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PREAMBLE 
The purpose of this Agreement is to promote harmonious and cooperative relationships between 
management and licensed personnel as provided by the New Mexico Public Employee 
Bargaining Act and the Los Lunas Schools Labor Management Relations Policy and to continue 
to protect the integrity and delivery of quality service to the community.  
   
This Agreement is made and entered into this day of July 1st, 2025, by and between the Los 
Lunas Schools (hereinafter referred to as the "District") and the NEA-Los Lunas (hereinafter 
referred to as NEA-LL).  
 
   
ARTICLE ONE - RECOGNITION  
   
Pursuant to the New Mexico Public Employee Bargaining Act and the Los Lunas School District 
Labor-Management Relations Policy, the Los Lunas School District recognizes the NEA-LL as 
the exclusive representative of an Education Support Professional (ESP) unit consisting of all 
classified personnel by the Los Lunas School District, except those who spend the majority of 
their time in confidential positions, those who are employed on a casual or substitute basis, or 
those who are classified as financial specialists.   
 
   
ARTICLE TWO - BARGAINING PROCEDURE  

 
A. Negotiations for a successor agreement may be initiated upon written notice by either 

party to the other requesting the commencement of negotiations. Such notice shall be 
given no earlier than the Agreement unless the parties agree to other arrangements.  

 
B. Negotiations shall be scheduled by mutual agreement as follows:  
  

1. Dates for Negotiations will be scheduled no later than February 1st, with the first 
negotiation date being no later than February 15th.  
 

2. Negotiations will conclude with Salary Schedules after they are approved by the 
LLS BOE (July 1 or earlier dependent on budget approval process).  

   
C. The Public Employee Bargaining Act defines “collective bargaining” as the act of 

negotiating between a public employer and an exclusive representative for the purpose of 
entering into a written agreement regarding wages, hours and other terms and conditions 
of employment. NMSA 1978 § 10-7E-4(F) (2003). 10-7E-17. Scope of bargaining. 
Except for retirement programs provided pursuant to the Public Employees Retirement 
Act [Chapter 10, Article 11 NMSA 1978] or the Educational Retirement Act [Chapter 
22, Article 11 NMSA1978], public employers and exclusive representatives: (1) shall 
bargain in good faith on wages, hours, and all other terms and conditions of employment 
and other issues agreed to by the parties. However, neither the public employer nor the 
exclusive representative shall be required to agree to a proposal or to make a concession. 
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Additionally, the impact of professional and instructional decisions made by the 
employer shall be negotiated.  

   
D. The obligation to bargain collectively imposed by the Labor Management Relations 

Policy or the State Public Employee Bargaining Act shall not be construed as authorizing 
the employer and the exclusive representative to enter into any agreement that is in 
conflict with policies of the Public Education Department, state statutes, or federal 
statutes. In the event of a conflict between the policies of the Public Education 
Department, state statutes, or federal statutes and any agreement entered into by the 
employer and exclusive representative, the former shall prevail.  

   
E. All bargaining will be conducted in closed sessions. An Interest-based process shall be 

used for negotiating sessions. Bargaining will be held at the facilities and at times 
mutually agreed upon by the bargaining teams.  

   
F. Both bargaining teams shall have the authority to reach agreement on items presented at 

the table. Any agreement so bargained, will be reduced to writing and signed by the 
District and NEA-LL. All agreements reached by the parties shall be initiated as 
tentative agreements. Such tentative agreements are conditional and may be withdrawn 
should later discussions change either team’s understanding of the language as it relates 
to other parts of the Agreement.  

   
G. The District will provide to NEA-LL any available public information requested. The 

District will also provide NEA-LL a printed copy of the complete line item budget (also 
known as “rolled out budget”) and appropriate updates for the following fiscal year at 
the time they are made available to the Los Lunas School Board prior to Board action 
and at the time it is required to be available for public review. This shall not require the 
District to develop new reports or analyses.  
   
NEA-LL may request and receive other financial data provided to assist in the 
understanding of district proposals and in the formation of NEA-LL proposals.  

   
NEA-LL shall be provided with the following budget information at the time it is 
prepared for internal use, prior to the District Board of Education taking action and at the 
time it is required to be available for public review.  

   
1. A copy of the tentative operational budget including all worksheets and salary 

schedules submitted to the State Department of Education.  
 

2. A copy of the final operational budget report on a quarterly basis.  
 

3. A copy of all state student membership.  
 

4. A monthly copy of a current employee report.  
 

5. A monthly copy of finance reports.  
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6. A copy of the December 1st, adjustment count for Special Education upon 

certification.  
 

7. All caseload and class size waivers.  
 

8. A copy of the projected student membership (ADM) for the following school 
year.  

 
9. After the first 20 days of school, enrollment figures for all classes at each school.  

   
All requests for documents will be provided to NEA-LL within (5) school days after 
such request.  

   
Any document requested outside of the normal scope of bargaining may fall under the 
Inspection of Public Records Act (3 days for initial response, and up to 15 days for 
request fulfillment).  

             
H. The Agreement incorporates the entire understanding of the parties on all matters that 

were the subject of bargaining. During the term of the Agreement, neither party will be 
required to bargain with respect to any such matter whether or not covered by this 
Agreement, except that the impact of professional and instructional decisions made by 
the employer will be negotiated on an on-going basis.  

   
I. This Agreement may not be modified in whole or part by the parties except by an 

instrument in writing duly executed by both parties.  
   
J. If the parties cannot reach agreement, NEA-LL or the District, through their respective 

representatives, may declare in writing that an impasse exists.  
   

1. If an impasse occurs, either party may request from the board or local board that 
a mediator be assigned to the negotiations unless the parties can agree on a 
mediator. A mediator with the federal mediation and conciliation service shall be 
assigned by the board or local board to assist negotiations unless the parties agree 
to another mediator; and  

 
2. If the impasse continues after a thirty-day mediation period, either party may 

request a list of seven arbitrators from the federal mediation and conciliation 
service. One arbitrator shall be chosen by the parties by alternately striking 
names from such list, who strikes first shall be determined by coin toss. The 
arbitrator shall render a final, binding written decision resolving unresolved 
issues pursuant to Subsection E of Section 17 of the Public Employee Bargaining 
Act and the Uniform Arbitration Act no later than thirty days after the arbitrator 
has been notified of his or her selection by the parties. The arbitrator's decision 
shall be limited to a selection of one of the two parties' complete, last, best offer. 
The costs of an arbitrator and the arbitrator's related costs conducted pursuant to 
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this subsection shall be shared equally by the parties. Each party shall be 
responsible for bearing the cost of presenting its case. The decision shall be 
subject to judicial review pursuant to the standard set forth in the Uniform 
Arbitration Act.  

   
K. In the event that an impasse continues after the expiration of a contract, the existing 

contract will continue in full force and effect until it is replaced by a subsequent written 
agreement. However, this shall not require the public employer to increase any 
employees' levels, steps or grades of compensation contained in the existing contract.  
 

   
ARTICLE THREE - NEA-LL RIGHTS  
   
A. The District will deduct membership dues from the salaries of employees who have 

signed and submitted voluntary dues deduction authorizations for NEA-LL membership 
dues. Such authorizations must be submitted to the payroll clerk at least fifteen (15) days 
prior to the effective date of the deduction. NEA-LL will certify to the District in writing 
the current amount of its membership dues. Deductions will be made in standard, equal 
installments calculated on the basis of twenty-four (24) deductions per year. Any 
employee desiring to have the District discontinue deductions she/he has previously 
authorized must notify NEA-LL during the school year which such discontinuance is to 
be effective. NEA-LL will in turn notify the District. NEA-LL will defend and hold the 
District harmless on any liability that may arise as a result of compliance with this article 
provided that deductions made by the District were not in violation of this Article.  
 

B. NEA-LL representatives may be released from duty on leave without pay for the purpose 
of conducting NEA-LL business, subject to staffing needs.  

   
C. NEA-LL will be provided a total of thirty (30) days of paid leave per school year to be 

used by NEA-LL officers or representatives. NEA-LL will assume the cost of the 
substitutes. Additional days may be provided with the approval of the Superintendent. 
NEA-LL leave will be approved by the superintendent/designee.  

   
D. (Left blank intentionally)  
   
E. NEA-LL may continue to place official NEA-LL notices, circulars, and other official 

material in the employees’ mailboxes and through electronic correspondence. NEA-LL 
will provide a copy of any and all distributions to the principal/supervisor.  

   
F. Space for a bulletin board where NEA-LL may post announcements will be made 

available in the faculty lounge at each work site.   
   
G. The District will make available to NEA-LL a copy of District policies, procedures, 

school board agenda, school board packet, job descriptions and any other available 
information classified as public information which is requested by NEALL. This shall 
not be interpreted to require the District to develop new reports or analyses.  
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H. NEA-LL representatives may schedule meetings with the work site supervisor to discuss 

any matter pertaining to this Agreement. Such meetings shall be scheduled at a time and 
place mutually agreed upon by the parties which will not interfere with the delivery and 
quality of the instructional program.  

   
I. Non-employee NEA-LL representatives will follow school procedures and check in and 

out with the building supervisor and obtain a pass prior to entering a school facility.  
   
J. Committees that deal with wages, hours, or working conditions would violate the rights 

of the exclusive representative and will not be formed.  
   
K. The rights and/or privileges granted to NEA-LL will not be granted to any other 

organization that purports to represent any employee covered by this Agreement.  
   
