


























































9.6. FINAL PAY CHECK. An employee who resigns shall receive a final paycheck on the first 
regularly scheduled payday following the employee's effective date of resignation. Any 
employee who is dismissed shall receive a final paycheck by 5:00 p.m. on the fifth (5) day 
following dismissal. Day one begins the day of dismissal and includes Saturday and Sunday. In 
case of death, final salary and compensation for unused annual leave shall be paid to the 
employee's named beneficiary or, if unnamed, to the employee's estate. 

9. 7 CLOTHING ALLOWANCE. An employee in a designated job with the Village may be 
required to wear special clothing to perform the job function. An employee who is required to 
wear special clothing shall receive a clothing allowance from the Village or the Village will 
contract with a uniform service, which shall be set by the Village Clerk/Administrator with the 
consent and approval of the Mayor. 

9.8. GRATUITIES. All employees are prohibited from accepting gifts or other considerations 
from vendors given with the intent of modifying the employees' performance of duties or 
encouraging the employees to make purchases from the vendor involved. Employees will 
maintain the highest moral standards and any attempt to influence an employee's performance by 
a vendor or other person will be reported to the department head. 

9.9. PER DIEM AND MILEAGE. All payments of per diem and mileage allowance to Village 
employees will be made pursuant to laws established by the State of New Mexico. In no event 
shall any per diem or mileage allowances be made for travel by a Village employee in 
connection with the employee's regular job duties within the boundaries of the Village of Cuba 
without the express prior written consent of the Village Clerk/Administrator. [DFA Rule Chapter 
42 2.42.2 NMAC] 

9.10. TIME CARDS. At the end of each pay period, and upon approval by the Village 
Clerk/Administrator or the Police Chief, the time cards will be forwarded to the Village 
Clerk/ Administrator's office. The Village Clerk/Administrator will keep a cumulative record of 
all leave time accrued and used. Weekly time cards will be signed by the employee's immediate 
supervisor. Time cards must be submitted prior to issuance of the paychecks. Upon receipt of 
the paycheck, the employee will review the paycheck and time card and sign the time card unless 
either is inaccurate. 

9.11. PERA BENEFITS. All Village employees, except casual and temporary employees, are 
required to join the Public Employees Retirement Association of New Mexico (PERA). Copies 
of the latest PERA rules and provisions may be obtained in the office of the Village 
Clerk/ Administrator. The new PERA Employee contributions rates are effective July 1, 2014. 
For Municipal Plan 2, the employee contribution rate is l 0.65%. For Municipal Plan 5, the 
employee contribution rate is 17 .80%. The employer contribution rate for Plan 2 is 9.15% and 
the employer contribution rate for Plan 5 is 18.50%. 
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9.12. INSURANCE BENEFITS. The Village provides medical and life insurance benefits to its 
full-time regular and qualified appointed employees. Insurance plans may be changed at the 
discretion of the Village Council. Specific benefits of the current policy may be obtained from 
the Village Clerk/Administrator's office. The Employer will contribute 80.0% for Health and 
Dental benefits. The Employee will contribute 20.0% for Health and Dental benefits. For VSP 
Vision benefits, the employee will pay 100.0%. 

9.13. EDUCATION BENEFITS. The Village of Cuba supports the further education of its 
employees. When the education assists the employee in the performance of his job, the 
employee may request reimbursement of the tuition from the Village. The Mayor may approve 
payment of the tuition, or, if the Mayor deems it appropriate, he may seek approval from the 
Village Council. Denial of payment is not subject to grievance procedures. For those courses in 
which an employee will be graded by the educational institution, the employee will be 
reimbursed for the tuition at the end of the course, provided the employee passes the course. 

