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045.2 Leave Without Pay Policy

045.2.1 Purpose

To set forth procedures for requesting and approving leave without pay.

045.2.2 Definitions

A.

“Absent without Leave” or “Absence without Leave” (AWOL) means an
unauthorized absence on unpaid status.

“Domestic Partner” means a person related to an employee where the employee
and the partner presently can affirm that:

1. the partners are in an exclusive and committed relationship for the benefit
of each other, and the relationship is the same as, or similar to, a marriage
relationship in the state of New Mexico;

2. the partners share a primary residence and have done so for twelve or
more consecutive months;

3. the partners are jointly responsible for each other’s common welfare and
share financial obligations;

4, neither partner is married or a member of another domestic partnership;

5. both partners are at least 18 years of age;

6. the partners are not related by blood to a degree of closeness that would
prevent them from being married to each other in the state of
New Mexico.

“Geographic location” means the city to which the position is assigned or which
is 35 miles from the boundaries of the community in which the employee is
employed.

“Relation by blood or marriage within the third degree” includes spouse, domestic
partner, parent, mother-in-law, father-in-law, step-parent, children, domestic
partner children, son-in-law, daughter-in-law, step-child, brother, step-brother,
brother-in-law, sister, step-sister, sister-in-law, grandparent, grandchild, uncle,
aunt, nephew, niece, great-grandchild, and great-grandparent.

“Leave without Pay (LWOP)” means an authorized absence from the job on
unpaid status.
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045.2.3 Policy

Specific conditions and procedures apply for a Human Services Department (HSD)
employee to be absent from work beyond the employee’s total accrued leave.

045.2.4 Eligibility

A.

Permanent, term, probationary, temporary, and emergency employees are eligible
to apply for LWOP.

In some cases, and solely at the HSD’s option, LWOP may be granted only if an
employee waives his/her right to return to the same geographic location. In such
a case, HSD guarantees an HSD position of like status, range and salary
elsewhere in the state but always in the same division and with the approval of the
appropriate Division Director. Employees who have waived their right to return
to the same geographic location must contact the Office of Human Resources
(OHR) for placement. A guarantee of a position of like status, range and salary in
the same or other geographic location does not apply in the case of any layoff,
furlough, disciplinary action, or expiration of appointment affecting a person on
LWOP. In such a situation, appropriate notice would be given to the employee as
required by State Personnel Board Rules.

045.2.5 Authorization

A.

Supervisors will make a recommendation to the county director or appropriate
bureau chief who are authorized to approve LWOP requests for 40 or fewer work
hours in a twelve month period for permissible purposes (see Section 045.2.6). If
approval is denied, the decision can be appealed to the OHR Manager. Any
LWOP of more than 40 work hours must be approved by the OHR Manager.

All procedures and requirements of this policy are applicable to employees on
LWOP as a result of injuries covered by Workers’ Compensation. This
specifically includes the requirement to apply for LWOP and to the time limits
imposed by this policy. (See Policy 043.7, Workers’ Compensation.)

Extended periods of unpaid leave may affect Public Employees Retirement
Association (PERA) benefits. For information regarding the effect of LWOP
upon PERA service time, contact PERA.

For information regarding Family Medical Leave without pay, see 045.3, Family
Medical Leave Policy.

This policy will not supersede any language in the Collective Bargaining
Agreement.
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045.2.6 Permissible Purposes for Leave Without Pay and Corresponding Proof
Requirements

The following are permissible purposes for requesting leave without pay and
corresponding proof requirements:

1.

Medical treatment for an employee or a relation by blood or marriage
within the third degree or a person residing in the employee’s household.
Proof requirement for all cases exceeding 3 consecutive work days or 40
cumulative work hours (or at HSD’s discretion in the case of fewer hours),
is a statement by a physician or other appropriate health care provider
corroborating the need for leave is required. In these cases, the supervisor
must contact OHR’s Medical Issues Coordinator for direction. For
specific procedures regarding requesting and handling medical
documentation and an employee’s right to confidentiality, see the Medical
Records Policy 043.11.

Education or training directly related to an employee’s job. Proof
requirements are documentation of registration or acceptance in the course

of study and written approval by the Educational Leave Coordinator. See
the Educational Leave Policy 045.7 for further guidelines.

Military service. Proof requirement is a copy of the military orders to
report for duty.

Parenting leave to parents of a newborn or newly adopted child. Proof
requirement is a written statement from the employee and OHR
Certification of Health Care Provider form completed and submitted to
the Medical Issues Coordinator for authorization.

Child-rearing leave. Proof requirement is a statement from physician or
other appropriate health provider corroborating illness, emotional or
psychological problem with a child and OHR’s Certification of Health
Care Provider form completed and submitted to the Medical Issues
Coordinator for authorization.

Pregnancy leave. Proof requirement is a written statement from the
employee including estimated due date and OHR’s Certification of Health
Care Provider form completed and submitted to the Medical Issues
Coordinator for authorization.

Family Medical Leave without pay. See the Family Medical Leave Policy
045.3.

Other purposes in the best interest of HSD. not to exceed 40 work hours in
a twelve month period per emplovee, and addressed to his/her immediate
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supervisor who makes a recommendation to the county director or
appropriate bureau chief who has authority to grant or deny the request.
Proof requirement for documentation will be determined by immediate
supervisor and county director or bureau chief.

9. Other purposes, which are for good cause and in excess of 40 hours in a 12
month period, with the recommendation of the Division Director and the
approval of OHR. Proof requirement for documentation will be
determined by the OHR Manager.

045.2.7 Allowable Duration

A.

Total cumulative LWOP for any reason(s) except military leave will not exceed
1040 work hours in any 12-month period running from the first occurrence of
LWOP. This includes any unpaid leave taken under FMLA. See the Family
Medical Leave Policy on how Family Medical Leave and LWOP can be
combined.

However, running from the first occurrence of LWOP, an employee who uses 640
or more hours in a 12 month period is only eligible for 480 hours of approved
continuous or intermittent FMLA leave (paid or unpaid) and an additional four (4)
weeks of LWOP that must be taken in one continuous period during the
subsequent 12 month period. Extensions may be granted for extenuating
circumstances by the OHR Manager with the recommendation of the Division
Director.

Leave without pay for probationary employees may not exceed 240 hours except
in the case of military leave (see State Personnel Board Rule 1.7.7.16 NMAC).
Extensions may be approved by the OHR Manager. (See Section 045.2.9,
Extension Requirements). Leave without pay for temporary and emergency
employees may not exceed 240 hours. Leave without pay for a term, temporary
or emergency employee will not be granted beyond his/her expiration date.

