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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 (July 2023) 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.

."/'5'\". Staff: Any full-time or part-time benefit-eligible employee that is not a member of
./ faculty.

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

' N."' Non-benefit eligible: Employees of the institution who are in a non-benefit eligible
“.__/ status such as temporary, adjunct faculty, and student workers.
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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:

e actually received by the party in question; or,

e 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.

Changes effective August 1, 2023:

Policy Description
5.8.2 Religious Holidays Updated for clarification to include requests for religious

accommodations.
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Chapter 1: Administrative Structure G

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
consists of 12 members appointed by the Governor and approved by the Senate for nine-year
terms. Membership includes four representatives from each of Mississippi’s three state Supreme
Court districts. Administrative offices of the Board are located in Jackson, Mississippi.

1.2 The University President
Appointed by the IHL Board of Trustees, the President of The University of Southern
Mississippi is charged with serving as the chief executive officer and principal educational
officer of the University. As designated by IHL, the President is responsible for every facet of
institutional operations, to include shaping the University’s educational policy and academic
standards; holding final authority over all employees; maintaining appropriate standards of
student conduct; and managing the University’s financial resources in accordance with IHL

policy.

1.3 The University’s Executive Cabinet
The University of Southern Mississippi’s Executive Cabinet serves in an advisory capacity to the
University President on matters related to institutional decision making, including policy
development and implementation; budget development and implementation; human resources
matters; oversight and governance by IHL; compliance with state and federal laws and
guidelines; the welfare and wellbeing of the institution’s faculty, staff and students; the role of
the University in the local, state and regional communities; support of the University by friends
and alumni; research production; and economic development. Membership consists of eight
executive officers as listed below and one representative each from the faculty, staff and student
bodies.

1.3.1 Provost and Senior Vice President for Academic Affairs
The Provost and Senior Vice President for Academic Affairs is the chief academic officer and
senior University officer next to the President. The Provost oversees all matters pertaining to
academic programs, curriculum development, faculty affairs, student affairs, other educational
objectives of the University and related financial resource management.

1.3.2 Vice President for Finance and Administration
The Vice President for Finance and Administration is the chief financial officer and oversees the
University’s financial operations, facilities planning and management, human resources,
procurement and contracted services, information technology, and parking and transit services.

./.-_-.\. / ., \
e All Employees [ S | Staff o Faculty | N | Non-benefit eligible
Ly ——



http://www.mississippi.edu/board/
https://www.usm.edu/president/index.php
https://www.usm.edu/president/index.php
https://www.usm.edu/provost/index.php
https://www.usm.edu/university/leadership.php

£
égé THE UNIVERSITY OF
]

1 SOUTHERN MISSISSIPPL

3

1.3.3 Vice President for Research
The Vice President for Research serves as the chief research officer and oversees the
University’s research enterprise and related economic development and outreach functions. The
Vice President for Research is also the executive director of the USM Research Foundation.

1.3.4 Vice President for Student Affairs
The Vice President for Student Affairs oversees a wide range of programs and services that
enhance the quality of life for the University’s diverse student body. The Vice President for
Student Affairs also manages student conduct matters and student crisis support and response.

1.3.5 Vice President for External Affairs
The Vice President for External Affairs oversees government relations as well as alumni and
donor development and engagement.

1.3.6 Director of Athletics
The Director of Athletics oversees the University’s competitive intercollegiate athletics program
and ensures that all athletic programs and initiatives align with the institution’s educational
mission and goals.

1.3.7 General Counsel
The General Counsel provides legal representation to the University when necessary and advises
the University’s executive officers, faculty and staff who are acting on behalf of the institution
on various issues that are in the best interest of the University.

1.4 Organizational Charts
Organizational charts are available through the Office of Institutional Research.

./.-_-.\. / ., \
e All Employees [ S | Staff o Faculty | N | Non-benefit eligible
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Chapter 2: Hiring Policies

2.1 Selective Service e

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 e

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.

3.