If the Village has paid the tuition for a course and the employee either resigns or is dismissed 
within the six-month period following the Village's payment of the tuition, the employee shall 
reimburse the Village for the amount of the tuition. This reimbursement provision shall not 
apply if the employee is laid off or terminated for medical reason. 
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SECTION 10. LEA VE AND HOLIDAYS 

10.1. AUTHORJZED LEAVE. Leave is any authorized absence, with or without pay, during 
regularly scheduled work hours, which is approved by the department head. The department 
head is responsible for the maintenance and transmittal of leave records to the Village 
Clerk/Administrator's office. Each department must submit a completed "Request for Leave" 
form to the Village Clerk/Administrator's office for each leave taken by an employee. 

10.2. UNAUTHORJZED LEA VE. Absence without approved leave is subject to disciplinary 
action and loss of pay. 

10.3. HOLIDAYS. All f11ll-time employees of the Village are eligible for the following legal 
holidays at their regular rate of pay based on a 40-hour work week: 

New Year's Day .................................................. January l 
Martin L. King Day ................ .- .......................................... Federal Monday Law 
President's Day ......................................... Federal Monday Law 
Good Friday . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Friday before Easter 
Memorial Day ........................................... Federal Monday Law 
Independence Day ................................................... .July 4 
Labor Day .............................................. Federal Monday Law 
Thanksgiving Day ...................... . ........... Last Thursday in November 
Day after Thanksgiving ................................ Last Friday in November 

(Friday taken in lieu of Veteran's Day) 
Christmas Eve ........................................... 1/2 Day December 24 
Christmas Day ................................................. December 25 
New Year's Eve ......................................... ½ Day December 31 

(Noon until Midnight) 
Employee's Bi1thday ............................................ Floating Day 

a. This schedule is subject to revision by the Village Council to take into account holidays falling 
on weekends, and for such other reasons as the Village Council deems appropriate. 

b. All part-time employees working twenty (20) hours or more will receive holiday benefits at 
their regular rate of pay on a basis pro-rated to the full-time ( 40 hour) work week. Employees on 
leave without pay status will not be paid for holiday time. Casual employees, temporary 
employees, or part-time employees working less than twenty (20) hours per week are not entitled 
to holiday pay. 

c. Employees required to work on a holiday will be compensated for the holiday at two and one­
half (2-1/2) times their rate of pay for the holiday hours actually worked, not to exceed eight (8) 
hours. The holiday will begin at 6:00 p.m. of the eve of the holiday and end at 6:00 a.m. the day 
following the holiday, unless otherwise specified. 
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d. If an employee works more than eight (8) hours on a designated holiday, the employee will be 
compensated pursuant to the overtime provision herein at § 10.5. An employee will not accrue 
overtime unless the actual work in the week in question exceeds 40/43 hours pursuant to§ 10.5. 

e. When a holiday occurs during an employee's use of annual leave, the day shall be counted as a 
holiday, and not a day of annual leave. 

f. Employees on a normally scheduled day off when the holiday occurs will not be charged a 
holiday. Such employees shall request in advance a day of leave to be taken and charged as a 
holiday. Holiday time earned on a normal day off must be used within four (4) weeks of the date 
of time accrued. If not taken within the four (4) week time period, the employee will be paid 
straight time for the day. The floating day for the employee's birthday must be used within the 
birthday month. 

g. Holidays that fall on Saturday will be taken off on Friday of the same week. Holidays that fall 
on Sunday will be taken off on Monday. 

10.4. ANNUAL LEAVE WITH PAY. 

a. Annual leave will accrue on a monthly basis from the date of employment. Upon termination 
of employment, an employee shall be compensated for accrued annual hours. 

b. No annual leave will be granted or taken before it is accrued. When a legal holiday that would 
have been a regular work day for the employee occurs during annual leave, the leave for that day 
will be charged as a holiday. 

c. Hours worked in addition to the regularly scheduled work week (such as overtime) will not 
entitle an employee to additional annual leave hours. 

d. Annual leave must be requested in advance of the time it is to be taken, except under approved 
instances. Leave request forms should be submitted to an employee's supervisor at least two 
weeks prior to the leave date to allow for proper coverage within the department and office. 
Leave request will be approved contingent upon appropriate staff coverage within the Village 
offices. 

