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Welcome from the Executive Director 
 
 

Dear CES Employee, 
 

Welcome to CES! By joining the team at Cooperative Educational Services (CES), you have become an important part 
of an exciting and challenging purchasing cooperative. CES’ success in carrying out its mission is, in large part, 
dependent on the success of each of its employees. Your skill, pride, and commitment to your work help ensure the 
continued success of CES. 

 

It is important to note that while all employees at CES bring unique skills and talents to the job, none of us can fulfill 
our true potential without the cooperation and support of our fellow colleagues here at CES. Your willingness to work 
cooperatively with all CES staff members is a hallmark of a truly engaged and committed employee. Your willingness 
to accept the daily challenges, to strive for success, and to learn and grow in your job is what is necessary for CES to 
meet the ever-growing needs of our many constituencies. 
 
As you may know, CES is owned by the eighty-nine public school districts in New Mexico. The work you do every day 
at CES directly or indirectly benefits the children of New Mexico. CES takes its mission statement very seriously, and 
CES has made good on its mission statement over the years primarily because of its employees. So, once again, 
welcome to CES. I am pleased to welcome you to CES where you will have the opportunity to work with the rest of the 
CES family to make CES an even better place. 
 
Please take the time to read this handbook carefully; it is your personal copy. The full text of the handbook can also be 
found on the CES website. If you have questions about its contents, please visit your immediate supervisor or the 
Human Resources Department. 
 

 
Sincerely, 

 
 
 

David Chavez 
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Introduction 
 

These administrative regulations (AR’s) were compiled to ensure CES employees are aware of the daily operational 
procedures at CES. ARs are the rules by which we operate and function at CES daily. ARs, when applicable, are 
derived and developed from CES Board Policy. AR’s serve as the mechanism by which CES Board Policy is 
implemented. As CES Board Policy is amended or as operational procedures change, it may be necessary to amend 
administrative regulations, as well. 
 
While this compilation is intended to be entirely informative, some ARs are more informational while others are 
more directive in nature. Nonetheless, it is important to understand that compliance with AR’s is a condition of 
employment at CES. It is expected that employees will read and become familiar with the contents of this 
handbook. Employees are also encouraged to seek clarification from supervisors when any provisions contained in 
this handbook are unclear. The degree to which an employee complies with this handbook's provisions may be a 
determinant in continued employment. Blatant and/or regular disregard for AR’s may result in disciplinary action up 
to, and including, discharge. 
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Waiver 
 

If any provision contained within these administrative regulations is, or becomes, illegal, invalid or unenforceable 
due to applicable law, rule or regulation, it shall not affect the validity or enforceability of any other provision of this 
document. Should there be conflict between any administrative regulation contained in this compilation and Board 
policy, Board policy shall prevail. 
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CES’ 2023-2024 Vision, Mission, Core Values, Aspiration Goals & Strategic Plan 
  

CES Vision:  
To Be THE Trusted Partner meeting the needs of Educational and Governmental Entities in New Mexico. 

 
CES Mission:  
To Provide Exceptional Procurement, Administrative and Instructional Support Services through Strategic  
Partnerships. 

 
CES Core Values: 

 
a) Responsiveness to Customers’ Needs 
b) Providing Greater Value and Convenience 
c) Providing Exceptional Personnel, Products and Service 
d) Personalized Attention 
e) Adherence to High Ethical Standards 

 
CES Aspirational Goals: 
 I To make every customer a raving fan of CES by providing high-quality products and services that enable members to 

 operate more efficiently and effectively.  
II To enhance the quality of instruction and educational leadership across the state by providing districts with  
professional development opportunities grounded in best practices. 

CES Strategic Plan:  

CES 2023-2024 Strategic Plan.docx 

OVERVIEW: CES GOALS WITH PRIMARY PERFORMANCE MEASURES 
 

The Performance Measures below include three levels of performance improvement: How much we’ll do, how well 
we’ll do it (quality of services) and is anyone better off as a result of our efforts. 

 
GOAL ONE - MAKE EVERY CUSTOMER A RAVING FAN BY PROVIDING HIGH-QUALITY PURCHASING SERVICES THAT 
ENABLE MEMBERS TO OPERATE MORE EFFICIENTLY. 

 
Performance Measures: 

1.1 Revenue growth 
1.2 Percent of growth in revenue by program 
1.3 Percent of growth in revenue by class/customer base 
1.4 Purchase order volume 
1.5 Average purchase order cycle time 
1.6 Percent of Ancillary requests filled 
1.7 Construction purchase order $ volume (job order contracting) 

 
GOAL TWO – TO IMPROVE THE QUALITY OF INSTRUCTION AND EDUCATIONAL LEADERSHIP ACROSS THE STATE BY 
PROVIDING DISTRICTS WITH PROFESSIONAL DEVELOPMENT OPPORTUNITIES GROUNDED IN BEST PRACTICES. 

https://cooperativeeducation.sharepoint.com/:w:/s/StrategicPlan2023/EYouHpEbUoFAuS9LBJW4zxQB-Wuz-k4b0CFbNsRXNoeFkA?e=qwFvPE
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Performance Measures: 

2.1 Number of districts/LEAs participating in SITE, TAP, Leadership, LEAP and 
other programs focused on instructional and leadership support; Number 
of individuals participating in each program above 

2.2 Percent of teachers retained who participated in LEAP and New Teacher Induction Program 
2.3 Percent of participants who successfully complete leadership programs 
2.4 Reduction in legal costs to NMPSIA since the induction of TAP 
2.5 Budgeted amount to support professional development initiatives 
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SECTION 1: GENERAL WORKPLACE RULES 
1.1 Open Communication 

 
Communication is the lifeblood of any organization. At CES the importance of clear and effective communication is 
no less important. However, more important than simply communicating is having access to the individuals with 
whom you need to communicate. CES senior management maintains an “open door” policy, and all members of 
the management team are encouraged to do the same. For a variety of reasons, we all find ourselves unavailable to 
others at times. In situations like that, and if appropriate, you may avail yourself of the “chain of command” by 
addressing your concern to another member of the management team. Additionally, you may utilize technology 
resources such as e-mail and cell phones, depending on the degree of urgency of your concern. 
 
(Reference CES Board Policy V.B.5., p. 42) 

 
 

Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 
1.2 Staff Meetings 

 
Staff meetings will be held at the discretion of the Executive Director. Meetings which include the entire staff may 
be held at any time; however, they are usually held on the first non-holiday Monday of each month. 
 
(Reference CES Board Policy V.B.5., p. 42) 

 
 

Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.3 Customer Relations 
 

CES’ customers are as varied as the goods and services it provides. Vendors, business managers, principals, 
superintendents, and salespeople are but a sampling of the variety of clientele CES staff may engage in on any 
given day. It is vital to the success of CES that any, and all, of these customers know their needs are important to us. 
Remember, without our customers, there is no CES. 

 
Providing exceptional customer service requires more than effort. It requires a willingness and desire to ensure that 
everything within your ability has been done to satisfy or exceed the expectations of every CES customer. 
Exceeding our customers’ expectations must be the goal of everyone at CES. 

 
(Reference CES Board Policy V.B.6.b, p. 42)  
 
 
Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.4 Equal Employment Opportunity 
 

CES is an Equal Employment Opportunity/Affirmative Action employer. As such, CES complies with all laws 
prohibiting job discrimination based on race, color, gender, national origin, religion, age, sexual orientation, gender 
identity, marital status, equal pay, disability, handicap, or genetic information. 

 
(Reference CES Board Policy V.B.2.a, p. 40)  
 
 
Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.5 Outside Employment 
 

While employed by CES, employees shall not accept employment directly with Members, Participating Entities, or 
awarded vendors without written approval of the Executive Director. Otherwise, employees may engage in 
employment outside of CES. However, any outside employment must occur at times that do not conflict with 
established CES work schedules, does not interfere with an employee’s performance and regular duties, does not 
constitute a conflict of interest with CES, and does not in any way violate CES’ policies. 

 
(Reference CES Board Policy V.B.15, p. 47) 

 
 

Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.6 Disability Accommodations 
 

An employee who believes that employer-provided accommodation is necessary to perform the essential functions 
of his/her job due to a disability must inform his/her immediate supervisor, or the Human Resources Department. 
It may be necessary for CES to obtain medical verification of the extent of the employee’s disability so that 
appropriate and reasonable accommodation can be made. An interactive conversation must take place to 
determine such accommodation to include the employee, supervisor and Human Resources.  

 
(Reference CES policy, V.B. 3, pg.40) 

 
 
Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.7 Participation in Political Activities 
 

Employees of CES may hold public office. However, an employee who is appointed to public office, runs for public 
office, campaigns for public office, or is elected to public office must ensure that these political activities do not 
negatively impact or interfere with his/her employment with CES. Any leave requests for the purpose of 
participating in political activities require approval of the Executive Director and are without pay unless the 
employee utilizes available PTO. 

 
(Reference CES Policy: V.B.18, p. 50) 
 
 
 Return to Table of Contents 
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Section 1: General Workplace Rules 

1.8 Smoking 
 

Use of tobacco products or e-cigarettes on CES property is limited to designated smoking areas only or areas off the 
CES premises. The designated smoking area is limited to the area between the East and West buildings at least 50 
ft. from any building entrance. Please use appropriate receptacles for disposal of cigarettes and other trash. 

 
(Reference CES Policy: V.B.14, p. 47) 

 
 

Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.9 Drug Free Workplace 
 

CES’ Board of Directors has adopted a Drug Free Workplace Policy. This means that the unauthorized possession, 
dispensing, distribution, manufacture, sale, or use of controlled substances and alcohol in the workplace by a CES 
employee is prohibited under this policy. If there is reasonable suspicion that an employee is under the influence of 
a controlled substance in violation of CES’ Drug Free Workplace Policy, the employee may be required to submit to 
a drug test. Violation of this policy will result in disciplinary action, up to and including discharge, and/or referral to 
law enforcement. 
 
CES’ Drug Free Workplace Policy does not include legally prescribed medications and medicinal marijuana. 
However, an employee taking a prescribed drug that adversely affects an employee’s ability to perform required 
work in a safe and secure manner may require the employee to be removed from the workplace. It is the 
employee’s responsibility to inform his/her supervisor if he/she is taking a prescribed drug that may impair 
performance. 

 
(Reference CES Board Policy V.B.10, p. 44-46) 

 
 

Return to Table of Contents 



CES Administrative Regulations 

20 

 

 

 

SECTION 1: GENERAL WORKPLACE RULES 

1.10 Violence in the Workplace 
 

CES prohibits violence in the workplace. Acts or threats of physical violence, including intimidation, harassment, 
and/or coercion which involve or affect CES or its employees or which occur on CES property will not be tolerated. 
This applies to all persons involved in CES' operation, including CES personnel, contract and temporary employees, 
vendors, or anyone doing business with CES. Any act or threat of violence on the part of a CES employee will result 
in disciplinary action, up to and including discharge, and referral to law enforcement. 

Examples of workplace violence include, but are not limited to: 
 

a. All threats or acts of violence occurring on CES property, regardless of the relationship between 
CES and the parties involved. 

b. All threats or acts of violence occurring off CES property involving someone who is acting as a 
representative of CES. 

c. Grabbing, hitting, or shoving an individual. 
d. Threatening an individual or his/her family, friends, associates or property with harm. 
e. Intentional destruction of, or threats to destroy, CES property. 
f. Making harassing or threatening phone calls. 
g. Harassing surveillance or stalking. 
h. Unauthorized possession or inappropriate use of firearms or weapons. 

 
(Reference CES Board Policy V.B.7.a, p. 43, and V.B.21.b(3), p. 51) 

 
 

Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.11 Weapons 
 

While on CES property, employees are prohibited from carrying a handgun, firearm, knife (blade longer than three 
inches), or other weapon of any kind regardless of whether an employee is licensed to do so. CES also prohibits all 
employees from having a handgun, firearm, knife (blade longer than three inches), or other weapon of any kind in a 
vehicle that has been furnished by CES (rental or company car) for CES business. 

 
(Reference CES Board Policy V.B.17.C, p49) 
 
 
Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.12 Cell Phones 
 

Use of cell phones for personal calls, texting, messaging, or Internet access during on-duty time is strongly 
discouraged. Employees who are regularly non-compliant with this regulation may be asked to leave cell phones 
in their car. Cell phones may be used during lunch breaks, morning/afternoon break, or any other off-duty time. 
Management staff may be required to use cell phones to conduct CES business during the business day. 

 
(Reference CES Board Policy V.B.4.6, p.42) 

 
 

Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.13 Gifts 
 

Under normal circumstances, employees shall not, except for meals, receive gifts of service or tangible individual 
property in a value greater than $50 annually from a single individual or company having any current or anticipated 
financial relationship with CES. An exception may occur if there is an agency benefit, and such a gift is approved in 
writing by the Executive Director. 