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-only, per management discretion; however, a posting,
screening and selection process must still occur. Faculty positions are also required to be
posted utilizing the online applicant tracking system. Student worker positions are
managed and posted by Career Services.

A job enlargement is when the scope of a job is increased through the addition of job
duties and/or responsibilities. Job enlargements are not required to be posted, even when
resulting in a promotion or pay raise, so long as the position is essentially the same, the
former position is not being backfilled, and there is no more than 1 incumbent in the
position. Job enlargement would apply to positions that have pre-defined levels (such as
I, I1, 111 or Sr), which are progressions within the same position independent of others.
University Human Resources should approve all job enlargements in advance.

All positions must be posted for a minimum period of five (5) working days. If a holiday
falls within the posting period, it will not be considered in the minimum required period.
If a position becomes vacant that has been posted in the last 120-days, a new posting is
not required and the hiring manager may select from the applicant pool of the previous
posting. For UPD, a new posting is not required for a 1 year period. A department head
may extend a posting past the minimum period by stating such on the position requisition
at the time of posting. Positions may also be posted “until filled” utilizing the guidelines
in the Hiring Toolkit. The AVP for Human Resources is authorized to waive or shorten
the posting period requirement in extenuating circumstances when the operation of the
institution would be adversely affected.

University Human Resources will advertise all job postings in at least one contracted
external source at no cost to the department. In the event the recruiting department wishes
to post in additional outside sources, all costs and efforts will be borne by the department.
Departments must follow University purchasing procedures for paid advertisements. All

./.-_-.\. / ., \
e All Employees [ S | Staff o Faculty | N | Non-benefit eligible
Ly ——
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additional advertisements should be approved by applicable university offices and
University Human Resources.

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.

2.

o~

7.

8.

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

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

Once the hiring manager has made a selection, the official offer of employment must be
made in writing including language that the offer of employment is conditional upon
completion of a background check. A sample offer letter for staff with required language
is included in the applicant tracking system. Offer letters should be recorded in the
applicant tracking system after all parties have confirmed.

Applicant statuses should be updated in the Applicant Tracking System.

All appointments to faculty and specific administrative positions must have the approval
of the Board of Trustees before official appointment letters and/or contracts can be
issued.

The pay rate offered will depend upon experience of the applicant and budget for the
position. Please reference applicable compensation policies and salary guidelines.

All offers of employment for positions requiring degrees will be made contingent upon
receipt of official college or university transcript(s) from the selected applicant.

Refer to the HR website for complete information about the new hire process.

These employment procedures will be followed for all positions, whether funded by the State of
Mississippi, federal agencies, auxiliary enterprise, or any other source of funding.

2.2.3 Re-Employment

Former employees of USM are eligible for rehire at the discretion of the University.

To comply with the employer mandate in the Affordable Care Act, an employee who was
previously employed in a benefit-eligible position is prohibited from returning to the University
in a non-benefit eligible position unless they have had at least a 26 week break in service.

A former employee who is rehired receives:

* no vested seniority
* no vested benefits status
* no credit for previous time served towards years of service for service awards

./.-_-.\. / ., \
e All Employees [ S | Staff o Faculty | N | Non-benefit eligible
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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 e
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:

e 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.

e USM may make a thorough investigation of the entire work history and may verify all
data given in the application for employment, related papers, or oral interviews. In
addition, background checks are conducted on all new employees as a condition of
employment. Employees will authorize such investigation and the giving and receiving of
any information requested by USM and shall release from liability any person giving or
receiving any such information. Falsification of data so given or other derogatory
information discovered as a result of this investigation may prevent employment, or if
employed, may subject the employee to immediate dismissal.

e Employment may be terminated by USM for any reason or no reason at any time without
liability for wages or salary except such as may have been earned at the date of such
termination. This does not apply to employees under contract unless termination is for
cause.

