
 

 
 

2019 
CLOVIS MUNICIPAL SCHOOLS 

EMPLOYEE HANDBOOK 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

CMS EMPLOYEE HANDBOOK SECTION 1: ​Compensation 
 

1. Direct Deposit 
All employees are encouraged to use direct deposit. Forms may be obtained from the Employee Services                
Department. If you need assistance in setting up direct deposit or have extenuating circumstances              
regarding direct deposit, please contact the Employee Services Department.  

 
2. Payroll Information 

Payday will generally be the 15th and 30th of each month. If the date falls on a weekend, payday will be 
the previous workday.  Paycheck/check stubs can be printed through Skyward Access.  If an employee 
notices an error with their paycheck amount or deductions, the employee must report the error to the 
Payroll Clerk as soon as possible so corrections can be made. 

 
Salaries shall be paid in twenty-four (24) payment periods. For employees who do not work year round,                 
paychecks for June, July, and August will be paid on June 30. Twelve (12) month employees will                 
receive paychecks on the 15th and 30th of each month. Contract length will determine each employee’s                
initial payday in each fiscal year. 

 
The District is required by law to make certain deductions from your paycheck. Deductions include               
federal and state taxes, Social Security, Medicare, New Mexico Educators Retirement, and Retiree             
Health Care. These and other employee-elected deductions are noted on your paycheck stub. Employees              
are encouraged to review their pay stubs carefully on the first payday of the school year and the calendar                   
year for possible errors. 

 
3. Fair Labor Standards Act (FLSA) Exempt and Nonexempt Employees 

Employee Designation: The terms “exempt” or “non-exempt” refer to whether or not the employee is               
exempt from being paid overtime when they work more than 40 hours per week. “Non-exempt”               
employees include hourly clerical, child nutrition, maintenance, custodial, and educational assistant           
staff. If these employees work more than 40 hours in a workweek, they must be compensated for the                  
additional hours at one & one-half times their regular hourly rate. “Exempt” employees include              
administrators, ancillary staff, certified professionals, and specialized staff members. These exempt           
employees do not receive overtime compensation. 

 
4. Overtime Pay 

Before an employee works beyond 40 hours in a workweek (36.15 hours for EAs), a supervisor must                 
give permission in advance. Working without permission may be considered misconduct. 

 
5. Time Cards/TrueTime 

All non-exempt employees must maintain a timecard in the Skyward TrueTime module, which             
accurately reflects time worked, leave time earned and used, holidays, and breaks of more than 15                
minutes. Employees may only check in at their assigned duty site or site approved by their supervisor. If                  
an employee is absent, a time off request must be submitted to the supervisor as soon as practical upon                   
return to work. 

 
Employees must submit a TrueTime record to their supervisor on Monday morning, for the previous               
workweek. Supervisors must review and approve TrueTime no later than Monday afternoon. It is critical               
all nonexempt employees maintain a TrueTime record as required by law. Failure to do so may result in                  

 



 

disciplinary action and/or possible legal action. 
 

6. Resignation/Leaving the District  
Any staff member who resigns from the District must give adequate notice and complete the necessary 
paperwork, submit satisfactory payment for outstanding debts owed to the District, and return all district 
property. Failure to do so may result in adjustments in compensation, which may be owed to the 
employee by the District.  

 
7. Retirement  

The Educational Retirement Act (ERA) requires mandatory participation. Temporary employees who           
work less than a quarter of the calendar days and students are excluded. Employees contribute a                
percentage of their total earnings as established by the New Mexico Legislature. Employee             
contributions are refunded without interest on deposits prior to July 1, 1971, and with interest on                
deposits after July 1, 1971, to those who leave employment covered under the New Mexico Retirement                
Act. 

 
Refunds are not automatic; forms for a refund of employee contributions are available in the Benefits                
Clerk’s Office located in the District Administration Office. Employee contributions to the Retirement             
Act are deferred from income tax. Federal regulations require a 20% federal tax withholding. When the                
employee contributions are refunded, they will be subject to taxation in the year refunded. Requested               
refunds will be processed at the end of the quarter in which the employee terminates. Contact the                 
Benefits Clerk at the District Administration Building for additional information. 

 
8. Salary Schedule  

A minimum of ninety-one (91) cumulative days shall be counted as a full yearƔs experience in the                                 
District.   

 
9. Certified Staff 

Each teacher/licensed staff member will be responsible for verification of his/her teaching experience in              
other school systems. All verification of experience must be in the Employee Services Department by               
October 1 to be reflected in that year's salary. Experience verification forms are available in the                
Employee Services Department. Also, an employee must complete a form for hours earned above              
his/her degree for pay purposes prior to October 1 in order for those hours to be reflected in that year's                    
salary. Forms are available in the Employee Services Department.  
 
All college or university credit must have been earned at a college or university regionally accredited or                 
approved by the New Mexico State Board of Education. The Employee Services Department must              
receive official transcripts or National Board Certification credentials by October 1 to be reflected in               
that year’s salary. 
 
Daily rates are computed on the number of contract days that are indicated on the related salary                 
schedule. 
 
Salary schedules and individual information may be obtained from the Employee Services or Finance              
Departments. The CMS Salary Schedules are posted on the District’s website under the Employee              
Services Department. 

 
10. Non-Certified Staff 

Individual salary schedules can be obtained from the District’s website, your supervisor, and the Finance               

 



 

or Employee Services Departments. 
 

11. Travel  
The Board will reimburse employees for expenses incurred for travel in connection with school              
business. Such travel is to be approved by the supervisor and the Deputy Superintendent of Finance. 

 
Employees, who are assigned to more than one building and/or must travel during the school day, will                 
be paid a stipend based on mileage in an amount established by the Board. Employees traveling out of                  
town for business must complete a Travel Reimbursement Request Form for Out-of-District Travel in              
order to be reimbursed. If you are requesting reimbursement of actual expenses, you must provide               
receipts for all expenses. You must have prior approval from the Deputy Director of Operations to be                 
reimbursed for the use of a personal vehicle when travel is outside the District. 

 
12. Unemployment Compensation  

Clovis Municipal Schools has New Mexico Unemployment Compensation Act coverage. The cost of the              
coverage is borne entirely by the District. The Employment Services Division determines eligibility             
based on the circumstances of each case and the provisions of the Unemployment Compensation Act. 
 
It is the responsibility of each supervisor to notify the Deputy Superintendent of Employee Services for                
each case of employee separation. The Employment Security Division allows the District a maximum of               
ten (10) days to respond to an unemployment claim. It is the supervisor’s responsibility to insure all                 
data (letters of resignation, discharge notes, letters from the Employment Services Division) is             
immediately transmitted to the Employee Services Department. 