 
CES employees involved in the administration or processing of E-Rate accounts have more restrictive thresholds 
when receiving gifts of service or tangible property (including meals, charitable donations, conferences, seminars, 
and training sessions) from an E-Rate provider. Because the Executive Director, Chief Financial Officer, the 
procurement, and business office staff are directly involved or have influence in the administration of the E-Rate 
program, they are limited to no more than $20 per person per incident, with an annual maximum of $50 per 
person. If you are in doubt about a vendor being an E- Rate provider, you may exercise any of the following options: 
(1) check with the procurement office to determine if the vendor is an E-Rate provider, (2) confirm that your gift or 
tangible property is valued at less than $20, or (3) don’t accept any gifts from vendors. 

 
(Reference CES Board Policy V.B.9.a-b., p. 43-44) 

 
 

Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.14 Solicitations and Distributions 
 

Solicitation shall be defined as requesting money or services. Solicitations may only be made on behalf of CES or for 
support of CES-sponsored educational events. 
 
Solicitations by employees for non-CES purposes may only occur when the employees involved are off duty and 
must not be disruptive to other employees. No active solicitation (including e-mails) is authorized. Notices, 
including sign-up sheets etc. shall be limited to the staff lounge (kitchen area). 
 
(Reference CES Board Policy V.B.9.b., p. 44)  
 
 
Return to Table of Contents
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SECTION 1: GENERAL WORKPLACE RULES 

1.15 Dress Code and Personal Appearance 
 

All CES employees are expected to be suitably attired and groomed during working hours and when representing 
CES. Professional staff should be cognizant that they are representatives of CES, not the schools they serve, and 
should attire themselves in a manner consistent with professional expectations. Casual Dress Days may be 
determined by the Executive Director. Fridays are considered Casual Dress Day, unless otherwise determined, and 
guidelines must be adhered to.  
 
If your supervisor decides that your attire and/or grooming are inappropriate, you may be asked to leave the 
workplace until you are properly attired and/or groomed. An employee asked to leave the workplace due to 
inappropriate attire or grooming is on unpaid leave, unless they use available PTO. Employees who repeatedly 
violate dress code standards may be subject to disciplinary action, up to, and including discharge. 
 
Examples of inappropriate attire include, but are not limited to: 

 
• Flip-flops 
• Spaghetti strapped tops 
• Tube tops 
• Tank tops 
• Workout clothing 
• Tennis shoes (permitted on declared casual days) 
• T-shirts (permitted on declared casual days) 
• Denim jeans (permitted on declared casual days) 
• Worn out or raggedy clothing 
• Excessively tight or exposing clothing 
• Muscle shirts 

 
CES will maintain a fragrance-free workplace. CES employees that work at CES’ main campus should not use or 
wear fragranced products such as, but not limited to, perfumes, colognes or scented lotions. 

 
(Reference CES Board Policy V.B.8., p. 43) 
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SECTION 1: GENERAL WORKPLACE RULES 
 

1.16 Staffing and Job Posting 
 

When vacancies occur at CES, it is standard practice to advertise the position on the CES website, local newspapers, 
and/or other media. All employees who meet the requirements of any advertised job are encouraged to apply. All 
applicants will be given fair consideration based on the job requirements and qualifications.  
Internal postings may be determined by the Executive Director.  Employees on probation (six months) are not 
eligible to apply for internal positions.  

 
(Reference CES Board Policy V.B.2.b., p. 40)  

 
 

Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.17 Illness/Communicable diseases 
 

There are times during the year when illness is more prevalent. Colds and flu tend to be annual occurrences for 
many people. In consideration for your fellow employees, you are encouraged to avoid coming to work sick. 
Additionally, employees are encouraged to clean their work area regularly to avoid transmission of illnesses to 
other staff. An employee(s) exhibiting symptoms due to illness which, in the opinion of the supervisor or a director, 
negatively affect the performance of required job duties may result in the employee(s) being sent home. 
Additionally, an employee, or employees, exhibiting illness symptoms that negatively impact other employees may 
be sent home. 
Employees who are asked to leave for the above reason(s) will be paid for the lost time using their allotted P.T.O. If 
the employee has no P.T.O. available, the leave or remainder thereof will be unpaid. Employees who are asked to 
leave for the above reason(s) will be allowed to return to work at the discretion of the Executive Director. 

 
(Reference CES Board Policy V.B.17.a (3,4), p. 49)  

 
 

Return to Table of Contents 
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SECTION 1: GENERAL WORKPLACE RULES 

1.18 Telework 
CES will determine when teleworking from another location meets its business needs. Telework allows employees 
to work at another location, which is not a CES work site, for a part of their workweek. CES considers a telework 
schedule to be a viable, flexible work option when the job classification lends itself to such an arrangement. The 
telework schedule may be appropriate for some employees and jobs but not for others. The telework schedule is 
not an entitlement, it is not a companywide benefit, and it in no way changes the terms and conditions of 
employment at CES. Supervisor, manager approves any telework schedule. 
 
(Reference CES Board Policy V.C. 6. a, p. 57) 
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SECTION 2: STANDARDS OF CONDUCT 

2.1 Employee Standards of Conduct 
 

As a CES employee, you are a representative of CES. Your conduct in all your work activities reflects on CES in either 
positive or negative ways. The credibility of CES’ mission, vision, and values statements depends on how our 
customers perceive us, based on how we conduct ourselves. For CES to be progressive in building positive 
relationships with customers, and effective in providing goods and services to its customers, every employee is 
expected to comply with certain minimum standards of conduct. These minimum standards of conduct are the 
fundamental basis for all the guidelines, rules, and regulations set forth in this handbook. 
They include honesty, treating others with dignity and respect, accepting responsibility for personal behavior, and 
deference to authority. 

 
 

It is the responsibility of each employee to work cooperatively with colleagues to advance the mission and goals of 
CES. Each person is responsible for creating a positive work environment. Mutual respect is a critical component of 
an effective and positive work environment. The work of CES requires collaboration amongst departments, teams, 
and individuals. A willingness to work with others, and for others, is a hallmark of a conscientious employee. 

 
 

As part of CES senior management’s commitment to creating and maintaining a safe and wholesome work 
environment, the Pledge to My Colleagues identifies elements that are important in making that happen. The 
Pledge to My Colleagues places responsibility on each of us at CES to conduct ourselves in a manner that is 
reflective of the respect we have for our fellow employees and colleagues. Each employee will be asked to sign and 
commit to the provisions of the Pledge to My Colleagues as part of the yearly re-employment process. 

 
Reference CES Board Policy V.B. 7.a. p. 43) 
 
 
Return to Table of Contents 
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SECTION 2: STANDARDS OF CONDUCT 

2.2 Employee Misconduct - Unacceptable Activities 
 

CES expects each employee to act in a mature and responsible manner. If you have questions about any work or 
safety rule or any unacceptable activities listed below, please see your supervisor or the Human Resources 
Department. The following list of activities is not intended to be all-inclusive but to provide a sampling of behaviors 
considered unacceptable for CES employees. It is important to understand, however, that unacceptable conduct on 
the part of any employee can result in disciplinary action, up to and including discharge. Nothing in this list alters 
the nature of employment for at-will employees. 

1. Violation of any CES policy or administrative regulations. 
 

2. Violation of security or safety rules or failure to observe safety rules or CES safety practices; failure to wear 
required safety equipment (if required); tampering with CES equipment or safety equipment. 

 
3. Negligence or any careless action which may endanger the health, safety, or well-being of another person. 

 
4. Being intoxicated or under the influence of a controlled substance, including alcohol, while at work; use, 

possession or sale of a controlled substance in any quantity while on CES property, except medications 
prescribed by a physician which do not impair work performance. 

5. Possession of firearms, weapons, or explosives on CES property or while on CES business in a CES provided 
vehicle. 

 
6. Engaging in criminal conduct, acts of violence, or making threats of violence toward anyone on CES property 

or when representing CES, fighting, or provoking a fight on CES property, or negligent damage to property. 
 

7. Insubordination or refusing to obey instructions properly issued by your supervisor, or other CES management, 
pertaining to your work; refusal to help on a special assignment, refusing to cooperate in investigations, or 
supporting the mission of CES. 

 
8. Bullying, threatening, intimidating, or coercing fellow employees on or off the premises at any time, for any 

purpose (see also Section 6.3). 
 

9. Engaging in an act of sabotage; negligently causing the destruction or damage of CES property, or the 
property of fellow employees, customers, suppliers, or visitors in any manner. 

 
10. Theft or unauthorized possession of CES property or the property of fellow employees; unauthorized 

possession or removal of any CES property, including documents, from the premises without prior 
permission from management; unauthorized use of CES equipment or property for personal reasons; 
or using CES equipment for personal profit. 
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11. Dishonesty; untruthfulness; falsification or misrepresentation on your application for employment or other 
work records; falsifying reason for a leave of absence or other data requested by CES; unauthorized 
alteration of CES records or other documents. 

12. Spreading malicious gossip and/or rumors; engaging in behavior which creates discord and lack of harmony; 
interfering with another employee on the job; restricting work output or encouraging others to do the 
same. 

13. Immoral conduct or indecency on CES property. 
 

14. Conducting a lottery or gambling on CES property. 
 

15. Unsatisfactory or careless work, failure to meet work productivity or work quality standards. 
 

16. Any act of harassment including, but not limited to sexual, racial, and religious; telling sexist or racist 
jokes; making racial or ethnic slurs. 

 

17. Leaving work before the end of a workday or not being ready to work at the start of a workday without 
approval of your supervisor; stopping work before time specified for such purposes. 

 
18. Sleeping or loitering during working hours. 

 
19. Excessive use of CES telephones for personal calls, text messaging, and cell phone use. 

 
20. Smoking on CES property in areas not designated for that purpose. 

 
21. Creating or contributing to unsanitary conditions at your workstation, or elsewhere in the facility. 

 
22. Unauthorized or excessive absences or lateness. 

 
23. Obscene or abusive language toward any supervisor, employee, or CES client; indifference or rudeness; any 

disorderly/antagonistic conduct on CES property. 
 

24. Failure to immediately report damage to, or an accident involving, CES equipment. 
 

25. Unauthorized soliciting during working hours and/or in working areas; selling merchandise or collecting 
funds of any kind for charities or others during business hours, or at a time or place that interferes with the 
work of another employee. (See 1.15 page 24 for conditions under which solicitations are permissible) 

26. Failure to submit required timesheets, alteration of your own timesheet or records or attendance 
documents; punching, entering, submitting, or altering another employee's timesheet or records; or causing 
someone to alter your timesheet or records (see p. 56, 5.2 regarding changes to timesheets).  

27. Any other act or omission which impairs or restricts the ability of the CES to provide a safe and healthy 
environment for employees and clients.
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28. Sharing or disseminating personal, sensitive, or confidential information about an employee. Employees 
may not disclose confidential information unless legal requirements demand such information be revealed, 
or disclosure is necessary to prevent serious and foreseeable harm. 

29. Negligence or any careless action which allows others access to personal or confidential information about 
employees. Willfully providing someone with access to personal or confidential information about 
employees. 

30. Violation of federal, state, or local laws. 
 

(Reference CES Board Police V.B. 7.a. p 43) 
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SECTION 2: STANDARDS OF CONDUCT 

2.3 Conflict of Interest 
 

Employees are prohibited from requesting, receiving or accepting a gift or loan for themselves or another that tends 
to influence them, or appears to influence them, in the discharge of their duties as employees. 
Furthermore, employees are prohibited from knowingly and willingly participating in any activity, investment, 
employment, service, position (appointed or elected) that would result in a conflict of interest with CES or a 
violation of CES policy. 

 
(Reference CES Board Policy V.B.6. (c), p. 42) 
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SECTION 2: STANDARDS OF CONDUCT 

2.4 Harassment and Discrimination 
 

CES senior management is committed to ensuring a safe and secure work environment for all employees. To 
perform at their best, employees should feel that the work environment is safe, and that they are also free from the 
threat of harassment (sexual or otherwise), discriminatory acts, intimidation, and bullying. It is a violation of CES 
policy for any employee or officer of CES to participate in any activity that constitutes harassment or discrimination 
as defined by policy. Employees are encouraged to report any behavior they believe violates CES’ policy on 
harassment and discrimination to the Executive Director, or their immediate supervisor. 

 
 

Bullying, a form of harassment, is defined as an intentional act that causes harm to others, and may involve verbal 
harassment, verbal or non-verbal threats, physical assault, stalking, or other methods of coercion such as 
manipulation, blackmail, extortion which may occur in a physical, digital, or cyber environment. It is aggressive 
behavior that intends to hurt, threaten, or frighten another person. An imbalance of power between the aggressor 
and the victim is often involved. There is zero-tolerance for bullying at CES. Disciplinary action up to, and including, 
discharge may be utilized to resolve bullying behavior by any CES employee. 

 
(Reference CES Board Policy V.B.16.b & c, p. 47-48,) 
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2.5 Sexual Harassment 
 

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature that tends to create a hostile or offensive work environment. CES is committed 
to providing a safe and secure work environment that is free of sexual harassment. Aside from being a legal 
requirement, it is the goal of CES that the dignity of every individual be respected. Key to this goal are efforts to 
foster and nurture an environment of civility and mutual respect by preventing sexual harassment. To this end, CES 
requires and provides individualized training of all its employees to educate them on the issues surrounding sexual 
harassment. The culmination of the training will be individual certification of satisfactory completion of the training 
and demonstration by assessment, that the employee is aware of the legal requirements and implications 
regarding sexual harassment. 
 
