


Receipt: As used in this Handbook with respect to the receipt of a notice or other document is
defined as the date that the notice or document is:

x actually received by the party in question; or,

x 3 calendar days after the notice or document is forwarded to the recipient via
email and regular US mail, postage prepaid, at the recipient’s last known address
as reflected in the recipient’s official personnel file, whichever is sooner.

Summary of Changes

When a need for a new policy or a revision to a current policy is identif
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Chapter 1: Administrative Structure

1.1 The Board of Trustees of State Institutions of Higher Learning
The University of Southern Mississippi is one of eight institutions operating under the authority
of the Mississippi Board of Trustees of State Institutions of Higher Learning (IHL). Created in
1944, the purpose of the Board is to manage the institutions of higher learning in accordance
with the state constitution and to ensure the IHL system’s mission is accomplished. The Board
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Chapter 2: Hiring Policies

2.1 Selective Service

With an exception of few, all male U.S. citizens and male immigrants residing in the U.S.
between the ages of eighteen (18) and twenty-five (25), are required to register under the federal
Military Selective Service Act, and if seeking employment, or if seeking a promotion to a higher
position with the University, shall submit to the University satisfactory documentation of his
compliance with the draft registration requirements of the Military Selective Service Act.

2.2 Pre-Employment

2.2.1 Recruitment
The University is committed to the recruitment and retention of a diverse and skilled workforce.
Recruiting the best candidate for the position vacancy is accomplished by:

1. Posting: All full-time and part-time vacancies, including temporary positions, are

required to be posted through the online applicant tracking system. Postings may be
limited to internal or department-
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x Institutions of Higher Learning Board policy Section 401.01 states by statute, the Board
has the power and authority to contract with all deans, professors, and other members of
the teaching staff and all administrative employees of said institutions. This group of
employees must be submitted to the Board for approval, and upon approval contracts may
be issued. Only these Board approved employees are to be given contracts. These
contracts are for a maximum length of 12 months, unless specifically approved by the
Board. Employment of all others is for no definite period of time and USM can change
wages, benefits, and conditions at any time.

2.3.2 State of Mississippi Employment Conditions
Employees must participate in the Public Employees' Retirement System of Mississippi, unless
classified as a "temporary" employee or is employed less than 80 hours per month. An exception
to this policy is when an individual who works part time for the University (regardless of the
number of hours or length of service) and are members of PERS at their regular place of
employment must participate in PERS as a condition of employment with the University.
Administrators of recognized departments, teaching faculty, coaches, librarians with academic

rank, post-doctoral
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2.4.4 Exempt and Non-Exempt Employees
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Adjuncts who are employed at another state agency and contributing to PERS will also
contribute to PERS as part of their part-time employment with the university.

2.4.9 Re-Employed Retiree
A re-employed retiree is an employee who once worked as an employee with a state agency with
benefits who has retired and now drawing a monthly check from PERS, and is now returning to
work at the university in a Part-Time Temporary position. For services, not to exceed 20 hours
per week.

Re-employed retirees do not receive benefits. They do not contribute to PERS, but the
department contribution is submitted.

2.4.10 Affiliates
A person who is affiliated or associated with the university in some capacity such as a visiting
scholar. Affiliates have access to university facilities such as the library and Payne Center.
People affiliated with the university are not working for the university and do not receive pay
through the university.

Affiliates are not eligible to participate in any University benefit program.

2.4.11 Volunteers
Volunteer employees must complete a background check and sign a statement prior to
commencement of work stating that they are volunteers and that they do not expect to be
compensated for their efforts on behalf of the university. Employees cannot volunteer and work
in the same capacity. University Human Resources must be notified of any volunteer workers for
the purpose of workers' compensation.

2.5 Employment of Minors e
Minors, other than USM students, who have reached their sixteenth (16) birthday may be
employed during the summer by the University.

Employment of minors in the following occupations is prohibited by law: occupations involving
explosive components; occupations requiring the operation of a motor vehicle as driver;
occupations involved in the operation of power driven circular saws, band saws, wooding
machines, metal forming, punching, or shearing machines; occupations involving exposure to
radioactive substances; occupations involved in wrecking and demolition; occupations involved
in the operation of bakery machines, or any occupation found to be particularly hazardous or
detrimental to the health or well-being of a minor.

For additional information on this policy including duty to report, training for authorized
adults/program staff, forms and more please visit https://www.usm.edu/general-counsel/minors-
campus

(N)
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2.6 Employment of Students
Students or prospective students seeking on-campus, part-time employment should contact
Career Services. Part-time employment is available in many areas on campus. The student is
selected on the basis of qualifications for the job and is paid in accordance with the established
University student wage rates. The University policy regarding student employment states that a
student must carry a full academic load and may not work more than twenty (20) hours per week.
Federal guidelines set the pay rate for undergraduate students (including restricted fund
accounts) at the minimum wage rate. If minimum wage increases, the hourly rate will be
adjusted accordingly.

» Students will be employed for a maximum of twenty (20) hours per week, which
includes breaks and summer.

» Students must be currently enrolled and attending classes to be eligible for student
employment. This will include employment during summer months.

X It is the responsibility of the employing department to ascertain the student’s course
load and el
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credit hour for Graduate) in the summer, will lose their FICA exemption status, and
will be responsible for paying taxes.

Students receiving a fellowship, scholarship, assistantship, or grant who are paid on a monthly
basis shall not be eligible to work in a wage position at the same time. All student employment
will be handled through Career Services under established guidelines and rates as stated in this

policy.

2.7 Employment of Foreign Nationals e
The Immigration Reform and Control Act of 1986 (IRCA) imposes a dual obligation on
employers: to hire only those non-Americans authorized to work and to keep records evidencing
the right to work of all new hires, both American and non-American, after November 6, 1986.

Verification of employment authorization is often difficult and confusing, as some non-citizens
are automatically entitled to work according to the terms of their visa status, while others must
request permission to work. All potential non-citizen hires, including faculty, must first receive
clearance from University Human Resources before an offer of employment may be executed.

No later than the date of hire, all new employees and re-hires must execute an Immigration and
Naturalization Service Form 1-9, certifying that he or she has permission to work. The University
representative also must sign the form, certifying that he or she has checked the potential
employee's documents and that they appear to be genuine evidence of identity and authority to
work.

