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About This Handbook

The employee handbook is maintained by University Human Resources and is the official
employee handbook for all faculty and staff of the University. This handbook is intended to
provide important information on employment policies, practices, procedures, and resources for
all employees of The University of Southern Mississippi. However, this handbook is not a
contract, and the policies contained herein do not give rise to contractual rights.

Because some policies and procedures require periodic updating, the University reserves the
right to change, eliminate and supplement the information in this handbook from time to time as
deemed necessary to meet the needs of the University, with or without notice to the employee.
Neither this handbook nor any supplements thereto replace, amend, abridge, or anticipate
federal or state law, or the Policies and Bylaws of the Board of Trustees of State Institutions of
Higher Learning. This edition (October 2018) of the Employee Handbook repeals and
supersedes all previous editions; is effective on the date it is published on the University’s web
site; and, governs all matters and proceedings, whether pending or future.

This handbook is not the only document containing personnel-related and other policies of The
University of Southern Mississippi. Approved policies are published on the USM website and in
other handbooks and manuals, including, but not limited to, the Faculty Handbook. In addition,
college, school, departmental, and divisional policies, procedures, or guidelines may exist and
must be followed by employees as appropriate. The policies and procedures in this handbook
take precedence over any and all other policies that might exist throughout the University, except
as supplanted by specific provisions of the Faculty Handbook applicable to faculty only.

Employment shall be *“at will” and shall be terminable “at will” by the University or the staff
member with or without cause. Any oral or written statements or promises to the contrary, other
than contracts issued by the Board of Trustees of Institutions of Higher Learning, are not binding
upon the University. If you have questions concerning interpretations of the policies contained
in this handbook, please contact University Human Resources.

DEFINITIONS

e Employee: Any individual employed by the University in any status.

"'/.S » Staff: Any full-time or part-time benefit-eligible employee that is not a member of
./ faculty.

o Faculty: The teaching staff and those members of the administrative staff having
academic rank, as defined in the Faculty Handbook.

{ E."-_ Non-benefit eligible: Employees of the institution who are in a non-benefit eligible
status such as temporary, adjunct faculty, and student workers.



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:

actually received by the party in question; or,

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 identified, University Human
Resources’ process is to review the policies with the Employee Handbook Advisory Group
(EHAG), whose purpose is to assist HR with employee handbook updates and to provide
feedback and suggestions for new policies and policy revisions. The EHAG is composed of staff
and faculty representatives from a cross-section of departments and campuses. Executive
Cabinet is also made aware of policy changes and additions in advance and consulted on any
meaningful changes. Other parties may be consulted as well, depending on the policy, including
Staff Council or Faculty Senate.

Minor edits and corrections usually do not go through a review process nor are always captured
in the summary of changes as they are considered non-material changes. For example,
information is found to be repetitive, so is deleted out of one section and/or combined in another;
the information itself didn’t change, only how and where it was presented.

Some changes are driven by legal or regulatory changes in which USM is obligated to comply.
These changes do not always go through a review process as they are not optional; however,
University HR will communicate those changes as appropriate.
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additional advertisements should be approved by applicable university offices and
University Human Resources.

5. To ensure consistency in advertising vacant positions, all ads posted to external
publications must include the exact language from the approved job postings; size may be
shortened by lifting specific text making sure not to change the verbiage. The posting
should refer applicants to the active link to apply and to learn more about the position.

2.2.2 Hiring Process
All hiring managers recruiting for staff positions should follow these procedures:

1. All candidates considered for hire in a posted position must formally apply for
employment through the online application system.

2. Hiring managers should utilize the staff hiring toolkit or faculty hiring toolkit for
University processes and procedures for hiring.

3. Once the hiring manager has made a selection, the official offer of employment must be
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To comply with the employer mandate in the Affordable Care Act, an employee who was
previously in a benefit eligible position is prohibited from being rehired or transferring into a
non-benefit eligible position, unless they have had a 26-week break in service.

Previous Status New Status Service Break Required?
Non-Benefit Eligible Non-Benefit Eligible No

Non-Benefit Eligible Benefit Eligible No

Benefit Eligible Benefit Eligible No

Benefit Eligible Non-Benefit Eligible Yes

*** Non-benefit eligible includes adjunct faculty, student worker, GA, RA, temp

2.3 Terms and Conditions of Employment

2.3.1 Terms of Employment
The University of Southern Mississippi is an equal opportunity employer and makes a diligent
effort to select the best matched individual for the position based upon job-related qualifications,
regardless of race, age, color, religion, sex, national origin, veteran status, physical and/or mental
disability, or political affiliation.

Employees will understand and agree that:

Any material misrepresentation or deliberate omission of a fact in the employment
application may be justification for refusal of, or if employed, termination from
employment.

USM may make a thorough invest
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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 fellows, or research assistants with or without academic rank have the option
of joining the Optional Retirement Program (ORP).

