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Dear Staff Member:

Lake Arthur Elementary School
Lake Arthur Middle School
Lake Arthur High School

As you begin a new school year, it will be one that holds many promises and many challenges. It will be a time
of change. It will be a time of work and play. Above all, it will be a time of learning.

As students progress through the Lake Arthur Municipal Schools, you will hold the future of many of their
aspirations in your professional hands. With your help, guidance, and knowledge, students will gain
immeasurably from being a part of the Panther family at Lake Arthur Municipal Schools.

It is important that all staff involved with the operations of Lake Arthur School District realize that the efforts
we make must be through a performance centered, data-driver decision making, continuous improvement
process coupled with the recognition of the self worth of each student.

The Staff Handbook is a guide that is both informative and regulatory on how to conduct district/school
operations. As a step for improving Lake Arthur Schools and providing clearer information to its employees,
the Staff Handbook has been divided into topic sections.

Foreward
Introduction
Staff Organization

District Strategic Plan/General Information

Compliance Information

Positive Behavior System
School/District Regulations and Procedures

Business and Personnel Regulations and Procedures
Curriculum and Instruction Regulations and Procedures
Physical Plant and Facilities Management Regulations and Procedures

The administration of Lake Arthur Municipal Schools welcomes you to the 2011-2012 Year of the Panther.

Sincerely,

dflichael §rossman, Superintendent JHale Ballaxd, Principal
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STAFF ORGANIZATION

Lake Arthur Municipal Schools’ Board of Education

Mr. John Jackson President

Mr. Edward Rubio, Jr. Vice-President
Mrs. Irma Guillen Secretary

Mr. Kenneth Hart Member

Mr. Gene Bassett Member

Lake Arthur Municipal Schools’ Administrative Personnel

Mr. Michael Grossman Superintendent

Mr. Dale Ballard Principal

Ms. DeeDee Dalton Business Manager

Mrs. Sandi Rollins Administrative Secretary
Mrs. Cristina Villa Bookkeeper

Lake Arthur Municipal Schools’ Certified Staff

Ms. Sarah Oechsner Mrs. Kenna Arganbright Mr. Tim Shea

Ms. Stacey Eberhart Mrs. Rebecca Hart Mrs. June Willmore
Mrs. Karina Norris Mr. Mark Lopez Mrs. Becki Hammond
Miss. Holly Brazil Mr. Norma Tattershall Ms. AndaRee Pierce
Mr. Gary Acosta Mrs. Cindy Carpenter Mr. Jose Porras
Math-Vacant Mrs. Marilyn Hanke Mr. Terry Pierce

Mrs. Rosa Shea CTE-Vacant Mrs. Marilyn Muncy
Miss Rebecca Villalva Mrs. Bonnie Torres Mr. Don Arganbright

Lake Arthur Municipal Schools’ Instructional Support Staff

Mrs. Maricelda Pisana Mrs. Rebecca Hart Mrs. Ninfa Rincon
Miss Kristy Armstrong Miss Stephanie Shea Mrs. Sue Mattox

Lake Arthur Municipal Schools’ Support Service Staff

Mr. Randy Davis Mr. Johnny Teel Mr. Larry Cline
Mrs. Carey Lard Mr. Domingo Pisana Mrs. Maria Trivizo
Ms. Ismelda Trivizo Mrs. Susie Salcido
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Lake Arthur Municipal Schools
Educational Plan for Student Success

Vision

Lake Arthur Municipal Schools will represent THE high performing
standard for student achievement.

Mission

Lake Arthur Municipal Schools’ staff will engage students to become
self-directed learners through the application of research-based
strategies.

Creed

Through these doors pass Lake Arthur Municipal Schools’ staff who come to
work each day to learn, improve, and excel and in turn, assist each staff
member to do the same.

The Educational Plan for Student Success (EPSS) is a long-range strategic plan that each district is required to
develop, implement, assess, and evaluate. The purpose of the EPSS is to promote student academic
achievement and continuous school improvement (6NMAC3.2.9.1). Developing the EPSS will help schools
and districts:

e Move from periodic data review to trend analysis and meaningful interpretation of data;
Focus on academic achievement for all students;
Shift from annual review of the EPSS to an ongoing evaluation of strategies;
Provide information to the school community;
Provide a planning tool for school improvement;
Utilize the resources within the community to identify and address the diverse needs of all students;
Identify and align quality programs and services.



LAKE ARTHUR MUNICIPAL SCHOOLS
STAFF HANDBOOK, 2011-2012

o

LAKE ARTHUR MUNICIPAL SCHOOLS
EDUCATIONAL PLAN FOR STUDENT SUCCESS 2012 GOALS

(Tentative: 6/20/11)
FOCUS AREA: ACADEMIC - Continuous improvement in grade level student
performance in the core content areas.

Language Arts: Reading

General Goal 1: The percentage of all students in all grade levels, including Economically
Disadvantaged, scoring proficient or advanced in reading will increase by from to % as
measured by the NMSBA 2011-2012.

Language Arts: Writing

General Goal 1: The percentage of all students in all grade levels, including Economically
Disadvantaged, scoring proficient or advanced in writing on will increaseby _ from__ to__ % as
measured by the district grade level performance rubrics on 6-Trait writing assessments, MAP and the
NMSBA 2011-2012 writing performance rubric score of 3 or better.

Mathematics:

General Goal: The percentage of all students scoring in all grade levels, including Economically
Disadvantaged, scoring proficient or advanced in mathematics will increase by from to %0
as measured by the NMSBA 2011-2012.

FOCUS AREA: PARENT/COMMUNITY INVOLVEMENT - Continuous improvement
in establishing an inviting school centered on parent/community involvement to promote
student achievement.

General Goal 1: The Lake Arthur Schools’ staff will work to develop positive relationships with
parents/families to promote growth in academic achievement and personal learning for all students as
measured by NMSBA and short cycle (MAP) results and Quality of Education Survey results.

General Goal 2: All Pre-K-12 parents will increase family and community knowledge of school setting
and atmosphere to improve parent involvement participation in support their child’s learning process to
achieve grade level proficiency as measured by

FOCUS AREA: SAFE SCHOOLS - Continuous improvement in establishing a safe,
healthy, and positive learning environment.

General Goal 1: All students will work to increase academic achievement in an environment that is safe,
drug-free, and conducive to learning and consistent with District Positive Behavior Support System,
District Wellness and Emergency Multi-Hazard Plans and Policies as measured by NMSBA results, PBS
referrals, Health Services referrals, and attendance logs.
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LAKE ARTHUR MUNICIPAL SCHOOLS
EDUCATIONAL PLAN FOR STUDENT SUCCESS 2012 GOALS

(Tentative: 6/20/11)
FOCUS AREA: ENGLISH LANGUAGE LEARNERS - Continuous improvement in
English Language Learner, ELL, grade level student performance in the core content
areas.

General Goal 1: Lake Arthur Schools’ staff will provide an instructional program that will minimize
student language barriers and maximize student learning opportunities in language acquisition. The
percentage of all ELL Pre-K-12 students in all grade levels will score proficient or higher in proficiency
in English for ELL’s by from to 76 % as measured by the NMSBA 2011-2012.

FOCUS AREA: HIGH QUALITY TEACHERS AND PARA-PROFESSIONALS - One
hundred percent of the required certified staff will be validated as meeting the New
Mexico Licensure Certification and Endorsement requirements.

General Goal 1: All Pre-K-12 students will receive instruction from district staff who certified and/or
endorsed in the areas of instruction to which they have been assigned.

FOCUS AREA: HIGH SCHOOL GRADUATION - All students entering ninth grade
will graduate in four years meeting New Mexico’s and the Lake Arthur Municipal
Schools’ graduation requirements.

General Goal 1: All Grade 12 students will complete all graduation requirements and demonstrate grade
level proficiency in meeting the New Mexico Diploma of Excellence.
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SAFE SCHOOLS
SPECIAL NOTICE
Lake Arthur Municipal Schools’ has zero tolerance involving the activities stated below when pursued by
an individual or individuals who is/are associated with Lake Arthur Schools and/or who is on or using
district property:
Alcohol, Drugs or Tobacco
Assault on Students or Employees
Bullying
Destruction of School Property/Vandalism

Sexual Harassment

Weapons at School

The Lake Arthur Municipal Schools’ campus is a federal
Drug-Free and Weapons Free Zone
Drug Free Workplace Act of 1988
Guns Free Schools Act of 1994

Tobacco Free Schools of 1994

10
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GENERAL INFORMATION
Building Hours
Support Service Hours for District/School Operations: 6:00 a.m. — 6:00 p.m.
Special Event Hours: Determined by Event Activities
School Day Hours: 8:00 a.m. — 3:30 p.m.

Community Use of Building

The Lake Arthur Municipal Schools is an agency and social hub of the Lake Arthur community. Within the
governance structure of Lake Arthur Municipal Schools, effort will be made to provide facility to community
access when needed. The determination to provide facility use will be based on the availability of district
personnel supervision, the facility requested and when it is to be used. School functions take precedent over all
requests to use district facilities.

District/School Office Hours

Monday - Friday
Office Hours: 7:40 a.m. — 4:30 p.m.

11
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COMPLIANCE INFORMATION

12
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Lake Arthur Municipal Schools Public Notice

Americans with Disabilities Act
2011-2012

Lake Arthur Municipal School District complies with the American with Disabilities Act of 1990, Public Law
101-336 (ADA), which prohibits discrimination on the basis of disability. The ADA, as applied to school
districts, requires that no qualified individual with a disability shall, on the basis of a disability, be denied the
benefits of school district services, programs, or activities.

Accordingly, Lake Arthur Municipal School District will not refuse to allow a person with a disability to
participate in a school district service, program, or activity simply because the person has a disability.

Lake Arthur Municipal School District will not provide services or benefits to individuals with disabilities
through programs that are separate or different, unless the separate programs are necessary to ensure that the
benefits and services are equally effective.

Lake Arthur Municipal School District will not subject individuals with disabilities to discrimination in
employment under any service, program, or activity conducted by the school district.

Lake Arthur Municipal School District will take appropriate steps to ensure that communications with
applicants, participants, and members of the public with disabilities are as effective as communications with
others.

Lake Arthur Municipal School District will make reasonable accommodations in policies, practices, or
procedures when necessary to avoid discrimination on the basis of disability, unless a fundamental alteration in
the school district program would result.

Lake Arthur Municipal School District will operate its programs so that, when viewed in their entirety, they are
readily accessible to and usable by individuals with disabilities.

For further information:

In accordance with Section 35.106 of the ADA’s Title Two Regulations, all applicants, participants,
beneficiaries, and other interested persons are advised that further information may be obtained from the school
district and from the Office on the Americans with Disabilities Act, Civil Rights Division, U.S. Department of
Justice, Washington, D.C. 20035-6118

(202) 514-0301 (voice) or (202) 514-0381 (Fax).

Braille, audio cassette, and computer diskette versions of this Public Notice are available from the school
district.

Lake Arthur Municipal Schools ADA Public Notice, 2011-2012.doc

13
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Lake Arthur Municipal Schools Public Notice

Initial Notice of Equal Educational and Employment Opportunity
2011-2012

The Lake Arthur Municipal School District assures that no person shall on the grounds of race, color, or national origin be excluded
from participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving federal
financial assistance. (Title VI of the Civil Rights Act of 1954)

Further, the Lake Arthur Municipal School District prohibits discrimination based because of race, color, religion, sex, or national
origin. (Title VII of the Civil Rights Act of 1975)

Further, the Lake Arthur Municipal School District prohibits discrimination based on a person’s age. (Age Discrimination Act of
1975)

Further, the Lake Arthur Municipal School District will provide equal educational opportunities for students and equal employment
opportunities for staff, thus prohibiting discrimination in education based on sex. (Title IX of the Education Amendments of 1972)

Further, the Lake Arthur Municipal School District will provide equal educational opportunities for handicapped students and equal
employment opportunities for handicapped applicants and staff, thus prohibiting discrimination in education or employment based on
handicapping conditions. (Section 504 or PL 92-112, the Rehabilitation Act of 1973)

The Lake Arthur Municipal School District has designated Michael C. Grossman, Superintendent of Schools, as the person in charge
of the District’s compliance with the provisions of Title VI and VII of the Civil Rights Act of 1964, the Age Discrimination Act of
1975, Title IX of the Education Amendment of 1972, and Section 504 of PL 92-112, the Rehabilitation Act of 1973. The
responsibility of this position shall be directed toward the assurance that no barriers exist in equal educational opportunities, in
programs and activities for students; nor in equal employment, development, advancement or treatment of employees on the basis of
sex or disability. Concerns, complaints and requests for information may be directed to:

Michael C. Grossman, Superintendent of Schools; Lake Arthur Municipal Schools
P.O. Box 98 700 Broadway Lake Arthur, NM 88253 Telephone: (575) 365-2000

Further, the Lake Arthur Municipal School District does not discriminate on the basis of disability in the hiring, promotion, discharge,
pay, job training, fringe benefits and other aspects of employment. The District also assures that qualified applicants and employees
with disabilities will be provided necessary reasonable accommodations that do not impose undue hardship. It is the responsibility of
the applicant or employee to inform the Superintendent of Lake Arthur Municipal Schools that an accommodation is needed.
(Americans with Disabilities Act) District contact person is:

Michael C. Grossman, Superintendent of Schools; Lake Arthur Municipal Schools
P.O. Box 98 700 Broadway Lake Arthur, NM 88253 Telephone: (575) 365-2000

After an offer of employment has been made, applicants selected for positions may be required to complete a functional capacity
evaluation to determine his/her ability to perform job-related functions and his/her fitness for duty. This functional capacity
evaluation will be conducted by a medical service provider selected by the District. The employment contract and commencement of
work will be contingent upon the results of the evaluation. The temporary employees or individuals employed under an increment
contract.

Approval dated at Lake Arthur, New Mexico this 30th day of June, 2011 (Signed Copy On File in Administrative Office)

John W. Jackson, President, Board of Education

Attested:

Irma Guillen, Secretary, Board of Education

14
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Lake Arthur Municipal Schools Public Notice

Family Educational Rights and Privacy Act (FERPA)
2011-2012

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

3]

2)

3)

4)

5)

6)

The right to inspect and review the student’s educational records within forty-five (45) days of the day the district receives a request for access.
Parents or eligible students should submit to the school principal (or appropriate school official) a written request that identifies the record(s)
they wish to inspect. The principal (or appropriate school official) will make arrangements for access and notify the parent or eligible student of
the time and place where the record may be inspected.

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

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

The district classifies the following as Directory Information: student’s name, parent’s name, address, telephone listing, electronic mail address,
date and place of birth, participation in officially recognized activities and sports, weight and height of members of athletic teams, dates of
attendance, diplomas and awards received, student’s photograph, and the most recent previous school attended by the student. Any parent or
eligible student who objects to the release of any or all of this information without his consent must notify, in writing, the principal of the school
where the records are kept by the close of the tenth calendar day of the student’s enrollment each school year. The objection must state what
information the parent or student does not want to be classified as directory information. If not objection in received by the close of the tenth
calendar day of the student’s enrollment, information designated above will be classified as Directory Information until the beginning of the
next school year.

Copies of the complete FERPA policy adopted by the district may be obtained from the office of the Superintendent of the district, or from the
Principal’s office of each school within the district.

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

Family Policy Compliance Office
U.S. Department of Education
600 Independence Avenue, SW
Washington DC 20202 4605

Approval dated at Lake Arthur, New Mexico this 30™ day of June, 2011. (Signed Copy On File in Administrative Office)

John W. Jackson, President, Board of Education

Attested:

Irma Guillen, Secretary, Board of Education

Fn: StudentHandbook2011/ComplianceFERPAPublicNotice2011.doc
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LAKE ARTHUR MUNICIPAL SCHOOLS

THE FAMILY AND MEDICAL LEAVE ACT OF 1993

Lake Arthur Municipal Schools complies with the provisions of The Family and Medical Leave Act of 1993.

