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Jefferson County School District 

Letter from the Superintendent and Jefferson County Board of Education 

TO: All Jefferson County School District Administration, Faculty, and Staff 

This manual has been compiled to help you understand the general policies and procedures that are involved in the day-to-day operations of the Jefferson County School District. The manual is intended to serve primarily the certificated (contractual) employees, but it also applies to all non-certified personnel as well. For all intended purposes non-certified personnel or non-instructional employees are all employees of the school district other than those persons who must hold a valid certificate issued by the State Department of Education. These employees include, but are not limited to, the following: teacher assistants, bus drivers, custodians, cafeteria workers, mechanics, clerks, bookkeepers, security guards and secretaries. MS Code §37-9-3.

The Board of Education supports and complies with Title VI and Title VII of the Civil Rights Act of 1964 as amended, Section 504 of the Rehabilitation Act of 1974 and Amendments, Title IX and all requirements imposed by or pursuant to the regulations of the Department of Health Services and the Department of Education.

The Board of Education of the Jefferson County School District is to assure equal opportunity to qualified individuals regardless of their race, color, religion, national origin, ancestry, sex, age, or handicap, and to promote equal employment opportunity for traditionally under represented groups.  This policy covers all aspect of the employment relationship and specifically the recruitment and selection.  This policy applies to all units and covers the employment of all employees.  Hence, the Board of Education is committed to and reaffirms their support of the principle of equal employment opportunity and directs administration to conduct its recruitment and selection practices in conformity with the policy.

Through the years, our strongest asset has been our faculty and staff. We are indebted to you for your cooperation and hard work. We appreciate the many things you do to help the Jefferson County School District achieve its goals and objectives; therefore, we request comments from you concerning the policies and procedures by which we operate. 

The Board of Education and the administration look forward to your cooperation and support which is essential to our maintaining the high standards and ideals that have long been a part of this institution. 

We hope that you will have a good year and request that you call on us if we can assist you in any way. 

John E. Dickey, Superintendent of Education 

and the Jefferson County Board of Education 

A.
School Calendar
In a regular meeting no later than March, the school board shall adopt the school calendar for the upcoming  year. The superintendent of schools shall submit a proposed calendar to the school board in advance of the meeting.

B.
School Day 
The school day shall be arranged and scheduled by the administration and approved by the school board subject to the rules and regulations of the Mississippi State Board of Education and Mississippi Statues. 

C.
Damages or Loss of School Property

Damages to school property and loss or theft to school property shall be reported promptly to the principal / director and to the superintendent. The principal shall be responsible for making all such reports as soon as the incident is discovered. Pupils who lose or willfully damage school property shall be expected to pay the full cost of repairs to, or replacement of, same. All such charges shall be paid before the pupil can return to school. 

D.
Employee Travel 
Funds are provided for travel by school board members and employees on the basis that there is an expected benefit to the school district. The Board of Education may require written reports on individual travel from employees and board members.   All travel by employees is subject to the following conditions: 


1.
Travel expenses will be paid only in those instances in which prior approval has been received from the superintendent. Prior approval shall be based upon budget limitations, assigned duty responsibilities and expected benefit to the school district. 


2.
Reimbursement for travel by employee shall be made only upon submission of a signed claim describing the nature and duration of the travel and accompanied by itemization of expenses. Reimbursement claims must be supported by receipts.

3.
Transportation by private automobile shall be paid at a mileage rate established by the State of Mississippi, Auditor's Office. Where commercial air or train transportation is available on an appropriate schedule, the district mileage rate or the air coach will be paid. 


4.
Reimbursement for lodging and meals shall be based upon the actual expenses. However, the reimbursement shall not exceed the per diem rate set by the Mississippi Department of Education. 


5.
Expenses to be considered for reimbursement are limited to transportation including turnpike charges, meals, lodging, and registration fees of employees. 


6.
No payment for travel or meeting costs shall be made if travel cost are eligible for payment from other agencies and no transportation payment shall be made if travel is by district vehicle. 

7.
The superintendent of schools is authorized to establish additional rules and procedures as may be necessary to implement this policy; however, these rules are subject to board approval.  


8. 
The district does not pay for food unless there is an overnight stay.

E.
Loitering or Causing Disturbance
All unauthorized individuals making a visit to a school campus must have written permission from the building principal(s), superintendent, or designee of these school administrators.  The Board of Education will, to the full extent of its legal powers, ensure that every student has an opportunity to attend school and receive an education without fear of harm of injury to person or property.  The Board will not permit acts that endanger the safety of pupils or school personnel, or damages to property, or interference with the educational process, or attempts to close the schools.  Disorder and disruption of the school process will not be tolerated and persons attempting such action must be held accountable.  To protect pupil and staff and take steps to insure effective operation of the schools, the Board will seek the enforcement of all laws and seek prosecution of those who violate the law.  Violation of law and city/county ordinances will be referred to the police department, sheriff department, county attorney, and courts for proper disposition.  The Board recognizes the right of peaceful dissent providing that dissent does not infringe on the rights of others.  Further, it encourages open and constructive communication in any area may lead to improvement in education or betterment of the school system itself.