2.3.3 Briefing a New Employee
University Human Resources: All new faculty and staff are required to attend an in-
processing/orientation session conducted by University Human Resources. University Human
Resources will notify the employee to ensure their attendance. At this time, employees will be
assisted in completing the necessary payroll and benefit forms.
The supervisor is responsible for introducing a new employee to his/her co-workers and ensuring
the new employee has all resources needed to perform his/her job and is trained properly. The
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2.4.4 Exempt and Non-Exempt Employees
University staff subject to the overtime provisions of the Fair Labor Standards Act are referred to

as "non-exempt" (hourly paid) and employees not subject to such provisions of the Fair Labor
Standards Act are referred to as "exempt" (monthly paid) employees.

2.4.5
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2.6 Employment of Students
Students or prospective students seeking on-campus, part-
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Student employees enrolled less than half-time (6 credit hours for Undergraduate or 1
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.

™

2.8 Employment Contracts >/ e
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.

e All Employees (S ) Staff o Faculty ‘% Non-benefit eligible
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The applicant is responsible for responding to the request for background check in a timely and
forthright manner. Any applicant who refuses to consent to the background check, refuses to
provide information necessary to conduct the background check, or provides false or misleading
information will not be eligible for employment for the position for which she/he has applied.
Should any false or misleading information be discovered after an applicant is hired, she/he may
be subject to disciplinary action, up to and including termination.

2.9.2.2 Pre-employment Background Checks
All offers of employment are contingent upon a satisfactory background check. Employment for
all hires shall not be effective until Human Resources has confirmed that the applicant has
satisfactorily completed the background check. The AVP for Human Resources has discretion to
approve an applicant hire while background check clearance is still pending under special
circumstances.

Background checks are only conducted after an offer of employment has been made. The results
of the background check are not used as a screening tool and the details of the background check
will not be provided to the search committee nor the hiring manager.

2.9.2.3 Promotions and Transfers
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2.9.3.1 Pre-Adverse Action Notice
The applicant will be notified that negative information was revealed during the background
check process which may impact the employment decision and will provide a copy of the
supporting report to the applicant or employee along with a copy of "A Summary of Your Rights
under the Fair Credit Reporting Act.” The applicant or employee will be provided no less than
five days to challenge the information provided in the report and take steps to correct
inaccuracies or provide explanation.

A final employment decision shall not be made until the applicant's or employee's new
information has been considered or such time that the applicant or employee fails to respond as
required.

2.9.3.2 Adverse Action Notice
If, after considering any applicant or employee response, the Office of Affirmative Action
determines that the negative information revealed results in an adverse employment decision, a
second written notification will be sent to applicant or employee notifying them that the offer of
employment has been revoked along with a notice of their rights. The hiring manager will also
be notified that the applicant is no longer eligible for employment.

2.9.4 Employee Self-Disclosure Requirements

2.9.4.1 Criminal Conviction or Felony Charge
All current employees are required to self-disclose post-employment criminal convictions or
felony charges filed against them that occur on or after the effective date of this policy within
three business days of the conviction or felony charge to Human Resources. Employees failing to
self-disclose may be subject to disciplinary action, up to and including termination.
Managers/departments notified of a post-employment conviction or felony charge have an
obligation to report t
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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 regularly. Unscheduled performance evaluations may be conducted
as often as necessary and are advisable when an employee's performance is less than satisfactory.

The staff member’s supervisor or manager is responsible for conducting the performance review.

Standard evaluation forms and additional instructions related to conducting a performance
evaluation may be obtained from The
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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.
Pl

3.2.1 Outside Consulting \S/
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
personal (vacation) leave. If the employee does not have sufficient accrued personal leave to
cover the absence, the employee will be required to report as leave-of-absence without pay for
the period of time used in consulting.

3.2.2 Working a Second Position e
Employees who teach classes, conduct research or work camps for USM during their normal
working hours and who receive additional compensation above their normal salary will charge
this time to personal leave. It is the responsibility of the department head to ensure the employee
complies with these policies. If the employee does not have sufficient accrued personal leave to
cover this time, the employee will be required to report the time taken as leave without pay.

3.2.3 Political Participation e
Participation by employees in various community and public affairs is expected; however, it is
expected that time given such activities will not interfere with the regular duties of the
employees. Political activities by an employee will not be prohibited at such times as the
employee would not be ordinarily required to render services to the institution or if the employee
elects to take and the university grants a leave of absence without pay.

University employees may do the following:
* VVote on candidates and political issues without interference of any kind
» Make campaign contributions to candidates or parties, provided they are made
voluntarily; but they may not advise fellow employees to make such contributions
* Express their personal opinions privately, openly, or in public meeting on political
issues and candidates

University employees may not do the following:
* Use the influence of their official positions
* Put pressure upon anyone to persuade him or her to make a contribution to a campaign
* Advise anyone where to trade or not to trade as a political maneuver
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3.3 Changes in Employment Status

3.3.1 Promotions
Opportunities for promotion at USM occur when a higher level position becomes vacant.
Employees are encouraged to prepare for possible promotion by taking advantage of growth and
educational opportunities available to them on campus and by performing current duties with
excellence. When a vacancy occurs and is posted, employees are encouraged to investigate it,
and if they are qualified and interested, to apply for it.

