty; falsification or misrepresentation on your application for employment 
or other work records; untruthfulness about  leave; falsifying reason for a leave of 
absence or other data requested by NAS-NM; unauthorized alteration of School 
records or other documents. 
 

12. Participation in malicious gossip and/or rumors; engagment in behavior which 
creates discord and lack of harmony; interference with another employee on the 
job; restriction of work output or encouragement of others to do the same. 
 

13. Participation in immoral conduct or indecency on School property. 
 

14. Conducting a lottery or gambling on School premises.  
 

15. Unsatisfactory or careless work, failure to meet work productivity or work quality 
standards.  
 

16. Any act of harassment including but not limited to sexual, racial, religious, telling 
sexist or racist jokes, making racial or ethnic slurs. 
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17. Leaving work before the end of a workday or not being ready to work at the start 
of a workday without prior written approval of your supervisor, preferably at least 
24 hours in advance; stopping work before time specified for such purposes. 
 

18. Sleeping or loitering during working hours. 
 

19. Excessive use of school and personal telephones for personal calls, text 
messaging, and personal business   while on duty or during scheduled 
instructional hours. 
 

20. Smoking or using tobacco products, or e-cigarettes/vapes/related products on 
School property or during school-related activities. 
 

21. Creating or contributing to unsanitary conditions. 
 

22. Failure to report an absence or late arrival; leaving campus without permission 
during regular work hours (outside of lunch); unauthorized or excessive absences 
or lateness. 
 

23. Obscene or abusive language toward any supervisor, employee, parent, or 
student; indifference or rudeness; any disorderly/antagonistic conduct on School 
premises. 
 

24. Speeding or careless driving of School vehicles or personal vehicles on School 
property or during school-related activities. 
 

25. Failure to immediately report damage to, or an accident involving, School 
equipment. 
 

26. Unauthorized soliciting during working hours and/or in working areas; selling 
merchandise or collecting funds of any kind for charities or others without prior 
administrative authorization during school hours, or at a time or place that 
interferes with the work of another employee on School premises. 
 

27. Failure to use required time keeping record systems, alteration of your own time 
records or attendance documents,  altering another employee's time records, or 
causing someone to alter your time records. 
 

28. Any other act or omission which impairs or restricts the ability of the School to 
provide a safe and healthy environment for employees and students. 
 

29. Knowingly or through negligence sharing or disseminating personal or confidential 
information about students or employees, including through social media outlets. 
 

30. Negligence or any careless action which allows others access to personal or 
confidential information about employees or students, such as leaving grade or 
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attendance records on desk in open view of students, leaving social media sites 
open on school or personal devices at school, or havng an unlocked personal cell 
phone on whic students might access inappropriate information/pictures. Willfully 
providing someone access to personal or confidential information about 
employees or students. 
 

31. Use of social media or other communication processes that disrupt or negatively 
impact the learning environment or the School’s operations. 
 

32. Use of personal cell phone or other personal media devices to take pictures of 
students or staff and/or distributing those pictures to others without prior written 
permission. 
 

33. Knowingly bringing personal materials or devices onto campus that have 
inappropriate or illegal content or images on them, such as computers, cell 
phones, books, etc. 

 
 
 
Progressive Discipline Process: 
Whether or not an employee’s performance, conduct or behavior warrants disciplinary 
action is within the judgment and discretion of the Principal, as is the appropriate type of 
discipline in a particular instance. All actions taken by the school will be in accordance 
with the applicable requirements of the New Mexico School Personnel Act.    NAS-NM 
does not intend by these guidelines to create an expectation that any employee will be 
assured of any particular form of disciplinary action, such as warning or notice, or 
progressive discipline, prior to discharge.  Rather, discipline shall be imposed at the 
Principal’s discretion, in consideration of the law and the factors the school deems 
relevant.  In considering or issuing discipline, the Principal may and generally should 
consider an employee’s entire work record and disciplinary history, and may rely on all 
information and documentation relating to the employee in question, whether or not the 
information or documentation has been shared with the employee. 
 
The Principal may use a number of tools to motivate, correct, and/or discipline 
employees, including, but not limited to warnings, reprimands, suspension with or 
without pay, performance improvement plans, reports to law enforcement and/or 
NMPED, and termination/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: 
NAS-NM will investigate any incident of employee misconduct or alleged misconduct 
occurring at or involving the School.  An employee accused of misconduct may be 
placed on paid administrative leave pending the school’s investigation, if the 
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circumstances warrant.  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. Time designated as administrative leave 
with pay will not be charged to the employee’s paid leave. 
 
ESL Requirements:   
The School’s mission requires that all teachers hold, or be in the process of attaining a 
TESOL endorsement. If a teacher does not have a TESOL endorsement, teachers will 
sign a hiring agreement that indicates they will take and pass two ESL courses (6 credit 
hours) in each of their first two years of employment and continue to do so until the 
endorsement is acquired.  Failure to comply with this requirement may lead to a non-
renewal of contract for the following contract year. 
   
Licensure: 
It is the employee’s responsibility to obtain and maintain the appropriate licensure for 
their individual position, and to provide verification/documentation of appropriate 
licensure within ninety days of hire by NAS-NM.  The School is prohibited by law from 
compensating an employee who does not have the proper NM license beyond the 90th 
day of employment.  Failure to obtain licensure within the required period may result in 
dismissal/termination.  Should a certified teacher move from one level to the next 
level as the result of Dossier submission or the NMTeach evaluation system prior 
to the 40 Day count, the level and subsequent pay scale will be retroactive to the 
first day of the contract year.  Certified personnel who move up a level following 
that date will not receive a change in level and subsequent pay until the following 
year. Please note that movement to a new level must be pre-approved by the 
Principal and is not guaranteed.  
 
 
GENERAL EMPLOYEE INFORMATION 
 
Organizational Chart: 
The NAS-NM organizational chart is attached as Appendix ____.  
 
Employee Background Check: 
In accordance with New Mexico law, NAS-NM requires current background checks of all 
prospective employees (i.e. applicants offered employment) with the School, as well as 
School contractors and volunteers who have unsupervised access to students. 
Background checks are based on fingerprint identification of the prospective employee, 
contractor/ employee or volunteer.  The School will pay for the background check of any 
prospective employee;  background check fees for School contractors and volunteers 
are the responsibility of the applicant.  All offers of employment are contingent upon a 
satisfactory background check, which may consist of prior employment verification, 
professional reference checks, education confirmation, the criminal background check 
and/or driving record history.  Employee background checks must be renewed every 
five years or more frequently at School request, prior to the beginning of the new 
academic year. 
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Immigration Law Compliance: 
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, 
NAS-NM may terminate your employment. 
 
Employee Status: 
At the time you are hired or transfer to a new position, you are classified as a regular 
full-time, regular part-time, short-term, or temporary employee. In addition, you are 
classified as nonexempt or exempt in accordance with the Fair Labor Standards Act and 
applicable state law.  
 
For administrative purposes, NAS-NM classifies employees as follows: 
Full-time Employee Normally scheduled to work at least 32 hours per week 

(certified staff); at least 40 hours per week 
(noncertified staff).  

Part-time Employee Normally scheduled to work less than 32 hours per 
week (certified staff); less than 40 hours per week 
(noncertified staff). 
 

Temporary Employees Employees hired to work on special projects; 
employees hired for a duration shorter than nine 
months; hourly summer employees and interns. 

 
An Exempt Employee is an employee who is not eligible for overtime pay.  The following 
employees are considered exempt:  principals, assistant principals, teachers, and other 
staff whose duties and responsibilities exempt them from statutory overtime pay 
provisions.  On occasion, to enhance the school program through special events, certified 
staff are required to attend events and meetings outside of their regularly scheduled work 
week.  When these events occur, it is the expectation that all certified staff will attend with 
no expectation of overtime of hourly compensation as they are exempt employees. 
 
A Non-Exempt Employee is an employee eligible for overtime pay.  Non-exempt 
employees are eligible for paid overtime at one and one-half times their regular rate of 
pay for all hours worked in excess of 40 hours per workweek (2.5 times regular rate of 
pay for state holidays worked).   
 
Please direct any questions regarding  employment classification to the Administrative 
Office.  You must have written approval of the Principal to work any overtime hours.  As 
a general rule, overtime hours will not be approved except in emergency situations, and 
will not be approved without prior written agreement with the Principal requested no less 
than 48 hours in advance.   
 
Paydays: 
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Paydays will be on a rotating two-week schedule, resulting in 26 pay periods for the year.  
Please see attached Appendix ___ for payroll dates. 
 
Direct Deposit: 
Direct deposit is mandatory for all employees.    See Appendix C – Direct Deposit form. 
 
Salary Schedule: 
See attached NAS-NM salary schedule, Appendix D.       
Teachers may claim eligibility for educational training salary increments, by submitting a 
letter on or before September 15 followed by an official transcript as soon as possible to 
the Principal.   Compensation will begin after all official accredited university/college 
transcripts have been approved.  This pay is not retroactive, but will commence upon 
the date of transcript verification. 
The increased training hours must be completed after the highest completed degree.  
(BA, BA+15; BA +45; MA +15; MA +45 and Ph.D. or Ed.D.) 
 
Mandatory Deductions from Paycheck: 
NAS-NM 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 to individual employees as necessary, whenever NAS-
NM is ordered to make such deductions. 
 
Time Records: 
 
Time records, if required by the Principal, are collected by the  business office no later 
than 5:00 pm on Friday, the week prior to payday.  Time records must be approved by 
the administration. Employees should review their pay information monthly to ensure 
accuracy. Time records that are not turned in by the due date and time may result 
in a delay of payment for those hours until the next pay period.    
 
Exempt staff members normally do not need to fill out a time record, but may be requested 
to do so by the Administration.   
 
 
Time Off: 
 All NAS-NM staff have designated work hours, to best serve the needs of the School.  All 
leave requests will be made in half and full day increments.  Hourly leave will not be 
granted, or moved to an alternate schedule.  No “make-up” hours will be allowed.  If an 
employee plans on using paid leave, a two part Staff Leave Request form must be used 
to request the potential time off.  See Appendix E – Staff Absence Request/Notification 
Form.  Administration requires that employees intending to use paid leave time request 
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the leave at least ten work days in advance, when reasonably possible. Failure to do so 
may result in denial of the request.   
 
 
School Hours: 
The School is normally open Monday through Thursday, from 7:30 a.m. to 8:00 p.m., and 
Fridays from 8:00 a.m. to 4:00 p.m.  Starting and ending times of your shift may change 
as directed by the Principal, according to the needs of the School or program.  
 
All full-time, exempt staff are required to work a minimum of 32 hours per week.  Work 
hours and schedule will be set by the Principal to best meet School needs. 
 
