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Cook

Job Description:

Serves as one of the cooks in a large kitchen; may
requisition food to meet menu requirements and kitchen supplies
and equipment as required. May maintain food and kitchen
supply and equipment inventories. Prepares or directs prepa-
ration of food for cooking. Roasts, broils, fries, bakes,
boils or otherwise cooks meats, fish, poultry, and vegetables;
carves meats for individual servings as required. Makes soups,
gravies, stews and sauces, toasts, sandwiches, custards,
puddings, and other desserts, coffee and other beverages.
Prepares salad mixtures and salad dressings. May be responsible
for keeping refrigerators, franges, ovens and all appliances and
utensils, as well as kitchen and food store rooms in a sanitary
condition. Supervises kitchen helpers. and students in prepa-
ration and serving of foods and in maintaining sanitary con-
ditions in cooking areas. May give on-the-job instruction to
students in cooking processes.

Minimum qu;ification Requirements: (X-118-CPC-518-4)

Applicants must have had six months experience 1in per-
forming the more elementary general cooking duties, or
assisting in general cooking under supervision.

Applicants must have acquired the knowledges and skills
necessary to perform general ccoking duties that suit the '
position.

Subgt;tupion:

Six months only of experience as short order cook may
be substituted for not more than three months of the required
general cooking experience.

The successful completion of any of the following may
be substituted for any or all of required experience.

(1) The successful completion of a course in cooking
or in cooking and baking in a school of secondary
grade or higher--provided the course includes a
substantial amount of training in quantity cooking
and actual practice.

(2) The successful completion of a training course in
cooking or in cooking and baking in the armed
forces.

(3) The successful completion of a "specialty course"

in cooking and baking in which concentrated
training and quantity cooking was givemn.
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Physical Requirements: (X-118-2-5)

Good distant vision in one eye and ability to read
without strain printed matewvial the size of typewritten
characters are required, glasses permitted. Ability to hear
the conversational voice, with or without a hearing aid, 1is
required. In most instances, an amputation of leg or foot
will not disqualify an applicant for appointment, although
it may be necessary that this condition be compensated by
use of satisfactory prosthesis.

In addition, applicants must possess emotional and
mental stibility, and for positions in the Indian Service
show positiv: reaction to the tuberculin test and be free
from clinical and laboratory evidence of tuberculosis and
skin and venereal diseases.



FOOD SERVICE WORKER
or
Waiter

Job Description:

Waits on tables in a dining room or mess hall of a
Government institution, including responsibility for spreading
clean linen, setting tables with silverware, glasses, sugar
bowls, salt and pepper shakers and napkins; serves food family
style, from food carts or from cafeteria lines; assists in
the maintenance of discipline in dining room; maintains dining
room in a clean and sanitary condition; may instruct and super-
vise student details in distributing and apportioning food,
washing dishes and cleaning the dining room; may instruct
students in proper table manners.

Minimum Qualification Requirements: (X-118-CPC~-2590-4)

Applicants must have had one year experience in waiting
tables in a hotel, institutional dining room, restaurant, or
club; or experience in supervising waiters and other dining
room employees.

Appointment to these positions 1is restricted by law
to persons who are entitled to veteran preference as long as
such persons are available,

Substitution: Experience as a kitchen helper may be substi-
Tuted Ffor not more than one year of non-supervisory waiter

experience, provided such experience has been acquired under
the immediate supervision of a waiter or supervisory waiter.

Physical Requirements: (X-118-2-5)

Good distant vision in one eye and ability to read
without strain printed materials the size of typewritten
characters are required, glasses permitted. Ability to hear
the conversational voice, with or without a hearing aid, is
required. 1In most instances, an amputation of leg or foot
will not disqualify an applicant for appointment, although
it may be necessary that this condition be compensated by
the use of satisfactory prosthesis.
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Bus Driver

Job Description:

Operates school bus in transporting students to and from
school and on field and recreation trips; follows assigned
routes and schedules; is responsible for safety and conduct of
students while on school bus, knows rules and regulations of
1.C.C. and State and local laws; has sufficient mechanical
kxnowledge of bus to maintain it and make minor repairs and keep
it in good working order. May perform incidental manual
1abor tasks when not engaged in driving.

Minimum Qualification Requirements: (X-118-CPC-604-4)

Applicants must have 1, 2 and 3 below:

(1) One year's experience in the operairivn of passenger
motor vehicles, including the making of minor
repairs and adjustments to such vehicles; and

(2) ° An appropriate permit to operate motor vehicles (in
any state or territory where required) or the
applicant must obtain such permit within 30 days
after date of appointment; and

(3) A satisfactory driving record.

Applicants must also pass a practical road test, but
such test may be waived for non-competitive actions.

The minimum age of 18 is not waived in ahy case for
chauffeur positions.

Physical Requirements: (X-118-CPC-604)

Ti.c duties of the position require light to moderate
physical exertion. Arms, hands, legs, and feet must be
sufficiently intact and functional, or if loss of 1imb exists,
t+he loss must be satisfactorily compensated by suitable
prosthesis and/or specially equipped motor vehicle to offset
the disability. For unlimited duty (Agency Reservation and
public highways) applicants must have vision of at least 20/30
in one eye and 20/50 in the other, with or without glasses.
For limited duty (Agency Reservation) applicants must have
vision of at least 20/30 in one eye, with or without glasses.
Hearing, with or without a hearing aid, must test 15/20 for
ordinary conversation in one ear. Any physical defect or
emotional instability which would cause the applicant to be a

hazard to himself or to others will disqualify for appoint-
ment.
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REQUIREMENTS FOR GRADE G5-5

Possession of the basic requirements meets in
full the requirements for GS-5.