Any employee who believes he/she is a victim of sexual harassment is encouraged to report the incident(s) to the 
Executive Director immediately. Under CES policy, if the Executive Director is the alleged harasser, the employee 
may report the incident(s) directly to the President of the Board. 

 
As a part of an employee's initial orientation, he or she is informed of the need to take online sexual harassment 
training. It is the employee's responsibility to plan with the Human Resources Department to do so. Upon 
completion of the training, the employee must provide the completion certificate to the Human Resources 
Department. 

 

(Reference CES Board Policy V.B.16, p. 47-49) 
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SECTION 2: STANDARDS OF CONDUCT 

2.6 Progressive Discipline Process 
 

The purpose of progressive discipline is to provide employees with a predictable and structured system of 
employee discipline based on providing employees with early identification of problems so they may be addressed 
before they become more serious. Progressive discipline also provides a transparent process for both employee 
and supervisor regarding the steps involved should escalation of the process need to be invoked. However, while 
progressive discipline provides employees with a structured, methodical process for addressing performance 
issues, management may, in cases of egregious behavior escalate to any stage in the progressive discipline process. 
If management chooses to exercise its option to apply progressive discipline, it in no way diminishes, nor shall it be 
interpreted as a waiver of, the “at-will” employment relationship. 

Stages: 
 

1. Verbal Stage 
 

The supervisor talks to the employee about the concern when it becomes evident. Eighty percent of performance 
problems are resolved in this way. The verbal stage may be used on more than one occasion depending on the 
severity or frequency of the problem. There is no formal documentation at this stage. However, the supervisor may 
make some notation as to the date, time, and circumstances that merit a verbal reprimand. 

 
2. Written Stage 

 
If the employee has not been responsive in correcting the problem identified in the verbal stage, the supervisor 
meets with the employee and presents him/her with a memorandum documenting the problem, and the steps 
necessary to correct the problem. The written stage may be used on more than one occasion if necessary. 
Copies of any written communiqués to the employee must be signed by the employee indicating receipt, and the 
supervisor will place a copy in the employee’s personnel file. 

 
3. Disciplinary Stage 

 
If the employee has not been responsive in correcting the problem identified in the written stage, the supervisor 
meets with the employee and presents him/her with a memorandum documenting the problem and the steps 
taken thus far to correct the problem. Furthermore, the memorandum includes what corrective and/or punitive 
action, short of termination, will be exercised by the supervisor, i.e. suspension, growth plan, loss of privileges, etc. 
Copies of any written communiqués to the employee must be signed by the employee indicating receipt, and the 
supervisor will place a copy in the employee’s personnel file. 

 
4. Termination/Discharge Stage 

 
When the employee has not been responsive to the above stages and interventions, the supervisor meets with the 
employee and presents him/her with a written notice of termination or discharge. The notice will outline,
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with dates, steps and interventions taken thus far to remediate the problem, and evidence of the employee’s 
unresponsiveness. Additionally, the notice will include the effective date of termination/discharge and any appeal 
process that the employee may exercise if applicable. Copies of any written communiqués to the employee must 
be signed by the employee indicating receipt, and a copy placed in the employee’s personnel file. 
If the discharge is immediate, the supervisor will permit the employee to gather personal belongings, surrender any 
CES property, and escort the employee out of the building and see him/her off the premises. 

 
(Reference CES Board Policy V.B.1, p. 39-40) 
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SECTION 2: STANDARDS OF CONDUCT 

2.7 Administrative Leave 
 

Under certain circumstances, it may be necessary to place an employee on administrative leave. Administrative 
leave is not punitive, nor is it part of a disciplinary process. Administrative leave is paid leave and does not deplete 
an employee’s PTO. There is no minimum or maximum period that an employee may be on administrative leave, 
but CES Directors, given the circumstances necessitating the leave, will endeavor to make it as brief as possible. 

 
When it is determined that administrative leave is necessary, due to the unpredictable length of time the 
employee will be on leave, the employee may be required to: 

 

• Surrender all keys to the facility if any 
• Surrender all property belonging to CES, if any 
• Provide any and all passwords to secured computer files 
• Refrain from contact and communication with CES personnel or CES clientele during the term of the 

administrative leave, except for the administrator in charge or anyone authorized by the 
administrator in charge 

• Refrain from entering CES property unless authorized by the administrator in charge 
 
Return to Table of Contents 
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SECTION 3: EMPLOYEE MATTERS 
3.1 Employee Classifications 

 
1. Office Staff (Includes Management) 

a. Exempt employees are salaried and work under contract. They may be employed full-time (0.8 
FTE or greater) or on a part-time basis. 

b. Nonexempt employees are at-will hourly employees. They may be employed on a full-time (0.8 
FTE or greater) or part-time basis. 

2. Ancillary Staff employees work under contract at tasks which require Public Education Department 
licensure, and/or other professional license, at locations as assigned, at an hourly rate or on a fixed 
amount for the school year. 

3. Occasional Staff are hired for a temporary or short duration task, is paid hourly or per task, and shall 
not be extended employment for a period exceeding one year. 

4. Professional Services Staff is comprised of persons with expertise in a variety of fields that are available 
to assist CES members and participating entities. Professional Services staff are employees of CES 
whose compensation is 85% of the fee charged to members and participating entities for services 
provided. The Executive Director may establish the percentage of compensation. 

 
(Reference CES Board Policy V.A.1, p. 38-39) 
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SECTION 3: EMPLOYEE MATTERS 
 

3.2 Employee Background Check 
 

Before serving CES members, a background check is required of all CES employees. Those employees with 
unrestricted access to students will be subject to further additional background checks depending on position.  
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SECTION 3: EMPLOYEE MATTERS 
 

3.3 Immigration Law Compliance 
 

All CES employees must be legally eligible to work in the United States. Legal eligibility is determined at the time of 
employment. Any employer requirements for regular or systematic confirmation of immigration law compliance 
will be observed by CES. 
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SECTION 3: EMPLOYEE MATTERS 

3.4 Use of Personal Vehicles 
 

Apart from most ancillary personnel, directors, and managers, employees are not routinely required to use their 
vehicles in the performance of their job. However, on those occasions when you do use your personal vehicle in the 
performance of your duties, you will be compensated for mileage based on CES’ current mileage 
reimbursement rate. Under New Mexico’s Mileage and Per Diem Act, mileage reimbursement is designed to 
compensate you for wear and tear on your vehicle, maintenance costs, fuel, and insurance coverage while using 
your vehicle in the course of your duties at CES. 

 
To receive reimbursement for mileage, you must submit the expense, either through a report form available 
through the business office or via the company credit card app, indicating the date of trip(s), miles traveled, and the 
purpose of the trip. The reimbursement ACH compensating you for mileage will be generated within two weeks of 
submittal of your expense report. 

 

Employees who do not carry the legally required levels of liability insurance may not use their personal vehicle in 
the performance of their duties. Upon employment, employees will be required to provide a copy of a current and 
valid driver’s license in addition to proof of insurance. Employees are required to inform the Human Resources 
Department in the event of license expiration, revocation, new driving restrictions, and/or a lapse of liability 
insurance on their vehicle. Employees may be required to show proof of insurance and registration at any time 
prior to using their vehicle for business purposes.￼ 
 
An employee shall notify the Executive Director of any arrest or charges for DWI or DUI, and any arrest for criminal 
drug use, possession, or distribution, no later than five (5) days after such arrest or charges; regardless of whether 
these occurred on or off company time, on or off company property, and in or out of a company vehicle. 

 
In the event of any collision, damage, casualty, or other loss or liability of any kind arising from the use of a 
personal vehicle while on CES business, CES’ insurance coverage, both for defense and indemnification of claims, 
shall be secondary to that of the employee’s insurer. 

 
(Reference CES Board Policy V.B.10.g., p. 45) 
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SECTION 3: EMPLOYEE MATTERS 

3.5 Auto Safety and Maintenance 
 

CES’ employees are its most important asset. As such, the safety of its employees is of primary concern to CES 
management. All staff travel by vehicle to their work site, while some travel significant distances to provide services 
to customers. It is each employee’s responsibility to maintain his/her vehicle in a manner that, firstly, ensures its 
safety and reliability to minimize hazards and inconvenience to the employee, and, secondly, to ensure delivery of 
service to customers. Additionally, employees are required to maintain the minimum liability insurance required by 
law and to exercise sound driving practices consistent with New Mexico laws, rules, and regulations. 
 
The assignment of use of a CES vehicle is at the discretion of the Executive Director and is based on job 
requirements and employee need. Only employees with a valid driver's license without restrictions due to traffic 
violations are eligible to use a CES vehicle. Employees must obtain explicit authorization from their immediate 
supervisor or the designated authority before using a CES vehicle. Employees are responsible for monitoring any 
maintenance issues and reporting to their supervisor immediately 
 
Employees must comply with all applicable traffic laws, regulations, and vehicle-related statutes while operating a 
company vehicle. This includes maintaining a valid driver's license, observing speed limits, wearing seatbelts, and 
not driving under the influence of alcohol or drugs. The use of handheld electronic devices, including mobile 
phones, while operating a company vehicle is prohibited unless utilizing hands-free features. 

 
In the event of an accident or damage to a CES vehicle, employees must immediately report the incident to their 
immediate supervisor and follow CES's accident reporting procedures. 
An employee shall notify the Executive Director of any arrest or charges for DWI or DUI, and any arrest for criminal 
drug use, possession, or distribution, no later than five (5) days after such arrest or charges; regardless of whether 
these occurred on or off company time, on or off company property, and in or out of a company vehicle.  

 

(Reference CES Board Policy IV.B., 19,  p. 37) 
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SECTION 3: EMPLOYEE MATTERS 

3.6 Per Diem 
 

Employees who travel outside of Albuquerque requiring overnight or multiple-day accommodations will be 
reimbursed for expenses based on the statutory per diem rates for New Mexico. Employees have a couple of 
options available for how they wish to be reimbursed. An employee may opt for a fixed amount per day or choose 
to be reimbursed for actual allowable expenses if costs exceed the permitted fixed amount per day. Arrangements 
for which option you choose should be discussed with the Human Resources Department prior to your trip. 
Upon your return to CES, if one self-paid travel expenses, one must complete an expense report to receive your per 
diem reimbursement. A separate  reimbursement payment  compensating you for per diem will be generated 
within two weeks of submittal of your expense report. 

 
(Reference CES Board Policy IV.B.17.a., p. 35) 
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SECTION 3: EMPLOYEE MATTERS 

3.7 Your Personnel File 
 

At the time you were employed at CES, a personnel file was created for you. Your personnel file is likely to contain 
your employment application, I-9, social security information, benefits information, confidential references, 
background check information, and any other documents required by law, statute, and/or regulation. In addition, 
there may be other miscellaneous information that is not required for employment. Over time, your employee 
contracts and evaluations will be included, and any other documentation reflecting personnel file maintenance, 
and/or employee generated changes to employment status or benefits. 
 
It is CES’ responsibility to safeguard the information contained within employee personnel files from unauthorized 
access. Information in personnel files may be accessed by any member of CES’ management, Executive Board, or 
legal counsel with a legitimate interest in reviewing its contents. Disclosure to any other entity shall occur only 
when CES is served with a duly executed subpoena/warrant or is otherwise required by law. 

 
Your personnel file is available for inspection and review by active employees of CES under the following 
guidelines: 

1. You must submit a written request to the Executive Director requesting a review of your personnel file at 
least 5 days prior to the review. 

2. You may not review pre-employment documents of a confidential nature such as references. 
3. You may request copies of documents in your file that are not confidential pre-employment documents. 
 
Reference CES Board Policy V.B.19, p. 50) 
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SECTION 3: EMPLOYEE MATTERS 

3.8 Your Medical Records File 
 

Your medical records file, if one exists, is maintained apart from your personnel file. Contained within your medical 
records file may be information related, but not limited, to reported injuries and treatments, medical confirmation 
of conditions that may require accommodation, or medical releases permitting you to resume employment after a 
period of rehabilitation. CES complies with any local, state, or federal requirements for ensuring that your medical 
records are safe, secure, and confidential. Information in your medical records file may be accessed by any member 
of CES’ management, Executive Board, or legal counsel with a legitimate interest in reviewing its contents. 
Disclosure to any other entity shall occur only when CES is served with a duly executed subpoena/warrant or is 
otherwise required by law. 
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Section 3: Employee Matters 

3.9 Technology - Acceptable Use 
 

CES’ technology resources are tools made available to employees for the enhancement of job-related functions. 
Employees may have limited access to these resources for personal use if they comply with CES’ acceptable use 
policies. Violations of this policy may result in disciplinary action, up to, and including, discharge, civil litigation, 
and/or criminal prosecution for misuse of these resources. 