International students are eligible to work on campus provided they maintain their student
immigration status and meet enrollment requirements. All other Student Employee policy
requirements are applicable as stated.

Pl

2.8 Employment Contracts \S/ o
The president of the University has the authority to approve and execute contracts only with
deans, professors, other members of the teaching staff and such categories of administrative
employees as designated by the Commissioner of the Board of Trustees of State Institutions of
Higher Learning (IHL) in accordance with state law and IHL Board policy. These contracts are
for a maximum length of 12 months, unless specifically approved by the Board. The maximum
Board approved contract length is for four years. The Board may consider Institutional
Executive Officers and selected athletic personnel for multiyear contracts.

Employment contracts for administrative staff are for the term of the contract. Such contracts
may be terminated as specified within the contract. The employee contracts are maintained on
campus in University Human Resources. The contracts for the athletic department will also be
provided to the Board office.
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All contracts should be returned to University Human Resources within thirty days or prior to
the first pay date in the new fiscal year, whichever occurs first. The failure of an academic
faculty/staff member to return a duly signed contract prior to the first regularly scheduled class
meeting of an academic term constitute abandonment of employment and of the privileges
inherent in a status of continuing employment.

Once Human Resources receives the original signed contract, a copy of the contract will be sent
to the employee. Any written changes made to the contract void the contract.

Employment for all other employees not receiving contracts is for no definite period of time and
The University of Southern Mississippi can change wages, benefits, and conditions at any time.
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Chapter 3: Employment Policies

3.1 Performance Review and Evaluation
The formal written evaluation program of The University of Southern Mississippi for staff is
established to provide a scheduled opportunity for the employee and supervisor to meet and
mutually identify and document the demonstrated job performance and accomplishments of the
staff member during a specified rating period.

The evaluation is intended to achieve the following:
* Indicates where employee stands in relation to the expectations of the University, the
department, and the immediate supervisor.
* Assures mutual understanding of responsibilities and work assignments.
* Serves as a source of assistance and guidance in improving and preparing for
advancement.
* Helps identify an employee's performance level, growth potential, and developmental
needs as measured by the standards of performance for the job.
* Provides an opportunity to recognize effective performance and to let employees know
that their contributions have a direct impact on the overall goals of the University.
* Serves as a foundation to formulate with the employee a specific plan of action for
achieving goals and improving job performance.
* Establishes the basis for better two-way communications.
* Serves as a major consideration in matters concerning employee development,
promotion, transfer, retention, salary, and job performance improvement.

All staff should be evaluated
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The "Application for Permission to Engage in Outside Employment or Practice of Profession™
must be completed or updated at the end of each fiscal year or each time the outside employment
changes. Applications must be completed even if no payment is being received.

3.2.1 Outside Consulting
Employees who engage in consulting activities and who are paid a fee from an outside agency
will be required to file an "Application for Permission to Engage in Outside Employment or
Practice of Profession,” prior to participating in this activity. All absences from work, during
normal working hours, as a result of consulting, will be charged to the 12 month employee's
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consideration of the mission of the unit, the mandated budget reduction of the unit, and the other
positions within the unit. Each budgetary authority will determine which positions will be
recommended for elimination.

3. The budgetary authority will consider the employees holding those positions within the unit
and shall determine which employees will be recommended for layoff. The budget following
criteria will be considered by the budgetary authority when making recommendations to layoff:

- The overall personnel needs of the unit;

- Possible combination of job responsibilities;
- Employees’ skills;
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The Appeal Committee shall make its recommendation to the President, who shall make the final
decision and notify the appropriate parties.

3.5.4 Rights of Laid-Off Employees
If the departmental situation changes and open positions become available, the department may
rehire separated employees within twelve (12) months of the effective date of separation without
following standard procedures for filling vacancies. Separated employees who are interested in
being rehired will be selected for rehire based upon meeting or exceeding minimum
qualifications for the position(s) to be filled, their overall rating in the most recent performance
appraisal, and length of prior service.

If the separated employee is interested in employment in another department/unit of the
University, standard procedures for filling vacancies will still apply and the separated employee
must complete an application to express interest.

Employees laid off under this reduction in force policy shall have the right to enroll, free of
charge, on a space-available basis in academic courses offered by the University. This right shall
be limited to two semesters and one summer term beginning with the semester following receipt
of the final notice of layoff, and shall exceed no more than a full academic load per semester.
The former employee must maintain a semester USM 2.0 GPA to continue the tuition waiver. An
employee who fails to maintain the required GPA will cease receiving benefits until such time as
he or she successfully completes a semester with a 2.0 GPA at which time the tuition waiver can
be reinstated the following semester.

3.6 Nepotism
Section 25-1 (h)-4 (e )-10 (U )-13
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3.7 On-Campus Consulting
Engaging University of Southern Mississippi employees to address specific needs often
necessitates the redistribution of an employee’s responsibilities. The following guidelines are
provided to ensure that deans and other appropriate administrators have the opportunity to ensure
that an employee’s responsibilities to the University are met and that the additional
compensation is earned in accordance with University policies.

The University of Southern Mississippi’s faculty are often requested to provide expertise based
upon their specific scholarly disciplines. However, the faculty have a primary responsibility to
the University to fulfill their commitments to the education of students and to their research,
scholarly, and service roles. Prior to engaging in consulting activities within the University, each
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and statistical analysis. Since this information is frequently utilized for various reports, it is
important that it be accurate.

Individual employees and their supervisors should keep University Human Resources informed
of any changes in personal status. Changes such as births or deaths in an employee's family or a
change in marital status may affect such things as income tax withholding, retirement, or the type
of health insurance coverage. In emergency situations it is important that current information
relating to the name, address, or telephone number of the employee be available. All changes
should be reported timely to University Human Resources.