Permanent or term job-sharing (part-time) employees are eligible for LWOP as
stated above, pro-rated by the normal number of hours the employee works per
pay period. Temporary part-time employees are eligible to apply for LWOP in an
amount not to exceed 240 hours under any circumstances.

045.2.8 Processing an LWOP Request

A.

Employees, in foreseeable circumstances, must give notice of their intention to
apply for LWOP a minimum of 30 days before the requested start date of the
LWOP.

Requests for LWOP purposes (8) Other Purposes (40 hours or less) within Section
045.2.6 must be in writing from the employee concerned and must be addressed
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to his/her immediate supervisor, who makes a recommendation to the county
director or appropriate bureau chief who has authority to grant or deny the
request.

Requests for LWOP purposes (1) Medical treatment, (4) Parenting leave, (5)
Child-rearing leave and (6) Pregnancy leave within Section 045.2.6 must be in
writing. The request will be on OHR’s Application for Family Medical Leave,
Annual Leave Donations, and Leave without Pay for Medical Reasons form and
submitted to the Medical Issues Coordinator for authorization. OHR’s
Certification of Health Care Provider form must also be submitted at this time,
when appropriate.

A request for LWOP purpose (2) Education or training, (3) Military Service, or
(9) Other Purposes (excess of 40 hours) within Section 045.2.6 is addressed to the
immediate supervisor and to the County Director, who will forward the request to
the OHR Manager.

Employees on LWOP must keep OHR informed of their current contact
information.

045.2.9 Extension Requirements

Requests for leave extensions must be received at least 10 workdays before the expiration
date of LWOP. Extension requests must be in the same format, require the same proof
documentation, and must be approved in the same manner as the original requests. HSD
may or may not approve requests for extension of LWOP, based on evaluation of the
employee’s compliance with proper procedures and workplace needs at the time of the
request for extension.

045.2.10 Ceonsiderations in Approval of LWOP

A.

Requests for LWOP may be granted when all the above requirements have been
met, including furnishing acceptable proof/documentation. HSD, however,
reserves the right to refuse or grant LWOP for a lesser period than requested.

Requests for LWOP for purposes (2) Education or training, (8) Other Purposes
(40 hours or less) and (9) Other Purposes (excess of 40 hours) within Section
045.2.6, may be granted only if workplace efficiency can be maintained and the
unit can guarantee a position of like status, range, and salary upon return. An
employee’s performance ratings and accrued leave balances will be considered in
reaching a decision on approval/denial of LWOP requests for these purposes (2),
(8) and (9).

045.2.11 Return to Work

A.

An employee may return to work with OHR approval before the approved ending



date for LWOP with medical release documentation when appropriate.

B. Whenever an employee is on approved LWOP due to a personal serious health
condition, a return-to-work certification will be required. Such
proof/documentation shall be in the form of a physician’s statement corroborating
the employee’s fitness for duty. At HSD’s discretion, a review of an employee’s
medical file may be performed to verify the employee’s fitness to return. An
employee who fails to present acceptable proof/documentation may be denied
reentry to the work place, continued on LWOP at the employee’s request
(provided maximum durations have not been exceeded) or placed on AWOL
status as appropriate. In the case of AWOL, an employee is subject to dismissal.

C. Failure to report to work upon expiration of approved LWOP is considered
AWOL and can subject an employee to dismissal.

D. HSD guarantees a position of like status (career, term, or temporary), range and
salary in the same geographic location (but not necessarily the same office or
position from which the employee left) on the return from LWOP of an employee
who has complied with all the provisions of this policy.

045.2.12 Impact of LWOP Upon Leave Accrual, Probationary Period, and
Insurance Premiums

A. Employees do not accrue sick or annual leave while on LWOP.

B. Any LWOP in excess of 30 consecutive calendar days is not credited toward the
probationary period unless the employee was called to active military duty.

C. For information regarding the effect of LWOP upon PERA service time, contact
the Public Employees Retirement Association.

045.2.13 References
State Personnel Board Rules
HSD Medical Documentation Policy

HSD Family Medical Leave Policy
HSD Educational Leave Policy

APPROVED: DATE:

14
AT/ /o510
KATHRYN WALLS, Secretary ‘
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045.3 Family Medical Leave Policy

045.3.1 Purpose

The Human Services Department (HSD) hereby establishes guidelines and procedures by
which to administer and implement the Family and Medical Leave Act (FMLA).

045.3.2 Definitions

A. “Domestic Partner” means a person related to an employee where the employee
and the partner presently can affirm that:

1. the partners are in an exclusive and committed relationship for the benefit
of each other, and the relationship is the same as, or similar to, a marriage
relationship in the state of New Mexico;

2. the partners share a primary residence and have done so for twelve or
more consecutive months;

3. the partners are jointly responsible for each other’s common welfare and
share financial obligations;

4. neither partner is married or a member of another domestic partnership;

5. both partners are at least 18 years of age;

6. the partners are not related by blood to a degree of closeness that would
prevent them from being married to each other in the state of
New Mexico.

B. “Immediate family member”, for purposes of this policy, is defined as a spouse,
domestic partner, parent or child (foster, adopted, or biological).

C. “Incapacity” means inability to work, attend school, or perform other regular
daily activities due to the serious health condition, treatment therefore, or
recovery therefrom.

D. “Intermittent leave” is FMLA leave taken in separate blocks of time due to a

single qualifying reason.”

E. “Serious Health Condition” means an injury, illness, impairment, or physical or
mental condition that involves:

1.

Inpatient care means an overnight stay in a hospital, hospice, or residential
medical care facility, including any period of incapacity, or any



subsequent treatment in connection with such inpatient care; or

2. Continuing treatment by a health care provider including any one of more
of the following:

a) A period of incapacity of more than three consecutive, full
calendar days, and any subsequent treatment or period of
incapacity relating to the same condition that also involves:

1) Treatment two or more times within 30 days of the first day of
incapacity, unless extenuating circumstances exist, by a health
care provider or under orders of a health care provider; or

2) Treatment by a health care provider on at least one occasion
which results in a regimen of continuing treatment under the
supervision of the health care provider.

b) Any period of incapacity due to pregnancy, or for prenatal care.