 
  

 



 

CMS EMPLOYEE HANDBOOK SECTION 2: ​Benefits 
 

Activity Tickets  
All employees will be issued a CMS Employee Badge, which will also serve as a staff activity ticket. The                   
employee badge allows admission to school sponsored events for the staff member and immediate family               
members (e.g., spouse and children living in the home). Staff must be in attendance with family members in                  
order for the Employee Badge to serve as an activity ticket. Employee Badges cannot be used as activity tickets                   
to acquire admission to district games. Regulations concerning eligibility for staff activity tickets may be               
subject to change.  
 
School Cafeteria Availability  
All employees are invited to eat in the school cafeteria, but will be charged the published adult meal price.                   
Students, however, receive priority.  
 
Insurance and other Benefits Provided by Law  
The benefits listed below are currently available to employees of the District. There may be additional benefits                 
for certain individuals, and may change periodically. It is the employee’s responsibility to complete all               
necessary paperwork and to meet the requirements. Law, state regulation, and Board action on an annual or                 
as-needed basis may adjust these benefits. Eligibility for most benefits require an employee to be contracted a                 
minimum number of hours per week during the duration of his/her contract year.  
 
Eligibility for some benefits may include a requirement for the employee to complete an enrollment form within                 
the first month of employment with the District. Beyond that period, some benefits may not be available or only                   
available with additional restrictions.  
 
To change or discontinue coverage often requires additional paperwork and documents as well as the need to                 
meet legal timelines. Contact the Benefits Clerk for clarification or additional information. 
 
Insurance 

● Insurance is OPTIONAL. The employee must complete and sign an insurance enrollment form, 
even if he/she does not elect to have insurance. 

Medical 
● District pays portion of premium per state regulated percentages based on salary 
● Enrollment requires application and payroll authorization  
● Guaranteed eligibility only with enrollment within 30 days of employment 
● Employee Only, Employee + Dependent/Spouse, Family Plans available  
● Includes prescription drug benefits 

Dental 
● Multiple plans available 
● Employee pays total premium 
● Waiting period for some benefits 

 Vision 
● Employee pays total premium 

 
Cancer/Catastrophic Illness  

● Employee pays total premium 

 



 

 
Long-Term Disability  

● Employee pays a portion of premium per state regulated percentages based on salary. 
 
Basic Life 

● $50,000 per employee  
● District pays entire premium 

 
Optional Additional Life  

● Additional term life insurance available  
● Employee pays total premium 

 
Liability 

● District pays entire premium 
● Provides protection and legal defense to an employee who is sued for liability arising from the proper                 

performance of his/her employment responsibilities for the District. 
 
Cafeteria Plan 

● Expenses for qualifying categories are paid with pre-tax dollars.  
○ Option to pay for Insurance Premiums: Medical, Vision, Dental, and Long-Term Disability 
○ Option to pay expenses for Child Care: The employee must submit form for reimbursement. 
○ Option to pay expenses for Unreimbursed Medical Expenses including co-pay, deductibles, and            

prescription medication purchases. The employee can request a National Benefits Services           
(NBS) MasterCard to use for unreimbursed medical expenses. The employee can a submit form              
for reimbursement. 

● Employee makes changes in monthly deduction amounts annually at the end of the calendar year.               
NOTE: Deducted amounts not used will not be refunded, per IRS regulations. 

 
Consolidated Omnibus Budget Reconciliation Act (COBRA) 

● This benefit allows you to continue some insurance coverage after you separate from the District.               
Federal law defines the terms and limitations of COBRA and you must apply for this benefit within a                  
defined timeline. 

 
New Mexico Educational Retirement Benefits  

● Required deduction from salary of all full-time employees, long-term substitutes, and retired employees             
who have received an ERB Return to Work letter. 

● Matched by the District in a percentage set by state law 
● Administered by the New Mexico Educational Retirement Board 
● Upon separation from the District, an employee can rollover or withdraw employees ERB only.  
● Retiree Health Care Plan is a required deduction from the salary of all ERB eligible employees. 

 
Tax Deferred Annuity/403(b)/457/, etc. 

● Optional benefit 
● Only District-approved plans are eligible for payroll deduction 
● Employee must complete forms for payroll deduction 
● Some maximum contribution, withdrawal eligibility, timelines for changes, and other limits may apply 

 
Worker Compensation Benefits  

● Employees are protected under the New Mexico Workers Compensation Laws 

 



 

● District pays a large portion of the premium for coverage. The employee, however, is assessed a $2.00                 
fee each quarter; this is shown as a deduction on his/her paycheck. 

● If employee requires medical attention as a result of a workplace injury, he/she must complete the                
accident reporting process (see Accidents and Injuries). 

● If employee is absent from work as a result of a workplace injury, he/she must apply for the appropriate                   
leave (See Absence Notification and Leave). 

● If employee is absent from work as a result of a workplace injury, he/she must submit to the Employee                   
Services Department a medical statement from the attending physician indicating the employee is able to               
return to full duty, prior to his/her return to work. 

 
Social Security (FICA)/Medicaid  

● Required deductions are a percentage of the employee’s salary, per federal and state laws and               
regulations 

● District matches employee contribution with percentage defined by federal and state laws 
 
Credit Unions  
Employees are eligible to join PenFed Federal Credit Union. Other credit unions may be available to certain                 
employees. 
 
Transfer of Accrued Annual or Sick Leave 
The District recognizes the existence of circumstances under which non-job-related, seriously incapacitating,            
and extended illnesses and injury may exhaust an employee’s accrued leave. To provide some measure of relief                 
in such situations, a limited mechanism, based upon voluntary transfer of accrued annual or sick leave, has been                  
established. The mechanism will be termed transfer of accrued annual or sick leave for a medical emergency.                 
The definition of a 'medical emergency' will be as follows: a medical condition of the employee or family                  
member of the employee that will require the prolonged absence of the employee from duty and will result in a                    
substantial loss of income because the employee will have exhausted all paid leave available apart from the                 
leave-sharing plan. The complete Board Policy G-3100 can be accessed on the District’s website. 
 
 
  

 



 

CMS EMPLOYEE HANDBOOK SECTION 3: ​Staff Leave and Absence 
 

Absence Notification  
When it is necessary for a staff member to be away from their work site, it is his/her responsibility to notify the                      
supervisor as soon as possible and indicate the probable duration of the absence. Employees must give prior                 
notification to his/her supervisor for any absence from work.  
 
If an employee uses sick leave for more than three (3) consecutive days, he/she is required to provide a                   
physician’s certification in order to be paid for such absence. If an employee is on extended leave, he/she is                   
required to contact the Employee Services Department. 
  
Certified personnel who require a substitute must notify their principal/supervisor as directed. The absence must               
be entered into Skyward as well as the Aesop Substitute System.  
 
Holidays for Less than Twelve-Month Employees 
Staff members who are hired for contracts of less than twelve (12) months will not accrue vacation. Holidays                  
will be given as indicated on the school calendar. School calendars are available in each building and on the                   
CMS website. Personal leave taken immediately before or after an identified holiday requires approval from               
BOTH the immediate supervisor AND the Superintendent.  
 