The law contains provisions on employer coverage; employee eligibility for the law’s benefits; entitlement to
leave, maintenance of health benefits during leave, and job restoration after leave; notice an certification of the
need for FMLA leave; and, protection for employees who request or take FMLA leave. The law also requires
employers to keep certain records.

(a) Under CFR Title 29 Chapter V Part 8225 Subpart F Section 825.600 — Section 825.604 certain specific
rules apply to employees of “local educational agencies,” including public school boards and
elementary and secondary schools under their jurisdiction, and private elementary and secondary
schools. The special rules do not apply to other kinds of educational institutions, such as colleges and
universities, trade schools and preschools.

Employees are asked to review the Lake Arthur Municipal Schools Board Policy and associative administrative
regulations, procedures, and forms to insure the provisions that are applicable to the employee are met within
the time restraints of the law.

Fn: StaffHandbook2011/Lake Arthur Municipal Schools FMLA Practices Notice.doc
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LAKE ARTHUR MUNICIPAL SCHOOLS

INDIVIDUALS WITH DISABILITIES EDUCATION ACT,
IDEA 1997 AND 2004
INCLUSIVE PRACTICES

Lake Arthur Municipal Schools recognizes that students with disabilities have a right to be educated with their
peers. The students not only have a right to be educated with their peers, but the school has an ethical and
moral obligation to appropriately diagnose and to provide needed services in the general education setting.

Part B of the Individuals with Disabilities Education Act (IDEA 1997) states:

...(1) That to the maximum extent appropriate, children with disabilities including children in public or
private institutions or other care facilities, are educated with children who are non-disabled; and (2) That special
classes, separate schooling or other removal of children with disabilities from the regular educational
environment occurs only if the nature of the severity of the disability is such that education in regular classes
with the use of supplementary aids and services cannot be achieved satisfactorily. (Authority: 20U.S.C. 1412

(2)(3)).

Therefore, Lake Arthur Municipal Schools is committed to providing services to identified students with special
needs in the general education setting. This is accomplished through collaboration between the general and
special educators. The special education teacher, as case manager, reviews the Individual Education Plan (IEP)
with the general education teacher, monitors the student’s IEP in the general education setting, and modifies
materials to ensure the full implementation of the IEP.

Fn: StudentHandbook2011Lake Arthur Municipal Schools Inclusive Practices Notice.doc
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Staff Performance Creed

Through these doors pass Lake Arthur Municipal Schools’ staff who come to
work each day to learn, improve, and excel and in turn, assist each staff

member to do the same.

Student Performance Creed
“Through these doors pass Lake Arthur students who come
ready each day to learn, grow, and achieve and in turn assist

their classmates do the same.”

18
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LAKE ARTHUR MUNICIPAL SCHOOLS CALENDAR SY 2011-2012

Adopted 06/30/11
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Lake Arthur Municipal Schools Campus Directory

Lake Arthur Elementary School Lake Arthur Middle School

Room Number Room Number

Kindergarten 300 Teen Center 100/101

Grade 1 301 English 103

Grade 2 302 Math 102

Grade 3 303 Instructional Coach 104A

Grade 4 304 Counselor 104B

Grade 5 305 Conference Room 104C

Staff Workroom 306 Bil. Ed./Spanish 105
Science 106
Read 180 107
Technology Laboratory 108
Middle School Hall 109

Lake Arthur High School Lake Arthur Physical/Vocational Education

Room Number Room Number

Resource 201 Cafeteria

ITV 202 Family/Consumer Sci. 147

Pre-K P1 Gymnasium 149

Science 204 Multi-Purpose Room 503

Social Studies 205 Vo-Tech Shop 507

Language Arts 206

Mathematics 207

Art 208

Staff Workroom 209

Atrium 506

Auditorium 504

Technology Laboratory 203

Support Service Areas

Room Number
Library 501/502
Nurse/Counselor Hall 505
Health Clinic 508
Outside Speakers 400

20



LAKE ARTHUR MUNICIPAL SCHOOLS
STAFF HANDBOOK, 2011-2012

ALMA MATER

LAHS FIGHT SONG
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POSITIVE BEHAVIOR SYSTEM

This positive behavior system is the result of the efforts of Lake Arthur Municipal Schools’ administration and staff. It is living
document that forms a foundation for a complete cultural systems change. The Positive Behavior System (PBS) is a set of processes
and strategies in a system framework. Its purpose is to increase the capacity of students to demonstrate character behavior that
contributes to the learning process by being independently responsible for their behavior that reduces learning disruptions. Through
this approach the staff have established clearly defined outcomes, are implementing research-validated practices, and are using the
School-wide Information System (SWIS) to collect data for decision-making and problem-solving. It is the part of the Safe Schools
Plan within the EPSS framework for continuous school improvement in which a proactive, positive, and consistent culture is put into
practice where behavioral expectations are understood, taught and modeled by adults and demonstrated by students.

Behavioral Expectations

The foundation character attributes are:
Respect, Responsibility, Trustworthiness, Fairness, Caring, and Citizenship.

Students use the four Panther Traits to develop personal character and demonstrate positive behavioral expectations:
BE RESPONSIBLE
BE RESPECTFUL
BE SAFE
BE ACCOUNTABLE

Posters, banners, and other visual representations will be displayed in all school settings stating the Panther Traits and associative
actions. Students will be taught exactly what is expected of them in each of these areas. Each classroom will develop a class mission
statement and procedures to assist in meeting the behavioral expectations that will be associated with accomplishing the Panther Traits
and contribute to a continuous learning environment.

Panther Trait Lesson Plans

To assist students in being able to know how each trait is demonstrated by the everyday actions of students, lessons have been
developed. These behavior lessons are, taught and modeled by adults. Students are also asked to develop lessons that emphasize a
specific concept of a Panther Trait. This will enable students to demonstrate behaviors that will complement a positive learning
environment. The Panther Trait lesson plans will be organized in the following format: 1) Introduce the Panther Trait Expectations;
2) Demonstrate the Rules and Procedures; and 3) Provide Monitoring and Feedback.

Panther Trait Reinforcement

Each school has developed a set of positive action steps for those students who meet the behavioral expectations of the Lake Arthur
Municipal School District and it school divisions. There will also be a systematic application of disciplinary regulations and
procedures when the student is unsuccessful in meeting behavioral expectations. Student/Parent academic, attendance, and behavior
compliance contracts may be used and are agreements in which personal signatures represent a person’s concurrence to meet and
follow the specific written statements contained therein. Failing to make progress or meet the contract’s conditions shall be caused for
further possible disciplinary action.

Panther Trait Process Implementation

To assist in starting the process the Panther Trait Expectations Matrix is provided as a basis for staff and students to establish a
Positive Behavior System. Further development and refinement will continue throughout the school year.
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LAKE ARTHUR MUNICIPAL SCHOOLS
STAFF HANDBOOK, 2011-2012

LAKE ARTHUR MUNICIPAL SCHOOLS
POSITIVE BEHAVIOR DISCIPLINARY SYSTEM FLOWCHART

POSITIVE CLASSROOM CORRECTIVE MEASURES

Explain, Focus & Frame
Panther Traits

Teach and Model Panther

LEVEL 1 Trait Expectations

Establish Class
Procedures Within
Behavior Expectations
e Regular vs
Special need
students

Emphasize Purpose of School
Through:
e Student performance creed
e C(Class mission statement

e Use of PBS methodology

LEVEL 2

Problem Behavior Analysis
Adjustments
e Physical setting
e Change in teacher
behavior
e Academic supports
e Functional Behavior
Assessment

Parent Contact
e Positive feedback to parent
e Verbal or written
communication
e Parent/teacher conference
e Request parent in classroom

Positive Classroom
Consequences
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LAKE ARTHUR MUNICIPAL SCHOOLS

STAFF HANDBOOK, 2011-2012
CLASSROOM/ADMINISTRATIVE BEHAVIOR CONSEQUENCES

LEVEL 3

Classroom Behavior Consequences
e  Minor offense corrective
measures
¢ Consequence determination

In-class disciplinary action
documentation
e Send/escort student to office
e Discontinue class measures/
referral

Administrative Behavior Consequences
e Positive consequence determination
»  Learn, grow, & achieve
= (Class mission statement
= Panther traits
e Negative consequence determination
= Restrictions/Detention
o Follow through with student, teacher,
parent

LEVEL 4 .. ) )
Classroom Behavior Administrative Behavior

Consequence
e Major consequence
determination
Follow through with
student, teacher,
parent

Consequence
e Major learning
disruption
e  Major offense

s
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LAKE ARTHUR MUNICIPAL SCHOOLS
STAFF HANDBOOK, 2011-2012

Lake Arthur Municipal Schools

Disciplinary Referral

Student Name Class-Grade | Date of Incident | Time of Incident | Referring Staff

Others Involved:
ONone O Peers O Staff O Teacher 0O Substitute [0 Unknown O Other

Name(s) of other staff involved:

Name(s) of other students involved:

Location:

O Classroom O Playground O Commons/common area O Hallway/breezeway 0O Cafeteria 0O Gym

0O Bathroom/restroom O Library O Parking lot [ Bus loading zone [0 On Bus O Special Event/field trip
O Other

Problem Behaviors (check the most intrusive):

O Abusive lang./inappr. lang. O Inappropriate Apparel O Excessive Tardies O Harassment/tease/taunt
O Defiance/Disrespect/Insubordination/Non-compliant O Disruptive Activities O Physical Aggression/Fighting
O Destruction/Defacement of Property O Failure to Follow Directives of Adult O Vandalism

O Skip class/truancy O Other
Possible Motivation:

O Obtain peer attention O Obtain adult attention O Obtain items/activities 0 Avoid peer(s)

O Avoid adult(s) O Avoid tasks/activities O Don’t know O Other
Description of Referral Incident: (Use additional paper as needed) (Submit documentation as needed)

Minor Behavior Documentation: O Provided O Not Available

O Inappropriate verbal language O Physical Contact O Defiance/Disrespect/Compliance O Disruption of Learning
O Property Misuse O Other

Staff Action Taken Prior To Referral:

O Loss of privilege O Held Conference with Student O Altered Classroom Structure

O Telephoned Parent O Sent Previous Report Home O Held Conference with Parent

O Consulted with Counselor O Consulted with Principal O Detained Student

O Other
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Lake Arthur Municipal Schools

Disciplinary Referral

Action and Recommendation(s):
O Time in Office O Student Conference O Restriction of Student Privilege(s) O Parent Contact/Conference

O Student Place on Contract O Student Placed in Detention O Student Out-of School Suspension
O Student Referred to Hearing O Other Action:

Case Referred to

School Rule Violation:
O Be Respectful O Be Responsible O Be Safe 0O Be Accountable
O Follow-up Student Actions (What are you going to do differently?)

Consequences:
Student Signature Date Principal’s Signature Date
O Sign and Return. O Need Not Be Returned.

Parent/Guardian Signature Date

Additional Comments:

Copies to: Teacher Student/Parent/Guardian Office
Fn: PBS2012/DisciplinaryReferralForm.doc
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Quotes for the 2012 School Year

"Principals who get and keep good teachers for their schools, principals who rid their
schools of persistently ineffective teachers and programs, principals who tirelessly seek to
build collaboration and consensus among the faculty, principals who consistently engage
their faculties in analysis and discussions about student learning, and principals who
demand and support improvements in teachers' pedagogy -- these are the leaders teachers

are seeking."
(Hayes Migzell, director of the Edna McConnell Clark Foundation's Program for Student Achievement)

“Excellence is not a skill. It is an attitude.” (John Marston)

“Personal development is your springboard to personal excellence. Ongoing, continuous,
non-stop personal development literally assures you that there is no limit to what you can

accomplish.”
(Brian Tracy)

It doesn't work to leap a twenty-foot chasm in two ten-foot jumps.
(American proverb)

How many failing students would it take for teachers to agree that things had to change.
“Put another way,” he asks, “what would the level of failure have to reach in order to
cause teachers discomfort.”

(Richard DuFour)

Regardless of how ‘good’ a faculty may consider its school, for the parent whose child
does not learn, the school has failed the child — 100 percent.”
(Richard DuFour)

The following pages are provided in an effort to make you aware of the policies, regulations, procedures and
forms that are expectations of an employee of Lake Arthur Municipal Schools. The Staff Handbook contains
both regulatory and guideline information that references the U.S. statutory code, New Mexico Law, and the
Lake Arthur Municipal Schools Board of Education policies. Administrative regulations, procedures, and forms
comply with all of the regulatory requirements pertaining to the operations of Lake Arthur Municipal Schools.
It is not meant to be a comprehensive review and explanation of all facets of professional work and
responsibility. Continual review and seeking of information is necessary to be up-to-date on the daily workings
involving job duties and responsibilities and organizational policies and regulations.
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SCHOOL/DISTRICT OPERATIONS REGULATIONS AND PROCEDURES

ACTIVITY/CLASS/ORGANIZATION SPONSOR GUIDELINES: All staff will be required to assist in
sponsoring and promoting student activities as part of their job description.
1. Review the Activity/Class/Organization Sponsor job description to be aware and be able to put
into practice your knowledge and application of those duties and responsibilities.
. Attend all meetings and events associated with activity/class/organization.
. Sign any announcements pertaining to the class and/or activity/class activities and events.
. As Class/Organization Sponsor elect officers at the first class meeting through parliamentary
procedures: .President, Vice-President, Secretary-Treasurer, and two Student Council
Representatives
5. Must follow requisition and purchase order procedures. Failure to do will mean that the
money spent cannot be reimbursed to you after the fact.
4. Select a fund raising project list and coordinate with superintendent. Notify students of the intent of raising
the funds as a function of representing Lake Arthur Municipal Schools.
5. Assist students in planning, conducting and cleaning-up after a designated event or activity.

W

ADMISSION TO DISTRICT EXTRACURRICULAR ACTIVITIES: To provide an opportunity for staff to
support students in all of their endeavors, there is no admission charge for staff to attend the extracurricular activities and
events.

ADULTS ON CAMPUS

Parents are always welcomed on campus. For the protection of children, and in respect for teacher’s instructional responsibilities
parents/guardians are not to enter the campus building where your child is located prior to the end of the day’s instruction. If visiting
the campus, schedule your visit in advance and always sign in with office personnel. ALL ADULTS (PARENTS, GUARDIANS,
VOLUNTEERS, OR VISITORS) ARE REQUIRED TO SIGN IN AT THE OFFICE UPON EACH TIME’S ARRIVAL ON
CAMPUS, regardless of visit’s length of stay. All adults who are visiting the campus are required to wear a visitor’s badge while on
campus. Any parent or adult without a name badge will be asked to return to the office to sign in. Consistent enforcement of this
regulation is necessary to ensure the safety of all students and staff on campus.

Parents/Guardians Picking Up Children At the End of the School Day

For those parents who arrive just before the actual school dismissal time, the main lobby in front of the administration office is
designated as the waiting area. When the dismissal bell rings, parents are to wait in the lobby for their student to proceed to the
designated classroom to pick-up their children for departure from campus. The dismissal time for each school is given below
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ADULTOS EN LA ESCUELA

Padres siempre son bienvenidos en la escuela. Para la proteccién de los estudiantes, y al respecto de los
maestros/as sobre las responsabilidades de instruccién, padres/guardidns no deben entrar a la escuela o edificio
donde estén locolizados sus nifios/as antes del acabo del dia de instruccién. Si estan visitando la escuela, favor
de hacer sita avansada y siempre firmensen con la personalidades en la oficina. TODOS ADULTOS
(PADRES, GUARDIANES, VOLUNTARIOS, O VISITANTES) SON REQUERIDOS DE FIRMARSE
EN LA OFICINA CADA VES AL LLEGAR A LA ESCUELA, a pesar del tiempo de la visita. Todos los
adultos visitando la escuela son requeridos de usar una tarjeta de visitante dentro de la visita en la escuela. Los
padres o adultos sin la tarjeta de visitante sera solicitado a la oficina para firmarse. Ejecucién consistente de esta
regla es necesario para asegurar la seguridad de todos los estudiantes y personal de la escuela.