L. A minimum of thirty (30) minutes will be provided to NEA-LL representatives at each 

site at the first staff meeting of the year to review changes to the Collective Bargaining 
Agreement, policies, procedures, and other information relevant to the rights and 
responsibilities of bargaining unit members. At least fifteen (15) minutes will be 
provided at the first staff meeting of the second semester for this purpose. NEA-LL will 
be placed on the agenda of site staff meetings at least once per month.  

   
M. At sites that require bargaining unit members to serve on committees, serving as an 

NEA-LL officer or site representative will be considered as a committee.  
 
 

   
ARTICLE FOUR - EMPLOYEE RIGHTS  
   
A. Employees with one or more consecutive years may only be disciplined, reprimanded, 

reduced in rank and/or compensation, suspended, discharged, terminated or otherwise 
deprived of any benefits for just cause. Dismissal and termination will be handled in 
accordance with State law.  

   
B. The Superintendent of Schools may issue at-will contracts to ESP employees who have 

been employed by the School District for less than one consecutive year. The provisions 
of the at-will contract and the termination statute in the NM School Personnel Code, 
NMSA 1978 Section 22-10A-24(A), shall be followed when terminating a non-licensed 
employee who has been employed by the School District for less than three consecutive 
years.   

   
C. Any criticism concerning the performance or behavior of the employee or by an 

administrator will be made in a private setting (does not preclude a witness being in 
attendance) and not in the presence of students, parents, other employees, or members of 
the public. Communication between an employee and an administrator or supervisor 
shall be conducted in a professional and courteous manner.  
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D. When an employee is required to appear before an administrator or supervisor 

concerning any matter, which may result in disciplinary action, the employee will 
receive written notice of the reasons for such a meeting with at least twenty-four (24) 
hours advance notice, with the exception that student or staff safety and/or well-being is 
in question . Every effort will be made to notify the employee in writing during work 
time. The employee is entitled to have a representative of NEA-LL present to advise 
him/her. The parties will not debate the merits of the discipline at this meeting. 
 

E. The District has the right and obligation to investigate any and all allegations of 
employee misconduct. Employees under investigation may be placed on administrative 
leave during an investigation. While on administrative leave the employee will continue 
to draw his/her regular pay and benefits.   

   
When an employee is placed on administrative leave, the following procedures shall be 
followed:  

   
1. The ESP employee will be notified by the individual’s immediate supervisor or 

by the superintendent/designee. The letter placing an employee on administrative 
leave will note the ability of the employee to speak with their NEA-LL 
Representative while on leave. The employee will be notified of the option to 
bring an NEA-LL representative to the initial meeting, or provided the 
opportunity to meet with NEA-LL representative prior to leaving campus.  

 
2. Reasons for the ESP employee being placed on leave shall be explained to the 

ESP employee including dates and circumstances of any incidents relevant to the 
actions taken and shall be provided in writing. The specific details of any charges 
may be delayed pending the investigation.  

 
3. ESP employees may, at the employee’s request, be accompanied and represented 

by an NEA-LL representative at a meeting with a District official at the time of 
being notified of being placed on administrative leave or any subsequent 
investigative meeting held with the ESP employee.  

 
4. An investigation will be conducted as quickly as possible. Upon request by the 

ESP employee or the ESP employee’s NEA-LL representative, status reports on 
the investigation shall be provided.  

 
5. After the notification of completion of administrative leave, the employee may 

make arrangements with the site supervisor to return to campus after the school 
day in order to prepare for return to the classroom/site. If charges are to be filed 
against an employee as a result of an investigation, the employee will be 
provided the opportunity to respond to the charges prior to action being taken by 
the District. Should the allegations be found to be baseless, the employee will be 
restored to her/his position. Investigated information will be held in confidence to 
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the extent possible without violating the Public Information Act and without 
hindering the District’s ability to present its case.  

   
F. A negative report shall include the date of the incident, the specific behavior criticized 

and specific direction given to the employee for improved behavior(s).   
 

 
ARTICLE FIVE - INFORMAL AND FORMAL PROBLEM 
RESOLUTIONS  
   
A. PURPOSE  
   

The purpose of these procedures are to secure, at the lowest possible administrative level, 
equitable solutions to problems that may arise.  

   
B. GENERAL PROVISIONS  
   

Parties must meet, discuss, and attempt to resolve the issue/dispute in a collegial, non- 
threatening manner. This may be accomplished by either: (1) employee and administrator 
meeting informally; or, (2) employee, administrator, and a representative meeting 
informally.  

   
1. If there is no resolution after the employee/administrator’s informal meeting, 

then the employee may choose to have a second meeting which will include an 
NEA-LL representative and the administrator. This meeting must take place 
before a formal grievance is written. Further, the administrator will be notified 
that this is the second meeting in the informal problem resolution process. He/she 
will also be informed that failure to reach resolution after this meeting may result 
in a formal grievance.  

 
2. Employees shall be represented by NEA-LL throughout the informal problem 

resolution or grievance process if the employee chooses to have representation.  
   
   
C. INFORMAL PROBLEM RESOLUTION PROCEDURES  
   

Since it is important that problems be resolved as rapidly as possible, the issue must first 
be discussed by the employee with the appropriate supervisor within 15 work days of the 
time the employee knows, or should have known, about the event which led to the 
problem. The employee will discuss the issue either directly or through NEA-LL’s 
designated grievance representative, with the objective of resolving the matter informally. 
Interest Based problem solving strategies are encouraged as a means of collaboratively 
solving problems. This is the informal oral process of grievance. The employee will state 
this as the informal step of the grievance process. All grievances will state the specific 
Agreement item violation, tell how the employee was harmed, and what remedy is 
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sought. If the parties are unable to resolve the problem, it may advance to a grievance. 
Grievances will be submitted on the approved NEA-Los Lunas/Los Lunas Schools 
Grievance Form.  

   
D. PROGRESSIVE DISCIPLINE PROCEDURE  
   

Los Lunas Schools recognize the need for progressive discipline. The principles of 
progressive discipline shall be applied to any disciplinary action when the District 
determines progressive discipline is appropriate.  

   
1. The principles of progressive discipline shall not prohibit the District from taking 

an immediate or more severe action if warranted by the circumstances. Since it is 
important that problems be resolved as rapidly as possible, the issue must first be 
discussed by the appropriate supervisor with the bargaining unit member within 
10 days of the unacceptable behavior/work performance.   

 
2. The employee has the right to a union representative at the request of the 

employee.  
 

3. Progressive discipline may include at least one or more of the following actions:  
 

• Documented informal verbal warning  
 

• Documented formal verbal warning  
 

• Letter of documentation  
 

This may also include one or more of the following:  
 

• Letter of concern  
 

• Letter of reprimand  
 

• Improvement assistance plan  
 

• Intensive review  
 

• Further disciplinary action, up to termination.  
   

The principles of progressive discipline shall be applied to any disciplinary action when 
the District determines progressive discipline is appropriate.  

   
E. GRIEVANCE PROCEDURE  
   

Since it is important that grievances be processed as rapidly as possible, the timelines 
specified at each level should be considered as a maximum and every effort made to 
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expedite the process. The timelines specified may, however, be modified by mutual 
written agreement. In the event that the employer representative fails to meet the 
specified time limit, the grievance will advance to the next level.  
“Steps of Grievance” will replace Levels of Grievances.  
   
No grievance shall be initiated at Step One unless the issue has been discussed as 
provided in Article Five Section C, which is the Informal Problem Resolution. Interest 
Based problem solving strategies are encouraged as a means of collaboratively solving 
grievable issues up to and including Step Two.  

   
F. DEFINITIONS  
   

1. Grievance:  
   

a. A dispute pertaining to employment terms, conditions, and related 
personnel matters, involving the interpretation or application of any of the 
terms of this Agreement, or  

 
b. A claim by an employee that there has been a misinterpretation, an 

inequitable application, or a violation of a School Board policy, including 
staff/faculty handbooks.  

   
2. Grievance Procedure:   

a formal problem-solving process when resolution is not accomplished in the 
informal problem-solving process.  

  
3. Grievant:   

an employee, a group of employees, or NEA-LL.  
   

4. Party-in-Interest:   
any witness at a grievance hearing, the person against whom a grievance is filed, 
or a person who may be impacted as a result of any action taken to resolve a 
grievance.  

   
5. Days:   

means work days and shall not include holidays or recesses observed by the 
District. During the summer months, days shall mean Monday through Friday 
except for Independence Day, Juneteenth, and Memorial Day.  

   
6. Designated Grievance Representative:   

bargaining unit member, or NEA-LL staff person, who is trained and designated 
by NEA-LL.  

 
7. Informal Meeting:   

discussion to reach resolution to an issue/dispute. Unless both parties agree, there 
will be no electronic recording, but written notes may be taken.  
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G. STEPS OF GRIEVANCE  
   

1. STEP One (Supervisor)  
   

a. If, as a result of the informal discussion with the building principal or 
immediate supervisor, a grievance still exists, the grievant may invoke the 
formal grievance procedure on the grievance form provided under 
Appendix A. A copy of the grievance form shall be delivered to the 
principal or immediate supervisor. The form shall be signed and dated by 
the grievant and a representative of NEA-LL. The written grievance must 
be filed with the District Personnel Office within ten (10) work days of 
the grievance, or within ten (10) workdays of the informal step.  

 
b. Within ten (10) workdays of receipt of the grievance, the principal or 

immediate supervisor shall meet with the grievant and/or NEA-LL in an 
effort to resolve the   oi grievance.  

 
 

c. The principal or immediate supervisor shall indicate disposition of the 
grievance, in writing, within ten (10) workdays of such meeting and shall 
furnish the person with grievance and NEA-LL a copy.  

