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Teachers/Staff Handbook Committee:  Kay Frazier, Brenda Mares, Alan Daugherty, Pam Beevers, and 
Ron Windom.  (July 9, 1999) 
 

Introduction 
 

The Melrose Board of Education and the administration welcome you to Melrose Municipal Schools. 
 
Melrose School enjoys a reputation of excellence in all facets of the educational program.  This reputation 
has been made possible by a diligent effort on the part of students, parents, staff, and the Board of 
Education.  Our wish is that staff members continue to improve upon this fine record.  We believe 
Melrose Municipal Schools to be rich in tradition, family values, high morals, and integrity per character.  
We believe Melrose Municipal Schools to be the best.  The following quote is offered by which to set 
your goals: 
 

GOOD, BETTER-BEST 
NEVER LET IT REST 

UNTIL YOU HAVE MADE 
YOUR GOOD BETTER 

AND YOUR BETTER BEST. 
 

The following pages are provided to make you aware of the policies, regulations, and requirements set for 
by the Melrose Board of Education, the administrators in Melrose Schools, the State Board of Education, 
and mandated state statutes. 
 

General 
 
The teacher/staff member will create an atmosphere conductive to the promotion of positive student 
involvement and self-concept.   The teacher/staff member will manage the educational setting in a manner 
that promotes positive student behavior with a safe and healthy environment, to include, serving as a role 
model for positive behavior patterns and promoting positive student and teacher/staff relationships.  
School staff will always dress appropriately while discharging and performing school duties and 
responsibilities.  All personnel assigned to and of Melrose Municipal Schools will be subject to some 
form of an administration/teacher evaluation, whether formal or informal.  All personnel will adhere to 
the rules, regulations, and board policy of Melrose Municipal Schools.  Revised July 9, 2001 
 

A. Equal Opportunity Employment 
The Melrose Municipal School District does not discriminate on the basis of race, color, national 
origin, sex, religion, age, marital status, disability, handicap, or veteran status in employment or the 
provision of services.  This includes, but is not limited to, admissions, educational services, financial 
aid and employment.  Inquiries concerning the application of Title VI, and Title VII or the Civil 
Rights Act, Section 504 of PL 92-112, and on the Age of Discrimination Act may be referred to the 
Superintendent of the Melrose Municipal Schools.  Address inquiries to the Melrose Municipal 
Schools, 100 E. Missouri, P.O. Box 275, Melrose, NM 88124, and telephone number 575-253-4269. 
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B. Application/Employee Responsibility 
The School district is willing to make reasonable accommodations with regard to limitations of 
which it is notified according to the requirements of the Americans with Disabilities Act and 
with Section 504 of the Rehabilitation Act of 1973.  It is the responsibility of the applicant or 
employee to inform the Superintendent if an accommodation is needed. 
Items of Employee/Staff Responsibility consist of but are not limited to: 

 
1. Never leaving classroom unattended when students are present 
2. No telephones on teachers 
3. Performing to the competencies outlined on the teacher evaluation 
4. All school material, property, equipment, etc., to remain at school-do not take home 
5. File/keep all administrative memos, throughout the year, per procedure and information 
6. Children at work-With insurance liability, it is asked that children not be in the work environment 

when it is not necessary.  Employee discretion is advised.  No child should be left unsupervised. 
7. Purchase orders (P.O.’s). You must have administrative approval before you buy 
8. Depositing funds (School activities, organizations, clubs, sponsorships, etc.) all money must be 

deposited within a 24-hour period.  Sponsors are responsible to see this is adhered to and done 
9. Copiers, laminating machines, etc. are to be operated by teachers/staff only 
10. For any organization that may go to nationals, the following applies: 

a. School will pay up to a maximum of $300 for each student, the sponsor, and one 
chaperone, if necessary 

b. If a group raises money one year and does not qualify for nationals the money “Rolls 
Over” to the next year 

c. For state competition, the school will pay for the sponsor and one chaperone, if necessary 
d. An activity itinerary/schedule must be presented to the appropriate administrator for 

review and approval 
e. Students will be required to dress appropriately for travel and event 

11. If any individual, individuals, or organization has an item or any items ruined, stolen, damaged, 
etc., while located on Melrose Municipals Schools’ property/campus, the school, school 
employees, school officials/agents, etc. shall not be held responsible or liable.  Unattended 
personal items of employees, students, other individuals, etc. left at school will be disposed of in 
the least restrictive manner (Auction, Public Sale, removed, Donation, Etc.), the school, school 
employees, school officials/agents, etc. shall not be held responsible or liable.  Revised August 
11, 2003 

12. The transportation of infants, toddlers, small/young non-school age children, etc. on school 
busses, “To and From” school bus routes, activity travel, etc., is not permitted. 