University Human Resources will not disclose an employee's personal information to any
unauthorized person or agency. Authorized agencies, such as the State Tax Commission, a court
of law, or the Mississippi Institutions of Higher Learning, are supplied required information
upon presentation of a proper request. Supervisors are obligated to abide strictly to this policy,
and it is generally advisable to refer such requests to University Human Resources.
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and, train supervisors with alcohol and controlled substance information. It will also train
supervisors to determine reasonable suspicion of alcohol misuse/controlled substance use. The
university will refer affected employees to substance abuse professionals, counseling centers,
and/or treatment programs. Any costs for treatment, other than those covered by the State
Employ
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Positive Test Results
The AVP of Human Resources will review the positive test results with the employee's unit head
and notify the appropriate administrator(s) of the termination of the employee.

Result of Test Refusal

Refusal to submit to testing procedures is treated as a positive test result. The employee's unit
head and the AVP of Human Resources will notify the appropriate administrator(s) of the
termination of the employee.

Information

Employees subject to testing required by this policy will be provided detailed information about
alcohol misuse/drug use, the university's testing policy, and how and where they can get help for
alcohol misuse/drug use.

G All Employees {/S\} Staff o Faculty (| N | Non-benefit eligible
\--_--/ o



All Employees



* This program also applies to children of retired faculty and staff of the University and
children of faculty and staff who deceased while actively employed at the University.
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» Employees must be employed prior to the start of the semester in order to receive the
scholarship.

4.2.3 Courses
Employees are expected to enroll in evening classes whenever possible. A full-time employee
may take up to six (6) semester hours per semester, but only one course may be taken during
normal working hours. Employees taking week-long intensive courses must take annual leave
while they are away from the office taking these courses. Only one eight week course per
semester may qualify for day classes, not both during the same semester. Normal working hours
are defined as 8 AM - 5 PM.

The department chair or manager must approve all courses taken during normal working hours.
The nature of the employee's job and the workload of the area will be the determining factors in
approving class attendance during working hours. Classes taken outside of an employee’s normal
work schedule do not require supervisory approval.

Only six (6) semester hours can be taken per semester under this policy. Additional coursework
beyond this is the responsibility of the employee.

An employee may also be permitted to take one of their courses under this policy during the
noon hour. The noon hour is from 12 noon to | PM. The following policies and procedures will
be used in allowing the additional class to be taken during the lunch hour:

1. The faculty/staff member must have approval of his or her immediate supervisor.

2. The faculty/staff member may not take longer than one hour to complete the class and
return to work.

3. The faculty/staff member may not take additional time for a lunch break since he or
she forfeits this time to attend a class.

4. The faculty/staff member may not work through the noon hour and take a class at a
later time during the day and charge this absence to the lunch break.

5. The immediate supervisor is charged with the responsibility of enforcing this policy
and will allow no exceptions

There may be a point in time during the final year of study, before attaining a degree, whereby
more than one required course is taught during a semester. When an employee is required to take
both courses during working hours, a letter of request will be submitted to the Department, with
a copy to University Human Resources. Attached to this letter of request will be a copy of the
employee's Application for Degree. The employee will be charged personal leave for all
absences during normal working hours to attend the second course.

Mini session courses are not covered by faculty/staff tuition waiver if the employee has already
taken six (6) hours that respective semester. Mini session schedule:
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May mini session is attached to Summer semester
August mini session is attached to Fall semester
January mini session is attached to Spring semester
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marriage, divorce, death of spouse, or child, birth or adoption of a child, leave of absence
without pay and termination of employment of spouse.

4.3.2 Administrator
The State of Mississippi Comprehensive Self-Insured Group Health Plan is administered by Blue
Cross/Blue Shield. The plan is also monitored by Active Health Management. In order to obtain
maximum benefits under the state medical plan, employees are required to call Active Health
Management (1) at least 5 days prior to a non-emergency hospitalization, (2) within 48 hours
following emergency admission to a hospital and (3) within the first trimester of pregnancy.
Some outpatient pre-certifications are also required. Contact information can be found on your
insurance card.

4.3.3 Open Enrollment
The State of MS Health Plan allows for an "open enrollment” to occur one time during the
calendar year. Generally, October is designated as the time in which changes can be made to
benefit plans. Employees may:

* add or drop dependent coverage
* add or drop any University offered pre-tax insurance benefit

G All Employees {/S\} Staff o Faculty (| N | Non-benefit eligible
\--_--/ o



All Employees Staff Faculty Non-benefit eligible






post-doctoral researchers or research scientist without academic rank who were employed on or
after July 1, 2001. These members may direct their retirement contribution to selected
investment accounts for management of their retirement funds. Information on options is
available in University Human Resources.

4.8 Services, Facilities and Privileges

4.8.1 Credit Union
The University of Southern Mississippi Credit Union was organized November, 1956, under the
Mississippi State Credit Union Act. Employees of the University and their families may join the
Credit Union by paying the membership fee of $10.00 and subscribing for at least one $5.00
share.

Services include checking accounts, savings accounts with dividends paid quarterly, and loans
available to members and their families upon approval of the Credit Committee. Other services
include notary services, direct deposit, and payroll deductions.

GCRL employees are eligible to join Keesler Federal Credit Union.

4.8.2 Payne Center
The Payne Center offers a variety of fitness and recreational programs in a 133,000 square foot,
fully air- conditioned building. The facility includes swimming pool, indoor volleyball and
basketball courts, and squash and racquetball courts. Membership fee is required.

4.8.3 Library Services
University Libraries http://www.lib.usm.edu is composed of four libraries: the Joseph Anderson
Cook Memorial Library and the William David McCain Library and Archives, both at the
Hattiesburg campus; the Gulf Coast Library at the Gulf Park campus; and the Gunter Library at
the Gulf Coast Research Laboratory. University Libraries provides a range of services for
students, faculty, and staff that include access to online resources, borrowing materials,
instruction about library use, research assistance, and support for research data management.

4.8.4 Post Office
The University of Southern Mississippi operates a post office that provides full postal service, an
outgoing mail center, incoming mail distribution to box holders, and campus distribution.
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4.8.5 Southern Miss Ticket Office
Tickets to athletic events are available to faculty, staff, and retirees at reduced rates on season
tickets. They may be purchased from the Southern Miss Ticket Office.