REQUIREMENTS FOR GRADE GS-7

In addition to the basic requirements (page -1).
vou must fulfill one of the following reguirements:

A EXPERIENCE: Omne year of appropriate ex-
perience in teaching, educational rescarch,
development of education or training material
and aids, educational testing, guidanc= coun-
seling, educational administrator. or other com-
parable uctivity. The experience must clearly
demonstrate success in the application of the
principles, mecthods, and techniques of educa-
tion and training, or in developmental work in
connection with the areas mentioned above,
and familiarity with current developments in
the education and training field, and, as neces-
sary, knowledge of subject matter field(s)
applicable to the position for which you are
being considered; or

B. EDUCATION: One year (30 semester hours)
of pertinent graduate study in education and/or
related fields appropriate for the duties of the
position; or

C. SUPERIOR ACADEMIC ACHIEVEMENT:
Your application will be accepted for grade
GS-7 provided you meet any one of the follow-
ing *'quality graduate’ criteria:

1. Standing in the upper third of the class based
on completed college work at time application
is filed.

2. 2.90 or better grade point average in all
completed college courses, or in all courses
completed during the last two years of the un-
dergraduate curriculum.

3. 3.50 or better grade point average in all com-
pleted courses in the major field of study, or in
all courses in the major field of study com-
pleted during the last two years of the under-
graduate curriculum.

4. Election to membership in one of the national
honorary scholastic societies (other than Fresh-
man honor societies) which meet the minimum
requirements of the Association of College
Honor Societies.

5. A score of 600 or bette* ¢ an Area Test or
Advanced Test of the Grad ate Record Exam-

inations. )
64

6. For teacher positions only, a superior score in
the Nationa Teachers Examination. This re-
quires a composite NTHE score of at least 1300,
with not tess than 630 in the Common Examina-
tion and not less than 650 in the appropriate
Teuching Area lixamination.

The superior academic achiovemoent criteria does
not apply if you meet the basic requirements
(page 4) based on NTE scores.

SUBSEQUENT WORK EXPERIENCE

Applicants who are rated as superior undcr the
provisions outlined above may be acceptable for
grade GS-9 provided that they have had at least
one year of professional cxperience at the level of
difficulty and responsibility cquivalent to grade GS§S-7
in the Federal service.

NOTE: If your basic eligibility is bascd on your
score on the NTE you may not use your score again
to qualify for grade GS-7. regardless of the score
attained.

REQUIREMENTS FOR GRADE GS-9

In addition te the basic requirements, you must
fulfill the following requirements:

1. Two years of appropriatc professional experi-
ence as described in the requirements of GS-7
above; o

2. A combination of 1 year of pertinent graduate
education and 1 year of appropriate professional
experience, both as described above for GS-T;0r

3. Completion of all requirements for the master’s
degree in Education or in an appropriate sub-
ject matter field; or

4. Two full academic years of pertinent graduate
study in Education or inan appropriate subject
matter field.

1 through 4 above must be pertinent to the posi-
tion for which you are applying.

CREDIT FOR PART-TIME AND/OR
UNPAID EXPERIENCE

Credit will be given for part-time experience as
well as unpaid experience or volunteer work such as
in community, cultural social service, and profes-
sional association activities on the same basis as for
paid experience of the types acceptable under this
announcement. To ensure the receipt of proper
credit you should show the dates and actual time,
such as the number of hours per week spent in such
activities.
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APPROVED-PROGRAM APPROACH

Under this approach, the institution itself rather
than the State establishes program requirements
which are acceptable to the State. '

For those applicants offering an *‘Approved-
Program™ background, a certified statement from
the college or university, containing the following
must be filed with the application: (1) certification
that the college or university has a teacher educa-
tion program approved under an ““Approved-
Program’ approach; (2) the date such approval was
granted the institution and by whom; (3) the date
you successfully completed training under this pro-
gram; and (4) the area of concentration. The state-

ment above is not necessary if the approved-program -

course work content meets the basic reguirements
through course credit accumnulation (page 4).

APPLICATIONS ACCEPTED FROM STUDENTS

Applications will be accepted from senior and grad-
uate students. Credit will be given for all course-
work to be completed within 9 months of the date of
filing your application. If you are a student, and are
qualified in all other respects, you may receive a
provisional appointment prior to completion of the
courses, but you may not enter on duty until you
furnish proof of successful completion of all the
cyurses submitted to fulfill the requirements for ac-
ceptance. You will be required to show that your
course work is completed at the time you enter on
duty.

The letter notifying you we have accepted your
application will be stamped *‘May not enter upon
duty until completion of required educationisshown.”

INTERVIEW

Interviews are not conducted routinely for every-
one whose application is accepted. The Bureau of
Indian Affairs may contact you regarding an inter-
view when you are actually being considered to fill
a vacancy.

SELECTIVE PLACEMENT

Some positions require special knowledges or com-
petencies. In such cases, selection for these posi-
tions may be limited to those candidates whose
records show evidence of the required capabilities.

BASIS OF RATING
NO WRITTEN TEST REQUIRED

Your rating will be based on an evaluation of your
education, experience, special skills and abilities
shown in your application and on additional informa-
tion which may be obtained {rom confidential in-

quiries.
3

STATE CERTIFICATION

You may be required to obtain state certification.
The Bureau of Indian Affairs will allow you the same
amount of time for obtaining state certification that
is allowed for public school teachers within the state
in which you are given an appointment. The Bureau
of Indian Affairs applies the requirements of the
state in making appointments from this announce-
ment.

EQUAL EMPLOYNENT OPPORTUNITY

All qualified applicants will receive consideration
for employment w~ithont regard to race, religion,
color, national crigin, sex, political affiliations, or
any other nonmerit factor.

LIST OF ACCEPTABLE COMPETITORS

Separate lists of competitors will be established
for each of the positions and grades covered by this
announcement. The Civil Service Commission has
no prior knowledge about specific vacancies. We
refer these lists to the Bureau of Indian Affairs for
consideration as vacancies occur.

ADDITIONAL INFORMATION

For information about citizenship, kinds of appoint-
ments, physical abilities required, veteran prefer-
ence, and other general informatinn, see Civil Service
Commission- Pamphlet No. 4, “Working for the
U.S.A.” which can be obtained at most Post Offices
and Interagency Boards of Examiners.

Guidance it helping: a Guidance Counsalor (silting) and an
Instructional Aid assisting at table.
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ARTICLE XIV. EMPLOYEES

The professional educational staff of the School shall meet
the qualification standards of the Civil Service Commission
and/or the State Educational Certification Standards for
employment and career advancement. If the Schecol Board
elects to recruit and employ professional staff members as
Federal employees, all rights and privileges as Federal
employees will bc preserved.