Padres/Guardianes Recojiendo Los Estudiantes Al Fin Del Dia De La Escuela

A los padres que llegen antes del tiempo actual de salir la escuela, el vistibulo en frente de la oficina de
administracién esta designado como la sala de espera. Al sonar la campana de despido, padres deben esperar en
la sala de espera por su estudiante o continuar al salon que coresponde para recojer su estudiante para salir del
edificio. El tiempo de despido se encuentra abajo. Pp. 30

School Dismissal Time
Lake Arthur Elementary School 3:20 p.m.
Lake Arthur Middle School 3:20 p.m.
Lake Arthur High School 3:20 p.m.

BREAKFAST: The cafeteria will begin serving breakfast for interested staff members during the time that the students
are scheduled for breakfast. Duty responsibilities are not negated by your participation in the breakfast meal. Elementary
and secondary students will be served breakfast according to the daily schedule.

BUS LOADING/UNLOADING: All bus students will load and unload in the marked area on the south side of the
school campus. Students are to then enter the building through designated door entrances and proceed to the front of the
building until the specified building entry time. Students who are to go home by bus are to leave the building through
designated door exits. Students who are not riding the bus are not to be in the bus loading/unloading zone.
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SCHOOL/DISTRICT OPERATIONS REGULATIONS AND PROCEDURES

CAMPUS SECURITY, SAFE SCHOOLS:

Doors: Outside doors are NOT to be propped open. To leave a door propped open is a violation of campus security and
energy conservation regulations and procedures. Outside entrances into the building are to be controlled by door locking
mechanisms controlled through key entry. All room doors and building entrances/exits to the buildings are to be checked
by staff at the end of a school day or a school event to secure the campus before leaving.

CLASS PARTIES: Schools should be sensitive to the circumstances of all students. Since it is not a practice all
families to observe birthdays, there should be no birthday parties celebrated at school. Please do not allow students to
distribute invitations at school for home celebrations. When students distribute invitations, someone invariably gets left
out and that is not what schools are about. In the same regard, not all families observe holidays. Please be sensitive when
planning class observances and class parties. Celebrations are to be limited to Halloween, Thanksgiving, Christmas,
Valentine’s Day and also limited to the last half hour of the school day.

CLUBS, ORGANIZATIONS: A legitimate school organization must meet the following criteria before being
recognized:
1. Have approval from the principal and the superintendent
2. Have a faculty sponsor
3. Elect officers
4. Submit a constitution to the student council and have that constitution formally accepted and
approved by the student body.

Sponsors are responsible for the group and all of its activities. Be sure that all student activities are well planned and have
your approval before they are undertaken. All activities are to be coordinated with the superintendent/principal and must
follow pre-arranged guidelines for the benefit of the district.

DANCES: All plans for any dances must have prior approval of the principal and/or the superintendent. People who are
not enrolled at our school may not attend a school dance unless they have been issued a guest pass. Guest passes are
issued by guess event criteria and by principal and/or the superintendent. Dances at LAHS will end no later than
midnight.

DISMISSAL, STUDENT: Students in grades Pre-School and K-12 will begin dismissing with kindergarten by the
daily schedule distributed to staff. This process will help to insure that elementary students are clear of the building and
bus loading areas before the secondary students are dismissed.

Class or period dismissal is to be a direct verbal permission given by the teacher to the students.

KEYS: Room keys and any additional keys must be signed out by business personnel from administration office.

DO NOT GIVE YOUR SCHOOL KEYS TO ANYONE. . .not even your children or other
family members! DO NOT ALLOW STUDENTS TO USE YOUR SCHOOL KEYS FOR ANY REASON OR
PURPOSE. YOUR SCHOOL KEYS SHOULD NEVER BE IN THE POSSESSION OF ANYONE ELSE.
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SCHOOL/DISTRICT OPERATIONS REGULATIONS AND PROCEDURES

Outside of school hours, NO ONE is allowed to use the buildings unless permission has been given
by the superintendent. If the children in your family accompany you to school early or stay with you
after school dismisses, they are to be in your presence at all times. A violation of this policy will
result in a formal reprimand.

A key replacement fee of $1000.00 is required if your key is lost to re-key the district to maintain campus security.

PARKING, FACULTY: Faculty is to use the central paved parking area closest to the buildings. This area is for
employees only, and no student parking is permitted in this parking area. Lake Arthur Municipal Schools assumes no
responsibility for a employee’s vehicle while it is on the school campus or its grounds. All staff are to observe the speed
limit of ten miles per hour, 10 MPH, while in the school parking lot.

PARKING, STUDENTS: Each student that drives to school is to secure a form from the administrative office and
complete it with parent signature. Parking for student vehicles is permitted only in designated areas. Students are not to
enter the area that is designated as faculty parking. During the school day students are permitted in the student parking
area under visual supervision by an adult and only in emergency situations.

PRIVATE VEHICLE LOADING/UNLOADING: Students in private vehicles should load and unload on
the north side of the school campus in front of the fenced area of the playground as marked. Students entering or leaving
the buildings will use the sidewalks at all times.

PERSONAL TELECOMMUNICATION DEVICES: Personal cell phones are not be used when you are in
charge of students. If you must have a cell phone with you in your classroom or service position for emergency
use, its use is limited to times when you are not in charge of students. Otherwise all personal communication
devices are to be turned/powered off (not put on vibrate or silent mode) and stored within a secure area.
Computer games, hand-held games, headphones in use with music equipment, and any other personal equipment
of this nature are not to be used throughout the school day when you are in charge of students. Personal
obligations and needs are to be handled outside or employment responsibilities. A violation of this policy will
result in a formal reprimand.

PROFESSIONAL DUTIES:

Ground Duty: When you are on assigned duty, you are to assume full responsibility and full authority for your
assigned area.

Assembly Duty: Teachers will sit in their assigned section. You are responsible for the conduct of the students in

your section. Immediate effort is expected of you, the adult, to appropriately address any rude
conduct. There are to be no teachers in the workrooms during an assembly.

Gate Duty: We ask each staff member to assist in gate duty for our athletic activities. If each staff member
will voluntarily accept responsibility for this, the number of duties will be minimal. If you must
trade your scheduled gate duty, it is your responsibility to secure a replacement staff member.

Bus Duty: Teachers and aides will have after-school bus duty from the dismissal of school until all bus
students have cleared the campus. Duty includes keeping students in designated areas and
helping students leave the campus in an orderly and timely manner.

Other Duty: Other duties may be assigned to properly supervise students during the school day.
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SCHOOL/DISTRICT OPERATIONS REGULATIONS AND PROCEDURES

Extra Duty: Extra duties may need to be assigned as the situations arise. This type of duty will only be
assigned when absolutely necessary.

PROFESSIONAL IN-SERVICE AND MEETINGS: All staff members are required to participate fully in staff
meetings and in-service activities as directed by the administration. It is mandatory that employees attend each faculty
meeting and in-service activity. In-service workshops scheduled by district administration are mandatory as they are part
of your contract days. Employees should be on time and stay until the meeting is completed. If it is necessary to be
absent, late, or to leave early, this is to be arranged with the administration prior to the meeting. This does not mean that
approval will be authorized.

All certified employees are required to participate in in-service activities planned by the district or as part of the
professional commitment of a federal program or grant. This participation makes a direct contribution to the growth and
development of the district curricular and instructional programs, practices and policies. Every effort is made to address
the professional needs of our employees and to improve the overall programs of the district. Meetings are kept to a
minimum that is consistent with promoting the effectiveness of school operation. Meetings may be called by appropriate
personnel with the approval of the principal and/or the superintendent.

All other professional development in-service activities must be approved through the administrative office. All
professional development activity paid for by the district should be directly related to the district professional
development plan and have relevance to the development of the district instructional program and curriculum. All
requests for professional leave to attend a professional development activity will be submitted in writing to the principal
and/or the superintendent no less than one week prior to the activity. You must have the approval of the principal and/or
the superintendent for permission for professional leave in order for the district to authorize payment for any of the
registration fees and/or related expenses.

This includes any professional development activities coordinated through the regional cooperative or any other district
related consortium. If you attend any professional development activity without administrative approval, it will be at your
own expense. If you miss any school days to attend a professional development activity, the activity must be approved by
the principal and/or the superintendent in order for your absence to be approved.

PROFESSIONALISM: All staff members should conduct themselves in a professional manner at all times.
Professional discretion is required in all matters where the privacy of any individual is concerned. This includes students,
fellow staff members, parents and community patrons. Each individual student, parent or employee has a right to privacy
that is guaranteed by law. Refrain from discussing private school problems concerning students, parents or staff members
in such a way to create an unfavorable attitude on the part of anyone. Never discuss concerns about students, teachers,
school programs, or other schools inappropriately with students or parents. Never allow personal differences to reflect
unfavorably and unprofessionally upon the work of the school. It is your professional obligation to support the district by
believing and promoting its ideals, programs, policies and services. Constantly strive to positively improve our school.

Make a real effort to acquaint parents and community patrons with the actual work and achievements of our students.
Gossip is demoralizing and unprofessional.
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PUBLICITY: If your class or organization has accomplished something newsworthy, take the time to write a news
article and submiit it to the principal for publication in the area newspapers. Schools can always use the favorable
publicity. It offers a balance to most of the negative articles generated through the media regarding public schools.

REPORTS: Throughout the year routine and sometimes special reports are required. All staff are expected to complete
the reports as directed and meet the established deadline in the submitting all information requested to complete these
reports.

SCHOOL CALENDAR: A district school year calendar is adopted yearly by the board and includes in-service dates
for staff. All staff shall attend in-service days since in-service days are part of the contract year.

A district master calendar is prepared to provide a coordinated plan for all activities/events during the school year.
Review the district master calendar at the beginning of each month and submit any information regarding activities that
have changed or not been included in the district master calendar to the superintendent. All activity information is due in
the superintendent’s office before the last week of each month.

This calendar is sent home with all students at regular intervals to keep parents informed of upcoming events.

SECTARIAN VIEWS: No employee may present sectarian views on religion in a classroom or a group meeting in
schools.

STAFF COMMUNICATION: All staff are to check their school mailbox at the start and end of each school day.
Materials are not to accumulate in your assigned mailbox. DO NOT SEND STUDENTS TO PICK UP YOUR MAIL.

It is also expected that each staff member will use e-mail to communicate information in a timely manner among staff
members. E-mail is to be checked at start of the day and at least once during the day thereafter.

STUDENT HANDBOOK: Instructional staff are to have an in-depth knowledge of and be able to instruct students on
the contents of the Student Handbook. Support staff are to be familiar with the components and information in the
Student Handbook. Regulations and procedures are listed in the Student Handbook concerning student routines and
expectations. Certain policies and regulations mandated by federal and state law are also included.

All staff members are expected to enforce district policies, administrative regulations and procedures in the classroom and
on the school campus. There are no exceptions to this responsibility and failure to comply in a professional manner may
result in an unsatisfactory evaluation.

STUDENT POLICY FOR ALCOHOL/DRUG ABUSE:

The Lake Arthur Municipal Schools recognize that alcohol and other drug abuse is a treatable health problem. Health
problems of youth are primarily the responsibility of the home and community, but the schools share in that responsibility
because dependency problems often interfere with school behavior, student learning, and the maximum possible
development of each student.
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The schools shall intervene with persons manifesting signs of misuse or abuse and make an effort to educate and assist
them.

The schools shall make a reasonable effort to educate and counsel students and employees concerning abuse of alcohol,
illegal drugs, and/or controlled substances. Every reasonable effort shall be made to provide for students and employees
an environment that is free of alcohol, illegal drugs and/or controlled substances.

School authorities shall give consideration to the health, safety and educational r(iights_ of all students when prescribing
disciplinary actions for students who use, are under the influence of, possess, or distribute alcohol, illegal drugs and/or
controlled substances on school premises or while engaged in school sponsored activities.

The superintendent shall establish rules for implementing this policy.

In accordance with State Board of Education Regulation 8 1-3, the Lake Arthur Municipal Schools prohibit students from use,
possession, sale or transportation of alcohol and/or illegal drugs on school property, at school, at school sponsored activities, or in
school vehicles. For this rule, illegal drugs include controlled substances, prescription drugs used or possessed without a prescription,
solvents used for intoxication and those substances possessed, sold, and/or used that are held out to be, or represented to be, controlled
substances, illegal substances or counterfeit in any respect illegal or controlled substances. Additionally, the Lake Arthur Schools
prohibit students from smelling of or giving away alcohol and/or illegal drugs and from possession, saﬁla, giving away and/or use of
drug paraphernalia on school property, at school, at school-sponsored activities, or in school vehicles.

The superintendent or designee has the authority to expel or long-term suspend students who, after a notice and a hearing, have been
found )/ a preponderance of the evidence to be guilty of an

alcohol/drug-related violation of the schools rules or state laws. (Refer to State Board of Education Regulation 81-3.) Long-term
suspension and expulsion decisions may be appealed to the school board.

Due process rights for students and parents are guaranteed under State Board of Education Regulation 81-3 and school officials shall
follow procedures for long-term suspension and expulsion, as defined in State Board Regulation 8 1-3.

1. GENERAL PROVISIONS

A. Jurisdiction Over Students-All officials, employees and authorized agents of the public schools whose responsibilities include supervision of students shall stand in
loco parentis with regard to students they are required to supervise at all times when the responsibility of supervision exists. This authority applies whenever students
are lawfully subject to the Schools’ control, regardless of place. During such period, public school authorities shall have the tight to supervise and control the conduct of
students, and students shall have the duty to submit to the Schools authority.

The foregoing is intended to reflect the common law regarding the rights duties, and liabilities of public school authorities in supervising, controlling, and disciplining
students. Nothing herein shall be construed as enlarging the liability of public school authorities beyond that imposed by statute, common law, or State Board of
Education regulations.

B. Jurisdiction Over:

Non-Students-In furtherance of the State’s compelling interest in the orderly operation of the public schools and schools activities, school officials have the
following forms of limited authority over non-students whose actions adversely affect school operations or activities:

On Schiool Property By statute, local school boards have the authority to prohibit entry to and provide for the removal from any school building, grounds or
facilities of any person who refuses to identify~" him/her self and state a lawful purpose for being present. Any person who refuses to do so may be removed by school
authorities, who may use such reasonable physical force as is necessary to accomplish the removal. Alternately, a person who refuses to do so and who also refuses a
lawful request to leave school premises may be subject to arrest by law enforcement authorities for a variety of possible criminal offenses, including but not limited to
interference with the educational process, disorderly conduct, or criminal trespass. A person who identifies him/her self and states a lawful purpose may nevertheless be
subject to removal by school officials for engaging in prohibited activities as defined in this rule or to arrest by officers if he/she is also engaging in criminal activity.

Off-school Property Public school activities have indirect and limited authority over the activities of non-students off school property. To the extent that non-
students’ conduct at or near school or school-sponsored activities may constitute a criminal offense, including the crimes of interference with the educational process,
disorderly conduct, or criminal trespass (after refusing a lawful employee’s request to leave), school authorities may request the assistance of law enforcement agencies
to remove or arrest the offenders.

C. Releuase From Liability/Duty to Report

1. Pursuant to New Mexico law, a school employee who knows or in good faith suspects any student of using or abusing alcohol or drugs shall report such use or
abuse pursuant to procedures established by the local school board.

2. No school employee who in good faith reports any known or suspected instances of alcohol or drug use or abuse shall be held liable for any civil damages as a
result of such report or his efforts to enforce any school policies or regulations regarding drug or alcohol use or abuse.
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D. Prohibited Conduct In accordance with State Board of Education Regulation No. 81-3 (hereinafter SBE Reg. No 8 1-3), the school prohibits students from using,
possession, sale, or transportation of alcohol and/or illegal drugs on school property, at school, or school buses or at school-sponsored activities. As used in this rule,
illegal drugs includes controlled substances, prescription drugs used or possessed without a prescription, solvents used for intoxication and those substances possessed,
sold, and/or used that are held out to be, or represented to be, controlled substances, illegal substances, inhalants, or any illegal or controlled substances. Additionally,
the School prohibits students from selling, giving away and/or use of drug paraphernalia on school property, at school, on school buses or at school sponsored activities.