Promotions are not automatic. When a vacancy occurs, it must be posted for the minimum
required time. During that period anyone qualified for the vacancy can apply. The hiring
authority is mandated to select the best candidate available. If the best candidate has applied
from an on-campus position at a lower level, then a promotion can occur. If, however, a better
candidate applies, the manager may select that person. No job or promotion is "guaranteed" at
USM; each vacancy is considered an opening and is available to applicants who are interested
and who qualify. USM does encourage supervisors and hiring authorities to consider University
employees first for promotional opportunities.

Applications for a promotional opportunity are managed the same way as any opening or
vacancy. Interested employees must complete an application. This serves as "official"
notification of interest in the vacancy. No candidate will be considered for any position unless an
application has been submitted.

Normally an employee can be considered for a transfer or a promotion only after he or she has
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Dates of transfer shall be arranged for a time mutually agreeable to both the receiving and
releasing department, no less than two (2) weeks nor more than four (4) weeks from the date of
acceptance by the staff member recommended unless otherwise agreed on by all parties.

To comply with the employer mandate in the Affordable Care Act, an employee who is currently
employed in a benefit-eligible position is prohibited from transferring to a non-benefit eligible
position without at least a 26 week break in service.

Transferring to a new position may not warrant a pay change.

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 in the job it
was accrued

Fal Y
3.3.3 Transfers from Other State Agencies \S/ e

Prospective USM employees who are currently employed by another state agency may transfer
leave balances (both personal and major medical leave). A letter will be requested by the
employee indicating the balances at the time of termination. This letter shall be signed by a
Human Resource Authority at the state agency and mailed directly to University Human
Resources. The employee's leave records will be adjusted to incorporate the balances transferred
and the employee will accrue leave based on years of service with the state.

Employee cannot receive payment for personal leave when transferring to another state agency
except for the following situation. If the employee is transferring from a state agency where
he/she earned personal and major medical leave but is eligible only for major medical leave at
USM, the transferring agency should transfer to USM only the major medical leave balance. The
employee should be paid up to 240 hours of personal leave by the transferring agency and the
balance sent to the retirement system for credit by that agency.

Retirement records will transfer from state agency to state agency and will require only that the
employee complete a new application when employed so that the current employer is noted on
the employee's record.

Breaks in service exceeding thirty (30) days and/or withdrawal of retirement funds from the
retirement system, would constitute a "termination” from state employment and transfer
procedures would not be available.

The state community colleges are considered state agencies according to the Mississippi Code §

25-9-107 for transfer of leave balances and are members of the Public Employees' Retirement
System.
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employee’s contract. Failure of the University to give the requisite notice of non-renewal does
not result in an automatic renewal for the original term of the employment contract.

If a written employment contract expires according to its terms; or, if the University fails to give
at least 30 days’ notice of non-renewal, the employment relationship will continue on an at-will
basis. Such employees will be given at least 30 days’ notice of termination of their employment.

3.4.2 Arrests
University employees charged with a felony or misdemeanor offense may be placed on a leave-
of-absence. If the employee's actions or nature of the crime is determined to affect the image or
operation of the University, then additional steps may be taken to prevent the employee from
returning to the workplace. The Budgetary Authority will determine the employment status of
each person arrested and not convicted of a crime in conjunction with University Human
Resources.

3.4.3 Notice Requirements
Notice of ten (10) working days/2 weeks is requested from
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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 mav
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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
faculty member must have approval from their Chair, Dean, & VP. The timely approval provides
the necessary documentation that a faculty member’s primary responsibilities in education and
research will be met and will not be compromised by providing consulting services. A Personnel
Action Form must be submitted for payment, if applicable.

Individuals who hold executive/administrative positions such as president, provost, vice
president, associate vice president, assistant vice president, dean, director, department chair, or
other executive/administrative titles, receive, as part of their compensation package, an
administrative supplement. This supplement may be specifically stated in their contracts or may
be incorporated into their base salaries. A part of this supplement is to compensate the employee
for providing scholarship, research, and public service expertise to the greater University
community. No addit
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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
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Faculty are encouraged to engage in valuable research, fieldwork, creative activity, conferences,
and service opportunities that advance the Academy which may, at times, require time away
from the University. Time away may be short-lived (e.g. conferences) or extended (e.g. remote
research) and can affect the assigned duties (teaching, service, and other scholarly activities) of
all school faculty. The Director must approve any time away from the faculty member’s routine
schedule. This approval must be obtained prior to any official proposal submission or
confirmation to external constituents if applicable. This ensures that normal assigned duties
(teaching, service, and other scholarly activities), are mitigated under a plan approved by the
Director.
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Chapter 4: Benefits & Services

4.1 Dependent Child Academic Tuition Waiver
In order to participate in the tuition waiver benefit, the dependent child must first complete
admissions requirements through the Department of Admissions (be admitted or re-admitted to
the University) and gain admission to the University where the parent(s) or legal guardian is
employed prior to registering for courses.