13. Inventory-the employee is financially responsible for all inventory assigned/checked out to said 
employee.  Any missing items may be deducted from the employee’s paycheck. Revised July 19, 
2000 

14. For the purchase of items, services, etc., teachers/staff will need to follow all procedures (At least 
3 bids compiled/documented) as per Melrose Municipal School’ requisition. Revised July 2, 
2001 

15. Allowable meal expense: Breakfast $6, Lunch $7, Dinner $9 (P.O.’s may be combined).  Make 
sure the P.O. will be accepted before dining out at any eating establishment. 
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C. Background Investigations  
Applicants recommended for employment with the district are subject to work history, education 
history, and reference investigations, including but not limited to substitutes and temporaries.  Each 
such applicant will be subject to a criminal background investigation, including mandatory 
fingerprinting, at the candidate’s expense, as a condition of further consideration for employment. 
 
All offers of employment are contingent upon the satisfactory completion of background 
investigations.  Criminal convictions shall not automatically bar an applicant from obtaining 
employment with the District, but pursuant to the Criminal Offender Act, NMSA 1078 28-2-4 and 
28-2-5, may be the basis for refusing employment. 
 
Criminal background checks, as described above, shall also be conducted upon each contractor or 
contractor’s employee, at the expense of the contractor or contractor’s employee, if the contractor or 
contractor’s employee has unsupervised access to students.  In such cases, contracts shall be subject 
to the satisfactory completion of background checks. 
 
The administration may also conduct the referenced background investigations of incumbent 
employees if it becomes aware of acts, circumstances, or conduct that five a rise to a reasonable 
suspicion that undisclosed aspects of the employee’s background might disqualify him or her to 
continue in employment with the district.  Revised June 25, 1998  
 
D. Disabled Employee Information 
The board will provide the working conditions for a sound educational program.  The area in 
which our disabled employees work will be modified to accommodate them in a manner in 
which they can serve and work in a safe environment.  Reasonable accommodation(s) will be 
made for employees who may have a disability as defined in the Americans with Disabilities 
Act.  Accommodation(s) include(s) but are not limited to ramps, rails, doors, restrooms, drinking 
fountains, telecommunications devices, and appropriate access and exit to and from facilities. 

  
E. Staff Development Opportunities 
The Board recognizes that staff members should continue to improve their competencies during their 
service.  It expects the Superintendent to promote opportunities for staff development and for staff 
members to take advantage of them.  To the extent feasible, the Superintendent should establish 
procedures by which staff members can receive proper recognition for efforts to improve themselves.   
 
F. Grievance Procedure  
The purpose of the grievance procedures is to provide a framework within which certified personnel 
may work toward solving problems as they arise to guarantee fair treatment to all parties.  Good 
morale is maintained by a sincere effort on the part of all persons concerned to work toward 
constructive solutions in an atmosphere of courtesy and cooperation.  Consequently, it is expected 
that all parties to a disagreement will attempt to solve such problems at the lowest possible 
administrative level with initially free and informal communication.  Both parties agree that 
proceedings will be confidential.  SEE BOARD POLICY MANUAL. 
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G. Conflict of Interest  
Each employee of the school system is in fact an employee of the State of New Mexico, responsive to 
the people or taxpayers of the State.  As such, each employee will refrain from activities, 
employment, and business transactions, which would constitute a conflict of interest.  (Legal 
Reference: NMSA 222-1, 1978 Comp.)  School employees will not engage/be involved in protest 
activities or the introductions of biases material into school curricula. 
 
