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VISION. MISSION 

 

 

Vision:  STAR - Students & Teachers Achieving Results 

 

Mission: To’Hajiilee Community School strives to meet the educational needs of all students by 

integrating core content areas, preparing them with knowledge, skills and experiences to 

advocate, lead and become self-directed productive members in a diverse world both on/off the 

Navajo Nation and the United States of America. 

  

 

 

 

 

 

PHILOSOPHY 

 

 To’Hajiilee Community School will promote and integrate the Navajo Language and Culture to 

preserve Dine’ identity and foster successful academic achievement to become advocates and 

leaders of their community. 

 

 

 

 

 

INTRODUCTION 
 

This handbook is intended to serve as a guide to the policies, procedures and the daily operations 

of To'Hajiilee Community School written in accordance with the To'Hajiilee Community School 

Board of Education, Inc. policies. The provisions contained herein apply to all staff positions as 

applicable. 

 

The Personnel Policies and Procedure Manual for To'Hajiilee Community School is available in 

the Business Administration Office and in the Chief School Administrator’s Office. 
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ACADEMIC PROGRAMS 

 

 

SCOPE OF WORK 

 

All teachers will plan, organize and administer optimal learning experiences for ALL students.  

These plans will include our curriculum guidelines aligned with the New Mexico/Common Core 

State Standards.  Teachers may-be required to provide remote learning to deliver academic 

instructions for students.  

 

The areas of responsibilities include: student instruction and assistance, communication with 

administration, participation in professional development, participation in parent engagement 

activities, extracurricular activities, committees, field trips, class meetings, development of 

professional development plan and other duties as assigned. 

 

 

A. REQUIRED EXPECTATIONS- TEACHERS 

 

 

1. Develop bi-weekly lesson plans and units of study using the school's curriculum 

which is aligned with the New Mexico/Common Core State Standards.  Teachers 

and Educational Assistants will collaborate in developing and submitting required 

bi-weekly lesson plans. 

 

2. Develop a professional development plan, a pacing guide, syllabus, curriculum, and 

complete all reflection forms.  

 

3. Maintain accurate attendance records of all classes and students served on a daily 

basis.  Attendance records are the direct responsibility of each classroom teacher.  

Attendance coding will be provided for hard copy attendance book (A=absent etc.). 

 

4. Prepare assignments using any adopted textbooks and supplemental teaching 

materials. 

 

5. Implement teaching methods that support student level of learning.  

 

6. Incorporate Achieve 3000, Smarty Ants, Schoology, Google Meet, Kagan, and 

Write Tools in lesson plans. 

 

7. Incorporate technology in the learning environment of each classroom (i.e., IXL). 

8. Incorporate Dine language and cultural activities into bi-weekly lesson plans. (i.e., 

Navajo Word of the Day). 
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9. Dual language will integrate Common State Standards along with Navajo Nation 

Dine Culture Content Standards. 

 

10. Pre-planned fieldtrips and movies shall be used as a supplemental activity that 

reinforces the unit of study, the approved curriculum and must be pre-approved by 

the School Administrator.  These must be cited in lesson plans and coincide with 

your performance objectives as well as your professional development plan. 

 

11. Classroom management is the responsibility of each classroom teacher. Each 

teacher shall follow their classroom behavior management plan to include 

classroom behavior consequences. All teachers shall follow the process of the 

Discipline Flow Chart when writing up a student.  

 

12. Each teacher shall supervise students as scheduled throughout the academic day 

and/or activity in order to provide for the safety, health and welfare of students.  

Supervision of students is required to and from class, to and from the restroom, on 

the playground, the cafeteria, hallways, during delayed bus routes and/or other 

designated areas.  All students will be escorted to the bus at the end of the day.  

This includes secondary students, teachers/monitors shall stand out in the hallway 

during passing periods at all times. 

 

13. Attend all Parent-Teacher Conferences, Open House activities, the Halloween 

Carnival, the Christmas Program, Senior Graduation, and any scheduled meetings 

with parents, teachers and or administration. 

 

14. Attendance to family engagement/student activities is encouraged. 

 

15. Position description contains additional expectations.  

 

16. When requested you are expected to perform other duties as assigned.  

 

 

17. Navajo Nation Public Health Emergency Order will be followed.  

 

 

18. Staff will monitor arrival and dismissal to curtail congregating and ensure students 

go straight from vehicle/bus to their classroom and vice versa. 