 
CES, through this administrative regulation, does not attempt to articulate all possible violations of this regulation. 
In general, users are expected to use computers and networks responsibly, politely, and professionally. 
Additionally, employees should have no expectation of privacy regarding their use of CES’ technology resources. E-
mails, under certain guidelines and circumstances, and Internet history may be considered public records, and 
thereby accessible under the provisions of Public Records Act. 

 
Employees with access to any of CES’ technology resources must read and sign receipt and acknowledgement of 
the acceptable use policy annually. For the complete text of CES’ acceptable use regulation, go to the appendix of 
this document, or click here. 
 
(Reference CES Board Policy, IV.B. ,13, p. 32) 
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SECTION 3: EMPLOYEE MATTERS 

3.10 Social Networking 
 

“Social networking” includes all types of social postings on the internet, including, but not limited to, sites such as 
Facebook, X (formerly Twitter) or LinkedIn: blogs and other online journals; bulletin boards and chat rooms; and 
the posting of video on YouTube, TikTok and similar media. Employees need to be mindful of their internet website 
postings even if done off duty and off CES property. Additionally, employees should have no expectation of privacy 
with regard to the use of CES’ social networking. 

 
Social networking for personal reasons is not permitted during working hours. Do not disclose personal or contact 
information, or post photographs of employees, their families, or CES clients without their permission. Do not use 
CES’ email addresses to register on social networks, blogs or other online tools utilized for personal use. 

 
Inappropriate postings that may include discriminatory remarks, harassment, and threats of violence or similar 
inappropriate or unlawful conduct will not be tolerated, and may subject you to disciplinary action, up to, and 
including termination. 
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SECTION 3: EMPLOYEE MATTERS 

3.11 FERPA (Family Educational Rights and Privacy Act) 
 

CES personnel providing service to students in schools must comply with the provisions of the Family Educational 
Rights and Privacy Act (FERPA). CES personnel are prohibited from improper disclosure of personally identifiable 
information derived from students’ education records. However, information obtained through personal 
knowledge, personal observation, or heard orally from others is not protected under FERPA. 

 
Schools must have written permission from the parent or eligible student in order to release any information from a 
student's education record. However, FERPA allows schools to disclose those records, without consent, to the 
following parties or under the following conditions (34 CFR § 99.31): 

 
o School officials, including teachers, with legitimate educational interest. 
o A contractor to whom the school has outsourced institutional services. 
o Other schools to which a student is transferring. 
o State and local education officials for audit or evaluation purposes. 
o To comply with a judicial order or lawfully issued subpoena. 
o Appropriate officials in cases of health and safety emergencies; and 
o State and local authorities, within a juvenile justice system, pursuant to specific State law. 

 
When in doubt, CES personnel should consult with school administrative personnel prior to release of personally 
identifiable information derived from student records. 
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SECTION 3: EMPLOYEE MATTERS 

3.12 Growth Plan 
 

An employee who is demonstrating difficulty in meeting job performance expectations, at the supervisor’s 
discretion, may be placed on a growth plan. A growth plan is quite narrow in scope and may be utilized by a 
supervisor anytime an employee’s performance is less than satisfactory. A growth plan is more directive in nature 
with compressed timelines for performance improvement. Failure to meet the performance objectives established 
by the supervisor may result in disciplinary action up to, and including, termination. Placement of an employee on a 
growth plan does not in any way alter or compromise the “at-will” employment relationship, if applicable, for the 
employer or the employee. 
 
(Reference CES Board Policy V.B.1, b, p. 39-40) 
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SECTION 4: WORK SCHEDULE 

4.1 Business Hours 
 

Except for observed holidays and weekends, CES is open for business Monday through Friday 8:00 
a.m. – 5:00 p.m. The normal workday is eight hours long and the normal work week is forty hours. Staff is allocated 
one hour for lunch; The Executive Director may implement a schedule that will result in earlier and/or later business 
hours. The workweek for staff assigned to the CES office shall commence at 12:01 a.m. on Saturday and conclude at 
12:00 p.m. on Friday. 

 
(Reference CES Board Policy V.C.1, a, p. 52) 

 
 

Return to Table of Contents 



CES Administrative Regulations 

52 

 

 

 

SECTION 4: WORK SCHEDULE 

4.2 Time Clock 
 

All hourly employees, excluding ancillary staff, must use the time clock, or time tracker determined, when arriving 
for duty, to clock out and in for lunch, leaving for any scheduled or unscheduled personal appointments, or at the 
end of the workday. If you should encounter any problems with the time clock or time tracker, or forget to clock in 
or out, report the problem to your immediate supervisor as soon as possible. There will be no time clock 
adjustments without supervisor’s approval. If your immediate supervisor is not available, report the problem to the 
Executive Director or designee. 
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SECTION 4: WORK SCHEDULE 

4.3 Breaks and lunch periods 
 

Employees are not typically provided with a break during the workday. However, if they choose, they may take a 
15-minute morning and afternoon break. Employees may, at their discretion, avail themselves of restroom breaks 
and beverage refills during the day. 

 
Lunch breaks are normally one hour long; lunch periods may begin no earlier than 11:30 am and must be 
completed no later than 1:30 pm, with staff given at least one-half-hour mandatory lunch. Employees are free to 
leave the premises if they so desire or use the CES facilities to enjoy their lunch. If a part of the lunch hour is being 
used for make-up time purposes, it must be noted that no more than one-half of the lunch hour may be used for 
this purpose. 

 
CES provides employees with a comfortable and well-equipped kitchen facility for preparing food and for food 
consumption. Employees are discouraged from consuming or preparing meals at their workstation. When using the 
kitchen facility during lunches or breaks, be considerate of employees who are still working by keeping 
conversational voice levels. Also, when using CES facilities for lunch, employees must bus their own dishes and 
leave the area clean for future use. 

 
Non-exempt employees must remember to clock out and clock in appropriately to avoid problems with time 
sheets. Any problems you meet with the time clock should be reported to your immediate supervisor as soon as 
possible. 

 
(Reference CES Board Policy V.C.1.a., p.52) 
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SECTION 4: WORK SCHEDULE 

4.4 Absence from Work 
 

You are expected to report to work every day, consistent with your work schedule, unless prior arrangements for 
leave have been made, or you are ill. If you are taking time off from work, you are required to use your available 
PTO unless other arrangements have been made with the approval of your supervisor and/or the Executive 
Director. If your available PTO and comp time has been exhausted, any subsequent need for time off will be without 
pay until such time that PTO has once again been accrued. 

 
(Reference CES Board Policy V.C.3.a, p. 53-54) 
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SECTION 4: WORK SCHEDULE 

4.5 Tardiness 
 

Everyone, at one time or another, is delayed for some unforeseeable reason. Notwithstanding the infrequent 
unforeseen event, employees are required to report to work on time. An employee who is tardy with regularity or 
has established a consistent pattern of lateness may be subject to disciplinary action including the possibility of 
termination or discharge. Tardiness is defined as reporting for work at any time after your required reporting time. 
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SECTION 4: WORK SCHEDULE 

4.6 Severe Weather & Emergency Conditions 
 

On days when inclement weather creates potentially unsafe road conditions, the Executive Director will notify the 
IT department or designated employee to send out notification electronically indicating any changes in reporting 
time, or if the CES office will be closed altogether. It is your responsibility to check your phone messages to get up-
to-the-minute information about any changes to CES’ office hours. Even though CES management will exercise its 
best judgment to decide reporting time during periods of inclement weather, employees are, nonetheless, charged 
with using their best judgment in deciding if weather and/or road conditions are safe enough to report to work or 
to leave early from work. Ancillary staff are to follow the inclement weather policies of the schools or districts to 
which they provide service. 
 
Employees who exceed the applicable delay period may choose to make up the time rather than be charged PTO or 
have earnings docked. If you personally decide that weather or road conditions are such that they prevent you 
from reporting to work altogether, a full day’s PTO will be assessed, or you may opt to be docked for the day. If a 
delay start day becomes a full-day cancellation, employee is expected to work from home.  

 
 (Reference CES Board Policy, V. C,1, (a), p. 52) 
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SECTION 4: WORK SCHEDULE 

4.7 Building Access 
 

Access to the CES facility is available during regular business hours. Ancillary personnel may access the ancillary area 
in the rear of the building by using their assigned door access code. If you should require access to the facility 
during off-business hours, you will need to plan with, and get approval from, your supervisor and/or the Executive 
Director. 
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SECTION 4: WORK SCHEDULE 

4.8 Attendance at Off-site Functions 
 

Employees may be required to attend functions on behalf of CES. Assistance at these functions may be for a 
portion of the workday, the entire workday, or beyond the workday. Unless otherwise informed, employees are 
free to exercise their option to leave for meals and will not be compensated for the meal periods. If employees are 
required to attend a luncheon or social function, they will be considered on duty during that time and will be 
compensated for their work. If the additional hours worked result in overtime, the employee’s Overtime Option 
form will determine the way the employee’s overtime will be compensated. 
 
Employees who attend Executive Committee meetings which take place beyond the workday will be granted an 
early release or late arrival equivalent to the length of the business meeting as recorded in the minutes (minus time 
for meals). The time shall be calculated to the nearest half-hour and must be taken within a week of the meeting. 
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SECTION 5: HEALTH AND SAFETY 
 

5.1 General Employee Safety 
 
 

CES senior management is committed to the safety and health of all employees and recognizes the importance of 
compliance with any local, state, and/or federal regulations governing employee injury, accident prevention, and 
employee safety. Maintaining a safe work environment, however, requires the cooperation of all employees. If you 
are ever in doubt about how to safely perform a job, it is your responsibility to ask your supervisor for assistance. 
Any suspected unsafe conditions and all injuries that occur on the job must be reported immediately to your 
immediate supervisor or the Human Resources Department. 

 
If a Director determines that an unsafe condition exists which poses an immediate or eminent hazard to 
employees, at his/her discretion, the staff may be required to evacuate the building and/or be released from duty 
for the day. 

 
(Reference CES Board Policy V.B.17.c, p. 49) 
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SECTION 5: HEALTH AND SAFETY 

5.2 Critical Incident Management Protocols 
 

A critical incident is any event that occurs, or may occur, within the CES facility or surrounding vicinity that affects 
the life or safety of employees and visitors, and results in the disruption of some or all business operations. Not all 
critical incidents are covered here, rather, only those that represent the most common occurrences. When a 
critical incident occurs, call 911, alert others, and move to an area of safety. Sometimes, you must alert others, 
move to an area of safety, and then call 911. Typically, critical incidents will involve one of two courses of action: 
evacuation or shelter in place. 
 
Evacuation 
The purpose of an evacuation protocol is to maximize, to the greatest degree possible, the safety of all CES 
employees and guests during times of emergency or crisis. Some situations may involve one or a few employees, 
while others may involve the entire staff and guests. It is impossible to anticipate the myriad possibilities that 
might constitute an emergency or crisis. The evacuation protocol is designed firstly, to communicate the state of 
emergency, and secondly, if necessary, to provide for a safe evacuation of all employees and guests. 
 
When it becomes necessary to evacuate the building, it is critically important for all employees and guests to 
evacuate as quickly and safely as possible, and for there to be an accounting of all persons. To do this, it is vital that 
all employees and guests assemble outside in the designated area at a safe distance from the building and away 
from areas emergency personnel may need to access. 
Because of the importance of communicating the emergency or crisis to appropriate emergency responders, if it is 
necessary to evacuate the building, it would be safer to contact 911 by cell phone after the evacuation has 
occurred. 
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Shelter in Place (Lockdown) 
 

In some circumstances, it may be necessary to shelter in place. When this occurs, it may require that all staff and 
guests be concentrated in one of two safe rooms within the CES facility. It may also be necessary to lock doors 
(interior and exterior) as well as seal the building in the event of a nearby hazardous chemical spill. There are two 
safe rooms in the main CES employee workspace. The first room is the Sandia conference room in the Northeast 
corner of the main workspace. The second room is the Mesa conference room in the Northwest corner of the main 
workspace. If these rooms must be used, close the door once everyone is in and put the blinds down on all 
windows. 

 

Examples of Emergencies That May 
Require Evacuation 

Examples of Emergencies That May Require 
Sheltering in Place or No Evacuation 

Biological, chemical or hazardous materials 
exposure 

Biological, chemical or hazardous materials exposure 

Infrastructure outage (power, water, etc.) Person of concern 
Fire Severe weather 
Workplace violence Active shooter 
Person of concern  

Bomb threat  
 

Planning 
While it may not be possible to plan for every contingency, it is possible to develop a sense of acute awareness to 
your surroundings. Many situations that would otherwise become critical can often be averted by simply alerting 
someone to abnormal changes in your daily work environment. An example to illustrate this might be elevated room 
temperatures in one part of the building that indicates a problem with the air-conditioning system. When the 
problem is communicated early, the problem can be investigated and the source of the problem diagnosed and 
repaired. On the other hand, if the problem is ignored, the seriousness of the problem can escalate from a simple 
repair of the air-conditioning system to major failure that may result in a roof fire that threatens the entire facility 
and staff. The important thing to remember is that everyone should be aware of their surroundings, and everyone 
should be prepared to alert appropriate CES or emergency personnel, if necessary, when situations deviate from the 
norm. 