4.8.6 Audiology and Speech Language Service
All full-time, part-time, and retired faculty and staff members, students, alumni, and respective
family members are eligible for services at NO CHARGE from the USM Speech and Hearing
Clinic. The clinic offers screening, assessment, and management for children and adults with a
variety of articulation, fluency, hearing, language, and voice problems. The clinic serves as a
training facility for graduate student completing their professional requirements in Speech-
Language Pathology and Audiology.
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Certain University departments may be required to remain open during the noon hour. When this
work schedule is necessary, the department manager will arrange for alternative lunch periods
for staff.

5.4.2 Rest Periods
Rest periods or coffee breaks may be offered at midmorning and midafternoon and will not
exceed fifteen (15) minutes per break. Such periods are a privilege and not a requirement and
may be withdrawn by the supervisor or the budget authority and should be withdrawn if abused.
Time not used for rest periods cannot be substituted for time off at the end of the work period,
extension of the lunch period, nor at the beginning or end of a vacation or sick leave period. It
cannot be accumulated to provide for a prolonged time-off period. Scheduling of rest periods for
individuals should not interfere with the department’s normal operations

5.4.3 Meal Periods
If an employee works more than four hours the employee must be given a meal break of at least
30 minutes. Meals are an unpaid period and cannot be used to accumulate a prolonged time-off
period. The meal period must be uninterrupted.

5.4.4 Flextime Work Schedule
Subject to department head approval, flextime schedules afford the opportunity for work hours
that differ from the University’s regular business hours. Departments are encouraged to consider
flexible schedules when it is in the best interest of the employees and the department. Flexibility
in schedules may assist the employee with meeting family needs, personal obligations, and
wellness commitments, while also providing a tool for departments to control the cumulative
number of hours worked within the designated workweek.

Successful implementation of flextime schedules requires collaboration, communication, and

cooperation. The decision to allow flextime scheduling is to be made by the department head. A
flextime schedule is appropriate only when the work schedule is beneficial to the University.
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5.5.3 Compensatory Time
Compensatory time off may be provided in lieu of overtime compensation, at a rate of no less than
one and one-half (1 %2) hours of compensatory time for each hour of overtime worked. An
employee may accrue up to 240 hours of compensatory time, which equates to 160 hours of
actual overtime worked. Employees of the University Police Department may accrue up to 480
hours of compensatory time. Overtime hours worked in excess of these maximum accruals must
be paid as overtime.

The use of compensatory time must be in accordance with an agreement reached between the
University and the employee prior to the performance of work. Accrual and use of compensatory
time must be tracked in the Time and Attendance system.

» An employee shall be permitted to use accrued compensatory time within a “reasonable
period” if such request does not “unduly disrupt” operations. Unduly disrupt is usually
not interpreted as a normal staff shortage.

» The employee can be required to use comp time before using personal time.

* If an employee transfers to a different department all current comp time must either be
taken or paid out by the current department before the transfer occurs.

» Whenever a person transfers from a non-exempt to exempt position and/or to a new
department, any accrued comp time must be paid out at the time of the transfer at the
hourly rate for the job it was accrued.

* Any unused compensatory time must be paid out at the time of termination from the
University.

5.5.4 Exempt Employees
Exempt employees, those who are paid a monthly salary, are not eligible to receive overtime or
compensatory time off.

5.6 Emergency Callback Pay
An emergency callback occurs when a nonexempt staff member is asked by management to
return to work after leaving the University premises following his or her work shift to take care
of some work-related emergency that cannot wait until regularly scheduled working hours. A
staff member must be paid for a minimum of three (3) hours for each callback.

Only the hours actually worked will be accounted for in the calculation of overtime pay.

5.7 On-Call/Call-back Status and Pay
Certain members of the nonexempt staff are required to be available for work after normal
working hours. These employees may be placed on on-call status and be eligible for on-call pay
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5.9 Education Enhancement
The following schedule of payments will be made to all University staff employees who attain an
advanced degree or successfully complete the Professional Standards Program (PSP)
Certification.

Certificate or Diploma Award
(PSP) First Certificate $ 600.00
(PSP) Each succeeding Certificate $500.00
(excluding Bachelor's or Master's)

Certified Public Accountant (CPA) $1,000.00
Professional Engineer or Architect $1,000.00
Bachelor's Degree $800.00
Master's Degree $1,000.00
Doctoral Degree $1,200.00

A Personnel Action Form with copies of the certificates, official transcripts, and/or diplomas will
be forwarded to University Human Resources for processing. Monetary adjustments to the
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Chapter 6: Leave

6.1 Scheduling Time-Off
Time-off shall be scheduled with and approved by department heads with attention to the needs
of the University but with consideration of an employee’s continuous service credit and amount
of personal leave accrued and unused. Within the requirement to maintain work schedules, each
department of the University will do everything possible to accommodate the employee's
personal schedule preferences. If an employee has exhausted personal leave, time-off may be
granted without pay, at the discretion of the department head. If the employee is exempt
(salaried), the department head should consult with University Human Resources prior to
approving unpaid time.

6.2 Personal Leave
Staff employees are entitled to personal leave benefits beginning on their first effective date of
employment with the University. Part-time employees accrue leave on a pro-rated basis
depending on the number of hours worked.

Accrual Rates for Full-Time Employees are:
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6.2.1 Terminal Leave
In order to avoid major disruptions in the work environment, employees may be granted a
maximum of thirty (30) days/240 hours personal leave within the six-month period immediately
preceding termination. This leave can be taken only with approval of the employee’s supervisor
and may be denied if such leave causes a major problem in the workload distribution within the
unit. Exceptions to this policy must have the President’s approval.

An employee terminating from service and requesting lump sum payment for unused personal
leave will receive payment for up to a maximum of 240 hours for the leave time at the next
scheduled pay period following his or her date of termination. (Please note that terminations
submitted and approved prior to cut-off dates will be processed with the next scheduled pay
period. Those terminations not received by cut-off will be processed and paid in the next
subsequent payroll period.) This check will not go direct deposit. Checks will be mailed to the
address provided by the employee on the university out processing form.

Payment of accrued personal leave up to 30 days or 240 hours is permissible by State Statute
only upon termination from state service. Change of status from 12-month employment to 9-
month employment does not constitute termination, nor does transferring to another state agency,
and payment of accrued leave will not be paid.