E. Prescription Drugs Prescription drugs which are authorized for a student must be reported to the school principal in writing and signed by the parent before they are
brought to school or any school activity described in this policy.

F. Sanctions for Violation The Superintendent or her designee has the authority to take such disciplinary action against students violating this rule as they deem
appropriate, up to and including expelling or long-term suspending students who, after a notice and a hearing, have been found, by a preponderance of the evidence, to
be guilty of violation of this rule. The procedural due process rights of students punished pursuant to this rule are found in the Board’s policies and in SBE Reg. No. 8
1-3. Nothing herein is intended, or shall it have the effect if restricting a student’s due process rights in connection with the imposition of sanctions under this rule nor
the discretion of administrative authorities to determine the appropriate punishment for violation of the rule.

11. CONSEQUENCES (USING DRUGS OR ALCOHOL AT SCHOOL)

Description: A school representative suspects a student of using alcohol and/or other illegal drugs or a student is in possession of drug paraphernalia while on school
property, at school, or a school-sponsored activity.
A. First Offense
1. The staff member will inform the principal or other administrator of the details immediately.
2. The administrator will meet with the student to discuss the situation and hear the student’s explanation.
3. The administrator or designee will make a determination regarding the suspected use.
4. The administrator will notify the parent/guardian and/or police, and the student is released to the parent/guardian.
5. The student will be suspended up to 10 school days and referred to the SAT for action, and a no-use contract will be
required. See SBE Reg. 81-3.
6. The parent/guardian will be given materials and information on the available community resources.
7.The student may be reinstated after a meeting is held with the superintendent, parent/guardian, student, SAT team
member, and others, as deemed necessary by the superintendent.
8.Steps 1 through 7 do not exclude more serious consequences (including long-term suspension or expulsion) if, in the
superintendent’s judgment, the students behavior necessitates such action.

B. Second Offense

1. The staff member will inform the principal or superintendent of the details immediately.

2. The administrator will meet with the student to discuss the situation and hear the student’s explanation.

3. The administrator or designee will make a determination regarding the suspected use.

4. The administrator or designee will notify the parent/guardian and police, and the student will be released to the parent! guardian in the presence of the police.

5. The student will be suspended and long-term suspension will be recommended. The procedure for short-term suspensions in SBE Reg. No. 81-3 shall be followed
and notice of suspension shall be given to the parent(s) or guardian.

6. Student reinstatement may be considered at the conclusion of a long-term suspension after a meeting is held with the parent/guardian, superintendent, student, and
others as deemed necessary by the superintendent.

7. Steps 1 through 6 do not exclude more serious consequences (including expulsion) if, in the superintendent’s judgment, the student’s behavior necessitates such
action.

C. Third Offense
1. The staff member will inform the principal or superintendent of the details immediately.
2. The administrator will meet with the student to discuss the situation and hear the students explanation.
3. The administrator or designee will make a determination regarding the suspected use.

STUDENT PREGNANCY: It is the desire of the administration and board of education to downplay the desirability
of teenage pregnancies. Parties or a shower are not permitted to be conducted by students and/or staff at school for
pregnant teenagers or teenage mothers.

SUPERVISION OF STUDENTS: Supervision of students is everyone’s responsibility. Employees are not to leave

students unattended. Supervision of students is to be conducted according to the Positive Behavior Support System
framework.
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TEAM/ORGANIZATION UNIFORMS: Any team or organization representing Lake Arthur Municipal Schools in
a uniform must have final approval from the superintendent concerning uniform colors and styles.

VISITORS: Adults requesting to visit our campus must first register at the administration office. They will be issued a
visitor pass and escorted to their requested destination. Children not enrolled at our school are not permitted to visit our
campus unless accompanied by an adult.

38



LAKE ARTHUR MUNICIPAL SCHOOLS
STAFF HANDBOOK, 2011-2012

Business and Personnel Regulations and Procedures

ADDRESS AND EMPLOYMENT INFORMATION: Each employee shall provide the personnel/business
department with required demographic information upon the time of accepting employment with Lake Arthur Municipal
Schools. An employee shall notify the personnel/business office with notification of any change in demographic
information, especially address or telephone listing changes. Directory information is published annually by the Lake
Arthur Municipal Schools. This information is subject to the open records act unless a written request from the employee
is on file with the personnel/business office.

BUSINESS OFFICE PROCEDURES: The business office will be a restricted work area. Staff and students are to
limit their time in the business office and social conversation and discussions are also to be limited. Official business
matters are always welcomed.

CAFETERIA SERVICES, ADULT: Staff, visitors and non-employee meal prices will be $2.75 for breakfast and $3.50
for lunch. Meal expense may be paid in advance or at the time of breakfast and lunch. No meal charges will be accepted
by cafeteria services or the business office.

CERTIFIED AND CLASSIFIED STAFF EVALUATION:

All staff will be evaluated each year in accordance with the approved district evaluation plan. All staff are
expected to be knowledgeable of the components of the evaluation plan and work cooperatively to provide the
best learning environment possible. Minimum expectations are identified in the essential teaching and work
competencies established by the NM Public Education Department and district standards:

NM PED AND LAKE ARTHUR MUNICIPAL SCHOOLS’ ESSENTIAL TEACHING COMPETENCIES

The teacher:

Accurately demonstrates knowledge of the content area and approved curriculum.

Appropriately utilizes a variety of teaching methods and resources for each area taught.

Communicates with and obtains feedback from students in a manner that enhances student learning and understanding.
Comprehends the principles of student growth, development and learning, and applies them appropriately.

Effectively utilizes student assessment techniques and procedures.

Manages the educational setting in a manner that promotes positive student behavior and a safe and healthy environment.
Recognizes student diversity and creates an atmosphere conducive to the promotion of positive student involvement and self-
concept.

Demonstrates a willingness to examine and implement change as appropriate.

Works productively with colleagues, parents and community members.

The district’s teacher evaluation process must meet all requirements of the 3-Tier Licensure Teacher Evaluation System.
All teachers are required to meet the standards of performance within this evaluation system to document professional
proficiency as described by the performance descriptors with the New Mexico and Lake Arthur Municipal Schools
teacher competencies. These performance descriptors and the regulations and procedures of the evaluation performance
process must be met to maintain employment and/or advance in licensure and/or certification status.
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DAILY DISTRICT EMPLOYEE PERFORMANCE STANDARDS

‘D

Now

8.

9.

Is knowledgeable and able to practice the district and school Educational Plan for Student Success through a continuous
improvement process.

Maintains records as required by law, district policy and administrative regulations.

Assists in upholding and enforcing school rules and administrative regulations.

Makes provision to be available to students and parents for education related purposes outside the instructional day when
necessary and under reasonable terms.

Attends and participates in staff meetings.

Cooperates with other members of the staff in planning instructional activities and developing instructional programs.
Works to establish and maintain open lines of communication with students, parents and colleagues concerning both the
academic and behavioral progress of students.

Establishes and maintains cooperative professional relations with all staff members, community patrons, parents and
students.

Performs related duties as assigned by the administration in accordance with district policies and practices.

The appraisal of these competencies and standards is to be made through a supervisor’s daily contact and interaction with
the staff member. Observations will be informal and formal. If a problem in any of these areas is identified, the certified
or classified staff member will be notified in order for the problem to be corrected. If corrections are not made,
established procedures will be followed to formally address the situation.

DAILY PERFORMANCE STANDARDS FOR INSTRUCTIONAL STAFF:

Teachers are required to pursue best practices in the instruction of students. The observation best practices forms that are
distributed to each teacher contain behaviors and practices of good instruction. The set of district observation forms and
the information presented herein forms the on-going and continuous appraisal by the supervisor of the staff member’s
ability to meet performance expectations. As appropriate to the various jobs performed by staff in the Lake Arthur School
District, the performance expectations include, but are not necessarily limited to, the following:

1.

o

Meets and instructs the student(s) in the locations and at the time designed.

Develops and maintains a classroom environment conductive to effective learning within the limits of the resource provided
by the district.

Prepares for classes assigned, and shows written evidence of preparation upon request of the immediate supervisor.
Encourages students to set and maintain high standards of classroom behavior.

Provides an effective program of instruction in accordance with the adopted curriculum and consistent with physical
limitations of the location provided and the needs and capabilities of the individuals or student groups involved to include:
a. Review of previously taught material

b. Presentation of new material.

c. Evaluation of student progress on a regular basis.

d. Use of a variety of teaching materials and techniques.

Strives to implement by instruction and action, by one's own example, the district's philosophy of education and instructional
goals and objectives.

Takes all necessary and reasonable precautions to protect students, equipment, materials and facilities.
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ALL INSTRUCTIONAL STAFF ARE TO USE RESEARCH-BASED EFFECTIVE PRACTICES WITH
AUTOMATICITY AS STATED ON THE DISTRICT OBSERVATION FORM

ADDITIONAL DESCRIPTORS FOR AIDING INSTRUCTION, ORGANIZATION AND MANAGEMENT OF THE
ELEMENTARY AND SECONDARY CLASSROOM:
Classroom Behavior Expectations, Rules and Procedures:
1. Develops learning mission statement with students.
2. A clear and understandable set of classroom rules are written with students and are posted in the classroom.
3. Student behavior is continually monitored through the Positive Behavior System.
Teacher Monitoring:
1. Teacher does not ignore inappropriate student behavior.
2. Consequences for behavior are defined and the teacher consistently applies the expectations, procedures and rules.
3. Teacher addresses specific behaviors which have been defined as inappropriate.
Elimination of Constraints and Interruptions:
1. Use of classroom space is efficient; necessary materials are readily accessible to both the teacher and students.
2. Teacher handles emergencies and unexpected problems with a minimal amount of classroom disturbance.
3. There are not any "trouble areas” in the seating arrangement, such as talking or misbehaving centers. Students shall not be
placed in the hallway for any disciplinary reason.
Emphasis Placed on Academic Goals:
1. Teacher is task oriented, business, like.
2. Teacher makes choice of assignments.
3. Teacher-student interactions are restricted to the content.
Predominance of Individual and/or Small Group Activities:
1. More class time is allocated to individual and small group activities rather than to large group work.
2. Teacher presentation to the instructional setting is both visibly and audibly clear.
3. Teacher stays in charge of all students and avoids long involvement with individuals.
4. Teacher commands attention of all students and does not talk over student talk.
5. Teacher offers reason for rules and procedures, and highlights any patterns which may exist.
Clarity of Presentation:
1. Anoverview of the lesson is provided.
2. The development of the lesson takes into account student learning styles.
3. Teacher emphasizes comprehension, analysis, synthesis, and evaluation, not memorization.
Practice Skills or Concepts:
1. Students are given an opportunity to practice the skills or concepts contained in the lesson during class time.
2. Students are assigned homework.
Feedback and Evaluation:
1. Teacher is available to provide assistance to students and to spot systematic errors.
2. Correct responses receive praise from the teacher.
3. When the student initially responds to a question incorrectly rather than immediately calling on another student the teacher
rephrases the question by asking leading or probing questions.
4. Teacher frequently quizzes the students to assess understanding.
5. Teacher emphasizes a high rate of questioning and asks short, direct questions.
Reviews:
1. Teacher conducts an adequate review of previously learned material.
Monitoring Time on Task:
1. Teacher supervises seatwork and actively engages students in class work.
Transitions:
1. Class time is characterized by smooth-running activities.
2. Teacher infrequently interrupts the students by giving further directions or instructions.

41



LAKE ARTHUR MUNICIPAL SCHOOLS
STAFF HANDBOOK, 2011-2012

Business and Personnel Regulations and Procedures

Accountability for Homework and Class Work:

1. Students are required to turn in all assignments, both class work and homework.

2. Teacher sets clear expectations and high standards emphasizing the students' responsibility to complete all assignments.

3. Teacher checks and returns assignment work within designated time period to reinforce student learning.

4. Teacher utilizes students’ assignments and their assessment to determine proficiency status of the student’s learning process.
Classroom Climate:

1. Teacher acknowledges student accomplishments with praise.

2. The evaluation practices the teacher administers are fair and consistent.

3. Teacher conveys enthusiasm for the subject matter and class activities and encourages the participation of each student.

4. Teacher recognizes and acknowledges students by name.

CHECK IN/CHECK OUT:
Work Day Check In/Check Out:
Certified Staff: All certified staff are to be in work area by 7:40 a.m.
Classified Staff: All hourly employees are to follow designated work hours and to
register start and end times of the work day through the use of the
Elementary Lounge or designated area time clocks.

Start of Year Check In:
Certified Staff: All certified staff are to follow the administrative check in
procedures to complete employment documentation, secure
keys, supplies and materials, and ready work area before the
official start date for students.
Classified Staff: All hourly employees not on full year contracts are to follow
administrative check in procedures to complete employment
documentation, secure keys, supplies and materials, and ready
work area on the contract start date.
End of Year Check Out:
Certified Staff: All certified staff are to follow the administrative check out
procedures to complete employment requirements, return keys,
finalize documentation, supplies and materials inventories, and
room storage assignments, etc. by the end of contract end date.
Administrative sign-out signature is required to fulfill
contractual obligations.
Classified Staff: All hourly employees not on full year contracts are to follow
administrative check out procedures to complete employment
documentation, return keys, finalize tasks of job
responsibilities by the end of the contract end date.
Administrative sign-out signature is required to fulfill
contractual obligations.
CHILD ABUSE REPORTING: When child abuse is suspected or known, the superintendent and counselor should
be notified immediately. Any person having cause to believe that a child’s physical or mental health has been or is being
adversely affected by abuse or neglect shall report this in accordance with the state and federal laws. The number to call
for reporting suspected abuse or neglect is 1-800-797 3260.

CLASSROOM SECURITY: The Safe Schools Plan for Lake Arthur Municipal Schools emphasizes the roll of all

staff in maintaining a safe school at all times and especially during times of emergency. Emergency regulations and
procedures are to practice by all staff during all school working hours and activities.
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COMMUNICABLE DISEASE/BLOOD PATHOGENS/INFECTIOUS DISEASE CONTROL.:
Mandated in-service programs are provided to employees who need to comply with employment training requirements in
this health area. Contact the school nurse for guidance in the correct procedures in this health area.

COMPLAINTS: If a parent/guardian has a concern or complaint about a school policy or employee, the following
procedure is to be followed in order to resolve the problem as quickly as possible:

1. Contact the person who is directly involved with the complaint and/or concern to discuss both sides of the story.

2. [If the problem still exists, contact the principal.

3. [If still unresolved, contact the superintendent.

4. Finally, if unresolved, ask the superintendent to place the complaint on the following month’s Board of Education

agenda for further discussion.

*Please note that parents/guardians are at no time show up in a teacher’s classroom during school hours without checking
in with the office and securing administrative approval. The administration will make an effort to establish the teacher’s
consent in regards to a stated purpose of the parent/guardian.

CREDIT UNION: Lake Arthur Municipal Schools is a member of the Chaves County Employees Credit Union. Loan
applications may be picked up at N. Lea in Roswell. A payroll deduction plan for selected institutions is in effect for
savings, loan repayments and automatic deposits. Payroll deductions must be approved by the business/finance manager.

CRIMINAL RECORD CHECKS/FINGERPRINTING: All staff are required to have a criminal background
check to employment requirements of Lake Arthur Municipal Schools. Contact the personnel/business office to comply
with New Mexico regulations, procedures and forms.

DRESS AND GROOMING CODE FOR EMPLOYEES: 1t is your responsibility to maintain a high professional
standard of personal cleanliness and appropriate dress. Good taste, proper grooming and appropriate apparel help to
create a professional atmosphere of learning. Elements of personal presentation shall not be suggestive, indecent,
disruptive to the learning environment, or of any type that would interfere with the instructional program or constitute a
health or safety hazard.