 
 
 
 
 
 
 
Overtime: 
Occasionally, staff may be required to work overtime to fulfill the needs of the students 
and/or the School. Administration or your supervisor will give as much notice as 
practicable.  
 
 
For non-exempt employees, hours worked in excess of forty (40) hours per work week 
that have been pre-approved in writing, are paid at one and one-half (1 1/2) times the 
employee’s regular hourly rate (2.5 times the regular hourly rate for state holidays 
worked). The established work week begins at 12:01 a.m. on Sunday and ends at 12:00 
midnight on Saturday.  Paid time off is not considered hours worked for overtime 
purposes. 
 
Exempt employees are not eligible for overtime pay. 
 
For purposes of calculating overtime payments, only hours actually worked are counted.  
Consequently, hours paid but not worked, e.g., vacation and sick are not counted. 
 
Employee Loans/Advances: 
NAS-NM does not permit pay advances or loans to employees.   
 
Garnishments: 
If the School receives a court or government ordered garnishment order, the School will 
comply.  By court action, a creditor can require the School to withhold a certain 
amount/percentage of the employee’s pay.  If garnishments or similar proceedings are 
instituted against an employee, the School will deduct the required amount from the 
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employee’s paycheck.  Garnishment actions are conducted in compliance with 
appropriate federal and state laws.   
 
TRAVEL AND EXPENSES 
 
Travel Expense Reports: 
Please submit the proper expense report form given to you by the business office 
immediately following any school-related travel.  Any reimbursements turned in after 15 
work days of the occurrence will not be paid.  Expense reports without proper 
documentation are not accepted as complete.  You are required to show proof of 
purchase with a full receipt along with all expense reports.  See Appendix F - the NAS 
Travel Expense form. 
 
Business Travel: 
Employees who are authorized by School administration to travel on school business are 
reimbursed for reasonable travel expenses, and for lodging and meals at the applicable 
per diem rate. Employees are not reimbursed for alcoholic beverages. The  School follows 
the State of New Mexico Per Diem and Mileage Act for payment of travel-related 
expenses.  Employees are reimbursed for the coach fare when travel is by common 
carrier.   
 
Employees authorized in writing to travel by personal vehicle for business purposes are 
normally reimbursed at the Internal Revenue Service’s allowable rate per mile, subject to 
the Per Diem and Mileage Act.  Tolls and parking fees are also reimbursable. Employees 
are responsible for moving violations incurred while they are driving a School-owned 
vehicle or personal vehicle for business.  Parking violations are the employee’s 
responsibility.  
 
If you are involved in an accident while on school business travel, immediately report 
the accident to your supervisor.  Vehicles owned, leased or rented by NAS-NM may not 
be used for personal reasons.  
 
Employees whose travel plans have been approved in writing are responsible for making 
their own travel arrangements.   Employees utilizing flight travel must keep and provide 
proper documentation of travel.   Employees should select the least expensive 
accommodation/mode of transportation. 
 
Employees should contact the assistant business manager for guidance and assistance 
on procedures related to travel arrangements, expense reports, reimbursement for 
specific expenses, or any other business travel issues. 
 
All business travel must be approved in writing at least one week in advance by the 
Principal or their designee.   
 
EMPLOYEE LEAVE 
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Paid Time Off: 
 
Teachers/10-month employees:  All eligible staff will accrue paid leave days at the rate 
of 10 days per school year (for employees on a 10-month contract), or 1 day per month. 
Planned leave may not be used by a teacher/10-month employee adjacent to school 
breaks or school holidays.  
 
12 Month Employees: Will accrue paid leave days at the rate of 20 days every 12 months 
of employment (calculated at 1.66 days per month), plus longevity increments of an 
additional 5 days per year granted at the end of 5 years and 10 years of consecutive 
employment, or as stated in the employee’s memorandum of employment, which shall 
take precedence over this provision.   
 
Assistant Principal, other Certified Administrators: Certified assistant principal and 
other certified administrative staff will accrue paid leave days at the rate of 20 days per 
year (1.66 days per month), plus longevity increments of an additional 5 days per year 
granted at the end of 5 years of consecutive employment, or as stated in the certified 
administrator’s contract of employment, which shall take precedence over this provision. 
 
Principal:  
Certified principal will accrue paid leave days at the rate of 25 days per year (2.08 days 
per month), plus longevity increments of an additional 5 days per year granted at the end 
of 5 years of consecutive employment, or as stated in the Principal’s contract of 
employment, which shall take precedence over this provision. 
 
General Provisions: All discretionary leave is granted in half day or full day increments 
only.   Leave time for eligible employees hired after August 1 will be 
prorated.   Unaccrued leave may not be used in advance of accrual.   Leave time will 
not accrue during any other leave period. 
 
Up to 30 days of unused accrued leave days may be carried over into a new school 
year.  Unused accrued leave will not be paid out at the end of the school year or upon 
termination of employment with NAS-NM.  
          
Any planned leave of any duration must be approved in writing  by the Principal, where 
reasonably possible.   A  Principal or Assistant Principal’s leave of more than 5 
consecutive days should normally be planned for periods when school is not in session, 
absent extenuating circumstances.  NAS-NM recognizes that in the case of leave used 
for illness, advance notice may not be feasible; employees using leave for illness must 
follow the procedures for notifying the school of absence set forth in Section: 
Attendance and Punctuality, page ___ herein.  Employees may use discretionary leave 
to care for family members, as defined in the Caregiver Leave Act, NMSA 1978 §10-
16H-1 et. seq.  Advance notice should be given if practicable.  
 
Part-time employees who are eligible for benefits will accrue leave time on a pro-rated 
basis.   
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Bereavement Leave: 
Upon the death of a member of your immediate family, you may arrange through your 
supervisor for bereavement leave. All employees are eligible to receive up to five (5) days 
of bereavement leave with pay, per occurrence, for non-travel bereavement; employees 
may receive up to seven (7) days of bereavement leave with pay, per occurrence, for 
instances when out of state travel is necessary.   
 
Immediate family includes mother, father, mother-in-law, father-in-law, spouse or 
domestic partner, child, spouses of children, stepchild, brother, sister, step-parent, and 
grandparents.  This leave may be utilized in the event of an employee’s or 
spouse/partner’s miscarriage. 
  
Court Leave/Jury Duty: 
Except as a plaintiff or defendant, court leaves with pay will be provided where an 
employee is required by a lawful subpoena to testify in a court or administrative 
proceeding. Court leave with pay will be granted for jury duty, provided a copy of the 
summons or subpoena must be attached to the Request for Leave Form. When 
excused from jury duty during regular work hours, employees should report to work 
promptly. The employee shall remit money received for jury duty, except that paid for 
mileage and/or subsistence, to the Main Office. Court leave with pay will be granted to 
employees whose absence is due to an action against the Governing Council on 
account of physical injuries suffered by the employee while on duty, but not for absence 
resulting from the employee bringing action against the Governing Council for any other 
reason. 
 
Professional Leave: 
Educational Assistants (EAs) who receive a Grow Your Own Teachers Act scholarship  
to work toward a Level I teaching certification in a teacher preparation program shall 
receive unpaid leave as needed in order for the EA to attend college classes, 
examinations and practice teaching.  The EA seeking leave must seek approval for 
leave from the Principal prior to receiving leave under this subsection; details of the 
proposed leave shall be provided in writing by the EA.  Leave pursuant to this 
subsection must be sought and obtained in accordance with the Grow Your Own 
Teachers Act, NMSA 1978 §§21-21P-1 et seq. and NMHED/NMPED regulation(s). 
 
Family Medical Leave Act (FMLA): 
Because NAS-NM is a public school, the federal Family Medical Leave Act provides that 
it is a covered employer.  If an employee is eligible to receive FMLA under the criteria of 
the law, an employee could be entitled to unpaid leave to attend to family and medical 
needs.  To be eligible for FMLA coverage, however, the following criteria must be met: 

• The employee has been employed by NAS-NM for the past 12 months; 
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• The employee has worked for at least 1,250 hours of service during the 
12-month period immediately preceding commencement of the lease, 
and 

• The employer has more than 50 employees. 
 

               Because NAS-NM does not have more than 50 employees, NAS-NM employees 
may not be eligible for FMLA coverage.  FMLA Leave for employees who meet the 
eligibility requirements described above may take up to 12 weeks of unpaid leave during 
any 12-month period for one of the following reasons: 
                              i. To care for the employee’s son or daughter during the first 12 months 
following birth; 
                              ii. To care for a child during the first 12 months following placement 
with the employee for adoption or foster care;  
                              iii.  To care for a spouse, son, daughter, or parent (“covered relation”) 
with a serious health condition;  
                              iv.  For incapacity due to the employee’s pregnancy, prenatal medical 
or child birth;   
                              v.  Because of the employee’s own serious health condition that 
renders the employee unable to perform an essential function of her or her position; or 

vi. Active duty qualifying exigencies, as defined in FMLA.  
 
               Contact NAS-NM’s Business Office to apply for FMLA.  A determination 
regarding an employee’s eligibility for FMLA Leave will be made on a case by case basis. 
If you are eligible, additional information about FMLA, how it applies to married couples, 
covered service members, pay, benefits during leave, and other information about FMLA 
will be provided. 
 

As of the date of this policy adoption, NAS-NM employs fewer than 50 employees. 
 
 
References:  29 CFR 825.104, 825.110, 825.600. 

  
  
Military Leave:   
NAS-NM will abide by all the provisions of the Uniformed Services Employment and Re-
Employment Rights Act (USERRA) and will grant military leave to all eligible full-time 
and part-time employees who are absent from work because they are serving in the 
United States uniformed services.  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: 

a. They provide written or verbal notice of their orders to their supervisor as soon 
as received (unless precluded by military necessity or otherwise 
impossible/unreasonable); 
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b. They satisfactorily complete duty of five (5) years or less; 
 
c. They begin duty directly from employment with NAS-NM; 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 submit as soon 
as possible. 
2) 31 to 180 days: No later than 14 days after completion of duty. If this is impossible or 
unreasonable through no fault of the employee, then submit 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 for 
up to two (2) years for persons who are hospitalized or recovering.   
 
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. 
 
Military leave shall be granted to full-time and part-time employees for a period of up to 
four years plus a one-year voluntary extension of active duty (five years total) if this is at 
the request and for the convenience of the United States government.  
 
An employee’s salary will not continue during a military leave unless required by law.  
However, employees may request to use any vacation or personal leave time accrued 
during military leave. Benefit coverage will continue for 31 days as long as employees 
pay their normal portion of the cost of benefits.  For leaves lasting longer than 31 days, 
employees will be eligible to continue health benefits under COBRA and will be required 
to pay 102 percent of the total cost of their health benefits if they wish to continue benefits. 
 