Administrators on a 12-month contract who revert to a 9-month teaching faculty position will not
be paid thirty (30) days/240 hours terminal leave pay upon return to a 9-month position or at
separation from the university. As a PERS participant the leave will be certified to PERS upon
retirement. For those enrolled in ORP, personal leave has no value and leave accrual balance
will be removed at time of termination.
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6.3 Major Medical Leave
Employees are entitled to major medical leave benefits beginning on their first effective date of
employment with the University. Part-time employees accrue on a pro-rated basis depending on
the number of hours worked. There is no limit to the accumulation of earned major medical
leave.

Accrual Rates for Full-Time Employees are:

Service Time Hours per Month
12-Month Employees  9-Month Employee
1 month to 3 years 8 13.33
37 months to 8 years 7 14.20
97 months to 15 years 6 15.40
over 15 years 5 16.00

Personal leave (or compensatory time) must be used for the first eight hours (or normally
scheduled work day for a part-time employee) of an employee’s illness or illness of a member of
the employee’s immediate family before using medical leave. If the employee has no accrued
personal leave or compensatory time the first 8 eight hours of the absence would be without pay.
Medical leave may be used without prior use of additional personal leave for regularly scheduled
visits to a physician’s office or hospital for the continuing treatment of a chronic disease or
serious medical or mental health condition as certified in advance by a physician. Medical
certification must be on file with Human Resources.

Faculty accruing major medical leave only may use medical leave for the first eight hours of
absence due to illness.

To be eligible for the use of major medical leave the employee must:
X Have a medical or mental health condition or caring for a member of his/her immediate
family with a medical or mental health condition.
X Notify the department head immediately of the reason for absence.
X Keep the department head informed of his/her condition.
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When medical leave credits are inadequate to cover absences caused by the employee's illness,
the time lost may be charged to personal leave. When the employee has exhausted all accrued
leave time available, he or she must be placed on "leave-without-pay" status. When an employee
returns to work after being placed on leave-without-pay status, a Personnel Action Form must be
issued indicating the employee is again on "active™ employment status.

Also major medical leave may be used for absences due to illness of the employee’'s immediate

family after the first eight (8) hours is charged as personal leave. The immediate family is
defined as spouse, parent, step- parent, sibling, child, step-
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x This policy information is only a general summary of the steps to follow when
considering a request or need for family or medical leave. Refer to the complete
FMLA procedures and required forms for necessary details.

X An employee may request a leave, or may provide a department with sufficient
information to make the department aware of an absence that may be eligible for
FMLA protection. In either case, follow the FMLA procedures to see if and how
the FMLA applies to the employee. Human Resources may seek additional
information from the employee to determine whether FMLA applies. If a
department is aware that the reason for an absence from work qualifies under
FMLA, the absence must be designated as FMLA leave, even if the employee
does not request it. Complete the required forms, and provide copies as noted.

FMLA leave may be initiated by the employee or the department at any point in a calendar year
when the need for the leave arises. However, if an employee is on FMLA leave that extends from
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Time in the military service covered under the Uniformed Services Employment and
Reemployment Rights Act (USERRA) will count towards fulfilling the length of
employment and hours of work requirements to be eligible for FMLA leave.

6.4.2 Qualifying Reasons

The following reasons qualify an employee for FMLA:

X
X
X

Birth of a child and to care for a newborn child of the employee

Placement with the employee of a child through adoption or foster care of a child

Care for any of the following who has a serious health condition: the employee's spouse,
the employee’s child under 18, or the employee’s parent

Care for the employee's child 18 or older who has a serious health condition and is
incapable of self-care because of a mental or physical disability

A serious health condition that renders the employee unable to perform the functions of
his or her job

A qualifying event which occurs while the employee’s spouse, child, or parent is on
covered active duty or has been notified of an impending call or order to covered active
duty in the Armed Forces. The term covered active duty means duty during deployment
to a foreign country. Qualifying events to manage the service member’s affairs are
described on the form Certification of Qualifying Event for Military Family Leave.

A serious health condition for purposes of the FMLA means:

X

X

An illness or injury that involves an overnight stay in a health care facility and any
subsequent treatment in connection with such stay.

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

o aperiod of incapacity of more than 3 consecutive, full calendar days and
subsequent treatment by a health care provider in-person two or more times
within 30 days of the first day of incapacity

o treatment by a health care provider in-person on at least one occasion which
results in a regimen of continuing treatment

0 pregnancy and prenatal care

o chronic condition which requires visits at least twice a year for treatment by a
health care provider over an extended period of time and may cause episodic
rather than a continuing period of incapacity

0 permanent or long-term conditions

o conditions requiring multiple treatments by a health care provider including
recovery time

Time taken to care for a covered service member injured in the line of covered active duty may
qualify for FMLA. The provisions governing these situations are covered in the Military
Caregiver Leave section of this policy.
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X When certification is requested, it is the employee’s responsibility to provide the
employer with timely, complete, and sufficient certification. Failure to do so may result
in delay or denial of FMLA leave.

6.4.7 Approval of Leave
It is the responsibility of Human Resources to designate any absence that meets the eligibility
requirements of the FMLA as family/medical leave. The designation of FMLA will occur either
as a result of an employee request for FMLA leave, or when the department becomes aware that
the employee's absence qualifies as FMLA leave, even though the employee may not have
requested FMLA leave.

An employee's rights to FMLA may be denied or delayed only for the following reasons:
X timely advance notice of foreseeable leave is not given
X timely submission of required and sufficient medical certification is not made by the
employee
the employee fails to provide required fitness to return to work certification
the employee expresses an intention not to return to work
the employee fraudulently requests or obtains FMLA
the employee is employed elsewhere while on FMLA leave without the written approval
of the department head

X X X X

6.4.8 Military Caregiver Leave
x Military Caregiver Leave is FMLA leave to care for a covered service member who has
suffered serious injury or illness in the line of covered service duty. The term covered
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duty in the Armed Forces) and that manifested itself before or after the member
became a veteran.

x An employee who has a qualified family relationship with a covered service member may
take up to 26 weeks of leave during a single 12 month period. A qualified family
relationship is a spouse, parent, child or next of kin. Contact the human resources office
to determine if a qualified family relationship exists.