It is expected that employees will be held to the same standards of dress and grooming as the students for whom staff set
the example.

ADMINISTRATIVE REGULATION

The district’s dress code is established to promote professionalism and to create a positive learning environment.
Employees will be held to the same standards of dress and grooming as students for whom staff set the example.

1. Denim pants/jeans are only to be acceptable dress within the business casual mode of dress that includes a
dress or polo shirt, blouse or top that conforms to the student dress code.

2. Shorts are not considered to be professional attire and are not to be worn to school. They may be allowed on
various field trips, track meets, field/play day, faculty sporting events, etc. Please check with the principal
before wearing shorts to a school event.

3. Athletic wear is only acceptable in a physical education or athletic classroom. It is not acceptable attire for
the regular classroom. Athletic wear is considered to be warm-up suits, shorts, t-shirts, work-out clothing,
etc.

4. Male teachers may have beards.
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DRUG FREE WORKPLACE: Lake Arthur Municipal Schools employees shall comply with the statutory
requirements of the Drug-Free Workplace Act of 1988. See Board Policy and Administrative Regulations/Procedures.

EMERGENCY CLOSURES: In the event of snow, other inclement weather or an emergency situation that might
cause the school to close or delay starting time for the day, please listen to KSVP (AM990) or KBIM (FM94.5) radio
stations for announcements concerning school closure. You can also call the school and listen to the recorded message
notifying community patrons of changes in the school schedule, 365-2000.

EMPLOYEE ACCIDENT REPORTS: All employees are covered under the provisions of Worker's Compensation
for injuries occurring on the job. Accident reports must be completed and forwarded at the time of injury to the
employee's supervisor.

EMPLOYMENT OUTSIDE OF THE SCHOOL DAY: Employment outside of school is permissible provided
the effectiveness of the employee is not impaired and the administration is informed. Outside employment must not
interfere with the daily school operation. No employee shall represent a firm selling instructional materials, including
books and equipment, to the district. It is considered a violation of acceptable standards of ethics for employees of the
district to profit personally from the sale of instructional materials or anything used in the school program by students of
the district.

ENTREPRENEURSHIP/PERSONAL BUSINESS VENTURES: Entrepreneurship/Personal Business Ventures
in which you are conducting business activities during the work hours of your contract are not permissible work time
activities. Failure to observe this regulation shall be grounds for unsatisfactory evaluation, disciplinary reprimand or
termination.

FUNDRAISING ACTIVITIES: All requests to sponsor a fundraising activity must be made in writing using the
appropriate form and authorized by the administration before any arrangements are made. All finances for fundraising
activities must be handled through established business procedures and practices. This requirement serves as proper
training for students as well as for the protection of the people who are responsible for the fundraising activity. Sponsors
are to ensure that fundraising activities do not interfere with class time.

Sponsors also should respect the fundraising activities of other organizations so there are no conflicts. You may have
only two fund raising activities involving the general public during the school year. It is encouraged that fund raising
activities be limited to selling services rather than goods. See Board Policy Manual #530 for further definitions
concerning fund raising activities.

HAZING/HARASSMENT/INTIMIDATION/BULLYING/MENACING: All staff are required to respond and
take measures to stop incidents of hazing, harassment, intimidation, bullying, and menacing during school hours and
school-sanctioned events in school buildings and on school grounds involving students, staff, or outside parties interacting
with school employees and students. Failure to do so will result in disciplinary action and may involve negligence or
liability legal action.
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ANTI-BULLYING POLICY:

Lake Arthur Municipal Schools recognize that every student has the right to an education in a safe positive environment. The aim of
the anti-bullying policy is to ensure that pupils learn in a supportive, caring and safe environment without fear of being bullied.
Bullying is anti-social behavior and affects everyone; it is unacceptable and will not be tolerated. Bullying, if not addressed, can lead
to more serious violent behavior.

Student to Student; Student to Adult Staff Member; Adult Staff Member to Student; or Adult Staff Member to Adult Staff Member

Bullying is prohibited on the Lake Arthur Municipal Schools campus during school hours or in association with any school-
sponsored activity, on school buses or through the use of school equipment as in the case of cyberbullying. All staff members
are not to tolerate any bullying and to address it immediately.

Definition

“Bullying” means any repeated and pervasive written, verbal or electronic expression, physical act or gesture, or a pattern thereof, that
is intended to cause distress upon one or more students in the school, on school grounds, in school vehicles, at a designated bus stop,
or at school activities or sanctioned events. Bullying includes, but is not limited to, hazing, harassment, intimidation or menacing acts
of a student which may, but need not be based on the student’s race, color, sex, ethnicity, national origin, religion, disability, age or
sexual orientation.

Bullying can be:
¢ Emotional being unfriendly, excluding, tormenting (e.g. hiding books, threatening looks, gestures or actions), social isolation
Physical pushing, kicking, hitting, punching or any use of violence
Racist racial taunts, graffiti, gestures
Sexual unwanted physical contact or sexually abusive comments
Homophobic because of, or focusing on the issue of sexuality
Verbal name-calling, sarcasm, spreading rumors, teasing, oral or written put-downs, false accusations, hazing
Cyber All areas of internet ,such as email & internet chat room misuse
Mobile threats by text messaging & calls
Misuse of associated technology , i.e. camera &video facilities

Reporting Bullying
Students and parents shall report bullying. The administration expects students and parents who become aware of an act of
bullying to report it to a staff member, administrator or counselor for investigation and if necessary. Any student who retaliates against

another for reporting bullying will be subject to disciplinary action.

Staff Intervention.

All staff members who observe, suspect, or become aware of an act of bullying is to immediately take appropriate steps to intervene,
unless intervention would be a threat to staff members' safety, and to notify an Administrator. If the bullying persists, the School
Administrator will conduct an investigation leading to possible intervention/disciplinary action.

Investigation procedures.

Upon receiving bullying incident referral or complaint, the Principal or designee shall interview both students, contact the parents of
both the aggressor and the victim, and thoroughly investigate. This investigation may include interviews with students, parents, and
school staff; review of school records; and identification of parent and family issues. Confidentiality will be observed when it is
possible.
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Consequences/Intervention.

Consequences for students who bully others shall depend on the results of the investigation and may include counseling; a parent
conference; detention; suspension and/or expulsion. Depending on the severity of the incident, the Principal may also take appropriate
steps to ensure student safety. These may include implementing a safety plan; separating and supervising the students involved;
providing staff support for students as necessary; reporting incidents to law enforcement if appropriate; and developing a supervision
plan with the parents.

HOURS OF WORK: The workday begins at 7:40 A.M. and ends at 3:40 P.M., unless meetings or other required
activities are scheduled. All instructors are expected to be on duty at 7:40 A.M. and until 3:40 P.M. In case of emergency
or if you need to leave campus, be sure to get permission from the administration office and sign out in the office sign-in,
sign-out form, stating your time of departure and reason. Excessive use of this privilege will be an evaluation issue. You
are expected to remain on campus during your prep period as it is part of the workday. An employee may leave for lunch
but must be on campus at their assigned duties by the end of the scheduled lunch time.

Be in your class on time to your work station. Instructors are required to have students to do the same. Teachers are to be
in their teaching area or duty area by designated schedule time. You are to be with your class at all times. STUDENTS
ARE TO BE UNDER ADULT SUPERVISION AT ALL TIMES. DO NOT LEAVE STUDENTS UNATTENDED.

LEAVES OF ABSENCE: REMEMBER THAT THE VERY BEST TEACHER IN YOUR CLASSROOM OR
VERY BEST EMPLOYEE IN YOUR POSITION IS YOU! YOUR STUDENTS NEED YOU IN YOUR CLASSROOM
EVERY SCHOOL DAY AND THE SCHOOL OPERATIONS MISSION NEEDS YOU DAILY AT YOUR JOB. The
students miss you when you are gone, and their learning is interrupted. Effective and efficient operations cannot be
sustained without you performing the tasks of your position.

If you see that you will need to be absent, notify the administration through the district’s leave of absence process . If a
prolonged absence is anticipated, the expected return date is also to be established. Advance notice of a necessary
absence is requested. If advance notice is not possible, the employee is to call the district office between

6:00-7:00 A.M. and leave a message concerning your absence. Do not call after 7:00 A.M., simply report to work and a
substitute will be located as soon as possible. If you fail to call in for a substitute, you will lose a day of pay and a formal
reprimand will be issued.

All staff are to notify administration before 3:00 P.M. if they are going to need to be absent the next school day.
TEACHERS ARE NOT TO CALL SUBSTITUTES or make any other arrangements with substitutes.

It is the employee’s responsibility to complete and submit a required written leave request. This must be done in
advance of your pending absence or immediately on the first day of your return. Absences for school sponsored
functions will be submitted no later than the day before the leave is effective. Any leave submitted for vacation leave is
to be submitted three days in advance. Submitting the leave request for any leave does not guarantee that the leave will
be approved. Failure to submit a written leave request in accordance with the above established procedure will result
in the absence being counted as leave without pay. Leaves required administrative approval. Leave approved or
denied is not appealable.

Teachers must leave complete instructions for the substitute teacher. The following items are to be provided to the
substitute.

Class List

Seating Chart

Attendance Folder
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Duty Schedule

Fire Drill Procedures

Daily Schedule

Classroom Rules, Procedures, and Routines
Lesson Plan

Students with Special Needs: Name and Description of Need
Consulting Staff Member: Name and Location

It is rarely possible to find a substitute teacher qualified to do your job, so it may be necessary to deviate from your
normal routine and plans.

The following are the types of leave available to employees:

Sick Leave-Sick leave shall be granted to employees for illness of self, spouse, or dependent children. Sick leave may be used also,
with prior approval of the immediate supervisor, for illness of an employee’s relative who is dependent upon the employee for care.
Twelve-month employees shall earn sick leave at the rate of one day per month, for a total of twelve each year. All other employees
shall earn one day per month (August-May) for a total of ten days per year, two days of which may be used as personal days for
employees on a four-day week work schedule.

Sick leave may be accumulated to a total of 60 days. Accumulated sick leave shall not be reduced or lost by the employee during
officially approved leaves of absence, or while retired on temporary disability. All accumulated sick leave is forfeited upon
termination from employment by the school district for any reason, with no payment in lieu thereof. Sick leave is not transferable.

At the beginning of each contract period, each employee shall be credited with the total number of sick leave days stipulated for the
length of the contract. In all cases, should an employee be terminated during the contract period, the appropriate salary deduction will
be made from the final paycheck for any used but unearned sick leave. For periods of sick leave longer than three consecutive days,
the superintendent may require a physician’s statement attesting to the reason for absence. Sick leave benefits shall not be paid during
any period for which an employee is eligible for worker’s compensation payments unless the employee has elected in writing to assign
or pay their worker’s compensation payment to the district for the period during which the sick leave benefits are paid. In no event
shall an employee be entitled to both sick leave benefits and worker’s compensation payments during the same period. As used in the
policy, “worker’s compensation payments” refers only to wage

replacement benefits under any worker’s compensation act. In the event an employee receives both sick leave benefits and worker’s
compensation payments for the same period, the district will deduct the amount of sick leave benefits paid (in the

event no election has been made) or the amount of worker’s compensation payments received by any employee (in the event an
election has been made) from the next amount due the employee from the district.

Personal Leave-Board Policy Manual #263, 262 Personal leave is only granted to employees working on a five day work week
schedule. Personal leave is not granted to employees working on a four day work week, but for those employees working on a four
day work week, two days of sick leave may be used for personal leave under the restrictions noted in policy.

Professional Leave-Please ask for approval for all professional development activities through the administrative office. All
professional development activity paid for by the district should be directly related to the district professional development plan and
have relevance to the development of the district curriculum. All requests for professional leave to attend a professional development
activity will be submitted in writing to the superintendent no less than one week prior to the activity. You must have the approval of
the superintendent for permission for professional leave in order for the district to authorize payment for any of the registration fees
and/or related expenses.
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If you attend any professional development activity without administrative approval, it will be at your own expense. If you miss any
school days to attend a professional development activity, the activity must be approved by the superintendent in order for your
absence to be approved. Unapproved absence will be counted as leave without pay and a formal reprimand will be issued.

Jury Duty-Absence from school because of jury duty is an excused absence without loss of pay or accumulated leave. The employee
is required to remit to the district any payment over and above mileage reimbursement.

Vacation Leave (applicable for eligible certified and classified employees)-Vacation leave will NOT be granted on the last
workday prior to or the first workday following a holiday, or during the first and last five days of the school year except in an extreme
emergency situation and only with prior approval granted.

LICENSURE REQUIREMENTS: All certified staff are required to meet the New Mexico 3-Tiered Licensure

requirements to be eligible to remain licensed and employable in New Mexico Public Schools.

MENTORSHIP: The district offers a mentorship program for instructional staff that are in their first three years of
teaching and for those new staff members who join the district after being employed by another school district in- or out-
of-state. This permits the continuity of a systems approach to student learning and the support services that promote a
safe learning and working environment.

MONEY SECURITY PROCEDURES: During the school year it will be necessary to collect money from students.
Student insurance and student pictures are examples. Special instructions will be given as to how to account for this
money. Please follow these instructions completely and carefully. Do not give money to the business office without
getting a receipt immediately. Teachers are responsible for any money collected. If money is lost or stolen from you or
from your room, you will be held responsible for covering the loss. Money paid to you is to be placed in a secured area
until it can be credited as being received from you by the business office personnel. DO NOT EVER LEAVE MONEY
IN YOUR ROOM UNATTENDED OR OVERNIGHT.

OFFICE COURTESIES: Be aware that the office staff are not personal secretaries for you. Their job descriptions
are extensive in keeping the office work completed. Please do not ask them to do your copying or data entries. Your
classroom copying should be completed well in advance of need.

The office copiers are for office use. Do not use the office copiers unless the copiers in the workrooms and classrooms
are out of commission. If the workroom copiers and classroom copiers are not working, notify the office immediately so
service can be scheduled.

Teachers or classroom aides are NOT to be removing supplies from the supply rooms. Teachers should not ask the
custodial staff to give them entry to supplies. If you need something from the supply rooms, please ask the
Administrative Secretary to get if for you. This means the supply rooms in the teen center, the office and the records
room are available to office staff.

Stop at the front desk and relate your need to the receptionist before entering the office area. At times there are sensitive
concerns for confidentiality to consider in limiting access to the office area.
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PAYROLL INFORMATION: Payday is the tenth and twenty-fifth of each month. If either pay date falls on a
weekend, payday will be on the last school day preceding the pay date. Required deductions for payments to employees
regardless of funding source are made for federal and state income tax, FICA, medicare and retirement benefits. Each
employee must file a W-4 form with the business manager to indicate deductions claimed for tax purposes. A deduction
of as prescribed by New Mexico law pertaining to your monthly salary is withheld and deposited with the Educational
Retirement Association of New Mexico.

Employees may choose to have payments withheld for the following:

Hospitalization Insurance Deferred annuity policies to district approved
Life Insurance companies

Salary Protection United Way

Professional dues Chaves County School Employees Credit Union

Payroll Deduction to district approved banking institutions

An employee may change, add, or drop any payroll deduction (except required deductions) in any given month provided
this information is submitted to the business manager 15 days prior to the next regularly scheduled payday and that the
information is executed by the employee on the appropriate forms. Any change in the amount of a specified deduction
must be authorized by the employee by signing the appropriate forms.

Note that any change in payroll deduction or direct deposit to the Chaves County School Employees Credit Union should
be processed at the credit union office.

Any other forms needed for payroll changes can be obtained through the business office. If any absence of an employee
requires a deduction it will be based on that employee’s daily rate of pay. That rate is determined by dividing the total
salary by the number of working days stated on the employee’s contract.

Any payment made to fulfill a contract issued for services rendered in or on behalf of the district is subject to required
deductions for payments to federal and state income tax, FICA, medicare and retirement benefits.