66
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Section 37 - Teacher Aides

DEFINITION

A teacher aide is a non-professional assistant to the teacher.
PURPOSE

The major intention is to free the qualified teacher from minor, essential tasks
which are time-consuming and thus detract from the proce.: of teaching.

QUALIFICATIONS

- Preferably a high school graduate or a college student
- Acceptable references

- Interest in working with children

- Ability to Tollow directions

- Ability to learn to operate a duplicating machine

- Ability to learn to operate audio-visual equipment

- Knowledge and ohility to react promptly and wisely in emergency
situotions

- Adaptable and presentable
- Possesses good physical and mental health

- Ability ta work with various ethnic groups

DUTIES
- To wark under the general direction of the classroom teccher
- To maintain attendonce records

- To schedule, secure, and project audio-visual aids

- To secure library, art, physical education, music, and other
supplementary materials

« To duplicate materials

- To distribute and collect materials

- Vo monitor fieldtrips under the supervision of the teacher
- To foster safety practices

» To assist small groups with minor academic problems in special
situations (when competence has been demonstrated by the aide in
a special area)

67
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TEACHER CONTRACT
Gallup-McKinley County School District

School Term 1970-1971

The Board of Education of Gallup-McKinley County, New Mexico, herein called Board, and
. herein called Teacher, agree:

1. The Board employs the Teacher to teach and perform related services during the school year 1970-1971,
beginning . , 19 , in school or schools of the Gallup-McKinley County Sclhool District
to which the Teacher may be assigned by the Board.

9. The Teacher shall present himself or herself for duty to the Superintendent of Schools at such times and
places as designated. The Teacher shall be prompt, thorough, conscientious, judicious in punishment, watchful
of the morals of the pupils, and shall attend all school meetings called by the Superintendent, school principai,
or other authorized person.

3. The Teacher’s annual salary shall be computed on the basis of a
additional approved semester hours and

degree and e
years of allowable experience plus special increment(s) for

Salary per schedule §

Special increment $

Total contract salary $

The total contract salary shall be paid the Teacher in installments.

The first installment of shall be due and payable on ., 19
Kach installinent thercafter of

shall be payable on scheduled paydays.
The total contract salary is based upon a sche ~h

P, 1g days
—_— ,non-teaching days

total contract days
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and is subject to the approved budget. For 2ach day’s abscnce from duty not included in sick leave, or otherwise
compensated for in accordance with the rules and rcgulations of the Board, there shall be deducted {rom total con-
tract salary an amount proportional to the total contract days or such lesser portion of total contract salary as
shall be established by the Board.

Such deduction shall be made from the installment(s) due the Teacher {ollowing such abscuce. In the event of
resignation or discharge, the Teacher shall be entitled to the proportion o his total compensation as his service
rendercd bears to the total service required herein,

4. The Teacher shall not be discharged during the term of this contract cicept for proven disability, dis-
qualification, inunoralily, incompetency, insubordination, brcach of this contract, or for any other good and just
cause, and after hearing on written charges. nctice of which shall be given as required by law.

5. The Teacher will give ihe Board thirty (30) days® written notice of intention to resign. Failure to give
such thirty day notice shall entitle the Board, in its discretion, after deducting an amount for services not ren-
dered, to retain from any unpaid balancc of the total contract salary an additional amount equal to one-twelfth
(1/12) of the contract salary specificd above, and to file a written complaint with the State Board of Education.

6. Should the Tcacher contract for, or perform any other cmployment which will result in absence from duty
required under this contract, thc Board may declare this contract terminated after a hearing as provided by law,
and file a written complaint with the State Board of Education. This section shall not prevent a Teacher from
holding an office not incompatible to the teaching profession, or from performing any activity allowed & qualified
elector as provided by the Constitution.

7. The Tcacher shall comply with the lawful rulcs and regulations of the Board. The Board shall comply with
the provisions of the law relative to renewal of employment, discharge, and retirement.

8. Thc Teacher shall furnish the Board the following:

A. At such times as may be required by the Board: _
(1) A proper teacher’s certificate ior the position to be held.
(2) An official transcript showing the educatinn record and training of the Teacher.
(3) Suitable evidence of date of birth.

B. On or before the commencement of the school term:
Each person employed in a public or private school, including bus drivers, shall present to the gover-
ning ‘authority of the school where employed, upon initial employment and once each year thereafier,
a certificale {rom a licensed physician stating that the person is frce from all communicable discases
in & transmissible stage dangerous to the health of students. The certificate from a licensed physi-
cian shall be according * a form prescribed by the State Board of Public Health and approved by the
State Board of Educatiou. The certificate must be obtained annually from a licensed physician not
more than ninety (90) days prior to the beginning of the school year.

C. The Teacher shall accept or reject the contract or offer of employment within fifteen (13) days from
receipt of such offer or contract. '

Failure to furnish any of the foregoing items at the required time may result in the termination of the con-

tract after a hearing by the Board, as provided by law.

Date signed by and for Board: _ Board of > «cation of Gallup-McKinley County, New MeXico

By:

Date signed by Tcagher:

Teacher

63
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NEW MEXICO SCHOOL PERSONNEL HEALTH EXAMINATION CERTIFICATE®

REGULAT IONS

GOVERNING EMPLOYMENT OF TEACHERS AND OTHER PERSONS WITH COMMUNICABLE DISEASE BY PUBLIC.
PRIVATE OR PAROCHIAL SCHOOLS

All persons employed by public, private, and parochial schools, and school lunch personnel, and
school bus drivers shall present to the governing authorities of the schools where employed, upon
their initial employment and once each succeeding year thereafter, a certilicate to the effect that
they are free from tuberculosis in a transmissible form. The certificate must be signed by a licensed
physician, and must be secured annually not more than 90 calendar days prior to the opening of the
yearly fall school term.

In order to meet this requirement:

a. all such persons preferably shall have an annual chest X-ray, but an
intradermal skin test for tuberculosis each year within the 90-day time
period specified above is acceptable;

b. all such persons known to be positive reactors to the intradermal skin
test shall have a chest X-ray and other tests that may be needed to
escvablish a diagnosis;

c. persons found through intradermal skin tests to be positive reactors
shall immediately have a chest X-ray and other tests that may be needed
to establish a diagnosis before initial employment and once each suc-
ceeding year thereafter within the 90-day period specified above.

fn addition to the above minimum requirements, the State Board of Health and Social Services and

the State Board of Education strongly recommend that all school personnel receive an annual physical
examination.