19. Adopt the new Cognia Performance Standards and the key characteristics for 

accreditation and continuous improvement.  
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20. BIE/Grant Navajo K-8 & 9-12 Indicators will be implemented for continuous 

improvement.    

 

AI.  STUDENT ASSESSMENT 

 

1. Scheduled assessments that are outlined in your assigned grade level will be required 

for your core subjects. 

 

2. Participate in mandated assessment requirements.  They are as follows:  WIDA, 

NWEA, Achieve 3000, BIE Math, BIE Reading, BIE Science and Transition 

Assessment.  

 

 Evaluate your students' progress on a weekly basis.  Be prepared and on time 

with 9-week grading reports at all scheduled parent-teacher conferences.  

 

3. Be prepared to participate in IEP meetings as scheduled and determined by the IEP 

Special Education Team.  IEP's are legal documents as stated in IDEA (Individual 

Disability Education Act) Federal Regulations. It is required that a general education 

teacher attend all IEP meetings to represent the general education curriculum for the 

student and participate in writing the IEP goals. 

 

4. Secondary teachers are required to administer semester examinations for all classes 

and provide a copy to the Administration office.  Exams will be scheduled per 

semester. 

 

AII. CLASSROOM MANAGEMENT RESPONSIBILITIES 

 

1. Post classroom behavior management plans to include teachers' consequences for 

violations in the classroom. And follow school wide discipline flowchart and policies. 

.   

2. Maintain a safe, clean and attractive classroom environment conducive to learning, 

which includes the furniture, equipment and other materials in the classroom.  Do not 

allow writing or graffiti to be written on walls, bulletin boards, floors or furniture. 

 

3. Provide daily reminders of hygiene practices of hand washing, use hand sanitizer, 

cover mouth with tissue when coughing or sneezing. 

 

4. Implement the school's policies and procedures accordingly.  Follow your classroom 

schedule and use instructional time for instruction “bell to bell”. 

5. Monitor the outside entrance of assigned classroom and duty station during period 

changes and to actively facilitate getting students to class on time. 
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6. No refrigerators, microwaves, hot plates, crock pots, coffee pots or any other small 

electrical appliances are allowed at your workstation.  This is a safety issue and shall 

be adhered to.  Teachers’ lounge is established with a refrigerator and microwave.   

 

 

AIII. RECORDS MANAGEMENT RESPONSIBILITIES 

 

1. Maintain student work folders, attendance, assessments, behavior folders and the daily 

progress of your students. Cumulative folder will be completed at the end of the school 

year for grades K-5. 

 

2. Submit bi-weekly lesson plans to Walkthrough@tohajiilee.com for the following week 

by Sunday.  

 

3. Manage PLC sign-in sheets, notes and agendas.  

 

4. School Registrar will communicate with teachers regarding the students’ educational 

records. Student records need to be maintained with confidentiality at all times.  

 

5. Attendance records will need to be documented in hardcopy and input into NASIS daily 

for morning and afternoon sessions. 

 

6. Prepare and submit a substitute lesson plan prior to any absence(s).  The folder shall 

contain information for supervision and the instruction of your class during your absence.  

Include a daily schedule of your classroom procedures, lesson plans and any other 

information that will assist the person who will be substituting for you during your 

absence.  Attendance must be kept accurate. Class should proceed as usual with the 

substitute in charge. 

 

7. Planning time is essential in order to be prepared for daily lessons and is built into all 

teachers ' schedules.  Use your planning time efficiently for effective learning and 

optimal job performance. 

 

B. REQUIRED EXPECTATIONS- EDUCATIONAL ASSISTANT 

 

1. Prepare instructional outlines covering relevant units of study with classroom teacher.  

Specify objectives/activities and methods for both individual and group instructional 

programs under the supervision of your assigned teacher. 

2. Collaborate with the classroom teacher on classroom behavior management plan. 

 

3. Provide substitute services at all levels of instruction and document reason for 

substitution for service logs. 

 

mailto:Walkthrough@tohajiilee.com
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4. Provide on campus/cafeteria duty, field trips, and others duties as assigned including bus 

route supervision as needed.   

 

5. Refer to your position description for additional assignments. 

 

C. CLASS SPONSOR RESPONSIBILITIES 

 

Each middle and high school class will have a sponsor(s) whose main task is to supervise, advice 

and guide the students in fund raising activities. The sponsor position is rotated yearly.  The 

sponsor(s) shall: 

 

● Attend all class meetings and work with the students to develop a positive atmosphere 

based on mutual trust, respect, and understanding. 