   
2. STEP Two (District Office Administrator)  

   
a. If the grievant/NEA-LL is not satisfied with the disposition of the 

grievance by the principal or immediate supervisor, or if no disposition 
has been made within ten (10) work days of such meeting, (or ten (10) 
days of filing, whichever shall be later), the grievance shall be transmitted 
to the District Personnel Administrator/designee over the grievant’s area 
of employment.  

   
b. District Personnel Administrator/designee will meet with the person with 

grievance and/or NEA-LL designee within ten (10) workdays after 
receiving the written grievance in an effort to resolve the complaint.  

   
c. District Personnel Administrator/designee will respond in writing to the 

person with grievance/NEA-LL within ten (10) workdays.  
 

3. STEP Three (Superintendent)  
   

a. If the grievant/NEA-LL is not satisfied with the response, he/she may 
appeal to the Superintendent within ten (10) workdays of receiving the 
response.  

 
b. The Superintendent shall meet with the grievant and/or NEA-LL within 

ten (10) work days of receiving the appeal.   
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c. The Superintendent shall indicate his/her disposition of the grievance, in 

writing, within ten (10) workdays of such meeting, and shall furnish a 
copy to NEA-LL and the grievant. If the Superintendent/Designee is not 
available within this timeline, the grievant/NEA-LL will proceed to Step 
4.  

   
4. STEP Four (Arbitration)  

   
If the grievant and/or NEA-LL is/are not satisfied with the disposition of the 
grievance, the grievant may proceed to arbitration upon written notice.  

   
If the parties cannot mutually agree within ten (10) work days as to an arbitrator, 
the Federal Mediation and Conciliation Service shall be requested, by both 
parties, to provide a list of five (5) arbitrators. Once names are received, the party 
requesting arbitration shall have the right to strike the first name, the other party 
shall then strike one (1) name. The process will be repeated until one (1) person 
remains, who shall be requested to issue a decision as soon as practicable after 
conclusion of testimony and argument. The Board and NEA-LL shall not be 
permitted to assert in such arbitration proceedings, any evidence not previously 
disclosed to the other party. The decision would be final and binding on both 
parties.  

   
The fees and expenses of the arbitrator or panel shall be shared equally by the 
parties. Each side will pay expenses for its own witnesses and transcription. If 
transcription is requested by the arbitrator, both parties will share the expenses.  

   
The time limits provided herein shall be strictly observed but may be extended by written 
agreement of the parties.  
   
An employee who is required to be engaged during the school day in the presentation of a 
grievance or who is a witness for the same, shall be released from regular duties without loss of 
pay. It is recognized by the parties that the investigation and presentation of this grievance is 
done during non-work hours.  
 
Any party in interest may be represented at all stages of the grievance procedure by 
himself/herself or, at his/her option, a representative selected or approved by NEA-LL. NEA-LL 
may have its representative present at all steps in the procedure as requested by the grievant.  
   
All meetings and hearings under this procedure shall be conducted in closed session and shall 
include only parties in interest and designation or selected representatives as stated above.  
   
The District agrees to make available to the aggrieved person and NEA-LL all pertinent 
information not privileged in its possession or control.  
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ARTICLE SIX - PERSONAL AND ACADEMIC FREEDOM 
 
 (Left Blank Intentionally)  
 
   
ARTICLE SEVEN - PROTECTION OF EMPLOYEES, 
STUDENTS AND PROPERTY  
   
A. The District will provide a safe and healthful work environment as required by Local, 

State and Federal law.  
  

1. Employees retain the right to voice their concerns to the Building Advisory 
Council.  

   
2. Employees are responsible for reporting observed unsafe and/or hazardous 

conditions to their supervisors. The supervisor or their designate is responsible 
for having it entered into the district work order system.  A copy of the work 
order will be provided at the employee’s request indicating the date and time 
received.  

   
Once the District has identified a work/learning area as an unsafe environment, it 
is recognized by the parties that reassignment of facilities may be necessary to 
ensure continued safe and healthful working/learning conditions.  

   
B.    
   

1. The District will make reasonable efforts to control visitor access to the school 
buildings and property. Visitors will be required to check in and out of the site 
administrative office. Reasonable efforts will be made to ensure that classroom 
instruction not be interrupted by unscheduled non-employee visitors other than in 
emergency situations.   

2. Harassment, abuse and/or intimidation of employees by parents, students or other 
staff members will not be tolerated. The District has developed procedures to be 
followed when there is a recurring problem with student behavior that endangers 
the staff, including threats (physical, verbal, written, etc.), hitting, biting, 
slapping, kicking, etc.  

 
3. When it is documented, through a discipline referral form, that a student is 

seriously disrupting classroom instruction, the employee may refer the student 
out of the classroom to the principal/designee, unless otherwise specified on a 
student’s Individualized Education plan (IEP) or 504 Plan.   

   
C. The parties support the implementation of a district-wide student discipline policy. 

Development and implementation of school-wide discipline policies and procedures is 
the joint responsibility of administrators and employees. The parties agree to support 
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each other in the implementation of Board policy on student discipline in an effort to 
control student behavior and provide a safe environment which is conducive to learning. 
The District will continue to work on improving the classroom to office communication 
system.   

   
D.  

1. As a last resort, and in accordance with District policy and state law, employees 
may use reasonable force to protect themselves, other employees or students 
from physical harm.  

 
2. Nothing herein is intended to prevent an employee from appropriately touching 

children to guide or move them or to get their attention, to restrain a child who 
exhibits actual or potential violence or disruption, provided such force is not used 
for the purpose of punishment or abuse.  

 
3. It is recognized that lawful and reasonable actions performed in the line of duty 

are covered by the District’s liability insurance.  
   
E. School nurses will maintain medical card files for all students with known medical 

conditions. School health personnel will maintain the individualized health plan for all 
students with known medical conditions. School health personnel are responsible for 
notifying all school employees that work with students with serious known conditions. 
Each school will develop a procedure for handling student medical emergencies, 
including a direct line of communication between the nurse’s office and the site 
administrator’s office. (Classified and Certified)    

 
F. Employees who observe a physical assault on school property will promptly notify a 

proper authority and will take appropriate action short of becoming physically involved, 
except as noted in section D above to protect themselves, other employees or students 
from physical harm.  

 
G. Consistent with statutory liability insurance coverage provided under Risk Management, 

the District will protect employees against assault, complaint or litigation for lawful 
covered actions performed within the scope of their employment including the provision 
of legal counsel as appropriate.  

 
H. In cases where the District has been notified that a student or an employee is infected 

with a communicable/contagious disease, a standard procedure of safety precautions and 
training will be implemented. The parties recognize that privacy laws may affect the 
implementation of this procedure. The District will make available appropriate 
health/safety training, supplies and equipment.   

 
I. The District will follow all CDC, NMDOH, and NMPED requirements and 

recommendations regarding proper sanitation protocols, PPE, and safety guidelines.  
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J. The District will continue to work on improving the employee to office communication 
system and vice versa. The district will make every effort to provide access to district 
issued devices (radios for emergency communication and iPads for email/training) to 
classified staff to improve communication.  
 
 

 
ARTICLE EIGHT - SEXUAL HARASSMENT  
   
The parties recognize that sexual harassment is a violation of state laws, federal laws, and school 
board policy, and is demeaning to employees and students, and destructive to the work 
environment. Sexual harassment by any employees, non-employee volunteers, or other persons 
who work for NEA-LL or the District is forbidden.  
 
   
ARTICLE NINE - EMPLOYEE EVALUATION   
   
A. Evaluations will be conducted in an open, honest, and forthright manner. The evaluation 

process shall be implemented in accordance with the Los Lunas Schools Classified 
Personnel Evaluation Plan revised August 2020. Documents related to the personnel 
evaluation system shall be included in the personnel record for employees in the district. 
Each employee will be granted an individual conference to discuss his/her evaluation 
with the supervisor who prepared that evaluation. Any written response from the 
employee regarding the evaluation will be included in the employee’s file.  

   
B. The LLS Classified Personnel Evaluation Plan provides processes and forms designed to 

serve four purposes:  
   

1. to provide a basis to identify and build upon strengths that employees bring to 
each work area;  

 
2. to provide a basis to identify areas of performance needing improvement;  

 
3. to provide a basis for remediation for performance areas requiring improvement;  

 
4. to provide a basis for termination if unsatisfactory performance does not 

improve.  
   
C. Formal observations of the work performance of an employee will be conducted openly 

with the knowledge of the employee with at least one (1) day’s advance notice. It is 
recognized that informal observations may also be a part of an evaluation. Such 
observations shall be documented and the employee will be provided a copy in a timely 
manner.  

   
D. Employees will be given a copy of any formal reports of observations and the evaluation 

form prepared by their evaluators and will be entitled to a conference to discuss said 
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report(s). No such report will be submitted to the central office, placed in the employee’s 
file or otherwise acted upon without prior conference with the employee. An employee’s 
signature does not necessarily indicate agreement with the contents of the evaluation.  

   
E. Any complaint regarding an employee made to any member of the administration by any 

parent, student, or other person, which will be used in evaluating an employee, will be 
called to the attention of the employee. The employee will be given an opportunity to 
respond to and/or rebut such complaints. The complaint will be investigated and 
supported with reasonable evidence prior to being part of an evaluation document.  
 

F. (Left blank intentionally)  
 
G. (Left blank intentionally)  
 
H. (Left blank intentionally)  
 
I. (Left blank intentionally)  
 
J. (Left blank intentionally)  
 
  
ARTICLE TEN - EMPLOYEE PERSONNEL FILES  
   
A. The District shall maintain an official permanent personnel file for each employee, as 

required by law, located in the District Central Office. The personnel file is the property 
of the District.  