¢ Although management makes every effort to accommodate individual preferences,
business needs may at times make the following conditions mandatory: overtime, shift
work, a rotating work schedule, or a work schedule other than Monday through Friday.
Employees must understand and accept these as conditions of their employment.

e The University may assign additional or different job duties and/or alter job duties
reasonably consistent with current job duties at any time and such changes may be
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without expectation of a pay increase. Employees have the right to utilize the grievance
procedure to appeal job change decisions.

e Itisthe employees' responsibility to read the Employee Handbook to familiarize
themselves with all policies and procedures of the University.

e 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 \S/ °
Employees must participate in the Public Employees' Retirement System of Mississippi, unless
classified as a part-time no benefit employee working less than 20 hours each week 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 e
All new faculty and staff are required to attend an in-processing/orientation session conducted by
University Human Resources. University Human Resources will provide new employees with
the benefits forms upon completing new hire paperwork. At this time, the employee will make
an appointment to return the benefits forms to University Human Resources. 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 supervisor
is responsible for department onboarding, and a sample department orientation checklist is
provided on the HR website.

i N

2.3.4 Probationary Period >/
The probationary period shall be utilized by the department head for observing closely the
employee's work and for securing the most effective adjustment of the new employee to the
position, to the persons with whom the employee comes in contact, and to unfamiliar
surroundings. It serves as a means of dismissing an employee whose performance does not meet
required standards. All staff employees are required to serve on a probationary basis that consists
of ninety (90) calendar days of employment. University Police Department observes a one-year
probationary period per their professional standards and accreditation. Supervisors are
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responsible for initiating termination if a staff member's performance is not acceptable. The
University may terminate probationary employees without the usual notice and without cause.

A probationary period of ninety (90) calendar days will be applicable for an employee who
transfers, promotes or demotes to a new position at the University.

The AVP for Human Resources is authorized to extend the ninety (90) calendar day probationary
period up to one hundred eighty (180) calendar days upon the recommendation of a department
manager. The employee should be made aware, in writing, by the department head that the
probationary period is being extended.

An employee successfully completing the probationary 90-day period remains employed at will,
but is entitled to the notice requirement at that time.

Fa N
2.3.5 Anniversary Date \Sze
The anniversary date is the first day of employment in a benefit eligible position. The
anniversary date is used to compute eligibility for certain benefits, leaves, and other programs
described in this Handbook. Students, Graduate Assistants, Adjuncts, and Part-Time (without
benefits) do not qualify for anniversary date. If a break in service of more than 30 days occurs,
the rehire date will become the new anniversary date.

2.4 Types of Employment Status e

2.4.1 Regular Employee
Full-time employee: Employed in a regular, full-time (40 hours per week) position. This full-
time status entitles the employee to all University benefit programs (40 hours = maximum
benefit).

Part-time employee (with benefits): Employed part-time at least20 hours, but less than 40 hours
per week. This status entitles the employee to all University benefit programs on a pro-rated
basis. Holiday, sick, and annual leave are pro-rated proportionately according to the number of
hours worked.

Part-time employee (without benefits): Employed part-time less than 20 hours per week. This
status is not eligible for University benefit programs.

Temporary employee: Employed more than 20 hours per week for 3 months or less during the
given measurement period (October 1% — September 30™"). *See 2.4.2 for more details*

Seasonal employee: Employed one time every year and may be allowed to work 40 hours per
week for a maximum of 3 months. If employee is moved to 19 hours per week after the 3-month
timeframe, they are then classified as part-time without benefits and are not eligible to be
employed as seasonal the next year.
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2.4.2 Temporary Employee
Temporary employment is defined as working 20+ hours a week in a non-benefit status for a
period not to exceed 3 months of a given measurement period (October 1% — September 30™). It
is the department director’s responsibility to ensure that no person hired in a temporary position
works more than 3 months at 20+hours per week. After the 3-month timeframe is up, the
employee must be terminated, reduced to 19 hours a week, or moved into a vacant full time
position with benefits (all hiring policies are applicable).