PURCHASING PROCEDURES: A purchase requisition form will be completed and approved before ordering any
item or service for the district. No department will be allowed to operate without adequate funding to cover costs of the
program. Purchases are to be made only after receiving an approved purchase order from the business office. A purchase
order is issued only after a purchase requisition is received and approved. If you fail to complete a purchase requisition
and get a purchase order before you order or purchase materials, YOU WILL BE HELD RESPONSIBLE FOR THE
COST OF THE MATERIALS PURCHASED OR ORDERED.

All materials ordered must be shipped to the business office to your attention. All materials ordered will be checked in at
the business office so the packing slip and invoice can be removed. Items delivered to the school without a purchase
order will be refused delivery and returned to the vendor. If you are expecting reimbursement for materials purchased,
you will be required to have obtained a purchase order and to submit sales receipts for the materials purchased. This sales
receipt must include the signature of the purchaser and the prices of the materials purchased.

RESIGNATION OF STAFF: All staff members who resign from employment with Lake Arthur Municipal Schools
must do so in writing to the superintendent. Until officially notified by the district the employee is obligated to fulfill the
terms of his/her contract and the job requirements of the position that he/she was assigned as an employee of Lake Arthur
Municipal Schools. Upon receiving notification of the district’s acceptance of the employee’s resignation, all district
property issued to the employee is required to be returned to the administrative offices
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RETIREMENT: Individuals considering retirement should immediately contact the business office. Retirement
preparations should begin four months prior to the desired retirement date. The first step is to contact the business
manager.

RESPONSIBILITIES OF SCHOOL PERSONNEL:

Lake Arthur Municipal Schools requires a signed job description for each job responsibility that an employee is to fulfill in his/her
employment service obligations to the district. A brief description of roles and responsibilities is provided herein:

PRINCIPAL
The duties of the principal include, but are not limited to:
Interpret and enforce district policies and administration regulations.
Maintain personnel files, records and evaluations of staff.
Oversee daily attendance records.
Send attendance letters to parents.
Initiate 10-day withdrawals.
Attend to discipline problems.
Arrange parental conferences for excessive absences.
Use of data-driven decision making through a continuous improvement process

COUNSELOR
The counselor’s duties include, but are not limited to:
Counseling - educational, vocational, adjustment, personal.
Send and receive transcripts, post grades, schedule, and registration.
Test Oversight - state tests, a titucﬁa tests, college entrance tests, etc.
Post-high school planning - College and vocational technical admissions, scholarships, and financial aid.
Next Step career plans for all high school students.
Graduation credit checks for all high school students.
Posting Honor Rolls for each 9-weeks and for first and second semester within one week of the end of the grading period.
Notifying area newspapers of the district’s Honor Rolls.
Chair of Student Assistance Team

ATHLETIC DIRECTOR
The athletic director’s duties include, but are not limited to:
Assist in preparing the athletic budgets for all athletic teams.
Coordinate total athletic program.
Maintain inventory of all athletic equipment and supplies.
Prepare eliﬁibility reports for all teams.
Represent LAHS as a voting member and representative to NMAA.
Schedule all athletic contests.
Set departure time for athletic events.
Arrange athletic and activity transportation
Make arrangements for meals and lodging for players.
Supervise all home athletic events.
Assist in making decisions to travel and cancel athletic contests during inclement weather.
Evaluate coaching performance of coaching staff with recommendation to administrators.
Arrange for schec%u?es and programs for games.
SCHOOL SECRETARY
The secretary’s duties include, but are not limited to:
Conduct student registration.
Assign lockers to new students.
Receipt money as permitted and maintain records for various activities and activity accounts.
Prepare required applications and reports.
Maintain and monitor use of student records.
Assist in the record keeping of the Accountability Data System
Data entry for business and administrative office.

SALESPERSONS: All vendors requesting permission to sell their products to the district must first contact the
administrative office and be approved by the superintendent for contact with staff. The salesperson is responsible for
furnishing information regarding the benefits of the product or service being represented. A final decision on the request
will be made after evaluating the potential benefits to students and the district.
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STAFF PERSONNEL ACTIVITY ACCOUNT: A staff activity fund was established as a way for employees to
show support and encouragement to colleagues during significant events in their lives. All employees are encouraged to
participate in the fund by donating $2.00 per month through payroll deduction. A single contribution of $24.00 dollars
may also be made directly to the business office. The staff activity fund cannot discriminate between participants and
non-participants, but as an act of support for all staff members in times of difficulty, it is strongly encouraged that each
staff member participate to allow the fund to have adequate resources to fulfill its purpose.

The Business Office handles all purchases from the staff activity fund account. An employee’s supervisor or colleague
has the procedural responsibility for notifying the business office in writing or my email of the employee’s situation. The
employee (participating or non-participating staff activity fund member) or employee’s family member would be
recognized through the referenced list below.

Death (including wiring, transfer, and delivery fees)

e Death of employee

o Death of employee’s spouse

e Death of employee’s child

o Death of a retired employee

e Death of an employee’s mother or father
Other Event (including wiring, transfer, and delivery fees)

e Adoption or birth of a child of employee
Hospitalization of employee
Hospitalization of employee’s spouse
Hospitalization of employee’s child living at home
Death of an employee’s mother-in-law or father-in-law

The amount of the available funds within the staff activity fund will determine the ability of the staff activity account to
support this process. However, no expenditure beyond $100.00 dollars will be made on behalf of the staff activity fund
for a death in the family or $50.00 dollars for the other action category.

SUSPENSION, DISCHARGE, TERMINATION OF STAFF: In the event of suspension, dismissal or
termination of a professional person, the following are reasons for said action to be taken. No suspension, dismissal, or
termination shall be based primarily on an employee's exercise of rights guaranteed by the

Constitution or based unlawfully on an employee's race, color, religion, sex, national origin, handicap, or age. Any
employee may be dismissed for the following reasons before the completion of the term fixed in his/her contract:
Incompetent work performance

Immorality

Neglect of duties

Insubordination: Refusal or failure to comply with an official order for directive.

Failure to comply with school board policies or administrative regulations.

Failure to fulfill duties or responsibilities established in the job description or failure to perform pursuant to the terms
specified by the contract of employment.

7. Any activity or conduct, school-connected or otherwise, which if known would be psychologically damaging to students or
would impair or diminish the employee's effectiveness in the district.

Violation of health and safety policies, rules and regulations.

9. Failure to correct deficiencies pointed out in any formal evaluation by a supervisor.
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10. Drunkenness or excessive use of alcoholic beverages: possessing, using, transmitting, or being under the influence, or any
illegal use of drugs, hallucinogens, or other substances regulated by the state and federal laws. (Exception: employee use of
drug authorized by a licensed physician through prescription for that specific employee's use shall not be considered a
violation of this rule.)
11. Conviction of a crime if such conviction, considering the circumstances and the publicity given it, impairs or diminished the
employee's effectiveness in the district.
12. Any arrest or indictment for any activity or conduct, school connected or otherwise, which if known has the potential to by
psychologically damaging to students, or could reduce the employee's effectiveness in the district.
13. Fraud or fraudulent conduct, falsification of documents or records; false reporting; or failure to maintain or account properly
for any money or thing of value of the district.
14. Reasons constituting good cause.
B. Administrative Procedure - Prior to the issuance of any notice of proposed dismissal, an opportunity for dialogue
between the employee and their immediate supervisor must be offered.
C. Notice - Prior to any dismissal the employee shall be notified, in writing, of the proposed action and the grounds for
dismissal.
D. Suspension - At any time subsequent to the delivery of the written notice of
proposed action and the grounds for dismissal an employee may be suspended.
E. Appeal - Any appeal from the action of the Board shall be in accordance with State law.

TOBACCO USE: All staff shall not use tobacco in any form while on the grounds, operating equipment, or operating
district vehicles. All staff shall not use tobacco in any form when they are in charge of students. The Lake Arthur
Municipal Schools’ campus is tobacco free zone in accordance with federal regulations. This regulation also applies to
students. No staff member should ever provide students with tobacco or any other controlled or illegal substance. Failure
to comply will mean disciplinary action up to and including termination.

TRAVEL, PER DIEM AND MILEAGE PAYMENTS: Board Policy #G7045 - The superintendent or designee
shall be responsible for determining the necessity for reimbursable travel by employees. Out-of State travel must be
approved by the board of education prior to departure.

Travel arrangements for district activities are to be made through the business office in order to obtain the most
economical accommodations. Lodging and meal expenses will be covered with a district issued purchase order whenever
possible. Travel will be arranged using a district vehicle whenever possible. Per Diem payments will be authorized only
when other arrangements are not possible. Mileage payments for travel in a personal vehicle will be authorized only
when a district vehicle is not available. All travel reimbursement payments to employees must be documented by an
original receipt, not a credit card voucher. Failure to have original receipts will cause non-reimbursement to the employee
for allowable travel expenses. Original receipts are to be submitted in the approved format required by the business
office. Failure to submit original receipts in the approved format may lead to non-reimbursement of travel expenditures.

Mileage will be reimbursed to the owner of the vehicle and at the rate currently approved by the board of

education, not to exceed the statutory limit. Reimbursement shall be made for travel on public conveyance at
the most economical rate available for the activity trip.
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UNION REPRESENTATIVES: Duly authorized representatives of the Association (Union) shall be permitted to
transact business on school property at all reasonable times, provided that this shall not interfere with or interrupt
instructional time, normal school operations or work schedules (this excludes planning time and duty free lunch).
However, planning time is considered work time and if a conflict should arise, the work responsibility takes precedence
another use of such time. A union representative is to check-in into the office and follow the sign-in procedure for
admittance to the school building and/or campus.

USE AND DEMONSTRATED PROFICIENT OF DISTRICT TECHNOLOGY: All employees are required
to sign the district’s Acceptable Use Procedures and Technology Code of Conduct as part of their employment with Lake
Arthur Municipal Schools. Failure to comply with the provisions of district’s Acceptable Use Agreement and Technology
Code of Conduct will result in disciplinary action up to and including possible termination of employment.

All employees are expected to use and be proficient in the use of identified district hardware and software systems.
Training is the dual responsibility of the district, colleague peer tutoring and employee mentors.
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ACCIDENTS, INJURIES REPORTS, STUDENT: Staff are to report all accidents during the school day or
during school activities to the superintendent as soon as possible. An adult must stay with an injured student until parents
are notified and their directions followed. The teacher who is in charge of the student during the time of the accident
should complete and submit to the office an accident report the same day of the accident. Safety considerations should be
first and foremost in conducting any school activity.

ATTENDANCE, STUDENT: Student Management System shall be used in conjunction with the instructor’s
official grade book in which attendance is taken. Administrative directives shall determine required steps of
action by all personnel assigned tasks to correctly complete by designated time deadlines. Teachers are
responsible for making sure the Student Management System is correct in establishing each student’s
attendance correctly.

Elementary student attendance is to be taken by the teacher at the start of each hour of the school day. Middle/High
school student attendance is to be taken at the start of each class period.

If a hardcopy process is being used completed attendance rosters are to be submitted to the office at the start of each
period. If attendance is being taken electronically through the teacher access to the attendance module of the student
management system, the attendance is to be completed at the start of each period or hour. Attendance records are legal
documents that are considered evidence in court proceedings for the New Mexico Compulsory Attendance Act as
amended. Failure to follow attendance procedures and to accurately account for every student assigned to a specific
course or class period is an evaluation issue.

A student on an official school trip is not to be counted absent and is to be marked as an Official Absence, “OA”. No
admittance slip is required by the student following an absence for an official school event. Each activity sponsor and/or
coach is responsible for publishing the names of the students participating in the school event/trip by the designated
school communication channel.

Students who arrive after the last bell of the morning start time are to report to the office for an admit slip. All tardies are
to be considered unexcused unless so noted on an admit slip. If a student presents an admit slip, please check and note on
your records if the tardy is excused. The regulations and procedures for absences, tardies, and admit slips shall be a
procedure addendum to the staff handbook.

Your attendance records should remain at school and always be in your possession at all times during the school day.

Grades and attendance for students will need to be verified by the classroom teacher for honor roll and Panther Pride
recognition each nine-week grading period and semester.

CAFETERIA SERVICES-STUDENT: The district participates in the National School Lunch Program as a
Provisions 2 school district which enables the district to offer free breakfasts and lunches to all students regardless of
income classification. Information and an application to determine eligibility for free and reduced-price meals is available
in the school offices. The district also regulates school meal times as a closed breakfast and lunch period. Breakfast will
comply with the legislative mandate (SB144) with breakfast after the school day has begun for both elementary and
secondary students.

As per the federal Child Nutrition and New Mexico Student Nutrition Regulations, the district is to adopt a wellness
policy that identifies nutrition, physical activity, and health regulations and procedures for the district.
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All staff are required to comply and provide student training to restructure student understanding and practice of lifetime
health, physical activity, and nutrition principles.

Meals are served daily in the cafeteria. Breakfast is available during the designated times for elementary and secondary
students. Elementary and secondary students are scheduled for breakfast during the morning periods. Lunch period will
be published as part of the school day schedule.

Sack lunches may be brought from home if desired. They must be consumed in the cafeteria and not interfere with the
meal time schedule. Parents or guardians may bring food to the school for their children to eat at lunch time. This food
must be brought to the office for pick-up; it may not be taken directly to the cafeteria or the classroom. Food may not be
delivered by a restaurant. The district’s wellness policy will specify terms of student use of non-nutritious or high fat
content foods.

CLASSROOM SUPERVISION: It is understood and expected that the teacher will be in the classroom when
students arrive for class. You are expected to be in your room and prepared for class when the bell rings at the beginning
of each class period. Classes are not to be dismissed at any time other than the regularly scheduled time unless notified by
administration. Supervise your students entering and leaving the room and BE AT YOUR DOOR outside your classroom
during the passing period. This includes the time before the first period of the day and your first period class following
lunch.

Students are not to leave your classroom unless issued a pass that indicates your knowledge of the student’s whereabouts
and your permission to be at that designated location.

If a student needs to leave school during the school day, please send them to the office first to complete check out
procedures.

COMPUTER SYSTEM AND ACCEPTABLE USE AGREEMENT: Board Policies #276 and #476 state
procedures and regulations for use of district technology. The school district provides resources for teaching and learning,
communication services and business data services through the availability of computer equipment, software and
networks to maintain access to local, regional, national and international sources of information. The school district
permits use of its computer system and information resources by staff and students through mandatory compliance of the
Lake Arthur Municipal Schools Acceptable Use Policies.

CONTINUOUS IMPROVEMENT: All staff are to practice and to assist in the instruction of colleagues and
students in the principles of continuous improvement through application of the Baldrige process and the use of Plan, Do,
Study, Act, PDSA, action steps. All staff are to be knowledgeable of and to take identified action steps to achieve the
strategic action plans of Lake Arthur Municipal Schools. These plans include but are not limited to:

Educational Plan for Student Success

Professional Development Plans

Lake Arthur Reading Process

Mathematics Initiative

High Schools That Work Plan

Positive Behavior Support System Plan

District Technology Plan

Safe Schools Plan

Multi-Hazard Emergency Preparedness Plan
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CORPORAL PUNISHMENT: School personnel are not permitted to address a disciplinary issue through the use of
any type of corporal punishment.

DISCIPLINE: Each teacher is expected to handle general classroom discipline concerns in an approved and effective
manner through the effective behavior practices of the Positive Behavior System, PBS

Students are expected to respond appropriately and respectfully to the instructions of the teacher. You
should organize your class(es) on the first day of school to model and provide clear, written expectations for student
behavior and disciplinary procedures according to the district’s PBS Plan.

Keep a record of any and all disciplinary action you have taken. Read and observe all disciplinary details as outlined in
the disciplinary process and practices of the PBS system.

Administrative personnel will expect you to keep accurate documentation of all conversations with parents regarding
disciplinary concerns. Administrative personnel will not address disciplinary concerns of a minor nature until you have
addressed the concern with the student and if necessary with the parent/guardian to make appropriate attempts to bring
resolution to the behavior concern.