   
B. A personnel file shall be open to inspection only to:  
   

• The individual employee by appointment. At the employee's option, 
representative(s) of NEA-LL may accompany the employee in this inspection.  

• The superintendent, the personnel staff as determined by their job descriptions,  
• The school attorney, and other administrative staff on a need-to-know basis. 

Personnel records/files shall not be made available to unauthorized individuals 
without written consent of the employees.  

• The Board of Education during the executive personnel sessions. 
• Representatives of regulatory or accrediting agencies as required for the conduct 

of official business.  
• Individuals who have acquired authorization through a court order or subpoena.  

  
A designated District official from the Central Office shall be present during the file 
review. The individual reviewing the file shall sign and date a form maintained in the 
personnel file. Upon request, an employee will be provided copies of selected documents 
from his/her file. A reasonable fee may be charged for copies in excess of three (3) 
pages.  
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C. No anonymous documents or documents containing unverified information will be 
placed in an employee’s official file.  

   
D. Except for routine file maintenance material, the District shall provide the employee with 

a copy of any document prior to the placement of the document in the file. Each 
document shall be cross-referenced to the employee’s personnel file. The employee will 
sign the document verifying that the employee has read the document. The employee’s 
signature does not necessarily indicate agreement. The employee may submit a written 
response to any document the employee has signed, and the response will be placed in 
the employee’s personnel file.  

   
E. Each supervisor may maintain an unofficial working file for each employee at the 

worksite. Documents will not be kept in the working file for more than one year.  
   
F. Material may be purged from the permanent personnel file by order of a court or hearing 

officer of competent jurisdiction, or the resolution of a grievance at the superintendent 
level.   
 

G. District will hold records of staff in accordance with state and federal guidelines. 
   
 
ARTICLE ELEVEN - HOURS AND WORKLOAD  
 
A. All employees will be assigned appropriate starting and dismissal times, provided that 

their total workday shall be no longer than eight and one half (8 1⁄2) consecutive hours 
as determined by the employees’ contract, including the guaranteed duty-free lunch. 

 
B. Flextime may be approved and granted by a site supervisor provided that it does not 

interfere with the work day and does not violate the Fair Labor Standards Act (FLSA). 
Requests for flextime will be submitted in writing to the site supervisor and approved. 
Additional documentation may be required if flextime is requested on a regular basis.  

 
C. ESPs will follow the District approved calendar that corresponds to their contract based 

on job classification.  
 

D. (Left intentionally blank)  
 
E. (Left intentionally blank)  

 
F. The workday on a delayed opening will begin two (2) hours after the regular reporting 

time, except for custodians, maintenance, office staff, and other essential personnel who 
will report to work as close to regular reporting time as possible. Employees will check 
in at the administrative office upon arrival.  

G.  
1. The work year of ESPs shall not exceed two hundred forty-four (244) work days. 

The work year will include days on which pupils are in attendance, orientation 
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days at the beginning of the school year, conference days if applicable, and any 
other days on which employee attendance is required. New employees are 
required to attend a new employee orientation which will be paid on a timecard, 
if they are not already on contract.  
 

2. No employee will be required to attend any meeting or accept any assignment 
other than during the regular employee work year. However, employees are not 
prohibited from volunteering with written approval from site supervisor to assist 
with student activities and other instructional programs without additional 
compensation. 

 
H. A broad-based group made up of NEA-LL representatives of the bargaining unit, 

parents, students, and other employees will recommend a calendar that optimizes student 
and stakeholder interests to the superintendent. NEA-LL representatives have the 
responsibility to keep members informed of calendar committee progress. Both parties 
understand that legislation may affect calendar requirements. Every effort will be made 
to provide NEA with finalized calendar options to send to members for review and vote 
before being submitted to the school board for approval.   

I.  
1. The parties recognize that participation in school activities outside the normal 

workday enhances the educational climate. To the extent practical, such 
participation will be on a voluntary and/or rotating basis, and will give 
consideration to the employees’ individual interests, areas of expertise and the 
equitable sharing of such responsibilities among employees. It is understood that 
attendance at open house and staff meetings may be required. If attendance is 
required for Open House or staff meetings held after contract hours, flex time 
would be granted in accordance with FLSA.  
 

2. Employees will be given at least twenty-four (24) hours’ notice of required 
meetings except in an emergency situation. 

 
J. Employees will have a minimum thirty (30) minute duty-free lunch period each day. 

Employees may be absent from their building during their  duty-free lunch. This duty-
free lunch is mandatory for all ESP employees. The employee understands that their 
“lunch period” will be taken in accordance with their work schedule and cannot be taken 
during the beginning or end of the day. The employee is obligated to take the 30-minute 
lunch break.  
 

K. (Left intentionally blank) 
 
L. (Left intentionally blank) 
 

1. (Left intentionally blank) 
 
2. (Left intentionally blank) 
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M. (Left intentionally blank)  
 
N. (Left intentionally blank) 
 

1. (Left intentionally blank) 
 
2. (Left intentionally blank) 

 
3. (Left intentionally blank) 
 

O. (Left intentionally blank) 
 
P. (Left intentionally blank) 

 
Q. Attendance at optional certifications will not be compensated.  
 
R. ESP employees will be compensated on a time card for any required work beyond their 

regular work week, with the approval of their supervisor. Overtime will not be accrued 
by an employee without prior written approval by their supervisor.  

 
S. If overtime is not available and an ESP agrees to be assigned work by their principal or 

immediate supervisor beyond their regular workday, they shall be entitled to 
compensatory time off at a rate of 1.5 hours for every hour over forty (40) hours worked. 
All time worked under this paragraph shall be approved in advance by the principal or 
immediate supervisor and recorded in writing.  

 
T. Duties within a school which are assigned in addition to the regular assignment for 

ESP’s, shall be assigned as equitably as possible by the principal or immediate 
supervisor.  

 
U. Notice to the employee’s principal or immediate supervisor that compensatory time is to 

be taken shall be given at least twenty-four (24) hours before taking such time off 
(except in cases of unforeseen circumstances) and is contingent upon approval of the 
principal or immediate supervisor.  

 
V. The parties recognize that adequate coverage is essential, therefore, compensatory time 

off will be approved on a first-come first-served basis. It is the responsibility of the 
supervisor to manage compensatory time. 

 
W. No duties will be assigned outside of contracted hours, without a colleague, to be paid on 

a separate time card. No employee will be expected to work after regular worksite hours 
unless at least one other staff member is present for safety and security purposes.   

 
 
ARTICLE TWELVE - NON-INSTRUCTIONAL SUPPORT DUTIES  
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A. The District and NEA-LL acknowledge that an employee’s primary responsibility is to 
provide instructional support.  

   
B. Employees shall not transport students in personal vehicles. Coaches and activity 

sponsors who possess the appropriate license may transport students to and from 
scheduled activities in a school vehicle with proper parental permission.   

 
  
ARTICLE THIRTEEN - LEAVES / VACATIONS  
   
It is the responsibility of the employee who will be absent to report the absence to the District 
via the online leave reporting system which will initiate a substitute request if necessary, as soon 
as possible prior to the absence, as provided in Article 26.  
   
A. SICK LEAVE  
  

1. Sick leave will be accrued each pay period. Employees who terminate 
employment prior to the completion of the contract year will have deducted from 
their last paycheck any hours taken that were not earned. There shall be no 
maximum on sick leave accrual.   

 
Leave may be granted on an hourly basis. However, substitutes will not be 
available for less than 3.5 hours except for transportation and cafeteria 
employees. Leave may be granted for personal injury or illness, health needs, 
exposure to disease, care for members of the immediate family or doctor or 
dental appointments.  

 
2. If a pattern of sick leave usage or late request for sick leave is established of 

which the pattern is one of sick leave usage on the days before or after holidays 
or weekends, such usage or late requests may be considered an abuse of sick 
leave and cause for disciplinary action. A pattern is defined as more than three 
(3) occurrences.   

 
3. If there is an abuse of taking more leave than has been accrued, disciplinary 

measures may be taken, from a verbal warning to termination of employment.    
 

4. To maximize staff attendance, employees who take sick leave on the day before 
or after a holiday, on a staff development day, or on an early release day, may be 
required to provide a note from a licensed professional practitioner to the site 
supervisor.  

 
5. If an employee applies for sick leave, and no such leave is available, any personal 

leave available will be docked the appropriate number of hours. Vacation leave 
(if applicable) may be docked with supervisor’s approval.  
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6. Accumulated sick leave will not be reduced or lost, nor will it be earned by the 
employee during an officially approved extended leave of absence without pay, 
while on temporary disability or on layoff status.  

 
7. Employee Leave Donation Policy (Board Policy G-3100)  

As per Board Policy: The Employee Leave Donation Policy permits temporary 
salary and benefits continuation for eligible employees who have exhausted all 
paid leave when an employee experiences a catastrophic illness or serious injury, 
or an eligible employee is needed to care for an immediate family member who 
experiences a catastrophic illness or serious injury. This Policy also provides an 
opportunity for qualifying employees to voluntarily donate leave to another 
qualifying employee. This option is required by N.M. Stat. Ann. § 10-7-22 
(2014). The Board of Education, by adopting this Policy, expressly reserves unto 
itself the right to change, modify or terminate any or all provisions of this Policy 
at any time it deems necessary. The Board of Education does not intend for this 
Policy to create a trust relationship among the participating employees and/or 
employees and the Board, nor does the Board intend to create a contract right 
which may not be modified or extinguished in the future. Rather, the Board 
intends to create a means of collectively, protecting, to some limited extent, 
individual participating employees from the detrimental effect of absences from 
the job, without pay, due to those reasons outlined in this Policy.  