Holidays and Vacations for Twelve-Month Employees 
Twelve-month employees shall have vacations based on their years of experience and job classification with               
Clovis Municipal Schools. 
 
Twelve-month licensed administrators earn fifteen (15) days of vacation, which shall be taken only when               
approved by their supervisor. 
 
All twelve (12) month support personnel will begin receiving vacation on their first pay period. Vacation leave                 
will be earned at a rate of .415 per pay period. After the completion of five (5) years of service, all twelve (12)                       
month support personnel will begin to accrue vacation leave at a rate of .625 per pay period. 

Twelve-month employees will also have holidays as approved by the Superintendent. It is the intent that                
twelve-month employees have a total of 238 contract days.  Any additional identified holidays will be unpaid. 
 
Twelve-month employees may carry over into each new fiscal year a maximum of twenty (20) days of vacation.                  
Days that have been accumulated in excess of twenty (20) as of June 30 of each contract year will be forfeited                     
without compensation. If workloads disallow vacations as established, the Superintendent may approve vacation             
days during the school year. Vacation leave accumulated by employees prior to July 1, 1999 shall not be                  
forfeited. 
 
Full-time employees who have worked in a position where their contract year was less than twelve (12) months                  
and are transferred to a twelve (12) month position, or their position is changed to a twelve (12) month position,                    
will earn vacation as if all of their experience was in a twelve (12) month position. 
 
Due to the District’s need to have all employees on duty at certain periods of the year, the employee’s                   
immediate supervisor must approve use of vacation days. 
 
 
 

 



 

Absent Without Leave  
An employee shall be deemed Absent Without Leave when absent from work due to: 

- A reason that conforms to a policy currently in effect where the maximum days provided in that policy                  
will be exceeded; or 

- A reason that does not conform to any policy currently in effect; or 
- Failure to report to work without prior notification to the supervisor  

In no case shall an employee be compensated for time lost due to being absent without leave. An employee who                    
is absent from work without prior approval is subject to disciplinary action. This includes anyone who was                 
unable to obtain prior approval due to unusual circumstances when such approval is denied upon the employee's                 
return. 
 
Sick Leave 
Sick leave for District personnel is a designated amount of compensated leave that is to be granted to a staff                    
member who, through personal or family illness, injury, or quarantine, is unable to perform the duties assigned.  

 
Family, for purposes of sick leave, shall include: spouse, children, parents, siblings, grandparents,             
grandchildren, and like relations created by marriage (e.g. stepchild, father-in-law, etc.). Family illness, for              
purposes of sick leave, shall not exceed a period of three (3) days, unless the Superintendent grants approval. 

 
Sick leave may include other excused absences, such as medical, dental, or optical examination or treatment                
impossible to schedule on non-duty days. Each staff member shall be credited with a sick leave allowance at                  
the rate of one (1) day per month up to twelve (12) days, determined by the number of months employed: 

- Twelve-month employment = 12 days 
- Ten-month employment = 10 days  

 
On June 30th, employees may roll up to a maximum of one hundred seventy-three (173) days. 

 
When a staff member exhausts all days of accumulated sick leave, an unpaid leave of absence must be                  
requested, pursuant to District policy. 
 
Sick leave of any staff member who does not serve a full school year shall be prorated at the rate of one (1) day                        
per month. 

 
Sick leave may be used for childbirth during the time the physician verifies that the employee is physically                  
unable to perform her normal duties. If the employee does not wish to return to her duties following childbirth,                   
an extended leave of absence must be requested, consistent with existing District policy. 

 
Upon request, the staff member shall inform the Superintendent of the following: 

- Purpose for which sick leave is being taken 
- Expected date of return  
- Where the staff member may be contacted during the leave 

 
Sick leave is only for the purpose of recuperative activities, e.g., obtaining medical care or treatment, procuring                 
medications or other prescribed materials, convalescing at home or at a medical facility, or other therapy or                 
activity prescribed by the employee's physician or health practitioner. Verification is required if requested by               
the Superintendent. The District may require documentation from a health practitioner that sick leave was               
properly taken or the employee can return to work. The District requires a doctor’s release when an employee                  
has missed three (3) consecutive days or suffers a serious medical condition such as an injury, serious illness,                  
surgery, or is hospitalized. The District may, at District expense, require the employee to submit to medical or                  

 



 

psychiatric examination by a physician or psychiatrist selected by the District to determine: (1) whether or not                 
the continued use of sick leave is appropriate, or (2) whether return to duty is appropriate. Any employee who                   
can be shown to have willfully violated or misused the District's sick leave policy or misrepresented any                 
statement or condition will be subject to discipline, which may include reprimand, suspension, and/or dismissal. 
 
Employee Return to Work Protocol  
Any employee who misses work for three (3) consecutive days, suffers a serious injury or illness,                
hospitalization, or surgery must present a release from a doctor to the Deputy Superintendent of Employee                
Services before returning to work. The chart below is designed to assist employees in understanding the                
process. Employees are not required to disclose protected health information to supervisors. Employees should              
contact the Employee Services Department with questions related to the return to work protocol. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

 
Bereavement Leave  
An employee may be granted, upon request to the Superintendent, up to three (3) days of bereavement leave per                   
year, deducted from sick leave, to be used in the event of death in the employee's family as defined in Board                     
Policy GCCA: spouse, children, parents, siblings, grandparents, grandchildren, aunts, uncles, nephews, nieces            
of the employee and spouse as well as like relations created by marriage e.g., stepchild, father-in-law, etc. Two                  
(2) additional days may be granted (if the employee has accrued leave) when the travel to the funeral site is a                     
significant distance away. In the absence of leave, and upon request, the Superintendent may approve an unpaid                 
leave of absence for each day of extended bereavement leave. 
 
Personal / Emergency / Religious Leave  
Each staff member who is not a 12-month employee will be granted personal leave not to exceed nine (9) days                    
per year deducted from sick leave. No more than ten percent (10%) of the staff or other groups of employees                    
may take personal leave at any one time. Requests for personal leave must be received at least three (3) working                    
days prior to the first day of leave, and must be approved by the immediate supervisor. Requests shall be acted                    
upon in order of receipt, and the availability of substitutes, if necessary, may limit the number of requests                  
granted at any one (1) time. 
 
Personal leave may not be granted during the following periods without prior written approval of the                
Superintendent: 

- Two days immediately preceding or following a holiday or vacation 
- During the first two (2) weeks or the last two (2) weeks of school 
- Ten (10) days prior to the first instructional day and five (5) days after the last instructional day in the 

school calendar  
 

Leave of Absence Without Pay 
The District recognizes that on occasion extenuating circumstances arise that may necessitate absence from duty               
that is not covered by other specific leave provisions of the District. To address such situations, Leave of                  
Absence Without Pay, may be granted a member of the certified or support staff for no longer than one (1) year. 
 
