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DESCRIPTION 

 
Section C Subsection 3000 contains policies on management of the school district and its schools, 

including such areas as line/staff relationships, administrative organization, system-wide reforms, 

special programs, and policy implementation.  It also is the location of personnel policies for the 

superintendent, senior administrators (management team), and school principals.  
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C3001 NON-DISCRIMINATION ON THE BASIS OF HANDICAP/DISABLITTY 

 

I. PURPOSE 

 

To affirm the Board of Education's commitment to have the school district fully and lawfully 

comply with all federal, state, and local nondiscrimination and anti-retaliation laws. 

 

II. BACKGROUND 

The Board of Education deems unlawful discrimination and retaliation as unacceptable. The 

Board of Education regards such behavior as grave threats to the ability of the School District to 

discharge its responsibilities to all its students and staff. The Board further believes that learning 

and working environments free from unlawful discrimination and retaliation should exist for all 

students and staff in every school and department. 

 

III. POSITION 

 

1. The Lake Arthur Municipal Schools will not discriminate on the basis of race, color, sex, 

religion, national origin, spousal affiliation, age, disability, serious medical condition, 

gender identity, physical or mental handicap or sexual orientation in employment or the 

provision of services or activities, in access to them, in treatment of individuals, or in any 

aspect of their operations. 

2. The district shall provide an annual non-discrimination notice to the community as 

required by Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act 

of 1973, Title IX of the Education Amendments of 1972, the Age Discrimination Act of 

1975, and the Americans with Disabilities Act of 1990. Questions, complaints, or 

requests for additional information regarding these laws may be forwarded to the 

Superintendent’s designated compliance coordinator(s). 

3. The U.S. Equal Employment Opportunity Commission (EEOC) allows all employers to 

take all actions necessary to comply with the requirements of the Americans with 

Disabilities Act of 1990 (“ADA”), 42 U.S.C § 12101 et seq. In addition, the district is 

required under law to all action necessary to comply with the requirements of the 

Uniformed Services Employment and Reemployment Rights Act (“USERRA”), 38 U.S.C. 

§ 4301 et seq.; Section 504 of the Rehabilitation Act of 1973, 29 U.S.C. § 706; New 

Mexico Workers’ Compensation Act, N.M. Stat. Ann. § 52-1-1 et seq. (1978); Fair Labor 

Standards Act of 1938 (“FLSA”), 29 U.S.C. § 201 et. seq. and the Family Medical Leave 

Act of 1993 (FMLA), 29 U.S.C. § 2601, et seq. These obligations are not subject to 

bargaining under any collective bargaining agreement. 

4. Violation of this policy by any employee shall subject such employee to discipline, 

including termination or discharge. 
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C3001 NON-DISCRIMINATION ON THE BASIS OF HANDICAP/DISABLITTY 

 

5. Any employee who feels that he/she has been and/or is being discriminated against in 

violation of the school district’s antidiscrimination policies, including any employee who 

feels he/she has been and/or is being sexually harassed or has inquiries concerning the 

scope and application of the school district’s anti-discrimination policies with 

regard to his/her employment shall submit complaints and/or inquiries to: 

Superintendent/Director of Human Resources 

Lake Arthur Municipal Schools 

700 Broadway P.O. Box 98 

Lake Arthur, New Mexico 88253 

(575) 365-2000 

6. Nothing in this policy prohibits the submission of inquires or complaints directly to the 

Superintendent of Schools. 

7. Retaliation is prohibited against any employee who has made inquiries or complaints under 

this policy or has opposed any unlawful employment practice, or because he/she has made 

a charge, testified, assisted, or participated in any manner in an investigation or proceeding 

under this policy. Any retaliation in violation of this policy by any employee shall subject 

such employee to discipline, including termination or discharge. 

8. The Superintendent shall promulgate a regulation for the enforcement of this policy, which 

also includes monitoring and assuring of the school district’s compliance with federal, 

state, and local nondiscrimination laws with regard to employment. 

 

IV. REVIEW 

 

This Policy will be reviewed on an ongoing basis in accordance with the Board of Education’s 

review process. 

 
Cross Ref.: 

Legal Ref.: N.M. Stat. Ann. § 28-1-1 et. seq. (1978); 42 U.S.C. § 2000e-2(a)(1); 42 U.S.C. § 2000e-3(a); 42 

U.S.C. § 12101-12213; 29 U.S.C. § 621 et seq.; 20 U.S.C. § 1681; 38 U.S.C. § 4301 et seq: 29 U.S.C. § 706; N.M. 

Stat. Ann. § 52-1-1 et seq. (1978); 29 U.S.C. § 2601, et seq.: 29 U.S.C. § 206(d); 29 U.S.C. § 201 et. seq. 

 
First Reading Adopted Revised 

March 13, 

2007 

May 8, 2007  

 June 10, 2014 May 13, 2014 
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C3002  TOBACCO FREE WORKPLACE 

 
The Board of Education of Lake Arthur Municipal Schools recognizes that the use of tobacco products presents a 

health hazard that can have serious implications for smokers, non-smokers, and non-users.  The Board of 

Education also recognizes the importance of its employees serving as role models for the students.  The purpose of 

this policy is to assist every student in acquiring good health habits and in understanding the conditions necessary 

for a desirable and healthy environment. 

 

I. Effective January 1, 1995, smoking and the use of tobacco products shall be prohibited on 

all district property in all school related situations, by any person, at any time, in any 

location, and at any event.  This includes all school vehicles district rented or lease 

vehicles and the operation of district, rented or leased equipment. 

 

A. “Use of tobacco products” means all uses of tobacco products, including cigar, 

cigarettes, pipes, any smoking device (e.g., hookah or e-cigarette) smokeless 

tobacco products or any other kind of tobacco product.  This prohibition also 

applies to electronic nicotine delivery systems, such as electronic cigarettes, 

electronic hookahs, and other vapor emitting devices, with or without nicotine 

content, that mimic the use of tobacco products any time, 

 

B. “Any person” This policy shall apply to employees, students, and the general 

public physically on the district/school campuses or using school property. 

 

C. “Any time” means twenty-four (24) hours per day, seven days a week, and 365 

days per year. 

 

D. “Any location” includes the district/school’s property, grounds, buildings, and 

vehicles, even when school is out of session or the event is sponsored by another 

organization or in any vehicle owned, leased, rented, or chartered by Lake Arthur 

Municipal Schools. 