 

● Perform the assigned duties and keep notes on each meeting. All meeting notes will be 

submitted each semester.   

 

● Submit a completed Plan of Operation Form with the Business Office to establish an 

account for your class. 

 

● Take attendance at each meeting and hold the students accountable for their participation. 

 

● Read and explain announcements to the class and plan any upcoming activities. 

 

● Supervise elections for class officers. 

 

● Serve as a liaison between the students, teachers, families and administration. 

 

● Adhere to the student handbook for discipline. 

 

● All fundraising activities will be done during non-instructional time so as not to interfere 

with students' class time. And all funding raised should be immediately turned into the 

business office within 24 hours after each fund raising event. 

 

 

D. TUTORING 

 

 Tutoring is a tool for assisting students. 

 

● To avoid conflict of interest, confusion and miscommunication please follow the school's 

guidelines for keeping students in your classroom when class is not in session. 
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● In the event that you need to tutor a student during lunch, you must arrange to have the 

student(s) get lunch with cafeteria staff. 

 

● In the event that you need to tutor a student after school, you must obtain parental 

permission and notify the front office 24 hours prior to your tutoring session. 

 

● After school tutoring may be carried out by Educational Assistants and/or Teachers/ 

Arrangements for the students to ride the Activity Bus home or the High School Bus 

depending on the age group being tutored.  

 

ALL SCHOOL PROGRAMS 

Staff are required to attend all staff meetings as scheduled.  Other meetings may be called by the 

Chief School Administrator.   Staff are required to sign in for all meetings 

 

 

A. PROGRAM OPERATIONS AND CHAIN OF COMMAND 

 

1. The Chief School Administrator is responsible for total school operation; this includes 

direct and indirect supervision of all staff. 

 

2. The Chief School Administrator or your immediate supervisor will approve or 

disapprove leave for employees. 

 

3. Non-TCS staff must have authorization and approval through the established security 

procedures before they are allowed on campus. All staff must immediately report any 

non-staff person on campus not wearing a visitor's badge.  Violation of this policy shall 

be subject to disciplinary action.  (See Appendix A) 

 

4. Chain of Command-All external communication shall go through the Chief School 

Administrator or your immediate supervisor.  

 

B. TOUR OF DUTY 

 

1. The school shall provide 180 Instructional Days for students. Please refer to the school 

calendar for these specific days. 

 

2. The official tour of duty for most staff members is from 7:30am to 4:00pm. 

 

Administration          7:30am-4:00 pm with ½ hour for lunch  

Teachers/Counselors          7:30am-3:00 pm with ½ hour for lunch  

Educational Assistants (staggered)        7:00am-3:30 pm with ½ hour for lunch  

Business Office          8:00am-5:00 pm with 1hour for lunch  
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Bus Drivers           8 hours shift with ½ hour for lunch  

Cooks (staggered)          5:30am - 2:00 pm ½ hour for lunch   

Maintenance           7:30am-4:00 pm with ½ hour for lunch   

Security           7:00 am- 4:00 pm with 1 hour for lunch  

Custodians           2:00 pm- 10:30 pm with ½ hour for lunch/supper 

Pre-K Teacher           7:30am- 4:00 pm with ½ hour for lunch 

Pre-K Teacher Assistants         7:30am-4:00 pm with ½ hour for lunch 

 

C. LEAVE POLICY 

 

There are 9 types of leave for school year employees. They are as follows: 

 

1. Personal/Emergency Leave (School Year Employees Only) 

 

2. Sick Leave 

 

3. Approved Leave Without Pay (LWOP) 

 

4. Court Leave/Jury Duty (subpoenas only) 

 

5. Military Leave (official orders only) 

 

6. Administrative Leave (at the discretion of the Chief School Administrator ONLY)  

7. Absence Without Authorized Leave (AWOL) 

 

8. Family Leave (extended sick leave)      

9.  Bereavement Leave: Follow the Personnel Policy Procedure Manual       

 

NO LEAVE will be approved the day before or the day after holidays: Labor Day, Fall Break, 

Veteran's Day, Thanksgiving Days, Christmas Break, Martin Luther King Day, Presidents' Day, 

Spring Break, the last week of school, etc.   Note: The Board shall not assume any financial 

responsibilities for an individual's inability to understand this policy. 

