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West Las Vegas Head Start & Early Head Start Directory 
1725 New Mexico Avenue 

 Las Vegas, New Mexico 87701  
www.wlvheadstart.com 

 

 

WLV HS/EHS Mission Statement 

 

At our West Las Vegas Head Start/Early Head Start Program, we are blessed with a 

daily opportunity to make a positive difference in the lives of children and families of 

our Las Vegas, New Mexico, community located in San Miguel County. We accomplish 

this by abiding by our objective to provide a quality start to early childhood learning.  

It is our commitment to use employee knowledge, skills, dedication, and ongoing 

professional training to achieve this objective. 
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Employee Expectations 
 

Expectations: 
 
 In all of your interactions with parents, the community, and with co-workers, 

remember that you represent the West Las Vegas Head Start/Early Head Start 

Program.  It is our intention to provide the best service possible to the Head 

Start/Early Head Start children and their families.  You are expected to 

contribute to that effort with the utmost respect, confidentiality and 

professionalism.   

 

 We expect you to perform your duties as required and we also expect your 

commitment to fundamental principles that better serve this purpose. 

We expect you to: 

 Commit to self-improvement.  Learn to be honest in your self-assessment 

and to be diligent in your pursuit to improve your own self-image, people skills, 

attitudes, outlooks, and behaviors.  We feel you are valuable and believe you can 

make positive contributions to our Head Start/Early Head Start children and 

families, or you would not have been considered for employment.   We expect our 

Head Start/Early Head Start children and families to grow and be strengthened 

by the quality services we provide.  We expect you to also grow and be 

strengthened at the same time. You are responsible for joining our efforts to 

achieve a life-long pursuit of self-improvement. 

 

 Commit to doing your job.  Develop the self-discipline to be at work when you 

are scheduled and perform the functions and duties of the work-day.  It takes a 

great deal of commitment on your part to report to work regularly.  We have 

children, families, and co-workers who are depending on you to be at work on time, 

to be consistently present, and to perform your job competently.  We understand 

that difficult situations arise which prevent workers from arriving at work; 

however, you are responsible for maintaining your employment in a reliable and 

productive manner.  This includes reporting for work when you are scheduled and 

placing a high value and priority to your employment. 

 

 Commit to improving your skills. Utilize opportunities to continue your 

education.  Regardless of the skills you brought into this work environment, you 

are expected to advance in your education.  Furthering one’s education provides 

new learning, new skill-building, and new knowledge which supports professional 

development and adds to the teaching/learning of children. 
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 Commit to improved interpersonal skills.  The West Las Vegas Head 

Start/Early Head Start (HS/EHS) Program’s philosophy of providing quality 

services to our children and families is at the forefront.  Therefore, HS/EHS does 

not wish to employ workers who only function well within a chosen faction.  

Factions and conflicts between staff members are harmful to our objectives.  Such 

division creates a work environment that is stressful and detrimental to all 

employees of the West Las Vegas Head Start/Early Head Start Program.  

 

 Factions and divisions are frequently the result of inappropriate 

judgment, poor interpersonal skills, and/or unrealistic 

expectations set by individuals. 

   

 Employees of the West Las Vegas Head Start/Early Head Start 

Program are expected to treat each other with respect, dignity, 

and professionalism while at the work site. 

 

 

 Commit to knowing your job.  Many things have to happen in order to 

provide high quality service to the children and families of the West Las Vegas 

Head Start/Early Head Start Program. In order for achievement, we have to rely 

on each employee to understand the specifics, as well as the objectives of their 

individual roles and responsibilities of their scope of work. 
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Workplace Discrimination Laws & Policies  

Commit to a wholesome work environment.  Federal law prohibits certain forms 

of discrimination and some specific actions that create a hostile work environment.  More 

specifically, Federal Law does not allow threats, intimidation and/or sexual harassment 

by employers or co-workers, and it does not allow discrimination based upon race, 

gender, religion, national origin or age.  

The West Las Vegas Head Start/Early Head Start Program does not tolerate 

comments or actions that violate these laws. In the event that actions occur which are in 

violation of these laws, the West Las Vegas Head Start/Early Head Start Policies and 

Procedures have outlined specific steps that you must follow. Even if you only witnessed 

the offending event as a by-stander, it is your responsibility to find out what those 

Policies and Procedures are, and to take the appropriate action as prescribed.   