CERTIFICATE OF EXAMINATION®

Name Sex

school Qccupation .

RESULTS OF TESTS FOR TUBERCULOS{S

A. Intradermal Skin Test: Positive e Negative
B. Chest X-ray Results: Positive _—_____ Negative
Suspicious

C. Results of additional tests needed:

1 hereby certify that to the best of hy knowledge, the above-named person is
free from tuberculosis in a transmissible form, as of this date.

PHYSICIAN DATE

* THIS CERTIFICAYE MUST BE SUBMITTED TO THE SUPERINTENDENT OF SCHOOLS WHERE INDIVIDUAL
IS EMPLOYED. ‘ 70



SCHOOL ADMINISTRATOR CONTRACT
Gallup-McKinley County School District Number One
Gallup, New Mexico

This is a contract of employment between the Board of Education of Gallup,
New Mexico, herein called Board, and
a duly qualified and certified

, herein called Employee,

1. The Employee shall be employed by the Board for a period from
19_, to , 15__, as
of the Gallup~McKinley County School District, County of McKinley, New Mexico,

2. The Employee shall, during the term of emrloyment, faithfully perform the
duties appertaining to his position, administer the duties assigned by the Superin-
tendent of Schools, and abide by the rules and regulations of the Board, During
the term of this contract the Employee shall be subject to discharge for any good
and just cause, provided, however, said Employee shall have rhe right to service of
written charges, notice of hearing, and a hearing before the local Board as speci-
fied in Sec. 73-12-15, N,M,S,A. (p.s.).

3, This contract and the parties hereto are and shall continue to be subject
to applicable laws of the State of New Mexico znd the rules and regulations of the
State Board of Education as they may exist from time to time,

4, 1f the Employee is employed on a twelve (12) mont contract, he shall be
entitled to fourteen (14) working days per year as annual icave wWith pay. Unused
annual leave may be accumulated to a total of not more than working
days, but, upon termination of this contract, no payment zhall be made for more
than twenty (20) days of the unused annual leave,

Tbe Employee shall be entitled to sick feave with pay for a total of not more
than working days per year, Unused sick leave is cumulative until the
employee leaves the school district,

5. The Employee shall furnish tﬁe certificate required by Section 73-12-11,
N.M.S.A,, 1953 Comp,, as amended, in the form and at the time or times :.ovided
therein,

6. Subject only to the provisions of the applicable approved budget and the
availability of funds thereunder, the Employee shall, during the term hereof, receive
a salary of § per year, payable in equal monthly install-
ments, less required or authorized deductions, on or about the __day of
each month,

Board of Education of Gallup-McKinley
Recommended, Superintendent of Schools County Schools, Gallup, New Mexico

By
Employee President

Data of Execution:

Secretary

Date of Executior

FRIC !
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SALLUP-McKINLEY COUNTY
BOARD OF EDUCATION
Post Office Box 1318
Gallup, New Mexico

EMPLOYEE'S CONTRACT

(1ride - Custodian)

¢

The Gallup-McKinley County Board of Education hereby employs

of

as

for the period of .

Total compensation for services rendered shall be $ ’

payable on the 30th of each month for the earned portion of the total
amount of compensation payable.

Said employee hereby agrees to present himself or herself for duty
to the Superintendent of Schools at such time and place as he ma, require
and to per form faithfully and fully the duties of the posit}oh assigned,

It is understood that new employees must.serve a thirty (30) day
probationary period during which time their services can be terminated
immediately, 1t is further understood that any involvement of the employee
in criminal, immoral, or other disgraceful action is cause for immediate
dismissal. Otherwise, after thirty (30) days probationary service, each
party of this contract agrees to give a fifteen (158) work day advance

notice if they desire to terminate i is contract.

Gallup-McKinley County Board of Education

Employee
O
B ‘ By .
[;BJ!; Date Super intendent of S¢hools
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PHOTOGRAPH 0 GALLUP-McKINLEY COUNTY SCHOOLS
(Optional) Gallup, New Mexico

Application for Aide Position

NAME DATE

PRESENT ADDRESS TELEPHONE

SOCIAL SECURITY NUMBER

Circle type of assignment most preferred:

Teacher Aide Library Aide Nurse Aide

Location (List School Preferred)

SKILLS

Type wpm
Mimeograph
Ditto
Other

PERSONAL DATA

Date of Birth Place of Birth

Height Weight General Health

—

Physical Defects (if any)

Marital Status Sipgle Married Divorced

Husband's Name Occupation

'

.umber of Children

Are you presently employed? Where?

When are you available for assignment?

Add in the space below any information which you believe will assist in giving a true
estimate of your qualifications.

O
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REFERENCES

Include the names and addresses of all former employers. Three references are required,
Do not give relatives.

Name Address Official Position

I understand cthat the information recorded herein is confidentiel and to be used for
professional purposes only.

EXPERIENCE

Dates
Location of Business From To Type of Work

|

ECUCATION AND PREPARATION

Diploma or
Name of School Ysars Attended Degree Subiec:

1f not a high school grad:ate, do wou have a GED Certificate? Yes No __

Datc of GED Certific:z:iz —

Signature of Applicant

O
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Section 13 - Professional Leave

Professional leave of absence is granted to school employees for absence which
i« required because of professional commitments and is in the best interest of the
school system.

All professional lesve requests must come through the Office of Instruction. All
elementary and secondary teachers will submit their request for professional leave
in writing to the principal of their respective building. The building principal will
in turn submit the request to the supervisor of Elementary Education or to the
supervisor of Secondary Education for final approve!. No professional leave will be

granted unless authorized by the Office of Instruction and/or the Superintendent of
Schools.
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Chapler 189

AN ACT

RELATING TO EDUCATION; PROHIBITING THE EMPLOYMENT BY A SCHOOL DISTRICT
OF PERSONS RELATED WITHIN STATED DEGREE OF CONSANGUINITY OR AFFINITY
TO SCHOOL BOARD MEMBERS; AND ENACTINC A NEW SECTION 77-4-3.1 NMSA

1953.