H. Staff-Community Relations  
The Board will, upon the recommendation of the Superintendent, employ personnel who are 
specialists in the fields of education to staff the school system.  The Board advises, however, that 
the task to be accomplished in the community by professional school staff is not limited to the 
classroom.  The Board urges staff members to become active participants in community affairs 
and to set an example of good citizenship.  SEE BOARD POLICY MANUAL 
 
I. Personnel Records  
The Superintendent shall maintain a file of each certified employee and staff member.  This file 
will be retained in the Superintendent’ office.  The personnel records of the school system will 
comply with all State and Federal regulatory agencies.  The records may include but not be 
limited to the following documents where applicable.   
 

1. Verification of previous service 
2. A complete transcript of college credits 
3. A current New Mexico Teaching Certificate/License 
4. Retirement record 
5. Current contract or salary agreement 
6. Evaluation Summaries 
7. A copy of birth certificate 
8. Physical exams for all new employees 
9. I-9 (verification of citizenship) 
10. Background information 

 
Personnel records of the school system are not classified as public records and are not open to 
public inspection.  The use of the personnel file will be limited to the employee and his 
designated representative, the superintendent or his designated representative, the supervisory 
principals, and the Board.  Individual use of the file by any of the above will be through the 
office of the Superintendent. 
 
Teachers are personally responsible for securing verification of service, official transcripts, 
health certificates, teaching certificates, birth certificates, background information, etc.  
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J. Employee Leave Benefits  
All leave benefits are limited to full-time employees or part-time employees who are hired for 
the full school or calendar year.  They do not apply to occasional employees such as substitute 
teachers, student workers, hourly-rate service provider, etc. 
 
Sick Leave (See Board Policy Manual) 
Personal Leave (See Board Policy Manual) 
Court or Jury Duty (See Board Policy Manual) 
 Maternity Leave (See Board Policy Manual) 
Other Leave of Absence (See Board Policy Manual) 
Instructional Leave (See Board Policy Manual) 
Professional Activities Leave (See Board Policy Manual) 
 
If leave is in excess of the allotted days, the deduction may be the daily rate computed on the 
contract year.  Revised July 9, 2001  
 
K. Worker’s Compensation  
WHEREAS, the District wishes to provide its employees with worker’s compensation benefits as 
provided by law; and 
WHEREAS, the District, as a member of the New Mexico public Schools Insurance Authority, 
wishes to provide workers’ compensation benefits at the least possible expense; and 
WHEREAS, the District, wishes to provide the safest possible working conditions for its 
employees; and 
WHEREAS, The District wishes to provide its employees with the proper methods and 
procedures to follow whenever an injury arises out of the scope and in the course of their 
employment with the District; and 
WHEREAS, The District desires to save on future rates by shifting costs of pre-existing injury 
care to the subsequent injury fund. 
 
Reporting of Injury (See Board Policy Manual) 
Workman’s Compensation Benefits (See Board Policy Manual) 
Employees with a Pre-Existing Injury (See Board Policy Manual) 
 
L. Retirement  
General Statement:  All personnel are subject to the Educational Retirement Act.  The general 
provisions are as published in a manual by the State Retirement Board.  (Legal Reference: 22-11-
2 through 45, NMSA, 1978 Comp.) 
 
M. Travel Expenses  
The Board will reimburse employees for expenses incurred for travel in connection with school 
business, such as travel to be approved by the Superintendent and reimbursement not to exceed 
State per diem and mileage regulations.  Sponsors will be governed by the rules of organizational 
travel.  In the event of unusual circumstances in which it is determined that the set per diem will 
not cover the travel expenses of a school employee or board member, the Superintendent has the 
discretion to waive the set per diem allowance and reimburse the employee or board member for 
actual expenses up to the maximum allowed by law.  In such cases the employee or board 
member must provide the Superintendent with receipts.  See Melrose Municipal Schools 
TRAVEL REEIMBURSEMENT REQUEST FORM OUT-OF-DISTRICT 
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N. Sexual Harassment Policy  
The policy of the Melrose Board of Education forbids discrimination against any employee or 
applicant for employment on the basis of sex.  The Board will not tolerate sexual harassment 
activity by any of its employees.  “Same-Sex” harassment is prohibited and will not be tolerated.  
This policy similarly applies to non-employee volunteers who work subject to the control of the 
school authorities.  SEE BOARD MANUAL 
 
O. Contracts  
All contracts with instructional employees, except substitutes, shall be at the regular meeting of 
the Board in April of each year.  Written notification by the Superintendent to the teacher of 
election or re-employment shall constitute a contract and shall be accepted in lieu of the regular 
contract pending official approval of the budget.  (Legal Reference:  22-10-11, NMSA 1978 
Comp.) 