 

SCHOOL YEAR EMPLOYEE:  Up to 32 hours of personal leave/emergency leave may be 

available for each employee. THIS IS NOT A “USE OR LOSE LEAVE”.  This leave is intended 

for employee's personal use when it is NEEDED.  Please note that this leave is not intended for 

vacation leave. The Chief School Administrator or supervisor reserves the right to refuse 

Personal or Leave Without Pay. 
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Any employee that is authorized to be off campus, in the course of their official duties, must sign 

out at the front office stating reason along with time of departure and must sign back in when 

return. 

 

Pay Day Friday: Only personal leave or sick leave of an emergency nature or leave (with 

documentation) will be approved.   

 

Policy on Requesting Leave: 

 

1. During the 4th quarter, no sick leave will be approved unless it is accompanied by 

documentation from a health professional. No personal leave will be approved unless it is 

accompanied by documentation.  

 

2. No leave requests will be approved through email or text. All leave requests must be 

authorized verbally by an administrator through a phone call.  

 

3. ALL leave must be approved at least 3 days in advance except for unplanned illness and 

emergencies. 

 

4. In the event that you wake up sick in the morning, call the school office at 7:30a.m. And 

speak to the supervisor. If the supervisor is unavailable, speak to the acting supervisor. 

You must complete a leave slip upon returning to duty. 

 

5. Leave slips are in the work room or front office. ALL leave must be documented on a 

leave slip and submitted. Failure to submit a leave slip will result in the employee being 

charged with Absent Without Authorized Leave (AWOL) and/or the employees’ 

timesheet may not be submitted which will result in an undetermined time before the 

employee will be paid. 

 

6. It is the responsibility of employee to submit leave slip; supervisor will not contact 

employee to fill out leave form. If employee does not submit leave slip, employee will be 

charged Absence Without Leave (AWOL). AWOL will be documented on timesheet.  

 

7. Leave is approved in one-hour increments.  

 

8. On Day 2 of sick leave you must submit a doctor's statement with your leave slip. 

 

9. If extended sick leave is being used for family leave, appropriate documentation is 

required. 

 

● Sick Leave: School Year Employees who work 70 hours in a pay period earn 3.5 sick 

leave hours. 

● Year Round Employees who work 80 hours in a pay period earn 4 sick leave hours 



  12 
 
 

 

 Policy and Personal/Emergency Leave: 

 

Permanent full-time School Year Employees who have a contract that exceeds 24 continuous 

weeks will receive 32 hours of Personal/Emergency Leave. No liquidation or carryover of this 

leave is authorized. 

 

The purpose of Personal/Emergency Leave is to allow full-time school year employees an 

opportunity to deal with unpredictable and uncontrollable outside demands upon his/her time 

during work hours. Examples which are not all-inclusive are as follows: Appearance in court as 

the result of action by the employee; vehicle registration; bank business; vehicle repairs; vehicle 

accident; vehicle inoperable (broken down); flat tire; etc. 

 

Request for Personal/Emergency Leave shall be made in advance with the immediate supervisor 

when the purpose is of a non-emergency nature.  When this leave is requested for emergency 

purposes, the employee shall immediately request leave from their immediate supervisor.  If the 

immediate supervisor is not available then the request shall be submitted to the supervisor on 

duty. 

 

In the event that an employee does not follow the leave policy, disciplinary action will be taken.  

 

D. ALL EMPLOYEE DRESS CODE 

 

● All staff will set a positive example for the students by dressing professionally. We are 

the role models for our students.  All administrators, teachers, staff and education 

assistants are expected to project a professional image and should dress appropriately for 

an office/business environment including but not limited to special events such as 

graduations and promotions. Certain employees may be required to wear special dress 

and grooming, such as wearing uniforms or safety equipment/clothing, depending on the 

nature of their job. Any questions or complaints regarding the appropriateness of attire 

should be directed to the individual’s supervisor or HR.  

 

● If your mode of dress solicits undue attention, then it is discouraged. 

 

● If your appearance as a professional educator leaves a negative impression on other staff 

members, parents, and the community, then it is prohibited. 

 

● Jeans are unacceptable on a regular basis but can be worn on Wednesday as Warrior 

Wednesday(s).  Spirit shirts may also be worn on Wednesday or on days of scheduled 

sports events. 

 

● Proper footwear will be worn at all times. No flip flops. 

 

● NO visible body piercing except for earrings. 
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● NO visible "hickies." 