Employees who fail to report for work within the prescribed time after completion of 
military service will be considered to have voluntarily terminated their employment. Upon 
return from military leave, employees will be permitted to make additional contributions to 
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the retirement plan.  Employees may initiate these additional payments as of their 
reemployment date and continue them for the period of time permitted by law. 
 
Medical Leave: 
NAS-NM may approve an unpaid medical leave (UML) of absence for an employee who 
is not eligible for FMLA. School Administration reserves the right to deny any request for 
non-FMLA leave. The employee must be a full time employee and may provide adequate 
medical certification, in the administration’s sole discretion, documenting the need for 
UML along with the expected duration of leave.  Generally, UML may not exceed six 
weeks. All other leave time  must be used prior to being placed on UML leave. Employees 
are requested to notify their supervising administrator as soon as possible of the need for 
medical leave. The  Principal will determine whether to grant unpaid medical leave, and 
for how long.  An employee ready to return from UML must present a doctor’s statement 
indicating ability to return to work that is acceptable to the administration.  NAS-NM may 
reinstate an employee ready to return from a medical leave of absence when in the 
opinion of School administration it is practical to do so.  NAS-NM does not guarantee 
reinstatement of an employee to their former job or hold a job open for the employee. 
When the employee is available to return to work, the employee is free to apply for any 
vacancy available and may be considered along with other applicants. Employees who 
fail to return after reinstatement will normally be deemed to have abandoned their 
position. 
 
Time off for Voting: 
NAS-NM encourages employees who are eligible voters to vote and allows employees 
whose work day begins less than 2 hours after the polls open and ends less than three 
hours before the polls close to take up to two (2) hours during the employee’s work-day 
to do so. This request must be made to the Principal at least two weeks prior to voting 
day.  Supervisors will schedule voting leave to ensure that department work is covered.  
Absentee and/or early voting is encouraged.  
 
Domestic Violence Leave:  Domestic Violence Leave:  
 1.  The Law.  Promoting Financial Independence for Victims of Domestic 
Abuse Act, NMSA 1978, §§ 50-4A-1 to 50-4A-8 went into effect July 1, 2009. Under 
the Act employers are required to give eligible employees "domestic abuse leave," 
which is defined as "intermittent paid or unpaid leave time for up to fourteen days 
in any calendar year... to obtain or attempt to obtain an order of protection or other 
judicial relief from domestic abuse or to meet with law enforcement officials, to 
consult with attorneys or district attorneys' victim advocates or to attend court 
proceedings related to the domestic abuse of an employee or an employee's family 
member." It is prohibited under the Act to retaliate against an employee who uses 
domestic abuse leave. 
 2.  Notice.  When domestic abuse leave is taken in an emergency, the 
employee or the employee's designee shall give notice to the employer within 
twenty-four hours of commencing the domestic abuse leave.  All information 
provided to employer under this provision shall remain confidential and employer 
may not disclose employee’s information unless employee consents in writing, or 
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pursuant to a court or administrative agency order or as otherwise required by state 
or federal law. 

The School will require verification of the need for domestic abuse leave, 
and, if so, an employee shall provide one of the following forms of verification 
through furnishing in a timely fashion:    
(1) a police report indicating that the employee or a family member was a victim 
of domestic abuse;     
(2) a copy of an order of protection or other court evidence produced in 
connection with an incident of domestic abuse, but the document does not 
constitute a waiver of confidentiality or privilege between the employee and the 
employee's advocate or attorney; or   
(3) the written statement of an attorney representing the employee, a district 
attorney's victim advocate, a law enforcement official or a prosecuting attorney that 
the employee or employee's family member appeared or is scheduled to appear 
in court in connection with an incident of domestic abuse. 
 
 3.  Benefits and Leave Accrual:  Employees shall be required to use any 
unused paid time off during periods of domestic abuse leave, and thereafter any 
remaining leave shall be designated unpaid leave. An employee’s accrued health 
coverage and other benefits shall continue during domestic abuse leave.  The 
School shall not include time taken for domestic abuse leave in calculating 
eligibility for benefits.  
 
 
 GENERAL 
 
Performance Reviews: 
NAS-NM conducts formal reviews  per the New Mexico Public Education Department 
teacher evaluation process for all certified staff and NAS-NM evaluations for non-
certified employees on an annual basis.   A review may also be conducted in the event 
of a change in duties and responsibilities. Your review provides an opportunity for 
collaborative, two-way communication between you and your supervisor. This is a good 
time to discuss your interests and future goals. The Principal can recommend further 
training or additional opportunities for you and answer any questions you may have 
about the performance review process.  
 
Drugs and Alcohol: 
NAS-NM strictly prohibits the possession, purchase, or consumption (use) or sale of a 
controlled substance or alcohol on School premises or while conducting School business.  
Employees may not use, possess, distribute, sell or be under the influence of alcohol or 
illegal drugs while on School premises.  You may use legally prescribed drugs on the job 
only if they do not impair your ability to perform the essential functions of your job 
effectively and safely without endangering yourself or others.   
 
If you are suspected of being under the influence of drugs or alcohol we may require you 
to take an immediate drug or alcohol test.  See Appendix I – Drug Free Workplace 
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Smoking/E-Cigs/Vapes: 
Use of tobacco, tobacco products, and/or e-cigarettes/vapes/related products is 
prohibited on School property and during School activities. 
 
 
Professional Development: 
Any off-campus Professional Development and Training must be approved in writing by 
the Principal before attending, and after submission of travel forms.   
 
For Professional Development expenses to be approved, the following criteria must be 
met:  1.) Funds must be in the School’s approved Professional Development budget 2) 
Principals will track and monitor all expenditures in the Professional Development 
category and ensure equity of opportunity for all staff members.  See Appendix J - 
Conference Request Form, which is also available on the NAS-NM website. For further 
information, please see the Principal. 
 
Lesson Plans: 
Lesson Plans must utilize the NAS-NM lesson plan template in its entirety.  Lesson plans 
are to be submitted by 8:00 a.m. each Monday for  the upcoming week to the Principal 
for review and feedback. 
 
Parent Contact Logs: 
It is the teacher’s responsibility to make and maintain regular contact with parents, legal 
guardians and families for a variety of reasons, amongst them attendance, behavior, and 
academic concerns. Accurate and current parent contact information must be kept for 
administrative review.  Information must include any contacts with parents, legal 
guardians or families for any reason.  These contact logs will be reviewed regularly by 
administration. 
 
Attendance and Punctuality: 
Regular attendance and punctuality are critical to your success and the success of the 
School.    Absenteeism or tardiness that exceeds available employee leave and/or that is 
inconsistent with the school’s leave policies will not be tolerated.  
 
If you are going to be absent or late, the Principal must be notified as soon as possible 
by cell phone or text message before the start of your shift.    It is expected that you 
contact the Principal by  phone or text on the designated school cell phone no later than 
6:30 am on the morning of the absence. Leaving messages with other employees, 
sending an email, or leaving voice mail is not acceptable. Employees must get 
authorization from Principal before calling a substitute. 
 
Failure to call in when absent for three consecutive days will be considered job 
abandonment and you may be subject to discharge/termination. 
 
Attendance at Professional Development Days: 
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Professional Development (“PD”) days are for professional development.  All scheduled 
PD days are MANDATORY for certified staff.  NAS-NM views in-service days as a critical 
aspect to a successful school year. Only unforeseen verified emergencies such as the 
illness of a child or the teacher’s own illness are acceptable absences, with 
documentation of such. In instances where emergency leave is not verified, leave will be 
charged to an employee’s accrued leave if available, or deducted from pay if the leave 
exceeds the amount of leave accrued. Failure to attend multiple in-service days may 
result in a teacher’s discharge/termination.       
 
Tutoring or Advising for Pay: 
With the exclusion of school personnel receiving stipends for extra- or co-curricular 
activities, school personnel are not permitted to receive pay for tutoring or advising any 
students assigned to them for classroom teaching or other school functions. 
 
Participation in Political Activities: 
Employees seeking political office, as well as other candidates, are prohibited from 
conducting campaign activities on School premises. The School seeks to assist 
employees/public officials in avoiding conflicts between the interests of NAS-NM and 
the interests of the public official's constituents. The School and employees who hold 
public office will observe compliance with laws, especially those relating to Article Nine, 
Section Fourteen (the anti-donation clause) of the Constitution of the State of New 
Mexico, and the New Mexico Governmental Conduct Act, NMSA 1978 §§10-16-1 et 
seq.. 
 
School employees may not be members of the NAS-NM Governing Council, although 
employees are encouraged to attend Governing Council meetings. 
 
Confidential Information: 
Employees handling confidential information are responsible for its security.  Extreme 
care must be exercised to ensure that it is safeguarded to protect the School.  The New 
America School’s business affairs should not be discussed except on a need-to-know 
basis and should not be discussed with anyone outside the School, except when and as 
required in the normal course of business and/or by law.  Trade secrets and proprietary 
information are unique assets of the School.   
 
Any copying, reproducing, or distributing of confidential information in any manner must 
be authorized by the Principal.  Confidential information remains the property of the 
employer and must be returned to the New America School on demand. 
 
See the next section regarding the Confidentiality of Student Records regarding the 
procedure for maintaining the confidentiality of such records. 
 
Confidentiality of Student Records: 
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. §1232g; 34 CFR Part 
99) is a Federal law that protects the privacy of student education records.  FERPA gives 
parents certain rights with respect to their children’s education records.  These rights 
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transfer to the student when he or she reaches the age of 18 or attends a school beyond 
the high school level.  Students to whom the rights have transferred are “eligible students.” 
 
Parents/legal guardians or eligible students have the right to inspect and review the 
student’s education records maintained by the school.  In all cases where access to 
student records is requested, except for as provided in this policy, a written request to 
see the files must be made by the parent/guardian or eligible student.  Such requests 
must immediately be forwarded to the Principal. The Principal, upon receipt of the written 
request, shall provide access to inspect and review the records and set a date and time 
for such inspection and review.  In no cases will the date be set more than three working 
days after the request has been made.   
 
The parent/guardian or eligible student shall examine the student’s records in the 
presence of the Principal and/or other person(s) designated by the Principal.  Only 
licensed personnel such as the assistant principal or counselor may be so designated. 
 
The records shall not be taken from the school building.   
 
The New America School-NM may charge a fee for copies of records requested.   
 