 

E. “Any event” includes all school-sponsored events, whether on or off school 

property. 
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C3002  TOBACCO FREE WORKPLACE 

 

F. “Distribution” includes distribution or sale of tobacco products, including any 

smoking device4, is prohibited on school property or grounds, and at any school-

sponsored event or activity off-campus or in any school vehicle. 

 

G. “Promotion” Tobacco advertising is prohibited on school property or grounds, at 

any school-sponsored event or activity off-campus, and in all school-sponsored 

publications.  Students are prohibited from wearing or possessing tobacco 

promotional items on school property, grounds or at any school-sponsored event 

or activity off-campus. 

 

H. A violation of this policy by any employee will be considered insubordination and 

subject the employee to disciplinary action. 

 

I. A violation of this policy by a student will result in immediate disciplinary action. 

 

J. Citizens who are observed smoking or using tobacco products on or in school 

district property will be instructed to cease use of the tobacco product while on 

district property, in district-owned vehicles.  Failure to follow the administrative 

directive may result in having the person immediately leave district property and/or 

prohibiting the individual from entering school district property for a specified 

period of time. 
Cross Ref.: 

 
Legal Ref.: NMAC 1994 Title 6, Chapter 12 Part 4.8 Tobacco Alcohol and Drug Free School  

  Districts 

  U.S. Department of Education-No Child Left Behind, Title IV C, Sections 4301-4304,  

  Part A. Safe and Drug-Free Schools and Communities. 

 
First Reading Revised Adopted  

March 13, 

2007 

 May 8, 2007  

 May 13, 2014 June 10, 2014  

 June 21, 2016 July 21, 2016  
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C3003  DRUG AND ALCOHOL FREE WORKPLACE 

 
The Board of Education of Lake Arthur Municipal Schools believes that the maintenance of drug- and alcohol-free 

workplace is essential to school and district operations.  Pursuant to the requirement of the Drug-Free Workplace 

Act of 1988 (Public Law 100-690, Title V, Subtitle D) and the Drug-Free Schools and Communities Act of 1986, it 

is the policy of the Lake Arthur School District to provide a drug and alcohol-free workplace.  The purpose of this 

policy pertains to maintaining a safe and healthful environment for employees and students by prohibiting the use 

of alcohol, toxic substances and controlled substances without a physician’s prescription. 

 

The Lake Arthur School District prohibits the employees of the district from unlawfully 

manufacturing, distributing, dispensing, possessing or being under the influence of alcohol or 

controlled substances in the workplace.  It shall also be considered a violation of this policy to use 

alcohol and/or controlled substances prior to attending a school sponsored activity that involves 

students.  Violation of this prohibition may result in termination of employment with the district 

or other appropriate disciplinary action, including referral to law enforcement. 

 

Any employee who is convicted of a violation of a criminal drug statute shall, within five (5) days 

of the date of such conviction, notify his/her immediate supervisor in writing of such conviction.  

The school district, upon receiving such written notice, shall take one of the following actions 

within thirty (30) days; 

a. impose appropriate personnel action against the employee up to and including termination of 

employment; or 

b. require the employee to participate satisfactorily in a drug abuse assistance, counseling or 

rehabilitation program approved for such purposes by a federal, state, local health, law 

enforcement, or other appropriate agency. 

 

C3003.1 Drug and Alcohol Free Schools 

 

It is the intent of the School Board that all schools and school activities shall be drug free and/or 

alcohol free.  This policy statement is to be implemented by district administration as prescribed 

herein. 

 

A. Definitions.  These words and phrases shall have the following meaning as used  

  herein. 
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C3003  DRUG AND ALCOHOL FREE WORKPLACE 

 

1. “Drug Free Zone” The area on or within one thousand (1,000) feet of the  

property of any public or private district/school, or in those portions of any  

building, park, stadium, or other structure or grounds, which are currently  

being used for any activity sponsored by or though the district or school. 

 

2. "Intoxicating or alcoholic beverages" refer to all beverages containing  

more than one percent (1%) alcohol by weight. 

 

3. "Drugs" mean any substance other than food or water that is intended to be  

taken or administered (ingested, injected, applied, implanted, inhaled, etc.)  

for the  purpose of altering, sustaining, or controlling the recipient's  

physical, mental, or emotional state.  Drugs may include, but not be  

limited to, alcoholic beverages; controlled substances such as marijuana,  

hallucinogens, cocaine, barbiturates, amphetamines, narcotics; and non- 

authorized prescription drugs. 

 

4. "Controlled substances" shall mean any narcotic drug, hallucinogenic  

drug,amphetamine, barbiturate, or any other controlled substance as  

defined in schedules I through V of Section 202 of the Controlled  

Substances Act (21 USC 812) and as further defined by regulation 21CFR  

1300.11 through 1300.1503. 

 

 5. “Toxic substances” includes glue, cement, aerosol paint, or other substances used 

or possessed with the intent of inducing intoxication or excitement of the central  

nervous system. 

 

 6. “Use” includes to sell, buy, manufacture, distribute, dispense, possess, use or be  

  under the influence of alcohol and/or controlled substances, whether or not for the  

  purpose of receiving remuneration or consideration. 

 

 7. “Possess” means to have on one’s person, in one’s effects, or in an area subject to  

  one’s control. 

 

8. “Substance abuse” is the use of any drug when such use is unlawful, and use of any 

drug when such use is detrimental to the user or to others but is not unlawful. 
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C3003  DRUG AND ALCOHOL FREE WORKPLACE 

 

9. "District/School location" includes any district/school building or on any  

district/school premises; in any school-owned vehicle or in any other school- 

approved vehicle used to transport students to and from school or school  

activities; off school premises such as school bus stops or parking areas; any 

facility used for any school-sponsored or school approved activity,  

event, or function, where students are under the jurisdiction of the school district; 

or during any period of time such employee is supervising students on behalf of the 

school district or otherwise engaged in school district business. 

 

C3003.2 Exceptions 

 

A.  It shall not be a violation of this policy for a person to bring onto a district/school  

 location, for such person’s own use, a controlled substance which has a currently  

accepted medical use in treatment in the United States an the person has a physician’s  

prescription for the substance.  The person shall comply with the relevant procedures of  

this policy. 

 

B. An employee whose prescription procedures warrant the controlled substance to be  

 brought to a district/school location must observe the district’s security and safety  

 regulations and procedures.  This is to prevent access and/or any use of said substance by  

 another individual during the time the substance is located on a district campus or in/on  

 district equipment. Failure to observe controlled substance/prescription regulations and 

 procedures may be cause for disciplinary action. 