) Any period of incapacity or treatment for such incapacity due to a
chronic serious health condition which:

1) Requires periodic visits (defined as at least twice a year) for
treatment by a health care provider or under direct supervision
of a health care provider;

2) Continues over an extended period of time (including recurring
episodes of a single underlying condition); and

3) May cause episodic rather than a continuing period of
incapacity (e.g., asthma, diabetes, epilepsy).

d) A period of incapacity which is permanent or long-term due to a
condition for which treatment may not be effective but under the
continuing supervision of a health care provider.

€) Any period of absence to receive multiple treatments (including
any period of recovery therefrom) by a health care provider or
under the orders of a health care provider either for restorative
surgery after an accident or other injury, or for a condition that
would likely result in a period of incapacity of more than three
consecutive calendar days in the absence of medical intervention
or treatment (such as chemotherapy, radiation, etc.).

F. “Treatment by a health care provider” means an in-person visit to a health care
provider. The first (or only) in-person treatment visit must take place within
seven days of the first day of incapacity.

G. “Unable to perform the functions of the position” means where the health care
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provider finds that the employee is unable to work at all or is unable to perform
any one of the essential functions of the employee’s position within the meaning
of the Americans with Disabilities Act.

045.3.3 Policy

The FMLA entitles qualified employees up to 12 weeks of unpaid leave per year (1) for
the birth or adoption of a child, (2) to care for a spouse or an immediate family member
with a serious health condition, or (3) when unable to work because of a serious health
condition.

For possible benefits (allowances) for military family medical leave, contact HSD’s
Office of Human Resources (OHR). See 1.7.7.12, NMAC, Family and Medical Leave.

045.3.4 Eligibility

A. To be eligible, an employee must (1) have worked in the classified service for at
least 12 months (which need not be consecutive) and (2) have worked at least
1,250 hours during the 12-month period immediately preceding the start of FMLA
leave. Hours worked under the Family and Medical Leave Act are computed in
the manner established by the Fair Labor Standards Act. Husbands and wives or
domestic partners employed by HSD are eligible for FMLA leave; however, the
combined total of workweeks of FMLA leave to which they are entitled shall be
limited to 12 weeks in a 12-month period when the leave is taken to care for a
parent with a serious health condition, for the birth of a child, or placement with
the employees of a child for adoption or foster care. Each is entitled to 12 weeks
of leave for their own serious health condition, to care for their sick child or for
each other.

B. Probationary, term, temporary, and part-time employees may or may not qualify
for this type of leave, depending on whether they meet the eligibility requirements
of the law.

045.3.5 Permissible Purposes for FMLA Leave and Corresponding Proof
Requirements

The following are permissible purposes for an eligible employee entitled to FMLA leave
and corresponding proof requirements:

A. For the birth of a child, and to care for that child. Proof requirement is a written
statement from a physician or other appropriate health care provider.

B. Upon placement of a child with the emplovee for adoption or foster care. Proof
requirement is a written statement from employee.

C. To care for the employee’s seriously ill spouse, domestic partner. child or parent.
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Proof requirement is a statement by a physician or other appropriate health care
provider that the employee is “needed to care for” a seriously ill family member.

For a serious health condition that makes the employee unable to perform his/her
job functions. Proof requirement is certification for medical leave that must
include a statement that the employee is unable to perform the functions of his/her
position.

Certification of the medical necessity of intermittent leave or leave on a reduced
leave schedule must include a specific description, by a physician or other
appropriate health care provider, of the treatment regimen which is necessary for
the employee or the employee’s immediate family to undergo.

In all circumstances of FMLA leave, medical documentation must be provided
using OHR’s Certification of Health Care Provider and Application for Family
Medical Leave, Annual Leave Donations and Leave without Pay for Medical
Reasons forms. HSD may require the employee to obtain a second medical
opinion, at HSD’s expense. HSD will designate the health care provider to
furnish the second opinion.

045.3.6_Allowable Duration

A.

D.

An eligible employee may choose to request any combination of accrued paid
leave (annual, sick, compensatory time) and unpaid leave for FMLA leave
purposes. FMLA leave need not be full time to care for a seriously ill family
member or because of the employee’s own serious health condition. However,
HSD may require that the employee substitute any of their accrued annual leave,
accrued sick leave, personal leave day, accrued compensatory time, or donated
leave for any part of unpaid FMLA leave.

If a paid holiday occurs within a week of FMLA leave, the holiday is counted
towards the FMLA entitlement. However, if an employee is using FMLA in
increments less than one week, the holiday does not count against the employee’s
FMLA entitlement unless the employee was otherwise scheduled and expected to
work during the holiday.

An employee may apply for FMLA leave on an intermittent basis over a twelve-
month period based on the same condition authorized for FMLA leave. The
employee must make a reasonable effort to schedule such leave so as not to
disrupt unduly HSD’s operations. HSD may temporarily transfer an employee on
planned intermittent leave to an available alternative position for which the
employee is qualified and which better accommodates recurring periods of leave
than does the employee’s regular position during the period that the intermittent
leave schedule is required.

Any leave based on the birth or placement of a child must be taken within 12



months following the event. An employee is not entitled to intermittent FMLA
leave for taking leave for birth or placement of a child with an employee for
adoption or foster care. However, it may be approved at the discretion of OHR.

Total FMLA leave, whether paid or unpaid, may not exceed 12 weeks or 480
hours in a 12-month period. The 12-month period is calculated forward from the
date an employee’s first FMLA leave begins.

045.3.7 Processing an FMLA Leave Request

A.

045.3

Employees, in foreseeable circumstances, must give notice of their need to take
FMLA leave at least 30 days in advance. In unforeseeable situations, an
employee must give notice within two working days of when the employee learns
of the need for FMLA. Medical documentation must be submitted within 15
calendar days of the request, unless it is not practicable under the particular
circumstances to do so despite the employee’s diligent, good faith effort.

To initiate a request for Family Medical Leave, employees must submit an
Application for Family Medical Leave, Annual Leave Donations, and Leave
Without Pay for Medical Reasons form to the Medical Issues Coordinator.
Within 5 days of receipt of the application, the Medical Issues Coordinator will
send the employee a Notice of Eligibility along with the appropriate Certification
of Health Care Provider form to have the doctor complete. Employees have 15
days to return the Certification of Health Care Provider form to the Medical
Issues Coordinator. Within 5 days of receipt of the Certification of Health Care
Provider form, the Medical Issues Coordinator will finalize the FMLA request by
sending the employee a Designation Notice along with an approval or denial letter
notifying the employee of their FMLA status, copied to the supervisor.