Annual leave is accrued at the following rates: 

Regular 
Workweek 

Monthly 
accrual 

Employees with 1-5 years service: 
40 hours 8 hours 

Employees with 6-10 years service: 
40 hours 8 hours 

30 

Yearly 
accrual 

96 hours 

96 hours 

Maximum 
accrual 

120 hours 

I SO hours 



Employees with 11-15 years service: 
40 hours 10 hours 120 hours 180 hours 

Employees with 16+ years service: 
40 hours l 0 hours 120 hours 200 hours 

g. Part-time employees will receive annual leave benefits on a basis prorated to the full-time 
(40 hour) work week. Employees on leave without pay status will not accrue annual leave time. 
Temporary and casual employees do not accrue annual leave. 

h. Any employee within 24 hours of their maximum accrual will be notified in writing by the 
Village Clerk/Administrator with a copy of the notice being sent to their supervisor. In the event 
an emergency occurs, an extension of time may be approved by the Mayor. 

i. A probationary employee shall accrue annual leave, but shall not be able to use accrued 
annual leave hours until completion of the employee's probationary period. However, if a 
probationary employee resigns or is dismissed before completing the probationary period. the 
employee shall be compensated for annual leave hours accrued. 

10.5. SICK LEAVE WITH PAY. 

a. Sick leave may be granted for absences from work because of personal or immediate 
family illness, injuries, and scheduled doctor's appointments for treatment, examinations. 
and evaluations, providing the employee has sufficient sick leave hours accumulated. Sick 
leave will accrue on a monthly basis from the date of employment at a rate of 6.67 hours 
per month (10 days per year) for full-time employees, and part-time employees will receive 
sick leave at their regular rate of pay on a basis prorated to the full-time workweek. 
Temporary and casual employees do not accrue sick leave. Sick leave may be taken during 
probationary period. 

b. An employee who has been dismissed or is resigning his employment will not be 
compensated for unused sick leave hours accrued, except for an employee who meets the 
requirements for retirement. Such an employee will receive full compensation for sick leave 
hours not to exceed the annual hours accrued in the preceding twelve (12) months. 

c. Hours worked in addition to the regularly scheduled workweek will not entitle an employee 
to additional sick leave benefits. Employees on leave without pay status will not accnte 
sick leave. 

d. When an employee is absent from work for five (5) or more days, and such absence is 
chargeable to sick leave, the employee shall provide his or her supervisor with a doctor's 
statement certifying the reason for the illness. Any employee taking sick leave of less than 
five (5) days may be requested by his or her supervisor or the Mayor to provide a statement 
certifying the reason for such leave. Statements submitted by an employee will be filed in 
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the employee's evaluation folder. 

e. An employee claiming sick leave who: 1) makes a false claim; or 2) fails to cooperate in 
any investigation by the Village of his or her claim for sick leave; or 3) refuses to be 
examined by a doctor selected by the Village if requested to do so; or 4) signs a statement 
falsely certifying the reason for sick leave shall not be entitled to any leave with pay for the 
time in dispute and shall be subject to disciplinary action. 

f. The Village Clerk/ Administrator or the Mayor may authorize employees to donate a 
portion of their accrued sick leave to another employee who is suffering from or has an 
immediate family member suffering from an unforeseeable severe illness, injury or physical or 
mental condition which has caused or is likely to cause the employee to take leave without pay 
or to terminate employment with the Village. Donations of time are completely voluntary. Such 
donations shall be made under the following terms and conditions: 

1. The employee receiving donated leave nfust be a regular full or part-time 
employee; 

2. Employee receiving donated leave must not be eligible for temporary 
disability payments under Workers' Compensation Act; 

3. Employee receiving donated leave must have exhausted all accrued sick and 
vacation leave; 

4. Employee receiving donated leave must provide appropriate medical 
documentation justifying the necessity for the leave and the time for which the 
employee can reasonably be expected to be absent from work; 