Employees of the West Las Vegas Head Start/Early Head Start Program 

must understand that these are Federal Laws that can result in disciplinary action.  

These laws are never to be used as a means of punishing someone or getting revenge.  

Employees or staff of the West Las Vegas Head Start/Early Head Start Program, who 

intentionally misrepresent the facts or misuse these laws for their own purposes, may 

find themselves in violation of the laws instead.  These laws are serious business and will 
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be enforced.  Do not jump to any conclusions or make accusations unless you have 

witnessed actual offenses or have non-malicious reasons for drawing those conclusions. 

 Commit to learning the rules.  We have very specific rules and regulations 

defined in the Policies and Procedures Manual.  You are personally responsible for 

reading, following, and familiarizing yourself with these Policies and Procedures.  

You are also responsible for keeping yourself informed of changes made to the 

Policies and Procedures Manual.    

 You, personally, will be expected to follow policy and procedures.  If you fail to do 

so, you will be held accountable and be subject to the consequences defined in the 

policy. 

Commit to maintaining a positive image (of the Head Start/Early Head Start 

Program) in the community. The actions and attire of each member of the Head 

Start/Early Head Start Staff is reflected upon the entire Head Start/Early Head Start 

Program. You have an obligation to conduct yourself in a way that represents the Head 

Start/Early Head Start Program in a positive manner.  

 Rules such as the dress code are also an important part of maintaining the proper 

image in the community.   

 Exceptions: Designated days, such as “Head Start/Early Head Start Day,” staff is 

required to wear attire provided by the Head Start/Early Head Start Program. 
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Dress Code 

 
 The dress code is intended to establish and maintain a professional image.  

Clothing which is soiled, torn, faded, worn out, or sexually suggestive is not 

appropriate in the work environment nor around children or parents.   

 Skirts which reveal thighs; skirts made from fabrics or styles which reveal 

undergarments; blouses which reveal cleavage; and bare mid-drifts are intended 

to enhance sex appeal; therefore, they are inappropriate for Head Start/Early 

Head Start Programming which serves young children. 

 There is nothing inherently wrong with clothes that are form-fitting.  Even some 

tight fitting clothes, such as jeans can be appropriate, provided they don’t 

emphasize sexuality.  

 Blouses that emphasize breasts or pants that replicate genitalia are inappropriate, 

regardless of the fabric, style or fit. 

‘Rule-of-thumb’ on appropriate clothing: Clothing which is alluring because of its 

“sex appeal” is inappropriate for the workplace at Head Start/Early Head Start! The 

objective is to maintain professional standards, inclusive is one’s “image.”  If wearing 

inappropriate clothing harms or damages the reputation of the employee, she or he may 

be asked to go home and change their clothing and return to work.   

 These rules are general guidelines intended to maintain the appropriate 

professional image; they are not the final authority.  Your supervisor is ultimately 

responsible for maintaining that professional image, and therefore, he or she has 

the right to distinguish what “is appropriate” and what “is not appropriate” on a 

case-by-case basis in accordance with the Policies and Procedures. 
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Quick Reference: Policies and Procedures 

The West Las Vegas Head Start/Early Head Start Program is driven by Policies and 

Procedures that are used to govern all employee matters.  This section attempts to give 

you an easy-to-read summary of the intent of those Policies and Procedures.  The 

Policies and Procedures are very specific about the rules and responsibilities you have as 

an employee.  As an employee, you are responsible for reading the actual Policies and 

Procedures Manual, and referring back to it when appropriate. 

Policies and Procedures Manuals are available for your view or review.  A copy of the 

official Policies and Procedures Manual is available on www.wlvheadstart.com under 

administration HR tab. If you are unable to obtain a copy of the manual, please contact 

Human Resource Director, Maria Martinez at 505-426-2830 and she will be able to 

assist you with accessing the Policies and Procedures Manual. 

http://www.wlvheadstart.com/


9 
 

Employment Information & Requirements 
 

The West Las Vegas Head Start/Early Head Start hires employees for 3 basic types of 

positions: Full-time, Part-time, and Seasonal workers.  The Part-time and Seasonal 

positions (including Internships) are generally less than 40 hours a week or 1000 hours 

annually.  Definitions for these Types of Positions are outlined in Section 2.02 of the 

Policies and Procedures Manual. 