Minor concerns are issues involving the disruption of the daily learning expectations, procedures and activities of the
class. If there are repeated infractions of minor concerns you should also involve the school counselor in an attempt to
address it. If you think an administrator needs to see a student for a concern, please call in to the office so someone can
come to cover your class and then you may accompany that student to the office. Do not sit students in the hallways as a
disciplinary measure. ISS will only be assigned by an administrator after consultation with parent, student, and teacher.
Teachers may not tell a student that they cannot come back to class.

If you have a serious concern, and you feel you need help, do not hesitate to bring the student to the office. However, if
you need to leave your class, the teacher of record is secured alternative supervision of the classroom through contact with
another adult staff member. If you are having continual trouble with a student or class and cannot seem to get it under
control, come in and discuss it with administrative personnel before things get out of hand.

Teachers are also expected to assist in the enforcement of all school policies, administrative regulations and procedures
appropriately and consistently. Failure to administer and monitor school policies, administrative regulations and

procedures the school dress code may be cause evaluation issue for disciplinary action.

ANY MANNER OF PROFANE language by an employee will not be tolerated when addressing students, parents, staff
members or community patrons.

A behavioral management chart is included to provide guidance for instructional staff as they assume the responsibilities
for implementing the Positive Behavior Disciplinary System Flowchart a possible consequence or set of consequences.
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BEHAVIORAL MANAGEMENT CHART
The following pages contain charts listing unacceptable behaviors and describing mandatory and possible
additional responses. Specific violations and their mandatory responses are indicated by an “M” and possible
additional responses are indicated by an “A”.

DISRUPTIVE Staff/student Contact
BEHAVIORS Staff/parent contact
Administrative/student contact
M = Mandatory Administrative/parent contact
Administrative/student/parent conference
A = Additional *Mediation
Short-term suspension
Long-term suspension/expulsion
Seek restitution
Referral for legal action
In-school
suspension/expulsion
*SAT
ARSON
1st Offense A A M M A M M A A M
2nd Offense A A M M M M M M
ASSUALT/BULLYING
1st Offense M A M A A A A A A A A A
2nd Offense A A M M A A A A A A M
ASSUALT/AGGRAVATED
1ST Offense A A M M A A A A A A A M
2nd Offense M A M M A A M A A A
BATTERY/FIGHTING
Any Offense A A A A A A A A A A
BATTERY/AGGRAVATED
Any Offense A A M A A M A A A A
BOMB THREATS AND/OR
FALSE ALARMS
Ist Offense A A M M A M A A M A
2nd Offense A A M M A M M A
BUS DISRUPTION See Parent/Student Transportation Handbook
DEFIANCE OF SCHOOL
PERSONNEL/AUTHORITY
1* Offense M A M A A A A A A A A
2nd Offense M M M M A A A A A A A M
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Behavioral Management Chart

DISRUPTIVE Staff/student Contact
BEHAVIORS Staff/parent contact
Administrative/student contact
M = Mandatory Administrative/parent contact
Administrative/student/parent conference
A = Additional *Mediation
Short-term suspension
Long-term suspension/expulsion
Seek restitution
Referral for legal action
In-school
suspension/expulsion
*SAT
EXCESSIVE ABSENCES M M M M A A M
EXTORTION
Ist Offense A A M A A A A M A A
2nd Offense A A M A M A M A M
FALSE ALARM
1st Offense A A A A A A A
2nd Offense A A M M A A A A A M
GANG ACTIVITY

1st Offense M A A A A A A A M
2nd Offense A M M A A M A A A A

CONDUCT (GENERAL &

DISRUPTIVE)
I1st Offense M A A A A A A A A
2nd Offense M M A M A A A A A A M
HARASSMENT
1st Offense A A A A A A A
2nd Offense M A M M A M A A A A M
HAZING

I1st Offense M M A A A A A A A
2nd Offense M M M M A A A A A A A

*Both Mediation and SAT are processes for assistance and not for punishment.
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Behavioral Management Chart

DISRUPTIVE Staff/student Contact
BEHAVIORS Staff/parent contact
Administrative/student contact
M = Mandatory Administrative/parent contact
Administrative/student/parent conference
A = Additional *Mediation
Short-term suspension
Long-term suspension/expulsion
Seek restitution
Referral for legal action
In-school
suspension/
Expulsion
*SAT
LANGUAGE PROFANE
AND/OR ABUSIVE
1st Offense M A A A A A A A A A A A
2nd Offense M M M M A A A A A A A A
MATERIALS/OBSCENE
Ist Offense M A A A A A A A A A
2nd Offense M M A A A A A A A A
ROBBERY
Ist Offense M A M M M A A A A A A A
2nd Offense M A M M M A A A A A A M
SALE OF/DISTRIBUTION
OF ILLEGAL SUBSTANCE,
RELATED
PARAPHERNALIA &
ALCOHOL (see policy for
other options)
1st Offense M A M M A M A A A M
2nd Offense M A M M M M M A
USE/OR POSSESSION OF
ILLEGAL SUBSTANCE &
ALCOHOL (see policy for
other options)
1st Offense M A M M A M A A A M
2nd Offense M A M M A M A A A
3rd Offense M A M M A M A

*Both Mediation and SAT are processes for assistance and not for punishment.
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Behavioral Management Chart

DISRUPTIVE Staff/student Contact
BEHAVIORS Staff/parent contact
Administrative/student contact
M = Mandatory Administrative/parent contact
Administrative/student/parent conference
A = Additional *Mediation
Short-term suspension
Long-term suspension/expulsion
Seek restitution
Referral for legal
action

In-school

suspension/exp

ulsion

|*SAT
TARDIES SEE SITE HANDBOOKS
THEFT
1st Offense A A A A A A A A A A
2nd Offense A M M A A A A A A A M
TOBACCO
Ist Offense A M A A M A A
2nd Offense M A M A A M A A
TRESPASSING/UNAUTHORI
ZED PRESENCE
1st Offense M A A A A A A A
2nd Offense A M M A A A A M A M
VANDALISM
1st Offense A M M A A A M A A A
2nd Offense M A M A A A A A A
POSSESSION OF WEAPONS
For further information see

weapons policy
1st Offense A A M M M A M A M A A
2nd Offense A A M M M A M M M A M

*Both Mediation and SAT are processes for assistance and not for punishment.
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DISMISSAL OF CLASSES: During the regular schedule of classes students are to be dismissed by direct verbal
permission given by the teacher to the students at the end of the period not by the bell sounding.

During emergency situations once a code announcement has been given, the teacher is to stay with the students in
designated locations until an all clear has been given by the administration. Dismissal of students is only to be given by a
direct verbal directive from the teacher or an adult.

DISTANCE EDUCATION COURSES

The district offers students on-line (Internet Communication) and Interactive Television (ITV) courses in cooperation with
the Pecos Valley Regional Educational Cooperative in association with ENMU-R, NMSU-C, and NMIC. This program
offers an option for a student to earn high school credits as a curriculum expansion offering, honors/AP courses, credit
recovery, and remediation. All Staff at Lake Arthur Municipal Schools are expected to be able to teach within these
current and future electronic media frameworks. Staff that are involved with the instructional process of a distance
education learning situation are required to provide tutoring services to Lake Arthur students as instruction is received
through the distance education application. Staff are reminded that the property rights for materials developed in
conjunction with face-to-face teaching or a distance education applications remain with the school district.

EMERGENCY DRILLS
Emergency drill manual is to be kept available for your immediate use. All staff are to know and
follow emergency drill procedures.
FIRE: Fire drill exit chart are required to be posted in your room. Fire drill procedures are to be reviewed with
students the first day of school.
1. At the alarm, close all windows and doors, and take your attendance register.
2. Take your class to the designated area and take attendance.
3. When the all-clear signal is given, proceed to designated area.
4. Send your drill reports to the office immediately.
Please note that you are not to turn off any lights or other electrical equipment for any kind of
building evacuation drill. The only exception to this is the vocational classrooms.
We are required to have one fire drill per week the first month of school and one drill per
month thereafter.
EMERGENCY: During the course of the school year two emergency drills are to be
conducted that pertain to weather or homeland security alerts. The procedures for these drills
will be covered by the instructor with practice sessions prior to a whole school emergency
drill being conducted.
INTRUDER: An intruder alert requires that all staff hold students and any adults in the
classroom until an all clear is given by the administration. The door may be locked or
barricaded so entry is denied from the hallway. The teacher is to use his/her discretion to
determine the best course of action to maintain the safety of the classroom.

FIELD TRIPS: All field trip activities planned for the classroom must be approved in writing by the principal by the
close of business on 15" of January of any given school year. No field trips will be approved after this date. Field trip
forms are available in the office. Field trip forms must be filled out completely before submitting and approved in writing
before authorization for the field trip is an expectation. All field trips must be educationally relevant as defined in the
narrative that is to accompany the form. All field trips will need to be completed by the end of the first week in May of
any given school year. Field trip supervision is govern by the duties and responsibilities of the regular classroom and the
special circumstances of the field trip venue.
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FOOD, BEVERAGES IN THE CLLASSROOM: Staff are not to eat or drink in their classrooms and are not
permitted to allow students to eat or drink in the classroom during class times unless it is part of the approved curriculum.
There are adequate breaks and passing periods throughout the school day when students and staff can secure a drink.
Compliance with the wellness policy is to be modeled by all staff. Nutritional snacks, if approved and used, are to be
done without a disruption to the school day.

Staff are not permitted to have food and/or beverages in the classroom during the instructional period. Water, if
consumed, is to be the only beverage allowed during the school day and not to be consumed during instructional time.

GENERAL SCREENING: All students are to be screened carefully at the beginning of each school year in order to
develop and provide the most appropriate educational program for each student.

When evaluating testing information, any student not achieving grade level performance is to have an individualized plan-
of-action. Continue performance below grade level standards by a student or a student showing significantly higher than
grade level standards is to be immediately referred to the Student Assistance Team, SAT Team, for consideration of
appropriate educational program needs.

GRADING SYSTEM: Grades will be determined individually. The basic consideration for student evaluation is that
of assessing the individual student ability to function in relation to the New Mexico Content and Performance Standards
and Benchmarks established for the academic areas and grade levels. Please note the following:

Many different types of grades are recorded during a reporting period, these might address testing, oral presentations,
projects, daily work, etc. Opportunity for meaningful learning activities and assessment of pupil progress is reflected
through recording an adequate number of weekly grades.

There shall be a minimum of three grades posted weekly in each content area in each grade. These grades are to be posted
on Principal’s Aide by the close of each school week. Progress reports may be requested to be sent home each week, so it
is imperative you enter your grades promptly.

Student punctuality, attendance and conduct will be reflected in a conduct grade, not in the academic grade.
Progress reports will be sent home by the designated days of the school calendar. However, more frequent use of the
progress reports including daily may be required with deficient areas highlighted by the classroom teacher. Parent

conferences will be requested for any area highlighted.

Numerical grades will be used to mark all coursework. These grades should relate to the performance standard
identified for the assignment.

The grading scale will be:
A=90-100 Outstanding
B=80-89 Above average
C=70-79 Average
D=60-69 Below average

F=0-59 Failing, did not meet minimum requirements
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Power of “I’’ Process

The Power of “I” process is to have all students accountable for their own learning and to perform academic work that is meeting New
Mexico grade level content and performance standards. In order for each Lake Arthur student to attain that proficiency all
assignments, homework, and exams will be completed and evaluated by a grading system that determines if the submitted work meets
the grade level standards. The process to ensure that this level of proficiency is reach involves a Re-Do Policy with its accompanying
set of regulations and procedures. The framework for this grading process is structured within an Effort-Based Culture. A student’s
final grades and credit will be determined by his/her willingness to accept accountability for their performance. An addendum giving
the specific to the Power of “I” will be added to the Student Handbook during the Parent and Student Conferences on August 09,
2010.

Culmination Assessments

Culmination Assessments

Culmination project assessments will be conducted starting the 2011-2012 school year. Each grade level will be assigned a task that
contributes to students demonstrating proficiency within the NM Standards and Benchmarks that contribute to a student using
knowledge and skills to produce a culminating project. Grades 5, 8, and 9-12 will be active in this culmination project assessment.
The senior culmination project assessment is part of NM High School Redesign Act’s revised assessment system to achieve
graduation diploma status.

Benchmark Assessment (Elementary)

All elementary students will take a proficiency assessment at the end of first and second semester that assesses long term
mastery of knowledge and skills that have been previously been learned during that time period based on criterion-
referenced testing measures and aligned to the New Mexico Content and Performance Standards.

Semester Examinations (Secondary)

All secondary students must take comprehensive first and second semester examinations that assesses long term mastery
of knowledge and skills of content previously learned during that time period based on criterion-referenced testing
measures and aligned to the New Mexico Content and Performance Standards.

Semester grades will be calculated by assigning each nine-week grade a value of 40% and the semester exam a value of
20%.

Conduct grades will be issued based on the PBS behavior expectations and measured by adopted behavioral rubrics.

Grades and attendance for students are to be verified by the classroom teacher for honor roll and Panther Pride recognition each
nine-week grading period.

GRADE BOOKS: Student Management System shall be used in conjunction with the instructor’s official
grade book. Administrative directives shall determine required steps of action by all personnel assigned tasks to
correctly complete by designated time deadlines. Grade Books are to be used to record academic performance and
attendance information and as a back-up to the information posted on Principal’s Aide. Grades should be entered with a
notation relating the grade to the information entered on Principal’s Aide and a notation relating the grade to an
assignment. Grade books are returned to the office at the close of the school year. Please make sure your name and the
school year is posted on the cover of your grade book. Note that the academic proficiency status and attendance
information is considered a legal document in a court of law and that information must be recorded accurately and
completely. In hardcopy records absences should be recorded with a straight horizontal mark. Tardies are recorded by
changing the horizontal mark of absent to a “I" mark.

GRADUATION: All certified staff are expected to participate in graduation exercises honoring our senior class.
63



LAKE ARTHUR MUNICIPAL SCHOOLS
STAFF HANDBOOK, 2011-2012

ICurriculum and Instruction Regulations and Procedures

HOMEWORK: Homework assignments will be of reasonable length and of a value that relates to the learning process.
Teachers are to ensure that students have the knowledge and skills necessary to complete a homework assignment.
Homework grades should be noted as such and are to be a part of the grading process. Teachers should take care in
grading homework assignments to make sure that student knowledge is graded and not a lack of support from home.

General guidelines are: Children in kindergarten through grade 2 — 10 to 20 minutes per day
Children in grade 3 through grade 6 — 30 to 60 minutes per day
Children in grade 7 through grade 9 — 45 to 70 minutes per day (time
spent and amount of homework may vary)
Children in grade 10 through grade 12 — 45 to 90 minutes per day
(time spent and amount of homework may vary)
Reference: National Parent Teacher Association

All students are expected to complete homework assignments by the due date determined by the teacher. Parent response
forms may be used by the teacher to provide notice of successful/non-successful completion of homework. Failure to
complete homework will affect the ability of the student to demonstrate proficiency on the New Mexico Content and
Performance Standards and achieving a passing grade for a course or subject.

INSTRUCTIONAL MATERIALS SUPERVISION: Teachers are responsible for inventorying, storing,
monitoring and establishing verifiable records pertaining to the distribution and use of instructional materials, classroom
materials by students. District forms are located in Forms Addendum of the Staff Handbook or distributed by the building
administrator. Failure of a designated staff member to monitor the use and return of instructional materials is considered
performance negligence and is cause for evaluative disciplinary action and reimbursement for said materials to the district
by the employee.

Each teacher is required to submit a complete inventory of textbooks, classroom materials furniture, and hardware at the
close of the school year. The student’s ID number from Principal’s Aide should be used in addition to the student’s name
when assigning textbooks.

A book room is to house all textbooks. All instructional materials are required to be checked out at the start of the school
year. All instructional materials checked out during the course of the school year are required to be checked in at the
close of the school year. If students withdraw during the school year, all instructional materials are to be returned to the
administrative office for inventory and accounting purposes.