OHR may contact the health care provider for purposes of clarification and
authentication of the medical certification (whether initial certification or
recertification) after OHR has given the employee the opportunity to correct any
deficiencies in the certification. OHR may not ask health care providers for
additional information beyond that required by the certification form.

OHR may require the employee to obtain a second opinion at HSD’s expense. If
the opinion of the employee’s and HSD’s designated health care providers differ,
HSD may require the employee to obtain certification from a third health care
provider approved jointly by HSD and the employee at HSD’s expense. This
third opinion shall be final and binding.

Employees on FMLA leave must keep the Office of Human Resources (OHR)
informed of their current contact information.
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045.3.8 Extension Requirements

Requests for FMLA leave extensions must be in the same format, provide the same
proof/documentation and are approved in the same manner as the original requests,
provided that the 480-hour limit has not been exceeded.

045.3.9 Considerations in Approval of FMLA

If medical certification is required for the type of leave requested, and it is not provided
in a timely manner, the FMLA leave may be denied until the required medical
documentation has been provided.

045.3.10 Return to Work

A.

Whenever an employee is on approved FMLA leave due to a personal serious
health condition, a return-to-work certification is required. Such
proof/documentation of the employee’s ability to perform his/her position shall be
in the form of a health provider’s statement corroborating that the employee is
able to return to work.

If an employee fails to provide requested return-to-work certification by the end
of the approved FMLA leave, HSD may (1) deny reentry to the work place, or (2)
place the employee on absence without leave (AWOL) as appropriate. In the last
case, an employee is subject to dismissal.

Failure to report to work on expiration of approved FMLA leave, whether paid or
unpaid, will be considered AWOL and may subject an employee to disciplinary
action up to and including dismissal.

HSD guarantees a position of equivalent status, range, and salary in the same
geographic location (but not necessarily the same office or position which the
employee left) upon return from FMLA leave of an employee who has complied
with all the provisions of this policy.

Any guarantees of a position of like status, range, and salary in the same or other
geographic location are null and void in the case of any layoff, furlough,
disciplinary action, or expiration of appointment affecting a person on FMLA
leave.

045.3.11 Impact on Leave Accrual and Benefits

A.

An employee shall not accrue annual and sick leave while on unpaid FMLA
leave.

Any unpaid leave designated and approved as FMLA leave without pay shall be
counted towards the maximum leave without pay as stated in the department’s



Leave Without Pay Policy.

C. Approved FMLA leave, whether paid or unpaid, shall not be considered a break
in employment.

D. FMLA leave shall not be considered as time worked for overtime purposes. For
information regarding the effect of unpaid FMLA leave upon PERA service time,
contact the Public Employees Retirement Association.

E. Unpaid FMLA leave shall not change the employee’s anniversary date as
established by State Personnel Board Rules.

F. All provisions of this policy shall be modified/amended or superseded by any
State Personnel Board Rules or Family and Medical Leave Act or regulation
changes.

045.3.12 References

State Personnel Board Rules

Family and Medical Leave Act of 1993 (28 CFR 825.114)
Fair Labor Standards Act

United States Code, Title 10, Section 101

APPROVED: DATE:

2fas/re

KATHRYN FALLS, Secretary
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045 LEAVE
045.5 Administrative Leave Policy

045.5.1 Purpose

This policy defines the purposes and authorizations required for administrative leave for
Human Services Department (HSD) employees.

045.5.2 Definitions

A. “Administrative leave” means authorized and paid absence from work activities
granted to employees for specific purposes as set forth in State Personnel Board rules.

B. “Business unit” means immediate organizational home of employee (i.e., Bureau,
Office).
C. “Domestic Partner” means a person related to an employee where the employee

and the partner presently can affirm that:

1. the partners are in an exclusive and committed relationship for the benefit
of each other, and the relationship is the same as, or similar to, a marriage
relationship in the state of New Mexico;

2. the partners share a primary residence and have done so for twelve or
more consecutive months;

3. the partners are jointly responsible for each other’s common welfare and
share financial obligations;

4. neither partner is married or a member of another domestic partnership;

5. both partners are at least 18 years of age;

6. the partners are not related by blood to a degree of closeness that would

prevent them from being married to each other in the state of
New Mexico.

D. “Relation by blood or marriage within the third degree” includes spouse, domestic
partner, parent, mother-in-law, father-in-law, step-parent, children, domestic partner
children, son-in-law, daughter-in-law, step-child, brother, step-brother, brother-in-
law, sister, step-sister, sister-in-law, grandparent, grandchild, uncle, aunt, nephew,
niece, great-grandchild, and great-grandparent.

045.5.3 Policy

A. Administrative leave may be authorized to HSD employees under certain conditions
as described in State Personnel Board rules. In addition, each agency is authorized to
grant administrative leave for up to five consecutive days when it is in the best
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interest of the agency to do so.

B. This section lists the various purposes for which administrative leave is granted
within HSD. It also specifies the supervisory/managerial level authorized to approve
each type of leave. As administrative leave is an employee benefit, it is important
that it be administered equitably throughout the agency.

C. Administrative leave, by definition, is neither work time nor official state business.
Use of administrative leave constitutes an employee’s release of HSD from any
liability associated with such leave. Employees on administrative leave may not be
reimbursed for mileage or per diem or use a state vehicle.

045.5.4 Authorized Uses of Administrative Leave

Supervisors and managers may grant administrative leave for the following purposes:

A. Voting. An immediate supervisor may authorize up to two hours of administrative
leave for the purpose of voting as set forth in State Personnel Board Rule 1.7.7.14.
Supervisors and office managers retain the right to schedule such leave. This leave is
not available to employees whose work day begins more than two hours after the
opening of the polls or ends more than three hours prior to the closing of the polls.
Employees who are on leave for that full day for whatever reason are ineligible for
administrative leave for voting purposes.

B. Court-Related. An immediate supervisor may grant administrative leave for the
actual time required during an employee’s regularly scheduled work day, including
travel, for an employee serving as a witness by subpoena or serving on a jury. (See
State Personnel Board Rule 1.7.7.14.) No compensation will be given for witness or
jury time outside work hours unless testifying on behalf of the department. Fees
received as a witness or as a juror, excluding any reimbursement for travel, shall be
remitted to HSD’s Administrative Services Division. (NMAC 1.7.7.14)

C. Pre-Retirement Counseling. An immediate supervisor may grant up to eight hours
administrative leave for PERA pre-retirement counseling. Employees may use this
one time in their career at HSD.