Strict rules govern the hiring of employees.  Section 2 of the Policies and 

Procedures Manual is dedicated to outlining the specific rules for hiring.  These policies 

address hiring regardless of Political and Religious Affiliations and safeguards are in place                                                                                                                                                                                            

in cases where family members may gain unfair advantage (Nepotism).  It also addresses 

Age Requirements and Physical Standards, including Pre-employment and Promotional 

Physical Requirements and its Exceptions. 

The Policies and Procedures Manual also outlines the rules governing all activities in the 

hiring process, including Requisitioning Personnel, Applications, Documentation and the 

Selection Procedure including: Interviews, selection, references, appointments, 

Conversion of Temporary Employees to Full-time, subsequent job openings, re-

employment, Employment of Temporary Agency Personnel, and Independent 

Contractors. 

Sections 2.11 through 2.14 define the policies governing Promotions, Transfers, Drug 

Testing Requirements and the Documentation of Personnel Actions 

 
Promotions policies include the Qualifications, and the specific Process to be used.  

Transfers have rules regarding who may transfer and its protocols. 

The Policies and Procedures Manual also defines the required Documentation of 

Personnel Actions, and the one-year Probationary Period that employees must pass 

(Sections 2.14 & 2.15). It also makes the important distinction that employees who 

complete the probationary period, does not change the at-will employee status. 

Other Employment Action Section in the Policies and Procedures Manual (Section 2.16) 

defines employee status. Employment At-Will is defined in detail and explains that “at-

will” employees are hired for a limited time, as opposed to long-term employment.  

Specific positions within the West Las Vegas Head Start Program are only staffed with at-

will employees.  This distinction is important because it affects Employment Termination.  

In the Policies and Procedures Manual, more information about the specific details of at-

will employment and employee termination procedures are described. 

Employee Conduct is defined in Section 2.17, including Appropriate Dress, Parking, 

Telephone Use, Long Distance and Cell Phone Use, and use of Voice Mail.  Also included 
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in this section are policies on Inclement/Emergency Weather, Smoking, Code of Ethics, 

and Vehicle and Equipment Usage. 

The use of Electronic Communications is addressed in section 2.18 of the Policies 

and Procedures Manual.  It clarifies that Electronic Communications is Head 

Start/Early Head Start Program property.  Information of its intentions behind its 

intended Purpose:  Authorized Usage, User Accountability, No Guaranteed Message 

Privacy, Regular Message Monitoring, Contents of Messages, Harassing or 

Discriminating Materials, Transferring Files and Use of Software, and File Retention is 

described. 

Conflicts of Interest policies are addressed as they pertain to Outside Activities, and 

Contract Work. 

Reduction in Force or Layoffs are handled with specific rules including:  The 

Initiation Procedures, Selection Standards, Selection between Two Employees, the 

Process, Employee Benefits, and RIF LAW.  These rules are defined in the Policies and 

Procedures Manual Section 2.20 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



11 
 

Salary Administrations 
3.04-3.06 

 
The West Las Vegas Head Start/Early Head Start Program strives to provide equitable 

compensation for each employee based on the individual’s position and performance.  

In an effort to achieve this objective, the Policies and Procedures Manual outlines the 

specifics of Salary Administrations. 

Job Categories for Trades/Labor, Clerical, Technical, Professional, Management, and 

Part-time/Seasonal workers are outlined in Section 3.04 

Hours of Work and the Basis of Payment of Overtime Work and Pay for Hourly and 

Salaried employees are defined in Section 3.05 and 3.06  

Section 3.06 covers many topics including; Minimum Wage and Overtime Provisions of 

FLSA, Hiring Rates, Merit Increases, Reclassification, Promotions - Salary Increases, 

Transfers - Salary Changes, Demotions – Salary Changes, Interim Pay, Market 

Adjustments, and Discretionary Incentive Pay Adjustments 

 