Temporary employees:

e Are not eligible to participate in any University benefit programs,
e Will not appear on a department’s budget printout, and
e Are not subject to notice period of termination rights

2.4.3 Contracts and Grant Employment
Employees hired for positions provided for by an external funding source are entitled to all
University benefits according to their employment status of full-time, part-time, or temporary
status. The University will adhere to the provision of 2CFR200 when hiring externally funded
position. When hiring pay should be consistent with like positions that are not externally funded.
Being on external funds does not in itself warrant a salary above other funding sources for the
same type position with similar duties. Employees working on external funding for the summer
months cannot be compensated more than the monthly compensation they receive throughout the
academic year.

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 Student Workers
Students cannot work more than 20 hours per week, which includes breaks and summer. If the
student is working more than one job, collectively their hours cannot exceed 20. During the fall
and spring semester, all student employees must be enrolled in classes for 12 or more hours in
order to be employed on campus. Students are not eligible to participate in any University benefit
program.

2.4.6 Graduate Assistants
Graduate Assistants (GAS) are, first and foremost, graduate students pursuing an education. GAs at
the university assist with instructional responsibilities as teaching assistants, or with academic
research responsibilities such as research assistants, or they may be employed by other university
departments in an entry-level capacity. Assistantships provide much needed experience for graduate
students as well as financial support while pursuing their education. GAs must be enrolled full-time
to be defined as a GA and receive a stipend and tuition waiver. GAs can work no more than 20 hours
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per week, which includes breaks and summer semester, and are eligible to participate in the Graduate
Health Insurance Program.

2.4.7 Work Study
Work Study program is a federally-funded program in the United States of America that assists
students with the costs of post-secondary education. The Federal Work-Study Program helps
students earn financial funding through a part-time employment program. FWS students are
subject to all regulations as established by the federal government and enforced by the Financial
Aid Office. Exceptions to these regulations must be requested in writing and addressed to the
Financial Aid Office. FWS students work hours vary according to their work study award. For
services, not to exceed 20 hours per week. FWS students are not eligible to participate in any
University benefit program. The pay rate for graduate work-study assistantship is set by the
University for master's students and for doctoral students. In order for a student to receive the
current graduate rate for work-study assistantships, work responsibility must be approved by the
Graduate Dean's Office.

2.4.8 Adjunct
In higher education, adjunct is a term used to describe a teacher who is not tenure track, who is
hired to teach one or more courses, and may or may not have a terminal degree or the credentials
of a regular faculty member. Adjunct employees are considered part-time and are not eligible for
employee benefits. Adjuncts can teach up to 6 credit hours. Time worked is calculated for every
1 credit hour taught, there is 3 hours of work associated.

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 and
is now retired receiving a monthly check from PERS and is returning to work at the university in
a part-time non-benefit position 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. These employees must follow all hiring processes and be
hired through University Human Resources. They are not eligible for PSA (Personal Service
Agreement) or other pay from Accounts Payable unless PERS has approved them as an
Independent Contractor prior to being hired. A PERS form 4B is required.

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

2.4.11 Volunteers
Volunteers are individuals who perform services directly related to the activities of the
University for their own benefit, to support the humanitarian, educational, charitable, or public
service activities of the University, or to gain experience in specific endeavors. VVolunteers
perform services without promise, expectation or receipt of any compensation, future
employment, or any other tangible benefit. To ensure that an individual performing volunteer
services is not an employee for purpose of the Fair Labor Standards Act, all the following criteria
must be satisfied for an individual to be approved as a volunteer:

e The services are intended to be voluntary and to be rendered without compensation.

e The services must constitute a bonafide effort of the individual to volunteer for a
humanitarian or public service purpose or for the benefit of his/her professional
experience.

e Anemployee may not volunteer at the University in any capacity in which he or she is
currently employed, or which is essentially similar to the individual’s regular work at the
University.

e Individuals volunteer their time for their own personal motives, without promise or
expectation of compensation, at hours that suit their own convenience.

e Volunteers must not be utilized in ways that displace or replace regular employees in the
performance of their normal duties.

e Volunteers must complete a background check with University Human Resources prior
to starting their assignment.

e A Volunteer Data Form must be completed and submitted to University Human
Resources.

