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Our handbook is intended to provide employees an overview of the MVHS program and philosophy, and the set of guidelines by which we operate.  Federal and State Statute, PED regulations, and Governing Council-approved policy supersede this Handbook.  For information that exceeds the scope of this document, please refer to the MVHS Policies and Procedures Manual.
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MISSION STATEMENT


The mission of Moreno Valley High School is to provide a world-class public education for students of all abilities and backgrounds and to create a partnership among parents, teachers, students and community members that maximizes student potential.


We believe that parental involvement is essential for academic success. MVHS supports innovation, critical thinking, and active student participation. We will foster an environment where educators, parents and students work together, thereby strengthening our community.  


The primary means for implementing our mission is through the Paideia Program, a curriculum that embodies three approaches to teaching: didactic teaching of subject matter, coaching that produces the skills of learning and Socratic questioning in seminar discussion. The curriculum aligns with NM State Standards and Benchmarks and is designed to meet or exceed state requirements for graduation.


MVHS goals are to prepare each graduate to be a lifelong learner, to be a responsible citizen, and to earn a living. We will have reached these goals when MVHS graduates demonstrate preparedness to enter a college or having a plan or pursuit of further goals as a life-long learner. Student achievement will be assessed by administering state standardized tests as well as methods developed internally by staff that are designed to measure student mastery of state and school competencies.  


The vision of MVHS is to cultivate a high school where thoughtful conversation spills over into the lunchroom and soccer field, and where the pursuit of intellectual curiosity is perceived as a pleasure. Our vision is to foster students who are enthusiastic about learning and a school community dedicated to the process of lifelong learning.

PROGRAM AND PHILOSOPHY


MVHS is a public charter school open to all students in grades nine through twelve of all abilities and backgrounds.  It opened in 2002 with 71 students.  The primary means for accomplishing the mission is the Paideia Program, which was proposed in 1984 by Mortimer J. Adler and The Paideia Group.  The Paideia Program is a whole school reform model that uses three columns of instruction:  


Didactic Instruction – what many people think of as conventional education; 


direct, lecture-format delivery of factual information


Intellectual Coaching – guides and supports students’ development of curricular 


skills while applying information, in this model teachers model good 


thinking habits and questioning techniques


Socratic Seminar – a collaborative, intellectual conversation facilitated by open-


ended questions about a text.  The conversation is intended to expand their 

understanding of ideas and values.  The teacher’s primary role is to ask 


questions that help students think further about ideas under discussion.

Inclusion


Students certified in the special education program will be included in regular curriculum classes according to their abilities and needs, the Least Restrictive Environment (LRE), and all applicable state and federal regulations.  Teachers will individualize programs and evaluations according to the students’ needs and their Individualized Educational Plans (IEPs) in a manner that best serves students, using developmentally-appropriate strategies and learning styles.  The special education teacher will support general education teachers and special education students in the inclusion, resource and pullout classrooms according to the principles of the Paideia philosophy.

Related Teaching Methods


The teaching of academic content will be integrated with the teaching of skills in every course.  Teaching methods may include cooperative learning, team teaching, seminar, coached projects or thematic integration among disciplines.  Classroom instruction will be balanced with appropriate community learning activities.  MVHS offers as many AP courses as feasible.  

MVHS Goals


1.  To create a learning community that recognizes and rewards initiative in 


thought;


2.  To create a community that encourages all members to take responsibility for 


their actions;


3.  To encourage creativity and innovation.

4.  To develop a cooperative learning community partnership with parents, 


teachers, students, the Cimarron School District, and other interested 


individuals to support the students;


5.  To foster open collaborative communication imbued with mutual respect 


between all people in the community;


6.  To prepare each student to be a lifelong learner and a responsible, productive 


citizen.

Graduation Requirements


Moreno Valley High School follows the regulations of the North Central Accrediting Association of Secondary Schools and Colleges, the New Mexico Department of Education, and the Moreno Valley High School Charter as regards high school graduation.

Parent-Teacher Conferences

Moreno Valley High School encourages Parent-Teacher Conferences as necessary for every student. Parents are highly encouraged to participate in Parent-Teacher Conferences.

WORKING CONDITIONS

School Year


The school year for employees shall be administered in accordance with the employees’ contracts.  The school year for all teachers and certain non-certified positions shall consist of 168 days.  Of these, 153 days will be instructional days and the remaining 15 days are in-service or professional development days.  The administrator is responsible for establishing the school calendar.  

Work Day


A full-time teacher’s normal workday shall be a continuous 8.5 hours including lunch. Teachers are expected to be present and ready to perform duties 15 minutes before the beginning of the school day and 15 minutes after the end of the school day. The teachers’ professional responsibilities include preparation, parent conferences, student evaluation, staff development, communication and staff meetings. Each teacher employed four or more hours per day shall be entitled to a duty-free uninterrupted lunch period of a minimum of 30 minutes, which may be taken on or off the school grounds at the teacher’s discretion.  Part-time teachers’ workday responsibilities shall be proportional to their contract to be determined by their supervisor.  Paraprofessional and school-related employees working full-time shall be provided a daily, continuous, duty-free, uncompensated lunch of at least 30 minutes in duration.  Individual employees and the Director may work together to obtain mutually beneficial work hours under special circumstances.  