0 The leave entitlement described in this paragraph applies on a per-covered service
member, per-injury basis, such that an eligible employee may be entitled to take
more than one leave if the leave is to care for a different covered service member
or to care for the same covered service member with a subsequent serious illness
or injury.

o Anemployee may have FMLA leave for up to 12 weeks for one of the qualifying
reasons covered in the paragraph above in the same 12 month period in which
FMLA leave is taken to care for a covered service member.

o0 No more than 26 weeks total FMLA leave may be taken within any single 12
month period.

X The department should provide the employee with a copy of the form titled Certification
for Serious Injury or Illness Covered Service Member for Military Leave to be completed
by the employee and an authorized military health care provider of the covered service
member. The employee may present certain military such as “Invitational Travel Orders”
or “Invitational Authorizations” for purposes of certification that must be accepted by the
department.

o0 Recertification and second or third opinions are not permitted.

o If the certification is incomplete or unclear, the employee is to be given 7
additional calendar days to provide more complete information.

o The human resources office may contact the covered service member’s health
care provider for clarification and/or authentication of the medical certification.

o In all instances when the certification is requested, it is the employee’s
responsibility to provide the employer with complete and sufficient certification
and failure to do so may result in delay or denial of FMLA leave.

X The human resources office is responsible for coordinating all requests for leave taken to
care for a covered service member.

6.5 Leave of Absence without Pay e

This policy applies to all employees of the University including non-benefit eligible such as
adjunct faculty, graduate assistants and student workers.

In no instance are leaves of absence granted automatically. All leaves of absence require a
written request from the employee, approval and support of the employee's supervisor, and the
final approval of the AVP of Human Resources. Medical certification may also be required from
a healthcare provider, if applicable.
* No leave of absence without pay in excess of one year's time will be granted to an
employee.
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* Leave of absence without pay may be granted to staff employees for the following
reasons:
0 Necessary absences due to illness or for emergency reasons when such absences
extend beyond available personal and major medical leave accruals (or the
employee is not eligible for personal and/or major medical leave).
0 Approved professional development in the areas of education, research, and
advanced training. This reason must be justified as being "in the best interest of
the University" and, therefore, be job and profession related.

6.5.1 Reinstatement
Leaves of absence will be granted with the assurance of reinstatement to the same or comparable
position within the University unless circumstances make it clearly impractical. Personal and
major medical leave time will not accrue during leaves of absence without pay; however, earned
leave credit may be carried forward.

A Personnel Action Form will be required on all employees beginning and returning from leave
of absence without pay status. This form will re-activate the employee and place him or her back
on "active" pay status.

6.5.2 Employee Benefits
When on leave of absence without pay, an employee may continue to participate in certain
employee benefit programs, such as the group health insurance plan. The total cost of
participation in a benefit program while the employee is on leave without pay must be paid by
the employee. The employee is responsible for making arrangements with University Human
Resources so that benefits can continue during his or her absence. Failure to do so within 30 days
will result in termination of the insurance and an inability to reestablish coverage until the next
enrollment period.

6.6 Military Leave >/ e

Employees of the University who are called to active military duty on short notice as the result of
national emergencies may be granted military leave of absence without pay beginning on the
date of the call to military service.

Each calendar year a leave of absence with pay, not to exceed fifteen (15) working days
annually, may be granted to regular employees, who, as members of the National Guard of
Mississippi or members of any of the reserve components of the Armed Forces, are ordered to
active duty.

When a University employee, who is a member of the National Guard or Reserve, is ordered to
active duty for a period in excess of fifteen days the employee is entitled to a leave-of-absence,
continuation of insurance benefits, and use of accrued personal leave. The employee is required
to provide a copy of their military papers when the active military leave is extended in order to
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timely fashion may result in adjustments to leave accruals. Failure of managers to approve
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Recipient Information:
To qualify as a recipient of donated leave, the employee must:

* Be employed with the University of Southern Mississippi for at least one year, and

» Have worked at least 1,250 hours in the year preceding the request, and

* Be absent from work because they are suffering from a catastrophic injury or illness or
caring for a member of the employee’s immediately family who is suffering from a
catastrophic injury of illness, and

» Have exhausted all of their own earned Personal and Major Medical Leave

Prior to receiving donated leave, the employee must provide the Department of Human
Resources with medical documentation that is certified by an attending physician that states the
beginning date of the catastrophic injury or illness, a description of the injury or illness, a
prognosis for recovery, and the anticipated date that the recipient employee will be able to return
to work.

The maximum amount of donated leave an employee may receive without returning to work is
720 hours. Agencies with more than 500 employees may only receive donated leave from
employees within the same agency. The amount of leave donated cannot be more than is needed
(cannot be banked by the recipient).

Donor Information:
The employee donating leave (“donor employee”) shall:

» Designate the employee who is to receive the leave (“recipient employee”)
* Indicate the amount of earned Personal and/or Major Medical Leave that is to be
donated.

Leave donated must be in 24-hour increments. The 24-hours may be a combination of personal
and major medical leave

The maximum amount of earned Personal Leave that an employee may donate to any other
employee may not exceed a number of days that would leave the donor employee with fewer
than seven (7) days of Personal Leave, and the maximum amount of earned Major Medical
Leave that an employee may donate to any other employee may not exceed 50 percent (50%) of
the earned Major Medical Leave of the donor employee.

No employee shall donate leave after tendering notice of separation, for any reason, or after
separation of employment.
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Chapter 7: Workplace Expectations and Disciplinary Guidelines

7.1 Progressive Discipline

7.1.1 Purpose
The purpose of the progressive discipline policy is to correct or eliminate improper employee
behavior or deficient performance. In instances where the employee exhibits no interest in
improving his or her behavior or the severity of the offense is significant, the employee may be
terminated at will; regardless of the existence of a progressive discipline policy there is no intent
to negate the employment at will policy.

x If corrective action measures are imposed, it is essential that:

X Issues being addressed are properly examined to determine the facts of the situation,
any action taken must be primarily corrective rather than punitive and must be
appropriate for the offense, and

X The dignity of the employee is respected.

7.1.2 Policy
The University expects employees to observe common sense rules of honesty, good conduct,
general job interest and safe practices, and to adhere to The Code of Ethical Standards
https://www.usm.edu/institutional-policies/policy-pres-
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University Human Resources is available for advice and guidance for both managers and employees
throughout the progressive discipline progress.