 

C. It shall not be a violation of this policy for a person to possess an alcohol beverage in a  

school location when the possession is within the instructional guidelines of the school  

district for laboratory experiments and research. 

 

C3003.3 Procedures 

 

A. Students who have a prescription from a physician for medical treatment with a  

controlled substance must comply with the school district’s student medication policy. 

 

B. Employees who have a prescription from a physician for medical treatment with a  



  

controlled substance are permitted to possess such controlled substance and associated 

paraphernalia, such as an inhaler or syringe.  The employee must inform his/her supervisor.  

The employee may be required to provide a copy of the prescription. 
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C3003  DRUG AND ALCOHOL FREE WORKPLACE 

 

C. Each employee shall be provided with written notice of this Drug-Free Workplace/Drug-

Free School Policy and shall be required to acknowledge that compliance with the terms 

of this policy is mandatory. 

 

D. Employees are subject to the school district’s drug and alcohol testing policies and 

procedures. 

 

E. Members of the public are not permitted to possess controlled substances in a 

district/school location except with the express permission of the superintendent. 

 

F. A drug awareness program shall be established within the school district to inform all 

employees about: 

1. the dangers of drug abuse in the workplace; 

2. the school district’s policy of maintaining a drug-free workplace; 

3. any available drug counseling, rehabilitation, and assistance programs; 

4. the penalties that may be imposed upon employees for drug abuse violation 

occurring in the workplace. 

 

G. Drug-Free School Zone.  Each district school shall post "Drug Free School Zone” signs in 

visible and prominent locations on school property to show the district's commitment to be 

drug free and to warn violators of the mandatory prison sentence. 

 

H.  Reporting Incidents.  District employees shall report, in good faith, to the  

 principal or designee any suspected unlawful use, possession, distribution or sale  

 of any controlled substance as defined in federal state and local laws and policies;  

 any alcoholic beverages used on campus or abuse of any potentially harmful  

 substance taken or administered for the purpose of altering, sustaining or  

 controlling a persons physical, mental or emotional state. 

 

 1. Only the principal or designee shall contact the parent(s) or legal guardian  

  of a student regarding a drug or alcohol situation. 

 

2. District employees who report any suspected unlawful use, possession, or  

sale by a student shall be exempt from civil liability. 
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C3003  DRUG AND ALCOHOL FREE WORKPLACE 

 

C3003.4 Enforcement 

 

A. Students 

1. A student who violates the terms of this policy shall be subject to discipline in accordance 

with the school district’s discipline policy.  Such discipline may include suspension or 

expulsion from school. 

 

2. The student may be referred to drug or alcohol assistance or rehabilitation  

program and/or to law enforcement officials when appropriate. 

 

B. Employees 

  

1. As a condition of employment in any federal grant, each employee who is engaged 

either directly or indirectly in performance of a federal grant shall abide by the terms of 

this policy and shall notify his or her supervisor in writing of his or her conviction of 

any criminal drug statue for a violation occurring in any of the places listed above on 

which work on a school district federal grant is performed, no later than five (5) 

calendar days after such conviction. 

 

2. An employee who violates the terms of this policy is subject to disciplinary action, 

including nonrenewal, suspension, termination or discharge as deemed appropriate by 

the superintendent. 

 

3. In addition, any employee who violates the terms of this policy may be required to 

satisfactorily participate in a drug and/or alcohol abuse assistance or rehabilitation 

program approved by the school district.  Any employee who fails to satisfactorily 

participate in and complete such a program is subject to nonrenewal, suspension, 

termination or discharge as deemed appropriate by the superintendent. 

 

4. Sanctions against employees, including nonrenewal, suspension, termination or 

discharge shall be pursuant to and in accordance with applicable statutory authority, 

collective bargaining agreements and school district policies. 
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C. The Public 

 

A member of the public who violates this policy shall be informed of the policy and asked 

to leave the district/school premises.  If necessary, law enforcement officials will be 

notified and asked to provide an escort.  

 

 

 

 

 

 
Cross Ref.: Board Policy:  Student Discipline 

 
Legal Ref.: NM HB179aa Methamphetamine Trafficking Penalties, 2006 

  41 U.S.C. §§ 701-707 (Drug-Free Workplace Act) 

  20 U.S.C. §§ 7101-7165 (Safe and Drug-Free Schools and Communities Act of 1994) 

  21 U.S.C. §§ 812 (Schedules of Controlled Substances 

  21 C.F.R. §§ 1308.11 – 1308.15 (Controlled Substances) 

  34 C.F.R. §§ Part 85 (Government-wide Requirements for Drug-Free Workplace) 

  Public Law 100-690 

  Drug-Free Workplace Act of 1988 

  Drug Free Schools and Communities Act, as amended in 1989 

 
First Reading Adopted Revised 

March 13, 

2007 

May 8, 2007  

 March 8, 2010 February 9, 

2010 
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C3004  QUALIFICATIONS OF THE SUPERINTENDENT 

 

I. PURPOSE 

 

The Board of Education shall employ an individual who is qualified to serve as the Superintendent 

of the School District and to conduct the daily operations of the school district. 

 

II. POSITION 

 

The School Board shall employ a qualified individual who meets or exceeds the current rules and 

regulations governing licensure of teachers and administrators by the New Mexico Public 

Education Department and qualifications established in the job description for the 

superintendent’s position. 

 

III. Review 

 

This policy shall be reviewed on an ongoing basis in accordance with the Board of Education 

policy review process. 

 

 

 

 
 

 

 
Cross Ref.: Board Policy:   

 
Legal Ref.: NMSA 22-10A-3-4 

  

 
First Reading Adopted Revised 

 May 9, 1995  

  May 13, 2014 
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C3005  SUPERINTENDENT POWERS AND RESPONSIBILITIES 

 

I.  PURPOSE 

It is the intent of the Board of Education that the Superintendent of schools shall administer the 

affairs and the programs of the district as provided by law and Board policy. 

 

II.  POSITION 

A. The superintendent shall assume responsibility, and be given authority, for the operation of 

the schools. This responsibility extends to business administration, educational leadership, 

personnel management, public relations, organization of resources, both material and 

personnel, delegation of duties and authority, and supervision of all delegated tasks and of 

all individuals to whom authority and responsibility are assigned. 