 
P. Salary Schedule  
On an annual basis, the Superintendent will prepare a new salary schedule or make 
recommendation concerning the present adopted salary schedule, containing both horizontal and 
vertical steps, for the review and approval of the Board.  This schedule will form the basis for 
determining the annual salary, both individually and collectively.  The Board reserves the right to 
refuse annual increments. 
 
Increments for experience may be granted upon the satisfactory completion of a year’s work.  All 
full year teaching experience will be credited on the salary schedule.  If a teacher has a .50 or 
more year of service, credit for that year will be given on the salary schedule. 
 
All additional hours and degrees earned during the summer must be in the Superintendent’s 
office by October 1st for salary purposes for the school year under consideration. 
 
Each teacher will be responsible for the verification of his/her teaching experience in other 
school systems. 
 
Daily rates are computed on the contract year.  The maintenance and integrity of the professional 
salary schedule is dependent upon the receipt of adequate state and/or federal funds.  (Legal 
reference: 22-10-7; 22-5-11 NMSA 1978 Comp.) 
 
Q. Recruitment  
The Board, within the limitations of its budget and the approved salary schedule, is committed to 
the policy of acquiring and keeping the most qualified professional personnel. 
 
R. Hiring  
Upon recommendation of the Superintendent, the board shall appoint annually each certified 
employee of the District. 
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S. Assignment  
Certified instructors, non-certified personnel, etc. shall be assigned by the Superintendent, in 
consultation with the building principal, to such grade, subject, or special duty, assignment, and 
such location within the district as the individual may be qualified to accept, and as may be in the 
best interest of the students and the entire school system. 
 
T. Extra-Curricular Assignment   
Philosophy-The Board of Education recognizes that a complete and meaningful educational 
experience for the students of this district includes a full program of extra-curricular activities in 
addition to the academic program.  As indicated by the State Board of Education in its 
“Educational Standards for New Mexico Schools.” 
  
The activity program shall be an integral part of the overall educational program.  It shall be 
responsive to community needs and related to the achievement of district educational goals.  All 
activities shall have sponsors deemed qualified by the school district. 
 
This policy adopted to insure that the district is able to continue to provide extra-curricular 
opportunities to its students sponsored by qualified employees of the district.  SEE BOARD 
POLICY MANUAL  
 
U. Supervision and Evaluation (Professional Personnel)   
The Superintendent will be responsible for designing and implementing an effective personnel 
supervision program, such as to have as its basic interest the improvement and development of 
the professional staff. 
 
Certified staff members who are re-elected each year are recommended by the building principal 
and in turn by the Superintendent to the Board of Education.  Evaluation of certified staff (both 
summative and formative) is accomplished according to the Melrose Municipal Schools Staff 
Accountability Plan, evaluation instrument/form, etc. 
 
V. Suspension   
An employee may be suspended from duty pending the outcome of a hearing or the investigation 
of charges, such suspensions to be made by the Superintendent in accordance with the rights of 
the individual and the due process procedure. 
 
W. Re-Employment Decisions (Professional Personnel)   
Re-employment decisions regarding certified school instructors in the Melrose Schools will be in 
compliance with State statutes and State Board of Education regulations. 
 
     “On or before the last day of each school year, a local school board shall serve written notice 
of re-employment or termination on each certified school instructor employed by the school 
district.  A notice of re-employment shall be an offer of employment for the ensuing school year.  
A notice of termination shall be a notice of intention not to re-employ for the ensuing school 
year.  Failure of the local school board to serve a written notice of re-employment or termination 
on a certified school instructor shall be construed to mean notice of re-employment has been 
served upon the person according to the terms of existing employment contract, but subject to 
any additional compensation allowed other certified school instructors o like qualifications and 
experience employed by the school district.” 
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If the Melrose Board of Education decides not to re-employ or to discharge a certified school 
instructor, appeal procedure established by statute will be followed. (Legal Reference:  22-10-12, 
NMSA 1978, comp.) 
 