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.
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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/compliance-
ethics/minorsoncampus.php.

2.6 Employment of Students N/
Students or prospective students seeking on-campus, part-time employment should contact
Career Services. Part-time non-benefit employment (less than 20 hours each week) 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 federal wage rate. If
minimum federal 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.

e It is the responsibility of the employing department to ascertain the student’s course
load and eligibility to work as a wage student PRIOR TO THE STUDENT
STARTING WORK. The department must also review their wage student’s status at
the start of each semester thereafter.

e All student employees are covered under the Mississippi Workers’ Compensation
Law. Refer to section 4.6 for more information.

e All graduating student employees must stop work the day of commencement. If a
graduating student employee (undergraduate or graduate) wishes to work after final
exams the department must follow the rules of job postings and background checks
for hires.

e Undergraduate students completing final degree requirements during their last
semester may be enrolled for a minimum of 3 credit hours and have applied for
graduation and the applications is showing in SOAR to maintain their student
employee status.

e Toremain employed as an undergraduate student employee during the summer,
students must meet one of the following:

e Be enrolled full-time (12 credit hours) during the summer semester

OR

e Have been enrolled full-time (12 credit hours) during the spring semester
and returning to full- time (12 credit hours) in the fall semester
*** |If not they will need to be hired as temporary staff and the department
must follow the rules of job postings and background checks for hires.

e 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.
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e Graduate Assistants working during the summer and receiving a tuition waiver must
be enrolled full-time in the summer.

e All student records are protected under the Family Education Rights and Privacy Act
of 1974. University Human Resources will not release any employment-related
information on an individual student employee (undergraduate and graduate) without
prior written consent of the student.

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
verification of employment eligibility from International Student and Scholar Services (ISSS)
before an offer of employment may be extended. All University HR (UHR) new hire processes
are applicable, and the new hire cannot begin work until the department receives an employee
clearance letter from UHR. H1B applications can take months to be approved even when
premium processing is being used, so it is always best to plan for H1B hires months in advance;
consult UHR for more information.

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.

Generally, no remote work outside of the United States is permitted. On the rare occasion that
remote work is a necessity, no one can authorize work for the University at an international
location without going through a proper approval process, which includes contacting University
Human Resources or Tax Compliance. All employed J1 and F1 visa holders must notify ISSS
each time they intend to leave the country. Any employed visa holder who travels
internationally and is detained from returning should be placed on leave and not permitted to
work remotely. The employee may utilize available leave banks, if applicable, otherwise be
placed on an unpaid leave of absence with the exception of H1B visa holders who will be placed
on a paid administrative leave. Contact University Human Resources for situation specific
guidance.

Before an H1B visa holder is terminated from employment, as with all employees, UHR must be
contacted to ensure all policies and regulations are followed.

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.
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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.

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 University Human Resources receives the original signed contract, a copy of the contract
will be sent to the Dean’s office. 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.

2.9 Background Checks
The University of Southern Mississippi is committed to protecting the safety and welfare of
employees, students, and the general public, as well as preserving property and upholding the
reputation and integrity of the University. The University requires a background check upon
offer of employment for each of the following positions: full-time and part-time staff; full-time
and part-time faculty; temporary employees; graduate assistants; students working with minors;
re-employed retirees; affiliates; and volunteers. A new background check is required on all
former employees unless they have one on file with the University within the last 12 months.
University Human Resources has discretion to determine if a recent background check has
already been obtained.

Offers of employment are contingent upon successful completion of a background check and

University Human Resources approval. Applicants are not permitted to start work prior to this
approval.
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2.9.1 Roles and Responsibilities
University Human Resources is solely authorized to conduct and oversee the background check
process. University Human Resources is responsible for interpreting background check records
and information, determining whether an applicant is eligible for employment, and for making
personnel recommendations to the hiring department.