 
Critical Incident Protocols 

 
Active Shooter 

 
When an individual sees or believes that they have observed or heard gun shots being fired on or near the CES facility, 
he/she should treat the threat as real until it can be determined to be otherwise. Move to a safe location that is 
securable and offers protection from potential gun shots. 

• Call 911 to report what you have observed or heard. 
• What to report: 

o Your specific location – building name 
o Number of people at your location 
o Injuries – number of injuries and types of injuries 
o Assailant’s location, number of suspects, race/gender, clothing description, physical features, 

type of weapon (rifle, pistol), shooters identity if known 
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Securing immediate area: 
• Lock and/or barricade doors and windows if possible 
• Turn off lights 
• Close blinds 
• Block windows if possible 
• Turn off radios and computer monitors 
• Keep occupants calm, quiet and out of sight 
• Keep yourself out of sight and take adequate cover/protection, i.e., hide behind concrete walls or 

thick desks (cover may protect you from bullets/flying objects) 
• Silence all cellular phones 
• Place signs in exterior windows to identify the location of injured persons 
• Attempts to rescue people should only be attempted if it can be accomplished without further 

endangering persons inside a secured area 
• Consider safety of the masses vs. safety of the few 
• If doubt exists for the safety of the individuals inside the room, the area should remain secured 

 

Bomb Threat 
 

An individual who receives a bomb threat should attempt to gather as much information as possible from the caller. 
Ask the notifying person: 

• When will the bomb explode? 
• Where is the bomb right now? 
• What does it look like? 
• What kind of bomb is it? 
• What will cause it to explode? 
• Why did you place the bomb? 
• What is your address? 
• What is your name? 

Write down any noises or sounds from the phone call and any answers to the above questions. Tape the phone call 
if possible. Contact 911 immediately or have someone else do so while the caller is on the phone. Notify your 
supervisor as quickly as possible and follow the CES evacuation protocol. 

• What to report 
o Your specific location – building name 
o Time of bomb threat 
o Age, gender, and ethnicity of caller if discernable 
o The information gathered from the questions asked of the caller 
o Descriptions of any suspicious people who have been in the area that day 



CES Administrative Regulations 

63 

 

 

 

Infrastructure Outage 
 
Infrastructure outages can include electricity, gas, computer network, water, telephone or interruption of 
deliveries. For most non-life-threatening outages, it may be possible to continue or resume normal work activities. 
In the event of a gas leak, however, it is imperative that the building be evacuated as soon as possible. In the 
process of evacuation, do not turn on or turn off any lighting. Do not use office phones or cell phones while in the 
building when a gas leak is present, i.e., do not do anything that might generate a spark. Call 911 when clear of the 
building. 

 
Important numbers: 

Albuquerque Water Authority – (505) 857-8250 or (505) 842-9287 
New Mexico Gas Company – (888) 664-2726 – Gas leaks and emergencies PNM – 
(888) 342-5766 – Power outages and downed power lines 
Abba Technology – (505) 889-3337 – Technology and telephone In the event of a life-threatening situation, 
however, call 911. 
Workplace Violence 
 
If a violent incident has occurred or the potential for a violent incident exists, call 911 immediately. Remain calm. 
Follow the directions of the 911 operator regarding evacuation or sheltering in place. 

 
• What to report: 

o Your specific location – building name and address 
o What is happening? 
o What is the location? 
o Who is involved (staff/third party)? 
o What type of weapon or equipment is being used, if any? 
o What is your name, location and phone number? 
o What is the nature and/or extent of known injuries or fatalities? 

 
Person of Concern 
 
Occasionally, a staff member, a guest, or someone outside the building may behave in a manner that makes you or 
others feel intimidated or results in a feeling of emotional distress, whether intended or not. While this type of 
behavior may be shrugged off as a one-time incident, it should not be tolerated. If at any time a CES employee 
feels threatened or intimidated from a one-time incident, or notes escalation in the frequency or severity of 
several incidents, it should be reported to the Executive Director immediately. In some instances, the warning signs 
may also be noted in other areas, and through proactive reporting, we may better address a concern in a positive 
manner for all parties involved, versus letting it escalate to something much more severe. 

Some of the potential warning signs may be: 
• Behaviors that interfere with the functioning of routine operations 
• Behaviors that cause others to feel fear, intimidation or a sense of “walking on eggshells,” such as 

inappropriate e-mails or calling others derogatory names 
• Breaking objects with deliberation 
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• Throwing objects 
• Slamming hands on tables, walls, or doors 
• Aggressive impatience 

 
Fire 

 
If you are first to notice smoke or a fire, make an all-call announcement pull the nearest fire alarm to alert the staff 
and visitors. Evacuate the building immediately. Call 911 as soon as it is safe to do so. 
Remember: 

• Avoid taking chances—life safety is the first priority 
• Stay low (stoop or crouch) and proceed to the nearest exit 
• Close doors behind you if possible, to contain heat, fire and smoke as you exit 
• Evacuate to the designated assembly area that is more than 50 feet away from the building in 

question or to other safe area as designated by CES administration 
• Notify emergency responders about any individuals possibly still inside the building 
• Follow guidance from local authorities 

 
CES staff who are appropriately trained may try to extinguish the fire with fire extinguishers if they feel 
comfortable doing so (when in doubt, however, evacuate). Do not take chances with the fire if you are not trained; 
life safety is priority. 

 
Severe Weather 

 
Occasionally, severe storms affect the Albuquerque area in all seasons of the year. While they happen 
infrequently, it is every individual’s responsibility to be aware of the possibility that an unexpected severe weather 
system may affect the city and surrounding area at any time. Severe weather includes but is not limited to 
tornadoes, lightening, hail, snow, ice, earthquakes and heavy rain. In the event of severe weather, CES may invoke 
its severe weather protocol. Venturing out into severe weather, whether traveling to work or from work to home, 
is a personal decision that should be weighed carefully with an emphasis on safety. 

 
Biological, Chemical, or Hazardous Materials Exposure 

 
Any incident involving chemical, biological or other hazardous agents or materials must be treated as critical until 
determined otherwise. Call 911 to report any life-threatening incident, spill or explosion. Follow direction of 911 
operator to evacuate or shelter in place. 

 
• What to report: 

o Your specific location – building name 
o Number of people at your location 
o Injuries – number of injuries and types of injuries 
o The type of hazardous chemical, biological, or hazardous agent exposure 
o How many people have been exposed? 
o Is the agent contained? 

 
For explosions: 

• Evacuate the building as quickly as possible. Pull the fire alarm if necessary. If you cannot evacuate the 
building, seek shelter under a sturdy table or desk. 
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• If a fire results from an explosion, try to evacuate immediately while staying low to the floor. 
• If you are trapped, tap on pipes or make noises if possible, so rescuers can find you. 
• If the explosion is contained and there is no fire, try to help others exit the building. 
• Do not re-enter the building once you have evacuated. 

(Reference CES Board Policy V.B.17.c, p. 49) 
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SECTION 5: HEALTH AND SAFETY 

5.3 Reporting Safety Issues 
 

All accidents, injuries, potential safety hazards, safety suggestions and health and safety related issues must be 
reported immediately to your supervisor or the Human Resources Department. Federal law requires that CES keep 
records of all illnesses and accidents that occur during the workday or are work related. The New Mexico State 
Workers' Compensation Act also requires that you report any workplace illness or injury, no matter how slight. If 
you fail to report a work-related illness or injury, you may jeopardize your right to collect workers' compensation 
payments as well as health benefits. 

Non-Life-Threatening Injuries 
 

Submit completed New Mexico Worker’s Compensation Administration Notice of Accident Form (NOA) to the 
Director of Human Resources as soon as possible, but no later than fifteen (15) days following the accident or 
injury. Even if an injury does not require medical attention, a NOA Form must still be completed in case medical 
treatment is required later, and to ensure that any safety hazards are corrected. 

 
Life-Threatening Emergencies 

 

In situations involving a threat to human life, whether yours or others, it may be necessary for you to alert others 
and seek safe haven from the danger before calling 911. 

 
In the event of fire, it is important to alert everyone in the building by using the “all call” function on your phone 
and announcing on which side of the building the evacuation should occur pulling the nearest fire alarm. CES’ 
evacuation protocol should be followed to determine if everyone has evacuated the building. Fire extinguishers are 
positioned throughout the CES office building to assist employees in the evacuation process, not to encourage 
employees to fight the fire. 
In the event of serious injury or medical emergency, call 911 immediately, then provide comfort and assistance to 
the person in need. 
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SECTION 5: HEALTH AND SAFETY 
 

5.4 Fragrance Free Workplace 
 

Part of maintaining a safe workplace is ensuring that no one is offended, put off, or inconvenienced in any way by 
fragrances applied and worn by employees in the workplace. One person’s fragrance is another person’s odor. It 
can be very distressing to be trapped in the workplace all day with someone wearing a fragrance or using a 
fragrance at one’s workstation, you find offensive or even sickening. Consequently, CES, by policy, advocates 
maintenance of a fragrance-free workplace.  

 
(Reference CES Board Policy V.B.8.a(3), p. 43) 
(Reference CES Board Policy V.B.17.d, p.49) 
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SECTION 5: HEALTH AND SAFETY 

5.5 Conflict Management or Resolution 
 

CES employees are expected to maintain positive and professional interpersonal relationships with management, 
peers, and other staff. If conflict should arise between employees that negatively impacts employee performance, 
morale, and/or the business climate of CES, the affected employees should report the matter to their immediate 
supervisor(s). To manage or resolve the conflict, the supervisor(s) involved, at his/her/their discretion, may opt to 
implement any number of strategies designed to help the employees involved to minimize or resolve the conflict. 
Management involvement in assisting employees with conflict management in no way minimizes the responsibility 
employees must treat each other professionally and with mutual respect. Furthermore, the willingness of 
management to work with employees to manage or resolve conflict is in no way a validation of the issues that 
generated the conflict. Management always maintains the prerogative of addressing the conflict through 
administrative directive. 
Any conflict with CES vendors or external customers should be reported to your immediate supervisor as soon as 
possible. Your supervisor may enlist the assistance of other management personnel to address and resolve the 
conflict. 
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SECTION 5: HEALTH AND SAFETY 

5.6 Parking Areas 
 

There are no individually assigned parking spaces for CES employees.   
 

Remember to lock your car every day and park within the specified areas. CES is not responsible for any loss, theft, 
or damage to your private vehicle or any private property. Courtesy and common sense in parking will help 
eliminate accidents, personal injuries, and damage to your vehicle and to the vehicles of other employees. 
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Section 6: Compensation 

6.1 Payroll & Direct Deposit 
 

CES' ancillary and non-exempt employees are paid twice per month – on the fifteenth and on the last workday of 
the month. If the fifteenth falls on a weekend, payday will be on the Friday preceding the weekend. Exempt and 
professional services staff are paid once per month on the last workday of the month. 

 
It is the employee's responsibility to make and keep current arrangements for direct payroll deposit to his/her 
financial institution, beginning at the time of employment. Both payroll and expense reimbursements will occur 
through direct deposit. 
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Section 6: Compensation 

6.2 Mandatory Deductions from Paycheck 
 

CES is required by law to make certain deductions from your paycheck. Among these are your federal, state and 
local income taxes and your contribution to Social Security and Medicare. These deductions are itemized on your 
check stub. The amount of the deduction depends upon your earnings and the information you furnished on your 
W-4 form. Other mandatory deductions that may be made from your paycheck, such as court ordered 
garnishments, will be explained whenever CES is ordered to make such deductions. 
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SECTION 6: COMPENSATION 

6.3 Overpayment/Underpayment of Earnings 
 

If you have been overpaid or underpaid in your paycheck, inform your supervisor immediately so that correction 
can be made. Any overpayment must be returned to CES in full upon request. 
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Section 6: Compensation 

6.4 Overtime & Compensatory Time Off 
 

Working overtime should occur only when authorized by your immediate supervisor, the Executive Director, or 
designee. Failure to monitor your time log in a manner to avoid overtime accrual, unless authorized, may result in 
disciplinary action, including the possibility of termination or discharge. 

 
Annually, non-exempt employees will be afforded the opportunity to choose to be compensated financially for 
overtime, or to receive compensation time in lieu of payment by completing the Compensatory Time in Lieu of  
Payment Form. Employees may change options at any time during the year by submitting the request in writing to 
the Human Resources Department. However, any changes made to Compensatory Time in Lieu of Payment Form 
takes effect on the day of the change and are not retroactive or applicable to any comp time previously earned. 
Compensatory time earned must be used prior to or in conjunction with any PTO requests. Additionally, 
compensatory time should be used prior to the end of each fiscal year. Any employee having a balance of 
compensatory time at the end of a fiscal year will be compensated monetarily for the balance remaining. 