Instructional Day


An instructional day is defined as a day in which the school is open and pupils are under the guidance and direction of teachers. Students should always be under the supervision of a teacher.

Supervision and Duty Schedule

Employees may be required to perform supervisory duties before and after school. It is imperative that employees report for supervision duties in a timely manner to ensure student safety.  Parent conferences, doctors appointments and other types of appointments need to be scheduled outside of duty supervision time periods.  Employees are responsible for assuring coverage of their supervision duty in the event of their absence.

Providing for Substitute Teachers

Teachers must provide lesson plans for the day.  Backup lesson plans should be readily available in the office in the event the teacher is unable to provide lesson plans due to an emergency situation.  In the case of an anticipated absence, we ask that teachers either arrange for their own substitutes and inform the Director and office manager of their choice or contact the office manager who will then help them contact a substitute.  In the case of illness or an unanticipated absence the teacher must contact the Director who will then make arrangements for contacting a substitute.
The plans for substitutes should include instructional activities appropriate to the students’ current learning needs.  Substitutes unable to follow a teacher’s plans or substitutes who do not follow the established plans should be reported to the Director.

WORKPLACE ENVIRONMENT

School Safety

Moreno Valley High School believes that the safety of its employees, students, and public must be one of the major considerations in all operations.  The school will endeavor to provide a safe working and learning environment, to abide by applicable safety rules and regulations, to communicate the commitment to safety, and insist upon a commitment to safety from employees, students, and visitors to the schools.

The Director or designee will have the overall responsibility for the safety program of the school.  General areas of emphasis shall include but are not limited to:

In-service training

Site inspection

Fire prevention

Accident record keeping

Emergency procedures and drills

Traffic safety problems

Prevention/correction activities

Exposure to chemical and material hazards

General safety rules shall be made known to students through the student handbook and school staff.  The Director will inform the staff of special regulations.  Please report safety hazards to the Director or office manager.

Accidents and Other Medical  Emergencies

In case of injury to a student or staff member, first aid should be administered at the first responder’s level of expertise.  Please be familiar with school/site procedures.

A sick or injured student shall not be allowed to go home, unless it is known that a responsible person will be there when the child arrives.

If the student must go to the hospital, transportation shall be by parent or guardian or by ambulance.  School personnel shall not transport a student to the hospital or to the student’s home.
Fire Drills

The Director or his/her designee is charged with the responsibility of conducting fire drills in accordance with state law.  Fire drills shall be conducted weekly during the first month of school, and monthly thereafter during the school year.  The office shall maintain a time-log of conducted fire drills for official inspection.  The Director will discuss exact procedures in staff meetings.  Teachers are required to see that their room doors are closed after the students exit, to gather the students in their respective classes, to take attendance once they have reconvened in the designated place outside the classroom, and to report any missing students to the designated coordinator of fire drills.

Bomb Threats

All bomb threats must be treated seriously, even those that are suspected to be hoaxes or pranks.  Upon receiving a bomb threat, an employee shall immediately contact the Director or his/her designee.  If evacuation of the building is necessary, we will follow the fire drill procedures and wait for further instruction by the Director.

Further instructions regarding Bomb Threats are located in the Wellness Policy.

Emergency and Disaster Plan

Personnel employed by the Moreno Valley High School are considered available for emergency assignments during the hours of the normal school day.  In case of an emergency, the Director or his/her designee will make employee assignments.  If evacuation is necessary, the Emergency Evacuation Plan will be followed.  The Director will provide staff with appropriate procedures for their building.

Sexual Harassment

Moreno Valley High School considers sexual harassment in the work and educational environment to be inappropriate and offensive.  The Governing Council prohibits sexual harassment of school employees, applicants for employment, or students by any employee, volunteer, or non-employee who conducts business with the school.  This policy applies to conduct during and relating to school, school-sponsored activities, and school district business.  Violation may result in disciplinary action or ultimate dismissal.

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for sexual favors, and other verbal, visual or physical conduct of a sexual nature when the conduct has the purpose or effect of having a negative impact on the student’s academic or work performance, or of creating an intimidating, hostile or offensive educational or work environment for a student or school/district employee.

It is the policy of MVHS to investigate each complaint promptly and thoroughly. Informal and formal complaints should first be submitted to the Director, who will assist in writing a report. The report must include a thorough account of the alleged harassment (i.e. place, time, action, persons involved). Reports must be filed if an employee has second-hand knowledge of harassment, without exception and within 24 hours. Failure to do so may result in formal disciplinary action.

Smoking

Smoking on school property is prohibited.