Parents/guardians or eligible students have the right to request that a school correct 
records which they believe to be inaccurate or misleading.  The parent/guardian or eligible 
student must write to the Principal and clearly identify the part of the record they want 
changed and specifying why it is inaccurate, misleading or otherwise violates the privacy 
rights of the student.  The request must be made within 10 school days of the date the 
records were first examined.  If the school decides not to amend the record, the principal 
shall notify the parent/guardian or eligible student of the decision and advise them of their 
right to a hearing by a School officer or administrator who does not have a direct interest 
in the outcome of the hearing regarding the request for amendment.  After the hearing, if 
the school still decides not to amend the record, the parent/guardian or eligible student 
has the right to place a statement with the record setting forth his or her view about the 
contested information. 
 
Generally, the Principal must have written permission from the parent/guardian or eligible 
student in order to release any information from a student’s education record.  However, 
FERPA allows schools to disclose those records, without consent, to the following parties 
or under the following conditions (34 CFR §99.31): 
 

• School officials with legitimate educational interest; 

• Other schools to which a student is transferring; 

• Specified officials for audit or evaluation purposes; 

• Appropriate parties in connection with financial aid to a student; 

• Organizations conducting certain studies for or on behalf of the school; 

• Accrediting organizations; 

• To comply with a judicial order or lawfully issued subpoena; 

• Appropriate officials in cases of health and safety emergencies; and 
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• State and local authorities, within a juvenile justice system, pursuant to specific state 
law. 

 
 
Schools must notify parents/guardians and eligible students annually of their rights under 
FERPA.  The actual means of notification (special letter, inclusion in a PTA bulletin, 
student handbook, or newspaper article) is left to the discretion of the school. 
 
The Principal of the School is the official custodian of student records, and all requests 
to examine/copy student records must be referred immediately to the Principal.  A 
charted record of access/review shall be kept in each student’s file, showing who 
accessed the student’s record, when it was accessed, for what purpose, etc. 
 
PERSONNEL RECORDS: 
The responsibility of handling personnel records and related personnel 
administration functions at NAS-NM has been assigned to the Assistant Business 
Manager. Questions regarding insurance, wages, and interpretation of personnel 
policies may be directed to him or her. NAS-NM strives to balance its need to 
obtain, use, and retain employment information with each individual’s right to 
privacy. To this end, it attempts to restrict the personnel information maintained to 
that which is necessary for the conduct of its business or which is required by 
federal, state, or local law. The Principal (or designee) is responsible for 
overseeing the record keeping for all personnel information. Employees have a 
responsibility to ensure their personnel records are up to date and should notify 
the Assistant Business Manager in writing of any changes in name; address; 
contact phone numbers; marital status (for benefits and tax withholding purposes 
only); number of dependents (for benefits and tax withholding purposes only); 
addresses and telephone numbers of dependents and spouse or former spouse 
(for insurance purposes only); beneficiary designations if applicable; and 
emergency contact information. If you have a change in any of these items, please 
complete an “employee change” form and return to the Assistant Business 
Manager as soon as possible. 

 
  1. Contents of File. In addition, an employee’s personnel file may 
contain the following information: 
 
  a. Complete application for employment along with verification of 
qualifications for the position as outlined in job description; 
 
  b. Professional license;  
 
  c. Official transcript; 
 
  d. Employee’s contract;  
 
  e. Signed Job description;  
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  f.  Pre-employment references; 
 
  g. Signed acknowledgment that the employee has received the 
employee policies handbook, which includes separate acknowledgements 
that employee has received and understands policies on child abuse and 
neglect, confidentiality, equal employment opportunity; drug free workplace, 
conflicts of interest, employee complaints and problem solving, termination 
and discharge, employee discipline, email and computer usage, the 
employee code of conduct and confidentiality.  
 
  h. Performance appraisals; 
 
  i. Documented attendance at educational and training programs, 
including in-service courses and orientation;  
 
  j. Any complaints, allegations, inquiries or findings of student abuse 
or neglect; warnings or disciplinary actions; 
 
  k. Documentation of equipment issued to employee: keys, pagers, 
cell phones, etc. 
 
 2. Separate File. The following records will be maintained in a separate file, 
apart from the personnel file, for each employee:  
 
  a. Employment medical records;  
 
  b. INS (Immigration and Naturalization) I-9 Form; 
 
  c. Workers’ compensation records;  
 
  d. Health records;  
 
  e. Drug testing records. 
 
  f. Fingerprint results/background check results 
 
 3. Inspection of Personnel File. Employees may inspect their own personnel 
records in the presence of the Principal (or designee) except documents 
relating to confidential materials related to pre-employment. Such an 
inspection must be requested in writing to the Principal (or designee) and will 
be scheduled at a mutually convenient time. Employees who feel that any 
file material is incomplete, inaccurate, or irrelevant may submit a written 
request to the Principal (or designee) that documentation to correct such 
materials be added to personnel files. Only the Principal, Assistant Principal 
or the Business Officce who have an employment related need-to-know 
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about another employee may inspect the personnel files of a particular 
employee. A charted record of access shall be kept in each employee’s file, 
showing who accessed the file, date, purpose, etc. 
 

Conflicts Of Interest: 
Employees are prohibited from using confidential information acquired by virtue of their 
associations with the School for their individual or another's private gain. Employees are 
prohibited from requesting, receiving or accepting a gift or loan for themselves or 
another that tends to influence them or appear to influence them in the discharge of 
their duties as employees. 
 
Employees should notify the Principal regarding any possible conflicts of interest in 
writing. 
 
Appearance and Conduct: 
Staff is expected to wear suitable attire for a high school academic setting; the standard 
for ‘suitable attire’ contemplates, at minimum, business casual attire.   
 
At a minimum, “business casual” means: 
 
Slacks or khakis, dress shirt or blouse, open-collar or polo shirt, optional tie or seasonal 
sport coat, a dress or skirt at knee-length or below, a tailored blazer, knit shirt or sweater, 
and shoes that are clean and in good repair. 
 

Grooming: 

Personal appearance for the work environment means hair, including facial hair,  is neat, clean, 

and well-groomed.  Please remember that some individuals have allergies and be judicious when 

applying perfumes or colognes. 

 
 
Not Appropriate: 

Jeans, sweatpants, exercise pants, Bermuda shorts, short shorts, bib overalls, leggings,  any yoga 

pants, spandex , mini-skirts, skorts, spaghetti-strap dresses, tank tops; midriff tops; shirts with 

potentially offensive words, terms, logos, pictures, cartoons, or slogans; halter-tops; tops with 

one or both bare shoulders; sweatshirts, and t-shirts unless worn under another blouse, shirt, 

jacket, or dress. 

Worn-out shoes or flip-flops.  

Casual Thursday Attire: 
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On Thursdays only, staff may wear nice jeans (no holes or stains) and an NAS-NM issued polo 

shirt with a collar. Athletic shoes can be worn, if they are in good repair and clean. 

 
 
School Property: 
Employees may be issued property by the School for school business purposes. 
Employees will be asked to sign an acknowledgement regarding the property being 
issued. Employees will be responsible for the property while in the employee’s 
possession. In the event that school-issued items are lost, damaged or stolen during the 
course of the year, employees are responsible for the cost of repair and/or replacement. 
Specific terms and other conditions regarding the property will be spelled out in individual 
agreements.  Employees who fail to return issued property to the School upon termination 
of employment will be responsible for the cost of replacement and those costs will be 
deducted from the employee’s paycheck.    
 
Use of Technology: 
Classroom teaching and student supervision time is critical.  Do not utilize technology 
(cell phone, computer, IPad, etc.) for personal business during classroom instructional 
time or at times other than your break, prep or off-duty time.  Likewise, instructional or on-
duty time should not be used as a time to check and/or respond to personal or school 
email, texts, etc.  Mobile computer labs issued to, and signed for by, teachers are the 
signing teacher’s responsibility to monitor and keep in good repair.  Any damages or 
repeated failure to supervise students while using the carts/laptops/charging systems 
may result in loss of mobile cart access, and may result in personal liability for 
replacement/repair. 
 
Computer Systems: 
During your employment, you may have access to the School computer systems through 
personal desktop and/or laptop computers, local and wide area networks, etc. while on 
or off the School premises. Use of the School computer resources is restricted to School 
business only. Therefore, documents or files created thereon are the property of the 
School. All information regarding access to the School computer resources, such as user 
identifications, modem phone numbers, modem access codes, passwords, and account 
codes are School confidential information and may not be disclosed to non- School 
personnel.  
 
All computer files, documents and software created or stored on the School 
computer systems are subject to review and inspection at any time. In this regard, 
you should not assume that any such information is confidential, including E-mail 
and instant messaging.  This also applies to text messaging for those employees with 
cell phones provided by or paid for or paid for in part by the School. 
 
Computer equipment should not be removed from the School premises without written 
approval from the Principal.  Upon termination of employment, all computer hardware 
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must be returned to the employee’s immediate supervisor prior to receiving the last 
payroll.   See Appendix K - The NAS -NM Computer Network and Internet Access Policy. 
 
Software: 
Employees are responsible for maintaining the on-going integrity of the School computer 
data and computer security system. Access to computer files is restricted to job-related 
needs and access must be authorized by management.   
 
The School has numerous licenses to utilize computer software. The license agreements 
contain restrictions concerning the software use, duplication and federal copyright 
protection.  
 
Each employee who uses the School’s computer resources assumes the 
responsibilities listed below:  
 
● Only software that has been authorized and purchased by the School should be 

loaded or used on any School computer. You may not load any non-school 
related material, such as music files or personal pictures, onto a school 
computer. 

 
● The School or vendor software and software manuals should not be duplicated or 

reproduced in any manner. Such actions are in violation of license agreements 
the School and its employees are obligated to abide by. 

 
● The School software is not to be altered in any manner, including, but not limited to, 

decompiling, disassembling, and cross-compiling, reverse engineering, or 
creating derivative works.  

 
● Computer software or documentation should not be removed from the School 

premises without written approval from the Principal.  
 

● Upon termination of employment, all computer software and manuals should be 
returned to the Technology Director. 

 
Violation of any of the above provisions will not be tolerated and will result in possible 
disciplinary action, up to and including discharge/termination. 
 
 
 
 
Internet: 
Employees’ access to the Internet is limited to School business only and will be granted 
by the Principal based upon instructional and School needs on a case by case basis.  
To request access to restricted sites, please make a written work order to the 
Technology Director and copy the Principal, who will approve or disapprove the request 
for access.  Be very clear what the site is, how it is necessary for instructional purposes 
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tied to curriculum, or is relevant to School concerns. In addition, specify when the 
access is needed, and for how long. 
 
Communication Systems: 
The School utilizes systems where employees receive and send messages through email 
and voicemail. Although employees are able to use personal access codes, management 
maintains the ability to access any messages left on or transmitted over the systems. 
Because of this fact, employees should not assume that such messages are confidential 
or that access by the employer or its designated representative will not occur. In keeping 
with this intention, the School communication systems are intended solely for business 
use.  
 