5. Donated leave will be in one()) hour increments and will be transferred hour 
for hour. The receiving employee shall be paid at his/her hourly rate of pay 
for the donated time, not at the donor's rate; 

6. Donations of time shall be made on forms provided by the Village, which will 
be signed by the donating employee and witnessed by the Department Head; 

7. Terminated employees are ineligible to receive donations. 

g. Violation of any sick leave procedures or requirement will be sufficient cause for dismissal 
and will be referred to the Village Clerk/Administrator for action. 

10.6. BEREAVEMENT LEAVE. In the event of the death of an employee's immediate family 
member as defined in 2.17, the employee shall be entitled to bereavement leave with pay 
not to exceed three days. Bereavement leave for part-time personnel will be prorated. 

10.7. ADMINISTRATIVE LEAVE WITH PAY. Leave with pay and travel pay may be 
authorized by the Mayor or the Village Clerk/Administrator to allow employees to attend 
meetings when the employee's attendance is on the behalf of the Village and in the best 
interest of the Village. If the employee receives payment by an outside entity for his 
attendance, the Village shall pay the employee his regular salary less the amount received 
by the employee from the outside entity. Administrative leave with pay may also be 
granted by the Mayor or Village Clerk/Administrator pending disciplinary action. 

32 



10.8. OCCUPATIONAL INJURY TIME/WORKERS COMPENSATION 

a. Worker,s Compensation 

Employees injured on the job or suffering from occupational diseases, as defined in the 
New Mexico Worker's Compensation Statute, shall receive Worker's Compensation 
benefits as prescribed by law. 

b. Injury Leave Pay 

An employee injured on the job may use accrued annual or sick leave for each 
regularly scheduled work day after the injury occurs for all such days not paid by workers 
compensation. If the employee is on worker's compensation time for more than four 
weeks, and is entitled to compensation for the first seven days and has used accrued 
annual or sick leave for the first seven days of injury, the worker's compensation 
payments received for all such days shall be paid directly to the Village by the worker's 
compensation carrier. In that event, annual or sick leave used by the employee, in lieu of 
worker's compensation, shall be re-credited to the employee upon the Village's receipt of 
the reimbursement by worker's compensation after the expiration of the statutory waiting 
period. 

c. Reporting Procedure 

All work related mJunes requiring medical attention must be reported to the 
employee's department head as soon as possible. A First Report of h~ury Form must be 
filed with the Village Clerk/Administrator within fifteen (15) days of the injury. The 
report shall be signed by the employee and the employee's department head. In addition, 
the department head's accident investigation report must be filed on the day following the 
day the department head receives the employee's first accident report. All accidents shall 
be reported, however minor. 

d. Medical procedure 

In the event that an employee of the Village is injured at work, or otherwise 
suffers a workers' compensation injury, the Village will not initially select or direct health 
care for the worker. The worker will initially select/direct their own medical treatment by 
selecting a health care provider (HCP). Pursuant to the rules of the New Mexico Workers' 
Compensation Administration, the Village of Cuba may request, at a later date, to change 
the worker's health care provider. 
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e. Return to Work 

An employee shall return to his former position or be reassigned to a comparable 
position if the employee's physician certifies that the employee can return to work within 
four (4) months. 

f. Modified Work Schedule 

1. An employee returning from Worker's Compensation disability may return to light 
duty if an appropriate position is available and the employee's physician certifies 
that the employee can return to a modified work schedule. 

2. Light duty is defined either as performing the same job as the employee held before 
the injury, or as performing the duties of another position for which the employee is 
qualified, for fewer than eight (8) hours each day or having reduced physical 
requirements· for the full day or less than the full day. 

3. The times and conditions of light duty will be determined by the employee's 
department head in conjunction with the Village Clerk/Administrator. 

g. Reemployment of Village Employees Injured on the Job. 

