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[HISTORY: Adopted by the Board of Trustees of the Village of Jemez Springs effective
4-21-2011. Amendments noted where applicable.]

GENERAL REFERENCES

Administration of government — See Ch. 7. Personnel policies — See Ch. 76.

ARTICLE 1
Employment

§ 101. Nature of employment.

A.

You became an employee at Village of Jemez Springs voluntarily and your employment
is at will. "At will" means that you are free to resign at any time, with or without cause.
Likewise, "at will" means that Village of Jemez Springs may terminate your employment
at any time, with or without cause or advance notice, as long as we do not violate any
applicable federal or state law.

The decision to terminate an employee is made jointly by the relevant supervisor and the
Human Resource Department. All terminations are subject to review and approval by the
Human Resource Department and/or Mayor.

The policies in this Employee Manual are not intended to create a contract. The policies
should not be construed to constitute contractual obligations of any kind or a contract of
employment between Village of Jemez Springs and any employee. The provisions in the
Employee Manual have been developed at the discretion of management and, except for
the policy of employment-at-will, may be amended or cancelled at any time, at the sole
discretion of Village of Jemez Springs.

These provisions replace all other existing policies and practices and may not be changed
or added to without the express written approval of the chief executive officer of Village
of Jemez Springs.
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§ 102. Employee relations.

A.

We believe that the work conditions, wages, and benefits we offer to Village of Jemez
Springs employees are competitive with those offered by other employers in this area and
in this industry. If you have concerns about work conditions or compensation, we
strongly encourage you to express these concerns openly and directly to your supervisor.

Our experience has shown that when employees deal openly and directly with
management, the work environment can be excellent, communications can be clear, and
attitudes can be positive. We believe that Village of Jemez Springs fully demonstrates its
commitment to employees by responding effectively to employee concerns.

§ 103. Equal employment opportunity.

A.

To give equal employment and advancement opportunities to all people, we make
employment decisions at Village of Jemez Springs based on each person's performance,
qualifications, and abilities. Village of Jemez Springs does not discriminate in
employment opportunities or practices on the basis of race, color, religion, sex, national
origin, age, disability, or any other characteristic protected by law.

We will make reasonable accommodations for qualified individuals with known
disabilities unless making the reasonable accommodation would result in an undue
hardship to Village of Jemez Springs.

Our equal employment opportunity policy covers all employment practices, including
selection, job assignment, compensation, discipline, termination, and access to benefits
and training.

We also have an affirmative action program. The affirmative action program will
promote opportunities for people in certain protected classes throughout Village of Jemez
Springs.

If you have a question about any type of discrimination at work, talk with your
immediate supervisor or the Clerk/Treasurer. You will not be punished for asking
questions about this. Also, if we find out that anyone was illegally discriminating, that
person will be subject to disciplinary action, up to and including termination of
employment.

§ 104. Business ethics and conduct.

A.

We expect Village of Jemez Springs employees to be ethical in their conduct. It affects
our reputation and success. Village of Jemez Springs requires employees to carefully
follow all laws and regulations, and have the highest standards of conduct and personal
integrity.

Our continued success depends on our customers' trust. Employees owe a duty to Village
of Jemez Springs, our customers, and community members to act in ways that will earn
the continued trust and confidence of the public.
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C.

As a municipality, Village of Jemez Springs will comply with all applicable laws and
regulations. We expect the Mayor and all Trustees and employees to conduct business in
accordance with the letter, spirit, and intent of all relevant laws and to not do anything
that is illegal, dishonest, or unethical.!

If you use good judgment and follow high ethical principles, you will make the right
decisions. However, if you are not sure if an action is ethical or proper, you should
discuss the matter openly with your supervisor. If necessary, you may also contact the
Clerk/Treasurer for advice and consultation.

It is the responsibility of every Village of Jemez Springs employee to comply with our
policy of business ethics and conduct. Employees who ignore or do not comply with this
standard of business ethics and conduct may be subject to disciplinary action, up to and
including possible termination of employment.

§ 105. Personal relationships in the workplace.

A.

1.

When relatives or persons involved in a dating relationship work in the same area of an
organization, it may cause problems at work. In addition to claims of favoritism and
morale issues, personal conflicts from outside can sometimes carry over to work.

For this policy, we define a "relative" as any person who is related to you by blood or
marriage, or whose relationship with you is similar to that of a relative. We define a
"dating relationship" as a relationship that might reasonably be expected to lead to a
consensual romantic or sexual relationship. This policy applies to all employees
regardless of their gender or sexual orientation.

Our policy is that an employee may not directly work for a relative or supervise a
relative. We also do not allow a person in a dating relationship to work for the other
person in that relationship or to supervise the other person. Village of Jemez Springs also
reserves the right to take quick action if an actual or potential conflict of interest arises
involving relatives or persons involved in a dating relationship who are in positions at
any level (higher or lower) in the same line of authority that may affect the review of
employment decisions.