Telephone Calls/Texts: 
The NAS-NM telephone system has been provided to assist the School in conducting its 
business. Excessive use of the telephone for personal calls during working hours is 
unacceptable. No personal calls or text messages should be made during instructional or 
on-duty time. Your personal phones should be in the ‘off’ position during instructional and 
on-duty time, so that the students are able to receive your undivided attention. Personal 
long distance calls may not be charged to the School numbers. Business phones should 
be used for business.  
 
Copiers, Printers, and Fax Machine: 
The copiers, printers, and fax machine are business machines and may only be utilized 
for NAS-NM related academic purposes. Please be aware that many staff members utilize 
the copiers, and if a jam or other malfunction occurs, please notify the Technology 
Director as soon as possible so that it may be fixed. 
 
EMPLOYEE BENEFITS 
 
Insurance: 
NAS-NM sponsors a comprehensive benefits program for all eligible employees 
commensurate with regulations for public schools.  NAS-NM periodically reviews its 
benefits program and may make modifications as appropriate  
 
Group Insurance 
Eligible full-time employees have the opportunity to enroll themselves and their eligible 
dependents for the New Mexico Public Schools Insurance Authority (“NMPSIA”) group 
insurance coverage. Costs for group health, dental, vision and long-term disability 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: 
• Health Care Insurance  
• Dental Care Insurance  
• Vision Care Insurance 
• Basic Group Term Life Insurance/Voluntary Term Life/Accidental Death & 
Dismemberment Insurance 
• Long-term Disability 
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See NMPSIA Web Page for further information.  www.nmpsia.com 
 
Pre-tax Insurance Premium Plan (PIPP) 
• Employees who enroll for coverage may elect to pay their health, dental and vision 
premiums on a pre-tax basis through PIPP. If an employee waives participation in PIPP 
when first eligible, the next opportunity to enroll is during Switch Enrollment held 
annually each October for coverage effective December 1. Late enrollments are not 
allowed under IRS regulations. 
• Employees currently enrolled in PIPP may not drop coverage at any time other than at 
Switch or Open Enrollment periods. Exception: If a family status change has occurred, 
you have 60-days from the change to change your insurance and PIPP. Family status 
changes include: marriage, divorce, birth or adoption of a child, the death of a 
dependent (spouse or child), change in spouse’s employment (new job or loss of job), 
and change in employment status (part-time from full-time, leave of absence) that 
impacts your benefits eligibility.  
 
See Appendix ___ for Frequently Asked Questions regarding group insurance.  
 
 
Disenrollment in Medical, Dental, and Vision Plans 
▪ Employees enrolled in the Pre-tax Insurance Premium Plan (PIPP) 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. 

▪ Employees not enrolled in the Pre-tax Insurance Premium Plan (PIPP) may disenroll 
at the end of any month. 

▪ Dependent children are no longer eligible for coverage at the end of the month in 
which the dependent turns 25 years of age. 

 
Switching Enrollment 
Each year, employees ALREADY ENROLLED for NAS-NM medical and/or dental 
coverage may change their coverage(s) to one of the other plans offered. Participating 
employees may add eligible dependents during switch enrollment, with appropriate 
documentation. Switch enrollment does not pertain to employees who are not already 
enrolled for NAS-NM coverage.  Employees must register their switch enrollment 
elections at the Employee Benefits Office, during the specified annual period 
announced in September or October. Changes made during switch enrollment are 
effective at the beginning of the next plan year on December 1.  Eligible employees may 
also enroll/disenroll for PIPP participation during the switch enrollment period. Elections 
are effective the following December 1. Non-contributory Term Life Insurance and 
Accidental Death & Dismemberment You are automatically enrolled for a Principal Sum 
of $50,000 if you are an active Full-time employee working 30 hours or more per week. 
The School pays 100% of the cost for this coverage. This insurance is payable in the 
event of your death, in accordance with the policy, while you are insured. 
 
Supplemental Life Insurance 

http://www.nmpsia.com/
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Additional term life insurance for employees and their dependents is also available to 
full-time employees, but excluding temporary employees. The cost of supplemental life 
insurance is the responsibility of the employee. Coverage amounts are based on your 
salary and age; please refer to NMPSIA insurance booklet. Beneficiary information is 
the responsibility of the employee. 
 
See NMPSIA Web Page for further information.  www.nmpsia.com 
 
Unemployment Compensation 
Employees may be eligible for Unemployment Compensation upon termination of 
employment. Eligibility for Unemployment Compensation is determined by New Mexico 
Workforce Solutions. NAS-NM pays the entire cost of this insurance program. 
Unemployment Compensation is designed to provide you with a temporary income 
when you are out of work through no fault of your own. For your claim to be valid, you 
must have a minimum amount of earnings determined by the State, and you must be 
willing and able to work. You should apply for benefits through the local State 
Unemployment Office/Department of Workforce Solutions as soon as you become 
unemployed. 
 
New Mexico Retirement Plan 
All employees who work more than 25% of the time (.25 FTE) are mandated by the New 
Mexico Educational Retirement Act to participate in the retirement plan operated by the 
Education Retirement Board in Santa Fe. Participation in the Plan begins on the first 
day of the month following your date of hire. NAS-NM and the employee are required by 
State law to contribute to this retirement plan. The details regarding NAS-NM and 
employee contributions, vesting, administration, and investments are provided in the 
Summary Plan Description, made available through the Education Retirement Board 
and/or the ERB website at www.era.state.nm.us  
 
Social Security 
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. 
  
Workers’ Compensation: 
Employees may be eligible for Workers' Compensation benefits if work is missed due to 
an on-the job injury. An on-the-job injury is defined as an accidental injury suffered in 
the course of work, or an illness that is directly related to performing assigned job 
duties. Any such injury or illness must be reported to the Principal immediately. Prompt 
reporting is the key to prompt benefits. Nothing can happen until the employer knows 
about the injury. Report every on-the-job injury, no matter how slight. The School carries 
insurance to cover the cost of a work-related injury or illness. Benefits help pay for your 
medical treatment and may include part of income you may lose while recovering. 
Detailed information is given to you if you are injured on the job, or suffer an 

http://www.nmpsia.com/
http://www.era.state.nm.us/
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occupational illness.  The Employee's Claim for Workers' Compensation Benefits Form 
must be completed in all cases in which an injury requiring medical attention has 
occurred. Federal law requires that we keep records of all illnesses 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 
 
SAFETY/REPORTING OF INJURY: 
Employees injured on the job must report the injury to a supervisor within 24 hours 
of the incident.  Employees will be asked to complete a First Report of Injury Form, 
regardless of whether they seek medical attention or not. Employees needing medical 
attention are to report all accidents in writing, no matter how minor, to your supervisor 
immediately.  This is necessary in order to attempt to help you to obtain prompt medical 
treatment.  Prompt reporting of the accident will help us to take steps to reduce the 
possibility of future accidents and is required by law.  See Appendix L - First Report of 
Injury form. 
 
 
EMPLOYEE AND STUDENT SAFETY: 
It is the policy of NAS-NM to comply with all applicable federal, state, and local health 
and safety regulations and to provide a work environment as free as practicable from 
recognized hazards.  Employees are expected to comply with all safety and health 
requirements, whether established by the School or by federal, state, or local law.   
 
Employees should report to the Principal or their supervisor all observed safety and health 
violations, potentially unsafe conditions, and any accidents resulting in injuries to 
students, employees or others. Supervisors may not retaliate or discriminate in any 
manner against an employee because the employee has reported a health/safety issue, 
has instituted a safety-related proceeding, has testified in that type of proceeding, or has 
otherwise exercised any right provided by law.   

 
Violations of New America School safety rules, regulations or procedures may result in 
disciplinary action, up to and including termination.   
 
the Principal.   
Personal Property: 
Employees are expected to exercise reasonable care for their own protection and for that 
of their personal property while on the School premises and while away from the premises 
on business.  NAS-NM assumes no responsibility for loss, damage, or theft of personal 
property. 
 
Removal of School Property: 
Employees who need to take School property or equipment off School premises must 
have thePrincipal’s written authorization, provide evidence of insurance, and sign a 
receipt for the equipment.  Removing property or equipment without authorization will 
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result in discipline.  Employees are responsible for the proper care and return of all School 
property and equipment assigned to their possession.   
 
Visitors: 
All visitors, regardless of time on campus or relationship to a staff member, must sign in 
and sign out at the main office when entering the campus and receive a Visitor’s Badge 
which must be worn at all time during the visit.  This is a safety precaution to ensure that 
all visitors are accounted for in a safety emergency. 
 
Signing Out: 
All employees must sign out/back in when leaving campus for any reason during their 
contracted hours.  Again, this is a safety precaution. 
 
Parking: 
Employees who use the School parking lot do so at their own risk.  Employees are 
encouraged to lock their vehicles at all times when left in the parking lots.  The School 
assumes no responsibility for any damage to, or theft of, any vehicle or personal property 
left in the vehicle while on the parking lot.  In addition, staff must display the “Staff Parking 
Permit” in their front window while on campus. 
 
School Calendar: 
The School calendar shall be published on an annual basis.  Employees should consult 
the calendar for information regarding holidays, in-service days, etc. 
 
Breaks: 
NAS-NM is closed for Thanksgiving, winter and spring breaks, and other holidays as 
noted on the school calendar.  The offices will be closed during calendar dates when the 
School is closed due to holidays or breaks. 
 
Inclement Weather: 
In the event of inclement weather, the decision to close or delay the start of school, or to 
dismiss school early, will be the decision of the Principal, who will report the 
closure/delay/early dismissal to local media outlets.  The School will generally be closed 
or delayed/dismissed early if the Albuquerque Public Schools in the NAS-NM area are 
closed/dismissed early.  If the school is open and you do not report for work you will be 
charged with discretionary leave or leave without pay if discretionary time is not 
available.   
 
 

TERMINATION AND DISCHARGE. 
A. Definitions. 

1.  Termination. In the case of a licensed employee, 
“termination” means non-renewal of a contract at the end of its 
term.  For all other employees, “termination” means severing or 
ending the employment relationship. 
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2.  Discharge. Discharge means to sever the employment 
relationship of licensed personnel or employees under contract 
before the end of the existing contract. 

 3.  Just cause.  Just cause refers to a reason for termination or 
discharge that is rationally related to an employee’s competence or 
moral turpitude, or the proper performance of his/her duties and that 
is not in violation of the employee’s civil or constitutional rights. 