BOARD MEETINGS & REQUESTS TO BE PLACED ON THE AGENDA 

The Jefferson County Board of Education declares all meetings except executive sessions open to the public as interested observers. Should any individual, citizen group, or organization desire to present any issue to the Board, they should make such request by letter or petition. The following steps toward placing that item on the agenda shall ensue: 

1. 
Such letters or petitions should be directed to the Jefferson County Board of Education, P. 0. Box 157, Fayette, Mississippi 39069: 


2. 
Complaints or grievances presented to the Board shall state specific factual information substantiating charges therein; 


3. 
Issues presented by letter or petition shall be investigated by the superintendent. His findings, along with the request for a hearing, shall be submitted at the next regular meeting of the School Board; 


4. 
Within seven days following the board meeting, the individual citizen group, or organization shall be notified by letter whether the Board will grant the request for a hearing. The date of the hearing shall be so specified in the letter; 


5. 
At the board meeting, the president shall recognize a person to present the complaint or grievance and may limit the amount of time for the presentation. The presenter must address the president of the board and may direct questions or comments to other board members or district employees in attendance at the meeting only upon approval of the president. Board members and the superintendent have the privilege of asking questions of any person addressing the board.

F. 
Public Use of District Facilities 


1.
Use of Jefferson County High School Auditorium (Admission Charged) - $500.00


2.
Use of Jefferson County Middle School Gym (Admission Charged) - $500.00


3.
Monthly Rental Fee for Lease for Jefferson County Middle or High School Gym (Organizations) - $350.00


All activities on school facilities shall have security.  The security cost shall be in addition to the above fees. Security requirements shall be as follows: 

1. 
Class reunions, family reunions, and non-paid gospel singing programs must have one (1) security person to be on duty; 

2.  
Recreational activities must have two (2) security persons to be on duty; 

3.  
All paid events must have four (4) security person to be on duty. 

G. 
Waiver of Facility Policy 

-Use of Jefferson County High School Auditorium (Benefits Programs for Individuals or Funerals) 


-Use of Jefferson County Middle or High School Gym (Benefits Programs for Individuals or Funerals)

H. 
Reduction in Professional Staff Work Force Policy 

1. 
It shall be the duty of the superintendent to recommend to the school board to reduce the number of certificated staff member and to eliminate or consolidate such positions. If a reduction in force becomes necessary, the superintendent shall attempt to retain as many certificated staff members as possible. It shall be the exclusive and final judgment of the school board to approve the reduction in force recommendations of the superintendent. The superintendent shall provide each released certificated staff member with a letter of explanation and recommendation. 

2. 
This reduction in force policy is not applicable to the termination or non-renewal of any individual certificated staff members whose position thereafter may be refiled by the superintendent. 

3. 
Reduction in certificated staff may be initiated for anyone or a combination of any of the following reasons: 

a. 
Declining enrollment and/or enrollment declining below state minimum requirement per class size;


b. 
Elimination of course from curriculum by MS Department of Education; 

c. 
Elimination of course by school board for financial reasons; 


d. 
Non-approval by MS Department of Education of course for minimum program or vocational reimbursement; 


e. 
Reduction of number of classes for course due to consolidation of smaller classes within state required limits; 

f. 
Modification of court ordered desegregation plan; 


g. 
Any other reason which is not arbitrary or capricious. 

4. 
Definition of Terms 

a. 
The term day shall mean calendar day. 


b. 
The term certificated staff member shall mean any employee of the district required to hold a valid certificate by the Commission on Teacher and Administrator of Education, Certification and Development. 

c. 
The term certification shall mean that area of certification which the certificated staff member is currently employed. 


d. 
The term seniority is defined as the length of full-time contracted employment in education. Interruptions of service because of resignation, separation, or leave of absence are not included in the computation of the length of service of a certificated staff member.


e. 
The term local evaluation means the review conducted by supervisory personnel in the district within the school year. 