X. Teacher Termination (Non-renewal) of Certified/Licensed School Instructors   
Decisions of the Board of Education terminating the employment of certified/licensed school 
instructors at the expiration of annual contracts shall be made pursuant to the legal standards 
established by the statutes, regulations and constitutional provisions applicable to such decisions 
at the time they are mad, and pursuant to such procedures as may be provided by the Certified 
School Personnel Act according to an affected instructor’s length of service.   
 
Termination of a certified school instructor which is necessitated by reductions in force (RIF’s) 
shall be carried out pursuant to any further requirements established by the Board’s RIF policy, 
as it stands at the time in question. 
 
Y. Teacher Licensure     
“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 without a valid certificate after the first three months of the school year shall thereafter 
forfeit all claim to compensation for services rendered” (NMSA 22-10-3, 1986). 

 
Z. Reduction-In-Force    
SEE BOARD POLICY MANUAL 
 
AA. Resignation    
A written notice of resignation shall be filed with the Superintendent thirty days prior to the 
effective date of resignation.  The superintendent may waive the period of time due to 
extenuating circumstances. 
 
BB. Working Conditions   
The Board will provide the working conditions for a sound educational program. 
 
 
CC. Health Requirements   
Communicable Diseases:  Any employee who is infected with any communicable disease 
dangerous to the public health will be excluded from all schools and gatherings of; children 
during the prescribed period of recovery. 
 
AIDS:  Any employee identified as have HIV (AIDS, ARC, or Seropositivity) will be evaluated 
for continued employment.  A team of qualified physicians, including the physician of the 
employee, will be impaneled by the school district to evaluate each case. 
 
Medical Examination: If at any time there is a question as to the ability of a school employee to 
perform job related functions consistent with business necessity, the School District will require 
a complete physical examination by a school district-appointed doctor to be paid by the School 
district.  SEE BOARD POLICY MANUAL 
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DD. Drug-Free Workplace Policy    
No employee engaged in work in connection with a federal grant shall unlawfully manufacture, 
distribute, dispense, possess or use in the workplace any narcotic-drug, hallucinogenic drug, 
amphetamine, barbiturate, marijuana, or any other controlled substance, as defined in schedules I 
through V of c\section 202 of the Controlled Substance Act (21 U.S.C. 812) and as further 
defined by regulation act 21 CFT 1300.11 through 1300.15. 

 
EE. Support Staff     
The Board recognizes that employees other than professional educators make an immeasurable 
contribution to the success of the Melrose School System’s operation.  SEE BOARD POLICY 
MANUAL 
 
FF.        Non-School Employment By Support Staff Members (Support Staff)   
The employment of support staff members in the Melrose School System does not preclude non-
school employment as long as the non-school employment does not interfere with job 
responsibilities to the Melrose School System. 
 
The support staff employee must have permission of his immediate school supervisor for the 
non-school employment. 
 

      GG.      School Based and District Management Plan   
PURPOSE/OBJECTIVES/FUNCTIONS 
The purpose of a school-based management plan is to provide staff opportunities to identify 
student needs, analyze concerns and recommend the design for solutions that will positively 
affect instructional, curricular programs impacting students.   
 

      HH.      Labor-Management Relations Policy    
Sections 1 through 22 of the board policy manual may be cited as the “Melrose Municipal 
Schools Labor-Management Relations Policy”.  SEE BOARD POLCIY MANUAL 
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Use of School Equipment and Technology 

 
     I agree to use the equipment and materials provided by Melrose Schools in an appropriate 
manner and only as directed.  I will not use any equipment in a destructive, inappropriate, or 
harmful way.  I agree to protect and maintain all equipment I use and inform the appropriate 
individual if any problems arise. 
 
     I will not use any computer equipment or network abilities to view or distribute material, 
which are offensive due to their content of intent or to seek access to unauthorized sites and 
areas. 
 
     I realize that any misuse of equipment may result in disciplinary actions and revocation of 
equipment usage privileges. 
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