B. Termination of  Employees with Less than One (1) (for EAs and 
Noncertified staff) and Three (3) (Teachers and Certified staff other than 
EAs) Consecutive Years of Service. 
 1.   General.  NAS-NM may terminate a teacher or other licensed 

employee (other than Educational Assistants(EAs)) with fewer than 
three (3) years of consecutive service for any reason it deems 
sufficient, and may terminate non-licensed/non-certified employees 
and EAs with fewer than one(1) year of employment for any reason 
it deems sufficient. 

a. Non-contract employees.  Employees with one (1) year or less 
of consecutive service and who are not employed pursuant to a 
contract are “at-will” employees, that is, the employee may be 
dismissed from employment at any time and for any lawful reason 
the Principal deems appropriate.  A written notice of termination will 
be provided to the employee. 
 b. Contract employees. Contract employees (other than EAs) 
with three (3) years or less of consecutive service; i.e., who have not 
been reemployed under a third consecutive contract, may be 
terminated by non-renewal of their contracts for any lawful reason.   
 c. Educational Assistants.  Educational Assistants with one (1) 
year or less of consecutive service, i.e. who have not been 
reemployed under a second consecutive contract, may be 
terminated by non-renewal of their contracts for any lawful reason 
the Principal deems appropriate.   
2.  Protest Procedure for EAs and non-certified Employees with 
Fewer than one (1) Consecutive Year of Service, and Certified 
Employees (other than EAs) with fewer than three (3) consecutive 
years of service whose contract was not renewed. For these 
employees, , there is no protest.  A terminated employee may 
request a statement of reason(s) from the Principal for his/her 
termination or non-renewal.  Requests for an explanation will be 
made in writing and delivered to the Principal no later than five (5) 
working days after receipt of the notice of termination or notice of 
non-renewal.  Reason(s) for the Principal’s decision will be provided 
to the employee within ten (10) days of receiving his/her request.  
The decision of the Principal to terminate is final and not subject to 
appeal. 

 C. Termination Policy for Employees not subject to B, above 
(Certified Staff with More than Three (3) Years of Consecutive 
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Service (other than EAs); EAs and non-certified Staff with more than 
one (1) consecutive year of service).   

 1.  Non-Contract and Contract: No employee meeting the one- or 
three-yearconsecutive service requirement described herein may be 
terminated  except for just cause.  

 2.  Protest Procedure.  NAS-NM provides the following 
procedures for challenges to termination  decisions for employees 
with three (3) or more (or, for EAs and noncertified staff, one or more) 
years of consecutive service:  

  a. Request for Statement of Rationale.  An employee who 
receives a notice of termination or notice of non-renewal may request 
a written statement of the reasons for non-renewal.  The employee 
must request that statement of reason(s) within five (5) working days 
from the date she receives the notice of termination.  The Principal 
shall provide the statement of reason(s) within five (5) working days 
from the request.   

  b. Statement before the Governing Council. If the employee 
requests an opportunity to make a statement to the Governing 
Council regarding the Principal’s decision to terminate, she must do 
so SIMULTANEOUSLY with the request for written reason(s) for the 
termination.  The opportunity to present to the Governing Council will 
be granted, if within 10 working days after receiving the written 
reason(s) for termination, the employee submits a written statement 
to Governing Council which includes an explanation of why the 
employee believes that he/she was terminated for reason(s) that do 
not constitute just cause.  In addition, the statement must include 
facts, supporting documentation and potential witnesses who will 
support the employee’s position.  Thereafter, the Governing Council 
will meet to hear the employee present the statement in no less than 
five (5) and no more than fifteen (15) working days after receipt of 
the employee’s written statement of contentions.  

   c.  Hearing on termination:  
   i. The employee and the Governing Council may 

have representation of their choice, but at their own expense.  
  ii.  The hearing will be conducted in accordance 
with the provisions of the Open Meetings Act.  

   iii. A designee of the Governing Council will first 
state the reasons for termination and present the factual support for 
those reasons.  The reasons will be limited to those first provided to 
the employee after his/her request for an opportunity to address the 
Governing Council.   
  iv.   The employee will next state his/her reasons and 
factual support for contending that the termination was not for just 
cause.  Those reason(s) and factual support must be the same as 
those provided in the employee’s written response to the statement 
provided by the Principal.   
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   v. The Principal may offer such rebuttal testimony 
that she deems appropriate. 

    vi. Each party may question all witnesses.   
  vii. Only evidence presented at the hearing will be 
considered and the Governing Council is only required to consider 
that testimony it considers reliable. 

    viii. No record will be kept of the hearing. 
  ix. The Governing Council will notify the employee 
and the Principal of its decision in writing within five (5) working days 
from the conclusion of the meeting.  
[Reference, NMSA 1978 §22-10A-24.] 

  d. Appeals – Arbitration on Termination. Either the 
terminated employee or the Principal may appeal the decision of the 
Council. The matter will be appealed to an independent arbitrator 
who will hear all evidence as if presented for the first time. The 
arbitration process takes place as follows: 

   i.  Timely Request. The employee must submit a 
request for an appeal in writing that states his/her reason(s) for the 
appeal to the President of the Governing Council within five (5) 
working days from the receipt of the Governing Council’s written 
decision.  The request for appeal must include a statement of facts 
supporting the basis for appeal. Failure to submit a timely appeal will 
bar the employee's objection to the decision of the Governing 
Council and will render the Governing Council’s decision final. 

   ii.  Selection of Arbitrator.  The Governing Council 
and the employee will meet within ten (10) working days from the 
receipt of the employee’s timely request for appeal to select an 
independent arbitrator.  If they cannot make a choice, they will ask 
the presiding judge of the Second Judicial District Court for the State 
of New Mexico to select an individual to hear the matter. The judge 
will make the selection within five (5) days of the request.  The 
arbitrator selected must be experienced in school employment 
matters and must have no financial, personal or other direct interest 
in the outcome of the proceeding. 

   iii.  Scope of Arbitration.  The arbitrator will hear all 
of the evidence presented and not be limited to a review of the 
Governing Council’s decision.  The issue before the arbitrator will be 
limited to whether the evidence presented demonstrates just cause 
for termination.  
  iv. Date of Arbitration. The arbitration will be held 
within thirty (30) working days from the date the arbitrator is selected.  
Notice of the hearing will be provided by the arbitrator, which will 
include the date, time and location of the hearing.  
  v. Rules of Arbitration:  
   (A) NAS-NM and the employee may have 
representation of their choosing, but at their own expense; 
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   (B) Discovery will be limited to depositions 
and requests for production of documents on a time schedule to be 
determined by the arbitrator;  
   (C)  The arbitrator has the power to issue 
subpoenas for witnesses and documents and to administer oaths;  
   (D) The New Mexico Rules of Civil procedure 
will not be strictly enforced, however, the rules will apply to the extent 
that both contentions and responses are amply and fairly presented; 
   (E)  The Rules of Evidence will not strictly 
apply, but the arbitrator will permit either party to call and examine 
witnesses, to cross-examine witnesses and to introduce evidence.  
The arbitrator will require reasonable substantiation of statements 
and authentication of records where the accuracy or truth is in 
reasonable doubt;  
   (F)  The Governing Council will have the 
burden to show by a preponderance of evidence that the employee 
was terminated for reasons that constitute just cause.     
   (G) If the Governing Council cannot show 
just cause, or the employee sufficiently rebuts the Governing 
Council’s reasons, then the arbitrator will reverse the decision to 
terminate and order reinstatement of the employee; 
   (H) Either the employee or NAS-NM may 
record the proceeding at their own expense, but it will not constitute 
an official record for purposes of further appeal. 
   (I)  Departures from these procedures are 
considered harmless unless the party can demonstrate prejudice. 

    (J) Decision. The arbitrator will issue a 
written decision within thirty (30) working days of the hearing, which 
will contain findings of fact and conclusions of law. 

    (K)   Remedies.  The only remedies available 
to an employee who has been reinstated by the decision of an 
arbitrator are: reinstatement; back pay, but subject to any scheduled 
salary increase to which the employee may be entitled; or, both, less 
an offset for any compensation received by the employee during the 
period the compensation was terminated; e.g., unemployment 
benefits. 

    (L) Binding Decision.  Decisions by the 
arbitrator are final and binding on both NAS-NM and the employee.  
The decision may not be appealed unless the decision was procured 
by corruption, fraud, deception or collusion, in which case it will be 
appealed to the Second Judicial District Court for the State of New 
Mexico. 

    (M)  Costs/Fees.  The employee and NAS-
NM will pay their own fees, expenses and costs.  The arbitrator can 
assign to either party or both parties the fees and costs of the 
independent arbitrator. 
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   (F)  Report to PED.  The School is required to 
report the terminations to the NMPED.  

 
 D. Termination Policy for Other Personnel Exempt From Protest 

Procedures: In addition to employees falling within the provisions of 
Subsection B, above,  the rights to due process protests upon termination 
also do not apply to the following School personnel: 

  1.   Certified school instructors employed to fill the position of 
certified school instructor entering military service; 

   2.   Persons employed as licensed school administrators;    
  3.   Non-certified school employees employed to perform 

primarily school-wide management functions.  
 

E. Discharge Policy for Contract Employees Discharged Prior to the 
end of their Contract Term. A contract employee may be discharged prior 
to the end of his/her contract term for just cause according to the following 
procedures: 

   1.   Notification and Immediate Removal. 
   a. Notice of discharge.  The Principal will serve written 

notice (certified mail return receipt requested) or will arrange 
personal delivery retaining a receipt signed and dated by the 
employee, of intent to recommend to the Governing Council that the 
employee be discharged. Service otherwise consistent with the rule 
of civil procedure will be sufficient to complete service as meant by 
these provisions. 

   b. Stated reasons.  The notice will include the reasons 
for the Principal’s recommendation that the employee be discharged 
along with a written description of the employee’s right to a hearing 
before the Governing Council.   

   c.  Immediate Removal.   In the event that the Principal 
determines that it is necessary to immediately remove the employee 
from the school premises, the employee will be placed on paid 
administrative leave pending the outcome of a hearing on the 
Principal’s decision to discharge.   