Notwithstanding this policy, nothing precludes University Human Resources from conducting a
background check on any individual when University Human Resources, in consultation with the
employee’s department and the General Counsel’s office, determine that a background check is
necessary.

All employees are responsible for ensuring the integrity and confidentiality of the background
check process.

2.9.2 Procedures

2.9.2.1 Notice
Upon offer of employment, the hiring manager will notify HR to begin the background check
process.

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 University 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
An employee may be subject to a background check when the employee is promoted/transferred
to a position title that requires an additional level of background check (for example, the new
position requires cash handling or is of a security-sensitive nature) unless University Human
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Resources previously conducted a background check appropriate for the position within the
previous year (12 months).

2.9.3 Policy and Procedures for Reviewing Background Checks

and Reported Information
All background checks with arrests and/or convictions will be reviewed by the Office of
AA/EEO, who will determine if the applicant is eligible for hire.

Applicants with a criminal history will not be automatically disqualified from employment.
Multiple factors will be taken in consideration.
e the nature and gravity of the offense(s);

the time that has passed since the conviction and/or completion of the sentence;
e the nature of the position sought or held; and
e the accuracy of employment application;

e as well as preserving property and upholding the reputation and integrity of the
University.

If information is revealed in a background check that could potentially result in an adverse
employment decision, University Human Resources shall take the following steps:

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.
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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 University 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 the information to University Human Resources. Managers failing to
report the information may be subject to disciplinary action, up to and including termination.

2.9.4.2 Driver's License Suspension or Revocation
All current employees with primary responsibility for driving as written in the position
description are required to self-disclose the post-employment suspension or revocation of a
driver's license that occurs within three business days of the revocation to University Human
Resources. Managers notified of the post-employment suspension or revocation of a driver's
license have an obligation to report the information to University Human Resources. Driving
privileges affected by license suspension/revocation include golf carts.
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Chapter 3: Employment Policies

3.1 Staff Performance Management Process
The performance management program for staff has been established to provide a scheduled
opportunity for the employee and supervisor to meet and mutually identify and document job
expectations along with goals and objectives for performance.

The program is intended to achieve the following:
* Establish purpose for the employee
* Assure mutual understanding of responsibilities and work assignments.
* Serve as a source of assistance and guidance in improving and preparing for
advancement.
* Help identify an employee's performance level, growth potential, and developmental
needs as measured by the standards of performance for the job.
* Provide 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.
» Serve as a foundation to formulate with the employee a specific plan of action for
achieving goals, and improving job performance, and growth and development for the
future.
» Establish the basis for better two-way communications.

All staff should have an initial performance plan meeting annually and then meetings throughout
the year as mutually agreed upon. Additional performance discussions, such as the
implementation of a Performance Improvement Plan, may occur as deemed necessary by the
supervisor.

The staff member’s supervisor or manager is responsible for initiating the initial performance
plan meetings. Forms and additional information about the performance management program
may be obtained from University Human Resources’ website.

& ™,
3.2 Outside Employment \S/ e
Employees interested in pursuing approval to engage in outside employment must complete an
"Application for Permission to Engage in Outside Employment or Practice of Profession.” This
form requires approval through your chain of command to the Office of the President. A copy of
the completed form will be kept on file in University Human Resources.

In addition, employees will not engage in an outside business or profession that would in any
manner compete with a similar business or profession over which he or she would have direct
supervision, inspection, or purchasing authority within the University, such being a conflict of
interest. Under no circumstances can university property be used for the outside employment.
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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. The form must be completed even if no payment is being received. Failure to complete
this form each year could result in termination of employment.

£
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. For
any secondary position, the employee must obtain approval from their supervisor in advance.

3.2.3 Political Participation G
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:
* Vote 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
N
3.3.1 Promotions \S/
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
been employed for at least six (6) continuous months. However, the AVP for Human Resources
may authorize a transfer for an employee before the six (6) month waiting period when the needs
of the University warrant such action.