 

(Reference CES Board Policy V.C.2., p. 53) 
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SECTION 6: COMPENSATION 

6.5 Make-up Time 
 

Make-up time is available to non-exempt employees under certain circumstances. It is available when 
circumstances result in late arrival, early departure, or absence within the workday. Make-up time is not an 
entitlement and employees are encouraged to use it judiciously and sparingly under the guidelines identified below. 
Employees who avail themselves of make-up time on more than an infrequent basis may have their access to 
make-up time denied. 

 
1. Make-up time may not be used more than once per week. 
2. Make-up time is minute for minute. Example: If you miss 35 minutes of work, your make-up time is 35 

minutes. 
3. Employees absent from work for no more than three (3) hours, but no less than ten minutes, excluding 

the lunch hour, may request to make up the time during the week in which the employee was absent 
from work. 

4. Make-up time is requested by submitting a Make Up & Comp Time Used Report to your immediate 
supervisor for approval before the time is made up. Failure to request make-up time will be considered 
PTO. 

5. To ensure that employees have an opportunity to eat lunch, only one-half of the lunch period may be 
used for make-up time. 

6. If an employee fails to make up the time, as approved, then the time not made up will be considered 
PTO. If the employee does not have accrued PTO available, the time taken off will be without pay. 

7. In addition to the one-half hour during lunch, time can be made up by arranging to arrive early or 
depart later than the usual work schedule. 
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SECTION 6: COMPENSATION 

6.6 Benefits 
 

CES makes available to its employees a broad array of employer-provided and employee-purchased benefits. 
Included among them are a Section 125 Cafeteria Plan, health insurance, employer provided life insurance, 
contributory life, retirement plan, dental, vision, education reimbursement, and supplemental benefits. Other 
benefits and coverage may be available. Refer to Section 9 for additional benefit details. Consult with the Human 
Resources Department for up-to-date information regarding benefits availability and eligibility. (See Section 7) For 
those people 
 
(Reference CES Board Policy –V.B.4.b, p. 40-41) 
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SECTION 7: BENEFITS 
 

7.1 Eligibility 

 
Eligibility for the benefits listed herein is dependent on a variety of factors. FTE, full or part-time employment, and 
job classification are all considerations in determining eligibility for benefits. Additionally, employees must meet the 
New Mexico Public Schools Insurance Authority (NMPSIA) eligibility requirements for employer provided medical 
insurance coverage for self and eligible family members. 
If you are unsure regarding your eligibility for any of the benefits listed, please contact the Human Resources 
Department. He/she can provide you with the information necessary to make informed decisions. The chart below 
will assist you in determining which benefits may be available to you: 

 

EMPLOYMENT 
BENEFITS 

 
FT 

 
PT 

 
ANC 

 
OCC 

Professional 
Services 

FICA, Medicare, 
Worker’s Compensation 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

Unemployment 
State and Federal 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

 
Yes 

Cafeteria Plan 
(IRS Sec. 125) 

 
Yes 

 
C 

 
C 

 
No 

 
No 

Health Insurance Yes C C No No 
Dental & Vision Insurance Yes C C No No 
Retirement 
(Employer Contribution)** 

 
Yes 

 
No 

 
No 

 
No 

 
No 

Retirement 
(Employee Contribution) 

 
Yes 

 
Yes 

 
Yes 

 
No 

 
No 

Paid Holidays Yes PRB No No No 
Paid Time Off (PTO) *Yes No No No No 

 
 

Legend:  
FT = Full-time Staff 
PT = Part-time Staff 
ANC = Ancillary Staff 
OCC = Occasional Staff 
PRB = Prorated Basis 

 C =  Available, but must meet criteria of plan 
* =   Based on the PRB of the individuals FTE basis 
** = Employer match is 1.56962 of the employee’s contribution applied to a maximum of 8% of gross income 

 
(Reference CES Board Policy V.B.4.b, p. 41) 
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SECTION 7: BENEFITS 

7.2 Cafeteria Plan (Sec. 125) 

 
An IRS Section 125 plan, otherwise known as a Cafeteria Plan, permits employees to pay premiums for certain types 
of benefits on a pre-tax basis. The premium amount is not subject to federal and state withholding, social security 
and Medicare taxes. 

 
Employees who meet eligibility requirements may participate in the Cafeteria Plan. All eligible employees must elect 
to participate, or not, by completing either an enrollment form or a waiver of benefits form within thirty (30) days of 
the date of employment. Continued participation in the CES Cafeteria Plan, or opting out of the plan, must be 
declared annually by each employee by completing either an enrollment form or a waiver of benefits form. 
With certain qualifying events, an employee may adjust their Cafeteria Plan participation during a plan year. Open 

  enrollment occurs in August of each year, with the “plan” year running from September 1st through August 31st. 
  Check with the Human Resources Department to determine your eligibility for this coverage. 
 

(Reference CES Board Policy V.B.4.b(1), p. 40-42) 
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SECTION 7: BENEFITS 

7.3 Life Insurance 
 

Non-Contributory Life Insurance 
 

Eligible CES employees are covered by NMPSIA with a $50,000 group term-life insurance policy. This policy is not 
transferable and is in effect only during employment with CES. 

 
Contributory Life Insurance 

 

Eligible CES employees may purchase additional group term-life insurance coverage. The amount of coverage 
available to each employee varies according to salary. Consequently, to determine the exact amount of coverage 
available to you, you should contact the Human Resources Department for more information. 

 
Contributory group term-life insurance is in effect only during the period of employment with CES. 
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SECTION 7: BENEFITS 

7.4 Group Health Insurance 
 

Employees that meet NMPSIA criteria will be offered health insurance for self and eligible family members. Check 
with the Human Resources Director to determine your eligibility for this coverage. 
 
(Reference CES Board Policy V.B.4.b(2)(a), p. 42) 
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SECTION 7: BENEFITS 

7.5 Dental/Vision 
 

Employees that meet NMPSIA criteria will be offered dental and vision insurance for self and eligible family 
members. Employees who opt for vision insurance coverage must participate in the plan for at least two years. 
Check with the Human Resources Department to determine your eligibility for this coverage. 

 
(Reference CES Board Policy V.B.4.b(4), p. 42 )  
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SECTION 7: BENEFITS 

7.6 Coverage during Extended Leave 
 

Employees on extended leave who wish to continue their medical, dental, vision and/or contributory life insurance 
coverage must make payment in the amount of the full monthly premium to the Human Resources Department by 
the first of each month. Failure to do so may result in cancellation of coverage. 
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SECTION 7: BENEFITS 

7.7 Changing Insurance Coverage 
 

Employees wishing to switch insurance carriers and/or alter coverage must plan during open enrollment in August. 
Any changes made during the open enrollment period will take effect on January 1st of next year. 
Employees who no longer wish to take part in their medical, dental, vision, and/or life insurance plans must 
complete a Change Card Form. Certain coverages, like vision, may require a minimum enrollment period. The 
Change Card Form and information about disenrollment may be obtained from the Human Resources Department. 
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Section 7: Benefits 

7.8 Supplemental Benefits 
 

CES offers a few supplemental benefits to eligible employees. Among these benefits are included accident, cancer, 
short-term disability, critical care, and others. If you are interested in the full array of supplemental benefits, please 
consult with the Human Resources Department for details of coverage and enrollment. 
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SECTION 7: BENEFITS 

7.9 Employee Retirement Savings Program 
 

Full-time, part-time, and ancillary employees may participate in a 403(b)retirement savings program or a 457(b) 
deferred compensation plan under the terms and conditions as sponsored by CES. The amount of employer 
matching contribution varies by employee classification. For more information you may refer to the benefits chart 
in Section 7.1 or contact the Human Resources Department. 

 
(Reference CES Board Policy V.B.4.b(3), p. 41)  
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Section 7: Benefits 

7.10 Employer Funded Retirement Program 
 
 

CES provides a 401(a)-retirement plan for full-time Office Staff. The plan is 100% funded by CES. Contributions are 
made on behalf of full-time Office Staff employees regardless of whether they are enrolled in CES’ 403(b) 
retirement plan or CES’ 457(b) Deferred Compensation plan. 

 
Contributions to the 401(a) plan will be as follows: 

 
• Full-time Office Staff employees, less than 5 years, with an annualized wage rate of $60,000 or less will receive 

a contribution equal to 4% of the employee’s previous quarter’s gross earnings semi-annually. 
 

• Full-time Office Staff employees, less than 5 years, with an annualized wage rate of more than $60,000 will 
receive a contribution equal to 1% of the employee’s previous quarter’s gross earnings semi-annually. 
 

• Full-time Office Staff employees with greater than 5 years of experience, fully vested, with an annualized 
wage rate of $60,000 or less will receive a contribution equal to 4% of the employee’s previous quarter’s gross 
earnings on a quarterly basis. 

 
• Full-time Office Staff employees with greater than 5 years of experience, fully vested, with an annualized 

wage rate of more than $60,000 will receive a contribution equal to 1% of the employee’s previous quarter’s 
gross earnings on a quarterly basis.  

 
Full-time Office Staff employees with an annualized 

 
An employee accrues 20% vestment each year and becomes fully vested in the retirement plan upon completion of 
five full consecutive years of employment based on the employee’s anniversary date of employment. Should an 
employee leave CES’ employment prior to his/her 5-year anniversary, the employee will receive the vested 
percentage of the balance in their account. The investment options for employees who are not 100% vested will be 
determined solely by CES. When an employee becomes 100% vested, the employee will then be responsible for 
making his/her own investment decisions. 
 
When a vested employee leaves CES’ employment, vested contributions belong to the employee and may be 
transferred or utilized according to IRS regulations. 

 
If you require additional information, please contact the Human Resources Director.
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SECTION 7: BENEFITS 

7.11 Education Reimbursement 
 

CES may provide limited reimbursement for approved education expenses. The amount budgeted for 
reimbursement will be decided annually. Classes must be taken from an accredited institution, and classes must 
offer degree or certification credit. Employees shall schedule classes during non-working hours unless otherwise 
authorized by the Executive Director. Ordinarily, only courses that are related to an employee’s job or enhance an 
employee’s skill or knowledge for the purpose of providing greater value to CES, are considered for reimbursement. 
Applications for education reimbursement are available from the Human Resources Department. 
 
(Reference CES Board Policy V.B.4.b(5), p. 42) 
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SECTION 8: HOLIDAYS 

8.1 Staff Holidays 
 

CES observes the following paid holidays: New Year’s Day, Martin Luther King Day, President’s Day, the Friday 
immediately preceding Easter, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, the Friday 
immediately following Thanksgiving Day, Christmas Eve Day, and Christmas Day. 

 
(Reference CES Board Policy V.C.3.i(1), p. 56) 
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SECTION 8: HOLIDAYS 

8.2 Winter Holiday 
 

Between December 15th and January 15th of each year, full-time office employees are provided with an added 
three (3) days off with pay. Part-time office employees will receive that part of the three (3) days that is equal with 
their FTE. Office employees may take these days at any time during the above period as approved by the Executive 
Director and/or supervisor. These three days, or any part thereof, do not accrue as PTO, nor are they convertible 
to any other type of leave. 
 
(Reference CES Board Policy V.C.3.i(2), p. 56) 
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Section 9: LEAVES 

9.1 General Provisions 
 

There are several leaves available to CES employees; however, except for PTO, voting leave, jury duty leave, and 
bereavement leave, no other leaves are available to new employees for the first ninety days of employment. 
Management may, at its discretion, require verification or certification of the need for some leaves. Misuse or 
abuse of leave is grounds for disciplinary action, up to and including termination. 
Employees who are on extended leave without pay and wish to continue insurance benefits must submit payment 
by check to the Human Resources Department no later than the first working day of each month. Failure to make 
timely payment may result in suspension or termination of benefits. 

 
(Reference CES Board Policy V.C.3.a(2), p. 53) 
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Section 9: LEAVES 

9.2 Bereavement (Funeral) Leave 
 

CES employees are granted upon request, bereavement leave with full pay for up to three (3) days for each 
occurrence of the death of the employee's immediate family. The immediate family is defined as the employee’s 
spouse or domestic partner, mother, father, son, daughter, sister, brother, grandmother, grandfather, aunt, and 
uncle. An employees’ step kin and in-laws are also included for the purpose of bereavement leave. For part-time  
employees, bereavement leave will be paid for leave occurring during the employee’s regularly scheduled work 
hours or days. If the death is of a spouse or domestic partner, parent or child, the employee will be allowed an 
additional two days for a total of five (5) days of paid leave. Bereavement leave, under this policy, does not count 
against the employee’s PTO leave. 

 
(Reference CES Board Policy V.C.3.b, p. 54) 
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Section 9: LEAVES 

9.3 Jury Duty 
 

Jury duty leave with pay will be provided to employees called to jury duty based on their established work schedule. 
If the employee takes Jury duty leave and is reimbursed by the Court for anything other than mileage/per diem, the 
employee will surrender that payment to CES. Jury leave, under this policy, does not count against the employee’s 
PTO leave. 