 

 

E. CONFIDENTIALITY 

 

1. All staff must use good judgment when discussing school business, student behavior, 

family matters, student achievement, counseling or special education referrals and any 

other type of conversation involving staff or students; these issues should be treated with 

confidentiality. 

 

2. IEP information is strictly confidential.  Teachers who read IEP folders must sign in at 

the front of the folder and read it in the special education office.  IEP folders may not be 

removed from the designated secured area.  

 

3. Gossip or slander about other employees, parents/students and the school WILL NOT BE 

TOLERATED. Disciplinary action can be implemented for violation of this policy.  

 

4. Each employee is required to use discretion in the discussion of any official business and 

records. 

 

Unauthorized disclosure of such confidential information, which may include but is not limited 

to, program or client matters, salary and other personnel matters, restricted financial information, 

to include internet, social media networks (i.e. Facebook, Instagram, Twitter, etc.) or any other 

technology devices, will be grounds for immediate disciplinary action up to and including 

termination of employment.  (See Appendix C, Page 22.) 

 

 

F. STAFF ROLES AND RESPONSIBILITIES 

 

• Staff cannot approach or discipline students and/or other staff members when incidents 

related to fights, assaults, and bullying involve their own child or grandchild. Staff cannot 

make any type of verbal comments to students and/or other staff members regarding 

incidents involving their own child or grandchild.       
 

• No Public Display of Affection (PDA). 

 

• Staff are not to smoke on school grounds. (This includes e-cigarettes and chewing 

tobacco). 

 

• Please follow speed limit of 5 mph when entering school campus. 
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• Staff need to park in appropriate spaces throughout school campus. 

 

• Staff should not get confrontational or argue in front of students, families or staff, rather 

they should go to their immediate supervisor or human resource for support. 

 

G. EXTERNAL CORRESPONDENCE 

 

All external correspondence is to be signed or approved by the Chief School Administrator.  This 

is to keep communication open.  It is imperative for the appropriate supervisor to be aware of all 

types of external correspondence in order to answer questions, resolve any problems and be 

aware of concerns.  Any correspondence that is intended for external distribution beyond our 

campus (Social Media, Website, Fax etc.) is to be approved by the Chief School 

Administrator/Administrator designee. 

 

H. CAMPUS AND PLAYGROUND SUPERVISION 

 

Teachers, Educational Assistants, Bus Drivers and other staff shall be assigned various types of 

supervision on a regular basis.  (Schedules will be made for regular duties).  All staff shall follow 

these guidelines: 

 

• Be present at your duty station and on-time during your assigned periods. This 

responsibility is not time to have breakfast or lunch and/or engage in any lengthy 

conversations with other staff members. Keep alert and be watchful for the safety of the 

students. Teachers and education assistants should stand at your respective doors during 

passing periods greeting students and being present for bus duty at the end of the day.  

 

• Be visible and move around the playground or area of supervision.  Bench seating is 

prohibited due to safety of student supervision. 

 

• Avoid standing in the same place during the period of supervision. 

 

• Cell phone use is prohibited while supervising students.  

 

• Ensure that the students are safe. 

 

• Report any broken or unsafe playground equipment immediately to your supervisor. All 

staff will fill out a work order form. 

 

• Ensure that the students are following playground rules -littering, rough playing and/or 

(in appropriate) language is not permitted. 

 

• Administer school discipline as necessary, following the discipline flowchart. 
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• If an incident or accident arises on the playground, notify the Front Office and fill out the 

incident/accident report.  Acquiring outside medical attention and informing 

parents/guardians will be the responsibility of the Front Office. 

 

 

I. BULLETIN BOARDS 

 

Bulletin boards serve as teaching aids. The maintenance of these bulletin boards are the 

responsibility of the teacher and/or educational assistants.  

 

J.  DUPLICATING SERVICE/ACADEMIC STAFF WORKROOM 

 

We do not have a designated person to make copies for teachers. Students should not be sent to 

the front office for copies as there may not always be someone available. Students are not 

permitted to use the copy machines 

 

 

K. SALES ON CAMPUS 

 

A form is available in the work room to be filled out each time a sponsor/class wants to have a 

sale. Your Plan of Operation Form must be on file before any sales are approved.  All sales will 

take place during non- instructional time. An adult must sponsor all sales AND the adult must 

stay at the site with students.  All students must be stamped after breakfast or lunch is served in 

order to purchase any food items. 