4.1.1 Eligibility

The employee must be the parent or legal guardian of the child.

The parent or legal guardian must be employed prior to the start of the semester in order
for the dependent to be eligible for the tuition waiver.

The 100 percent tuition waiver policy applies to all children of full-time faculty and staff
employed prior to July I, 1977. The 100% does not apply to faculty and staff who were
employed prior to July 1, 1977 and then terminated and then were subsequently rehired
after July 1, 1977.

The 50 percent tuition waiver policy applies to all children of full-time faculty and staff
employed after July I, 1977. If both parents are employed with USM, the child receives
100% tuition remission.

Eligibility applies to dependent children under the age of 25, unmarried and for the first
baccalaureate degree only.

This program also applies to children of retired employees of the University as well as
children of faculty and staff who deceased while actively employed at the University.
The dependent child must be enrolled at the University at least one-half time during the
Fall and Spring semester. There is no enrollment requirement for Summer semester.
Those who drop below the one-half time status will not be eligible to continue the waiver.
All dependent children must remain in good academic standing to continue this benefit.
A dually enrolled high school student is eligible for the waiver, regardless of hours taken.
It is the employee’s responsibility to provide relationship evidence and proper
documentation to University Human Resources in the form of a birth certificate, legal
guardianship paperwork, or most recent year tax documents showing child was claimed
as a qualified dependent as defined by Internal Revenue Code §152(c)(3).

4.1.2 Procedures
The dependent must first complete admission requirements of the University.
The waiver for dependent children of faculty and staff must be obtained from University
Human Resources or on the Human Resources website at
https://www.usm.edu/sites/default/files/groups/employment-
hr/pdf/dependentchildtuitionwaiver2019 1.pdf

e All Employees (S ) Staff o Faculty ‘% Non-benefit eligible
—


/sites/default/files/groups/employment-hr/pdf/dependentchildtuitionwaiver2019_1.pdf
/sites/default/files/groups/employment-hr/pdf/dependentchildtuitionwaiver2019_1.pdf

The waiver is renewable on a semester-to-semester basis, provided the child remains in
good academic standing. A new waiver is required each academic year.
In order to ensure that tuition is timely posted to the employee’s account, the waiver must
be returned to University Human Resources no later than the following priority dates:

0 July 1- Fall semester deadline

0 December 1- Spring semester deadline

0 May 1- Summer semester deadline
All faculty and staff waivers are audited each semester.
Appeals regarding the tuition waiver should be directed to the AVP for Human
Resources.

4.1.3 Fees
Students who receive full scholarships or awards that grant full tuition will not be eligible
for the benefit of this tuition waiver.
All fees associated with coursework are the responsibility of the student such as books,
food, housing and late/drop fees.
Children of faculty and staff whose parent(s) or guardian terminate employment with the
University prior to the drop date of a semester, will be required to pay full tuition.

4.2 Faculty/Staff Academic Tuition Waiver >/ e

In order to participate in the tuition waiver benefit, the University employee must first complete
admissions requirements through the Department of Admissions (be admitted or re-admitted to
the University) prior to registering for courses.

4.2.1 Eligibility
All full-time benefit-eligible employees are eligible for up to six credit hours, per
semester
All part-time (less than 40 hours) benefit-eligible employees are eligible for up to three
credit hours, per semester. Part-time employees are not eligible to take the free course
during their normal work schedule.
Retired faculty and staff are eligible for the course benefit up to six credit hours per
semester. University Human Resources will be responsible for approving forms for all
retired participants.
CRNA Nursing and Military Science personnel are eligible for this benefit.
University employee must maintain a cumulative 2.0 GPA to continue the tuition waiver.
An employee who fails to maintain the required GPA will not receive the benefit until
such time as he or she successfully meets GPA requirements.
Employees must be employed prior to the start of the semester in order to receive the
waiver.
The employee must have permission to take courses approved by his or her supervisor.
The supervisor must ensure that the absence from the work place does not cause an undue
burden on the department. Once signed by the department budget authority, the waiver
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should be returned to University Human Resources for processing before registration can
begin.