D. Initial Counseling Session. An immediate supervisor may authorize administrative
leave for an initial counseling session with an Employee Assistance Program
counselor. This authorization is limited to the time required, including travel, for the
initial session. See Section I below for situations involving drug or alcohol self-
identification.

E. On-the-Job Injury. An immediate supervisor may authorize administrative leave
for the day of the occurrence for transportation and emergency medical treatment
for an employee who suffers an on-the-job injury or illness.
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Hazardous Roads/Weather. Administrative leave may be granted for inclement
weather and hazardous road conditions as described in HSD’s policy on Hazardous
Roads/Weather.

Dangerous/Unhealthy Work Place Conditions. A county director or bureau chief may
request administrative leave for dangerous or unhealthy work place conditions with
the approval of the appropriate Division Director, provided that the temporary
relocation of employees is not practicable. The closure must be reported to the Office
of the Secretary, the Office of Human Resources, and HSD’s Loss Prevention and
Control Coordinator prior to the decision or by close of business on the day thereof.

Interviews. A county director or bureau chief may grant administrative leave for the
actual time required, including travel, for an employee to interview for a position
within HSD, provided that office efficiency is maintained.

Voluntary Self-Identification. The OHR Drug Abuse Coordinator may grant
administrative leave to an employee to participate in an employee assistance program,
counseling, or a drug or alcohol rehabilitation program for up to 240 hours for the
initial voluntary self-identification only. (See State Personnel Board Rule 1.7.8.19.)

Discipline Situations. A county director or bureau chief may authorize up to eight
hours administrative leave when requiring an employee to leave the premises in a
disciplinary or potential disciplinary situation or other situation where an employee’s
behavior is disruptive or threatening to the office, provided the OHR’s Employee
Relations Section is notified prior to or within 24 hours. The OHR Manager is
authorized to grant up to 160 work hours during a disciplinary action process or
investigation. (See State Personnel Board Rule 1.7.11.12.)

Educational Leave. The OHR Educational Leave Coordinator may authorize
educational leave with pay during work hours for up to a maximum of 7 hours per
week (inclusive of travel time), per semester, with the approval of the immediate
supervisor, the county director or bureau chief, and the Division Director or designee.
(See HSD’s Educational Leave Policy.)

Bereavement Leave.

1. A manager may authorize Bereavement Leave for employees affected by the
death of a relation by blood or marriage within the third degree or by the death
of a person residing in the employee’s household. Each Division will
designate the authorized signature and notification process.

2. A manager may authorize a maximum of three (3) days of Bereavement Leave
for a death that occurs locally and a maximum of five (5) days of
Bereavement Leave for a death that occurs one or more travel days from the
employee’s work site. The leave must be approved and taken in a timely
manner. A copy of the certificate of death or a published death notice may be
requested. Each Division will designate the authorized signature and
notification process.



3. Employees may request Annual Leave to attend funeral services of family or
friends not considered a relation by blood or marriage within the third degree
or of a person not residing in the employee’s household.

4. The Division Director, Deputy Director or Regional Operations Manager may
authorize up to three (3) hours of Bereavement Leave for employees to attend
the local funeral of another employee within the same business unit.

M. Military Leave.

Military leave is granted in accordance with the United States Code, State Personnel
Board Rules, and any other applicable law on paid or unpaid military leave.
Members of organized reserve units or the National Guard ordered to active duty
training shall be given up to 15 workdays of paid military leave per federal fiscal
year. The Governor may grant members of the National Guard paid military leave for
active duty training, in addition to that already given by law. Such additional leave
must not exceed 15 workdays per federal fiscal year. Members of the state defense
force shall be granted paid military leave to attend officially authorized training or
instruction courses. Such leave applies only to full-time employees and must not
exceed 15 workdays per federal fiscal year. Members of the Civil Air Patrol shall be
granted military leave not to exceed 15 workdays per calendar year for search and
rescue missions. Employees who are members of a reserve component of the United
States armed forces shall, upon request, be granted unpaid leave for the period
required to perform active duty for training or inactive duty training in the United
States armed forces.

N. Other Purposes. Supervisors and managers are authorized to grant administrative
leave only for the above purposes. Administrative leave for any other purpose may
be granted only with the explicit authorization of the OHR Manager and/or the HSD

Secretary.

045.5.5 References

State Personnel Board Rules

HSD Hazardous Roads/Weather Policy
HSD Disciplinary Actions Policy

HSD Educational Leave Policy

DATE:

l 5 é%@g
S. E 4.D., Secretary
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045.6 Leave Donations Policy

045.6.1 Purpose

The purpose of this policy is to provide guidelines and specific steps for initiating and
processing requests for transfer of leave donations for Human Services Department
(HSD) employees.

045.6.2 Definitions

A.

“Domestic Partner” means a person related to an employee where the employee
and the partner presently can affirm that:

1. the partners are in an exclusive and committed relationship for the benefit
of each other, and the relationship is the same as, or similar to, a marriage
relationship in the state of New Mexico;

2. the partners share a primary residence and have done so for twelve or
more consecutive months;

3. the partners are jointly responsible for each other’s common welfare and
share financial obligations;

4, neither partner is married or a member of another domestic partnership;

5. both partners are at least 18 years of age;

6. the partners are not related by blood to a degree of closeness that would

prevent them from being married to each other in the state of
New Mexico.

“Relation by blood or marriage within the third degree” includes spouse, domestic
partner, parent, mother-in-law, father-in-law, step-parent, children, domestic
partner children, son-in-law, daughter-in-law, step-child, brother, step-brother,
brother-in-law, sister, step-sister, sister-in-law, grandparent, grandchild, uncle,
aunt, nephew, niece, great-grandchild, and great-grandparent.

“Incapacity” means inability to work, attend school, or perform other regular
daily activities due to the serious health condition, treatment therefore, or
recovery therefrom.

“Serious Health Condition” means an injury, illness, impairment, or physical or
mental condition that involves:

1. Inpatient care means an overnight stay in a hospital, hospice, or residential
medical care facility, including any period of incapacity, or any



subsequent treatment in connection with such inpatient care; or

2. Continuing treatment by a health care provider including any one of more
of the following:

a) A period of incapacity of more than three consecutive, full calendar
days, and any subsequent treatment or period of incapacity relating to the
same condition that also involves:

1) Treatment two or more times within 30 days of the first day of
incapacity, unless extenuating circumstances exist, by a health care
provider or under orders of a health care provider; or

2) Treatment by a health care provider on at least one occasion
which results in a regimen of continuing treatment under the
supervision of the health care provider.

b) Any period of incapacity due to pregnancy, or for prenatal care.