If two employees become relatives, or start a dating relationship and one of them
supervises the other, the one who is the supervisor is required to tell management about
the relationship. We will then ask the two employees to decide which one of them is to
be transferred to another available position. If they do not make that decision within 30
calendar days, Village of Jemez Springs will decide which one will be transferred or, if
necessary, terminated from employment.

There may also be situations when there is a conflict or the potential for conflict because
of the relationship between employees, even if there is no direct reporting relationship or
authority involved. In that case, we may separate the employees by reassignment or
termination of employment. If you are in a close personal relationship with another

Editor's Note: Amended at time of adoption of Code (see Ch. 1, General Provisions, Art. I).
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employee, we ask that you avoid displays of affection or excessive personal conversation
at work.

§ 107. Immigration law compliance.

A.

Village of Jemez Springs is committed to employing only people who are United States
citizens or who are aliens legally authorized to work in the United States. We do not
illegally discriminate because of a person's citizenship or national origin.

Because we comply with the Immigration Reform and Control Act of 1986, every new
employee at Village of Jemez Springs is required to complete the Employment Eligibility
Verification Form 1-9 and show documents that prove identity and employment
eligibility.

If you leave Village of Jemez Springs and are rehired, you must complete another Form
[-9 if the previous 1-9 with Village of Jemez Springs is more than three years old, or if
the original I-9 is not accurate anymore, or if we no longer have the original I-9.

If you ask questions or want to complain about the immigration law, you will not be
punished in any way.

§ 108. Conflicts of interest.

A.

2.

Village of Jemez Springs has guidelines to avoid real or potential conflicts of interest. It
is your duty as an employee of Village of Jemez Springs to follow the following
guidelines about conflicts of interest. If this is not clear to you or if you have questions
about conflicts of interest, contact the department manager.

What is a conflict of interest? An actual or potential conflict of interest is when you are
in a position to influence a decision or have business dealings on behalf of Village of
Jemez Springs that might result in a personal gain for you or for one of your relatives.
For conflicts of interest, a "relative" is any person who is related to you by blood or
marriage, or whose relationship with you is similar to being a relative even though they
are not related by blood or marriage.

We do not automatically assume that there is a conflict of interest if you have a
relationship with another company. However, if you have any influence on transactions
involving purchases, contracts, or leases, you must tell the Village Clerk/Treasurer or
Mayor of the Village of Jemez Springs as soon as possible. By telling us that there is the
possibility of an actual or potential conflict of interest, we can set up safeguards to
protect everyone involved.

The possibility for personal gain is not limited to situations where you or your relative
has a significant ownership in a firm with which Village of Jemez Springs does business.
Personal gains can also result from situations where you or your relative receives a
kickback, bribe, substantial gift, or special consideration as a result of a transaction or
business dealing involving Village of Jemez Springs.

Editor's Note: Amended at time of adoption of Code (see Ch. 1, General Provisions, Art. I).
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§ 110. Outside employment.

A.

You may hold an outside job as long as you can satisfactorily perform your Village of
Jemez Springs job and the job does not interfere with our scheduling demands.

We hold all employees to the same performance standards and scheduling expectations
regardless if they have other jobs. In order to remain employed at Village of Jemez
Springs, we will ask you to terminate an outside job if we determine that it is impacting
your performance or your ability to meet our requirements, which may change over time.

You may not have an outside job that is a conflict of interest with Village of Jemez
Springs. Also, you may not get paid or get anything in return from a person outside
Village of Jemez Springs in exchange for something you produce or a service you
provide as part of your Village of Jemez Springs job.

§ 114. Disability accommodation.

A.

3.

Village of Jemez Springs is committed to complying fully with the Americans with
Disabilities Act (ADA). We are also committed to ensuring equal opportunity in
employment for qualified persons with disabilities. We conduct all our employment
practices and activities on a nondiscriminatory basis.

Our hiring procedures have been reviewed and they provide meaningful employment
opportunities for persons with disabilities. We only make preemployment inquiries
regarding an applicant's ability to perform the duties of the job being applied for.3

Reasonable accommodation is available to an employee with a disability when the
disability affects the performance of job functions. We make our employment decisions
based on the merits of the situation in accordance with defined criteria, not the disability
of the individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of
compensation (or changes in compensation) as well as job assignments, classifications,
organizational structures, position descriptions, lines of progression, and seniority lists.
We make all types of leaves of absence available to all employees on an equal basis.

Village of Jemez Springs is also committed to not discriminating against any qualified
employee or applicant because the person is related to or associated with a person with a
disability. Village of Jemez Springs will follow any state or local law that gives more
protection to a person with a disability than the ADA gives.

Village of Jemez Springs is committed to taking all other actions that are necessary to
ensure equal employment opportunity for persons with disabilities in accordance with the
ADA and any other applicable federal, state, and local laws.

Editor's Note: Amended at time of adoption of Code (see Ch. 1, General Provisions, Art. I).
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