4.2.2 Procedures
The employee must first complete admission requirements of the University.
The waiver for faculty and staff must be obtained from University Human Resources or
on the Human Resources website at
https://www.usm.edu/sites/default/files/groups/employment-
hr/pdf/facstafftuitionwaiver112014.pdf
Once signed by the department budget authority, the waiver should be returned to
University Human Resources for processing before registration can begin. The form must
be returned to University Human Resources for verification/data entry.
A new waiver is required each semester
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May intersession is attached to Summer semester
August intersession is attached to Fall semester

January intersession is attached to Spring semester

4.2.4 Fees
Employees are responsible for paying all fees associated with coursework such as
textbooks, supplies, registration, late fees and/or drop-add fees.
Employees who are enrolled in a tuition waived course and terminate employment with
the University prior to the semester drop date, but continue the class, will be required to
pay full tuition for that course. Reimbursement of tuition fees, paid by the department,
will be in accordance with established refund percentage policies.
If an employee drops a course, but continues employment at the University, the
employing department's budget will be reimbursed at the established refund percentage.
Tuition for graduate coursework exceeding $5,250 is taxable and will be payroll-
deducted.

4.3 Health Insurance

The State of Mississippi offers all full-time benefit eligible employees coverage in the statewide
Health Plan.
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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
» elect to participate in Dependent Care Reimbursement or Medical Reimbursement Plans

Employees are cautioned that "open enrollment™ occurs once a year and this is the only time that
changes can be made to insurance programs, unless a "Change in Family Status"” occurs. A
"Change in Family Status" is defined as: marriage, divorce, death of a spouse or dependent child,
birth or adoption of a child, and termination of employment of a spouse.

NOTE: All participants in the Dependent Care Reimbursement or Medical
Reimbursement Plan MUST complete the online enrollment process each year.

4.3.4 COBRA
The federal law known as Consolidated Omnibus Budget Reconciliation Act (COBRA) became
effective for the State of Mississippi Group Health Plan January 1, 1987. All employees and
employee family members who are covered under the group health plan are entitled to
"continuation coverage" required by federal law. Continuation coverage under our group health
plan will be made available to covered persons in the event of employment termination, divorce,
separation, or death and in certain other instances. Detailed information concerning COBRA can
be obtained from Blue Cross Blue Shield of MS.

4.4. Student Health Insurance "~
Graduate Assistants, Residence Assistants, and international students/scholars are eligible for a
student health insurance plan. This plan is required unless the student completes a waiver.
Eligible students may also enroll dependents. At the beginning of each academic year, the
student will go to www.studentcenter.uhcsr.com/usm and either waive or enroll in coverage. If
a student does not actively complete a waiver, s/he will be automatically enrolled in the plan
with no exceptions.
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the extent of the injury and provide University Human Resources with a written prognosis of
recovery. Follow-up treatment will be prescribed as necessary and a return-to-work date will be
issued.

Additional information concerning benefits can be obtained from University Human Resources.

4.7 State Retirement System (PERS)
The Public Employees’ Retirement System of Mississippi enacted by the 1952 Legislature
requires participation of all state employees who work twenty (20) hours per week or more for a
state employer. The State of Mississippi mandates participation in the retirement system as a
condition of employment.

4.7.1 Exemptions

Employees who are classified part-time, who work less than 15-days a month or who work less
than the equivalent of 1/2 of a normal work load for their position and receive less than 1/2 of the
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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.
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approved for this fiscal year. The budget director for each wage account should have a current
copy of the department's detailed wage budget.

When changes, additions, or deletions are made on a wage position, all pertinent budget
information must be included on the Personnel Action Form. Budget directors in each
department are encouraged to check each form submitted for approval to assure that the
information is correct and changes requested are in order.

Wage employees paid from a grant or restricted fund account (10-digit budget number) are
subject to the same approvals, anniversary date requirements, etc., as salaried employees. (See
Salaried Employees section.)

5.3 Deductions
New employees of the University, whether salaried or wage, are required to report to University
Human Resources for in processing. The employee will complete and sign personnel and payroll
forms necessary to begin the pay schedule and will be advised regarding fringe benefit and
insurance packages available through the University.

Premiums will be deducted from the payr
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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
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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.

o

5.7 On-Call/Call-back Status and Pay \S/

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

under the terms of this policy.

A staff member on on-call status must inform his or her supervisor where he or she can be
reached and must report to his or her work assignment within 30 minutes of being notified. On-
call status will end once the staff member reports to his or her workstation or when the on-call
status schedule ends, whichever occurs first.

USM policy is that the employee will receive a courtesy payment, not to exceed (6) hours per
pay period for on-call status. On-call pay is not included for overtime calculations. On-call pay is
given if the employee does not have to report back to work. The respective department's Vice
President must approve the practice of on-call pay for each department.

When an employee is actually called back to work, call-back status is implemented and on-call
status is canceled. Call-back status will begin after the employee arrives on the campus for work
and ends at the conclusion of the work. The employee will be paid for actual hours worked with
a minimum of (3) hours to be paid.

The employee must be paid over-time for any hours worked which exceeds 40 hours per
workweek.