Privacy Guidelines 
4.1 through 4.11 

Employee Privacy matters, including Protection of Confidentiality, Responsibilities under 

the NM Public Information Act, Collection, Retention and Use of Personal Information, 

Inappropriate Personnel Information, Master Personnel File, Employee Access to 

Personnel Records and Management Files, WLVS Officials’ Access to Employee Records, 

Disclosure of Employee Information, Tape Recording, and Current Address Information 

are all covered in Sections 4.1 through 4.11 
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Disciplinary Policies & Grievance Procedures 
 

It is the intent of the West Las Vegas Head Start/Early Head Start Program to 

compensate its employees fairly; to make all reasonable provisions for their safety and 

health; to provide adequate instruction, direction, and equipment; and to treat all 

employees with justice, dignity and respect.  All employees are expected to work 

diligently and conscientiously for the benefit of the West Las Vegas Head Start/Early 

Head Start Program as directed by their supervisors and to maintain a high level of 

conduct on and off the job. 

When an employee fails to maintain the standards required, disciplinary action may be 

applied.  To keep fair and just, disciplinary actions are strictly governed by Disciplinary 

Guidelines defined in Section 5 of the Policies and Procedures Manual.   

In Section 5.03 of the Disciplinary Guidelines the Basis for Discipline are outlined as: 

Unsatisfactory Attendance, Unsatisfactory Performance, Indifference Toward Work, 

Dereliction of Duty, Insubordination, Violation of Safety Rules, Dishonesty, 

Disturbance, Abuse of Drugs or Alcohol, Misuse of Head Start Equipment or Services, 

Sabotage, Misconduct, Driving Record (required for operating West Las Vegas Head 

Start Vehicles or Equipment), and Job Abandonment. 

Steps in the Disciplinary Process is found in Section 5.04 including: Counseling, 

Reprimand, Suspension, Termination, and Administrative Leave. 

The West Las Vegas Head Start/Early Head Start Program Substance Abuse Policy is 

outlined in Section 5.05 including requirements for Pre-employment testing, Testing 

for Reasonable Suspicion, Post-Accident Testing, Testing Methodology, Consequences 

for Violation of this Policy, Positive for Drugs, Positive for Alcohol, & Rehabilitation and 

Safety Sensitive Areas. 

Consequences for violating other provisions of this policy are also covered in Section 

5.05 including Voluntary Use of Employee Assistance Program (EAP), US Dept. of 

Trans. Mandatory Alcohol and Drug Testing for all CDL Holders, Drug-Free Awareness 

Program, and Employee Responsibilities. 
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Workplace Harassment 

The West Las Vegas Head Start/Early Head Start Program does not tolerate harassment 

of employees and others based on, or related to, sex, race, national origin, religion, age, 

disability, sexual orientation, or other group factors.  Center Coordinators and 

Employees who violate this policy are subject to disciplinary action up to and including 

termination. 

Section 5.06 outlines very specific rules and remedies for harassment including Sexual 

Harassment, as well as Race, Color, Religion, National Origin, Age, Sexual Orientation, 

and Disability Harassment.  It includes Examples of Prohibited Behavior, Procedures 

for Reporting Harassment Charges, and Procedures for Handling Harassment 

Complaints. 

Grievances are defined as “A disagreement over a specific formal disciplinary action 

taken; reprimand, suspension, involuntary demotion, termination or allegations of 

discrimination under all applicable laws (disability, age, sex, race, national origin) 

and/or all other unresolved complaints, such as general counseling sessions, 

harassment from supervisors or co-workers, wages, hours of work, performance 

evaluations or other general complaints that are written on an official grievance form. 

“If you have a grievance you wish to report, there is a specified format to be followed, as 

outlined in Grievance Procedures Section 5.07.  In this section you will find the General 

Policy, the Procedure for Grievances, and the grievance process for Complaints of 

Discrimination. 

The section on Employee’s Membership in Labor Organizations briefly outlines the 

position of the West Las Vegas Head Start/Early Head Start Program toward labor 

organization activities as they pertain to Employees and Facilities.  These are found in 

Section 5.08. 