Leave of Absence may be requested for, but not limited to, the following purposes: 

- Additional education that relates to the employee's primary assignment  
- To provide for an unpaid leave in a situation where the employee will be absent from work due to: (1) a                     

reason that conforms to a policy currently in effect but the maximum number of days provided in that                  
policy will be exceeded, or (2) failure to report to work without prior notification to the supervisor 

- For a Leave of Absence that benefits or is in the best interest of the District, as determined by the Board                     
upon review of the application 

- For leave under the Family and Medical Leave Act 
 
A Leave of Absence requested pursuant to this policy may be: 
     -     Approved by the Superintendent if the leave period does not exceed twelve (12) weeks; or  

- Recommended by the Superintendent and approved by the Board if the leave period exceeds twelve (12)                
weeks 

 
The District shall not deny a request for Leave of Absence if the employee is entitled to the leave under the                     
Family and Medical Leave Act. All other applications for Leave of Absence may be granted or denied by the                   
District, at its sole discretion. 

 



 

Each request for a Leave of Absence shall be in a written application stating the purpose, starting date, duration                   
of the Leave of Absence, reasons for its necessity or desirability, and any other information the applicant deems                  
relevant to the request. 
 
The Leave of Absence shall be only for the purpose and duration approved and may not be extended without                   
written approval by the District. 
 
All rights of retirement, salary increments, and other benefits shall be restored at the level earned when the                  
leave was granted. Licensed teachers may also have their status restored. All accrued sick, vacation, personal,                
and other paid leave shall be applied to the leave period unless otherwise agreed to by the District or prohibited                    
by the Family and Medical Leave Act. 
 
Military / Legal Leave / Miscellaneous  
The Board recognizes that its employees have citizenship responsibilities. In order to make it possible for                
employees to carry out their responsibilities to the city, county, state, or nation, the Board may grant such leaves                   
as indicated below. When an employee receives notice that requires leave as delineated above, it is the                 
responsibility of the employee to notify the Superintendent or principal. 
 
Subpoena 
You will be granted leave if you are served a subpoena for a deposition or a trial that is related to your                      
employment. Please notify your supervisor as soon as you receive the subpoena. It is the intent of this section to                    
apply to defendants and subpoenaed witnesses. It does not apply wherein a staff member instigates a lawsuit. 
 
Jury Duty 
It is recognized by the Board that no employee is exempt from jury duty and that leaves of absence for such                     
duty must be granted. An employee on jury duty will receive their regular salary. 

o Staff members who are requested to serve as an election official in city, county, state, or national                 
government or bond elections, juryman, or witness by subpoena will not claim remuneration for              
such duty performed during the duty day and no deductions will be withheld from the salary. 

 
o An employee excused from jury duty after being summoned shall report for regular duty as soon                

as possible. Failure to report for duty will result in a deduction equal to that portion of a contract                   
day missed, as well as possible disciplinary action. 

 
Military Leave  
An employee who is a member of the uniformed service may use leave and be given reemployment                 
opportunities in accordance with the Uniformed Services Employment and Reemployment Rights Act. 
 
Community Service and Civic Leave 
The principal and superintendent or his/her designee must approve absences due to community service in               
advance. The maximum allowable Community Service and Civic Leave will be five (5) days per year. 
 
Professional Services Leave 
Staff members, who are requested to serve as an activity official, judge for a contest, or other similar                  
educationally related activities, will submit the remuneration they may receive to the District, if the service was                 
rendered during the duty day. The individual may retain remuneration earned for services after the duty day.                 
Permission to render professional service must be received from the immediate supervisor and the              
Superintendent prior to commitment. The maximum allowable Professional Service Leave will be five (5) days               
per year. It is the intent of this policy that a staff member should not receive compensation from Clovis funds                    

 



 

and another fund from another source, which would amount to more of a salary than the staff member would                   
have received from the District.  
 
Conferences / Visitations / Workshops  
To attend meetings or conferences, licensed employees must obtain approval from the administration at least               
twenty (20) days prior to the meeting or conference dates whenever such prior request is possible. 
 
The following guides will be used in granting released time and/or travel expenses: 

o Value of the meeting or conference 
o Budgeted fund availability 
o Availability of a substitute, if necessary 

 
Forms and instructions for filing travel claims are available at the District Administration Building. 
 
Special Assignment Leave 
A certified/licensed staff member may be requested or assigned to represent the District, school, or department                
in an activity that directly relates to the certified/licensed staff’s duties. The District shall pay substitutes. 
 
Professional Activities Leave 
Professional Activities Leave is to provide an opportunity for staff members to participate in professional               
organizations, which enhance the delivery of services to students and professional educational growth on a               
local, district, state, and regional basis. When serving as a leader or similar position; the Superintendent may                 
grant approval for the absence (maximum of five (5) days per school year) and the substitute will be paid by the                     
District. Permission for such absence is to be requested in advance from the immediate supervisor and the                 
Superintendent. Special consideration on an individual basis shall be given to those elected or appointed as a                 
state or national officer. 
 
Staff members desiring to run for a state presidency, national office, or accept a national appointment, shall be                  
reviewed on an individual basis by the Superintendent. 
 
Requests for Professional Activities Leave over and above set limits shall be evaluated by the Superintendent to                 
determine the benefit to the District. Professional Activities Leave days shall not accumulate from year to year. 
 
Sabbatical Leave  
Upon approval, as a part of a compensation plan, the Board may grant Sabbatical Leave showing direct benefit                  
to the instructional program to licensed teaching and administrative personnel for a maximum of one (1) year in                  
accordance with 22-10A-35 through 22-10A-38 NMSA 1978, and 6.66.4.8 NMAC. The certified/licensed staff             
member must submit an application to the Clovis School Board no later than January 15 of the school year                   
preceding the leave request period. 
  

 



 

CMS EMPLOYEE HANDBOOK SECTION 4:  ​Employment Information 
 

Staff Contact Information  
An employee should notify his/her immediate supervisor and the Employee Services Department as soon as               
possible of any change of name or emergency contact information. If there is a status change with an individual                   
who is listed on an employee’s benefits document, the Benefits Office should be notified as soon as possible.                  
Change of address and telephone number changes can be made through Employee Access in Skyward. 
 
Meetings / Orientation  
Principals/supervisors are responsible for employee attendance at building level staff meetings, new educator             
orientation days, and participation in district in-service training. Each employee is responsible for obtaining              
information about when and where the required meeting(s) will be held and to attend as directed.  
 
New educator orientation days consist of a general orientation to the District as well as the state required                  
training in Bloodborne Pathogen, Asthma Awareness, Sexual Harassment Staff-Staff, Sexual Misconduct           
Staff-Student, Playground Supervision (elementary only), Child Abuse Identification and Intervention, and           
Student Drug & Alcohol Abuse.  
 
Numerous professional development opportunities occur throughout the year, and participation in the District             
Staff Development Program is based on individual interests and needs. Maintenance, Child Nutrition, Custodial,              
Related Services, and site supervisors will conduct training sessions at their discretion.  
 