 
8. Sick Leave Conversion: Employees who have earned a minimum of twenty-two 

(22) days of sick leave may request the conversion of two (2) days of sick leave 
into personal leave once each year. Employees who have earned a minimum of 
forty (40) days of sick leave may request the conversion of three (3) days of sick 
leave into personal leave once each school year. Deadlines for leave conversion 
will be January 30 of the current school year.  

 
The above does not constitute a change to the conditions of Article 13, Section B. 
1 a. Personal Leave.  

 
No more than six (6) days of personal leave accumulated under this Section and 
Section B. 1.a., Personal Leave, may be used in any school year. Unused 
personal leave will accumulate from year to year as sick leave in accordance with 
Section B. 1. a. Personal Leave.  

 
9. Incentives For Unused Sick Leave:  

 
a. Employees contracting with the School District and who have used one 

(1) day (7 hours) or less of sick leave in the preceding school year will be 
compensated the amount of two hundred fifty dollars ($250) no later than 
October 30th of the following school year, or as soon as practical after the 
signing of a short-term contract.  
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b. Beginning July 1,1999, employees who have earned a minimum of twelve 
(12) years of service in the Los Lunas School District will be eligible for 
the following compensation upon official retirement from the district 
through the New Mexico Educational Retirement Board: 

 
1. Eligible employees will receive fifteen percent (15%) of the 

average daily rate stated in the final employment contract for all 
unused sick leave days earned on June 30 of the year prior to the 
last year of service up to a maximum of one hundred (100) days. 
 

2. Eligible employees will receive one hundred percent (100%) of 
the average daily rate stated in the final employment contract for 
all unused sick leave earned in the final school year of 
employment up to a maximum of seven (7) days. 

 
3. For the purposes of sick leave accounting, the last sick leave 

days/hours earned will be the first hours used.  
 
B. TEMPORARY LEAVES OF ABSENCE - Leaves of fewer than sixty calendar days  

 
1. PERSONAL LEAVE  
 

a. Four (4) days may be granted per year for personal, legal, business, 
household or family matters. Notice to the employee’s principal or other 
immediate supervisor that personal leave is to be taken shall be given at 
least forty-eight (48) hours before taking such leave (except in the case of 
unforeseen circumstances). Unused days may be accumulated from year 
to year as sick leave.  
 

b. The parties recognize that adequate coverage is essential; therefore, 
Personal Leave will be approved on a first come, first served basis, based 
on the number of substitutes available. Employees who have converted 
sick leave to personal leave, will have priority in the approval process. 

 
 

c. On professional development days, taking of personal leave, must have 
prior approval and granting of such leave will be left up to the discretion 
of the site administrator. When requesting personal leave, employees 
shall input their leave request using the District online leave reporting 
system. In the case of denied leave, the employee’s supervisor must 
communicate denial as well as reason within three (3) work days using 
the online leave reporting system. Continued denial of personal leave may 
be addressed through Article 5-Problem Resolution/Grievance Procedure.   

   
2. RELIGIOUS LEAVE  
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Employees may request and the District shall not unreasonably deny leave for 
religious observances. Such leave will be identified and requested at least five (5) 
days prior to the desired leave. Up to two (2) days per year of this leave may be 
charged to accrued sick leave. Leave beyond the two (2) days will be charged to 
unused personal leave or leave without pay.  

   
3. PROFESSIONAL LEAVE  

  
The parties agree that professional growth is desirable; therefore, leave for the 
purpose of visiting other schools or attending meetings or conferences of an 
educational nature may be granted subject to District approval. Leave will be 
granted on a fair, equitable, and instructionally sound basis. Excused professional 
leave without pay may be granted to an employee in exceptional circumstances 
with the approval of the superintendent or by board action. Requests must be 
submitted at least thirty (30) work days prior to the leave being taken.  

   
4. OFFICIAL LEAVE  

  
This leave is designated for employees who accompany students on job related 
absences such as activity trips and athletic events.  

   
Absences must be related to the employee’s duties and be applied for in advance 
in the same manner as professional and organizational leave. Leave will be 
granted on a fair, equitable, and instructionally sound basis.  

   
5. COURT LEAVE  

  
Time that is required for appearances in a legal proceeding that is job related 
where the employee is testifying at the request of the District, to serve on jury 
duty, or when subpoenaed to testify for a job related incident (this does not apply 
to an employment related litigation against the District) will be granted to an 
employee. Employees will be paid their regular pay in lieu of any pay received by 
the employee for such appearance. Any compensation received by the employee 
for such appearance during normal working hours shall be submitted to the 
District Business Office. Any appearance in court involving personal business 
shall be charged to unused personal leave or leave without pay.  

   
6. BEREAVEMENT LEAVE  

  
a. Three (3) days will be granted without leave charged as sick leave in case 

of a death in the immediate family. Immediate family for this purpose is 
defined as the employee’s spouse or spousal equivalent (includes 
fiance/es), children, parents, grandparents, grandchildren, son-in-law, 
daughter-in-law, father- in-law, mother-in-law, brother, sister, or an 
individual under legal guardianship. (Step relations in the aforementioned 
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categories also qualify.) Leave granted beyond the two-day limit shall be 
charged against accumulated sick leave.   

 
b. Leave for the attendance of the funeral or memorial of students, 

employees, relatives outside the immediate family or friends may be 
granted by the hour up to one (1) full day. Such leave shall be charged to 
sick leave unless other arrangements are approved by the District.  

   
7. MILITARY LEAVE  

  
Military leave shall be handled in accordance with appropriate state and federal 
laws.  

   
8. LEGISLATIVE LEAVE  

  
Legislative leave shall be granted for an employee to serve on the state legislature 
and appropriate committee assignments. Such leave shall be charged to leave 
without pay.  

   
9. SCHOOL BUSINESS LEAVE  

  
Leave to serve on assigned committees approved by the Superintendent or 
designee is considered official school business and will not be charged against an 
employee’s professional leave.  

   
10. ON THE JOB INJURY LEAVE  

  
Employees may be granted accrued sick leave in an amount equal to the 
difference between the employee’s normal take home pay and the Workman’s 
Compensation benefit received by the employee. Normal take home pay is 
defined as gross pay minus legal, statutory deductions.  

 
11. BATTERY LEAVE 

 
a. The purpose of this provision is to ensure that an employee need not use 

sick leave after incurring an injury due to an employment-related physical 
assault while on duty. 
 

b. An employee injured by an assault and/or battery while acting in the scope 
of the employee’s duties may be granted up to twenty (20) days leave with 
pay by the Human Resources Director. 

 
c. Leave granted shall not be considered as precedent for future battery leave 

requests. 
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d. Any employee battered shall report the incident to his/her immediate 
supervisor immediately. The supervisor shall be certain all necessary 
reports and/or forms are completed and that Human Resources is informed 
within one (1) working day. 

 
e. Employees injured by an assault and/or battery while acting in the scope 

of the employee’s duties shall be eligible for Workers’ Compensation in 
accordance with New Mexico law. 

 
f. An employee found fraudulent in their claim will reimburse the District. 

 
C. LEAVE WITHOUT PAY  
  

Definitions:  
  
Approved Leave Without Pay: an absence for which no paid leave was available, and 
approval was obtained.  
  
Unapproved Leave Without Pay: an absence for which no paid leave is available and 
for which approval was not obtained.  

  
1. The parties recognize that special circumstances may require an employee to be 

absent when no paid leave is available. Leave without pay may be granted with 
the prior approval of the Assistant   Superintendent for Personnel/designee, 
superintendent/designee, or by school board action, or in accordance with the 
terms of this Article. If prior approval is not obtained, the employee will contact 
the Assistant Superintendent for Personnel for procedures to follow.  

 
2. It is recognized by the parties that good attendance is important for satisfactory 

job performance and accountability. Therefore, unapproved leave without pay 
will result in progressive disciplinary action, up to and including 
termination/discharge.  

 
3. Progressive Discipline regarding leave without pay:  

  
a. Verbal explanation of leave policy is to be provided by the site supervisor 

at a staff meeting in the beginning of each school year, or verbal and/or 
written notice within ten (10) days of the first date of employment 
contract.   

 
b. Written reprimand from district administration accompanied by a 

directive to the site supervisor that the employee be placed on an 
Intensive Review Plan for attendance.  

 
c. Termination/discharge if the employee has not met the requirements of 

the Intensive Review Plan for attendance.  
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D. EXTENDED LEAVES OF ABSENCE - Leaves of sixty calendar days or more 

Employees returning from extended leave of absence will be afforded the conditions 
provided in Board policy 5.11 section C. 2. dated 1/9/96.  

   
1. A leave of absence without pay for up to one (1) year may be granted to any 

employee who accepts a Fulbright Scholarship or is pursuing planned 
professional growth opportunities relating to the employee’s job.  

 
2. A permanent employee may be granted a leave of absence without pay for up to 

two (2) years to teach in a college or university.  
 

3. A leave of absence without pay for up to two (2) years may be granted to any 
employee with five (5) or more years of consecutive service in the District to 
pursue a personal growth opportunity that does not exist in the District or a leave 
of absence without pay for up to two (2) years may be granted to any employee 
with seven (7) or more years of consecutive service in the District for personal 
renewal.  

   
E. LEGISLATIVE LEAVE  
  

Legislative leave shall be granted for an employee to serve on the state legislature and 
appropriate committee assignments. Such leave shall be charged to leave without pay.  

