	 PRIVATE 
NEW MEXICO SCHOOL FOR  THE BLIND AND VISUALLY IMPAIRED 
	SUBJECT:  No.  236
Hours of Work

	 Effective date:  4/3/08
	Revised: 2/20/14


	 Distribution:  All Staff
	 Kind:  Board Policy


GENERAL POLICY
The purpose of this policy is to establish working hours for the New Mexico School for the Blind and Visually Impaired as required by work load and job classification for the efficient management of personnel resources.

WORK WEEK
The payroll work week is Saturday through Friday.  The work week for employees may vary depending upon job classification and job assignment.
TIMEKEEPING

Federal and state laws require NMSBVI to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is time actually spent on the job performing assigned duties.

Employees are required to clock in at the beginning and end of their shift, as well as the beginning and ending time of each meal period and/or break period for those positions as designated.  Employees who leave work for any reason during the work day must obtain permission from their Supervisor and clock in and/or out for the period of time away from work.

Employees will clock in and/or out at the beginning and ending time for work being performed in another department other than their home department.  Employees are also required to clock in and/or out for meal periods during mandatory trainings, as well as other work related activities. Time cards may be used for those departments that are field workers.
It is the employee’s responsibility to review their time records and ensure the accuracy of all time recorded. The supervisor will review and sign as a verified record for submission to payroll prior to payroll processing.

Altering, falsifying, tampering with time records, or recording time on another employee's time record may result in disciplinary action, up to and including termination of employment.

HOURS OF WORK

The work day shall consist of specified hours of work with a paid or unpaid meal period.  The schedule of hours for employees shall be determined by the Supervisor where assigned.  The work day for employees may vary depending upon job classification and job assignment.  

When it is necessary for an employee to be absent, the employee must notify the Supervisor or designee in advance of his or her absence and the duration.  In the event that no advance notice can be given, employees are required to notify the Supervisor one hour prior to the start of their shift.

Administrative offices must by be covered by the appropriate staff between the hours of 8:00 a.m. to 5:00 p.m. Monday through Friday of any work day unless an abbreviated schedule has been authorized by the Superintendent or designee.  The work day schedule for employees may be adjusted by the Supervisor or Superintendent to accommodate the work load as needed.


EXEMPT
Administrators, managers, instructors and other certified employees are classified as professionals.  Directors of NMSBVI are expected to be available whenever needed.

Instructional certified staff will be required to report for work according to the requirements of their department, but at least 10 minutes prior to the arrival of students 

From time to time, a certified staff work day may be extended as deemed necessary.  Certified staff may request time off not to exceed two (2) hours per day for personal matters or illness as necessary.  A Leave and Overtime Request form must be submitted for available accrued leave for absences in excess of two (2) hours.

MEALS

All exempt employees are encouraged to take a daily maximum of sixty (60) minutes meal period.  Exempt staff are required to clock in and/or out for periods when the employee is physically away from the work premises.

NONEXEMPT
Full-time support staff (i.e. administrative, education assistants, etc.) work an eight (8) hour day, forty (40) hour work week. An educational assistant assigned to the ECP program is considered full-time if their contract establishes a thirty-five (35) hour work week for them.  A Leave and Overtime Request form must be submitted for time less than forty (40) hours of work.

Classified employees may be required to work overtime whenever it is deemed necessary by their supervisor.  No employee shall be permitted to work overtime without the prior written approval of their Supervisor.

Classified employees requested to work during a vacation period or holiday will be paid at their hourly rate of pay.  If additional hours are in conjunction with a forty (40) hour work week, the employee will be entitled to overtime compensation.

MEALS

Employees assigned more than four (4) hours of daily work time shall have a minimum of thirty (30) minutes or a maximum of sixty (60) minutes unpaid meal period.  The employee’s meal period may be adjusted by the Supervisor as deemed necessary.  In order to meet the mission of the school, residential campus staff may be required to eat with the students while they are on the clock, and as a result their meal is paid by NMSBVI.  ECP staff are required to eat with students daily and do not clock out for meals. All other staff are required to clock in and/or out for meal periods.
BREAKS

Employees have the option of taking two (2) paid rest periods not to exceed fifteen (15) minutes each for each work day if the work load permits and as approved by their Supervisor.  This option allows for one rest period in the first half of the scheduled shift and one rest period in the second half of the shift, not to be combined so as to extend the fifteen (15) allowance.  Rest periods are considered as time worked.  Rest periods will not be used to extend a meal period or shorten the work week.  All staff are required to clock in and/or out for breaks.
ON-CALL TIME

NMSBVI employees who are placed on an on-call schedule shall be held to the highest ethical standards while maintaining quality in performing all tasks as efficient as possible when on-call.   Employees are free to effectively use this time for his or her personal purposes but will be required to respond to the electronic device assigned.  Departments that require employees to be on-call will develop a plan with the Human Resources Department.
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