Students shall pay the full or designed replacement cost of textbooks that are missing or damaged beyond use. Students
are to make payment through a documentation/receipting process to the teacher or to the business office. Do not issue
another textbook until the student presents a receipt of payment from the secretary or you have received instructions from
the building administrator

Instructional material evaluation and adoptions are conducted in the spring by instructional staff to the administration
through a written evaluation and recommendation process. The business office will distribute the appropriate materials
for ordering at that time. The NMPED submit materials for adoption according to the NMSDE adoption cycle.

Staff members who received teacher editions, teacher supplementary instructional materials, and/or teacher reference
materials issued to the teacher are bound by the same regulations and procedures for the return of said materials back to
the district. Staff members shall pay the full or designed replacement cost of teacher editions, teacher supplementary
instructional materials, and/or the teacher reference materials issued to the teacher that are missing or damaged beyond
use.
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LESSON PLANS: Each teacher shall keep lesson plans within the designated standards-based lesson plan format for
daily instructional use and for use by substitute teachers to provide continuity in delivery of instruction. The district has
designated standards-based lesson plan formats. However, teachers may request to use another lesson plan format if it
meets the standards-based lesson plan rubric criteria.

This format must meet the standards-based instructional requirements as a standards-based lesson plan and be approved
by the principal. ALL lesson plans must be prepared in detail in writing in advance and kept in the classroom.

Detailed weekly lesson plans must be available by the START of the school day on Monday of each instructional school
week. Periodic lesson plan checks will be conducted as a component of the teacher evaluation process.

New Mexico Content and Performance Standards provide the yearly class outline for all material that will be covered per
content and grade level.

Keep all lesson plans, attendance and grade records in a readily accessible secure location.

Lesson Plan formats are provided in the Forms Addendum of the Staff Handbook.

LOST OR DAMAGED INSTRUCTIONAL MATERIALS: The school district may withhold the grades,
diploma and transcripts of all students responsible for damage or loss of instructional materials until the parent, guardian
or student has paid for the damaged or missing materials. When a parent, guardian or student is unable to pay for
damages or missing materials, the district has the option to work with the parent/student to develop an alternative program
for payment.

If personal payment is not made by the staff member directly to the business/finance department, payroll deduction will be
taken to cover said expenses for teacher editions, teacher supplementary instructional materials, and/or the teacher
reference materials issued to the teacher that are missing or damaged beyond use.

MENTORING PERIOD: All certified staff will be assigned an advisory/mentoring group. Your responsibilities as
an advisor will include but not be limited to the following activities.

Bullying Prevention Career Information

Character Education Coordination of progress reports

Collate/analyze testing information Credit Checks

Curriculum and Course Handbook General Screening

Higher Order Thinking Skills Instruction Inclusive Instruction/Least Restrictive Environment
Life Skills Next Steps Plan

Positive Behavior System Training SAT referral

Student Handbook review Student performance topics

Mentor Roles and Responsibilities

e Mentors students for academic performance and meeting behavior expectations.
Help students define and develop educational plans and assist in the selection of appropriate coursework.
Assist students in planning a program consistent with their abilities and interests
Assist students in evaluating progress toward academic and career goals.
Discuss and reinforce linkages and relationships between the instructional program and attaining grade level
performance as measure by New Mexico Content and Performance Standards.
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Clarify instructional policies, procedures and requirements.

Assist student in clarifying academic, career, and/or personal issues.

Inform students of the roles and responsibilities of the advisor/advisee relationship.

Assist students in identifying educational opportunities

Respect the student’s individual differences and circumstances in the educational planning process.

Inform students of special services available to them for remediation, academic assistance, and other needs.
Provide instruction and training in character education and behavior expectations.

Other duties as assigned by the principal and/or superintendent.

MOVIES, VIDEOS., OTHER MULTI-MEDIA: To prevent problems or questions, the following administrative
regulations regarding the use of movies, videos and/or other types of multi-media in the classroom is in effect. All
movies/videos shown at school for classroom purposes will be rated G. It is expected that these movies/videos will be
previewed by the teacher prior to classroom use. The movies/videos must be in good taste and appropriate to the grade
level and subject matter.

NO PG-13. R, or X rated materials will be shown unless prior written permission has been given by the superintendent
and there is adequate time for pre-screening. If a teacher feels that a movie/video with a rating other than G is critical
to the development of the curriculum, written justification must be presented to the superintendent and approval
granted in writing before student viewing. Parent permission forms will be required to be signed and on file before a
student can view a movie/video/other multi-media of this nature. We should be sensitive to the presence of profane
language, nudity, excessive violence, and/or controversial themes in the movies shown at school. The only purpose in
showing movies/videos at school should be to enhance the curriculum. There are no exceptions to this policy.

PARENT/TEACHER CONFERENCES: Parent conferences will be scheduled by professional staff as often as
necessary to achieve maximum communication between the home and school. Conferences will be scheduled to
compliment a student, resolve a student problem or to avoid a potential problem. Conferences are held regularly once
each semester for elementary, middle and high school students. Format of these required parent conferences is the
Student-Led Parent/Teacher Conference format. Additional conferences may be called by the teacher and/or the
parent/guardian to bring about improvement in academic performance and behavior to promote learning.

Students will receive report cards following the end of a nine-week grading period. A mid-nine week progress report of
all subjects will be provided to parents to enhance existing feedback on individual student progress. This includes but is
not limited to failing or unsatisfactory work.

PERMANENT RECORDS/CUMULATIVE RECORD FILES: Student permanent records/cumulative files are
to be completed at the end of the week following the close of each semester. There will be no grades changed once they
are entered on the cumulative record file, so make absolutely certain that the grade you are entering is accurate and based
on the information generated for the report card. If there are any doubts regarding a
student having completed the coursework, please do not enter a grade on the cumulative record file until the question is
cleared completely. There will be no incomplete grades recorded. Please note that all senior’s coursework is to be
completed by their last day of school as scheduled on the master calendar. Also, please remember that students who have
transferred in to our district during the last two weeks of our nine week grading period will receive the grades generated
by their previous school. A transfer student will not be enrolled without transfer grades. Please note, too, that
with our seven period class schedule, there may be students taking classes for which there will be no grades to transfer. In
these situations, the student must make up any missing work in order to receive an authentic semester grade.
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PROFESSIONAL RESPONSIBILITIES: NM Statutes 1978 Annotated: Any person teaching, supervising an
instructional program, counseling or providing special instructional services in a public school or state agency and any
person administering in a public school must have a valid certificate by the first day of employment contract or shall
forfeit all claim to compensation for services rendered.

REPORT CARDS: Report cards are issued at the end of each 9-week grading period as indicated on the school
calendar. Mid-term progress reports are sent home each nine weeks. Additional progress reports may be sent home as
frequently as needed by the teaching staff. A Standards-based reporting system based on students demonstrating grade
level proficiency on NM Content and Performance Standards is being developed for implementation during the 2011-
2012 school year. Grades for report cards are to be generated from the information reported on Principal’s Aide.

RETENTION OF STUDENTS: Retention of any student is governed by state statute and local policies. The
following process for recommending retention is in effect as follows:
a) 15 January Submit to principal and superintendent:
A listing of students being considered for retention is submitted by the teacher to the principal and superintendent by 15 January.
In order for a student to be placed on this list, the teacher must include with that list the following:
1) Dates of meetings with parent(s) to discuss retention concerns (at least two meetings prior to
January 15)
2) Signature of parent(s) attending these meetings
b) 15 February = Submit to principal and SAT committee
A listing of students being considered for retention is submitted to the principal and SAT committee. For each student on the
listing, two copies of Light’s Retention Scale submitted, one copy to be completed by the parent, one copy to be completed
by the teacher
Copy of student report card for previous year and the first semester of current school year
¢) 15 March Meet with SAT committee to discuss concerns
d) 15 May Meet with SAT committee and parents
Submit to the principal:
1) Copy of student report card for current school year
2) Copy of student’s nationally standardized testing program results from
previous year and current year if available
3) Final recommendation for retention with parent(s) supporting statement and signature on meeting minutes

SCHOOL VOLUNTEERS: The use of adult school volunteers is authorized only by the superintendent and/or the
board of education. The building administrator is responsible for the choice and/or approval of adult volunteers. Parents
are encouraged to volunteer their assistance. Volunteers working in the direct vicinity of students will be required to
obtain a current TB test showing negative results.

STUDENT ASSISTANCE TEAM, SAT: A Student Assistance Team (SAT) meets throughout the school year to
address any unique concerns regarding student progress. Do not hesitate to refer a student to this team for assistance in
determining an appropriate educational program for any student demonstrating inability to make appropriate progress for
any reason throughout the school year. When evaluating testing information, any student not achieving grade level
performance is to have an individualized plan-of-action. Continue performance below grade level standards by a student
or a student showing significantly higher than grade level standards is to be immediately referred to the SAT for
consideration of appropriate educational program needs.

Response to Intervention process must be in evidence prior to a SAT team referral building documentation of strategies
applied in response to the need of the student.
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STUDENT ENROLLMENT: New students enrolling in our district must first meet with the counselor/administrator
to complete required paperwork and get their class schedule. When a new student is introduced to your class, please
record the grading information from their previous school in your grade book. Students transferring with less than two
weeks to the end of our grading period will be issued the grades they presented from their previous school.

Do not remove a student from your class roster unless you have received an approved withdrawal form or notification
from the office. Students are not considered to be officially withdrawn until a parent/guardian has completed the
withdrawal requirements of the district. When a student is withdrawing during the school day, he/she will present a
withdrawal form for you to enter the student’s current grading status. Please note on this form if the student has not
returned any school materials issued for your class. Please initial all information you enter on this withdrawal form. The
library and cafeteria staff should also indicate if the student has any outstanding obligations. The student should return
this completed form to the counselor/administrator before the official withdrawal is completed.

STUDENT MAKE-UP WORK: Make-up Work for Excused Absences: Work must be completed in no more than
two days from the first day missed and one day for each consecutive day thereafter but not to exceed one week. Students
who have absences must assume the responsibility of conferencing with their teachers on their first day back to school
about worked missed. Teachers will provide instructional assistance as needed. Make-up work for school-sponsored trips
is required to be turned-in by the next day. Failure to complete the make-up assignments will result in a “0” for the
assignment missed and will be recorded in the teacher’s grade book.

Students who complete make-up work within the stated time will be allowed to make-up one hundred percent of the work
and grade missed, including “participation grades”. The student’s grade will in no way be reduced except in the case of
poor quality or late make-up work. In such case, unsatisfactory make-up work must be graded and identified to the
student by the teacher. Credit will be given for all work completed including whole or portions of assignments/projects.

Make-up Work for Unexcused Absences: Following an unexcused absence, a student shall be allowed to make up the
work missed provide that the student submits the work the day following the unexcused absence and provided it meets
administrative regulations. Make up work caused by an unexcused absence shall have ten (10) points deducted from the
summative grade given to each assignment that constitutes a student’s make-up work. Teachers are not required to assist
the student in any aspect of unexcused make-up work.

SUBSTITUTE TEACHERS: Board Policy Manual #280 The superintendent shall maintain an active list of persons
approved by the NM State Department of Education to act as substitute teachers. The employment of substitutes is to be
made by administrators only, not the classroom teacher. Substitutes are paid at the board of education approved hourly
rate.

TUTORING STUDENTS: Board Policy #281 - The board of education believes that by maintaining an instructional
staff of high quality and providing for a rich and varied curriculum the need for individual student tutoring is minimized.

When paid tutoring of a student by an employee is deemed necessary, such tutoring will be conducted outside the

employee’s regular work hours. Such paid tutoring is to be arranged between families or other agencies and the
employee, and the school district assumes no responsibility for the arrangements or the performance thereof.
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WELLNESS POLICY: All staff are to be knowledgeable of and prepared to provide action steps to promote student
health, student nutrition and physical activity in an instructional setting. All instructional staff are to research physical
exercise activities to personally model and conduct in the classroom brief exercise periods to stimulate muscular,
respiratory, and cardio-vascular activity. All staff are to provide instructional lessons on student health and student
nutrition in accordance with Student Health Advisory Committee, SHAC instructions and materials.

o Lake Arthur Schools’ School-based Health Clinic: Lake Arthur Schools’ and the New Mexico Department of
Health, NMDOH, has coordinated the sponsoring of a school-based health center (SBHCs) bringing health care to where
students are — in school. SBHCs provide comprehensive health services, so students can avoid health-related absences and
get support to succeed in school. SBHCs give students medical and behavioral health attention when they need it, catching
problems like asthma, diabetes and depression now, preventing bigger problems later. Lake Arthur Schools’ and the
NMDOH will continue to collaborate with other school health partners to promote, facilitate, and advocate for
comprehensive, culturally competent health care in schools for both adults and students. Further details on the services that
the Lake Arthur Schools’ School-based Health Clinic will offer during 2011-2012 school year will be announced at the start
of the school year.

Administration of Medication at School

Parents are encouraged not to send medication to school with their children. However, the district does recognize that there are some
instances in which medication must be taken by the child during school hours. The Public School Health Manual, 2011-2012, requires
that all medications administered by the school nurse must be accompanied by a signed completed medical form authorizing the
use of a prescription or an over the counter medication.

The following set of guidelines are provided to clarify this situation for school personnel and parents. Any student who must take any

prescribed or an over the counter medication during school hours must:
1. Have the Medication Consent Form completed and signed by a physician. When completed, the form is to be submitted and
must be on record in the administration office.
2. Over the counter medications must be provided to the school nurse in an unopened bottle.
3. All medications are to be kept in the nurse’s office and all students must go to the nurse’s office to take the medication. The

nurse will then keep a log of when medication was taken.

All non-prescribed medication, such as aspirin or Tylenol, can only be given through a written medication form signed by a primary
care physician.
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BUILDING CLOSING PROCEDURES

1. Using PBS behavior expectation instructional process, review the student’s responsibilities and privileges in the
use of district facilities and grounds after the end of a school day or an event. Student and staff handbooks
contain this information.

2. If you have used the lounge, make sure that the lights are turned off and the door is locked. This includes during
the school working hours.

3. Log off all computer systems and secure your room.

4. If students have been working under your supervision, make sure that they have left the building or have
definitely secured transportation home. If the student has come to you for assistance after school or the staff
member has required the student to stay beyond the end of the school day, you are responsible for their care and
supervision until the student has left the campus.

5. Students whose parents are district employees are responsible for the care and supervision of their son/daughter
unless the student is involved in a supervised activity or event after school. Unsupervised time or location of the
employee’s son/daughter after school is not permitted practice. The same care and supervision of the student
noted above after an activity and event is the responsibility of the parents.

Turn off room lights and any electrical equipment.

Lock your designated work areas/classroom door(s).

If you are the last one in your area to leave the building, you are to turn off lights in hallways. A colleague

courtesy stop would be in order to make sure that if he/she is still using the facilities, he/she will be the last one to

turn off the lights in the hallways.

9. Make sure that custodial/maintenance and technology work orders are correctly filled out for signature purposes
and completion of work.

GORIRCA

CAMPUS UPKEEP: All staff and students are to help to keep the campus, building, and classrooms clean, neat and
attractive. Request that students help keep trash picked up throughout the campus. We should all be responsible in
helping maintain a clean campus.

CONCESSION STAND  The concession stand is regulated by the New Mexico Health Department inspection
process. This means that the cooking appliances and tools, the cabinets and countertops, the floor, etc. are to be
absolutely free of left over food or dirt.

To prevent the closing of the concession due to improper standards of cleanliness all organizations, advisors and students
are hereby notified that if substandard cleaning is completed at the end of each use by an organization, the following steps
will be taken.

Students of a sponsoring organization will be held as accountable as the advisor to make sure the concession stand is clean
after its use. Students are to advise their parents that they will be required to stay until the cleaning of the concession
stand is completed.
1. Failure to clean the concession stand will mean that a charge of $10.00 per hour shall be administered against the
treasury or the concession proceeds of the organization to properly clean the concession stand.
2. Repeated failure to satisfactory clean the concession stand shall prohibit that organization from using the
concession stand as a fund raising avenue.
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