   
F. FAMILY LEAVE  
  

The following leaves shall be handled in accordance with the Family Medical Leave Act 
for the duration of the Agreement:  

  
a. Parental Leave  

 
b. Maternity Leave  

 
c. Paternity Leave  

 
d. Adoptive Parental Leave  

   
G. MEDICAL LEAVE   
  

A leave of absence, as provided for under the FMLA, shall be granted for the purpose of 
caring for a sick member of the employee’s immediate family or to an employee who has 
used his/her available sick leave and cannot work because of a health condition.  
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1. When applying for FMLA or Medical Leave, an employee may choose to retain 
up to seven (7) days of earned sick leave as well as accumulated personal leave 
(as provided in section A.7 and B.1.)  

 
2. An employee who is granted a family leave of absence pursuant to Section 5 

above shall have reemployment rights as required by the FMLA.  
 

3. Benefits - While on leave, an employee shall have the option to remain an active 
participant in the District’s insurance benefit programs in accordance with the 
NMPSIA and FMLA requirements. The employees may also participate in the 
retirement program subject to the requirements of the ERA.  

   
4. Extensions 

 
a. Family and medical leave may be extended for the remainder of the 

school year.  
 

b. All requests for extensions of leaves shall be applied for and acted upon 
in writing annually.  

   
H. All leaves are subject to the recommendation of the principal/site supervisor and the 

approval of the Superintendent/designee.  
 

I. VACATION (Board Policy 5.11, VII. 2)  
ESP employees on a 244-day contract accumulate one (1) day per month of paid vacation 
upon beginning work. After completing ten (10) years of employment with Los Lunas 
Schools, an additional three (3) days of paid vacation will be allowed, granted at the end 
of each year. After completing fifteen (15) years of employment with the Los Lunas 
Schools five (5) more days of paid vacation will be allowed, granted at the end of each 
year. The immediate administrative supervisor must approve vacation scheduling.   

  
• 0-10 years 12 days annual leave   

 
• 11-15 years 15 days annual leave   

 
• 15+ years 20 days annual leave     

 
  
ARTICLE FOURTEEN - ASSIGNMENTS, REASSIGNMENTS, 
VACANCIES, AND TRANSFERS  
 
Transfers/reassignments from one school/program to another are viewed as an opportunity to 
provide professional growth, rejuvenation, cross-level communications, and instructional 
improvement.  
   
A. DEFINITIONS:  
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1. Assignment: job placement pertaining to job description and/or school site.  
 

2. Reassignment: a change in assignment within a school site;  
 

a. Voluntary Reassignment: reassignment initiated by the employee.  
 

b. Involuntary Reassignment: a reassignment initiated by the employer.  
 

3. Vacancy: an open position or a newly created school board authorized position 
that the District decides to fill.  
 

4. Transfer: movement to a position at another school site and/or job class code;   
 

 
a. Voluntary Transfer: a transfer initiated by the employee.  

 
b. Involuntary Transfer: a transfer initiated by the employer.  

 
5. Job Class Code: a specific programmatic expenditure such as custodians, 

secretary, security, educational assistants, etc.  
 

6. Full Contract Employees: employees on a contract for a full, regular, work year.  
 

7. Interim Employees: employees on a contract for a full, regular, work year to 
temporarily replace an employee on leave. 

  
8. Seniority: Seniority shall be based upon the employee’s continuous length of 

service in the bargaining unit, excluding any extended time spent on an unpaid 
leave of absence.   

 
9. Short-Term Employee: Employee on a contract less than a full, regular, work 

year.  
   
B.   The Superintendent/Designee will assign all newly appointed employees to their specific 

positions. The Superintendent/Designee shall give notice of assignments to new 
employees as soon as practical.  

   
C.   

1. All returning employees shall be given written notice of their assignments for the 
forthcoming year, no later than the last day of the current school year. Changes 
shall be based on student course enrollment and program requirements. 
Voluntary reassignments will be requested and completed prior to involuntary 
reassignments.  

 
2. In the event that programmatic requirements or school enrollment changes that 

may necessitate involuntary reassignments after the last day of the current school 



32  

year, employees affected shall be notified in writing and the changes will be 
reviewed with the employee. Reassignments within the same object code will be 
based on the following criteria:  

 
a. licensure;  

 
b. program requirements;  

 
c. observation;  

 
d. performance evaluations;  

 
 

e. affirmative action considerations; and  
 
f. all things being equal, seniority as the tie breaker.  

   
D. An employee shall be assigned within the scope of his/her certificate of licensure.  
   
E. (Intentionally left blank)  
   
F.  

1. Schedules of employees who are assigned to two or more schools per day shall 
be arranged to consider the amount of inter school travel and student supervision. 
Such employees shall be notified of any changes in their schedules as soon as 
practical. The schedule will provide for a duty-free lunch period.  

 
2. Employees assigned to two (2) or more sites in a week shall consider their 

primary, or belonging site, to be the site to which they are assigned on the first 
day of each term. The administrator at the primary site will be responsible for 
coordinating the employee’s evaluation, providing and collecting necessary 
forms and information as well as assigning a mentor if necessary.   

   
G. Lateral Transfer Process:   

 
1. The Personnel office will identify and post known vacancies for the next school 

year as they occur between March 1 and April 15.  Any full contract employee 
who meets the requirements is eligible to apply for any open position(s). All ESP 
employees requesting transfers may request an interview with the immediate 
supervisor and shall be granted an interview for the posted position. Interviews 
for full contract employees will be held within five (5) work days of the transfer 
request.  

   
The position will be posted for five (5) work days for such current employees to 
apply for a transfer. While the position may be posted internally and externally, 
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no position will be offered/filled until all qualified employees who apply within 
the five (5) days are granted an interview.    
  
If the position is not filled internally by the sixth (6th) day after it was posted, it 
will be open for consideration of other applicants, including interim, short term, 
and/or applicants from outside the district.  
   
Each site shall designate an official site in the staff lounge for postings of 
vacancies and personnel actions. The postings will also be sent to the district 
email list weekly.  

   
2. Voluntary transfer positions will be filled based on the following criteria:  

 
a. licensure in that classification;  

 
b. program requirements;  

 
c. interview;  

 
d. performance evaluation;  

 
e. affirmative action considerations; and  

 
f. all things being equal, preference will be given to the applicant with 

seniority. 
 

3. (Intentionally left blank)  
 

4. In the event a request for transfer is denied, the employee may schedule a 
conference with the appropriate supervisor to discuss only what the employee 
can do to enhance the probability of a future transfer.  

 
5. Throughout the school year, the District will provide to NEA-LL a copy of 

approved personnel actions which include resignations, retirements, leave 
requests, transfers and reassignments.  

   
H. Short Term and Interim Employees:  

 
If a vacancy is not filled within the timelines indicated in section G of this article, site 
administrators may consider short-term and interim employees for vacant positions. 
Short term and interim employees must be eligible for employment based on 
certification and endorsement for the position to be filled. Short term or interim 
employees who were hired on waiver during the immediate past school year must have 
met all the conditions of that waiver to be eligible for a position during the ensuing 
school year.  
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Documentation verifying completion of conditions of the waiver or confirmation that the 
employee will be in a planned, approved program to meet all the conditions of the 
waiver must be filed with Personnel prior to the recommendation for employment.  
   
Short term and interim employees will be provided the procedures for applying for 
employment the following year when they receive their employment contract with the 
District.  

   
I. Involuntary transfers  

 
1. Involuntary transfers are those transfers necessitated by reductions in staff and/or 

changes in   programs.  
 

2. Notice of an involuntary transfer will be given to employees as soon as practical.  
 

3. When an involuntary transfer is necessary, the following criteria will be used:   
 

a. licensure;  
 

b. program requirements;  
 

c. experience; and  
 

d. affirmative action consideration; and  
 

e. all things being equal, seniority will be the tie breaker with the least 
senior employee being transferred.  

   
4. The employees identified for involuntary transfer will meet with the 

administration to be officially notified of their assignments or if not available the 
employee will be notified by registered mail. The employee may, at his/her 
option, have a representative of NEA-LL present at such a meeting.  

 
5. A list of vacancies will be made available to employees being involuntarily 

transferred. Such employees may request the positions, in order of preference, to 
which they desire to be transferred. Such employees will be given time off for the 
purpose of visiting schools at which vacancies exist and two (2) days to set up 
the work area or the classroom.  

 
6. Employees being involuntarily transferred will be placed in equivalent positions 

with no reduction in their base pay.  
 

7. Within a one-year time period, if the position becomes available, it will be posted 
and the involuntarily transferred individual will have five (5) days to contact 
personnel in writing of their interest to return. The transfer will be contingent 
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upon mutual agreement between the site supervisor and the employee. This will 
also be based on satisfactory evaluations in that position.  

 
   
ARTICLE FIFTEEN - REDUCTION IN FORCE (RIF)  
   
A. Employees may be laid off as a result of a decrease in student enrollment and/or a 

substantial decrease in revenue to the District, legislative or Public Education 
Department mandates, or changes in instructional and/or programmatic needs.  

 
B.  

1. When the District anticipates a RIF which might result in the transfer or layoff of 
employees, the District will notify NEA-LL in writing of the anticipated RIF. 
The notice shall include the reasons for the RIF, the affected programs/positions 
and the expected date of the RIF. The notice will be provided at least fifteen (15) 
work days prior to the anticipated implementation of a layoff.  