 
(Reference CES Board Policy V.C.3.e, p. 55) 
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Section 9: LEAVES 

9.4 Paid Time Off (PTO) 
 

PTO (Paid Time Off) begins to accrue at once upon employment. PTO is to be used for reasons determined by the 
employee. However, for absences other than personal illness, illness of a family member, emergency, or court 
ordered appointment, employees must submit a Request for Leave Form to their supervisor for approval and 
signature prior to the taking of leave in the event of unforeseen absences are Request for Leave forms completed 
after the leave has been taken. 
While CES does not provide sick leave as a benefit for employees, employees may use available PTO for absences 
due to illness. An employee taking PTO for three or more consecutive days must either provide a doctor’s excuse or 
court order for all days missed or have the prior approval of the Executive Director.  

 
 

PTO is accrued at the end of the month on a prorated basis for full-time employees (0.8 FTE or greater). The 
maximum amount of PTO that can be earned is 320 hours. Once this limit is reached, no more PTO hours can be 
accrued. However, if PTO hours are used, it is possible to start earning and accruing PTO hours again until the 320-
hour limit is reached once more. Based on longevity, CES employees can earn more PTO days per year as shown 
below. The longevity increases occur on the employee’s anniversary date. 

 
Years 0-5: 176 hours per year 
Years 6-10: 192 hours per year 
Years 11+: 208 hours per year 

 
Employees that work less than 12 months receive the following: 
 

     88 hours of PTO yearly 
     Ten (10) paid Holidays 

 
Employees may elect on an annual basis to place an amount not to exceed one hundred (100) hours of their 
current PTO accrual balance in a tax-sheltered account approved by the Executive Director, or they may elect to 
contribute this amount toward their CES retirement account. Upon resignation or termination, an employee is 
entitled to be paid for a maximum of 120 hours of their current PTO accrual balance. 

 
(Reference CES Board Policy V.C.3.a(4,5), p. 53-54) 
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SECTION 9: LEAVES  

9.5 Sick Leave 
 

While CES does not provide sick leave as a benefit for employees, employees may use available PTO for absences due 
to illness. An employee taking PTO for three or more consecutive days must provide a doctor’s excuse. or  has the 
prior approval of the Executive Director.  
 
(Reference CES Board Policy V.C.3.a(3), p. 53) 
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Section 9: LEAVES 

9.6 Medical appointments 
 

Everyone, at one time or another, must take time off from work for medical appointments. It can sometimes be 
difficult to make appointments at times that do not interfere with work. Nevertheless, to the degree possible, 
employees are encouraged to make appointments at times that do not conflict with your work schedule. If that is 
not possible, it is important to inform your immediate supervisor of the appointment as soon as possible and seek 
leave approval to avoid any conflict with other planned, work-related activities. PTO shall be used for any time off 
taken for medical appointments unless other arrangements have been made. 

 
(Reference Board Policy V.C.3.a(3), p. 53) 
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Section 9: LEAVES 

9.7 Voting Leave 
 

CES adheres to the current voting laws in allowing employees time to vote. Early voting is encouraged.  
 
(Reference CES Board Policy V.C.3.f, p. 55) 
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Section 9: LEAVES 

9.8. Family and Medical Leave (FMLA) 
 

To be eligible for leave under the Act, an employee must have worked for CES for at least 12 months and must have 
worked at least 1,250 hours during the 12-month period immediately preceding the start of family or medical 
leave. Eligible employees are allowed up to twelve weeks of unpaid leave per year during any twelve- month period 
for the following reasons: 
 

• the birth of a child and to care for the newborn child within one year of birth; 
• the placement with the employee of a child for adoption or foster care and to care for the newly 

placed child within one year of placement; 
• to care for the employee’s spouse, child, or parent who has a serious health condition; 
• a serious health condition that makes the employee unable to perform the essential functions of his 

or her job 
An employee who is granted FMLA leave for his/her own serious health condition must submit a Certification of 
Fitness for Duty form, completed by the employee’s health care provider, which certifies that the employee is fit for 
duty (with or without restrictions) prior to returning to work. 

 
Qualifying Exigency Leave (FMLA) 
FMLA may be taken for any qualifying exigency arising out of the fact that a covered military member is on active 
duty or called to active-duty status. Qualifying Exigency Leave allows eligible employees who are family members 
of a covered military member to take FMLA leave to address the most common issues that arise when a covered 
military member is deployed. Examples of a qualifying exigency include: 

 
• Issues arising from a covered military member’s short notice deployment (i.e., deployment on 

seven or less days of notice) for a period of seven days from the date of notification; 
• Military events and related activities, such as official ceremonies, programs, or events 

sponsored by the military or family support or aid programs, and informational briefings 
sponsored or promoted by the military, military service organizations, or the American Red 
Cross; 

• Certain childcare and related activities arising from the active duty or call to active duty status of 
a covered military member, such as arranging for alternative childcare, providing childcare on a 
non-routine, urgent, immediate need basis, enrolling or transferring a child in a new school or 
day care facility, and attending certain meetings at school or a day care facility if they are 
necessary due to circumstances arising from the active duty or call to active duty of the covered 
military member; 

• Making or updating financial and legal arrangements to address a covered military member’s 
absence. 
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• Attending counseling provided by someone other than a health care provider for oneself, the 

covered military member, or the child of the covered military member, the need for which arises 
from the active duty or call to active-duty status of the covered military member; 

• Taking up to five days of leave to spend time with a covered military member who is on short- 
term temporary, rest and recuperation leave during deployment 

• Attending to certain post-deployment activities, including attending arrival ceremonies, 
reintegration briefings and events, and other official ceremonies or programs sponsored by the 
military for a period of 90 days following the termination of the covered military member’s 
active-duty status, and addressing issues arising from the death of a covered military member; 
and 

• Any other event that the employee and employer agree is a qualifying exigency. 
 
 

Military Caregiver Leave (FMLA) 
Eligible employees are allowed up to twenty-six workweeks of unpaid leave during a single 12-month period to care 
for a covered service member with a severe injury or illness if the eligible employee is the service member’s spouse, 
son, daughter, parent, or next of kin. 

 
An employee seeking FMLA leave for a foreseeable reason, such as the birth or placement of a child, or for planned 
medical treatment, shall provide CES with at least 30 days advance notice of the leave. If the reason for seeking 
leave was unforeseeable, the employee shall give such notice as is practical. 

 
Eligible employees wishing to take FMLA leave may obtain an FMLA Request for Leave form (see page 118) from 
their immediate supervisor or the Human Resources Department. Once completed, the form should be returned to 
the Director of Human Resources. For more information regarding FMLA go to http://www.dol.gov/whd/fmla/. 

 

(Reference CES Board Policy V.C.3.g., p. 55) 
 
 

Return to Table of Contents 

http://www.dol.gov/whd/fmla/


CES Administrative Regulations 

98 

 

 

 

Section 9: LEAVES 

9.9 Military Training Leave 
 

Full-time employees with military training obligations shall be granted leave without pay, not to exceed thirty 
working days in any calendar year, for the discharge of such obligations. Employees must provide at least a thirty-
day advance notice to the Executive Director 

 
(Reference CES Board Policy V.C.3.c., p. 54) 
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Section 9: LEAVES 

9.10. Military Leave 
 

Full-time employees will be entitled to a military leave of absence without pay for service with the armed services 
of the United States. If, and when, an employee formerly on Military Leave is eligible to return to active 
employment, seniority and benefits will be reinstated as if no leave had occurred. To exercise the above rights an 
employee must apply to the CES Executive Committee for re-employment within 90 days following an honorable 
discharge or release from duty. 

 
(Reference CES Board Policy V.C.3.d., p. 54-53) 
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Section 9: LEAVES 

9.11. Community Service Leave 
 

CES supports its office staff employees who wish to devote time to charitable organizations, or for the benefit of 
the public or its institutions. To that end, CES will provide compensated release time from work for this purpose not 
to exceed four hours per month per employee for an aggregated total not to exceed forty (40) hours per fiscal year. 
Compensation is only for time absent from work and may not be taken in increments of less than one hour. Any 
unused hours may not be accumulated. Compensation for this type of leave may not be used towards an 
employee’s forty (40) hour weekly base to establish entitlement to overtime. 

 
A request for community service leave must be submitted to the Executive Director and immediate supervisor for 
approval at least one week prior to the employee’s absence. Approval of the leave will be dependent on: 

 
1. The employee being caught up on work and responsibilities, 
2. The employee’s absence not imposing a hardship on CES or employee’s department, 
3. The employee providing a completed Community Service Leave Request Form, and 
4. Submission of a Community Service Confirmation Form upon conclusion of the leave. 

 

(Reference CES Board Policy V.C.3.j., p. 56) 
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SECTION 10: SEPARATION OF EMPLOYMENT 

10.1 Voluntary Termination 
 

If you are non-exempt staff, you are employed as an at-will employee. As an at-will employee, you may end your 
employment at any time without notice. However, if you wish to leave CES as an employee in good standing, it is 
recommended that you provide at least two weeks’ notice of your resignation. 
If you are an exempt employee, the terms of voluntary termination are dictated by your individual contract and 
board policy. 
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SECTION 10: SEPARATION OF EMPLOYMENT 

10.2 Involuntary Termination/Discharge 
 

If you are non-exempt staff, you are employed as an at-will employee. As an at-will employee, you may be 
involuntarily terminated for any reason deemed sufficient, or no reason. An employee who is involuntarily 
terminated is provided two weeks advance notice, or two weeks’ salary in lieu of notice. 

 
If you are an exempt employee, involuntary termination may occur only for cause during your employment 
contract term or by non-renewal of your employment contract. 

 
(Reference CES Board Policy V.B.21.b., p. 51) 
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SECTION 10: SEPARATION OF EMPLOYMENT 

10.3 Non-Reemployment 
 

Neither exempt nor non-exempt employees have any expectation of reemployment from year-to-year. 
Reemployment is dependent on a variety of factors including, but not limited to, employee performance; budgetary 
needs; program implementation; restructuring; or elimination of programs. 
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SECTION 10: SEPARATION OF EMPLOYMENT 

10.4 Return of CES Property 
 

At the time of separation from employment, all CES property must be returned. This includes keys, equipment, 
computer hardware or software, and assessment materials. Also, employees must make available all usernames 
and passwords for computer files and any storage devices containing CES proprietary information. 
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SECTION 10: SEPARATION OF EMPLOYMENT 

10.5 Post-Employment Inquiries 
 

Information provided to prospective employers about your work history at CES will be limited to job title, years 
worked, and salary at the time of separation. Any other information, including employee recommendations, will be 
provided only as required by law, rule, regulation, or as authorized by the employee by completion and submission 
of the Employee Inquiry Authorization form to the Human Resources Department. 
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SECTION 10: SEPARATION OF EMPLOYMENT 

10.6 Unemployment Compensation 
 

     Among the benefits provided by CES to its employees is unemployment compensation insurance. 
Unemployment compensation is designed to reduce the negative fiscal impact experienced when an 
employee’s employment is terminated through no fault of their own. Not everyone under every circumstance is 
eligible to collect unemployment compensation. To determine eligibility, you may contact the New Mexico 
Department of Workforce Solutions. 
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SECTION 10: SEPARATION OF EMPLOYMENT 

10.7 COBRA 
 

The Consolidated Omnibus Budget Reconciliation Act of 1985 (or COBRA) is a law passed by the U.S. Congress that 
mandates an insurance program giving some employees the ability to continue health insurance coverage after 
leaving employment. To determine if you are eligible for COBRA insurance coverage upon separation from 
employment with CES, check with the Human Resources Department. 

 
Upon separation from employment with CES, the NMPSIA (New Mexico Public School Insurance Authority) will 
provide you with the forms necessary to avail yourself of benefits under COBRA. For more information about 
COBRA, go to http://www.dol.gov/dol/topic/health-plans/cobra.htm. 

 
 

Return to Table of Contents 

http://www.dol.gov/dol/topic/health-plans/cobra.htm


CES Administrative Regulations 

108 

 

 

 

SECTION 10: SEPARATION OF EMPLOYMENT 

10.8 HIPAA 
 

The Health Insurance Portability and Accountability Act of 1996 (HIPAA) was adopted to ensure health insurance 
coverage after leaving an employer and to provide standards for facilitating healthcare related electronic 
transactions. Advances in electronic technology can compromise or erode the privacy of health information. 
Consequently, Congress incorporated into HIPAA provisions that mandated adoption of federal privacy protections 
for certain individually identifiable health information. 
Upon separation from employment with CES, the NMPSIA (New Mexico Public School Insurance Authority) will 
provide you with the forms necessary to avail yourself of your rights under HIPAA. For more information about 
HIPAA, go to http://www.hhs.gov/ocr/privacy/. 
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SECTION 11: CREDIT CARDS 
  

11.1 Restriction on Third-Party Vendor Usage in Credit Card Transactions  
 

Policy Statement:  
Employees are prohibited from using credit cards issued by CES for transactions conducted through third-party 
vendors, including hotel booking platforms (e.g., hotel.com, expedia.com). All credit card transactions must be 
directly conducted with the merchant or service provider.  