Drug-free Schools and Workplace

Moreno Valley High School will take assurances to comply with the requirements of the Drug-Free Workplace Act of 1988 and the Drug-Free Schools and Communities Act of 1986, as amended in 1989, and all regulations promulgated hereunder.  Use of drugs and alcohol is prohibited on school property or during school sponsored activities.  Violation will result in immediate dismissal.

Gambling

Gambling on school property or through the use of school property (i.e. internet, phone, fax, etc.) is prohibited.

Firearms

According to New Mexico Statute 30-7-2.1 it is unlawful to carry a deadly weapon on school premises except by a peace officer; school security personnel; a student, instructor or other school-authorized personnel engaged in army, navy marine corps or air force reserve officer training corps programs or state-authorized hunter safety training instruction; a person conducting or participating in a school-approved program, class or other activity involving the carrying of a deadly weapon. Violation will result in immediate dismissal.

Staff Members’ Children in the Workplace

We appreciate all of our staff and the fact that those with children have unique childcare concerns. Unfortunately, we do not have appropriate childcare facilities available at our worksite. Arrangements for childcare are the responsibility of the employee. In an emergency an employee’s supervisor may permit the employee to bring the child to their school or office if requested by the employee. If the child becomes disruptive to the work environment or is perceived to be a burden to the staff member or other employees, the supervisor may ask that the child be taken home.

Staff-Student Relations

Employees and volunteers of Moreno Valley High School are encouraged to take a sincere professional interest in students.  However, professional ethics require that employees and volunteers avoid social situations through which they could exploit their positions of authority over students.

Personal Appearance

Both the community members and the student population look upon school employees as role models.  Therefore, their behaviors and manner of dress will reflect a professional bearing.

Political Activities

The Governing Council endorses the right of all persons to become active in the political activities of the community.  School personnel shall not engage in partisan political activity on school premises or during school-sponsored activities.
Use of School Facilities and Equipment
Employees desiring to use school facilities or equipment for other than official school business must obtain authorization from the Director.  This includes personal use of the Internet or computer applications provided by the school.  

Use of School Vehicles

In order to drive a school vehicle the person must have taken and been certified in the school approved driver’s training course.  Each person must also have an up-to-date certified first aide class and bus driver’s physical on file in the office.

Any person driving a school vehicle is also subject to random drug tests.  If a person’s name is drawn for the monthly random drug test they must report to the Moreno Valley Health Care facility at the appointed time.  The results of the drug test will determine if that person will be allowed to drive the school vehicle.

School vehicles can be reserved by using the notebook schedule in the Commons Area.  Each vehicle contains a Vehicle Use Form and a Pre/Post Inspection Trip form which must be filled out and turned into the Office Manager at the end of each trip.

Application of acceptable conduct outlined in the Employee Handbook also carries over to use of school vehicles.
Damage/Loss of Property

Moreno Valley High School will reimburse staff against loss or damage to personal property used in the course of employment arising from fire, theft, or willful damage not to exceed the amount payable for these losses by the School’s insurance carrier, on any one occurrence.  Personal property utilized in the course of employment must be registered in the Director’s office to be covered as described.  The Director may refuse to register the personal property based on its value and utility to the educational process.

PROFESSIONAL AND EMPLOYMENT REQUIREMENTS

Equal-Opportunity Employer

Moreno Valley High School is an Equal Opportunity Employer and does not discriminate on the basis of race, color, national origin, sex, religion, age, marital status, sexual orientation, disability, handicap, or veteran status in the employment or the provision of services.  

Required Documents

The Instructor shall provide the Director with all documents required by law:

Teaching/Administration License

Background Investigation

Fingerprint Background Checks

Criminal History Affidavit

Application and Resume

Official Transcripts

Child Abuse Training

Confidentiality Agreement

Employment Eligibility Verification (Form I-9)

Employee’s Withholding Allowance Certificate (Form W-4)

JOB DESCRIPTION – Director

The responsibilities of the Director fall within five major areas:

Educational Leadership

Communication

School and Community Relations

Interaction with Students

Other Management Issues

Educational Leadership

The Director will: 

Share leadership in organizational management and instruction

Articulate a common vision/mission aligned with the Paideia philosophy

Make decisions democratically and based on what is best for students

Utilize flexible scheduling based on the instructional needs of the students

Demonstrate ethical and professional standards; 

Facilitate the vision of shared leadership at the school site; 

Provide learner-centered leadership for staff and students; 

Oversee the daily operations to meet building and student goals; 

Recognize and account for the process and dynamics of change; 

Demonstrate and allow for creativity; 

Work to hire and retain high-quality staff and provide appropriate supervision that will ensure professional growth;

Ensure that instructional objectives for a given subject and/or classroom are developed and taught

Evaluate student progress in the instructional program by means that include the maintaining of up-to-date student data. The Director supervises and appraises the performance of the school staff;

Develop and follow a personal professional growth plan; 

And monitor student learning.

The Director will work with staff to: 

Develop a building vision that sets high expectation for students and staff; 

Define the responsibilities and accountability of staff members;

Use multiple sources of data to develop a plan for the improvement of student achievement; 

Provide appropriate educational opportunities for all students;

Encourage the use of community resources;

Provide activities, which facilitate the professional growth of the school staff and enhance the quality of the instructional program;

And align and implement National and State standards and assessments within the curriculum.