BE IT ENACTED BY THE LEGISLATURE OF THE STATE OF NEW MEXICO:

Section 1. A new Section 77-4-3.1 NMSA 1953 is enacted to read:

"77-4-3.1. NEPOTISM PROHIBITED.--No local school board shall
employ or approve the employment of any person in any capacicy by a
school district if the person is related by consanguinity or affinity
within the first degree to any member of the school board governinz
the district. This section does not prohibit the continued employ-~
ment of any person who is employed by a school district on July 1,
1972 and who, on that date, is related within the prohibited degree
to a member of the zoverning school board."”

Section 2. EFFECTIVE DATE.--The effective date of chis act shall

be July 1, 1972.

House Bill 362
Approved April 1, 1971

76
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Section 36 - Grievance Policy
The following statements shall define ‘Problem’ and ‘Grievance’

'Problem’: A complaint of misunderstanding on the part of a professional
staff member which arises from the application and interpretation of Boord of
Education policies and/or administrotive regulations.

o . . .

Grievance': An unresolved, cggraveted problem which becemes a grievance
when either party to a disagrecment states that o grievance exists and requests
that the procedures contained herein be invoked.

The channels that an employee will take in voicing his/her complaints shall
be as follows:

1. Simply state case to principal or other designated school administrator.
Principal renders a decision. If matter is not rectified,

2. Resart to formal procedure and written documents. The employee may
be represented by teachers’ organization or couwel. The Superintendent
renders a decision. |f the matter is not rectified,

.. 1jse u review board or panel. Such board or panel to consist of three
members selected from a predetermined list of eligible people within the
school district; one selected by complainant, one by administration, and
one selected by both to act as chairman. The panel holds hearings,
gathers evidence and issues a report, which includes findings ond recam-

mendations to the Superintendent. Then the Superintendent issues a
decision. f matter is not resolved,

4. A formol appeal shall be made to the Board of Educetion. The Board’s
function: fo uphold, reject, or modify the Superintendeni’s decision from
the panel findings.

77
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NO. sertatitonneiine

— School
REQUISIVION AND PURCHASE ORDER

Plezso ship and biil to:

Vandor:
Addrass: .coeeeernecineceeneee voannce

Unit Total
Quantity Degcription Prico Amaount
Nome Of PUFChBIOF i et b e et e Total ..ccmoomeimnene
Fund to be Charged ... ...Date of Order
. Principal

APProvad bBY: e e

Authorized by: -.... eeeeceasecaceesscosesssesssceessseessseressasestessstesssatueseas

Ovdering Instructions for School Employecs:
1. Prepave in duplicate; retain one.
2. Final approval must ke signed by the principal Only before ordering.
3. Do not use “‘Gallup-McKindey County Schools” as the shipping and billing address, sincs all ordors made on this
form must be paid by the individual school unit from its own funds. _
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ETATEMENT OF TRAVEL BY PRIVATELY-OWNED MOTOR VEHICLE
GALLUP-MCKINLEY COUNTY SCHOOLS
P. O. BOX 848 GALLUP, NEW MEXICO
Voucher No.. .. ... ..
""""""""""" SNSRI it
Statement of official ‘ravel accompliched by o ooamam oo e during .the period

Name ol Travelar

MILER| RATE
DATE - re. s e ‘ AT AMOURT
PROM: I_ : Reginning Ending | ogp | MLk CLAIMED

H

1 * | T

’
3

!
|
i

Total “Mileage” computations

NET AMOUNT, FOR WHICH COMMUTATION 15 CLAIMED_ .

I HEREBY CERTIFY that the travel indicated above was accomplished in the performance of officinl dutics pursuant to the travel
suthority referred to on the voucher to which thix stiutement is attached: that the information given is correct; and that. except as other-

wise iudicated above, no par: of the travel for which compensatica is claimed was performed within the corporate linmits of my official
station or post of duty.

I FURTHER CFRTIFY that 1 actua.., incurred or paid (except as otherwise expluined) the
hicle indicated for which commutation is claimed op a mileage basis, und that T have
manner whatsocver, except as shown ubove.

actual operating expenses of the motor ve.
not recovered sny part of such expenses in any

In the performance of th~ abuve mileage [ teaveledo o e (00) in company with (x)
insart "atona’ | applicabin

who hes paid

. or will pay. the zmount of the deduction shown or will claim  reimbuesement therefor.

— Use other siae for any information you may think is necessary —

7S
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GALLUP-McKINLEY COUNTY SCHOOLS

Gallup, New Mexico

REIMBURSEMENT ITEMIZATION
For Trips and Other Expenses

Address

PAYEE
For reimbursement of travel and other expenses incurred in the discharge of official duty from

to as itemized below and authorized by
, do swear that the below account and itemization are just and

JURAT: 1,
true in all respects.

Subscribed and sworn to before me at
, this day B i h
of 19 ayee sign here
Notary Public Title
(SEAL)

PURPOSE OF TRIP:

ITEMIZATION : Receipts must be submitted on 11 and 1V. A
ut of State: § to 12 hours -$5.25; 12 to 18 hours -$12.50; 18 to 24 hours-$18.75; 24 hours-825.00
18 hours+8$ 7.50; 18 to 24 hours+$11.25; 24 hours-$15.00

(0]
1. PER DIEM: I[n State: 6 to 12 hours-$3.75; 12 to
DATE TIME POINTS OF TRAVEL TOTAL TIME AMOUNT
Depart Return Depart Return From To Days Hours
11. TRANSPORTATION: Receipt or paid invoice must be submitted to obtain reimbursement.
TRAIN FARE PULLMAN PLANE FARE PRIVATE AUTCMOBILE AMOUNT
S%eedometer Speedometer Total Miles
eginning ending traveled @.07 mile
111. MISCELLANEOUS: No more than $10.00: For Out of State only.
TIPS TAXI AMOUNT

1V. EXPENSES: Non-Personal . Receipt or paid invoice must be submitted to obtain reimbursement.
VENDOR ARTICLE AMOUNT
i TOTAL AMOUNT CLAIMED, 1-1V
Principal’s Authorization
ACCOUNTING CLASS

BUDGET

Administration Authorization

ERIC
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1970-1971 73
TITLE II APPLICATION FORM & INVENTORY REPORT

SCHOOL DISTRICT

Most of the information required for the distribution formula will be
obtained from other reports submitted to the State Department of
Education. The following additional information is needed so your
allocation can be determined. Complete one form for each school in
your district.