  2.   Protest Procedure/Hearing. A contract employee who 
receives a notice of discharge may request a hearing before the 
Governing Council by giving the Principal a written request for 
hearing within five (5) working days of receipt of the notice of 
discharge. 

   a. Date of hearing.  If the employee timely notifies the 
Principal that he/she is requesting a hearing on the decision to 
discharge, a hearing will be scheduled for no less than twenty (20) 
and no more than forty (40) working days after the Principal receives 
the written election from the employee.  The employee will have at 
least ten (10) working days prior notice of the hearing date.  

    b. Hearing Procedures. 
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    i. NAS-NM and the employee may have 
representation of their choosing and at their own expense. 

    ii. Discovery will be limited to depositions and 
request for production of documents, which will be completed prior 
to the hearing. 

    iii. The Governing Council will have the authority 
to issue subpoenas for the attendance of witnesses and to produce 
documents and other evidence at the request of either party and will 
have the power to administer oaths. 

    iv. NAS-NM will have the burden of proving the 
just cause for discharge by a preponderance of the evidence.  The 
evidence at hearing will be limited to the reasons as stated in the 
notice to the employee recommending the discharge. 
   v. NAS-NM will present its evidence first; the 
employee will present second; either party may present witnesses 
and introduce documents to prove their respective case. 
   vi. An official record must be kept of the 
proceedings  and the employee is entitled to one copy at the expense 
of NAS-NM.  

    vii. The Governing Council will render its written 
decision within twenty (20) calendar days of the conclusion of the 
hearing and deliver its decision to the employee by certified mail 
return receipt requested or by personal delivery. 

  3.   Appeal from Decision on Discharge: Arbitration. Either 
the discharged contract employee or a representative(s) of NAS-NM 
may appeal the decision of the Governing Council. The matter will 
be appealed to an independent arbitrator who will hear all evidence 
as if presented for the first time. 

   a. Request Appeal/Arbitration. To request an appeal 
the employee must state his/her reasons for the appeal in writing 
(“request for appeal”) and submit it to the President of the Governing 
Council within five (5) working days from the receipt of the Governing 
Council’s written decision.  The appeal must contain a statement of 
the particular reasons the employee believes the Governing 
Council’s decision was incorrect and include a statement of facts 
supporting his/her decision. 

   b. Timely Appeal.  Failure to submit a timely appeal will 
bar the employee's right to object to the decision of the Governing 
Council and will render the Governing Council’s decision final. 

   c. Selection of Arbitrator.  The Governing Council and 
the employee will meet within ten (10) working days from the receipt 
of the employee’s request for appeal to select an independent 
arbitrator.  If they cannot decide they will request the presiding judge 
of the Second Judicial District Court for the State of New Mexico to 
select an individual to hear the matter.  The judge will make the 
selection within five (5) days of the request. The arbitrator selected 
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will be experienced in school employment matters.  He/she will have 
no financial, personal or other direct interest in the outcome of the 
proceeding. 

   d. Scope of Review.  The arbitrator will hear all of the 
evidence presented and not be limited to a review of the Governing 
Council’s decision.  The issue before the arbitrator will be limited to 
whether the evidence presented demonstrates just cause for 
discharge.  

   e. Date of Arbitration.  The arbitration will be held within 
thirty (30) working days from the date the arbitrator is selected.  
Notice of the hearing will be provided by the arbitrator, which will 
include the date, time and location of the hearing. 

    f. Arbitration Rules: 
    i.  NAS-NM and the employee may have 

representation of their choosing, but at their own expense; 
    ii. Discovery is limited to depositions and 

requests for production of documents on a time schedule to be 
determined by the arbitrator; 

    iii. The arbitrator has the power to issue 
subpoenas for witnesses and documents and to administer oaths; 

    iv. The New Mexico Rules of Civil Procedure will 
not be strictly enforced, however, the rules will apply to the extent 
that both contentions and responses are amply and fairly presented; 

    v. The Rules of Evidence will not strictly apply, 
but the arbitrator will permit either party to call and examine 
witnesses, to cross-examine witnesses, and to introduce evidence. 
The arbitrator will require reasonable substantiation of statements 
and authentication of records where the accuracy or truth is in 
reasonable doubt; 

    vi. The Governing Council will have the burden 
to show by a preponderance of the evidence that the reasons 
provided for recommended the employee’s discharge constitute just 
cause;   

    vii. If the Governing Council cannot show just 
cause, or the employee sufficiently rebuts the Governing Councils 
reasons, then the arbitrator will find in favor of the employee; 

     viii. Either the employee or NAS-NM may 
record the proceeding at their own expense, but it will not constitute 
an official record for purposes of appeal;  only the official record 
prepared by a certified court reporter will constitute the official record; 

    ix. Departures from these procedures are 
considered harmless unless the party can demonstrate prejudice; 

    x.  Decision.  The arbitrator will issue a written 
decision within thirty (30) working days of the hearing, which will 
contain findings of fact and conclusions of law; 
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    xi.  Final Decision.  Decisions by the arbitrator 
are final and binding on both NAS-NM and the employee; the 
decision may not be appealed unless the decision was procured by 
corruption, fraud, deception or collusion, in which case it will be 
appealed to the Second Judicial District Court for the State of New 
Mexico. 

    xii.  Costs/Fees.  The employee and NAS-NM 
will pay their own fees, expenses and costs; the arbitrator may assign 
to either party, or both of them, the fees and costs of the independent 
arbitrator. 

    xiii. Compensation after discharge. Payment of 
compensation to any certified school instructor or certified 
administrator will terminate as of the date a final decision, provided 
by the Governing Council.  If the contract is to be paid monthly during 
a twelve (12) month period for services to be performed during a 
period less than twelve (12) months, the person will be entitled to a 
pro rata share of the compensation payments due for the period 
during the twelve (12) months in which no serves were to be 
performed. 

 
 Phasing Out and Elimination of Positions/Reduction-in-
Force/Furloughs. From time-to-time, it may be necessary to phase-out or 
eliminate certain job classifications or reduce the number of positions in a 
particular employment category.  An orderly process described in the NAS-
NM Reduction in Force Policy to guide such phase-out or reduction in force.  
A reduction in force carried out pursuant to NAS-NM policy is just cause for 
termination or discharge.  The School may also implement a voluntary or 
involuntary furlough if such measures are necessary due to budgetary 
constraints and can avoid a reduction in force.  Any furlough implement shall 
be conducted according to NAS-NM policy. 
 

 
 

 
 
 
[ADD ALL APPENDICES] 
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APPENDIX F 
 

Complaint/Grievance Procedures: NAS-NM recognizes that most personnel-
related conflicts arise from a lack of communication.  This procedure is 
designed to provide a formal mechanism for promoting or restoring such 
communication so that problems may be resolved before more serious 
difficulties arise. The purpose of this policy and these procedures is to 
provide for the reporting and resolution of legitimate employment-related 
concerns of the employees of NAS-NM at the earliest possible time and with 
the least possible expense, disruption and friction.  Nothing contained herein 
will be construed to limit in any way the ability of NAS-NM and the grievant 
to resolve any grievance by informal means. An employee’s decision to 
refrain from the grievance procedure in lieu of alternative dispute 
mechanisms may limit the administration’s ability to promptly and 
completely resolve the employee’s concerns. You are encouraged to 
use this process to ensure timely and satisfactory resolutions. 
 
 
 
 
 

  1.  Definitions. 
(a) “Grievant” means an employee who is personally and 
directly affected by a condition for which he or she seeks a 
resolution.  
(b) “Grievance” means an allegation or complaint by an 
employee that the treatment he or she has received from a 
superior is unfair or improper, or that there has been a 
violation, a misinterpretation or an inequitable application of 
school policy, administrative rules or procedures that directly 
and adversely affect the grievant.  A single grievance may be 
submitted jointly by more than one grievant.  
(c)  “Resolution(s)” means the proposed written decision 
by the appropriate administrator(s), grievance review 
committee, or Governing Council, in response to the 
grievance.  
(d) “Parties in interest” means the grievant and the 
superior or other employee(s) of NAS-NM whose conduct or 
actions are the subject of the grievance. 
 

2.  Limitations to Grievance Procedure.  A grievance cannot be filed 
by a former employee after the effective date of termination or 
discharge of employment. 
The following situations are not covered by this grievance procedure 
and are therefore not a grievance under this policy: 

NO PERSONS WILL SUFFER RETALIATION, RECRIMINATION, DISCRIMINATION, 

HARASSMENT, OR BE OTHERWISE ADVERSELY AFFECTED BECAUSE OF HIS OR 

HER USE OF THIS COMPLAINT/GRIEVANCE PROCEDURE. 
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(a) The discretionary act(s) of professional judgment 
relating to the evaluation of the work performance of any employee 
by his or her immediate supervisor.  

(b) Any personnel decision made by the Governing 
Council, 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.  

(c)  Situations in which the Governing Council and 
Principal are without authority to act.  

(d)  Situations in which the remedy for the alleged violation 
exclusively resides in some person, agency, or authority other than 
the Governing Council.  

(e) Situations as to which a different procedure with NAS-
NM is prescribed by a state or federal authority. 

(f) Situations as to which a different procedure or remedy 
has been provided by the Governing Council. 

(g)   Situations involving a grievance by an independent 
contractor with the School.  
 

  3.  General Procedural Requirements.  
 (a)  A grievance must be initiated at Level 1 within ten (10) 
work days of the date upon which the grievant became aware of the 
circumstances which gave rise to the grievance. 
 (b) Whenever possible, any grievance conference or 
hearing at any level will be scheduled during a mutually convenient 
time that does not conflict with the regularly scheduled school 
program.  
 (c)  A grievant requiring the attendance and testimony of 
other employees will have the right to bring such witness as are 
willing to testify in his or her behalf, and any necessary substitutes or 
release time will be provided and the expense borne by NAS-NM 
when hearings must be scheduled during the school day. 
 (d) A separate file will be maintained by the Principal for 
grievances.   All documents produced during the processing of a 
grievance will be kept in the separate file.   
 (e) All parties shall maintain confidentiality with regard to 
proceedings, and the resolution of the grievance, to the extent 
possible, and the proceedings will not be made public unless agreed 
to by the grievant and the Principal or Governing Council or unless 
the grievant pursues the matter beyond this policy.  
 (f)  The grievance file will be maintained for one (1) year 
after being cleared according to the New Mexico State Records 
Center and Archives, and access to the file will be limited to the 
grievant, the immediate supervisor, the Principal and the members 
of the Governing Council. 
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 (g) A grievant may terminate the process at any level if he 
or she indicates in writing a desire to do so, accepts the resolution at 
that level, or fails to pursue his or her grievance by filing at the next 
level within the specified time period or refuses to attend a scheduled 
meeting even if that meeting must occur after school. 
 (h) All grievances will be filed and processed on grievance 
forms prepared by the School and available in the office of the 
Principal.  
 (h) The time limits at any level may be extended by mutual 
agreement between the grievant and the Principal, review committee 
or Governing Council.  
 (i) Except as otherwise provided herein, unless a party 
can demonstrate prejudice arising from a departure from the 
proceedings established in this policy, such departure will be 
presumed to be harmless error. 
 