Employees will be provided an opportunity for promotional consideration without regard to race,
age, color, religion, sex, national origin, veteran status, physical and/or mental disability, and/or
political affiliation.

Fa S
3.3.2 Transfers \S/
A staff employee is eligible for consideration for a transfer or reassignment to another University
position after serving in a staff position for a period of six (6) months. However, it is possible to
be reassigned earlier than six (6) months if the transfer is within the same department or made
for the business necessity of the University. Early transfers, if in a different department, must

have approval from the AVP for University Human Resources

Transfers within departments or between departments must proceed according to the usual hiring
guidelines, unless approved as an Administrative transfer. Administrative transfers are
considered in the best interest of the University and should be approved in advance by the AVP
for Human Resources.
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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

Fa N

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). To transfer hours, the employee must
request a letter from the former employer and submit to University Human Resources. The letter
must include the employee’s name, date of hire, date of separation, accrual rate, and hours
transferred. The leave must be accrued at the same rate as leave is accrued at USM. 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 8

25-9-107 for transfer of leave balances and are members of the Public Employees' Retirement
System.

./.-_-.\. / ., \
e All Employees [ S | Staff o Faculty | N | Non-benefit eligible
Ly ——



égé THE UNIVERSITY OF
]

1 SOUTHERN MISSISSIPPL

3

i 1

3.3.4 Interim Assignments \S/ °
An interim assignment is when an employee assumes a new position or additional duties on an
interim, or temporary, basis, typically during a vacancy. Interim assignments are encouraged to
be posted internally to ensure fair opportunity for all qualified and interested individuals. A pay
increase or one-time payment is allowable for the interim assignment; upon completion of the
interim assignment, the employee’s pay rate should be readjusted back to the regular pay rate.
Interim assignment terms should not exceed 12 months, and requests for extensions require
Senior Officer approval. Hiring managers are encouraged to consult with University Human
Resources on interim assignment decisions.

3.4 Termination Policy and Requirements e
All terminations (discharges) are required to be reviewed with University Human Resources in
advance. The University is not required to give advanced notice when termination is the result of
a discharge for cause. All other discharges, other than during the probationary period, should
follow the progressive discipline policy and notice requirements.

Employees must complete and file with University Human Resources a Termination Clearance
form before the last payroll check will be released. This form is available in University Human
Resources and must accompany or be preceded by the Personnel Action Form. It is the
responsibility of the department to assure that the out processing is complete on or prior to the
employee’s last day of work. The paperwork should be submitted to University Human
Resources prior to the payroll cut-off for that month so outstanding debts to the University may
be recovered. University Human Resources will discuss any questions the employee has
concerning his/her termination, including retirement benefits, continuation of insurance
coverage, forwarding address, etc. The termination process will not be considered complete until
the individual has completed the out-processing form including payment or payment
arrangements of any and all outstanding debts to the university.

Final paychecks will be processed on the next scheduled payroll date for the employee. Payroll
schedules prevent the payment of the employee's final paycheck on the day of departure unless
that day coincides with the scheduled payroll date.

./ \\'.

3.4.1 Non-Renewal of Contracts for Administrative Staff \5/
All written employment contracts are of fixed duration, generally not exceeding one (1) year.
Written administrative staff contracts are renewable entirely at the discretion of the Board upon
the recommendation of the University President. In the absence of a written employment
contract, all employment with the University is an at-will relationship. (Academic employment
contracts are addressed in the Faculty Handbook.)

Non-renewal is the decision not to renew or extend the existing employment contract of
administrative staff. In the event of non-renewal, the University is required by Board policy to
inform the affected employee in writing not less than 30 days prior to expiration of the
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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 all non-exempt staff employees who
wish to terminate. Notice of twenty (20) working days/1 month is requested from all exempt
staff employees prior to termination. The resignation notice should be addressed to the
employee's supervisor. The same notices are required to the employee by the department for

terminations except where noted otherwise.