1. Number of student positions in library .
‘List all schools using this library on a regular basis:

2, Number of certified librarians assigned to 1library

Number of certified personnel assigned to library

Number of library aides or clerks

Give fraction of full school day personnel above are assigned
to library, ie. 1/4, 1/3, 1/2, full, etc.

3. Number on Hand Number on Hand
Received Through Purchased with
Title II Local or funds

Other than Title II

Textbooks

Library or Supplemental
Books

Sets of Encyclopedias

Filmstrips

AV Items other
Than Filmstrips

4.. To be Completed by Non Public Schools Only:

Total amount spent for library and audio-visual materials from
July 1, 1969 through June 30, 1970 $
Do not include any Federal funds, but do include amounts spent
for library and audio-visual materials (not equipment) by the
PTA or other parent or coumunity groups,

Date Signature of Person Authorized to Submit Project

All schools in each district should return one copy of this form to their
@ ntral Office. The Central Office will return all forms teo the Title IIr
[(ﬁfice.

81
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DEPARTMENT OF TH: INTERIOR

OFFICE OF THE SECRETARY

WASHINGION, D. C. 20240

REGULAR WAGE SCHEDULE
(COORDINATED FEDERAL WAGE SYSTEM)

LEAD AGENCY: . EFFECTIVE CATE: AREA
Department of Dzfense May 31, 1970 7201 Northeastern
IGSUE DATE: - ! Arizona
May 28, 1970 i

“ursuant €o 5 U. S. C. 5341 (2) and the authority dalegated t~ ¢he unde. .ignmed, the
following vage rates are approved ac recomsended by the lead . -2ne v for o2 area
indicared above. In accordance with the provisiona of FPM Sur .: at 5 =1 and tha
{fas¢ructions of this Department, the rates shall be applied in © # area 7 all
Intericr wage board positions which are ot excepted from the gen —al wer2 sygtea
of tha Coordinated Paedaral Wage System.

WG-NOH SUPERVISORY WL-LEADER WS-7' -ERVISCRY
STDP 1 2 J 1 2 3 i 2 3 & 5
GR
1 2.47 2.57 2.67 2.72 2.83 2.94 3.49 3.69 3.88 4.07 4,27
2 2.64 2.75 2.86 2.91 3.03 3.15 3.65 3.86 4.06 4.26 4.47
3 2.83 2.95 3.07 J.12 3.25 3.38 3.83 4.05 4.26 b.47 4.69
3:.03 3.16 3.29 3.34 3.48 3.62 &.02 4.25 4.47 4.69 6£.92
5 3.23 3.36 3.49 3.55 3.70 3.85 4.20 4.44 4.67 4.90 5.14
6 3.42 3.56 3,70 3.76 3.92 4.08 4.38 4.63 4.87 5.11 5.36
7 3.61 3.76 3.91 3.97 4.14 4.31 4.56 4.82 5.07 5.32 5.58
8 3.80 3.96 4.12 4.19 4.36 4,53 4.74 5.01 5.27 5.53 5.80
9 3.99 4.16 4.33 4.40 4.58 4.76 4.92 5.20 5.47 5.74 6.02
11 4.38 4.56 4.74 4.82 5.02 5.22 5.27 5.57 5.86 6.15 6.45
12 4.57 4.76 4.95 5.03 5.24 5.45 5.49 5.80 6.10 6.41 6.71
13 4.76 4.96 5.16 5.24 5.46 5.68 2.77 6.09 6.41 6.73 7.05
14 4.95 5.16 5.37 5.45 5.68 5.91 6.09 6.43 6.77 7.11 7.45
15 5.15 5.36 5.57 5.66 5.90 6.14 6.47 6.83 7.19 755 7.91
16 6.89 7.28 7.66 8.04 8.43
17 7.38 7.79 B8.20 8.61 9.02
18 7.91 8.35 8.79 9.23 9.67
19 8.50 8.97 9.44 9.91 10.38
, P
SHIFT DIFFERENTIALS DATE »?
.09 .19 172 1Zf<4
2nd ¥ 3rd $ JUN 51970 e cto%ers nne
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GALLUP-MCKINLEY COUNTY SCHQOLS
Gallup, New Mexico

Teachker’s Salary gchedule

15790-1971
BA g 16 2L M g 16 2h EDS or DM

Experience (1.00)  (1.02)  (1.04)  (1.0¢) (i.12)  (aky o (ae) (1a8) 0 (h.2)
0 6200 6325 eh50 6570 (AT 7070C 7199 7315 76590
1 6510 6635 6760 688C 7255 7380 7500 7625 8000
2 6820 6945 7070 7150 7565 7690 7610 7935 8310
5% 3 7130 7255 7380 7500 7875 8000 8120 8245 8620
4L 7440 7565 7690 7810 8185 8310 8430 8555 8530
5 7750 7875 8000 8120 8495 8620 8740 8865 9240
3 8000 8125 8250 8370 8745 BET0 8990 5115 gL90
7 8250 8375 8500 8620 8995 3120 9240 9365 9740
Ly, 8 8500 8625 8750 8870 9245 937¢C g9La0 9615 9930
9 8750 8875 9000 9120 9495 9629 9740 YBE" 10240
10 9000 9125 9250 9376 9745 9570 9990 16115 10490
11 9945 1012¢C 10240 10365 10740
12 10245 10370 10490 10615 10990
13 9100 9225 9350 9470 10495 10620 10740 10865 11240
14 107L5 10870 10990 11115 11490
15 10995 11120 11240 11365 11740

16 9200 9325 9Ls50 9570
18 11095 11220 11340 1465 11840
21 11195 11320 11440 11565 11940

Credit for additional hours as shown on this salary schedule must be earned subsequent to
conferral of the bachelor's or master's degree and must apply on an advanced degree program,
or be approved by the Superintendent of Schools, Correspondence credit will be accepted
only if it is part of a degree program. Resident or extension credit earned in 2 ful ly
accredjted institution will be accepted. No fraction of eighl hdurs will be considered.

