

TRAINING AND EXPERIENCE ADMINISTRATIVE PROCEDURES (See G-101) 

Training Requirements

General Provisions: all training claimed for salary placement purposes must meet the PED license requirements in sections 1-8 of this administrative procedure.  Official transcripts of an accredited university, college, or postsecondary institution must verify all college coursework claimed as training for salary placement purposes. The original PED license issued must be presented to the Administrative Office for licensure level advancement.  It is the responsibility of the individual to request official transcripts or license from all PED accredited universities, colleges, or postsecondary institutions attended for submission to the East Mountain High School Administrative Office.  EMHS will only accept official transcripts in sealed envelopes either hand carried by the individual or mailed directly to the Administrative Office by the university, college or postsecondary institution.
1. An official transcript is required as proof of the conferment of a degree or of the accumulation of additional hours beyond a degree.  An official transcript is defined as issued by an accredited institution and embossed with an institutional seal or other means of official identification. 
2. Additional hours of credit will only be counted after each academic degree is awarded.  Further, additional hours added after the completion of one degree do not carry over after the completion of another degree (Refer to #8).

3. Undergraduate and graduate credit hours earned before the bachelor’s degree is completed may not be counted after the date the bachelor’s degree is awarded.

4. All credit hours, either undergraduate or graduate, may be counted if earned after the bachelor’s degree for salary placement upon initial employment by the district.  After initial employment salary placement, all additional credit hours submitted on an official transcript, either undergraduate or graduate, earned as an employee of the district may be counted for salary placement upon approval of the Head School Administrator or designee.  All requests for approval of additional credit hours must be submitted in writing unless the employee has a degree of program plan on file at the Personnel Office.
5. Credit will not be given for correspondence courses or activity physical education courses.  Degrees and courses offered on the Internet through accredited colleges will be accepted.  In accordance with New Mexico State Department of Education regulations, in-service hours earned after July 1, 1988, will be disallowed for salary schedule purposes.
6. Licensure level advancement licenses and semester hours above a degree will be credited on the salary schedule, subject to prior approval of the Head School Administrator or designee, only when an official transcript showing those hours is on file in the district Personnel Office on or before September 30 of the contract year or eight (8) weeks after employment for employees that start after the school year has begun.  The increment will be paid only for those hours earned at an accredited college or university.  Hours toward an increment on the salary schedule must be semester hours or converted to semester hour equivalent.  Teacher licensure requirement (student teaching hours) will be counted as hours after a degree.
7. For salary purposes, a degree, which has been completed but not conferred may be counted only if the degree granting institution verifies in writing that the degree has been completed and that the degree will be conferred at a later date.
8. If an individual has two master’s degrees, the second degree may not be counted as forty-five (45) additional hours unless it is actually comprised of forty-five (45) hours.  Only the actual hours constituting the second degree may be counted as hours in addition to the first master’s degree.

9. Hours earned by an individual while working toward a degree that are in excess of the number of hours needed for that degree may not be counted as additional (“plus”) hours once the degree has been competed.  For example, although any hours earned while an individual is working toward a master’s degree may be counted as they are accumulated as hours additional to the bachelor’s degree, once the individual has earned the master’s degree, none of those hours in addition to the master’s degree—the master’s degree becomes the new starting point.
10. Vocational instructors with less than a four-year degree will be placed on the BA column for training and experience purposes, but will be paid according to recognized training and experience at the appropriate cells on this schedule.  Verified employment for trades and industries may be counted for training and experience purposes in the vocational instructor’s licensed or instructional area.
Experience Requirements:

General Provisions:  All service claimed for salary placement purposes must meet the requirements in sections 1-16 of this section.  The service verification form and any other supporting documents must meet the requirements for such school records and documentation in this section.  All service shall be based on the contractual year (July 1 – June 30).  No more than one year of experience may be acquired in any one contractual year.  It is the responsibility of the individual to mail or hand deliver the service verification form to all previous employers.  EMHS will only accept service verification forms mailed or faxed directly to the district by previous employer.