Communication

The Director will: 

Articulate the school’s vision and mission; 

Communicate to the appropriate audience in an effective and timely manner using a variety of methods; 

Cooperate with the community in the use of school facilities, interpret the school program for the community, and maintain communication with community members;

Develop and maintain an atmosphere of openness, confidentiality and trust; 

Be clear and concise in written and oral language, using authentic common language, understandable to all stakeholders, with correct grammar; adapt communication style to meet the needs of the audience; 

Demonstrate a willingness to work together to reach resolution;

Orient and assist new staff members and new students;

Use appropriate cultural and gender-based norms in communication; 

And use humor generously and appropriately

School / Community Relations

The Director will: 

Maintain a positive school climate and school morale; 

Model shared leadership and decision-making strategies; 

Exemplify positive relationships with staff, students, parents (families), and community;

Develop collaborative efforts between the school and community; 

Engage the community to build greater ownership for the work of the school; 

Encourage and develop parent / guardian involvement / partnerships; 

And deal effectively with the media.

Interaction with Students

The Director will: 

Develop and implement a positive, effective student management system; 

Maintain a safe learning environment for all students; 

Create and foster a community of learners; 

Encourage students to become self-governing in their behavior of self and toward others;

And work to see that the needs – remediation, special education, and enrichment – of all students are being met.

Other Management Issues

The Director will: 

Prioritize issues that arise on a daily basis; 

Develop and implement effective student discipline plans; 

Develop and implement effective policies for students, parents, faculty and staff for inclusion in handbooks

Develop and implement a building safety / emergency plan; 

Develop and administer the school budget;

Assist in the development, revision and evaluation of the curriculum;

Conduct meetings of the staff as necessary for proper functioning of the school;

Assist in the in-service orientation and on-going training of teachers, with special responsibility for staff administrative procedures and instructions;

Work with district and building staff to develop building budgets for the effective use of resources; 

Be aware of legal policies regarding, but not limited to, documentation and record retention, data privacy, and IDEA; 

Develop plans for securing and allocating financial and human resources and assure that resources are used to meet high standards; 

Serve as an ex officio member of all Governing Council and school committees;

Plan and supervise fire drills and an emergency preparedness program as required by law;

Assume responsibility for the implementation and observance of all Governing Council policies and regulations by the school’s staff and students;

Supervise the school’s educational program and the maintenance of accurate records on the progress and attendance of students;

Establish, implement and evaluate procedures used to carry out the daily routine of the school.

Manage the physical plant operation and planning; 

Be aware of the bargaining unit contracts; 

Work with student transportation; and work with staff to develop building, class and master schedules.

Identify the annual objectives for the instructional, extracurricular, and athletic programs of the school.
JOB DESCRIPTION -- Teacher

“All genuine learning is active not passive. It involves the use of the mind, not just the memory.  It is a process of discovery, in which the student is the main agent, not the teacher.”







~ Mortimer Adler

The responsibilities of the instructor fall within seven major areas:

Instructional Strategies / Leadership

Curriculum Development (Students & Parents)

Classroom Management

Public Relations

Professional Growth

Student Evaluation

Other

The teacher's job is to assure that all students learn the basic and essential skills at each grade level.

Instructional Process 

The teacher will:

Utilize seminar as a central teaching and learning device

Utilize product-oriented coaching techniques for the majority of the instructional program

Minimize didactic teaching

Be dedicated to life-long learning

Help students perfect their skills by producing projects of the highest quality

Serve as “master” to apprentice students

Promote active learning

Speak fluently and precisely

Present lessons and activities using concepts and language understandable to the students

Provide relevant examples and demonstrations to illustrate concepts and skills

Assign tasks that students can complete with a high rate of success

Ask appropriate levels of questions that students can answer with a high rate of success

Make transitions between lessons and between instructional activities within lessons efficiently and smoothly

Make sure that assignments are clear; summarize the main points of the lesson at the end of the lesson or instructional activity.

Plan and implement a program of instruction that adheres to the school philosophy, goals and objectives. 

Make purposeful and appropriate lesson plans that provide for effective teaching strategies and maximize time on task. 

Plan and implement a program of study designed to meet individual needs of students. 

Create a classroom environment conducive to learning by employing a variety of appropriate teaching strategies. 

Instill enthusiasm for the learning process and the development of good study habits. 

Provide progress and interim reports as required. 

Prepare substitute folder containing appropriate information as required by the Director. 

Plan and prescribe purposeful assignments for paraprofessionals, tutors and volunteers. 

Recognize learning problems and make referrals as appropriate. 

Demonstrate a strong grasp of subject matter. 

Use effective oral and written expression. 

Curriculum Development  

The teacher will:  

Keep current in subject matter knowledge and learning theory and willingly share this knowledge for continual improvement of the school's curriculum. 