 

Proceeds from sales shall be deposited no later than the forty-eight hours. (Appendix B.) 

 

A food handler's permit is required for any adult/student handling food that is not commercially 

wrapped. A food handler’s certificate for the sponsor and the student sellers must be provided to 

the Business Office prior to all sales.  

 

All sales (and fliers) must be pre-approved by designee administrator.  The request for sales must 

be specific. See the business office for setting up your account for your class or your club. 

 

L. FIELD TRIPS 

 

All field trips must be educational and must reinforce the approved curriculum. Field trips are 

based on availability of funds.  ALL classroom field trips must be pre-approved and put on all 

required forms.  The required forms must be filled out completely and given to the Chief School 

Administrator or administrator designee for approval.  The following are steps needed to 

complete a field trip request: 
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DAY FIELD TRIPS: 

 

Day Field Trip should be planned during regular tour of duty and requested 3 weeks in advance. 

 

1. The classroom teacher is responsible for planning and preparing the appropriate forms for 

any field trip activity.  Field Trip forms are available in Teacher Resource Binder or in 

the front office: 

▪ Field Trip Request Form (Appendix L) 

▪ Field Trip Check List (Appendix M) 

▪ Food Request Form (Appendix G) 

▪ Signed Requisition Forms with quotes to vendors need to be submitted to 

Procurement 3 weeks in advance.   
      

2. Planning must include meals and bus availability. 

 

3. Students are not eligible to participate if they are suspended. 

 

4. After planning and forms are completed, packet needs to be submitted to the Chief 

School Administrator for approval. 

 

5. Teachers and chaperones will take roll call on the bus for attendance, remain on the bus 

with students in the bus and with their students during the field trip.  

 

6. Parent pick up will be arranged with parents prior to the field trip and will follow all TCS 

protocol for check out to include; checking for ID’s, releasing students to authorized 

parent/guardians listed in NASIS, and check out will only take place at designated sites 

listed on field trip forms.  

 

OVERNIGHT FIELD TRIPS:  Overnight Field Trips must be pre-approved by the Chief School 

Administrator and school board at least 6 weeks in advance. 

1. The classroom teacher/sponsor is responsible for planning and preparing the appropriate 

forms for any overnight field trip activity.  Field Trip forms are available in Teacher 

Resource Binder or in the front office. 

 

 Field Trip Request Form (Appendix L) 

 Field Trip Check List (Appendix M) 

 Sack Lunch Request Form (Appendix G) 

 Signed Requisition Form with quotes to vendors need to be submitted to 

Procurement 6 weeks in advance. as needed     

 

2. NO parents on overnight field trips, unless approved by Administration and with proper 

completed background check. 
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3. Parent consent must be signed for each student for any overnight field trip. 

 

4. Planning must include meals and bus availability.   

 

5. Students are not eligible to participate if they have behavioral infractions that could lead 

to suspension are or have been suspended. 

 

6. All planning and forms must be completed and submitted to the Chief School 

Administrator for approval 4 weeks prior to departure.   

 

7. Overnight Field Trips REQUIRE a full and accurate Itinerary 2 weeks in advance. 

 

8.  Overnight Field Trip Chaperones will NOT be paid overtime. 

 

9. Overnight Field Trip Chaperones will NOT be paid for "weekend" days in the event that 

the field trip is taking place on a weekend day. 

 

10. Overnight Field Trips will have deadlines for fundraising so that the trip can be budgeted 

according to the funds that have been raised for the designated trip. 

 

M.  MAIL, TELEPHONE, AND FACSIMILES 

 

All staff are assigned a mailbox in the workroom. Please check your mailbox on a daily basis. 

 

Personal phone calls may be made before instruction time, during your break, lunch, or after 

instruction time. All faxes must be school related. 

 

N. TRANSPORTATION 

 

All staff are responsible for their own transportation to and from work.   

In the event that I-40 closes due to inclement weather or other emergencies, please tune to 

Channel 4 (KOB) or Channel 7 (KOAT) news for information.  Please maintain an updated 

phone number to receive Shout-outs. (See Appendix D) 

 

O. SALARIES 

 

Salaries are paid on a bi-weekly basis.  Salaries are automatically deposited into your bank 

account.  Make an appointment with the Business Office for questions or clarifications on your 

salary, insurance, or retirement information.  Your pay will be automatically pro-rated over 

twenty six (26) pay periods. Employees should not identify or disclose confidential information 

nor share their salary with their co-worker colleagues.   
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P.   STAFF MEALS 

 

Both the breakfast and lunch meals are available for staff purchase at the following rates: 

 

OCCASIONAL MEAL: Breakfast $3.00 per plate 

    Lunch  $3.00 per plate 

 

NO FREE BREAKFAST OR LUNCH!  NO IOU'S OR CREDIT! 