If the Village is hiring, a regular full-time employee who has received, or is due to 
receive, benefits pursuant to the Worker's Compensation Act, and who was unable to 
retum to work during the four (4) month period for which the Village shall hold the 
employee's position open, may apply for his pre-injury job, a modified job similar to the 
pre-injury job, or any job that pays less than the pre-injury job, provided that the employee 
is qualified to perform the essential functions of the job. The Village shall rehire the 
regular full-time employee provided that the employee's treating health care provider 
certifies that the employee is fit to carry out the job without significant risk of injury 
within the four (4) month time period after the injury. 

10.9. CIVIC DUTY LEAVE. An employee shall be given necessary time off with pay for the 
following: 

a. Jury Duty 

Pay for jury duty shall be authorized only for those days that the employee is scheduled to 
work. If excused by the court during a working day, the employee shall return to duty if at 
least four (4) hours of Village duty can be served in that work day. If the employee does 
not return to work, the balance of the day will be charged to annual leave or leave without 
pay. The fee the employee receives for serving as a juror shall be turned in to the Village. 
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b. Court Appearance Time 

When required by Village duties or subpoenaed to appear before a court, Personnel Board 
Hearing, public body or Village Council for the purpose of testifying in regard to Village 
matters. 

c. Voting 

For purposes of a national, state, or local election, an employee who is registered to vote 
will be granted up to two (2) hours paid leave for voting, between the time of opening and 
the time of closing polls. The employee's supervisor may specify the hours for the leave. 
This leave will not be granted to any employee whose work day begins more than two (2) 
hours subsequent to the time of the opening of the polls, or ends more than three (3) hours 
before the closing of the polls. 

10.10. MILITARY LEA VE FOR RESERVE OR NATIONAL GUARD DUTIES 

a. Paid Military Leave for Reserve or National Guard Activities 

Paid military leave is granted for authorized reserve or National Guard activities for a 
maximum of fifteen (I 5) working days during a one year period. Military leave must be 
requested twenty (20) days in advance. The employee must furnish proof of duty orders 
or other documentation prior to leave being granted unless the leave is for emergency 
purposes. 

b. Unpaid Military Leave 

Employees voluntarily or involuntarily serving on active duty for more than fifteen (15) 
working days shall be placed on leave without pay. The employee taking military leave 
will not first be required to exhaust annual and sick leave. 

c. Employees Returning from Unpaid Military Leave 

Any employee who leaves a position he has held with the Village, other than a temporary 
position, to enter the armed forces of the United States, national guard or organized 
reserve, and who serves on active duty and is honorably discharged or released from 
active duty to complete his remaining service in a reserve component, and who is still 
qualified to perfom1 the duties of the Village position previously held, shall be re­
employed in such position or to a position of like seniority, status, and pay. To be re­
employed in such position, the employee must make application for reemployment within 
ninety (90) days after he is relieved from training or duty, or from hospitalization 
continuing after discharge for a period of not more than one ( 1) year. 
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i. The returning employee will be deemed to have accrued seniority and length 
of service rights as though his employment with the Village had been continuous 
since the date of initial employment. 

ii. The returning employee shall have all annual and sick leave accrued at the 
time of his departure for military service restored. 

10.11. LACK OF WORK & INCLEMENT WEATHER. The Village may at its discretion 
send an employee home when there is no work available as determined by the Village 
Clerk/Administrator or the Mayor, and may close offices and send employees home due to 
inclement weather declared by the Mayor, or in his ~bsence the Village Clerk/Administrator. 
Employees who are sent home by the Village due to inclement weather, or other circumstances 
not covered in this policy manual, shall not be charged with leave for all normal work hours 
missed. Hours paid pursuant to this provision shall not be counted as hours worked for the 
computation of overtime. 