Assist in the ongoing curriculum revision process, including the revision of written courses of study. 

Become acquainted with supplemental services beneficial to students as an extension of regular classroom activities. 

Classroom Management

The teacher will:

Aid students in learning to become self-governing, active participants in the democratic process

Develop and consistently apply, in accordance with MVHS guidelines, reasonable rules of classroom behavior and appropriate techniques. 

Take necessary and reasonable precautions to protect students, equipment, materials and facilities. 

Share responsibility during the school day for the supervision of students in all areas of the school. 

Provide for the supervision of assigned students when circumstances require a brief absence from the assignment. 

Public Relations / Communications

The teacher will:

Provide feedback on the correctness or incorrectness of in-class work to encourage student growth

Provide prompt feedback on assigned out-of-class work

Uphold and enforce Governing Council policy, administrative procedures, and school rules and regulations, both within the school and to the public. 

Maintain appropriate work habits, including regular and punctual attendance and appropriate use of conference and planning time. 

Strive to communicate the positive aspects of our school program to the public in word and deed. 

Work cooperatively with parents to strengthen the educational program for their children. 

Establish and maintain cooperative relationships with other staff members.

Establish a set of rules and procedures that govern the handling of routine administrative matters

Establish a set of rules and procedures that govern student verbal participation and talk during different types of activities—whole-class instruction, small group instruction, etc.

Establish a set of rules and procedures that govern student movement in the classroom during different types of instructional and non-instructional activities

Monitor the behavior of all students during whole-class, small group, and seat work activities, and during transitions between instructional activities

Stop inappropriate behavior promptly and consistently, yet maintain the dignity of the student

Professional Growth

The teacher will:

Continue professional growth through attendance at workshops, seminars, conferences, and/or advanced course work. 

Maintain membership in appropriate professional organizations. 

Cooperate with the administration in planning appropriate in-service training programs at a school or at the district level. 

Attend staff, department, and committee seminars and meetings as required, regardless of whether the teacher is part-time or full-time. 

Student Evaluation

The teacher may:

Individualize assessment of student work through the use of portfolio, narrative and traditional assessment techniques

Emphasize individual growth

Evaluate accomplishments of students on a regular basis using multiple assessment methods such as teacher-made tests, samples of students' work, mastery skills check lists, criterion-referenced tests and norm-referenced tests. 

Make appropriate adjustments in the instructional program as required by the Director. 

Respect the confidentiality of records and information regarding students, parents and teachers in accordance with accepted professional ethics, and state and federal laws. 

Use diagnostic information obtained from tests and other assessment procedures to develop and revise objectives and/or tasks; 

Maintain accurate records to document student performance; 

Develop instructional plans that align objectives, learning strategies, assessment and student needs to the appropriate level of difficulty; 

Use available human and material resources to support the instructional program

Other Non-Instructional Duties 

The teacher will carry out non-instructional duties as assigned; adhere to established laws, policies, rules, and regulations; follow a plan for professional development (PDP) and demonstrate evidence of growth. 

Knowledge, Skills and Abilities

Ability to constantly monitor the safety and well-being of students, particularly when 
student is participating in an inclusive activity. 

Ability to motivate students. 

Ability to maintain a clean and orderly environment. 

Ability to perform general clerical duties. 

Ability to maintain order and discipline in a classroom. 

Ability to operate common office machines. 

Ability to maintain basic files and records. 

Ability to understand and follow oral and written instructions. 

Ability to establish and maintain effective working relationships

EMPLOYEE CONTRACTS

All employee contracts between MVHS and certified school personnel must be in writing on forms approved by the Public Education Department.  The contract is for a school year, which is specifically defined in the contract. 

Faculty are contracted to work a designated number of days before school begins for students.  These days are determined by the Director yearly. 

This time may involve daily seminars, meetings and trainings as needed to meet state and federal requirements and to ensure quality functioning of the staff during the school year.  Extensive time will be provided for classroom preparation.

Contracts will be offered on or before April 1 depending on funding and enrollment figures.  

FACULTY/STAFF DEVELOPMENT

Faculty/Staff members are encouraged to continue developing professional skills during their tenure, and are expected to seek out opportunities to do so.  The Director will promote opportunities for staff development and provide at least two professional opportunities for the entire staff in continuing Paideia implementation.  Regular seminars will be conducted as part of ongoing faculty development.  

Each faculty/staff member is expected to complete at least one professional development activity per year,  outside those provided by the Director.  The activity may be financed by MVHS professional development funds or by personal funds of the faculty member.  Documentation of the activity must be provided to the Director for approval. A copy of the documentation will be retained in the faculty/staff member’s permanent file. 

TRAVEL/TRAINING EXPENSES

MVHS may reimburse employees for expenses incurred for travel in connection with school business or professional training opportunities.  The travel must first be approved by the Director in advance, with reimbursement not to exceed State or MVHS per diem and mileage regulations.  If the employee is required to belong to an association or organization in conjunction with the professional training opportunity, the employee must pay their own membership fees.