¢) Any period of incapacity or treatment for such incapacity due to a
chronic serious health condition which:

1) Requires periodic visits (defined as at least twice a year) for
treatment by a health care provider or under direct supervision of a
health care provider;

2) Continues over an extended period of time (including recurring
episodes of a single underlying condition); and

3) May cause episodic rather than a continuing period of
incapacity (e.g., asthma, diabetes, epilepsy).

d) A period of incapacity which is permanent or long-term due to a
condition for which treatment may not be effective but under the
continuing supervision of a health care provider.

e) Any period of absence to receive multiple treatments (including any
period of recovery therefrom) by a health care provider or under the orders
of a health care provider either for restorative surgery after an accident or
other injury, or for a condition that would likely result in a period of
incapacity of more than three consecutive calendar days in the absence of
medical intervention or treatment (such as chemotherapy, radiation, etc.).

E. “Treatment by a health care provider” means an in-person visit to a health care

provider. The first (or only) in-person treatment visit must take place within
seven days of the first day of incapacity.

045.6
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045.6.3 Policy

A.

HSD employees may donate leave to another HSD employee with the approval of
the Office of Human Resources (OHR) Manager. An individual may not receive
more than 480 hours of donated leave during a one-year period.

Employees may donate annual leave to the full amount of their accumulated
hours.

Employees may donate sick leave under the following conditions:

1. Employees who have accumulated more than six hundred hours of sick
leave can transfer the additional amounts over 600 hours to another
employee;

2. The dollar value of the transferred leave shall equal 50% of the monetary
value of the total hours transferred by the donor employee;

3. No more than 120 hours of sick leave may be transferred by the donor in
any one fiscal year, with the exception of the year in which an employee
retires, when that employee may transfer up to 400 hours of sick leave;

4, Donations of sick leave may be made only once per fiscal year on either
the pay date immediately following the first full pay period in January or
the first full pay period in July, unless the employee is retiring.

045.6.4_Eligibility

A.

To qualify for donated leave, the serious health condition is one in which the
employee or family member is seriously ill, and the employee is initially unable to
report to work for 80 work hours.

This kind of leave is not an employer-provided benefit accrued by an employee. It
is strictly a voluntary donation from other HSD employees. HSD is not
responsible for initiating such requests. Furthermore, the OHR Manager retains
final approval authority, and donated leave will not be transferred until approval
is granted. Temporary and term employees may not receive donated leave beyond
the duration of their appointment.

045.6.5 Processing Donated Annual or Sick Leave

A.

Requests for Donated Leave

1. An employee, or designee, requesting donated leave must supply the
required medical documentation on OHR’s Certification of Health Care
Provider and OHR’s Application for Family Medical Leave, Annual Leave
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Donations and Leave Without Pay for Medical Reasons forms. The
medical documentation must contain a doctor’s description of the nature,
severity and anticipated duration of the serious health condition involved
and a statement that the employee is unable to work. If the request is for a
family member’s illness, the medical documentation must include a
doctor’s statement that the employee “is needed to care for” the seriously
ill family member. The request and medical documentation must then be
transmitted to OHR’s Medical Issues Coordinator.

2. For long-term illnesses in which the employee continues to use donated
leave, medical documentation must be provided to the Medical Issues
Coordinator on request or every six months until the serious health
condition is over and the employee has returned to full-time duty.

B. Supervisor s Role

Supervisors should refer any request for donated leave to OHR’s Medical Issues
Coordinator.

C. Transfer of Donated Leave

The Medical Issues Coordinator will transfer the donated leave to the leave account of
the employee, converting the dollar value of the donor’s leave based on the donor’s
hourly rate of pay to hours of leave based on the recipient’s hourly rate of pay.

D. Annual and Sick Leave Usage

Approved donated leave may be used by the employee only after the employee has
exhausted all accrued annual and sick leave, compensatory time and personal leave day.
Once an employee is utilizing donated leave, he/she is considered to be on sick leave.
Therefore, the employee will be accruing annual and sick leave at his/her regular rates
while on donated leave. This accrued annual and sick leave must be used as it is accrued
before using the donated leave.

045.6.6 Return to Work on Intermittent Basis

If an employee who has received donated leave is unable to return to work on a full-time
basis, he/she may continue to use the donated leave to work intermittently until the
serious health condition ends. The employee must have exhausted all accrued annual and
sick leave, compensatory time and personal leave day. The return to intermittent work
and the continued use of donated leave must be supported by medical documentation
from the doctor. However, the OHR Manager must approve the continued use of donated
leave.



045.6.7 Return of Unused Leave

When the serious health condition ends or the employee separates from the classified
service, donated leave shall be returned to the employees who donated the leave on a
prorated basis. The supervisor must notify the Medical Issues Coordinator when either
of these situations occurs.

045.6.8 Forms

The Application for Family Medical Leave, Annual/Sick Leave Donations, and Leave
Without Pay for Medical Reasons and Certification of Health Care Provider forms are
available on the HSD website or may be obtained through OHR.

045.6.9 References

State Personnel Board Rules (1.7.7.9 NMAC Donation of Annual and/or Sick Leave)
FMLA 28 CFR 825.114

Z 2 DATE:
PAMELA S. HYD .D., Secretary ; % E
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045.7 Educational Leave and Tuition Reimbursement Policy

045.7.1 Purpose

The purpose of this policy is to provide eligible employees of the Human Services
Department (HSD) the opportunity to pursue, both during and outside work hours, education
that is related to their current jobs or a career series in the department and is of direct or
potential value to the department. This policy does not apply to courses taken for licensure
or certification. Classes taken for licensure or certification are subject to division policies
and, if applicable, division reimbursement.

045.7.2 Definitions
“Eligible Employee” means a full-time career, term, or exempt HSD employee with at least

one year of continuous service with HSD and not on a performance development plan.
Temporary, emergency and probationary employees are not eligible for educational leave.

045.7.3 Educational Leave Policy

A. Classes must be taken for credit from accredited institutions and are limited to
providing knowledge or skills which cannot be obtained through available in-house
training.

B. Educational leave does not apply to situations in which employees are assigned to

attend workshops, seminars, conferences or meetings by their supervisors; such
training is considered work time.