 

Q.   EMPLOYEE CONTRACTS 

 

All staff will receive a copy of their contract and the position description at the beginning of the 

school year. 

 

R. CUSTODIAL AND FACILITIES MANAGEMENT 

 

Administration will make every effort to improve the general appearance of the school through 

the efficient use of the custodial and maintenance staff.  All staff shall assist by: 

 

• Teaching good citizenship, respect for property/school equipment and personal 

responsibility. 

 

• All staff should assist by:  Maintain a clean and orderly classroom. 

 

• Properly supervise students both inside and outside the classrooms. 

 

• Fill out work orders as you see areas that need attention.  Facility/Maintenance work 

order forms are available in the front office. 

• Post displays and written announcements only on designated bulletin boards. 

 

• Report any damages immediately to the front office or request a work order to fix any 

damages. 

 

S. END OF SCHOOL YEAR REQUIREMENTS 

 

These are procedures that must be followed before employees leave for the school-year.  The 

completion of these procedures are documented on the school's employee (check-out form), 

which the completion shall be acknowledged with the employee's signatures, the responsible 

supervisor and Chief School Administrator. 

 

• The end of the year inventory forms must be signed and dated and submitted to the 

appropriate supervisor. 
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• All keys must be submitted to the Facilities Supervisor office in an envelope marked 

with the employee's name and job assignments. 

 

• Requisitions must be submitted to your supervisor. 

 

• All lesson plan books and attendance books must be turned into the Registrar. 

 

• All bulletin boards need to be cleaned. 

 

• A list of students who have not returned or lost their textbooks should be submitted to 

the school registrar. 

 

• Review the end of the year inventory form for detailed explanation. 

 

• All classroom furniture must be stacked to one side of the classroom so that the school 

custodians can clean all rooms. 

 

• Books and any personal belongings should be stored and locked in cabinets. 

 

• Supplies and materials need to be ordered for the following school year.  

 

T. GOVERNMENT VEHICLES (GSA) 

• The use of cell phones is prohibited unless hands free technology is being utilized.  

Texting while operating a school vehicle is prohibited. 

 

• Employees MUST have a valid state Driver's license to be authorized to drive the 

applicable government vehicle. 

 

• Employees MUST have a current MVD driving record on file with Human Resource. 

Computer-generated copy will not be accepted. 

 

• Use school transportation for school business only.  Do not transport a student in your 

own personal vehicle. 

 

• Government vehicles are to be used for official school business ONLY.   

 

• Approval by the appropriate supervisor is mandatory before an employee can check out 

a vehicle. 

 

• Vehicle availability is on a first come, first serve basis. Checkout procedure begins with 

the Transportation Department. 

 

• Government vehicles must be parked in their designated parking area. 
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• Government vehicles need to be returned with a full tank of fuel.  Place gas receipt in 

envelope in the vehicle.  See the Transportation Department for clarifications on the 

procedures for fueling and forms that need to be completed accurately. 

 

• Vehicle inspection form needs to be filled out. It is the responsibility of each employee 

to be sure the vehicle is cleaned and the responsibility to report any 

mechanical/maintenance issues or damages to the Transportation Department to review. 

(Appendix C.) 

 

• Operation of a school vehicle while under the influence of alcohol, illegal drugs, or 

prescription drugs that might cause impairment of the operation can result in 

termination. 

 

• Face masks:  Follow Navajo Nation Public Health Emergency Order.     

 

• Clean and disinfect before and after use of government vehicle.   