Per Diem.  Employees may be eligible for employment-related travel at the school’s expense.  All reimbursed travel must be approved by the Director prior to the travel date.  Generally, all employees will travel on a per diem rate.  This means that the school will reimburse them based on the rates for the areas they are traveling to (in-state and out-of-state).  This will cover their lodging and food.  After completion of a trip, the employee submits to the Business Office the travel grant with any applicable receipts.  Reimbursements will be made according to the per diem schedule as stated on the travel request form.  Travel Request Forms are available in the Business Office.

Actual Expenses.  Paying for actual expenses is a special occurrence that requires written approval from the Director and must be requested prior to the event.
Use of Personal Vehicle.  Employees who are required to travel from one location to another during the same day in a personal vehicle will be reimbursed at the rate specified by state DFA Rule for the distance from their first assignment to the location of any additional assignments.  Reimbursement for employees who use their personal vehicle requires prior approval from the Director. 

PAYROLL

Compensation 


MVHS complies with New Mexico State minimum salaries per teacher’s tier 
designation.  See salary schedule in Appendix.

Pay Schedule


Checks are deposited directly into employees’ accounts every two weeks.  
The 
Business Office will arrange for direct deposit.


Mandatory Deductions


1. Federal Income Tax


2.  State Income Tax


3.  Retiree Health Care Authority


4.  State Retirement (ERB)


5.  Social Security (FICA)


6.  Worker’s Compensation Assessment Fees


Optional Deductions



1.  Group Insurance (NMPSIA)



2.  Voluntary Long-Term Disability (NMPSIA)



3.  Additional Life Insurance (NMPSIA)

PERSONNEL FILES

Moreno Valley High School shall maintain a personnel file for each employee that will be kept under the supervision of the Director in accordance with the Record Retention Act.  The following types of information will be collected and maintained:

Application and Resume

Education and Training

Job Description

Experience and verification of employment

Payroll

Insurance

Performance

Medical

Safety and Workers Compensation

Attendance

Grievances

Background and Fingerprint Checks (An offer of employment is contingent upon the satisfactory completion of all background investigations.)

Administrators, with approval from the Director and with legitimate school business related to employment, shall have access to an employee’s files.  An employee shall be permitted to review his/her personnel file after submitting a written request to the Director.  The Director or his/her designee shall schedule a meeting to provide for the requested review at a mutually agreeable time within ten (10) working days of the date of the request.  Materials directly and solely related to pre-employment references and internal transfers and other related materials shall be removed from the file prior to its review by the employee.  No document pertaining to the employee shall be placed in the file maintained in the Office of Human Resources unless a copy has been first given to the employee.  Employees shall have the chance to submit a written response to any document placed in his or her file; such a response will be attached to the document to which it relates.  No anonymous or unsigned information may be placed in an employee’s file.  Administrators retain the right to keep personal notes for the purpose of evaluation and an annual evaluation file.  Employee insurance information will be kept in a separate file.

Protection of Privacy


MVHS will protect the privacy of current, former and prospective employees to the extent permitted by law.  All personnel information retained by MVHS shall be considered confidential unless the Inspection of Public Records Act, 14-2-1, et seq., requires otherwise.

EMPLOYEE BENEFITS AND LEAVE

Definitions

Full Time Equivalency (FTE).  Full time equivalency is the standard method of measuring an employee’s scheduled work status.  For example, an employee scheduled to work 40 hours per week is considered to have an FTE of 1.00.  An employee scheduled to work 20 hours per week is considered to have and FTE of .50. Etc.

School Year Employee.  An employee who works essentially the same days that students are in school including the days immediately before and after student days for typically less than 200 days per fiscal year. 

Extended School Year Employee.  An employee who is scheduled to work more than 200 days per fiscal year.

Insurance Benefits
Moreno Valley High School offers the following insurance plans for employees working the minimum qualifying number of hours per week (20 hours for classified employees or .50 FTE for certified employees):
Health Insurance – Medical

Life Insurance

Dental Insurance

Vision Insurance

Worker’s Compensation

Paid Leave 

The primary purpose of leave time is for use during illness, doctor appointments, medical emergencies, etc.  Employees accrue 10 days paid leave per year.  Unused leave time will accrue to the next contract year, although no more than 240 hours may be accrued.   All leave time must be approved by the Director.  There are two types of paid leave available to employees:


Paid Time Off (PTO) may be used for illness, appointments, or personal days


Professional Leave is used for professional development and training, and does 


not decrease the employee’s available leave time.
Leave Without Pay

If an employee requests leave but has not accumulated sufficient leave time to cover the absence, his/her pay will be reduced by the number of scheduled working hours the employee was absent multiplied by the employee’s calculated hourly rate.  Leave Without Pay will be granted only in emergencies.  All Leave Without Pay must be pre-approved by the Director.

The full text of each leave policy is recorded in the MVHS Policy Manual. Please refer to the manual for clarification, etc.