Documentation for Contracts and Compensation 
After successful completion of the background check process, each employee will provide the following              
information by October 1 or within thirty (30) days from the first day of employment: 

1. A proper license for the position to be held (certified and educational assistants, selected              
maintenance staff) 

2. An official transcript or high school diploma/GED showing education record and training 
3. Suitable evidence of date of birth 
4. Any other documentation as may be required by law 

Failure to provide information during the specified timeline may cause discontinuance of salary and the               
possibility of a requirement to return to the District compensation received. 
 
Competencies  
Competencies for each job description may be obtained from your supervisor or on the District’s website under                 
the Employee Services Department. Competencies are addressed as a part of the District’s Performance              
Evaluation Plan. 

 
For teachers/certified librarians, the indicators for each level of competence may be obtained from your building                
principal or on the www.teachnm.org website. 
 
Health/Medical Examinations  
If at any time there is a question as to the ability of an employee to perform his/her assigned responsibilities or                     
for other good and just reasons, the District may require a complete medical examination performed by a                 
District appointed physician. The school district will pay for the examination. 
 
Such a medical examination will be considered job-related and consistent with business necessity, and therefore               
permissible, in the following situations:  

● When an employee wishes to return to work following an absence due to illness or injury. An                 

 

http://www.teachnm.org/


 

examination may be conducted to determine if the employee, with reasonable accommodation, can             
safely and effectively perform the essential functions of the job. 

● When an employee requests an accommodation. If an employee requests an accommodation on the              
basis of a claimed disability, an examination may be conducted to determine if the employee is an                 
"individual with a disability" to whom a duty of accommodation is owed and, if so, to identify potential                  
accommodations. 

● When an employee is having difficulty performing the assigned job effectively, the District may require               
the employee to undergo a medical examination to determine if the performance problems are a result of                 
an underlying medical condition. 

● Medical examinations or monitoring are required under certain circumstances by regulations issued by             
the Department of Transportation and the Occupational Safety and Health Administration. Note that this              
does not include the normal doctor’s excuse to not report to work or the doctor’s note to return to work                    
following an illness or medical care. For this type of medical documentation the employee is generally                
responsible for paying for his/her own medical care. 

 
Job Descriptions  
Job descriptions may be obtained from your supervisor. A copy may be provided to each employee at the initial                   
point of employment. Job descriptions are also available on the District’s website under Employee Services               
Department. Job descriptions are subject to change without notice. 
 
Licensure Requirements 
All staff members who are required to have a current license issued by the New Mexico Public Education                  
Department, other licensure agencies, or regulatory boards in New Mexico must provide a copy of the license to                  
the Employee Services Department by the state-mandated deadlines. 
 
Teachers, educational assistants, special education ancillary staff, librarians, counselors, social workers,           
coaches, trainers, therapists, administrators, and substitute teachers are a partial list of staff members who must                
be licensed. 
 
The District provides training to educational assistants in an effort to assist them in acquiring a license, but it is                    
the employee’s responsibility to acquire the license. 
 
Employees who do not have a license with the New Mexico Public Education Department are required to                 
submit a fingerprint background check. Forms and information about licensure are available in the Employee               
Services Department and at the New Mexico Public Education Department's website:           
http://www.ped.state.nm.us and www.teachnm.org under Licensure Information. 
 
Continuing License, Renewing License  
For continuing licensure at all levels, your most recent employing local superintendent or nonpublic school 
administrator must verify that you have satisfactorily demonstrated the New Mexico Public Education 
Department’s (PED) approved competencies. If you possess more than one license, you may renew each of 
those licenses provided that you have satisfactorily demonstrated the competencies for the license under which 
you are currently employed.  

 
Should the local superintendent or nonpublic school administrator verify that you have not satisfactorily              
demonstrated the PED approved competencies, you may follow an established appeals procedure. A copy of the                
appeals procedure may be obtained from the New Mexico Public Education Department’s Professional             
Licensure Unit. 
 

 

http://www.ped.state.nm.us/
http://www.teachnm.org/


 

It is the employee’s responsibility to know when his/her license will expire and to take the necessary steps for                   
renewal and provide a copy to the Employee Services Department, prior to the mandated deadlines. If an                 
employee does not maintain a current, valid license for the position for which he/she is hired, he/she will not be                    
entitled to monetary compensation. 
 
Personnel Records  
The Deputy Superintendent of Employee Services shall maintain a personnel file for each employee. This file                
will be retained in the District Administration Building with proper security controls observed. The personnel               
records of the school system will comply with all state and federal regulatory agencies. The records generally                 
will include, but not be limited to: 

Pre-Employment File: 
1. Original application and references 
2. Documents obtained prior to employment, i.e., police record checks, court checks, worker            

compensation history, etc. 
3. Reference documents prepared for submission to other agencies to which an employee may have              

applied for employment 
Personnel File: 
1. Complete transcript of college credit or high school diploma 
2. Current teaching certificate/license, if required 
3. Driver’s License or Passport 
4. Social Security Card 
5. Birth Certificate 
6. Retirement record  
7. Contracts or letters of employment 
8. Supervising reports 
9. Service record  
10. W-4 form 

 
Personnel records of the District are not classified as public records; therefore, are not open to public inspection.                  
The use of the personnel file will be limited to the employee and his/her designated representative, the                 
Superintendent or his/her designated representative, or the principal/supervisor. Use of the file by any of the                
above individuals will be through the office of the Deputy Superintendent of Employee Services. 
  
Employees may have an opportunity to respond, in writing, to any material in their personnel file that they                  
consider to be incorrect and negative and/or detrimental to their professional status or personal character. The                
response by the employee shall be included in his/her personnel record. Personnel may have what they consider                 
incorrect, negative and/or detrimental materials removed from their personnel record under the following             
guidelines: 

1.  A period of two (2) years has passed 
2.  The Deputy Superintendent of Employee Services and the Superintendent agree to its removal 
3. All personnel involved in the material’s submission to the personnel record and the employee agree to                 

its removal, thereby agreeing that the reason for the initial submittal has been resolved. 
If an employee wishes to review his/her personnel file, he/she may do so by making an appointment with 
the Employee Services Department staff. The Employee Services Department will make copies for 
employees of documents in their personnel file. 

 
Required Training 
All employees shall be required to complete training in Bloodborne Pathogen, Asthma Awareness, Sexual              
Harassment Staff-Staff, Sexual Misconduct Staff-Student, Playground Supervision (elementary only), Child          

 



 

Abuse Identification and Intervention, and Student Drug & Alcohol Abuse. This requirement shall be completed               
each school year. Additional training may be required of staff members periodically as a condition of continued                 
employment in order for the District to meet legislative mandates and state and federal laws and regulations. 
 
Resignations  
Resignations or any provision in regard to notification of resignation by an employee will depend on the                 
conditions of tenure and continuing contract that are in effect. The District does not expect its employees to feel                   
an obligation beyond the legal requirements of their contracts. The District does expect employees to act in                 
accordance with several ethical considerations. 
 