 

B. Functions of the local superintendent are as follows: 

1. Carry out the educational policies and rules of the state Public Education Department  

and local school board; 

2. Administer and supervise the school district; 

3. Attend, or designate a representative to attend, all board of education meetings. The 

superintendent shall attend all board meetings when his/her salary and/or appointment 

are under consideration; 

4. Employ, fix the salaries of, assign, terminate or discharge all employees of the school 

district; 

a. Such contracts shall not exceed more than one year in length with the exception of 

the Superintendent’s top tier administrators whose contracts may follow the 

timeline set forth in the superintendent’s contract; 

b. Salary adjustments or increases for the Superintendent’s top tier administrators 

will be based on collaborative discussion with the Board of Education prior to the 

Superintendent’s approval. 

c. Recommended salary increases for district staff will be based on collaborative  

discussion with the Board of Education prior to adoption of the final proposed 

district budget. 

d. Staff salary adjustments recommended by the Superintendent outside the budget 

planning cycle shall be discussed in advance with the Board of Education. 

5. Prepare the school district budget based on public schools' recommendations for  

 review and approval by the school board and the Public Education Department; inform 

each school principal the approximate amount of money that may be available for his 

school and provide a school budget template to use in making school 

budget recommendations; 
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C3005  SUPERINTENDENT POWERS AND RESPONSIBILITIES 

 

6. Advise and inform the board of education regarding instructional programs, budget 

management, school facilities, and equipment through written and oral reports; 

7. Establish an atmosphere which will (a) promote communication with faculty and staff, 

students, parents, and community and will (b) promote a mutual understanding of the 

concerns, opinions, and feelings of each group; 

8. Identify tasks to be performed and responsibilities to be met by each administrative and 

supervisory staff member in the district;  

9. Accept responsibility for the administration of or the delegation of administrative duties 

for the following tasks at the district level: 

a. Attainment of district-level goals; 

b. Progress toward achieving Adequate Yearly Progress for all schools; 

c. Assessing the effectiveness and fiscal needs of instructional programs; 

d. Development and implementation of curriculum; 

e. Providing leadership through professional development and training of staff, 

f. Providing for instructional improvement for staff and students, 

g. Assuring appropriate evaluation of all district employees, 

h. Development, publication, and provision of staff training to ensure safety and security 

of students, staff, and school campuses. 

10. Provide all records and reports, consistent with laws and regulations concerning use of 

student private records, required by the state and its delegated executive officers; 

11. Appoint advisory committees as required; 

12. Provide oversight of all construction and remodeling projects; 

13. Adopt policies, guidelines and regulations for the performance evaluation process; 

a. Maintain documentation that the principal of each school has been evaluated and has 

demonstrated the essential principal competencies as delineated in the state Public 

Education Department regulations. Evaluation by the staff shall be one component of 

the principal evaluation tool. 

b. Maintain documentation that non-principal administrators have been evaluated by the 

appropriate supervisor and have demonstrated the administrator competencies as 

delineated in the State Public Education Department regulations.  Evaluation by the 

staff shall be one component of the administrator's evaluation tool. 

14. Perform other duties as required by law, the Public Education Department or the local 

school board. 
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C3005  SUPERINTENDENT POWERS AND RESPONSIBILITIES 

 

C. The local superintendent may apply to the state Public Education Department for a waiver of 

certain provisions of the Public School Code [22-1-1 NMSA 1978] relating to length of 

school day, staffing patterns, subject area or the purchase of instructional materials for the 

purpose of implementing a collaborative school improvement program for an 

individual public school. 

 

III. REVIEW 

This policy shall be reviewed on an ongoing basis in accordance with the Board 

of Education policy review process. 

 
 

 
Cross Ref.: Board Policy:   

 
Legal Ref.: NMSA 22-5-14; 22-10A-21 

  

 
First Reading Adopted Revised 

 May 9, 1995  

 June 10, 2014 May 13, 2014 
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C3006  SUPERINTENDENT CONTRACT 

 

I. PURPOSE 

 

It is the intent of the Board of Education that the Superintendent of Schools shall be employed 

pursuant to contract and shall administer the affairs and the programs of the district as provided 

by law and Board policy. 

 

II. POSITION 

 

A. The Board may offer the Superintendent a multi-year contract with three years being the 

maximum time approved. An annual Superintendent job performance evaluation session 

shall be held annually regardless of whether the superintendent has a multi-year contract. 

 

B. Prior to the expiration of the first or second year of a current multi-year contract, and 

following an evaluation session, the board may approve in an open meeting an additional 

year in order to maintain a three-year contract.  Contract terms and/or modifications must 

be approved by a majority of the Board during an open meeting following the third 

evaluation session. 

 

C. The Superintendent's salary and benefits shall be determined annually by the Board and 

shall be approved during an open meeting of the School Board. 

 

D. The Superintendent’s contract shall denote the requirement of an annual evaluation 

process. 

 

E. The Superintendent’s contract shall be signed by the Superintendent. It shall be the intent 

of the Board that the Superintendent’s contract also be signed by all members of the 

Board. In the event an individual Board member is unable to sign the document, the 

individual Board member may waive his or her signature on the contract. The contract 

shall be legally binding if signed by the Superintendent and approved by a major vote of 

the Board at a duly called open meeting of the Board and signed by either the President of 

the Board or signed by three members of the Board of Education. 

 

III. REVIEW 

 

This policy shall be reviewed on an ongoing basis in accordance with the Board of Education 

policy review process. 
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Cross Ref.: Board Policy:   

 
Legal Ref.: NMSA 22-10A-21B 

  

 
First Reading Adopted Revised 

 May 9, 1995  

 June 10, 2014 May 13, 2014 
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C3007  SUPERINTENDENT EVALUATION 

 

I. PURPOSE 

 

The School Board shall annually conduct a formal evaluation of the Superintendent’s performance 

in order to assess his/her effectiveness in leading the district toward established goals. 

 

II. POSITION 

 

A. The Board and Superintendent shall annually consider what evaluation method(s) will best 

serve the district and agree on the specific written instrument to be used. Evaluation 

criteria shall be based on district goals and success indicators agreed upon by the Board 

and Superintendent prior to the evaluation. 

 

B. The board will meet three times per year as part of the superintendent's evaluation 

process, as determined by the Board of Education. The first session will be held to 

establish goals and criteria for evaluation and to set direction for the upcoming school 

year. The second session will be a mid-year job performance evaluation. The third session 

will be a final review of the superintendent's job performance. It shall be held prior to the 

first regular meeting in February. 

 

C. The Board shall formulate an evaluation process timeline to be reviewed and revised 

annually within 60 days of the Superintendent’s hire or renewal. 

 

D. The Board shall meet in closed session with the Superintendent to discuss the evaluation. 

 

E. The evaluation shall be a composite of individual Board members’ opinions, but there shall 

be only one final composite evaluation representing the Board’s collective judgment. This 

final composite evaluation shall be provided to the Superintendent for his/her response. 