Sick Leave 

Moreno Valley High School grants sick leave to all employees except substitutes, student workers and seasonal employees. Sick leave is allowed for a personal illness, illness within the immediate family or a death in the family.

Maternity Leave 

Reasonable leave of absence without compensation will be granted for maternity.

Family Leave

Moreno Valley High School will comply with all provisions of the Family Medical Leave Act of 1993.

Judicial Leave

Employees summoned for jury duty or subpoenaed to testify as a witness in a court case, to which the employee is not a party, will be granted leave with pay minus the amount of compensation paid for serving.  Judicial leave will not count against the employee’s banked hours.

Military Leave

Employees who are called to active duty during the contract year in the United States armed forces shall be given military leave with pay. Reservists called to duty for training shall be given military leave with pay. Such leave shall not exceed 15 working days per federal fiscal year.  All additional days the teacher is absent from work will be leave without pay.

Personal Leave

Personal leave is included in the 10 days leave per year and may be deducted from the employee’s salary. Personal leave must receive prior permission from the Director.  
Other Leave

After an employee is employed for the fourth consecutive year in a full-time capacity, it is possible to request leave of absence for academic study, extended illness or community service.  Each request will be considered on an individual basis.

TEACHER EVALUATIONS

State Requirement


PED Regulation Title 6, Chapter 69, art 4:  Performance Evaluation System Requirements for Teachers states “every public school teacher must have an annual performance evaluation based on an annual professional development plan. Annual performance evaluations shall be based on, among other things, how well the professional development plan was carried out and the measurable objectives were achieved.  The school Director shall observe each teacher’s classroom practice at least once annually to determine the teacher’s ability to demonstrate state adopted competencies and indicators for each teacher’s licensure level.”  (6.69.4.8D and 6.69.4.10.C & D)  

Goals

The evaluation process shall be a positive and constructive tool for the purpose of continuing to improve employee effectiveness by emphasizing strengths and working constructively with weaknesses to enhance the individual’s professional performance.  Evaluation of employees is the responsibility of the Director.  An employee may request and receive an additional observation report by the Director or his/her designee, which will become a part of the teacher’s final evaluation.  

The evaluation process seeks:

To assist in identifying and building upon teacher strengths.

To serve as the basis for the improvement of instruction.

To develop remediation goals.

To enhance the implementation of curriculum.

To plan meaningful professional development.

To address accountability and teacher quality.

To support fair, valid and legal decision for rehire, promotion and termination.

Required Documentation:


1. Professional Development Plan (PDP) – required of every teacher every year.


2.  Reflection on Annual Professional Development Plan (PDP) – required of 


every teacher every year.


3.  Progressive Documentation of Teacher Performance – required for level II and 

level III teachers for year one and year two of each three-year cycle.


4.  New Mexico Teacher Performance Summative Evaluation for Licensure – 


required every year for level I teachers, every three years for level II and 


level III teachers.

END-OF-YEAR CHECKOUT
At the end of each year, each teacher is responsible for submitting the following items to the Director:

Inventory of school items in primary classroom and workspace

All school keys

Record Books:  Plan Books  (Grades and Attendance will be noted on PowerSchool)
Statement of Classroom/Workspace Conditions with repair requests

Copies of Final Exams

Summer Break Purchase Requisitions

STUDENT RELATIONS

Student Records

Any staff member accessing student records is expected to maintain the highest degree of professionalism relating to the use of and maintenance of confidentiality of the material contained within those records.  Anyone accessing a student’s file must sign the form in the front of the file.
The correct handling of student records is a prime responsibility of all personnel, especially teachers, counselors, and Directors.  These persons should be thoroughly familiar with the records, which must be maintained, where they are kept, and how the information may be disclosed to parents, students, school personnel, and persons outside the school system.  Any questions concerning student records and their management may be directed to the Director.

Grades

When teachers submit final grades, office personnel will enter them into the students’ cumulative files. All grades are maintained on PowerSchool.  It is suggested that teachers maintain their grading scales, curriculum syllabus and explanation of grading expectations each year in case it’s necessary to re-examine a student’s semester or final grades.
Attendance Records

Teachers must maintain accurate attendance records for each of their students through PowerSchool.

Tardy Students.  Students entering class after class has begun, regardless of the reason, should be marked tardy.  If a student is tardy by more than 15 minutes, the instructor will record an absence.  Teachers should send students who are tardy at 1st or 4th period to the office.  Teachers may determine their own policy for students who are tardy to their class.  That policy must be approved by the Director.
Absent Students.  All students who are absent should be marked absent regardless of the reason.  All notes from parents or doctors or other explanations regarding the student’s absence should be timely submitted to the office.  

Extended Absence Request.  Students who plan to be absent due to a family vacation or other family related reasons that exceeds one week of school must submit an Extended Absence Request Form (available from the Director) ten days before an extended absence. If approved, the student’s absence is excused so long as the student fulfills the requirements of agreements with individual teachers contained in the Extended Absence Request Form.  The excused absences will not count toward the ten days that may jeopardize a student’s credit.