C. Educational leave may be requested as part-time administrative leave with pay or
full-time educational leave without pay (see HSD Leave Without Pay policy). Part-
time educational leave with pay during work hours may be requested for up to a
maximum of 7 hours per week (inclusive of travel time), per semester.

D. Educational leave is a privilege that may be denied at the sole discretion of
management for valid reasons including but not limited to operational needs,

workload, and employee performance.

045.7.4 Educational Leave Scheduling

A. An applicant’s supervisor must ensure workload coverage at all times. The
supervisor may consider the use of workload redistribution or a flexible work
schedule to ensure coverage. In the last case, the Flexible Work Schedules Policy,
046.4, must be followed.
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D.

E.

If a class is offered at more than one time, workload coverage is the prime
consideration in approving the requested time.

Educational leave is not granted for class attendance or travel during non-work
hours.

Educational leave is not granted for study time or research.

Educational leave is approved for one semester/term at a time.

045.7.5 Processing an Educational Leave Request

A.

Applicants must (1) complete the Office of Human Resource’s (OHR) Request for
Educational Leave form located on the HSD website or from OHR, and (2) submit
this form to their immediate supervisor for approval at least four weeks before the
first day of the class.

If the course requested is in an area outside the employee’s current job assignment,
the employee must document in writing that the program, degree, or diploma is
relevant to a job in the department and is of direct or potential value to the
department.

The immediate supervisor ensures that the requested activity and the employee are
eligible for this benefit, that time frames are met, and that information requested
from the employee on the Educational Leave Request form is complete and accurate.
The supervisor then completes the appropriate section of the form indicating their
approval and verification that policy requirements have been met, and submits it to
the next higher level of authority, e.g., county director, bureau chief, or equivalent
for approval.

The next higher level of authority, e.g., county director, bureau chief, or equivalent,
reviews the form, and completes the appropriate section of the form indicating their
approval.

The form is sent to the Director or their designee for review and recommendation to
the OHR Educational Leave Coordinator prior to giving approval to the employee.

All requests for educational leave, whether approved or denied by the employee’s
management, must be submitted to the OHR Educational Leave Coordinator for final
review and authorization no later than two weeks before the first day of the class.

The Educational Leave Coordinator will notify the applicant, immediate supervisor,
and appropriate higher levels of authority listed on the Educational Leave Request
form of the final authorization or denial of educational leave.



H. An employee who has been granted educational leave and changes courses and times
or drops the class must notify their supervisor and the OHR Educational Leave
Coordinator.

L. An employee who has been granted educational leave must submit the final class
grade(s) to the OHR Educational Leave Coordinator as proof of completion. Failure
to complete a course with a satisfactory grade will result in denial of educational
leave the following semester. Satisfactory completion is determined by OHR for the
appropriate level of course study, e.g., a grade of C or better in undergraduate
courses or a grade of B or better in graduate school courses.

045.7.6 Tuition Reimbursement

A. Subject to approval from the Office of the Secretary and budget availability, HSD
may reimburse tuition after the semester is over to eligible employees as defined
above.

B. OHR will advise employees of approval from the Office of the Secretary and budget
availability by providing the Request for Educational Fees Reimbursement memo
and required forms for employee completion.

C. Tuition reimbursement may be granted regardless of whether or not an employee
uses educational leave.

D. Tuition reimbursement requires satisfactory completion as determined by OHR for
the appropriate level of course study. (See 045.7.5H)

E. Tuition reimbursements, when available, are based on the tuition charged a
New Mexico resident attending a state-supported school, such as a state university
and/or community college.

045.7.7 References

State Personnel Board Rules
HSD Leave Without Pay Policy

DATE:

DE, J.D., Secretary

045.7
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Sick leave may not be used before it is accrued. When possible (i.e., medical
appointments), prior approval should be obtained before leave is taken.

Employees shall contact their supervisor or supervisor’s designee at their earliest
opportunity and no later than 30 minutes after the scheduled beginning of their
workday. If the supervisor or designee is not available at the designated phone
number, the employee shall leave a message for the supervisor or designee in
accordance with written instructions issued by management. In the event the
employee is incapacitated, a family member may call in on behalf of the
employee.

After three consecutive days of leave, the supervisor should contact HSD’s Office
of Human Resources (OHR) for possible eligibility and use of the Family Medical
Leave Act policy.

An employee may be required to provide medical documentation or certification
to return to work after medical leave. (See Section H below and HSD’s FMLA
Policy, Leave Without Pay Policy, Leave Donatior Policy, Medical
Documentation Policy, and Public Health Emergency Threat Policy.

An employee may use sick leave for personal medical treatment or illness or for
medical treatment or illness of a relation by blood or marriage within the third
degree, or of a person residing in the employee's household.

Any or all of unused sick leave in excess of 600 hours may be converted into cash
at a rate of 50% of the hourly rate. The amount of unused sick leave that may be
converted into cash in any one fiscal year may not exceed 120 hours unless the
employee is planning to retire. Those retiring within the fiscal year may convert
up to a maximum of 400 hours additional unused sick leave which is in excess of
600 hours. Payment for unused sick leave shall only be made on the payday
immediately following the first full pay period in January or July except for
retirement. Individuals retiring will be paid immediately prior to retirement.

If there is a pattern of abuse of leave or reason to believe that the employee is
abusing sick leave, supervisors are to consult with the Office of Human Resources
to determine the proper protocol based on the individual situation. Medical
documentation may be required. Examples of patterns of abuse giving reason to
believe an employee is abusing sick leave include, but are not limited to, the
following:

1. Calling in or requesting sick leave on certain days of the week.
Calling in or requesting sick leave prior to or following scheduled days
off.

3. Calling in or requesting sick leave for several days at a time.

4. A request for another type of leave has been denied, and the employee

calls in sick for the same period.



5. The employee continually uses sick leave as quickly as he or she has
earned it and has not declared a medical condition.

045.8.5 References

State Personnel Board Rules

APPRQVED: DATE:

Jm//é%/ %/2//%7

PAMELA S. HY , J.D., Secretary
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045.9 Public Health Emergency Threat Policy

045.9.1 Purpose

This policy establishes guidelines to protect the health of Human Services Department (HSD)
employees and the public and to provide continuity of services to the citizens during the time
of a pandemic illness.

045.9.2 Definitions

A. “Affected Area” means a geographical area or location which has been identified by
the New Mexico Department of Health as where persons are known to have been
exposed to or infected with, or who are reasonably suspected to have been exposed to
or infected with a Threatening Communicable Disease reside or may be located.