 

F. The Superintendent shall have an opportunity to ask questions, respond verbally and in 

writing to the evaluation, and present additional evidence of his/her performance or 

district progress. 
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G. All board members shall be offered the opportunity to sign the final composite evaluation 

as evidence that the evaluation has been discussed. The Superintendent shall also sign the 

final composite evaluation. Superintendent shall place the final composite evaluation in 

his/her personnel file. 

 

H. After the final review has been completed, the Board may meet in open session to give the 

Board and Superintendent an opportunity to jointly communicate progress and/or to 

identify performance goals for the next year. 

 

II. REVIEW 

This policy shall be reviewed on an ongoing basis in accordance with the Board of Education 

policy review process. 

 
 

 
Cross Ref.: Board Policy:   

 
Legal Ref.:  
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 May 9, 1995  

 June 10, 2014 May 13, 2014 
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C3008  INSPECTION OF PUBLIC RECORDS 

 

Certain school system records are open for public inspection.  These records include, but are not 

limited to:  (a) regular or special Board minutes; (b) Board financial records; and (c) Board fiscal 

and business records.  Use of such records must be approved by the Superintendent or designated 

representative. 

 

I. Requests 

Requests for inspection or copies of public records, pursuant to the Inspection of Public Records 

Act, Sections 14-2-1 et seq. NMSA 1978, must be made through the Superintendent’s Office.  

The Superintendent of Schools or his/her designee shall be the Custodian of Records.  The 

Custodian of Records will respond to requests for inspection or copies of public records in 

accordance with the provisions of the Inspection of Inspection of Public Records Act.  
 

II. Public Record Custodians 

The Lake Arthur Municipal Schools and its employees who have in their possession public 

records are obligated to make such records available upon proper request by third parties, as 

specifically provided for in the Inspection of Public Records Act, Section 14-2-1 through 14-2-16, 

NMSA 1978. To facilitate and insure proper implementation of that Act, the following positions 

are appointed as Designated Caretaker of all public records of the school district: 

1.   The Superintendent 

2.   Business Manager 

3.   School Principal  

4.   Athletic Director 
 

The employees currently serving in the foregoing positions are granted authority by the Lake 

Arthur Municipal Schools’ Board of Education to take whatever actions necessary or appropriate 

to maintain District compliance with the Inspection of Public Records Act. 

 

The Lake Arthur Schools will provide information as required in the Inspection of Public Records 

Act. Only records maintained by the District are subject to the Inspection of Public Records Act. 

This Act does not require the District to develop new reports or analysis of data. 
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III. Procedures 

The following procedures shall be followed by Designated Caretakers in assuring this District’s 

compliance with the Inspection of Public Records Act. In addition it includes forms which are to 

be used by all persons who are not Designated Caretakers but who receive a written request for 

inspection of public records. The forms contain an explanation of how they are to be used. All 

non-designated Caretaker personnel are directed to comply with this procedure should they get 

such a request: 
 

A. Inspection of Public Records Procedures: 
 

Oral or written requests shall be made to one of the District’s Designated Caretakers. If this 

particular Designated Caretaker does not maintain this record the requester is to be referred to the 

appropriate Designated Caretaker. 

 

If the request is of a customary nature the appropriate Designated Caretaker shall provide 

assistance as soon as practicable, under the circumstances. If the records requested, the nature of 

the request, or the individual making the request suggest that the matter may concern potential or 

actual litigation against the District, contact with the Superintendent is required. The 

Superintendent may want to consult with the District’s legal counsel for further guidance prior to 

responding to the request for information. 

 

If records are in possession of two or more Designated Caretakers, the Requester shall be 

directed to the appropriate program / site to facilitate the record gathering process. 

 

All Requesters shall fill out the District’s “ Inspection of Public Records” form. 

 

 If inspection of records cannot be permitted within three (3) working days of receipt of request, 

the Requester will be notified. 

 

If a public record cannot be retrieved or produced within fifteen (15) days because the request is 

“excessively burdensome or broad,” the requester will be notified in writing within fifteen (15) 

days from the receipt of the request that additional time is needed to comply. 

 

If the request for a public record includes a request for exempt documents, the requester will be 

provided a written explanation within fifteen (15) days of receipt of the request or any extension 

permitted under the paragraph above. Non-exempt records shall be segregated and made available 

for inspection. 
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If inspection cannot be permitted because all of the records are exempt from disclosure, the 

requester will be notified in writing within fifteen (15) days from the receipt of the request. 

 

 

When records are available for inspection the district will notify the requester. 

 

 Duplication Charges for Written Requests: 

 

Advanced payment of the fees for making copies shall be required if cost is anticipated to exceed 

$25.00. A receipt shall be provided upon request. 

 

Fees for copying the public records shall be $1.00 per page for documents 11 x 17 inches in size 

or smaller. 

 

Fees for copying public records11 x 17 inches or larger shall be $3.00 per page. 

 

Fees for copying public records stored in other media, i.e. photographs, tape recordings, 

computer tapes or disks shall not exceed the current supplies cost required to reproduce the 

public record on like media if so requested. 

 

A charge for service, i.e. research time in identifying and/or locating the records shall be imposed 

if it exceeds one (1) hour, at a rate of $5.00 per each fifteen (15) minutes or portion thereof. 

 
Cross Ref.: Board Policy:   

 
Legal Ref.: NMSA 14-2-1 
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C3009  SCHOOL PRINCIPALS/BUILDING ADMINISTRATORS 

 

The primary duty of a principal is to administer and supervise the instructional program.  A 

principal, as the educational leader of the school, will administer and supervise the school in 

accordance with policies and administrative regulations of the District. 

 

A principal will be directly responsible to and will report only to the Superintendent and will keep 

the Superintendent informed of the conditions and needs of the school.  Duties, authority, and 

responsibilities of the principal will be delegated only by the Superintendent.  These duties 

include, but are not limited to, the following: 

 

 A principal is responsible for the operation of the educational program of the school. 

 

 A principal is responsible for the supervision and evaluation of the building staff members 

and the development of professional development plans or job improvement plans to assist 

school employees to improve. 

 

 A principal will recommend for employment, promotion, transfer, discharge, and 

termination of school employees in the assigned school. 

 

 A principal will maintain discipline on the part of personnel and students. 

 

 A principal will care for and protect the building, the equipment, the grounds, and other 

school property. 

 

 A principal will maintain school records and prepare reports. 