5.8 Holiday Pay ':\.."'_3../':' e

IHL Policy 805.08 declares the following days as official holidays:

* New Year’s Day

* Martin Luther King Day
* Independence Day

* Labor Day

* Thanksgiving Day

* Christmas Day

Additionally, other days may be designated as holidays by the University President:
(not to exceed a total of 15 days a year)
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personal leave. (Example: An employee may not give a date prior to the Christmas
holidays as the last day of employment and then use accrued personal leave as a basis for
collecting Christmas holiday pay.)

5.8.2 Religious Holidays
Full-time or part-time benefit eligible employees who desire to observe a religious holiday not
designated by the University may do so with their director’s approval. The time and attendance
record should reflect time taken as personal (vacation) leave. Such requests should be reviewed
with Human Resources.

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. The award is pro-rated for part-time employees.

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 proes viewed
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If any of the 12 week period is without pay the department is to process the appropriate

documentation to place the employee on a leave of absence for the balance of the FMLA
leave.

6.4.5 Proper Notice by Employer
Employees must provide at least 30 days advance notice of an anticipated FMLA leave. It is
understood that under some circumstances it is not practical to provide 30-days notice. In these
cases, employees must provide notice as soon as practicable. In all cases, employees must
provide the department with sufficient information and must cooperate fully with the department
or risk having FMLA delayed or denied.

6.4.6 Certification
Serious Health Conditions:
In cases where an FMLA leave is to care for the serious health condition of the employee,
spouse, child, or parent of the employee, the employee must provide medical certification

on the applicable Medical Certification form #2E for Employee or #2F for Family. The
department should request the certifica
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duty in the Armed Forces) and that manifested itself before or after the member
became a veteran.
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.

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

The department should provide the employee with a copy of the form titled Certification
for Serious Injury or Iliness 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.

o0 The human resources office may contact the covered service member’s health
care provider for clarification and/or authentication of the medical certification.

o Inall 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.

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
This policy applies to all employees of the University including non-benefit eligible such as
adjunct faculty, graduate assi004648048400300ETQq0.00W* natifitu.00000912 0 612 792 res8lg0
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be eligible for this payment. The employee may not use accrued major medical leave during this
absence.

Under federal law, an employee is entitled to re-employment upon discharge from the service
including, but not limited to, reinstatement to the former position or similar position,
reinstatement of benefits, and protection from arbitrary discharge.

Approval for any military leave must be secured in advance from University Human Resources.
A copy of the military orders shall be filed with University Human Resources.

6.7 Compulsory Leave e

If, in the opinion of the University, an employee is incapacitated for work due to illness or injury
or poses a direct threat to themselves or others, such an employee may be required to submit to a
physical examination by a physician named by the University. If the medical examination
indicates the employee is unable to fulfill job duties effectively, the University may require the
employee to take such leave without pay as is sufficient, by medical determination, to restore
him or her to normal health. This leave without pay will begin after accumulated personal and
major medical leave have been exhausted.

P
6.8 University Declared Leave \S/ o
In the event that the University must close due to inclement weather or a declared holiday by the
University President, employees will be given time off with pay for those hours. Individuals who
are on personal or major medical leave during these closings will not be charged for the official
absence.

Employees who are considered “essential personnel” in areas that are required to work, such as:
physical plant, student housing, etc., will be provided pay at a one and a half rate or provided
compensatory time at the same rate of time and a half in lieu of holiday pay. Paid time or
compensatory time is at the discretion of the supervisor.

This policy does not apply to Public Safety employees who are at all times considered essential
personnel and are paid in accordance with regular pay and overtime pay policies.

& Y
'S )
6.9 Leave Balances and Accruals =/ o
Employees are required to complete time records reflecting Personal and Major Medical leave
used during the month. These leave and attendance records are recorded in SOARHR.

Leave balances are reflected on an employee's paycheck. The employee has 30-days from the
date of most current paycheck to report any errors in account balances. University Human
Resources will not correct errors after the 30-day reporting period.

Employees who falsify leave records or misrepresent absences due to leave are subject to
disciplinary action up to and including termination. Failure to complete attendance records in a
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timely fashion may result in adjustments to leave accruals. Failure of managers to approve
attendance records in a timely fashion may be reflected in performance evaluations and result in
disciplinary action.

6.10 Jury Duty
Jury duty is recognized as a civic responsibility. A regular employee who is called for jury duty
or summoned to appear as a witness on behalf of any town, city, county, state, or federal
government is allowed to be absent with pay. The payment granted to an employee for serving
on a jury may be retained by the employee. When an employee has been granted leave for court
attendance, he or she shall report immediately to his or her official place of duty during normal
work hours whenever he or she is excused by the court.

Special leave with pay shall not be granted for court attendance when the employee is the
defendant or is engaged in personal litigation. Personal leave shall be used for this purpose.

6.11 Voting
Most employees live or work close enough to the polls to vote before or after working hours.
Should this not be possible, one may be granted time off to vote in county, state, or federal
elections with the prior approval of his or her immediate supervisor.