10.12. LEAVE WITHOUT PAY. The Mayor may grant regular employees leave without pay 
(L WOP) for a period not to exceed three (3) months, when the Mayor deems that such leave 
without pay is in the best interest of the Village. Reasons for such a leave may include, but are 
not limited to: education, medical disability; pregnancy or birth or adoption of a child; and the 
need to care for an immediate family member, including a newborn. Leave without pay is 
subject to the following conditions: 

a. Re-employment Upon Return 

If an employee returns to work within three (3) months, the employee will be returned to 
the same position. If the employee is on leave without pay for more than three (3) months, 
the Village will attempt to return an employee to the same or similar position for which 
the employee is qualified. The position of an employee on leave without pay, for more 
than three (3) months shall not be guaranteed. 

b. Use of All Leave 

Prior to going on leave without pay, an employee requesting leave without pay shall use 
all available annual leave, except those going on military leave without pay. If the 
employee is seeking leave without pay for medical or pregnancy related reasons, the 
employee shall first use all available annual and sick leave. 
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c. Physician's Certificate 

Leave without pay requested because of medical reasons or pregnancy related reasons 
must be accompanied by a physician's written statement indicating the estimated time of 
disability or recommended time for post-natal recovery. An employee returning to work 
from leave without pay due to medical or pregnancy related reasons must be released by 
the employee's physician to return to work. Proof of release must be presented to the 
employee's department head. 

d. Benefits at Employee's Expense 

An employee on leave without pay does not accrue leave, nor does the employee receive 
Village benefits. An employee wishing to continue receiving insurance benefits while on 
leave without pay may do so at the employee's expense by submitting the employee's and 
the Village's share of the premium to the Village Clerk/Administrator on the regular pay 
day. 
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SECTION 11. PRIVATELY OWNED VEHICLES 

11.1. AUTHORIZATION. It is the policy of the Village of Cuba to pennit employees to use 
privately owned vehicles on Village business, when Village-owned vehicles are not available or 
appropriate. Permission to use said vehicle must be obtained in advance and authorized by the 
Mayor. The Village may reimburse employees for mileage at the current authorized rate upon 
submission of a mileage report which includes date, beginning and ending odometer readings, 
number of miles traveled, origination point and destination point of each trip. The form shall be 
signed by the employee requesting reimbursement and approved by the appropriate department 
head prior to submission to the Mayor. Employees utilizing a privately owned vehicle in 
conducting Village business and who are compensated through the use of Village paid gasoline 
to operate such vehicle will not be eligible to recover mileage reimbursement. 

11.2. INSURANCE. 

a. Only privately owned vehicles covered by liability insurance with no less than 
limits of liability of $25,000.00 for bodily injury or death to one person in one 
accident; $50,000.00 for bodily injury or death to two or more persons in one accident 
and $10,000.00 for injury or damage to property of others in one accident required by 
NMSA 1978, §66-5-206 and §66-5-257, are authorized to be used on Village business. 
No private vehicle can be used for Village business unless the employee first submits 
written proof of insurance to the Village Clerk/Administrator. 

b. Privately owned vehicles not covered by liability insurance as required above may 
not be used for Village business purposes. 

c. The Village assumes no responsibility for damage to the employee's vehicle while 
on Village business. 

d. Noncompliance with this policy and certification may result in immediate dismissal. 
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SECTION 12. MISCELLANEOUS 

12.1. DESIGNATED WORK AREAS. All employees are to be at their designated work areas 
on time and ready to work. Employees shall work until the scheduled quitting time, unless 
permission of the supervisor has been obtained for different work hours. Employees shall not 
litter work areas and will keep the designated work area neat and clean. 

12.2. PERSONAL BUSINESS. Personal business shall not be conducted during work hours 
while on Village premises. 

12.3. SAFETY. The Village is committed to having all work conducted in a safe manner. All 
safety precautions shall be followed. 

12.4. VILLAGE PROPERTY. Employees shall not misuse Village property, records, or other 
material in their care, control, or custody; nor shall any Village property, records, or other 
material be removed from the premises of the Village offices unless written permission has been 
given. Employees shall not use Village property, records or equipment for personal use. 