When feasible, a full-time employee who has been approached with an offer of employment outside the District                 
should inform the appropriate administrators of the District when such negotiations are in progress. The               
conclusion of a binding agreement for the employee to accept a position elsewhere should always be followed                 
by a prompt notice to the District. 
 
A full-time employee should not resign in order to accept other employment during the term of a contract. It is                    
recognized that emergencies occur. In such an emergency, the employee may ask the Deputy Superintendent of                
Employee Services to waive this requirement.  
 
For certified/licensed staff, a written notice of resignation shall be filed with the Deputy Superintendent of                
Employee Services thirty (30) days prior to the effective date of resignation. The Deputy Superintendent of                
Employee Services may waive the 30-day notice. A resignation form may be obtained from the Employee                
Services Department or from the District’s website.  Only the superintendent may rescind a resignation.  
 
Transfers  
To be considered for a transfer to a different position within the District, an employee must complete an                  
application. Teachers who are interested in transferring to a different position must follow the Lateral Transfer                
Process.  
 
The superintendent will determine all staff assignments. Such assignments shall be based on the needs of the                 
District. In addition, no right to school, grade, or subject assignment shall be inferred from the standard                 
teacher's contract. Therefore, assignments of all staff members may be changed to serve the best interest of the                  
District. 
 
Staff members may apply for transfer or reassignment when vacancies exist. Generally, transfers will not be                
approved during the school year unless the needs of the District dictate such. 
 
It shall be the policy of the Board that personnel be assigned on the basis of their qualifications, needs of the                     
District, and their expressed desires. When it is not possible to meet all three (3) conditions, personnel shall be                   
assigned first in accordance with the needs of the District, second where the Superintendent determines the                
employee is most qualified to serve, and third as to expressed preference of the employee. 
 
In the case of vacancies in new or existing positions, equal consideration will be given to qualified applicants                  
among current employees. 
 
The resolution of conflicts over the need for a transfer shall be based on what is best for the instructional                    
program, student need, and the overall needs of the District as defined by the Superintendent. 
 
 

 



 

Vacancies  
Vacancies in the District are generally posted on the District’s website. Current employees who apply for a                 
vacant position are fairly considered. Occasionally, preference is given to current District employees when the               
job description suggests they may be the best-qualified group of applicants. Generally, current employees who               
have applied for a position are given equal consideration with all applicants for the position. 

 
Evaluation of Professional Personnel  
Evaluation of certified employees is necessary to improve performance and to move the District toward               
excellence. Another purpose of evaluation is to contribute to the process for the determination of               
re-employment, termination, and/or reassignment. 
Clovis Municipal Schools’ evaluation process will include student/parents/peer assessments, administrative          
observations, as needed; performance goals and objectives; competencies and job descriptions. Procedures and             
suggested timelines for implementing Board Policy G-5350 are set forth in the District’s handbook, Cooperative               
Professional Development Plan, and/or the New Mexico Public Education Department’s website under            
NMTEACH.  
 
Evaluation of Support Personnel  
Evaluation of support personnel is necessary to improve performance and to move the District toward               
excellence. Another purpose of evaluation is to contribute to the process for the determination of               
re-employment, termination, and/or reassignment. 
 
Immediate supervisors and directors are responsible for the evaluation of support staff. Procedures and              
suggested timelines for implementing Board Policy G-8900 are set forth in the District’s handbook, Cooperative               
Professional Development Plan for Support Staff. A current copy is available on the District’s website under the                 
Employee Services Department. 
 
Employee Discipline Process  
For job performance that is less than acceptable or for misconduct, supervisors 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, and discharge, as determined to be appropriate. 
 
Progressive discipline may be used to correct employee behavioral or performance issues. In this process,               
employees may receive the following: (1) informal warning/counseling, (2) documented          
warning/reprimand/directive, (3) increasing disciplinary action, and (4) notice of termination/dismissal.          
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. 
 
Employees may respond in writing, in a timely fashion, to any disciplinary documentation they may receive                
from their supervisors. This process is separate from the District’s Grievance Procedure. 
  
If warranted, employees may be temporarily suspended from their worksite due to an incident.  
 
Following an investigation, if the action or incident does not warrant dismissal, the employee will be reinstated                 
to his/her position with all salary and benefits. 

 
CMS employees may be suspended for actions, incidents, or work habits that do not adhere to policies of the                   
Board of Education and/or administrative rules and regulations of Clovis Municipal Schools. 
 
 

 



 

Administrative Leave Pending Possible Disciplinary Action 
If you are suspected of violating District policies, procedures, or work rules, you may be placed on                 
Administrative Leave, with or without pay, pending an investigation. Being placed on Administrative Leave              
With Pay may not be considered a disciplinary action. Often this is done to protect both the employee and the                    
District until an appropriate investigation can be completed.  
 
Disciplinary Actions and Suspensions  
Disciplinary action against an employee may take the form of a written reprimand or suspension (with or                 
without loss of pay).  Causes for such actions and procedures are as follows: 

A. In the event the administration (Superintendent, principals or supervisors) learn that a staff member has               
been indicted, charged, or otherwise accused of having committed an offense which might warrant              
dismissal, the Superintendent may suspend the employee from duties, without loss of pay, until the               
question of the employee’s fitness to perform his or her duties is resolved. Accusations which might                
warrant suspension include, but are not limited to, a charge that an employee has committed a felony or                  
other crime involving moral turpitude, or otherwise has engaged in the conduct of a morally               
reprehensible nature tending to discredit the faculty or the District, or to cast doubt upon the employee’s                 
fitness to continue serving in his or her position. 

B. In the event the Superintendent determines that suspension from duties is warranted and upon              
completion of an investigation, the Superintendent shall either return the employee to duty or initiate               
procedures for dismissal. 

C. In the event the Superintendent initiates procedures for dismissal, he/she shall give the employee written               
notice of proposed action and a statement informing the employee of his/her right to a hearing. 

 
Dismissal or Termination  
Dismissal or termination of an employee may be imposed for cause, including but not limited to the following                  
reasons: 

1. Conviction of a felony or a crime involving moral turpitude; 
2. Unlawful use of alcohol or narcotics; 
3. Failure to comply with official directives and/or established Board of Education 

policies, or; 
4. Physical or mental incapacity preventing performance of duties. 

 
NOTE:  dismissal of a certified staff member during the term of a contract requires due process. 
 
Workplace Grievances  
This applies only to grievances, which relate to conditions of employment.  
NOTE: Grievances that relate to equal employment and educational opportunity, sexual harassment, and             
discrimination of groups that are protected under federal or state law are not covered in this process. Please                  
refer to ñGrievance Procedures for Civil Right Discriminationò contained in this Handbook. 
 
Terms and conditions of employment mean the hours of employment, compensation, including fringe benefits,              
and the employer's personnel policies directly affecting the employee. In the case of professional employees, the                
term does not include educational policies of the District.  
 