B. “Continuity of Operations Plan” means HSD’s plan which establishes guidance to
ensure the execution of mission essential functions under all circumstances. It
includes defining the orders of succession, evacuation and notification procedures,
alternate facilities, interoperable communications, and database protection.

C. “Domestic Partner” means a person related to an employee where the employee
and the partner presently can affirm that:

1. the partners are in an exclusive and committed relationship for the benefit
of each other, and the relationship is the same as, or similar to, a marriage
relationship in the state of New Mexico;

2. the partners share a primary residence and have done so for twelve or
more consecutive months;

3. the partners are jointly responsible for each other’s common welfare and
share financial obligations;

4, neither partner is married or a member of another domestic partnership;

5. both partners are at least 18 years of age;

6. the partners are not related by blood to a degree of closeness that would
prevent them from being married to each other in the state of
New Mexico.

D. “Eligible employee” means a permanent, term, or temporary HSD employee.

E. “Enhanced Public Health Advisory” means an advisory issued by the Governor
pursuant to 12-10A-1 through 12-10A-19 NMSA. The statute defines such an
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advisory as one issued by the Governor, after consultation with the Secretary of
Health, if the Governor has reasonable cause to believe that a Public Health
Emergency may occur.

“Public Health Emergency" means a declared emergency by the Governor
pursuant to 12-10A-1 through 12-10A-19 NMSA. The statute defines such an
emergency as the occurrence or imminent threat of exposure to an extremely
dangerous condition or a highly infectious or toxic agent, including a threatening
communicable disease, which poses an imminent threat of substantial harm to the
population of the state of New Mexico or any portion thereof.

“Relation by blood or marriage within the third degree” includes spouse, domestic
partner, parent, mother-in-law, father-in-law, step-parent, children, domestic
partner children, son-in-law, daughter-in-law, step-child, brother, step-brother,
brother-in-law, sister, step-sister, sister-in-law, grandparent, grandchild, uncle,
aunt, nephew, niece, great-grandchild, and great-grandparent.

“Social distancing” means certain measures taken to reduce the contact between
people in the community and the workplace.

“Teleworking” means working at an alternate work site.

“Threatening Communicable Disease” means a disease that causes death or great
bodily harm that passes from one person to another and for which there are no
means by which the public can reasonably avoid the risk of contracting the
disease.

045.9.3 Policy

A.

During an Enhanced Public Health Advisory, a Public Health Emergency or in
response to a specific incident, it is HSD’s policy to permit eligible employees to
attend to the medical needs of self or a member within the third degree of
relationship residing in an Affected Area. HSD may also require employees who are
exposed to or infected with a Threatening Communicable Disease to leave, or not
come to, the office. This policy may provide up to 40 hours of paid administrative
leave per year when an Enhanced Public Health Advisory or State of Public Health
Emergency has been declared. Temporary or part-time employees may be eligible
for paid administrative leave under these conditions but may not exceed the number
of work hours normally scheduled per week. Use of this policy is intended for
illness directly related to a Public Health Emergency.

This policy can be partially or fully implemented upon an announced Enhanced
Public Health Advisory or declaration of a State of Public Health Emergency, or in
response to a specific incident. HSD’s Cabinet Secretary or his/her designee has the
authority to implement all or select provisions of this policy and to grant exceptions
on a case-by-case basis in order to ensure use in the intended manner and to meet the



unique operational requirements of any situation.

C. Employees who become ill prior to an announced Enhanced Public Health Advisory
or a formal declaration of a State of Public Health Emergency are subject to existing
HSD policies with respect to those days of illness prior to the announced Advisory or
declared Emergency. Supervisors should encourage these employees to use existing
leave to attend to their medical needs.

D. Employees whose illness and/or isolation extend beyond 40 hours of paid
administrative leave will not be paid for additional administrative leave. They may
use existing accrued leave and apply for Family Medical Leave.

E. If the Enhanced Public Health Advisory or Public Health Emergency requires the
closing of an office, employees may be compensated in accordance with this policy.

F. During an Enhanced Public Health Advisory or Public Health Emergency,
Divisions/Offices should direct ill employees to leave the workplace and attend to
their medical needs. Time away from the job site to comply with this directive shall
be applied toward the 40 hours of pre-authorized administrative leave. An
employee’s refusal to leave the workplace under these circumstances may result in
disciplinary action.

G. Upon the DOH Cabinet Secretary’s determination of the possibility of a Public Health
Emergency but prior to a formal announcement, HSD will:

L. Remain open for business and all employees are expected to report to work as
usual.
2. Review its Continuity of Operations Plan (COOP) and definition of mission

critical functions and personnel, with back-up cross-training in place.

3. Consider teleworking agreements for employees who can work at alternate
locations to further promote social distancing. Working at home may be
considered if recommended by the supervisor, the Division Director, and
authorized by the HSD Secretary.

4. Consider expanding the use of alternative work schedules to reduce employee
contact.

5. Temporarily reassign employees as needed to minimize critical staffing
deficiencies.

045.9.4 Procedures

A. In order to qualify for paid administrative leave during an Enhanced Public Health
Advisory or a Public Health Emergency, an employee must submit to their supervisor

045.9
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a written leave request. Divisions should assist the employee in the completion and
submission of this request.

B. HSD may require that one or more of the following conditions be met in order to
qualify for paid administrative leave during an Enhanced Public Health Advisory or a
Public Health Emergency:

1. A Certification of Health Care Provider form to confirm the diagnosis of a
Threatening Communicable Disease that requires isolation and/or medical
attention for a specified period of time.

2. A Certification of Health Care Provider form to confirm the employee’s
exposure to a Threatening Communicable Disease and recommend removal
from the workplace for a specified period of time.

3. A Certification of Health Care Provider form to confirm that an eligible
member of an employee’s relationship within the third degree is diagnosed
with a Threatening Communicable Disease.

C. Employees that have recovered from exposure to a Threatening Communicable
Disease may be required to provide a release from a health care provider to confirm
that the employee no longer poses a threat of passing the communicable disease to
other employees or the public. An employee who has recovered and fails to return to
work is considered Absent Without Leave (AWOL) and is subject to disciplinary
action.

045.9.5 References

HSD’s Continuity of Operations Plan (COOP)

12-10A-1 through 12-10A-19, NMSA, Public Health Emergency Response
HSD Alternative Work Schedules Policy

HSD Teleworking Policy

D: DATE:
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