6.12 Leave for Grant Employees
In accordance with 2CFR200, all full-time benefit eligible faculty and staff are afforded all
fringe benefits of the University. Benefits must be consistently applied to individuals regardless
of the funding source. Payment of 240 hours of unused personal leave is the responsibility of the
Supervisor/Director/Dean if the external funding source does not have the available funds, or if
this is considered an unallowable expense.

6.13 Donated Leave
As enacted by the 2003 Mississippi State Legislature, employees may donate a portion of their
earned Personal and/or Major Medical Leave to another employee who is suffering from a
catastrophic injury or illness, or to an employee who is caring for a member of his or her
immediate family who is suffering from a catastrophic injury or illness. An immediate family
member is defined as a spouse, parent, stepparent, sibling, child or stepchild.

A catastrophic injury or illness is defined as a life-threatening injury or illness of an employee or
a member of an employee’s immediate family which totally incapacitates the employee from
work, as verified by a licensed physician, and forces the employee to exhaust all leave time
earned by that employee, resulting in the loss of compensation from a state agency for the
employee. Conditions that are short-term in nature, including, but not limited to, common
illnesses such as influenza, the measles, and common injuries, are not catastrophic. Chronic
illnesses or injuries, such as cancer or major surgery, which result in absences from work that are
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Recipient Information:
To qualify as a recipient of donated leave, the employee must:
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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 progressive discipline may utilize the Grievance Procedure
outlined in the Employee Handbook.
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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:

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,
which should instead be resolved through the chain of command and/or Human Resources. A
grievance procedure is also not intended to second-guess management decisions but to ensure
that managers are appropriately following policies and procedures.

Any appeal/grievance process that is included as part of a specific policy will supersede this
policy.

7.2.2 General Procedures
Prior to or instead of filing a grievance, the employee may seek to resolve the issue through the
assistance of:

* Human Resources
* The employee’s immediate supervisor
* The next level of management in his/her respective unit

At the outset of this process, the Grievant may seek assistance from Human Resources for
procedural guidance and determination if the grievance process is applicable to the situation.
Human Resources is also available to assist the reviewers at each stage of the process with
procedural guidance.

The employee has ten (10) working days from the initial incident to initiate the grievance
procedure. At each level, the Grievant assumes responsibility for advancing the complaint to the
next higher level within five (5) working days of receiving the written response. Similarly, the
authority to whom the grievance is addressed assumes the responsibility for answering the
grievance in writing within the appropriate timeframes indicated. The parties of the grievance,
by mutual agreement, may extend any or all of the time periods established in this policy.
Failure to process a grievance within the time limits, or agreed upon extensions, shall constitute
termination of the grievance.

Documents related to the grievance process are not placed in the employee’s personnel file.
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7.2.3 Specific Procedures

Step 1

If the issue is unable to be resolved directly with the Grievant’s supervisor in an informal
manner, the Grievant may submit a formal written statement of the grievance to the Department
Director/Dean in their respective unit within ten (10) working days of when the action occurred.
The written statement must include the nature of the grievance (what action is being disputed,
such as the issuance of a written warning) and the desired outcome expected (such as to have the
written warning overturned). A copy of the written grievance should also be provided to Human
Resources at the time it is submitted to management.

The Director/Dean has five (5) working days to respond to the grievance in writing. The extent
of any investigation, interviews and evidence gathering is at the discretion of the manager. A
copy of the Director’s/Dean’s written response should be provided to Human Resources at the
time it is issued to the Grievant.

In situations where the Grievant’s immediate supervisor or the next level of management is the
Vice President (\VVP) of his/her respective area (here forward VP to include all direct reports of
the President), step 1 should be skipped and the process should begin on step 2.

Step 2

If the response from step 1 is unsatisfactory to resolve the issue, the Grievant may, within five

(5) working days of receipt of the response from step 1, submit to the appropriate VP of his/her
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Briefing the Grievant and the Department Representative
The Facilitator shall

e All Employees (S ) Staff o Faculty ‘% Non-benefit eligible
—



d. Additional questioning of witnesses thereafter by the Grievant, Department
R
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It is a violation of the Americans with Disabilities Act (ADA) and University policy to deny or
fail to provide a reasonable accommodation for a documented qualified disability unless to do
so do would pose an undue hardship. It is also unlawful to discriminate against an applicant or
employee, whether disabled or not, because of the individual’s family, business, social or other
relationship or association with an individual with a disability. Individuals who believe they
may have been discriminated against based on their disability or denied a reasonable
accommodation for a qualified disability should contact the Office of Affirmative Action &
Equal Employment Opportunity.

Who is covered under this policy?
This policy applies to employees, applicants for employment, and candidates for employment
with physical or mental conditions that substantially limit one or more major life functions.

7.5.1 Definitions
Applicant for employment: A person who has expressed interest in employment at the
University, who satisfies the minimum requirements of a particular job and who has not
indicated he/she is no longer interested in the position.