 

 A principal will develop a proposed budget for the public school, with input from the 

school council and submit it to the Superintendent. 

 

 A principal will take reasonable precautions to safeguard the health and welfare of 

students and staff members, will report incidents, will formulate plans for emergencies, 

and will conduct evacuation drills each month and keep written records of such drills. 

 

 A principal will be responsible for maintaining a close relationship with the community and 

should interpret the educational program to the citizens of the District. 
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 A principal will remain well informed relative to modern educational thought and practice. 

 

 A principal will perform other duties as assigned to him/her by the Superintendent to 

implement the policies of the Board of Education. 

 

 

 
 

 

 
Cross Ref.: Board Policy:   

 
Legal Ref.: NMSA 22-10A-18 
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C3010  HANDBOOKS AND DIRECTIVES 

 

Curriculum guides, manuals, handbooks, pamphlets, and similar publications will be presented to 

the Superintendent for approval prior to publication.  The Superintendent shall ensure that all 

such publications are consistent with application statutory law, Board policies and administrative 

regulations. 

 

 

 
 

 

 
Cross Ref.: Board Policy:   

 
Legal Ref.: NMSA 22-10A-3-4 
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C3011  POLICY IMPLEMENTATION 

 

The Superintendent has the responsibility for carrying out, through administrative regulations, the 

policies established by the Board.  The administrative regulations shall specify required actions 

and reflect the detailed arrangement under which the District will be operated. 

 
The policies adopted by the Board and the administrative regulations developed to implement 

policy are designed to promote an effective and efficient school system.  All employees and 

students shall comply with Board policies and administrative regulations. 

 

 

 
 

 

 
Cross Ref.: Board Policy:   

 
Legal Ref.: NMSA 22-5-4 

  NMSA 22-5-14 

  

 
First Reading Adopted Revised 

 May 9, 1995  

 June 10, 2014 May 13, 2014 

   

   

 
 

 

 

 

Page 1 of 1             

Board Policy 

 

 

 

 

 

 

 

 

 



  

 

Lake Arthur Municipal Schools 

General District/School Administration 
 

C3012  SCHOOL DISTRICT ANNUAL ACCOUNTABILITY REPORT 

 

The Board shall make an annual accountability report as determined by the Public Education 

Department containing such information and surveys as may be required by state statute or 

administrative code.  Preparation of the report shall be in accord with the relevant statutes. 

 

The District's annual accountability report shall be adopted by the Board.  No later than 

November 15 of each year the report may be published in a newspaper of general circulation in 

the county where the District is located.  The report, titled "The School District Report Card", 

shall be disseminated in accordance with guidelines established by the Secretary of Public 

Education. 

 

 

 
 

 

 
Cross Ref.: Board Policy:   

 
Legal Ref.: NMSA 22-1-6.1 

  NMSA 22-2C-11 

  NMSA 22-8-23.3 
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C3013  ADMINISTRATIVE AND DISTRICT PERSONNEL EVALUATIONS 

 

The superintendent, or his/her designee, shall maintain a system of evaluation for all 

administrators and district personnel in compliance with federal and state law and regulation.  

Personnel evaluations also shall be utilized to monitor the employee’s program of continued 

growth. 

 

 

 
 

 

 
Cross Ref.: Board Policy:   

 
Legal Ref.: NMSA 22-10A-1 
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C3014  ADMINISTRATION IN THE ABSENCE OF POLICY 

 

The Superintendent shall have the authority to implement action if a situation should develop that 

is not covered by established Board policy.  It is the Superintendent's duty to inform the Board of 

any such action and of the need to develop an official policy 

 

 
 

 

 
Cross Ref.: Board Policy:   
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  NMSA 22-5-14 
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School Advisory Council 

 

Each public school within the district shall establish a school council, as defined in Section 22-5-16 NMSA 

1978, to assist the principal in an advisory capacity with school-based decision-making and to provide 

parents with the opportunity for greater involvement in their children’s education. 

 

1. Membership: Each school council shall be composed of seven members: two school employees, two 

parents, and two community members. If such person is available, at least one community member 

shall represent the business community. The principal shall be an active member on the council and 

may serve as the chair. In the event insufficient interest is shown in a seven-member council, as 

demonstrated by the failure of sufficient numbers of candidates to declare for positions, the principal 

may reduce the membership to retain, as closely as possible, an equitable ratio of categories of 

members.  

 

2. Election procedures:  

 

a. Term: Each school council shall be elected annually no later than the fortieth day after the 

beginning of the school year. Council members shall serve until the expiration of the council’s term 

on August 1 following the completion of that school year.  

b. Qualifications for membership:  

 

1) School employee members must be currently employed by the Rio Rancho Public Schools at 

the school on whose council they serve.  

2) Parent members must have a child currently enrolled at the school on whose council they serve.  

3) Community members must reside within the district boundary of Lake Arthur Municipal 

Schools or must have a child enrolled in a Lake Arthur public school.  

 

c. Declaration of candidacy: Annually, no later than May 15 of each school year, the site principal 

shall determine the dates for filing a declaration of candidacy and for the election of council 

members for the next school year. The district shall post the dates for each school site on its Web 

site and at each school, shall provide notice of such dates at least twice to a newspaper of general 

circulation in the district, and shall provide notice to parents in a form reasonably calculated to 

advise them of the dates for establishing declarations of candidacy and for submitting ballots. A 

declaration of candidacy for membership on a school council may be obtained from the 

administrative offices at the school site at which the candidate desires to be a council member, 

from the district office, or through the district Web site beginning no later than May 15 of the prior 

school year.  
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d. Forms shall be available until ten days before the first day ballots may be cast. The completed 

declaration of candidacy shall be returned to the school site no later than two weeks ten days before 

the first day ballots may be cast. At the time they return their declaration of candidacy, candidates 

shall show a driver’s license or picture ID, and shall demonstrate they meet the employment, 

student enrollment, and/or residency requirements for the position sought. 

e.  Conduct of election: The election shall be non-partisan. The election shall be conducted by paper 

ballot with the names of the candidates clearly printed on paper of a uniform color and size. Voting 

shall be conducted by circling the name of the candidate(s) the voter approves as a member of the 

council. Voters may select up to two candidates in each council member category. Selection of 

more than two candidates in a category shall disqualify the ballot.  

Each school site shall maintain a locked ballot box at the school’s administrative office or other 

site as the school may designate where ballots may be deposited.  

Each school site shall develop a list of qualified electors and ensure that the list is maintained so 

that electors cannot vote more than once. Qualified electors must be 18 years of age or older and 

must be a school employee, parent, or community member as defined in this policy.  