5. 
Provisions 


a. 
For a period of two academic years, no appointment or new certificated staff members will be made while certificated staff members who have been terminated because of reduction in force and who are properly qualified to fill such vacancies are available to fill the position. Priority for such rehiring shall be given to qualified released staff members according to composite scores under the formula Listed in "b" below. 


b. 
To enable the district to maintain its most effective certificated staff, contracts will be non-renewed or terminated for certificated staff members earning the lowest composite score using the following formula based on certification, seniority and evaluation. School Employment Procedures Law (SEPA) MISS. CODE ANN. SS 37-9-101 THROUGH 113 (SUPP. 1990) LEGAL REF: Miss. Code Ann. SS 39-9-59; 37-9-101 through 133 (supp. 1990): Singleton v. Jackson Municipal Separate School District, 491 F. 2d 1211 (5th Cir. 1970); Cousin v. Board of Trustees of Houston Municipal Separate School District, 726, F. 2d 262 (5th Cir .1984) . 

I.
School Employment Procedures Law (SEPA) Miss. Code Ann. SS 37-9--101 through 113 (Supp. 1990)

1.
All procedures required by SEPA shall be followed.

2.
Nothing in this policy is to be constructed as limiting the powers of the school board to dismiss or release a certificated employee for cause or as otherwise permitted by law.

J. 
Drug-Free Workplace

It is the policy of the Jefferson County School District to maintain a drug and alcohol-free workplace. As a condition of employment, all employees will be required to certify, in writing, that they will abide by the terms of this policy as set out below. The signed certification will be a part of the employee's permanent personnel file. In accordance with this Public Law 100-690, the Drug Free Workplace Act of 1988, and Public Law 101-647, the Drug-Free Schools and Communities Act of 1986, the unlawful manufacture, distribution, dispensation, possession or use of a controlled substance is prohibited in the Workplace of the Jefferson County School District. Pursuant to this law, all Jefferson County School District employees will notify the Superintendent of Education if convicted for violation of any criminal drug statues, should said violation in the Workplace, no later than five days after such conviction. The Jefferson County School District will periodically offer a drug and alcohol awareness program addressing the legal, social and health consequences of drug and alcohol use and abuse in which all employees must participate at least once. The program will include a discussion on the terms of this policy as well as a discussion of the dangers of drug and alcohol abuse in the Workplace. As used in this policy, the term "drugs' includes alcohol, inhalants, (chemical vapors), cannable (marijuana), controlled substances, and similar substances which impair a person's ability to work productively and safely. The proper use of a drug as prescribed by a licensed physician is not subject to disciplinary action. If an employee's ability to work safely may be affected by the use of a prescribed drug, the employee must inform his/her supervisor so that precautions can be taken. 

The Jefferson County School District's policy is that employees shall not be allowed to work or participate in any school district activities while using alcohol or under the influence of alcohol or any controlled substance which alters their ability to work safely and productively. The Jefferson County Superintendent of Education is hereby directed to provide a drug- free Workplace by: 

1. 
Publishing a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession or use of a controlled substance is prohibited in the workplace and specifying the actions that will be taken against employees for violation of such prohibition; 

2. 
Establishing a drug-free awareness program to inform employees about:

a. 
The dangers of drug abuse in the workplace; 

b. 
Jefferson County School District's policy of maintaining a drug-free workplace;

c. 
Available drug counseling, rehabilitation, and employee assistance programs; and 

d. 
The penalties that may be imposed upon employees for drug abuse violations occurring in the workplace. 

3. 
Making it a requirement that each employee be given a copy of the statement required by paragraph I; 

4. 
Notifying the employee in the statement required by paragraph (I) that, as a condition of employment under the grant, the employee will: Abide by the terms of the statement; and b. Notify the employer of any criminal drug statue conviction for a violation occurring in the workplace no later than five days after such conviction; 

5. 
Notifying the agency within ten days after receiving notice under subparagraph (4)(b) from an employee or otherwise receiving actual notice of such conviction; 

6. 
Taking the following actions, within 30 days of receiving notice under subparagraph (4)(b) with respect of any employee who is so convicted: 

a. 
Suspension of employee until due process hearing; 

b. 
Recommend - show cause for termination. 

K. 
Termination of an Employee Contract by an Employee 

An employee may terminate an employment contract for the following school year by notifying the board of education on or before July 15. After July 15 and during the term of the contract, an employment contract may be terminated only by mutual consent of the employee and the board of education and shall not be effective until one month after the agreement is reached. 

L. 
Compensation: Certificated and Non-Certificated 

All forms of employee compensation will be administered without regard to race, color, religion, age, sex or national origin. Salaries will be set as deemed appropriate for the type of employment for non-classified personnel and will be according to the salary scale for certified personnel. 