Section 5.09 addresses Violent Behavior. 
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Employee Benefits & Services 
 

Employee Health, Welfare and Development is defined in Section 6.01.  The West Las 

Vegas Head Start/Early Head Start Program provides a variety of benefits, services, and 

programs to meet the employee’s basic financial security needs; to provide for the 

employee’s general health and welfare; and to provide employee development through 

training and instruction.  Some programs are provided according to law; others are 

provided at the option of the Head Start/Early Head Start Program.  Eligibility for these 

programs may depend upon the type of positions occupied and is indicated in the 

individual program descriptions that follow. 

Communication of Benefits is generally done through orientation programs and 

booklets like this one.  For more detailed information, visit Section 6 of the West Las 

Vegas Head Start/Early Head Start Program Policies and Procedures Manual. 
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Vacation & Sick Leave Accrual 

Sections 6.03 through Section 6.11  
 

Paid Leave – Vacation 
Paid Leave – Holidays 
Official Leave 
Jury and Court Service 

 
 

Terminal Benefits 
Section 6.12 

 
Accrued Vacation (12 Month Employees) 
Accrued Sick Leave 
 
Paid Leave – Illness or Injury Sick Leave sharing is an innovative concept allowed by 

the West Las Vegas Head Start/Early Head Start Program to help employees in need of 

extended sick leave pay. Sick Leave Sharing and its Objective is described:  Eligibility 

Requirements, Application for Participation, Application Review Process, Contested 

Applications, Guidelines for Qualifying Applications, Program Considerations, Program 

Administration Solicitations, and Injury Leave are all defined and outlined in Section 

6.12 of the Policies and Procedures Manual. 
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Leave of Absence 

Section 6.13 
 
Family and Medical Leave:  Under the Family Medical Leave Act of 1993 (FMLA) an 

employee (full time) who has worked for the West Las Vegas Head Start/Early Head 

Start for at least 12 months and for at least 1250 hours during the previous 

12months period is eligible for family leave under certain conditions.  The conditions 

and provisions of the FMLA and other types of Leave are defined in Section 6.13 of the 

Policies and Procedures Manual. 

Conditions of Leave:  Time Available, Requesting Leave, Granting Leave, Leave 

without Pay, Benefit Status, Paid Leave, Unpaid Leave, Military Leave of Absence, and 

Insurance Premium Payments during Leave.  

Included: 

 Long Term Disability 
 Eligibility 
 Sick Leave Maximum Accrual 
 Disability Assessment Team 
 Health, Welfare and Security Plans 
 Group Medical Insurance 
 Group Life Insurance 
 Worker’s Compensation 
 Unemployment Compensation 
 Retirement Plans 
 Retirement System 
 Social Security/Medicare 
 Employee Recognition - Stability Pay 
 Eligibility 
 Number of Years of Service 
 Amount of Stability Pay 
 Interrupted Service 
 Seasonal and Part-Time Status 
 Employee Assistance Program 
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Important Notes: 

Staff Schedule Reporting Time 

 Staff schedules are a 7.5 hour work day as per assigned.   
 *Teachers must assure that all students have been picked up or bused before  

   they depart from their work station. 
 *Office Staff must stagger lunch hour in order to assure program coverage.  

 

Notification requirements: 

All staff, including professional and administrative staff, must notify the Immediate 

Supervisor when they will be absent, late, or leaving the site early.  Notification must 

be made before 7:30 a.m. or when departing. 

Requesting time off:  Please give as much notice as possible for non-emergency 

absences. You are required to provide notice ten days before taking time off for non-

emergency activities, appointments vacations, personal, comp. time, etc.  When 

emergencies or situations arise which do not allow for a full ten-day notice, you are 

required to provide notice as soon as possible/practical.  For recurring absences, 

such as college classes taken toward furthering your education, a request must be 

submitted to T&TA and approved by the Human Resource Specialist and Director before 

you commit to a class schedule. 

Form: A “leave” form must be turned in and approved by the Director before you can 

take any time off.   

Cell Phones: Personal Cell Phones are not allowed at work.  Staff may check messages 

and return calls on personal time. 