Note that retirement is a classification of resignation so notice requirements are applicable.
During the notice period, personal leave or comp time may not be used unless approved by
supervisor.

Py
3.4.4 Maximum Leave Allowances \S/
In order to avoid major disruptions in the work environment, employees may be granted a
maximum of (30) days/240 hours personal leave within the six (6) 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. Any exceptions to this policy must have approval by the President.

Upon termination of employment, employees shall be paid for unused leave in accordance with
the leave policy.

Incomplete time and attendance records in SOARHR could result in leave not being paid or
certified to PERS.

PN
3.5 Reduction in Force or Reorganization \S/
A reduction in force may be required in the event of reorganization of academic or
administrative structures, programs or function; reorganization of a department or unit; changes

in departmental organization or services; reallocation of resources or elimination or reduction in
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funding. When a reduction in force is necessary, the following policy is to be used. However,
this policy is not applicable to employees who are members of the faculty or employees who are
paid from external funding when termination is the result of loss of external funding. A
reduction in force of members of the faculty, if necessary, will be in accordance with the policies
contained in Policies and Bylaws, Board of Trustees of Institutions of Higher Learning or
thereafter, and the applicable The University of Southern Mississippi Faculty Handbook.

3.5.1 Procedures for Department/Unit Reorganization
When an area or unit in the University has undergone considerable changes and the budget
authority has determined that reorganization is necessary, the following procedures are
recommended:

1. Examine organizational charts: Look at both the current chart and create a new one that would
show the changes needed in the reorganization. These charts should show current titles and
current reporting relationships. The chart for the reorganization should show any changes that
will be needed in those areas, including the elimination of existing positions and the creation of
new positions.

2. Review both organizational charts with University Human Resources. Consultation with
University Human Resources at this point will save time, effort, and misunderstandings as the
reorganization progresses.

3. Incorporate suggestions agreed upon into the new organizational chart and prepare it for
presentation to the appropriate Vice President.

4. Submit the reorganization chart to the Vice President for review and approval, who will gain
additional approvals as appropriate. Please note that approval means that the "concept™ has been
approved, it does not constitute blanket approval for all changes.

5. The department/unit head should partner with University Human Resources in enacting the
organizational changes (notification to employees, posting of new positions, transferring
employees, termination of employment, etc.).

6. Written notification of layoff, typically a minimum of 30 days, including the reason for such
layoff, shall be given to the employee, if a personnel reduction results from reorganization. Such
notification shall include a copy of this policy and shall be delivered by the budgetary authority
making the original recommendation for restructuring.

3.5.2 Procedures for Budget Reductions
When the budget authority has determined that budget reductions are necessary, which results in
a decision to eliminate position(s) from the organization, the following procedures are
recommended:

1. The President shall determine those units of the University whose budgets must be reduced.
This determination shall be based upon a systematic allocation of budget reductions and shall be
rationally related to the missions of the University.

2. If areduction in personnel is necessary to meet the budget reductions for the unit, each
budgetary authority will analyze and evaluate the necessity of each position within the unit in
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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;

- Previous performance;

- Protected employment status due to active military service by National Guard and
armed service reservists; and

- University affirmative action policies

If, after considering all of the above-listed criteria, two or more employees are rated the same or
nearly so, the unit director will consider retaining the employee with the longest continuing
period of service at the University.

Each budget director shall make recommendations for layoff accompanied by a written
justification through the appropriate supervisory levels to the responsible Vice-President who
shall review the recommendations.

4. The Vice-Presidents shall forward their recommendations to University Human Resources for
review as to compliance with University affirmative action and employment policies.

5. Written notification of layoff, typically a minimum of 30 days, including the reason for such
layoff, shall be given to the employee. Such notification shall include a copy of this policy and
shall be delivered by the budgetary authority making the original recommendation for layoff.

3.5.3 Appeal Process
This appeal process is available to those employees who are laid off under this policy which
includes those whose position is eliminated through a reorganization. Any employee laid off
under this reduction in force policy m