 
2. Within five (5) work days after receiving the notice of intent to RIF from the 

District, NEA-LL may schedule a meeting with the District to discuss possible 
alternatives to the RIF and the transfer and/or layoff of any employee.  

 
3. Any employee who is to be laid off will be so notified in writing at least ten (10) 

days before the effective date of the layoff, except in cases of emergency. Such 
notice will include the proposed time schedule and the reasons for the proposed 
action.  

 
C. In the event it becomes necessary to initiate a RIF in the bargaining unit workforce, the 

following provisions shall apply:  
   

1. The Board shall determine the number and type of programs/positions to be 
affected by the RIF and will advise NEA-LL.  

 
2. The District will first attempt to absorb the necessary reductions through attrition, 

followed by requesting voluntary transfers and resignations by written notice to 
employees in the licensure and endorsement areas affected, if applicable.  

 
3. If the attrition, voluntary transfers, and resignations do not produce the necessary 

reductions in force, the least senior employee in the classification being reduced 
will be laid off as follows:  

 
a. short term (hired after the start of the current school year);  

 
b. employees with fewer than three (3) years’ service with the District;   

 
c. employees with three (3) or more years’ service with the District.  
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4. Seniority shall be based upon the employee’s continuous length of service in the 
bargaining unit, excluding any extended time spent on an unpaid leave of 
absence.  

   
5. A laid off employee other than short term or probationary employee shall have 

the following recall rights:  
 

6. ESP employees shall have recall rights for twenty-four (24) months. The District 
will offer any bargaining unit vacant position for which the ESP is 
licensed/endorsed to the laid off ESP employee(s) in reverse order of layoff. A 
copy of the notice of recall will be made available to NEA-LL.  

 
7. Recalled ESP employees will be entitled to all seniority rights and accumulative 

unused benefits upon reinstatement.  
 

8. ESP employees on recall status shall maintain a current address and phone 
number with the District. If an employee fails to provide said information or fails 
to respond within fifteen (15) days after receipt of above notice of recall, she/he 
will be deemed to have refused the position offered.  

 
9. Upon written request of the ESP employee, the laid off employee will be placed 

on the District’s approved substitute rolls.  
 

10. While eligible for recall and not eligible for insurance coverage as an employee 
of another employer, the ESP employee may continue to participate in the 
District’s health and other insurance programs as authorized by the New Mexico 
Public School Insurance Authority. The ESP employee shall assume the total cost 
of premiums for these benefits as required by the NMPSIA.  

 
   
ARTICLE SIXTEEN - EMPLOYEE FACILITIES  
  
A. (Left intentionally blank)   
  
B. (Left intentionally blank)   
  
C. (Left intentionally blank)  
  
D. Employees will have access during the workday to a common work room which will 

contain equipment and supplies to aid in the preparation of instructional materials.    
  
E. The faculty lounge will continue to provide a phone for employee use for local calls.  
   
F. Providing a communication system between all ESPs and the main office at each site 

will continue to be a priority of the District.  
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G. New schools/buildings will provide employee restrooms separate for each sex and 
separate from student restrooms. Existing schools will provide reasonable restroom 
facilities for employees.  

   
H. Designated employee parking will be provided at each site.  
   
I. Employee/student instructional areas will meet health and safety requirements 

established by law.  
   
J. (Left intentionally blank)    
  
K. (Left intentionally blank)  
  
 
ARTICLE SEVENTEEN - CLASS SIZE/SPECIAL EDUCATION 
CASELOAD SIZE 
 
(Left intentionally blank)  
   
 
ARTICLE EIGHTEEN - BOOKS, MATERIALS, SUPPLIES AND 
EQUIPMENT  
  
A. (Left intentionally blank)  
   
B. (Left intentionally blank)  
   
C. No employee shall be required or expected to purchase materials, supplies, or equipment 

at the employee’s expense.  
   
D. Procedures for the requisitioning of supplies for each site will be published in the staff 

handbook.  
  
 
ARTICLE NINETEEN - BUILDING ADVISORY COUNCIL 
   
A. PURPOSE: The District and NEA-LL recognize that the collegial exchange of ideas can 

result in positive benefits to improve the educational process. Each school site will 
develop fair, all-inclusive, regularly scheduled meetings for raising and/or addressing 
site issues.  
 

B. NAME: The name of this committee will be “Building Advisory Council.” 
 
C. MEMBERSHIP: Since the purpose of this council is to deal primarily with 

noninstructional issues, it will be a separate committee from other existing committees. 
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All stakeholders will have representation on this council, including one person 
designated as the NEA-LL representative. The staff and administration at each site will 
determine collaboratively how members will be selected and how decisions will be 
made. The site principals (administrator) shall be a permanent member of the team. 
Meetings will be open to all staff members.   

 
D. COORDINATOR: This council will have a Coordinator whose duties include the 

following:  
• Coordinate the work of the council.  

 
• Set the agenda with the administrator for the meetings.  

 
• Assure that the meeting is given advance announcement.  

 
• Preside at meetings.  

 
• Report back to the rest of the staff in written feedback via hard copy or email.  

 
• Monitor the progress of recommendations.  

 
• Send monthly minutes to Superintendent and NEA President.  

 
E. MEETINGS: Meetings will be set monthly so that a minimum of seven (7) meetings will 

be held during the school year. Each site will develop a process to submit concerns in 
writing on a specific BAC form (Appendix B) that includes suggestions for resolution. 
Even if no forms are submitted, the council will meet to monitor progress of past issues, 
continue open communication, and provide for the smooth functioning of the school.  
 

F. WRITTEN PLAN: NEA-LL representative will work with the principal to create a 
written plan that will be submitted to the Superintendent no later than September 30 
showing how members were chosen, who was designated as coordinator, the meeting 
schedule for the school year. Meeting minutes including a copy of concerns in writing 
using a designated form will be the form to be used for submission of concerns. 

 
G. TRAINING: The bargaining team recommends training on the interest-based approach 

to problem solving for council members. This process will not be used in lieu of the 
grievance procedure.  

  
 
ARTICLE TWENTY - PROFESSIONAL DEVELOPMENT 
   
A. Subject to the approval of the Superintendent/designee, the District will pay the full cost 

of the registration fee and mileage and per diem as provided in the Mileage and Per 
Diem Act and state regulations incurred in connection with workshops, seminars, 
conferences, and/or in-service training sessions which an employee is required to take by 
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the District. Said employees will be compensated at the employees’ daily rate for time 
spent in actual attendance at said sessions.   

   
B. Each worksite will provide a designated area for postings of professional development 

opportunities by anyone who wishes to post such information.  
   
C. Compensation for Additional Classes:  The District and NEA-LL jointly recognize the 

value of ongoing professional development. One means of achieving such professional 
development is through accredited institutions of higher education.  

   
1. Criteria:  

In support of this, compensation for course work from accredited institutions of 
higher learning may be reimbursed according to the following criteria:  

   
a. Applicants will not be receiving reimbursement from another source.  

 
b. Applicants will provide documentation that they have completed the class 

with a grade of "C" or better.  
   

c. Applicants will complete the application process and submit necessary 
forms according to these timelines:  
 
• January 15 for Fall Semester,   

 
• June 15 for Spring Semester,   

 
• August 15 for Summer Semester 

 
No reimbursement will be made if these deadlines are not met.  

   
2. Reimbursement will be for a maximum of two hundred fifty dollars ($250.00) 

per credit hour, to a maximum of six (6) credit hours per semester/session.  
 

3. Applicants may apply for reimbursement through the following programs, listed 
in order of priority:  

 
a. Planned program that leads to an advanced degree and/or endorsement. 

Upon completion of the funded program, employees would agree to 
remain in the district for at least two (2) additional years.  
 

b. Courses that benefit the district but are not part of a planned program. 
These include classes that meet waiver requirements, provide an 
employee with additional skills or knowledge, and/or are relevant to the 
employee’s job.  
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4. All bargaining unit members are eligible to apply for reimbursement. If an 
employee is on leave for six (6) weeks or fewer, or is on approved leave through 
the FMLA, tuition reimbursement will be available.  

 
5. Selection Committee: Applications for reimbursement will be made to a 

Selection Committee composed of two (2) members appointed by the District 
and two (2) members appointed by NEA-LL to represent ESPs and certified.  

 
6. Funding: For the current school year, this program is funded in accordance with 

the final approved District budget.  
   
D. The District will provide relevant professional development for ESPs concurrent with 

designated PD days, or as mandated by state or federal law. Site needs to be covered by 
minimal, necessary staff.  

   
 
ARTICLE TWENTY-ONE - EMPLOYMENT  
   
A. The District will continue to be an equal opportunity employer.  
   
B. Licensed employees will be hired as provided for under the Public Education 

Department (PED) rules and regulations and state and federal law, as applicable.  
   
C.  

1. All employees shall be placed on the proper step of the salary schedule according 
to their training and experience. Hours earned before conferral of an advanced 
degree and not utilized as part of the degree must be verified through the 
university attended as qualifying for the attainment of an advanced degree if 
pursued. Such hours are subject to the approval of the superintendent or designee. 
No present employee shall receive less than the salary indicated on the salary 
schedule for his/her credited training and experience. Employees who cannot be 
placed on the negotiated salary schedule without a decrease in salary will 
continue to receive their current salary.  

  
   

2. Employees will be given credit for up to thirty-five (35) years of verified 
experience in accordance with Public Education Department regulations and the 
Public Education Department Training & Experience Index Guidelines for 
placement on the salary schedule upon initial employment with the School 
District.  