Voters will have the opportunity to cast ballots for a minimum of five business days (or 

school days, if school is in session at the time of the election). Voters may deposit ballots  

in the ballot box at each school site during the normal business hours of the school on the 

dates established for the election. Schools may also provide the opportunity for voters to 

cast ballots during school events or at other convenient times within the election period.  

1) Notice and administration of election: The district shall publish the list of candidates for each 

school council on the District’s Web site and that school’s Web site beginning at least ten days 

prior to the beginning date for receipt of ballots, and shall post a notice of the candidates at 

each school. Notices may be published in English and Spanish. Each school site and/or the 

district will also provide notification to a newspaper of general circulation in the district of the 

dates, list of candidates, and location of each election, and may also provide additional public 

information concerning each election. 

2)  Canvass: Voting at each school site shall be canvassed by a team consisting of a school-level 

administrator or staff member from the school site and a district-level administrator or staff 

member designated by the Superintendent. The canvass shall be completed by 5 PM on the 

second business day after the last day for receipt of ballots. The two candidates receiving the 

most votes in each category shall be the elected members for that category. In the event of a tie 

in any category, that tie shall be broken by coin-toss of the candidates that are tied. 
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3) Publication of election results: The principal shall post the names of the elected members to the 

council at the principal’s office of each school site by 5 PM on the third business day following 

the election. The district shall publish the names of the elected members on the district’s and 

school’s Web sites. Each school site shall publish the names of the elected council members in 

its school newsletter as soon as possible after the election. The district may provide the names 

of the elected members of school councils in to a newspaper of general circulation.  

4) Vacancies: In the event of a vacancy on an advisory council due to death, resignation, or other 

cause, the Superintendent shall appoint another qualified individual in the category in which the 

vacancy exists. Failure of a member to attend three consecutive school council meetings may result 

in the member’s position being declared vacant. A member appointed to fill a vacancy shall serve 

until the end of that school year.  

5) Meetings: Meetings shall be determined by each school council or as called by the principal. 

Advisory school councils should meet a minimum of four times per year. Meetings of advisory 

councils are not policy-making meetings of the Board and are not required to be called and 

conducted in accordance with the Open Meetings Act, NMSA 1987 ** 10-15-1 et. seq.  

6) Role of council: Each school council shall function as an advisory council to the principal in 

accordance with Section 22-5-16 NMSA 1978 and perform such other duties and responsibilities 

as the principal may from time to time designate. The advisory school council shall:  

a) Work with the school principal and give advice, consistent with state and school district rules 

and policies, on policies relating to instructional issues and curricula and on the public school’s 

proposed and actual budgets;  

b) Develop creative ways to involve parents in the schools; 

c) Where appropriate, coordinate with any existing work force development boards or vocational 

education advisory councils to connect students and school academic programs to business 

resources and opportunities; and  

d) Serve as the champion for students in building community support for schools and encouraging 

greater community participation in the public schools.  

7) Status: Members of advisory councils are not entitled to any benefits or other reimbursement for 

services rendered as council members.  
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Cross Ref.:  Section 22-5-16 NMSA 1978  

 

Legal:   

 
First Reading Adopted Revised 

February 11, 

2014 

March 11, 

2014 

 

 June 10, 2014 May 13, 2014 
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C3016  LINE AND STAFF RELATIONS 

 

Unless otherwise specifically limited by statute or Board action, any of the powers and duties 

specifically assigned to the Superintendent may be delegated to others serving under the 

Superintendent.  However, the Superintendent shall continue to be responsible to the Board for 

the satisfactory execution of the delegated power and duties. 

 

Lines of authority shall be outlined by the Superintendent by means of organizational charts, job 

descriptions, administrative regulations or directives. 

 

 

 

 

 
Cross Ref.:  

 
Legal Ref.:  
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March 13, 
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C3017  ADMINISTRATIVE CONSULTANTS 
 

Professional consultants from the New Mexico School Boards Association, the New Mexico 

Public Education Department, universities and colleges, as well as other resource persons, may be 

used when such consultative services will be helpful in the improvement of the instructional 

program.  All consultants shall be approved by the Superintendent prior to the invitation and 

arrangement for such visitation and instituting services. 

 

 
Cross Ref.:  

 
Legal Ref.:  

  

 
First Reading Adopted Revised 
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C3018 SERVICE AND EMOTIONAL SUPPORT ANIMALS IN DISTRICT 

FACILITIES 

 

III. PURPOSE AND PHILOSOPHY 

 

The Board of Education of Lake Arthur School District adopts this policy to ensure that 

individuals with disabilities are able to participate in and benefit from Lake Arthur Municipal 

Schools’ services, programs, and activities, and to ensure that the District does not discriminate 

against individuals on the basis of disability.  As established and defined by the Americans with 

Disabilities Act (ADA) and its accompanying regulations, individuals with disabilities shall be 

permitted to bring their service animals on District property in accordance with this policy. 

 

IV. POLICY 

 

The District will reasonably modify its policies, practices, or procedures to permit the use of a 

service animal by an individual with a disability. 

 

Individuals with disabilities including students, employees, and visitors shall be permitted to be 

accompanied by their service animal in all areas of the District facilities where members of the 

public participates in services, programs, or activities, or invitees are allowed to go. 

 

The Superintendent is responsible for the administration of this policy including the formulation of 

guidelines and procedures as necessary.  School administrators and department 

directors/supervisors are responsible for ensuring compliance with this policy in schools, 

departments, or offices. 

 

III. DEFINITION 

 

1. A “service animal” means any dog that is individually trained to do or perform tasks for 

the benefit of an individual with a disability.  Other species or animals whether wild or 

domestic, trained or untrained, are not service animals for the purposes of this definition.  

The work or task performed by a service animal must be directly related to the individual’s 

disability.  The provision of emotional-support, well-being, comfort, or companionship 

does not constitute work or tasks for the purposes of this definition. 

 

2. An “emotional support animal” means a domesticated animal that is individually necessary 

for the emotional support, well-being, comfort, or companionship of an individual with a 

disability.  The tasks performed by an emotional support animal must be directly related to 

the individual’s disability.  Non-human primates are specifically excluded from this 

definition. 
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V. SERVICE ANIMAL GUIDELINES AND PROCEDURES 

 

If the need for a service animal is not readily apparent, the animal’s owner may be required to 

affirm that the animal is required because of a disability.  Additionally, the animal’s owner may be 

required to articulate what work or task the animal has been trained to perform. 