In regards to workplace grievances, you should first try to resolve the matter by discussing it informally with                  
your immediate supervisor. If that does not work, you must put your concern(s) in writing to your immediate                  
supervisor. From this point forward, please follow the process outlined below. Please note, some concerns are                
not grievable using this process. For example, if your supervisor gives you a ‘bad evaluation or written                 
reprimand’, you can respond in writing as a part of the Performance Evaluation Plan; you do not respond by                   

 



 

filing a grievance under this process. 
 

No person shall suffer retaliation, recrimination, discrimination, harassment, or otherwise be adversely affected             
because of the use of the grievance procedure. 
 
The following procedure has been established for effective communication between District employees,            
administrative staff, and the Board: 

▪ Prior to filing a formal written grievance, the grievant must attempt to resolve the matter by one (1) or                   
more informal conferences with the immediate supervisor. The first informal conference must be             
conducted within ten (10) days after the employee knew, or should have known, of the act or omission,                  
giving rise to the grievance. A second or any subsequent conference must occur within five (5) days                 
after the initial informal conference, or any subsequent conference. 

▪ If the informal conference(s) does not resolve the matter, the grievant moves to the Formal Grievance                
Process. The process is explained in detail in CMS Board Regulation G-1811, and the necessary forms                
are provided in CMS Board G-1831. The regulations and forms are also available in the Employee                
Services Department. 

▪ Please note, employees must follow and complete each level in the formal process prior to moving to the                  
next level. The Formal Grievance Process always begins with your immediate supervisor. 

 
The following situations are not covered by this grievance procedure: 

▪ The discretionary act(s) of professional judgment relating to the evaluation of the work performance of               
any employee by the designated evaluator(s).  

▪ A personnel decision made by the Superintendent, including but not limited to a termination or               
discharge, demotion, or Board action directly and adversely affecting an employee's employment, which             
may be subject to redress through provisions of state law and regulation. 

▪ Situations in which the Superintendent and the Board are without authority to act or where the power to                  
remedy the employee's concern resides exclusively with some person, agency or authority other than the               
Board.  

▪ Situations as to which a different procedure for remedy has been provided by the Board, or where state                  
or federal authority prescribes District procedure. 
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CMS EMPLOYEE HANDBOOK SECTION 5: ​Employee Conduct 
 

By accepting employment, you have a responsibility to the District and to your fellow employees to adhere to                  
certain rules of behavior and conduct. The purpose of the rules is not to restrict your rights, but rather to be                     
certain you understand what employee conduct is expected and necessary. Employee conduct guidelines are              
necessary to help everyone work together efficiently, effectively, and congenially. 
 
Employee Conduct in the Workplace 
Employees are expected to conduct themselves in a manner that is professional, mature, responsible, and               
appropriate in the workplace. Employees are to act in a manner as to provide a good example for students and                    
follow the Code of Conduct [See CMS Policy G-0750] and all other CMS Board Policies and Administrative                 
Regulations and directives. All employees should avoid behaviors, such as those listed below:  

● Abusive, harassing, bullying, or threatening conduct in the workplace 
● Excessive tardiness and absenteeism 
● Being absent without leave 
● Engaging in unprofessional conduct 
● Engaging in behavior which creates discord and lack of harmony 
● Engaging in acts of insubordination 
● Neglecting assigned duties 
● Violating security or safety rules or failing to observe safety rules or District safety practices 
● Engaging in acts of dishonesty 
● Engaging in discourteous treatment of the public 
● Failing to follow the chain of command 
● Engaging in activities which violate federal, state or local laws or which, in any way, diminish the                 

integrity, efficiency or discipline of the District  
If an employee fails to follow these guidelines, it may result in disciplinary action for misconduct, up to and                   
including dismissal from their position. 

 
If you have questions concerning work or safety rules, or any of the unacceptable behaviors listed above, please                  
see your supervisor. The list of behaviors for employees to avoid does not include all types of conduct that can                    
result in disciplinary action, up to and including discharge. Nothing in this list alters the at-will nature of                  
employment for contracted employees of the District. 
 
Safety 
Staff members are entitled to protection and reasonable safety while performing their duties for Clovis               
Municipal Schools.  

 
Any employee who is threatened with harm by an individual or a group while carrying out assigned duties shall                   
immediately notify the building principal or supervisor. 

 
An employee who notices any health or safety concern should notify the building principal or site supervisor. 

 
A Safety Committee exists to ensure the safety of all employees. Questions or concerns may be addressed to the                   
Deputy Superintendent of Operations. 

 
All injuries should be reported to your supervisor immediately. If the accident or injury is work related, the                  
Benefits Clerk at the District Administration Office should be contacted immediately. 
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Sexual Harassment  
CMS Board Policy A-0300 and District Regulation A-0311 state that all individuals associated with the District                
are expected, at all times, to conduct themselves so as to provide an atmosphere which is free from sexual                   
harassment. 

 
Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or              
physical conduct of a sexual nature when made by a member of the school staff to a student or to another staff                      
member, or when made to a student by another student. It is important to note that sexual harassment crosses                   
age and gender boundaries and cannot be stereotyped. In some situations, sexual harassment may even involve                
two women or two men. 

 
Any employee who is subject to sexual harassment, or who knows of the occurrence of such conduct, should                  
inform the Deputy Superintendent of Employee Services. The sexual harassment form, CMS Board Exhibit              
A-0331, is located on the District’s website. 

 
A substantiated charge against a staff member shall subject such staff member to disciplinary action.  
 
Harassment and Discrimination 
The District intends to provide a work environment that is pleasant, professional, and free from intimidation,                
hostility or inappropriate behavior that might interfere with work performance. Harassment or discrimination of              
any sort – whether verbal, physical, or visual based upon race, color, religion, gender, age, sexual orientation,                 
national origin or ancestry, disability, veteran status, or other protected status defined by law, will not be                 
tolerated.  Refer to CMS Board Policies A-0250, A-0300, and G-0200. 

 
Workplace harassment can take many forms. It may be, but not limited to: words, signs, offensive jokes,                 
cartoons, pictures, posters, email jokes or statements, pranks, intimidation, physical assaults or contact, or              
violence. Harassment is not necessarily sexual in nature. It may also take the form of other vocal activity                  
including derogatory statements not directed to the targeted individual but taking place within their hearing.               
Other prohibited conduct includes written material such as notes, photographs, cartoons, articles of a harassing               
or offensive nature, and retaliatory action against an employee for discussing or making a harassment               
complaint.  

 
All District employees have a responsibility for keeping the work environment free of harassment and               
discrimination. Any employee who becomes aware of an incident of harassment or discrimination, whether by               
witnessing the incident or being told of it, must report it to their immediate supervisor or the Deputy                  
Superintendent  of Employee Services.  