Essential Functions: The duties of a job or position that are so critical the job cannot be
performed without them. Factors to consider in determining if a function is essential includes:

Whether the reason the position exists is to perform that function;

The number of other employees available to perform the function or among whom the
performance of the function can be distributed; and

The degree of expertise or skill required to perform the function.

Interactive process:
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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 accommodation.

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:

satisfy job requirements for educational background, employment experience, skills,
licenses, and any other qualification standards that are job related; and

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;

e 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 accommaodation 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 conBTdonBT/F3 12 Tf1 0 0 Qq00000912 0
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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 accommaodation 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
documentation to the Office of Affirmative Action & Equal Employment Opportunity. The
employee may also notify his or her supervisor or manager of the need for a reasonable
accommodation. The Office of Affirmative Action & Equal Employment Opportunity
should be contacted immediately for assistance. Forms can be found at the departmental
website: http://www.usm.edu/aa-eeo.

2. If medical documentation is not provided with the request, or is not sufficient to determine a
qualifying disability, the Office of Affirmative Action & Equal Employment Opportunity
will provide the employee with the USM Medical Inquiry Form to be completed by the
treating physician. If additional medical information is requested, the time frame for
completing the accommodation stops when the medical information is requested, and
resumes on the day the documentation is received. The employee has ten (10) working days
to return the form.

3. The Interactive Process is initiated among the Office of Affirmative Action & Equal
Employment Opportunity, the employee and his or her direct supervisor or manager. This
will include discussing options, pricing and implementation of the accommaodation.

4. Once it is determined a reasonable accommaodation is necessary, and an appropriate
accommodation is selected, the accommodation request is approved. The employee is
notified of the approval through the USM Reasonable Accommodation Approval Form.

The employee’s supervisor is notified through the USM Reasonable Accommodation Notice
to Supervisor Form.

5. Once approved, the accommodation will be provided within thirty (30) days of receipt of the
request, or as short a period as reasonably possible depending on the accommodation. The
Office of Affirmative Action & Equal Employment Opportunity will work with the
supervisor or manager to implement the accommodation including modifying policies or
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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 accommodation 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.

7.6 Attendance
Employees are expected to be present for work, on time, each scheduled work day. Regular
attendance and punctuality are job expectations. Work schedules and starting times are
established by the Department based on business and operation needs; the Department is
responsible for communicating work schedules. Employees are expected to follow departmental
notification procedures if they will be late for work, will not be at work, or are requesting any
time away from work. Excessive unscheduled absences or partial absences may be addressed
through the progressive discipline policy.

7.6.1 Definitions
Absence: An employee is deemed absent when he/she is unavailable for work as
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Chapter 8: Other University Information

8.1 University Committees
The Committee on Committee (COC) is charged by the University President with maintaining a
current and complete list of University standing committees and members to ensure that they are
fairly governed and fulfilling their charges and to assist with recruiting. For a complete list of
comprehensive rules for standing committees, University standing committees, and University
representative groups, please visit the website https://www.usm.edu/university-
committees/committee-committees

8.2 Retiree Privileges
Employees of The University of Southern Mississippi are provided a number of special privileges
upon official retirement from the University. These special privileges are over and beyond benefits
provided by the Public Employees' Retirement System and other outside organizations such as
AARP.

Permanent Retiree Photo Identification Card:
Description - Each USM retiree is entitled to receive a permanent retiree photo
identification card.
How to obtain this benefit - The permanent retiree photo 1D card may be
obtained by completing the application form in the Office of Human Resources;
McLemore Hall Room 301.
Cost to retiree — None
Additional information - None

Permanent Retiree Parking Decal:
Description - Each USM retiree is entitled to receive one photo
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Use of the USM Post Office Box:

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)

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.
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The DMA (Don’t Mention Age) Club:

Description - The purpose of DMA is to promote fellowship, fun, and
information-sharing. All USM retirees are eligible for membership in DMA.
How to obtain this benefit - Letters of invitation for membership are mailed to
USM retirees in the early fall each year.

Cost to retiree - Cost includes the annual dues and the costs for luncheons.
Additional information - DMA luncheons are held four times annually.

OLLI —Osher Lifelong Learning Institute:
Description - The program offers individuals in the 50+ age group opportunities to
engage in intellectual, fitness, and/or social experiences.

Join OLLI - For more information regarding membership, please call 601.264.2780
in Hattiesburg, or 228.214.3277 in Long Beach.

Cost to member — OLLI membership carries an annual fee and costs associated with
specific courses, seminars, and other activities.

Additional information — Course details and benefits and privileges of OLLI
membership are available in the OLLI website, at www.usm.edu/olli.

Annual Retirement Luncheon:
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:
Description - Memberships are available to all university retirees
How to obtain this benefit - Contact the Credit Union to apply for membership.
The Credit Union is located at 3318 Hardy Street.
Cost to retiree —
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Signage Policy
Gift Card and Gift Certificate Purchases
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