 

• Follow CDC’s recommendation for air ventilation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  21 
 
 

 

 

Organizational Chart: Appendix A 
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Processing of Cash Receipts Appendix B. 
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Appendix C. 
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TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 
(a non-profit government contractor) 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(a non-profit government contractor) 
 

 

 

Policy Regarding Unauthorized Personnel on Campus: APPENDIX D. 
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        TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 
(a non-profit government contractor) 

 

 

 

APPENDIX E 
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TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 

(a non-profit government contractor) 
 

 
 

APPENDIX F 

 

SCHOOL CLOSURE POLICY 

  

 

PLEASE BE ADVISED WHEN SCHOOL CLOSURE IS NECESSARY DUE TO 

INCLEMENT WEATHER OR ANY OTHER REASONS THE FOLLOWING POLICY WILL 

BE IN EFFECT: 

 

 

On bad weather days (or any event that may cause the school to be closed) we may need to delay 

the start of school. School will start at 9:30 a.m. on bad weather, late start days. This will be 

announced on the news or you will get a call. When the employees are unable to reach work due 

to weather conditions, he/she may be granted administrative leave. 

 

The Administrator will close the school and place employees on administrative leave, if l-40 is 

officially closed and travel is not authorized by the New Mexico Highway Patrol. Employees 

will be charged with AWOL if they do not report to work and I-40 is open.  Tributaries to I-40 

being closed or not passable may/may not be cause to close the school. 

 

It is the responsibility of management to notify employees if and when the school is to be closed. 

Management will call Channel 7 and Channel 4 TV.  PLEASE WATCH THE NEWS WHEN 

YOU WAKE UP IN THE MORNING TO BAD WEATHER. If you hear that I-40 is closed 

before you see our school's name listed you can call a school administrator 

 

Please call the Administrator if adverse travel conditions prevent you from reporting to work. 

Call the Academic Office at 908-2426/2446 at 7:30a.m. 

 

Please remember that we have a professional obligation to the students we serve and our fellow 

educators to be at work. 
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TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 
(a non-profit government contractor) 

 

 

 

APPENDIX G 

Food Request Form 
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TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 
(a non-profit government contractor) 

 

 
 

APPENDIX H 
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     TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 
(a non-profit government contractor) 

 

 

APPENDIX I. (found at)  https://bie.edu/Programs/SSS/index.htm      

 

 

https://bie.edu/Programs/SSS/index.htm
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TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 
(a non-profit government contractor) 

 

 
 

APPENDIX J 
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TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 
(a non-profit government contractor) 

 

 

 
   

APPENDIX K 
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TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 
(a non-profit government contractor) 

 

 

 

APPENDIX L 
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TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 
(a non-profit government contractor) 

 

 

 

APPENDIX M 

 

 
           Teacher/Chaperones will take attendance when the group returns to the school facility.  
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TO’HAJIILEE COMMUNITY SCHOOL 

BOARD OF EDUCATION INC. 
(a non-profit government contractor) 

  
 

 

APPENDIX N 

 

STAFF HANDBOOK REVIEW ACKNOWLEDGEMENT 

 

I hereby acknowledge that I have read and understand the Staff Handbook manual.  I further 

acknowledge that I have been informed of who I can ask questions about the contents of the Staff 

Handbook manual.  The Personnel Policies and Procedure Manual is available for review in the 

Human Resource Office.       
 

 

_____________________________________                        

            Employee’s Name (Print) 

 

 

_____________________________________                       _____________________________ 

            Employee’s Signature                                                                         Today’s Date 
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APPENDIX O 

 

To’Hajiilee Community School  

Board of Education, Inc. 

 

 Damaged/Lost/Stolen Property Report 

 

 

TCS Tag No.: ______________________Equipment Type: ____________________________ 

 

Cause of Damage/Lost/Stolen Property (Check if applicable) 

 

Fire and/or Smoke  Roof Leak  Theft or vandalism  
Natural Disaster (Flood, Wind, 
Tornado, etc.) 

 Pipe Leak  Transit/during shipment  

Earth movement, settling or 
Cracking  

 Backup of sewer or drains  Utility interruption  

Explosion  Escaping fluids  Electrical failure or 
disturbance 

 

Mechanical breakdown  Spoilage  Negligence  

Hazardous materials 
release/contamination 

 Computer virus or cyber-
attack/threat 

 Other:  

 

 

Other/Notes:__________________________________________________________________ 

 

Police Dept. Notified? ______ Yes   ______ No Fire Dept.? ______ Yes   ______ No 

 

Please provide statement of how the equipment was damaged, lost or stolen: (You also have 

an option to submit a written statement) 

 

_____________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

_____________________________________________________________________________ 

______________________________________________________________________________ 

 

Print Name:_________________________________________ Department:__________ 

 

Received by: _________________________________________  _____________ 
                       Kim Platero, Accounts Payable/Property Technician    Date 
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 Appendix P. 

    

 