ID badges: As a reassurance of safety to parents and to the community, Head 

Start/Early Head Start staff is provided with identification badges to be worn at all 

times during working hours, trainings and official visits. 
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West Las Vegas Head Start/Early Head Start 

Professional & Administrative Staff 
Code of Ethics 

 

Ethical Responsibilities to Children: 

 I will be familiar with the knowledge base of early childhood care and education 
and keep current through continuing education and in-service training (s). 

 I will base program practices upon current knowledge in the field of child 
development and related disciplines and upon particular knowledge of each child. 

 I will try to recognize and respect the uniqueness and the potential of each child 

 I will appreciate the special vulnerability of children. 

 I will create and maintain safe and healthy settings that foster children’s social, 
emotional, intellectual, and physical development and that respect their dignity 
and their contributions. 

 I will support the right of each child to play and learn in inclusive early childhood 
programs to the fullest extent consistent with the best interests of all involved. 

 I will ensure that children with disabilities have access to appropriate and 
convenient support services and to advocate for the resources necessary to 
provide the most appropriate setting for all children. 
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Ethical Principles: 

 Above all, we shall not harm children.  We shall not participate in practices that 
are disrespectful, degrading, dangerous, exploitative, intimidating, emotionally 
damaging, or physically harmful to children. 

 We shall not participate in practices that discriminate against children by 
denying benefits, giving special advantages, or excluding them from programs or 
activities on the basis of their race, ethnicity, religion, sex, national origin, 
language, ability, or the status, behavior, or beliefs of their parents. 

 We shall involve all of those with relevant knowledge (including staff and 
parents) in decisions concerning a child. 

 For every child we shall implement adaptations in teaching strategies, learning 
environment, and curricula, consult with the family, and seek recommendations 
from appropriate specialists to maximize the potential of the child to benefit from 
the program. 

 We shall be familiar with the symptoms of child abuse, including physical, sexual, 
verbal, and emotional abuse, and neglect.  We shall know and follow state laws 
and Head Start/Early Head Start procedures that protect children against abuse 
and neglect. 

 When we have reasonable cause to suspect child abuse or neglect, we shall report 
it to the appropriate persons. 

 When another person tells us of a suspicion that a child is being abused or 
neglected, we shall assist that person in taking the appropriate action to protect 
the child. 

 When we become aware of a practice or situation that endangers the health or 
safety of children, but has not been previously known to do so, we have an ethical 
responsibility to inform those who can remedy the situation and who can protect 
children from similar danger. 
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Ethical Responsibilities to Families: 

 I will develop relationships of mutual trust with families we serve. 

 I will acknowledge and build upon strengths and competencies as we support 
families in their task of nurturing children. 

 I will respect the dignity of each family and its culture, language, customs, and 
beliefs. 

 I will respect families’ childrearing values and their right to make decisions for 
their children. 

 I will interpret each child’s progress to parents within the framework of a 
developmental perspective and appreciate the value of developmentally 
appropriate early childhood practices. 

 I will help family members improve their understanding of their children and to 
enhance their skills as parents. 

 I will participate in building support networks for families by providing them 
with opportunities to interact with program staff, other families, community 
resources, and professional staff. 
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Ethical Principles to Families: 

 We shall not deny family members access to their child’s classroom or program 
setting. 

 We shall inform families of program philosophy, policies, and personnel 
qualification, and explain why we teach as we do which should be in accordance 
with our ethical responsibilities to children. 

 We shall inform families of and, when appropriate, involve them in policy 
decisions. 

 We shall involve families in significant decisions affecting their child. 

 We shall inform the family of accidents involving their child, or risks such as 
exposures to contagious disease that may result in infection, and of occurrences 
that might result in emotional stress. 

 We shall not engage in or support exploitation of families.  We shall not use our 
relationship with a family for private advantage or personal gain, or enter into 
relationships with family members that might impair our effectiveness in 
working with children. 

 We will abide by written policies for the protection of confidentiality and the 
disclosure of children’s records. 

 We shall maintain confidentiality and shall respect the family’s right to privacy, 
refraining from disclosure of confidential information. 

 In cases where family members are in conflict, we shall work openly, sharing our 
observations of the child, to help all parties involved make inform decisions.  We 
will not be an advocate for one party. 