 

  4.  Procedural Steps. 
(a) Level 1 (Informal Conference). Prior to the filing of a 

formal written grievance, the grievant will first discuss the grievance 
with his or her staff representative in a good faith attempt to resolve 
the grievance prior to the filing of a formal grievance.  In the case of 
a claim of sexual harassment in which the grievant’s staff 
representative is the subject of the claim, the grievant may initiate 
the grievance at the next supervisory level above that of the staff 
representative. 
 (b) Level 2 (Principal). If the grievant is not satisfied with 
the discussion and disposition of the grievance at Level 1, he or she 
may file a written grievance with the supervisor (Principal) within ten 
(10) days of the disposition.  The Principal will communicate his or 
her proposed resolution in writing to the grievant within five (5) work 
days from the filing of the written grievance.  If the proposed 
resolution is not acknowledged or approved by the grievant within 
five (5) work days, the Principal has the discretion to require a 
hearing or conference and gather such evidence prior to the 
preparation of the decision as he or she feels would assist in any 
appropriate resolution of the grievance.  The hearing or conference 
will occur within five (5) work days of the grievant’s action/inaction 
regarding the Principal’s proposed resolution.  The hearing or 
conference should be as informal as possible and will be conducted 
as the Principal feels is appropriate for a full understanding of the 
grievance, the position of the grievant and the evidence supporting 
the position.  The Principal will have the right to ask any question of 
the interested parties as he or she deems necessary.  Within five (5) 
work days following the hearing, the Principal will render his or her 
written proposed resolution to the grievant.  
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(c) Level 3 (Governing Council). If the grievant is not 
satisfied with the resolution of the grievance at Level 3, or if the 
Principal fails to issue a proposed resolution within the specified time 
limit, the grievant may make a written request to the Principal for a 
hearing with the Governing Council within ten (10) work days after 
the Principal’s resolution was rendered or due, if none was received.  
Grievances concerning the Principal also should utilize the Level 3 
procedure. 

At its sole option, the Governing Council may appoint a 
Grievance Review Committee to hear the grievance.  The Grievance 
Review Committee will be comprised of three (3) persons, one from 
each of the following staff categories: Certified School Instructor; 
Administrator (other than the immediate supervisor or Principal 
involved) and one Governing Council member. 

 
The members will be appointed by the Governing Council.  The 
Committee will select its Chairperson prior to the processing of the 
grievance.  The Chairperson of the Committee will schedule an 
informal hearing within ten (10) work days of receipt of the grievance.  
If a Committee member is unable to participate in the informal 
hearing, the Chairperson will designate a substitute from within the 
employee category of the non-attending member. 

 
5. Procedure for Hearing before Governing Council Committee.  
The following procedure will be used at hearings before the 
Governing Council Committee. 

(a) The parties in interest will submit written statements of 
position which will be delivered to the Governing Council  Committee 
Chair at least five (5) days prior to the hearing.  In addition, any other 
documentary evidence desired to be reviewed by the Governing 
Council Committee will be submitted at that time. 

(b) The grievant will present his/her grievance first through 
testimony, witnesses, documents, etc.  Cross-examination will not be 
allowed by the other party in interest, if any.  

(c) The other party or parties in interest, if any, will present 
their responses to the grievance.  Cross-examination will not be 
allowed. 

   (d) The Committee members may ask any 
questions that it deems necessary.  

(e) Arrangements to make a taped recording or to keep 
minutes of the proceeding will be made by the Chair.  A verbatim 
transcript is not required, but any minutes or other written record will 
fairly reflect the substance of the hearing. 

(f) Within five (5) days following the date of the hearing, 
the Committee will transmit its findings and recommendations for 
proposed resolutions to the Governing Council.  Within ten (10) 
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working days, the Governing Council shall consider the 
recommendations of the Committee.  The Governing Council may 
accept the recommendations as presented, impose a lesser sanction 
if disciplinary action was recommended, or decide to hold a new 
hearing on the grievance. 

(g) If the Governing Council rules that it is appropriate to 
hear the grievance, it will set the date for such hearing and the parties 
in interest will be notified by the Governing Council President.  If the 
Governing Council adopts the recommendations of the Governing 
Council Committee, the decision shall be final. 
6.  Hearing before full Governing Council.  If the Governing 
Council decides to grant a  hearing the following procedures will be 
followed. 
 (a) Each party in interest will have the opportunity to 
present oral statements limited to thirty (30) minutes each.   
 (b) The presentation will be limited to a review of evidence 
previously presented, unless the Governing Council, in its discretion, 
allows new evidence to be presented during the hearing.   
 (c) Evidence may not be cross-examined by the other 
party in interest, however, the Governing Council may ask questions 
of any party as it deems necessary or appropriate. 
  (d) Hearings will be conducted in an executive session, 
unless the grievant requests that the hearing be held in a public 
meeting.   
 (e) The Governing Council will render a written decision 
within 10 working days after the hearing.  In arriving at its decision, 
the Governing Council has complete discretion in fashioning such 
relief, if any, as it believes is appropriate, regardless of the relief 
requested.  The Governing Council’s decision is final. 
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Appendix G-Staff Expectations 
 

The New America School Expectations  2018-2019 

A Student-Centered Environment 

1. In making every school-related decision, first ask: Is this what is best for students?   

2. Proper supervision of students at all times. 

3. Use SAT/504/IEP to meet student needs as legally outlined in those documents.   You are responsible. 

4. Use summative and regular formative data to guide instruction. 

5. Make and document parent contacts as per NAS-NM policy. 

Professional Conduct 

1. Be on time for work, meetings, and in meeting deadlines. Adhere to contracted hours. 

2. Prepare school documents (lesson plans, attendance logs, data worksheets, etc.) as directed.  

3. Record no less than 2 grades per week, per subject, per student, and have grades ready at all time to import 

into progress reports or report cards. Keep grades current within one week. 

4. Be professional in school conversations, about students, staff, and school issues.   

5. Respect your colleagues and all school staff and support them, even when you may disagree with outcomes, 

particularly in conversations and actions with students. 

Administrative Expectations 

1. No cell phone/personal media device use in classes-at all.  This includes use by teacher during instructional 

time-be fully with the students. 

2. MPI posted daily, for each class, and read as a class prior to the start of each lesson. 

3. Daily PARCC/ACT/SAT practice question review.  

4. Full implementation of PARCC Intervention Plan. 

5. Communal planning of lesson plans, and all curricular documents, every Friday as per Calendar. 

6. Full attention and monitoring of students in computer labs-do not be on your own computer. 

7. Lesson Plans in by 8 am Friday morning, electronically to administration. No exceptions. 

8. All teaching staff will use approved and aligned curricular formats for academic pacing guide, curriculum 

guide, lesson plan and any other administrative forms. 

9. Use prep and other school time for school-related tasks, please do not leave campus without prior 

administrative approval. 
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10. You may teach 3 or more preps, student needs come first. 

11. Quarterly Home visits are required for all teaching staff. 

12. Be familiar with, and adhere to, all policies in the NAS-NM Staff Handbook, and applicable laws. 

 
 
 
 
 

APPENDIX ___ 
GROUP INSURANCE FAQs 

 
When does eligibility commence? 
The eligibility date for group insurance commences on the first day of the month 
coincident with or next following date of hire. (Date of hire is the first day of regular 
employment at 30 or more hours per week for which the employee is compensated.) 
 
Initial Enrollment 
 
1. When must initial enrollment be completed? 
The employee is responsible for timely enrollment. Enrollment must be complete within 
30 calendar days from the hire date. All required enrollment application forms and 
supporting documentation must be completed and received in the Insurance and 
Benefits Office within the 30-calendar day period. Newly-acquired dependents, including 
newborn children and spouses, must be enrolled through the Insurance and Benefits 
Office within 30 calendar days of becoming eligible.   Enrollment is not automatic for any 
newly acquired dependent. Please contact Insurance and Benefits Office within 30 days 
of a dependent's initial coverage eligibility date. 
 
2. How is enrollment completed? 
Each new eligible employee receives an insurance enrollment packet containing 
instructions, a description of the plans available and enrollment applications. The 
employee must complete and return these forms so that they are received in the 
Insurance and Benefits Office within the 30- calendar day period. To enroll eligible 
dependents, verification of dependent eligibility is required:  a marriage certificate for a 
spouse and birth certificates for children. To enroll adopted children or children for who 
the employee has legal guardianship, a copy of the adoption papers or legal 
guardianship papers must be submitted at the time application for coverage is made. 
Without such documentation, an application is not considered to be complete. Failure to 
provide all supporting documentation during the initial eligibility period will prevent 
enrollment of the affected dependent until the next following switch enrollment period. 
 
3. When is coverage effective? 
Completed applications must be received in the Insurance and Benefits Office within 30 
days from the eligibility date. Coverage is effective on the first day of the month 
coincident with or next following receipt of the completed applications in the Insurance 
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and Benefits Office. Coverage cannot be backdated to the previous month or become 
effective in the month in which the application is received. Applications received after 
the deadline will be refused, and the eligible employee may enroll only during an open 
enrollment, or in the event of a family status change, such as the employee's marriage, 
divorce, birth of a child or adoption of a child, death of spouse or dependent or change 
in spouse's employment (terminated, laid off, start of a new job).  
 
4. When does coverage end? 
Coverage ends on the last day of the month in which an enrolled employee and/or 
dependent ceases to work over 30 hours or ceases payment of insurance premiums.  
 
5. What if I miss my 30-calendar day enrollment window? 
Eligible employees who elect not to enroll during the initial 30-calendar day enrollment 
period may enroll only during an open enrollment (not a switch enrollment), or in the 
event of a family status change, such as, the employee's marriage, divorce, birth of a 
child or adoption of a child, death of a spouse or dependent or change in spouse's 
employment (terminated, laid off, start of a new job). Newly-acquired dependents not 
enrolled within the initial 30-calendar day eligibility period may not be added to the 
employee's coverage until the next switch enrollment. 
 
6. What if I am covered under a spouse's plan? 
An eligible employee who has coverage under a spouse's group insurance plan may 
waive NAS-NM coverage. If the spouse loses coverage involuntarily (e.g. laid off or 
carrier change), the NAS-NM employee may apply for NAS-NM coverage within 30 
calendar days from the date coverage under spouse's plan ended. A HIPPA certificate 
or letter 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 enrollment applications 
must be received in the Insurance and Benefits Office within the 30 calendar day period. 
Coverage is effective on the first day of the month coincident with or next following 
receipt of completed applications and supporting documentation. If timely application is 
not made to the NAS-NM administrative office, the employee may not enroll until the 
next open enrollment, or in the event of a family status change, such as, the employee's 
marriage, divorce, birth of a child or adoption of a child, death of a spouse of dependent 
or change in spouse's employment (terminated, laid off, start of new job). 
 