 

A service animal’s owner may be required to provide documentation indicating the service animal 

has been licensed in the jurisdiction in which the owner resides. 

 

Other than service animals, as defined in this policy, personally owned animals are not permitted 

at District facilities except as allowed for pre-approved educational purposes. 

 

To avoid confusion about whether an animal is a permitted service animal, a person accompanied 

by a service animal while on school property or at school property or at school functions is 

strongly encouraged to exhibit one of the following: 

a. the animal’s laminated identification card; 

b. the animal’s service vest; or 

c. another form of identification sufficient to put others on notice that the animal is a service 

animal. 

 

A service animal shall be under the control of its handler.  A service animal shall have a harness, 

leash, or other tether, unless either the handler is unable because of a disability to use a harness, 

leash, other tether, or the use of a harness, leash or tether would interfere with the service 

animal’s safe, effective performance of work or tasks, in which case the service animal must be 

otherwise under the handler’s control (e.g., voice control, signals, or other effective means). 

 

Neither the District nor any o9f its employees are responsible for the care or supervision of a 

service animal, unless documentation exists specifically requiring such care or supervision by the 

District or its employees. 

 

The owner or handler of a service animal is liable for any loss or damage caused or inflicted to 

District premises by the person’s service animal. 

 

The District may ask an individual with a disability to remove a service animal from a District 

facility or vehicle, District grounds, or District function if: 

a. the service animal is out of control and the service animal’s handler does not take effective 

action to control it; 
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VI. SERVICE ANIMAL GUIDELINES AND PROCEDURES 

 

b. the service animal is not housebroken; 

c. the service animal poses a direct threat. 

 

Individuals with disabilities that are adversely impacted by service animals should contact the 

school administrator or department director/supervisor.  The school administrator or department 

director/supervisor shall strive to facilitate a process to resolve the conflict that considers the 

conflicting needs/accommodations of the disabled individuals involved. 

 

The District may impose legitimate safety requirements necessary for the safe operation of its 

services, programs, or activities.  Those requirements must be based upon actual risks, not on 

more speculation, stereotypes, or generalizations about people with disabilities. 

 

VII. MINATURE HORSES 

 

The District shall make reasonable modification in its policies, practices, or procedures to permit 

the use of a miniature horse by an individual with a disability if the miniature horse has been 

individually trained to do work or perform tasks for the benefit of the individual with a disability. 

 

In determining whether reasonable modifications in policies, practices, procedures can be made to 

allow a miniature horse into a specific facility, the District shall consider: 

a. the type, size and weight of the miniature horse and whether the facility can accommodate 

these features; 

b. whether the handler has sufficient control of the miniature horse; 

c. whether the miniature horse is housebroken; and 

d. whether the miniature horse’s presence in a specific facility compromises legitimate safety 

requirements that are necessary for safe operation. 

 

All guidelines and procedures found in section IV of this policy, which apply to service animals, 

shall also apply to miniature horses. 

 

VIII. EMOTIONAL SUPPORT ANIMALS 

 

The use of an emotional support animal sometimes referred to as a comfort animal, may be 

considered a request for a reasonable accommodation under the ADA. 
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A request for the use of an emotional support animal must be supported by recent, reliable, 

objective, medical documentation. 

 

Only domesticated animals will be considered as an emotional support animal. 

 

Documentation regarding an emotional support animal may be required to address legitimate 

safety requirements necessary for the safe operation of District programs, services, or activities. 

 

All guidelines and procedures found in section IV of this policy, which apply to service animals 

shall also apply to emotional support animals. 

 

VII. SERVICE ANIMALS IN TRAINING 

 

As provided for in New Mexico law, service animals in training shall only be granted access to 

District facilities, buildings, or areas that are accessible to any member of the public.  All 

guidelines and procedures found in section IV of this policy, which apply to service animals shall 

also apply to emotional support animals. 

 

VIII. UNIQUE CIRCUMSTANCES OR REQUESTS 

 

Circumstances or requests requiring special consideration shall be reviewed by the Superintendent 

in consultation with other District personnel. 

 

The Superintendent shall coordinate with the State Risk Management prior to denying a service 

animal, a miniature horse, an emotional support animal, or a service animal in training. 

 

If the service animal is properly removed from the premises, the District will continue to give the 

individual with a disability the opportunity to participate in the District services, programs, or 

activities without having the service animal on the premises. 

 

IX. COMPLAINT PROCEDURES 
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Student Complaint Procedures 

 

A student with a disability who believes the District denied him or her a Free and Appropriate 

Public Education (FAPE) under Section 504 of the ADA by excluding his or her service animal, 

may file a complaint in writing to the District 504 Coordinator (Student Issues) according to the 

procedures in District policy, Section 504 Student with Accommodations, within ten (10) school 

days from the date the service animal was excluded. 

 

A student with a disability who believes the District denied him or her a Free and Appropriate 

Public Education (FAPE) under the Individuals with Disabilities Education Act by excluding the 

service animal, may file a state complaint with, or request a due process hearing from the Public 

Education Department. 

 

A student with a disability not receiving services under a 504 Accommodation or an IEP who 

believes the District has discriminated against him or her by excluding his or her service animal, 

may file a complaint to the  District Compliance Officer according to the procedures in District 

policy, Nondiscrimination Policy and Complaint Procedures, within ten (10) work days from the 

date the service animal was excluded. 

 

Employee Complain Procedure 

 

An employee with a disability who believes the District discriminated against him or her by 

excluding his or her service animal, may file a complaint in writing to the District ADA 

Coordinator (Employment Issues) according to the procedures in District policy Provision for 

Reasonable Accommodation to Individuals with Disabilities within ten (10) work days from the 

date the service animal was excluded. 

 

DEFINITIONS 

 

 Disability:  means, with respect to an individual, a physical or mental impairment that 

substantially limits one or more of the major life activities of such individual; a record of such an 

impairment; or being regarded as having such an impairment. 

 

Direct threat:  means a significant risk to the health or safety of others that cannot be eliminated 

by a modification of policies, practices or procedures, or by the provision of auxilliary aids or 

services as provided in 28 CFR 35.139. 
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Cross Ref.: 

Legal Ref.: 42 U.S.C. Chapter 126 –Americans with Disabilities Act 

29 U.S.C. 794 – Section 504 of the Rehabilitation Act 

28 C.F.R. Title 28 Part 35 – Nondiscrimination on the Basis of Disability in State and Local Government Services 

 
First Reading Adopted Revised 

May 8, 2018 June 12, 2018  
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