12.5. TERMINATION; RETURN OF VILLAGE PROPERTY. At the time that an 
employee is voluntarily or involuntarily terminated, the employee shall return all Village 
property to the appropriate department head, including but not limited to: any keys, vehicles, 
supplies, equipment, and uniforms that may be in the employee's possession. 

12.6. VILLAGE VEHICLES. No Village vehicles will be taken out of the Village of Cuba 
without permission of the Mayor or Village Clerk/Administrator. Employees shall notify the 
Village Clerk/Administrator of their destinations and itineraries. Village vehicles may be used 
only for Village business and commuting to and from work, if required for a work-related 
purpose. Village vehicles shall not be used for personal business, except as is incidental in 
commuting as determined by the employee's department head. 

12.7. DRESS AND APPEARANCE. Employees are constantly in the public eye; consequently 
it is important that the employees present the best possible image to the public. Employees 
should always be clean and neatly dressed in clothing suitable for their work assignments. 
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12.8. CONTENTS OF EMPLOYEE FILES. Subsequent to hiring, two separate files shall be 
prepared and maintained for each employee: a personnel file, and an evaluation file. These 
records shall be kept in the Village Clerk/ Administrator's office. It is the responsibility of each 
department head to insure that the records of the employees are completed and up-to-date. 

a. Personnel File 

The personnel file shall contain the following records: 

I. The original application form. 

2. The originating personnel action showing occupation, date of beginning 
employment and salary. 

3. Records or certificates of educational training or orientation achievement 
completion. 

4. Application for retirement program. 

5. Other related actions/forms concerning payroll deductions, insurance payment 
records, etc. 

b. Evaluation File 

The evaluation file shall contain the following records: 

1. Any medical examination fom1. 

2. Copies of personnel action forms. 

3. Copies of all performance evaluations. 

4. Copies of all favorable or unfavorable letters or memorandums such as letters or 
certificates of appreciation or records of other outstanding achievements regardless 
of origination. 

5. Records of disciplinary actions such as reprimand, suspension, demotion, or 
termination. 

12.9. MAINTENANCE OF EMPLOYEE FILES. Such records shall be considered 
confidential and not available for public inspection. Physical access to an employee's records 
shall be in the control of the Village Clerk/Administrator. An employee's records may be 
reviewed by the employee, the employee's department head, the department head of the 
department to which an employee may be transferred, the Village Clerk/Administrator and the 
Mayor. If an employee wishes someone other than those authorized to have access to the 
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employee's file, he must request so in writing. 

12.10. ADDITIONAL RULES. Employees shall obey all additional rules, directives and 
requests stated verbally or in writing by their supervisors. Employees are generally required to 
follow all standards, rules, procedures and policies that are similar or normally expected in the 
work place. 

12.11. INTERNET USE. Employees are not permitted to use or access the internet during 
working hours except for conducting legitimate Village business. Employees may access the 
internet during break periods, but all internet access by employees during working hours is 
subject to Village review and oversight. Internet access to pornographic material of any kind is 
strictly prohibited and will result in immediate tennination. Social Media is Public Record. 

12.12. PERSONAL CELL PHONES. Employees are not permitted the use personal cell 
phones during working hours. Morning Breaks, Lunch Breaks or Afternoon Breaks may be used 
for personal cell phone calls. Refer to Section 9.2. 

PASSED and APPROVED by the Governing Body on May 28, 2014 in the County of Sandoval 
in Cuba, New Mexico by; 

Mayor Mark Hatzenbuhler 

o/~ncil Member Brian L. Velarde 

c;µ:, ,o; .... , 114. Wsooo 
Council Member Cecilia M. Delgado 

~-~ 
Vandora P. Casados, Village Clerk-Treasurer 
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Mayor Pro tern Gilbert Dominguez 

Council Member Lee V. Ramirez 