 
If there is no threat of violence, the District encourages you to communicate directly with the alleged harasser                  
and make it clear that the harasser's behavior is unacceptable, offensive, or inappropriate, although you are not                 
required to do so. In any case, if you believe you have been subject to harassment or discrimination, you are                    
required to notify your supervisor and/or the Deputy Superintendent of Employee Services immediately.  
 
All complaints will be investigated promptly and as discreetly and confidentially as possible. If harassment or                
discrimination by an employee is established, the District will take appropriate disciplinary action against the               
offender. Disciplinary action can range from verbal warnings to discharge, depending on the circumstances.              
The District will also take additional action necessary to appropriately remedy the situation. The District               
prohibits employees from retaliating in any way against someone who has raised a concern about harassment or                 
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discrimination of another individual. Retaliation of any sort will not be permitted. No adverse employment               
action will be taken against an employee making a good faith report of alleged harassment, concern about                 
harassment, or discrimination against another individual. 
 
Equal Opportunity for Employment and Services  
The Clovis Municipal School District provides equal employment opportunities (EEO) to all employees and              
applicants without regard to race, color, religion, gender, sexual orientation, gender identity or expression,              
national origin, age, disability, genetic information, marital status, amnesty, or status as a covered veteran in                
accordance with applicable federal, state and local laws. The Clovis Municipal School District complies with               
applicable state and local laws governing non-discrimination in employment in every location in which the               
District has facilities. The District will not tolerate discrimination and it requires employees to report incidents                
related to discriminatory behavior. Forms are available in the Employee Services Department to assist in this                
regard. 

 
The District makes reasonable accommodations to qualified employees with disabilities for the performance of              
essential job functions as long as it does not impose an undue hardship on the District. Accommodations are                  
made on a case-by-case basis in accordance with the Americans with Disabilities Act and other relevant laws                 
and regulations. Contact the Employee Services Department for questions and assistance.  
 
Grievance Procedures for Civil Rights Discrimination  
This pertains only to grievances that relate to equal employment and education opportunity, sexual harassment,               
and discrimination of groups that are protected under federal or state law. NOTE: Grievances that relate to                 
terms and conditions of employment or supervisors following CMS Board Policies are not covered in this                
process.  Please see Workplace Grievances. 

 
The Deputy Superintendent of Employee Services shall be the compliance officer. Any person who feels               
unlawfully discriminated against or to have been the victim of unlawful discrimination by an agent or employee                 
of the District or who knows of such discrimination against another person should file a complaint with the                  
Superintendent or the Assistant Superintendent of Employee Services. If the Superintendent is the one alleged               
to have unlawfully discriminated, the complaint shall be filed with the President of the Board. 

 
Complaint forms are available on the District’s website in CMS Board Policies A-0331 or in the Employee                 
Services Department. 

 
The District is committed to investigating each complaint and taking appropriate action on all confirmed               
violations of policy. The Superintendent shall investigate and document complaints filed pursuant to this              
regulation as soon as reasonable. In investigating the complaint, the Superintendent will maintain             
confidentiality to the extent reasonably possible. The Superintendent shall also investigate incidents of policy              
violation that are raised by the Board, even though no complaint has been made. 

 
If, after the initial investigation, the Superintendent has reason to believe that a violation of policy has occurred,                  
the Superintendent shall determine whether or not to hold an administrative hearing and/or to recommend               
bringing the matter before the Board. 
If the person alleged to have violated policy is a teacher or an administrator, the due process provisions of                   
Board Policy GCQF shall apply, except that the supervising administrator may be assigned to conduct the                
hearing. In cases of serious misconduct, dismissal, or suspension, proceedings in accordance with statutes may               
be initiated. 
 
If the person alleged to have violated policy is a support staff employee, the Superintendent may follow due                  
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process and impose discipline under Board Policy G-6100, if evidence warrants.  
 
The Superintendent may also recommend suspension without pay, dismissal, or impose other appropriate             
discipline. If the Superintendent's investigation reveals no reasonable cause to believe policy has been violated,               
the Superintendent shall, in writing, inform the complaining party. 
 
Code of Ethics for Licensed/Certified Staff  
Although this is the standard set for licensed/certified staff in statutes, it also applies to ALL employees of the                   
District. Specific information is contained in CMS Board Policy G-0750, Code of Conduct. 
 
6.60.9.9  Standards of Professional Conduct 
A.  Preamble 

1) We, licensed New Mexico educators, acknowledge that ethical values in our schools cannot exist              
without ethical leadership. It is our ultimate goal to educate children so that they may become                
productive citizens; we understand that our guidance and ability to provide choices has a profound               
effect on reaching this goal. In affording students and each other choices, we agree to consider the                 
consequence of each choice, the moral value best exemplified by the recommended choice, and our               
position on the choice if it were applied to us. These principles apply equally to all licensed                 
educators in all schools except where they are uniquely applicable to public schools or where they                
conflict with principles of religious freedom. 

2) Moral values are to ethical leadership what years of experience are to a successful educator. The                
former sets the stage for success of the latter. Abstract principles that espouse excellence do not               
easily equate into simple behavioral maxims. We are certain that some foundational concepts can be              
embraced because they truly celebrate desirable moral values. These concepts are: respect for one's             
self and others, honesty and openness, the delicate balance between absolute freedom and safety, the               
equally delicate balance between confidentiality and the right to know, equality of opportunity,             
fairness to all, and personal integrity. 

3) In the final analysis it is our consistent ethical leadership that wins the most allies and produces the                  
best results. Not only does this code highlight our professional responsibilities, but also it stimulates              
us to discuss the professional implications of our ethical choices and ethical recommendations,             
causes us to assess and reassess our application of moral values, and sets forth concrete behaviors                
appropriate for education professionals. We are committed to this code and understand that it             
provides minimally accepted standards of professional conduct in education. 

 
B.  Standard I:  Duty to the Student   
We endeavor to stimulate students to think and to learn while at the same time we seek to protect them from any                      
harm. Ethical leadership requires licensed educators to teach not only by use of pedagogical tools, but also by                 
consistent and justifiable personal example. To satisfy this obligation, we: 

1) shall, in compliance with the Family Educational Rights and Privacy Act of 1974 (20 U.S.C. Section                
1232g, 34C.F.R. Part 99), the Individuals with Disabilities Education Act (20 U.S.C. Section 1401 et seq.,                
34 C.F.R. Part 300), the Mental Health and Developmental Disabilities Code (Section 43-1-19, NMSA              
1978), the Inspection of Public Records Act (Section 14-2-1 et seq., NMSA 1978), the Public School Code                 
(Section 22-1-8, NMSA 1978), and the Children's Code (Sections 32A-2-32, 32A-4-3, NMSA 1978),             
withhold confidential student records or information about a student or his/her personal and family life               
unless release of information is allowed, permitted by the student's parent(s)/legal guardian, or required by               
law; 
2) shall not discriminate or permit students within our control, supervision or responsibility to             
discriminate against any other student on the basis of race, color, national origin, ethnicity, sex, sexual                
orientation, disability, religion, or serious medical condition; 

 