1. Reported experience must be instructionally related and must be verified by use of a service verification form.
2. Verifiable Experience:  The service verification form shall include place of employment, dates of employment (starting and ending date), and number of hours/days worked for each year of employment.  The information must be verified and signed by the previous employer.
3. If a person is employed by more than one school district during the same year, a service verification form from each employing district is required.

4. For personnel employed in a year-round school system, the actual dates of employment during that school’s calendar must be indicated on the service verification form.  The dates may not necessarily conform to the contractual year as defined above.
5. Substitute teaching experience shall not count towards service credit.

6. Accreditation must be by a recognized state or regional accrediting agency in the United States.    In states or territories that have no provisions for accrediting, licensing, or approving private elementary or secondary schools, service shall be acceptable provided the person held, while employed, a valid teaching certificate from the state in which the school is located or a valid New Mexico teaching certificate.

7. Instructionally-Related Experience:  To qualify as instructionally related, experience must either be in a position in which the primary job responsibility is the supervision and/or provision of formal instruction or in a position as a licensed or certified professional in a clinical or parallel setting.  The first type of instructionally-related experience includes but is not limited to experience as a licensed or certified classroom teacher in an accredited public or private school or accredited post secondary institution; experience as a certified or licensed superintendent, director of instruction, director of testing, director of special education or federal programs, director of bilingual programs, or a Head School Administrator in an accredited public or private school; experience as a president, dean or department head in an accredited post secondary institution; experience as a formal trainer in government, business, or industry; experience in a verifiable instructional capacity in the military.  The second type of instructionally-related experience includes but is not limited to experience as a registered nurse in a school, hospital, doctor’s office, or clinical setting; and experience as an occupational or physical therapist (or any other ancillary service provider) in a school, hospital, doctor’s office, or clinical setting.
8. Verified employment for support service personnel shall be counted as experience in their licensed or instructional area.  Support personnel are coordinators/subject matter specialists, library/media specialists, guidance counselors, registered nurses, diagnosticians, speech therapists, occupational therapists, physical therapists psychologists, audiologists, interpreters, orientation and mobility specialists, and social workers.
9. Verified employment for trades and industries instructors shall be experience in the licensed or instructional areas.  Verified Employment must be documented on the service verification form or in writing from the previous employer.
10. Military service shall be counted only when the employee has taught or completed teacher training immediately prior to military service and the service was instructionally-related.  Discharge papers that include a description of the duties to which the individual was assigned are required.  If the paperwork is insufficient to allow district personnel to determine whether or not were instructionally related, further proof will be required of the employee before credit for such experience is given.  Such additional verification may consist of official documents issued by the military or of written confirmation that includes a description of the instructionally related duties performed and the signature of the employee’s former commanding officer or authorized designee.
11. All college or university experience must be recorded on the service verification form.  A supporting letter or form must be attached to the service verification form verifying that either full-time or part-time employment was at faculty status or its equivalent and that the schedule of work and the pay constituted that of other similar faculty employees.  It is the responsibility of the employee to secure verification of college or university experience.
12. A person teaching adult basic education or any other program not covered in this section is eligible for service credit if the program was operated by a public school and the person held a valid teaching license.

13. Service experience at 100% of the day of less than one school year but more than half of a school year may be rounded to one year so long as the experience was gained in one position in one span of time.  Each partial year must stand alone, however.  Two or more sufficient partial years may not be put together for credit.  One half of a school year shall be 90 days at 100% of the day or the equivalent of four and one-half months or a full semester.
14. Service at less than 100% of the day shall be recognized as full-time employment, provided that documentation is presented to the district, which verifies that the employment was not less than three and one-half hours each day for a full year or the equivalent of 90 full time days (percent of day employed multiplied by number of days employed).

15. Teaching experience also includes full-time employment as a teacher in public schools, private schools, parochial schools, or institutions or higher learning in foreign countries when those schools have been accredited by recognized accrediting agencies of the United States.
16. Experience must be on file in the East Mountain High School Personnel Office on or before September 30 of the contract year (or eight (8) weeks after employment for employees that start after the school year has begun) of the school year for which an individual is to receive credit on the salary schedule.
Employee: ______________________________

Date:__________________________