7.1.3.1 Informal Corrective Action

The supervisor will coach and/or remind the employee regarding minor work rules, violations,
performance or behavioral issues. The informal counseling is typically documented and kept in
the manager’s confidential employee files. The Record of Employee Conference form may be
used to document informal counselings, but other records, such as e-mails or training records, are
also appropriate. For performance issues, a Development Plan may be used. This is not a formal
step in the progressive discipline process and informal counselings are not part of the employee’s
Human Resources file (unless accompanying additional formal progressive discipline).

7.1.3.2 Formal Progressive Discipline

Formal progressive discipline is maintained in the employee’s Human Resources file and is
considered “active” for one year after it is issued (this includes Performance Improvement
Plans). Our system is progressive, which means any formal discipline that must be issued while
another action is still active would progress to the next step, whether the issues are the same or
different. In other words, if a person has received a written reminder for attendance, the next
progressive discipline step would be a final written reminder whether the violation is attendance
or something different. Also, depending on the severity of the offense or repeated nature of
previously addressed issues, steps may be skipped up to and including immediate termination.

Active progressive discipline may negatively impact an employee’s performance evaluation,
ability to transfer/promote to another department or job, or to receive pay adjustments or raises.
The formal steps a supervisor will take to address employee issues differ depending on the nature
of the issues: performance-related or behavioral.
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documented on a
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2) Demote the employee (if available and feasible), or
3) Terminate employment

Even after successful completion of a PIP, the employee is expected to maintain the expected
level of performance outlined in the PIP. Faltering after the successful completion of the PIP
could result in further progressive discipline, including written warnings or immediate
termination. The final coaching log and either the termination record or job change
documentation should be submitted for placement in the employee’s Human Resources file. All
terminations should be reviewed by University Human Resources in advance.

7.1.3.5 Suspension

Disciplinary suspension: Management has the discretion, in conjunction with Human Resources,
to suspend employees from one to five days depending on the severity of the employee’s actions
as part of the final written warning. The purpose of the suspension is for the employee to reflect
on the issues and make a conscious decision as to whether or not he/she wishes to put forth the
effort to make the necessary improvements for successful employment. The time off is unpaid.
All disciplinary suspensions must be approved by Human Resources in advance and should only
be used in conjunction with a final written reminder.

Investigatory suspension (administrative leave): In the case of an alleged violation of a major
rule, the employee may be put out on investigatory suspension until a complete and thorough
investigation is conducted and documented. This enables management to gather all relevant
facts and to determine appropriate action to address misconduct. It further allows management
to get help from Human Resources to ensure that the decision is fair and consistent with policy.
Managers do not need permission to put someone on investigatory suspension, but the
suspension should immediately be reported to Human Resources and the length of suspension
should be as short as possible while allowing a thorough and complete investigation.

The time missed during an investigatory suspension should be paid administrative leave. If the
investigation concludes a disciplinary suspension is warranted, days missed due to an
investigatory suspension should be converted to unpaid disciplinary suspension, instead of in
addition to, not to exceed 5 unpaid days.

7.1.3.6 Grievance Procedure

Employees who wish to contest pr

G All Employees {/S\} Staff o Faculty (| N | Non-benefit eligible
\--_--/ o



7.1.4 Example Rule Violations
The below lists are for example purposes only and do not constitute an exhaustive list of rules.
Also, depending on the severity of the violation, the minor/major classification can vary.

Minor Rule Examples
Absenteeism and tardiness; failure to report unplanned absences or tardiness according to
departmental guidelines
X Violation of minor safety, security, traffic, or parking regulations
Failure to behave in a professional, courteous manner with others
Unsatisfactory job performance

X X X
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The grievance procedure applies to management decisions that an employee believes to be
contrary to policy or a barrier to his or her effective conduct of employment. Examples of
grievable issues include:

X
X
X

X
X

Performance evaluations

Personnel actions involving adjustments in compensation or a job change

Violation, misinterpretation or misapplication of a rule, policy or procedure in relation to
personnel policies, procedures, or practices involving work assignments, working hours,
overtime, general working conditions, personal leave, employment benefits, etc.
Progressive discipline (staff only)

Termination (staff only)

A grievance procedure is not intended for general complaints, such as issues with a coworker,
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5. Presentation by the DegptmentRepresentative — the Department Reprentative may
call witnesses to provide information on the Department’s behalf provided they have
been approved by the Panel Facilitator in advance.

a. Witnesses called by the Department will be questioned first by the Department
Representative.

b. Witnesses may then be questioned by the Grievant..
c. Witnesses may then be questioned by the Panel Members.

d. Additional questioning of witnesses thereafter by the Grievant, Department
Representative, or the Panel members will be at the discretion of the Panel Facilitator.

o

Grievant is Questioned The Grievant may be asked questions by the Panel members
and the Department Representative, at the direction of the Facilitator.

7. Department Representative is QuestioneThe Department Representative may be
asked questions by the Panel members and the Grievant, at the direction of the Facilitator.

8. Presentation of Documents The Grievant and the Department Representative may
present documents which each considers pertinent for consideration provided they have
been approved by the Panel Facilitator in advance. Presentation of documents is at the
direction of the Facilitator.

©

Closing Statement of Grievant — At the conclusion of the questioning of witnesses and
after the presentation of documents. —

G All Employees {/S\} Staff o Faculty (| N | Non-benefit eligible
\--_--/ o






7.5 Disabilities and Reasonable Accommodations e
The University of Southern Mississippi is committed to maintaining an inclusive and accessible
environment across all of its campuses/locations. Ensuring that all university community
members have access to facilities, employment, employment opportunities, programs, benefits,
university-sponsored activities, information, and information technology is critical to our
educational mission and is among our highest priorities. The Americans with Disabilities Act
(ADA), and USM policy prohibit discrimination in employment and educational programs
against qualified individuals with disabilities. University websites must also be accessible so
that students, prospective students, employees, applicants for employment, individuals seeking
employment, guests and visitors with disabilities have equal access to the information and
functionality provided to individuals without disabilities.