Verification of such credit must be filed in the Personnel Office on or before October 10
to be included in the current annual contract.

Contract Year: The teacher's contract year shall be 185 school days as defined by law.

Credit for experience: Beginning July i, 1963, a maximum credit of five years wiil be
allowed for teaching experience outside Gallup-McKinley County school System. No credit
is allowed for fractional years. Any teacher who has previously been empioyed by the
Gallup or McKinley County Public Schools and is returning shall be given credit for all
full years of experience gained within the system,

8
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* .acher's Satary Sci :dule

Credit for military .ervice: Any teacher whose teaching career is inter=-
rupted due to military servics will be: (1) Assured of a job at the end
of the service time, and (2) given credit year for year for teact’'ng ex-
perience on the State retirement schedule and on the salary Schedule.

Rural increments shall be from $80.00 to $250.00

Substitute teachers who hold a bachelor's degree will be paid $24.00 per
day. Those who do not hoid a bachelor's degree will be paid $16.00 per
day.

School Nurses will be paid on the teacher's salary schedule. A registered
nurse holding a one~year certificate will be paid on the teacher's salary
scale less $50C, not to exceed the fifth step on the teacher's salary
scale, A registered nurse holding a five-year certificate will be paid
the full amount of the teacher's salary schedule, Head nurse is to be
paid $200,

Personal Leave (certified personnel only): Two days personal leave shall
be granted each contract year at full pay less $20.00 per day.

Professional growth: The Board of Education requires each teacher to
have filed in the Personnel Office & currently valid teaching certificate
issued by the Department of Education for the State of New Mexico.

insurance: The Board of Education carries a $1,000 life insurance policy
on each employee. Group health and hospitalization insurance is also
available to all employees on a voluntary basis.

Retirement: The Board of Education, in compliance with the State Retirement
program, has established the retirement age of tenure teachers at 62 years.
A teacher reaching retirement age no longer has tenure; therefore, the
employment of such a teacher will be on an annual basis following the
recommendation of the Superintendent and the approval of the Board.

Sick Leave (all Employees): Sick leave available for full-time teaching
personnel shall be ten (10) days per year, eleven (V1) days per year for
certified personnel on a ten-month contract, twelve (12) days per year for
certified personnel on an eleven-month contract, and thirteen {13) days per
year for certified personnel on a twelve-month contract. Unused sick leave
may be allowed to accrue until the employee leaves the school district.
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Teacher's Salary Schedule

SUPPLEMENTAL SALARIES 1970-71
Class AA Class A 6 Year Class 8 Junior High
High School High School High School
SPORT Head Asst. Head AssSt, Head Asst. Jr. Head Asst.
Coach Coach Coech Coach Coach __ Coach High Coach Coach
Football 1000 20600 800 1®500 600 Loo 1@350  L4oo 300
2@500 1@400 1@300 _
Basketball 1000 @600 800 400 600 Loo 22300 400 @300
1@500 @200
Cross Country 400 350 350
Track 500 400 L50 - 300 400 300 300 200
Baseball 600 4G0 500 300
Wrestling 600 Loo
Gymnastics 500 (M) Loo (F)
Tennis 300
Golf 300
Traliner 800 (All Sports)
6th Grade Coaches (All Sports) 200
Annual Sponsor 200 200 200
Newspaper Sponsor 200 100
Student Council Sponsor 200 200 100
Class Play Sponsor 100 100
FYA Sponsor 200 : 100
gand Director 500 400 300
Chorus Director 500 400 300
Department Head Loo 200 Loo
Teaching Principal $600 Elementary Consultants (salary
Special Education $200 schedule plus 1/9 base) $300
Other Ciub or Activity Travel for authorized personnel
sponsorships approved Counselors (10 Months) (teacher's
by the principal and Salary Schedule plus 1/9 salary
Superintendent $200 base $100
$100
$100
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BUREAU-WIDE PHILOSOPHY AND OBJECTIVES FOR EDUCATION

The basic philosophy of the Bureau of Indian Affairs encompasses the
belief that all Indian youth must have the opportunity to realize their
full potential and to become useful members of society.

The great explosion of knowledge demands from each student indepen-
dence and self-initiative. To facilitate ongoing and independent learning,
teachers should have acress to_widespread and well-organized materials

and services. They should bend their energies toward developing attitudes
of discovery, problem-solving, research, and experimentation leading to
creative and critical thinking, More specifically, the Bureau objectives
for Indian education are as follows:

A, To prbvide a climate conducive to aesthetic, social, and
intellectual development

B. To develop communication skills

C. To develop and maintain sound health of body and mind

D. To develop a feeling of belonging, a feeling of importance,
and a sense of security coincident to an adequate gself-image

in both the Indian and non-Indian society.

E. To maintain pride in Indian hevitage and to develop awareness,
understanding, and respect for other cultures

F. To develop a code of values acceptaBle to the student and to the
society in which he lives; and to motivate in him a desire to
practice it

G. To develop economic competency

H. To develop an inquiring mind

ERIC 8s




81

NEW MEXICO STATE BOARD REGULATIONS

- Innovative Programs
- Non-Public School Benefits

In adopting standards necessary to the regulatory activities
of the State Board of Education, an effort has been made to
allow local school districts adequate flexibility and
autonomy to develop procedures designed to maintain and
improve sound educational programs. It is the intent of

the State Board of Education that nothing presented in this
document shall impede or restrict initiative in the develop-
ment and implementation of sound, exploratory and experi-
mental ProgramsS. .« o« « o « o+ o+ e e s s e . s e e e =8

Non-public schools will be evaluated in accord with the
above provisions and standards. Approval by the State
Board of Education entitles these schools to participate in
the school lunch program, to receive surplus property, and
to share in the textbook distribution of monies.
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DEPARTMENT OF EDUCATION

STATE OF NEW MEXICO

STATEMENT OF POLICY — BILINGUAL EDUGCATION

The 1960 U. S. census lists the population of New Mexico as com-
prising approximately 29% Spanish surnamed, 10% Indian, and 61% English-
speaking, or otherwise kriown as Anglo. This division in the composition of
our population indicates that the schools of the State must serve three distinct
groups,

It is an established fact that in certain regions of our State the popu-
lation may be predominantly Spanish~speaking; in others the residents may
speak any of the various Indian languages found in the southwest. In addition
to the mother tongue, the national language, English is also developed as a
medium of communication. The immediate consequence is the generation of
bilingualism, in which the individual person is forced to develop concepts in
two languages and tc be able to move from one language into the other on demand.
Bilingualism, then, is used here to indicate the development of the basic com-

municative arts of understanding, speaking, reading, and writing in at least
two languages. Whereas, developing monolinguistic communication skills
implies certain objectives, problems, materials and techniques, we cannot
expect these to apply unchanged to the bilingual situation where highly spe-
cialized approaches are required, especially for the teaching of English as a
second or foreign language. Further compounding the condition is the fact
that other home environmental circumstances-—social, economic, and cultural—
are reflected in the classroom population.