 We will be familiar with and appropriately use community resources and 
professional services that support families.  After a referral has been made, we 
shall follow up to ensure that services have been appropriately provided. 
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Responsibilities to Co-Workers: 

 To establish and maintain relationships of respect, trust, and cooperation with 
co-workers. 

 To share resources and information with co-workers. 

 To support co-workers in meeting their professional needs and in their 
professional development. 

 To give co-workers due recognition of professional achievement. 

 When we have a concern about the professional behavior of a co-worker, we shall 
first let that person know of our concern, in a way that shows respect for personal 
dignity and for the diversity to be found among staff members, and then attempt 
to resolve the matter collegially. 

 We will exercise care in expressing views regarding the personal attributes or 
professional conduct of co-workers.  Statements should be based on firsthand 
knowledge and relevant to the interest of children and program. 

 I will assist the program in providing the highest quality of service. 

 I will do nothing that diminishes the reputation of the program.  

 When we do not agree with program policies, we shall first attempt to effect 
change through constructive action within the organization. 

 We shall speak or act on behalf of the Head Start only when authorized. 

 I will not violate laws or regulations designed to protect children and shall take 
appropriate action when aware of such violations. 
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Employee Contact Information: 
 
Director   505-426-2827 John_Bustos@wlvs.org  
John Bustos      
 
Human   505-426-2830 maria_martinez@wlvs.org  
Resource   505-429-4047 
Maria Martinez 
 
Specialist    505-426-2824 annette_maestas@wlvs.org  
Annette Maestas    
 
Head Start    505-426-2823 annette_garza@wlvs.org  
Specialist 
Annette Garza 
 
Head Start    505-454-2764 prescilla_saiz@wlvs.org  
Specialist 
Prescilla Saiz 
 
Specialist Coach  
Vacant  
 
Early Head Start  505-426-2825 dolores_peralta@wlvs.org  
Specialist  
Dolores Peralta Baca  
 
Nurse   505-426-2828 melissa_romero@wlvs.org  
Melissa Romero  
 
Family Advocate  505-426-2821 loretta_roper@wlvs.org  
Loretta Roper  
 
Custodian/Maint.  505-426-2821 arthur_madrid@wlvs.org   
Daniel Madrid  
 
 
Custodian/Maint.  505-426-2829 peter_mares@wlvs.org  
Peter Mares  
 
Custodian/Maint.  505-454-2764 david_lopez@wlvs.org  
David Lopez  
 
 
 
 
 

mailto:John_Bustos@wlvs.org
mailto:maria_martinez@wlvs.org
mailto:annette_maestas@wlvs.org
mailto:annette_garza@wlvs.org
mailto:prescilla_saiz@wlvs.org
mailto:dolores_peralta@wlvs.org
mailto:melissa_romero@wlvs.org
mailto:loretta_roper@wlvs.org
mailto:arthur_madrid@wlvs.org
mailto:peter_mares@wlvs.org
mailto:david_lopez@wlvs.org


24 
 

Head Start Teachers  
Tony Serna Site  
 
Paula Lujan  505-426-2821 paula_lujan@wlvs.org  
 
Sheila Martinez  505-426-2821 sheila_martinez@wlvs.org  
 
Adela Montoya  505-426-2821 adela_montoya@wlvs.org  
 
Vacant  
 
Head Start Co Teachers  
Tony Serna Site  
 
Claude Frank Montano 505-426-2821 Claude_montano@wlvs.org  
 
Victor Ulibarri  505-426-2821 vulibarri@wlvs.org  
 
Jessica Ortiz  505-426-2821 jessica_ortiz@wlvs.org  
 
Vacant   
 
 
 
