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Revision Date(s):  July 21, 2016


POLICY:
East Mountain High School will have a sound wage, salary, and payroll program.


PROCEDURES FOR Wage, Salary, and Payroll:


I.  Payroll Process

A. Each position is designated as exempt or non-exempt based on the duties and responsibilities of the position as defined by the Fair Labor Standards Act (FLSA).

1. Administrative and professional staff are considered exempt employees compensated with a salary and are not subject to payment for overtime worked.
2. All secretarial/clerical staff, custodians, and bus drivers are considered non-exempt employees and must be compensated for overtime pursuant to the FLSA. 

a. Non-exempt employees must complete and submit to the Office Manager, a time sheet indicating the dates and hours worked. The time sheet must be initialed by the employee's immediate or appropriate supervisor verifying the dates and hours worked prior to submission to the business office for payment. 

b. Overtime must be approved in advance, except in the case of an emergency.  The employee shall fill out an overtime request form.  This form shall be signed by their immediate supervisor and the Principal.
c. The employee may be allowed to take compensating time off in lieu of overtime compensation. Compensating time off (figured at time and a half) if approved by the Principal, must be taken within 30-days of the overtime.
d. The Business Manager will calculate hours worked and verify and compute overtime compensation, if applicable.
B. Based upon the Fair Labor Standards Act (FLSA), employees who are eligible for overtime pay will be compensated in the following manner:

1. All hours worked up to forty (40) hours in one workweek are to be paid at the staff member's regularly hourly rate. Hours worked in excess of forty (40) hours in any one workweek must be paid at time and one-half the regular hourly rate in accordance with law. A workweek is defined as a period beginning on Saturday and ending the following Friday.
2. Overtime pay is computed only on hours worked. If an employee uses a vacation and/or sick day(s) and works extra hours during the same workweek, payment will be paid at the regular hourly rate until the actual hours worked reaches forty (40) before any overtime will be calculated.
3. In the case of a non-exempt staff member whose pay rate is quoted on other than an hourly basis, the business office will calculate hourly equivalent pay for overtime purposes.
C. The Business Manager will make payroll deductions as required by law. 
1. The school is required to deduct the employee’s portion of FICA (Social Security and Medicare), Federal Income Tax, and State of New Mexico Withholding Tax. Except for FICA which is a fixed percent, the amount withheld for Federal and State of New Mexico tax is based on the number of exemptions a staff member claims on the withholding exemption certificate (W-4) at the time of employment or as changed by the staff member subsequent to employment.
2. The school is required to withhold amounts for State of New Mexico Educational Retirement and ERA Retiree Health Care for those employees who meet the FTE or other requirements established by each entity. Amounts withheld are remitted to the respective entities in the employee's name by the due dates specified.
3. The monthly withholding for the employee's portion of selected insurance coverage(s) shall be deducted from the employee's pay in semi-monthly installments.
D. In addition to required contributions to the Educational Retirement and ERA Retiree Health Care previously mentioned, employees may choose elective deferrals to a qualified 403(b) plan of their choice. The Business Office shall deduct amount(s) specified by the employee and remit payment in the employee's name monthly or as required by the plan. The business office shall be aware of IRS contribution limits for elective deferrals and make sure there are no excess contributions to qualified plans.
E. Unless otherwise specified in their respective employment contracts, all employees shall be paid on a semi-monthly basis.  Nine and Ten month employees contracted by EMHS on July 1 of any fiscal year will receive the first paycheck on the date specified in the fiscal year calendar as the mid-August pay date.  All EMHS contracts are paid out in 24 installments.
1. In the event the pay period ends on a Saturday, Sunday or Holiday Monday - payment will be made on the preceding Friday. 
2. In the event that the pay period ends on a holiday or on a day that the school is closed for business, payment will be made the preceding workday, except in the case of emergency situations.
3. Exception to this policy may occasionally be justified, as in the case of vacation pay, but must have prior approval of the Principal.
F. The school will not allow salary advances for any reason.
G. The school must honor notices of Garnishment.
1. Should the school receive a notice of garnishment, the employee will be contacted so the employee can attempt to satisfy the creditor and have the garnishment withdrawn. 
2. In the event a release of garnishment cannot timely be obtained, the school shall acknowledge the wage assignment as required by law and remit amount(s) withheld to the appropriate agency.
H. The school will provide direct deposit for staff members with a valid bank or credit union in the United States.

II. 
Salaries

A.  Salary Schedule
1. The Principal, in conjunction with the Business Manager, will develop a proposed salary schedule for the licensed instructional staff for the coming school year, based on the state mandated minimum salaries for Levels I, II, and III employees, plus adjustments for education and experience. 

2. The Principal, in conjunction with the Business Manager, will develop the salary schedule for administrative personnel and support staff based on position, responsibilities, education and training, legal requirements, internal consistency, and competitive market factors. 

3. The salary schedule for the licensed instructional staff will be reviewed by the Finance Committee and approved by the Governing Council along with the annual budget. 

4. All salaries other than those mandated by the state are subject to available budget.

B.  
Implementation
1. 
Pay increases subject to available budget become effective on July 1st of each fiscal year. 

2.  
Pay increases that are mandated through legislative action become effective as of the date specified by the State of New Mexico Public Education Department.
C. 
Salary Determination for Licensed Instructional Personnel

1.  
Pursuant to 22-10A-4 NMSA, all teacher and school administrator salaries shall be aligned with the educator licensing and salary system for the particular level of licensure. 

2.  
In addition to the minimum salary, full-time licensed instructional personnel are eligible for experience credits on the annually adopted salary schedule.

a.  
Prior full-time verifiable school teaching experience in the position for which the instructional personnel is hired, will receive full credit.  Full-time, out-of-state, non-public school, post-secondary teaching, or other related experience may receive ½ experience credit for each year of experience, in the sole judgment of the Principal. 
b.  
No experience credit is allowed for substitute teaching or for student teaching.

c.  
Prior work-related experience must be verified on an EMHS verification form, and received directly from the institution or entity, identifying exact dates of employment and the position(s) held.

c.  
The EMHS Office must receive verification of experience by September 30 (or 8 weeks after employment for employees who start after the school year has begun) of the school year in which the individual is seeking experience credit on the salary schedule.

3.  
Full-time licensed instructional personnel are also eligible for education credits on the annually adopted salary schedule.

a. 
Education credits are in increments of BA, BA+ 15 credit hours, BA+45 credit hours, MA, MA+ 15 credit hours, MA+45 credit hours, Doctorate. 

b. 
Any full-time licensed instructional personnel seeking education credits or movement from one licensure tier to another must submit verifiable evidence of degree and/or credit hours prior to September 30 (or 8 weeks after employment, for employees who start after the school year has begun) of the school year for which an individual is seeking education credits on the salary schedule.

c. Official transcripts must be mailed directly to the school’s office by the accredited university, college or post-secondary institution. 

d. No adjustment in the salary will be made during the school year based on educational credits.

4.  
The Principal is primarily responsible for the salary administration.
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