Among the objectives listed by the New Mexico State Board of Edu-
cation for the education of all children, are the following:

1. To develop the child's capacity to think rationally,
make sensible decisions, and deal effectively with
his environment.

2. To help the child understand his own abilities and
limitations and achieve a positive concept of self.

3. To foster the child's individual talents and creative

abilities.
g0
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4, To achieve maximum development of the fundamental
skills in each student.

5. To achieve maximum development of ability and desire
in each individual to make the greatest possible contri-
bution to his own society through responsible partici-
pation in, and benefit from, the great privileges of
imerican citizenship.

The State Department of Education is increasingly aware that the
standard curriculum may not satisfy the educational needs of bilingual children.
In certain areas of the State materials, methods of instruction, and the objec~
tives of the local school may not be appropriate for bilingual children. Thus,

a Division of Bilingual Education has been formed at the New Mexico Depart-
ment of Education to assist .>cal schools in formulating and implementing
programs for bilingual students. In order to attain the objectives listed above
as well as to implement the educational philosophy stated in Standards For
New Mexico Schools, local school personnel are urged to study the educa-

tional problems of their bilingual children with a view towards effecting
necessary changes for the full education of these students.

The implications are many: teacher training and re-training, materials
selection and development, alteration of teaching techniques, changes in
grouping practices, lesson planning, ccurse offerings, inservice programs,
re-appraisal of administrative or supervisory responsibilities, etc. Course~
wise, one conclusion is certain: we must re-design the language arts program
for approximately 40 percent of the 270,000 students in the State, or 108,000
pupils. In some areas of the State a more realistic educational program should
include instruction in the mother tongue and English for children who have not
acquired fluency in the English language.

For exampla, many children who have Spanish as the language of the
home have not progressed satisfactorily in several areas of the curriculum. In
some cases, subject matter instruction'in the Spanish language would ascertain
satisfactory educational growth. A planned program for bilingual education
would make these children literate in both English and Spanish, thus making
the mother tongue of these students a positive factor in their educational
development.
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Levels

|2 (3 [4a[s5]|e|7]8[9 ]

PUPIL PROGRESS REPORT

0] 1] 12[13{14] 15

Academic Area

|
Grades ‘%E’le-‘ PPI ]|' ]2| zll 22\ 3l| 32' 41‘ 4‘.’.‘51[ 52‘ 6‘_‘ 62] Lxtended

rogram

indicated By Level and L.etter Grade

87

Explanation of Progress:
Excellent

Above Average
Average

Below Average
Not Acceptable

>

maon®

L.evel indicates grade
level at which child

is currently working

First
Report

Sixth
Report

(94971
opein
apein

ICLE
apeiy
1894 XU
10§
Juawudissy

READING

LANGUAGE

SPELLING

IHANDWRITING

ARITHMETIC

SOCIAL STUDIES

SCIENCE

HEALTH

|
|

Expianation of Progress:

. Satisfactory N k.ot satistfactory

PHYSICAL EDUCATION

ART

MUSIC

DAYS PRESENT

DAYS ABSENT

Citizenship ond Attitudes

Key: No check indicates satisfactory progres
* X Indicates improvement needed

s

Follows directions

Works neatly

Works independently

Completes work

Accepts responsibility

Participates in class

Is courteous & respectful

~
w

Respects property rights

Works well with others

YFHOVH

Works to capacity
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DUPIL’S PHYSICAL EX4MINATION AND HEALTH RECORD

Date of exac:ination. oo.ooe i locmmennfeiniean

Height (inc “3)coocimmaoocmamnens

Weight (ord’rary clothes) .o cemon|-omann i

ORTL SR Te) < WU | ISR I | RS Mo | RESEREE BERE TR | R EE] St RPN (NSERUON | NSSSSURI FIpRRpIipi | EPRRRI PRSI ‘ R

Skin......

|
______________ i

Hearing oo coocccmcmmemmme e o

Eyes, trachoma, etca e ccomeo||-nom---

Vision: { [ IS AU | FURU St | ISR SN | NS [ | M ERRE | R B ISR (RSN | AN

(20/20 normal) -oocoemee

Nose

Mouth

Teeth

Throat PR

P T T T T VPYT-SIN | W B—— | F—— — S| RS S | il It el Rt | M PR S

Genito-urinary .coocmoooooemeommmeo e anman oo

Extremities

Deformities..co.coeemeeem

Nervous system _coocmomoomommenm RN | SO | AU PRSPPI | ISR FRRN | IS P RS SRR | ISR SOV | PN

Doctor's initialg.—ooooooomomemozommoolozoeoeboce o e TR RO | ISR DRSSPSR | PR oD | S P s | oo P Pt

Reoord of illness: Dipntheria oo MCASIES vnomcmccrme cmecmeanmemnmas Searlot feVer oo

Whooping cough _oocommemmrarcnenaaes Tonsiilitly ooeoomemameens Frequent colds ooooomaomeoaans Polo ... ee-

Vaccinasion date: Smallpox

Diphtherin ..

INSTRUCTIONS

s/ (check) =normal. D==disense, defect, or nhnornulity.

CHEALTH RECORD" (reverse). Record brielly in ink or with typewriter with date and initinls. 1. Defcet, disepse, or

(219 10} emBY)

abnormality found on examination. 2. Corrective measures sdvised or ubdertaken 3. Resulls of Wasserinann or Kahn,
Mantoux, Sclick, ete,, when deue. )




HEALTE

(Instrustions
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