The University must comply with all state and federal laws that prohibit discrimination against
qualified individuals with disabilities in all employment practices including advertising,
recruitment, background checks, hiring, probationary period, training and professional
development opportunities, classification, compensation, benefits, leave usage, work
assignment, supervision, discipline, promotion, transfer, layoff, recall, retirement, and
termination. The University must also provide reasonable accommodations to qualified
applicants and employees with disabilities unless to do so would pose an undue hardship.

An individual is regarded as having a disability if that individual, has, has a record of, or have
been regarded as having a substantial impairment that significantly limits one or more major life
functions. This is known as a qualifying disability.

A qualified individual with a disability must also be qualified to perform the essential functions
of the job with or without reasonable accommodation. This means the applicant or employee
must:
X satisfy job requirements for education background, employment experience, skills,
licenses, and any other qualification standards that are job related; and
X be able to perform those tasks that are essential to the job, with our without reasonable
accommodation.

It is the responsibility of the individual applicants for employment, students and employees to
identify themselves as an individual with a disability when seeking a reasonable
accommodation. It is also the responsibility of individual applicants for employment, students
and employees to provide documentation for their qualifying disability (from an appropriately
licensed professional) and to demonstrate how the disability limits their ability to complete the
essential functions of their job or participation in programs or activities of the university.

Employees are not required to disclose a disability until and if he or she feels the need for an
accommodation. However, requests for accommodations cannot be applied retroactively and
the University is not required to rescind disciplinary actions administered prior to a request for
an accommodation.
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respiratory systems; normal cell growth, operation of an organ, and special sense organs and
skin.

Medical Documentation

The information provided from the employee’s treating physician or healthcare provider which
will allow the University to determine whether an individual has a qualifying disability and the
most appropriate reasonable accommaodation.

Qualified Individual with a Disability
An individual with a disability who must also be qualified the essential functions of the job with
or without reasonable accommodations. The applicant for employment or employee must:
x satisfy job requirements for educational background, employment experience, skills,
licenses, and any other qualification standards that are job related; and
X be able to perform the essential functions for the job with our without reasonable
accommodation.

Reasonable Accommodation
Any change or adjustment to a job or work environment that does not promote an undue
hardship on the University and that permits an applicant for employment or employee with a
qualifying disability to participate in the job application process, to perform the essential
functions of the job, or to enjoy the benefits and privileges of employment equal to those
enjoyed by employees without disabilities. For example, reasonable accommodation may
include:

* acquiring assistive technology or modifying equipment or devices

* job restructuring;

» part-time or modified work schedules;

* reassignment to a vacant position;

» adjusting or modifying examinations, training materials and policies;

* moving to a different office/work space;

* providing a sign language interpreter;

» providing materials in alternative formats like large print or braille; and

* making the workplace readily available to and usable by people with disabilities

Undue Hardship

An accommodation that would be unduly costly, extensive, substantial or disruptive, or would
fundamentally alter the nature or operation of the University, program or department. Undue
hardship is determined on a case-by-case basis considering all factors including the nature and
cost of the accommodation, the impact on the operations of the University, program or
department. The University is not required to provide an accommodation that would impose an
undue hardship.

7.5.2 Procedure for Reasonable Accommodation
Most accommodation requests are initiated by the applicant for employment, candidate or
employee. However, all individuals with a qualifying disability may not want, nor are they
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required to request a reasonable accommodation. An individual may have a disability that does
not limit the employee’s ability to perform the essential functions of the job or require a
workplace modification. Each reasonable accommodation request will be handled on an
individual basis.

In rare instances when a disability and associated need for an accommodation is obvious, such
as a mobility-impaired employee unable to physically access a facility or inability or a visually-
impaired applicant unable to access an applicant tracking system, the hiring manager or
manager may initiate the reasonable accommodation process and begin the interactive
discussion with the person with a disability. The University may also be able to address an
employee’s disability-related needs outside the reasonable accommodation process.

7.5.3 Steps for Requesting a Reasonable Accommodation

1. The applicant for employment or employee requests a reasonable accommodation by
submitting the USM Reasonable Accommodation Request Form and corresponding
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6. If more than one accommaodation is acceptable, the supervisor or manager may choose an
accommodation among the available options. Supervisors and managers are encouraged to
communicate openly with the employee about available option. If the employee refuses the
option offered by the supervisor, manager or the Office of Affirmative Action & Equal
Employment Opportunity will record the employee’s rejection of the accommodation. The
employee must submit a new request in order to receive an accommodation.

7. Ifitis determined a reasonable accommaodation is not necessary, or cannot be granted, the
employee will receive the USM Reasonable Accommodation Denial Form. The form will
explain both the reasons for the denial and the process for appealing the decision.

Employees dissatisfied with the resolution of a reasonable accommodation request can submit

an appeal using the USM Reasonable Accommodation Appeal form to the Office of Affirmative
Action & Equal Employment Opportunity within ten (10) days or receiving the denial form.
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Use of the USM Post Office Box:

X

X

Description - All university retirees may rent a mailbox at the university Post
Office

How to obtain this Benefit -The retiree’s permanent photo ID card is required to
verify eligibility for this benefit

Cost to retiree - The charge to the retiree is the same as that charged to a current
faculty or staff member. Payment is due at time of rental. Cash or check only.
Additional Information — None

University Fitness Center (Payne Center)

X

X

Description - Exercise programs and equipment are available to all university
retirees.

How to obtain this benefit — All retirees should visit the Payne Center to fill out
membership application and for a tour of the facility.

Cost to retiree - Reduced cost memberships are available to all university
retirees.

Additional information - All retirees must show un
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x Additional information - DMA luncheons are held four times annually.

OLLI — Osher Lifelong Learning Institute:

X

Description - The program is available to all persons who are seeking stimulating
learning experiences while developing new friendships.

How to obtain this benefit — For more information regarding membership please
call 601-264-2780.

Cost to retiree — OLLI membership carries an annual fee and also costs for
specific courses, seminars, and other activities.

Additional information — OLLI is a member of the Elderhostel Institute
Network.

Annual Retirement Luncheon:

X

X
X
X

Description - This luncheon is an annual event associated with the end of year
DMA business meeting.

How to obtain this benefit - An invitation is sent to each official retiree.

Cost to retiree - None

Additional information - None

USM Credit Union:

X

X

Description - Memberships are available to all university retirees
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