Student Conduct

The staff shall develop specific written guidelines for personnel to follow as they encourage and maintain acceptable student conduct.  These guidelines shall include methods of positive reinforcement for appropriate behavior as well as consequences for inappropriate behavior.  In discharging their duties, all school employees have the right to be free from intimidation or abuse and to have their reasonable and lawful requests and instructions followed by students.

The schools shall strive to provide for the basic welfare, educational opportunity, and safety of all students. Student conduct in the school shall be supervised in an attempt to provide for reasonable order and courtesy and the recognition of student rights and responsibilities.

School authorities shall give clear guidance to staff members concerning discipline procedures, teacher authority, and limitations as to personal actions.
Staff members may use physical restraint/force when handling disruptive students only when necessary for self defense, defense of others, and defense of property or when circumstances render such actions reasonably necessary to aid in enforcing the established rules of conduct. If such action becomes necessary, the employee is required to report the incident to the Director, in writing, within 24 hours of the occurrence.
The Governing Council prohibits the use of corporal punishment, in any form, as a disciplinary action for unacceptable student behavior.

Reporting Substance Abuse

In accordance with State Board of Education Regulation NMAC Title 6, Chapter 11, Moreno Valley High School prohibits students from use, possession, sale, trading, manufacturing, deal, distributing, or transportation of alcohol and/or other illicit drugs and drug analogs on school property, at school, at school-sponsored activities, or in school vehicles.  Legal authorities will be contacted by the school in the event that students are found to possess illegal substances or be under the influence of illegal substances on campus.

Reporting Child Abuse and Neglect

In accordance with NMSA 32A.4.3, it is the legal responsibility of all school employees to report suspicion or instances of child abuse or neglect to the Children, Youth, and Families Department or to the police.  Failure to make a report is a misdemeanor.  School personnel need NOT verify that a child has actually been abused or neglected.  Although school personnel may discuss their concerns with their Director, this discussion does not relieve the individual employee of his/her legal responsibility to make a report.  Reports may be made anonymously and will remain confidential.

STUDENTS’ RIGHTS 

Due Process

This guideline cites standards of conduct, prohibited activities, and disciplinary actions that may be taken for inappropriate behavior.  School authorities shall follow procedures that provide a student with due process when taking appropriate disciplinary actions.  The following points are intended to acquaint staff, students and parents with these procedures.  A fuller explanation of due process procedures is contained in State Board of Education Regulation NMAC Title 6, Chapter 11.


1.  A student who is immediately removed from school or class or who is given a 

     temporary suspension shall have a rudimentary hearing at which the 


     following will occur:



a.  The student will be notified of the charges against him/her



b.  The student shall be told what evidence supports the charge(s), and 


     there will be an opportunity to present his/her version of the facts



c.  The hearing may be an informal discussion and may follow 



     immediately after the notice of the charges is given, unless the 



     administrative authority decides a delay is essential to permit a 



     further exploration of the facts.  Before a student is removed from class 

     or school for more than the remainder of a school day, reasonable effort 

     must be made to notify the parent and offer the opportunity for a 


     conference with the parent/student and school personnel



d.  The administrative authority is not required to allow the student to 


     secure counsel, to confront or cross-examine witnesses supporting the 


     charge(s), to call witnesses to verify the student’s version of the 


     incident, or to appeal the decision.


2.  A student recommended for long-term suspension or expulsion shall have a 
     
     right to be given notice, a formal hearing, and have the right to appeal.  In such 
     cases the student and parent are provided with a copy of State Board of 
  
 
     Education Regulation NMAC Title 6, Chapter 11, which contains clear and 
 
     explicit information as to due process rights.

Homebound Instruction

Student enrolled in Moreno Valley High School who, for reasons of disciplinary action, illness, or other disabilities, are prevented from attending regular classes in school may receive guidance to complete assignments at home.  

Student Assistance Team Referrals (SATs)

When a student shows signs of needing some type of special help, faculty members may refer the student to the Student Assistance Team (SAT) through the Director.  The SAT makes referrals for special education services, 504 interventions, Family Counseling services, school social work, English as a Second Language, and other appropriate intervention services.
SAT forms must be filed in the front of the student’s cumulative file.  The teacher or the SAT coordinator is responsible for making sure this form is filed properly.  All teachers and other relevant personnel should be familiar with all SAT procedures.  See the Director for specific instructions.
Individual Educational Plans (IEPs)

IEP forms for students that qualify for special education services must be submitted to the Special Education Coordinator. The Special Education Coordinator will be responsible for making sure the IEP forms are filed accordingly.  All teachers and other relevant personnel should be familiar with IEP procedures.  Instructions are available from the Special Education Coordinator.
FUNDRAISERS

The Director must approve all fundraisers.  All fundraisers will be channeled through the Moreno Valley School activity fund.  All monies raised through school-sponsored fundraisers become the property of Moreno Valley High School and may be distributed or redistributed at the discretion of the Activity Sponsor and the Director.  School guidelines regarding “junk food” shall be observed for fundraising events.
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