   
3. Credit will be given for a full year to employees having a minimum of ninety-two 

(92) days or the equivalent of one-half year experience during a school year. A 
series of unconnected experience may not be combined. It is not possible to add 
days from two separate school years.   
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4. Placement on the salary schedule at the time of initial employment with the 
District coupled with any subsequent corrections for additional credited 
experiences will serve as the basis for future movement on the salary schedule. 
Other course work approved by the superintendent or designee will also be 
credited for movement on the salary schedule.  
 

5. (Left intentionally blank) 
   
D.  

1. Employees with previous experience in the Los Lunas School System shall, upon 
returning to the System, receive full credit on the salary schedule for all such 
experience. Such employees who have not been engaged in related work 
experience upon returning to the System, shall be restored to the next position on 
the salary schedule above that at which they left.  

 
2. Employees on approved leave of absence shall be credited with all unused leave 

upon returning to employment with the District.  
   
E. ESP employees who intend to resign employment with the District shall provide the 

District with a minimum fifteen (15) calendar days written resignation notice. The 
Superintendent may waive the fifteen (15) day time period.  

   
 
ARTICLE TWENTY-TWO - COMPENSATION PROCEDURES  
   
A.  

1. The Salary Schedules for employees are set forth and are attached as part of this 
Agreement. 
 

2. (Left intentionally blank) 
 

3. (Left intentionally blank) 
 

4. (Left intentionally blank) 
 

5. (Left intentionally blank) 
 

6. (Left intentionally blank) 
 

B.  
1. Employees will be paid in twenty-six (26) biweekly installments, provided, 

however, an employee will receive his/her remaining four (4) paychecks together 
with his/her last paycheck in June. It is understood that paycheck amounts will 
vary based upon insurance and other scheduled deductions.  
 



42  

2. When a payday falls on or during a school holiday, vacation, or weekend, 
employees shall receive their paychecks on the last previous working day. 

 
3. Employees shall have their paychecks automatically deposited in the financial 

institution of their choice. 
 
C. Employees will not be required to attend courses, workshops, seminars, conferences, or 

training sessions on their days off.  
   
D. (Left intentionally blank)  
   
E. Mileage will be reimbursed for approved travel as provided in the Mileage and Per Diem 

Act and State regulations.  
  
  
ARTICLE TWENTY-THREE - INSURANCE  
   
A. The Los Lunas Schools' employer contribution will meet the NMPSIA standard for the 

current year. This coverage includes health, dental, disability, vision, basic life and 
AD&D plans.  

   
B. The District shall provide professional liability and Worker’s Compensation coverage 

for employees in accordance with New Mexico law and New Mexico Public School 
Insurance Authority (NMPSIA) requirements.  

   
C. As a minimum, the District shall assume the premium cost required by law for the plans 

identified in A above.  
   
D. An employee’s premium co-pays for insurances shall be deducted from the employee’s 

paycheck in twenty-four (24) equal installments.  
   
E. Open enrollment periods shall be offered to employees as often as allowed by NMPSIA. 

Employees will be notified of open enrollment periods and other important information 
related to the plans set forth above with a minimum of five (5) days notice when 
possible.  

   
F. At the new staff orientation or within five (5) days of the effective date of the 

employee’s contract, the employee will be provided with written information regarding 
the insurance plans offered by the District. An employee has thirty (30) calendar days 
from the effective date of the employee’s contract to enroll according to the NMPSIA 
requirement.  

   
G. Employees experiencing status changes affecting above insurance plans will notify the 

District Business Office within thirty (30) calendar days as required by NMPSIA.  
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H. Employees on approved or extended leaves of absence shall be permitted to maintain 
their group insurance programs as required by the NMPSIA and the FMLA.  

 
  
ARTICLE TWENTY-FOUR - INCREMENTED POSITIONS 
  
(Left intentionally blank)  
  
 
ARTICLE TWENTY-FIVE - SUMMER SCHOOL, FEDERAL & 
OTHER PROGRAMS  
   
A. All openings for summer school, Federal and other special programs will be advertised 

and filled through an application process. Notice of vacancies and calls for applications 
will be made as such vacancies develop. A hard copy of such notice will be posted at the 
appropriate sites as soon as possible prior to the time such vacancies are to be filled. 
Applicants will be informed at their interviews of the anticipated date of District action 
on the recommendations and of the process for notification of the outcome.  
 

B.  (Left intentionally blank)  
 

 
 
ARTICLE TWENTY-SIX - SUBSTITUTE PROCEDURES  
   
A. The District shall maintain a cadre of substitutes.  
   
B. It is the responsibility of the employee who will be absent to report the absence to the 

District via the substitute service and to request a substitute if necessary as soon as 
possible prior to the absence. All employees shall make their requests for substitutes no 
later than 6:00 A.M. or as outlined by site policy of the date of the absence. Employees 
who will be absent but do not require a substitute must report the absence to the 
substitute service by the required times. The process for leave will be defined in staff 
handbooks and will include the individual designated by the site administrator to be 
responsible for leave requests after the above reporting times. For leave taken by the 
hour, even if no substitute will be provided, the employee is required to contact the site 
supervisor to report the absence.  

   
C. Employees may complete and return to her/his principal a district prepared check-off 

assessment form for each substitute teacher assigned to their classroom/work site. This 
form will provide space for comments.  

   
D. Employees shall be able to request a substitute of her/his choice. The District shall 

attempt to fulfill these requests.  
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E. It is recognized by the parties that substitute shortages may occur.  
   

ESP’s will be pulled on a rotating basis as much as possible and practical.  
   

The District will attempt to secure a substitute for employees in need of this service. An 
employee may be requested to cover a class in an emergency situation. An emergency 
situation is defined as when a classroom is unattended without adult supervision. In an 
emergency situation, if no one volunteers to cover a class, an employee may be assigned. 
Any ESP who does substitute shall be allowed equal time to complete unfinished work 
resulting from the absence from their regular assignment due to substituting.  

  
 
ARTICLE TWENTY-SEVEN - TEACHER INDUCTION AND 
MENTORSHIP PROGRAM  
 
(Left intentionally blank)  
  
 
ARTICLE TWENTY-EIGHT - PEER SUPPORT PROGRAM 
 
(Left intentionally blank)  
 
 
ARTICLE TWENTY-NINE - GENERAL  
   
A. If any provision of this Agreement or any application thereof to any employee or group 

of employees is held to be contrary to law, then such provision or application will be 
deemed valid only to the extent permitted by law, but all other provisions or applications 
will continue in full force and effect. The parties will meet for the purpose of 
renegotiating the provision or provisions affected if a written request is submitted within 
ten (10) work days by one party to the other requesting such negotiations.  

   
B. The District will not develop or implement any policy applicable to bargaining unit 

employees that is in violation of this Agreement. If a District policy, regulation, or 
directive is in violation of any provision of this Agreement, this Agreement will 
supersede.  

   
C. This Agreement and amendments thereto at the time of adoption shall be posted on the 

district web site for access by all members of the bargaining unit.  
   
D. Any notice to be given by one party to the other under this Agreement will be given in 

writing.  
If given by the District, said notice will be sent to NEA-LL, located at NEA-LL, 4213 
Montgomery Blvd., Albuquerque, NM 87109; and if given by NEA-LL, said notice will 



45  

be sent to the District, located at PO Drawer 1300, Los Lunas, NM 87031. Either party 
may, by like written notice, change the address at which notice to it may be given.  
 
  

ARTICLE THIRTY - COMPENSATION FOR ADDITIONAL 
CREDENTIALS 
 
(Left intentionally blank)  
 
  
ARTICLE THIRTY-ONE - DRESS CODE  
   
While in the presence of students and/or parents and while publicly representing the Los Lunas 
schools, staff members must maintain a clean, well-groomed, and professional appearance 
appropriate for the position held. Criteria specific to each school site will be a subject for the 
Building Advisory Committee at the site and/or staff Handbooks.  
 
 
ARTICLE THIRTY-TWO - SOCIAL MEDIA  
   
A. The intent of this article is to establish guidelines for the Los Lunas Schools employee 

use of social networking websites and communication apps. Employees will utilize the 
District approved communication platform for all communications with students and 
parents/guardians.    

   
B. Professional ethics require that staff members avoid social situations through which they 

could exploit their positions of authority over students and specifically in this Article 
through the use of social networking sites.  

   
C. Employees shall refrain from:  
  

1. Communicating on social networking sites on matters personal to their individual 
employment.  
 

2. Communicating about matters that are not of public concern and which are 
inappropriate and inconsistent with their ethical responsibilities.  

 
3. Communicating personally with students outside of the District’s approved 

instruction and supervision.   
 

4. Communicating on personal social networking sites and personal communication 
apps during contract hours.   

 
5. Using the Los Lunas Schools logo and name for personal use.  
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ARTICLE THIRTY-THREE - DURATION  
   
This Agreement is effective July 1, 2025 and will remain in full force and effect through June 
30, 2027, provided that salary schedules, MOU/MOA items, hours and workload and 2 issues 
identified by each party, and any other items agreed upon by mutual consent, may be reopened 
for negotiations effective no later than February 1st of each school year or earlier if mutually 
agreed upon. It is the goal of the District and NEA-LL to continually improve negotiations 
through the goal of having regularly scheduled face to face meetings to address any concerns 
and/or upcoming developments.  
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APPENDIX A: GRIEVANCE FORM 



48  

(This page left intentionally blank.)  



49  

 

 
  



50  

  



51  

APPENDIX B: BAC FORM 
  



52  

(This page left intentionally blank.)  



53  

  



54  

  



55  

APPENDIX C: MOU/MOA FORM(s) 
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APPENDIX D: SALARY SCHEDULES 
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