Head Start Floater 
Kathy Gonzales  505-426-2821 kathy_gonzales@wlvs.org  
 
Head Start Floater 505-454-2764 
Vacant  
 
 
Head Start Teachers 
ECC Site 
 
Yvonne Avila  505-454-2764 yvonne_avila@wlvs.org  
 
Amy Baca    505-454-2764 amie_baca@wlvs.org  
 
Giavanna Laferriere 505-454-2764       giavanna_laferriere@wlvs.org  

 
Head Start Co Teachers 

Vacant    505-454-2764  

Michelle Sena   505-454-2764 michelle_sena@wlvs.org  

Helen Doornbos  505-454-2764 helen_doornbos@wlvs.org  

mailto:paula_lujan@wlvs.org
mailto:sheila_martinez@wlvs.org
mailto:adela_montoya@wlvs.org
mailto:Claude_montano@wlvs.org
mailto:vulibarri@wlvs.org
mailto:jessica_ortiz@wlvs.org
mailto:kathy_gonzales@wlvs.org
mailto:yvonne_avila@wlvs.org
mailto:amie_baca@wlvs.org
mailto:giavanna_laferriere@wlvs.org
mailto:michelle_sena@wlvs.org
mailto:helen_doornbos@wlvs.org
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Early Head Start Teachers 
Tony Serna Site 
 
Monica Cano  505-426-2821 monica_cano@wlvs.org  
 
Rosita Griego-Meza 505-426-2821 rosita_meza@wlvs.org  
 
Elaine Hoogerhuis  505-426-2821       elaine_hoogerhuis@wlvs.org  
 

Hilda Ramirez  505-426-2821 hilda_ramirez@wlvs.org  
 
Miranda Vigil  505-426-2821 miranda_vigil@wlvs.org  
 
Ariel Lopez   505-426-2821 ariel_lopez@wlvs.org  
 
Floater 
 
Vacant    505-426-2821  
 
 
 

 
 
 
 
         
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

mailto:monica_cano@wlvs.org
mailto:rosita_meza@wlvs.org
mailto:elaine_hoogerhuis@wlvs.org
mailto:hilda_ramirez@wlvs.org
mailto:miranda_vigil@wlvs.org
mailto:ariel_lopez@wlvs.org
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PAGES (26 & 27) 

Next: Please detach pages 26 & 27 and return to Human Resources Specialist for your 

Personnel file. 

I ______________________________________, do here by agree to uphold the 

West Las Vegas Head Start/Early Head Start Program “Code of Ethics” in my position 

during my employment and position with the West Las Vegas School and West Las Vegas 

Head Start/Early Head Start Program.  At such a time, that I believe that I can no longer 

up hold or abide by these Ethics, I understand that my services to the Head Start/Early 

Head Start Program are no longer needed and will voluntarily remove myself from the 

program with proper notification. 

I _____________________________________, do here by agree to comply with 
the requirement that cell phones are not permitted during the instructional time. I 
understand that if I __________________________, violate this policy I am 
subject to disciplinary action and even termination.    
 

I ____________________________________, understand and will comply with 
the requirement of reporting to work on time, calling in and when leaving the work site 
prior to the end of the work day. I understand that if I 
__________________________, violate this policy I am subject to disciplinary 
action and even termination.    
 
I ________________________________________, agree to comply with all 
policies and procedures both within this employee handbook and all personnel policies 
and procedures adopted and implemented by the Governing Body of the West Las Vegas 
Head Start/Early Head Start Program and I _________________________, 
understand and comprehend that if any of these personnel policies and procedures are 
violated that I am subject to disciplinary action and even termination.  
 
By signing this statement I _____________________________, do hereby accept 
responsibility for following and complying with all Policies & Procedures, Head Start 
Performance Standards and the Head Start Act during my employment with the West 
Las Vegas Schools and West Las Vegas Head Start/Early Head Start Program. 
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Adopted from the NAEYC code of ethical conduct  

 

WHAT NOW?  

  Read the manual 

  Fill in the appropriate information 

  Give a signed copy of this booklet to the Human Resource Coordinator 

for your files 

By signing this form, I am acknowledging that I have read this Employee Handbook and 

understand that this is only a quick reference to the actual Policies and Procedures 

Manual, and that I will personally be responsible for reading and abiding by the full 

Policies and Procedures Manual kept at the conference room. 

I further acknowledge that I am responsible for asking questions about any portions of   

the Policies and Procedures Manual that I do not understand.  

I am also acknowledging that I have read, understand and agree to abide by the Code of 

Ethics for my classification. 

 

Employee Name:  _____________________________                                       

 

(Please print) 

 

 

 

 

 

 

 

Employee Signature: ___________________________ 

 

Date:  _________ 

--------------------------------------------------------------------------------------------- 
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