 
Policy Guidelines:  
1. All credit card transactions must be initiated directly with the merchant or service provider.  
2. Employees should refrain from using credit cards for bookings, reservations, or purchases through third-party 
vendor platforms.  
3. If a merchant or service provider needs online transactions, employees should use the official website or authorized 
channels of the respective entity.  
4. Any exceptions to this policy must be approved by the Business Department. 

 
Return to Table of Contents 
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SECTION 11: CREDIT CARDS 
 

11.2 Receipt Documentation Requirement for Credit Card Expenditures  
 

Policy Statement:  
All employees using company-issued credit cards are required to maintain receipts for all expenditures made using 
the credit card. Failure to provide receipts may result in disciplinary action.  

 
Enforcement and Consequences:  
1. First Offense: Verbal Warning  
- A verbal warning will be issued to the employee for the initial failure to provide receipts.  
- The employee will be reminded of the importance of following the receipt documentation requirement.  
2. Second Offense: Written Warning  
- A written warning will be issued for a second instance of failure to provide receipts. - The written warning will 
include specific details of the violation and emphasize the consequences of repeated non-compliance.  
3. Third Offense: Credit Card Suspension  
- If an employee commits a third offense of not providing receipts, their credit card privileges will be suspended.  
- The credit card suspension will be in effect for a specified period, during which alternative payment methods should 
be utilized. 
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SECTION 12: FORMS 
 

Request for Leave 

Beginning Date    ________________ 

Ending Date   

 
 

Time   

Time   

 

HOURS REQUESTED TYPE OF LEAVE 

PTO ( sick leave) 

Other( ) 
 

PTO INCREMENTS 
 

0:01 minute to 0:15 minutes = 0.15 min 

0:16 minutes to 0:30 minutes = 0.5 hr 

0:31 minutes to 0:45 minutes = 0.45 min 

0:46 minutes to 0:60 minutes = 1.0 hr 

 
 
 

Employee Signature Date 
 
 

Supervisor Approval Date 
 
 

Entered into calendar Date 
 
 

Entered into leave database / Approved Date 
 
 

Entered into payroll Date 
 
Return to Table of Contents 
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SECTION 12: FORMS 
Employee Inquiry Authorization Form 

 
Employee Inquiry Authorization Form 

 

 
By my signature below, I authorize CES management to provide to any prospective employer any information 
requested which is related to my employment at CES. This information may include, but is not necessarily limited 
to; references, recommendations, salary history, job title, job duties, years of employment, and/or performance 
assessments. This information may not include the dissemination of any information limited, regulated, or 
prohibited by law, rule, or regulation. Furthermore, I release CES and its employees, current and former, from any 
liability from any harm to me resulting from the release of such authorized information. I also understand that CES 
and its employees have no control over how prospective employers will use any information provided. 

 
 
 
 
 

Employee Signature Date 
 
 

Return to Table of Contents 
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SECTION 12: FORMS 
Pledge to My Colleagues 
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SECTION 12: FORMS 
Make Up & Comp Time Used Report 
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SECTION 12: FORMS 
Compensatory Time in Lieu of Payment 

 
COMPENSATORY TIME IN LIEU OF PAYMENT 

FOR OVERTIME WORKED 
Fiscal Year 2024-2025 

 
I, the undersigned of my own free will, agree to accrue compensatory time in lieu of receiving payment for any 
overtime that I work. I also understand that compensatory time is calculated in accordance with the Fair Labor 
Standards Act. 

 
 

This agreement will remain in effect until I terminate it. 
 
 
 

I understand that I may terminate this agreement at any time, with written notice, to my supervisor, for 
compensatory time in lieu of payment for overtime worked. Any compensatory time accrued prior to the written 
termination notice will remain as compensatory time and is not subject to payment. All compensatory time must 
be used by June 25th of each fiscal year. 

 

 
I also understand that any accrued compensatory time must be exhausted prior to using PTO. 

 
 
 
 
 
 
 
 
 

Employee’s Signature Date 
 
 
 

Employee’s Printed Name 
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SECTION 12: FORMS 
Weekly Expense Report 
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SECTION 12: FORMS 
Employers’ First Report of Injury or Illness 
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SECTION 12: FORMS 
FMLA Leave Request Form (Cover page only – Request complete form from Human Resources) 
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SECTION 12: FORMS 
Fitness for Duty Form 
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Section 12: Forms 
Technology – Acceptable Use 

CES’ Technology 
Acceptable Use Regulation 

 

Purpose of Regulation 
This acceptable use regulation is intended to provide CES employees the guidelines necessary to utilize CES’ 
technology systems, hardware, and software in a manner that does not compromise the integrity of the network, 
nor does it in anyway jeopardize the security of any component of the network. The purpose of CES’ entire 
technology network is to provide employees with the tools necessary to effectively and efficiently conduct their 
duties during the workday. To that end, it is the responsibility of every employee to utilize all hardware, systems 
and network within the established parameters established by this regulation. The guidelines included in this 
regulation are not exhaustive or all inclusive. Items may be added or removed as deemed necessary to maintain 
the integrity of CES’ networks and technology systems. 

 

Network Access 
1. Computers are the sole use of our employees to engage in company business. Do not allow non- 
employees to have access to CES computers under any circumstances. Do not leave open laptops, 
keyboards, mice or other input devices where non-employees can access them without your knowledge. 

 
2. As an employee, CES will provide you with a distinct username and password. These are for your use 
only. Do not share your username or password with any other person -- including other employees. Do 
not give fellow employees access to a computer when it is logged in under your name. 

 
3. Under no circumstances shall a personal computer or laptop be used to access, or attempt to access, 
the network without prior approval of the Director of Technology. 

 
 

E-mail: 
1. CES will provide you with an e-mail address [yourname@ces.org].This is for official use only. Do not 
use this address to send or receive e-mail that does not pertain directly to CES business. 

 
2. Do not use CES’ computers and company email to send or receive personal e-mail. All e-mail 
messages sent or received through CES computers are subject to review by management. All messages 
are retained for 7 years and subject to requests for information. 

mailto:yourname@ces.org
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3. All e-mails sent from CES computers and/or using a CES e-mail address shall utilize appropriate e-mail 
etiquette. Profanity, ethnic slurs, name-calling, sexual harassment or antagonistic/unprofessional 
communication of any kind will not be tolerated. 

4. Employees should be aware that, whenever you send or receive an e-mail message, some sort of 
record exists -- despite efforts to delete such information. 

5. Hackers routinely use e-mail and e-mail attachments to distribute destructive programs throughout 
the Internet and to commit identity theft by tricking e-mail recipients into divulging personal 
information. This can have consequences for you, personally, as well as for CES. Therefore, do not open 
any e-mail attachment unless you are certain of the sender’s identity; it is an attachment you specifically 
requested the sender mail to you; and you are familiar with the file format and know that it cannot 
possibly contain any destructive programming (example: Adobe Acrobat PDF files). 

6. Be aware that Microsoft Word (*.docx) and Excel (*.xlsx) files can contain harmful programs called 
macros. Even if such documents appear to come from a legitimate source, be aware that they could 
have been mailed without the sender’s knowledge. Again, do not open any Microsoft Office documents unless they 
are ones you specifically asked the sender to forward to you. 

 
7. Under no circumstances should employees open files with the extension *.vb, *.bat, *.zip(unless you 
requested a zip file) or *.exe. These are almost always viruses. 

 
8. Do not forward or send e-mail from your home computer—or any other PC—to a CES e-mail address 
if it contains attachments or pictures. We understand you may have come across something you think is 
important to share with co-workers. What you are really sending, however, may be a message with a 
virus or other harmful programming attached. Don’t do it. 

 
9. Be suspicious of any e-mail that appears to be from a bank or credit company asking you to go online 
to confirm personal account information -- no matter how authentic it looks. These counterfeit 
messages are employing a tactic known as phishing and are designed to trick you into divulging credit 
card and Social Security numbers, usernames, passwords, etc., in order to commit identity theft. 
Legitimate companies do not ask for this information via e-mail. 

 

Internet 
The Internet provides access to a wealth of information. The Internet can also present the user with access to data 
that may be harmful to CES’ network. Websites that appear entirely legitimate can be the source of viruses, Trojan 
horses, worms, and other threats that can quickly and irrevocably compromise CES’ technology systems. New 
threats are being developed every day, so it is imperative that employees remain cognizant and vigilant to the 
potential hazards that CES’ network may be subjected to by indiscriminate use of the Internet. 

 
1. The Internet should be used for legitimate work-related tasks. 
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2. Once your task is complete, log-off the Internet by closing your browser. 
 

3. It is not permissible to conduct personal business on the Internet with the use of CES’ equipment. 
 

4. Downloads of videos, music or other non work-related media, content and files are not permitted 
and may result in disciplinary action. However, a small portion of CES’ bandwidth has been 
allocated for the streaming of Internet radio. The use of Internet radio is permitted for quiet 
enjoyment throughout the workday. Employees are advised to exercise good judgment on song 
and station selection. Any music, from the Internet or otherwise, needs to be unobtrusive and 
inoffensive to co-workers and customers of CES. Supervisory discretion will be exercised in cases 
where music selection has been called into question. 

 
 

Since the entire network’s systems, hardware, and software are the property of CES or leased by CES, all work 
product which includes, but is not limited to, documents, e-mails, downloads, purchased applications and software, 
and voicemails generated by employees directly, or as a result of activities during the execution of their duties are 
also the property of CES. As such, the management of CES reserves the right to inspect, review, copy, and 
reproduce any employee generated documents, e-mail, Internet use, phone conversations, and CCT (closed circuit 
television) recordings. Employees should understand that while using CES’ systems hardware and network, there 
can be no expectation of privacy on the part of employees. Misuse of CES’ technology systems may be grounds for 
disciplinary action, including the possibility of termination. 

 
 

Return to Table of Contents 
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Section 12: Forms 
Community Service Leave Request Form 

CES Community Service Leave Request 
Form 

Request submitted by:   
 

 
Today’s Date Name of Public Institution or Charitable Organization 

 
Leave Dates Requested Hours 

 
 

Date From (a.m. – p.m.) - To (a.m. – p.m.) 
 
 

Date From (a.m. – p.m.) - To (a.m. – p.m.) 
 
 

Date From (a.m. – p.m.) - To (a.m. – p.m.) 
 
 

Date From (a.m. – p.m.) - To (a.m. – p.m.) 
 
 

Date From (a.m. – p.m.) - To (a.m. – p.m.) 
 
 

Total Hours Requested 
Employee’s Signature 

 

 
 Check One  

  Approved ( ) 
Immediate Supervisor 

Denied ( )    
Date 

 
  Approved ( ) 

Executive Director 

 
Denied ( ) 

 
   

Date 
 
 

Return to Table of Contents 



Appendix - Forms 

124 

 

 

 

SECTION 12: FORMS 

Community Service Leave Confirmation Form 

CES Community Service Leave 
Confirmation Form 

 

By signature below, I certify that has provided 
CES Employee Name 

uncompensated service to on the following 
Name of Public Institution or Charitable Organization 

dates and times. 
 
 
 

Dates Service Provided Hours 
 
 

Date From (a.m. – p.m.) - To (a.m. – p.m.) 
 
 

Date From (a.m. – p.m.) - To (a.m. – p.m.) 
 
 

Date From (a.m. – p.m.) - To (a.m. – p.m.) 
 
 

Date From (a.m. – p.m.) - To (a.m. – p.m.) 
 
 

Date From (a.m. – p.m.) - To (a.m. – p.m.) 

Total of Service Hours 

 

 
 
 

Name of Organization Representative – Please Print Signature 
 
 

Title Phone # 

Return to Table of Contents 
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SECTION 12: FORMS 

AR Acknowledgement and Receipt Form 

CES Administrative Regulations 
Acknowledgment and Receipt 

 
I have received a copy of CES’ Administrative Regulations (AR’s). In addition to my copy, I am aware that an up-to-
date copy of CES’ AR’s is available on the CES website (www.ces.org). CES’ AR’s describe important information about 
CES, its procedures, and policies. I understand that I should consult with my manager or Human Resources regarding 
any questions I may have regarding the AR’s. 
 
This compilation of AR’s supersedes any and all prior practices, oral or written representations, or statements 
regarding the terms and conditions of my employment with CES. I understand that, except for employment-at-will 
status, any AR’s may be changed at any time by CES. Any policies referenced in the AR’s may also be changed by 
action of the CES Board of Directors. All such changes will be communicated through official channels such as staff 
meetings, written memos, and/or e-mail. I 
understand that any revised AR’s may supersede, modify or eliminate existing practices or procedures. 
By signature below, I confirm that I have received a copy of CES’ Administrative Regulations, and I understand that it 
is my responsibility to read and comply with the rules and regulations contained in this compilation and any revisions 
made to it. 

 
 
 
 

Employee’s Signature 
 
 

Employee’s Name (Print) 
 
 

Date 
 
 

ORIGINAL PLACED IN EMPLOYEE’S PERSONNEL FILE 
 

Return to Table of Contents 
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