M. 
Pay Period 

The amount of the salary to be paid any appointed superintendent, principal or certificated employee shall be fixed by the school board, provided that the requirements of Chapter 19 of this title are met as to superintendents, principals and certificated employees paid in whole or in art from minimum education program funds. In employing such superintendents, principals and certificated employees and in fixing their salaries, the school board shall take into consideration the character, professional training, experience, executive ability and teaching capacity of the certificated employee, superintendent or principal. It is the intent of the Legislature that whenever the salary of the school district superintendent is set by a school board, the board shall take into consideration the amount of money that the district spends per pupil, and shall attempt to insure that the administrative cost of the district and the amount of the salary of the superintendent are not excessive in comparison to the per pupil expenditure of the district. §37-9-37 (1992) 

The annual salaries so fixed shall be made payable in equal monthly or, within the discretion of the school board, in equal semimonthly installments for the number of scholastic months for which the school is to be operated. However, the superintendent of schools, at the request of the principal or certificated employee being contracted with, or at the request of the noncertificated employee, shall make such salary payable in equal monthly or semimonthly installments for a period of months in excess of the number of months for which the school is to be operated but not exceeding twelve (12) months. If the contract is based on the number of scholastic months for which the school is operated, the monthly payments shall be made on the last regular school day of each calendar month or semimonthly payments shall be made on the 15th of the month or last working day prior to the 15th except for the month of December; provided, however, that the last monthly payment may, at the discretion of the school board, be made on the last day of the scholastic term when such principal, certificated or noncertificated employee has completed his or her assigned responsibilities. If the contract is based on a period of months in excess of the number of months for which the school is to be operated, the first such payment shall be made on the last regular school day of the calendar month in which the school opens and the remaining payments shall be made on the last regular school day of each calendar month thereafter for the number of months provided by the contract; provided, however, if the last scholastic month ends during the calendar month in months when school is not in session payments shall be made on what would have been the last regular school day of the month if school were in session. An appointed superintendent, principal, certificated or noncertificated employee who completes the entire scholastic year shall be entitled to payment for the full number of monthly payments provided by the contract without regard to his activity at the time when his services are not required by the school. If an appointed superintendent, principal, certificated or noncertificated employee is released during the school term by agreement between the school board and such superintendent, principal, certificated or noncertificated employee, then such superintendent, principal, certificated or noncertificated employee shall be entitled to such proportion of the annual salary as the time which he/she shall have taught shall bear to the total school term, and any balance which may be due him/her shall be paid at such time as the board may determine, but not later than the close of the then current scholastic year. Provided further, that upon written request when entering into an employment contract, a superintendent, principal, teacher or any certificated or noncertificated personnel, may, within the discretion of the school board, be paid twice a month on the 15th of the month or the last working day prior to the 15th and on the last regular schooled day of each month except for the month of December. §37-9-39 (1992) LEGAL REF. : Mississippi Code, as cited above. All payroll checks, except substitute teacher checks, will be issued at the end of the work day by the principal, director, or supervisor at each work site, except substitute teacher checks. 

N. 
Notification: Certified and Non-Certified

All candidates will be notified of their status when the positions for which they have applied have been filled and appointments approved by the board of education. A candidate is an individual who is in the process of screening would be considered a finalist for the vacancy. 

O. 
Access to School Materials/Equipment 

Records containing privileged or confidential information about staff or pupils will be restricted to the extent permitted by law in the interest of person or persons involved. Any employee who removes school property from the premises without approval is subject to dismissal and/or prosecution. 

P. 
Grievances procedure for personnel appraisal (Refer to JCSD Public Policy Manual)
Q. 
Discrimination Complaints 


Complaints alleging discrimination based on race, color, sex, religion, national origin ancestry, or handicap (Equal Employment Opportunity Act, Title IX and Rehabilitation Act of 1973) shall be reported to the Superintendent of Schools. 

R. 
Substitute Personnel
1. 
Definition 

Substitute personnel is defined as any person who is employed by the Jefferson County School District either temporarily to fill a short-term vacancy or a regular, full-time employee who is absent but is expected to return prior to the end of the school year; or fill a vacancy created by the first of January for the remainder of the school year. 

2. 
Term of Employment and Compensation 
Substitute personnel are approved by the Jefferson County School Board for one academic year.  No guarantee shall be made for substitute personnel as to the  ADVANCE \d 0number of days of employment. 

EMPLOYMENT CATEGORY RATE OF PAY

Substitute Teachers, as set by the Jefferson County Board of Education

Substitute Janitors, as set by the Jefferson County Board of Education

Substitute Maintenance Workers, as set by the Jefferson County Board of Education

Substitute Security Workers, as set by the Jefferson County Board of Education

Substitute Cafeteria Workers, as set by the Jefferson County Board of Education

Substitute Bus Drivers, as set by the Jefferson County Board of Education 

A roster of approved substitute personnel shall be issued annually by the superintendent. Principals and supervisors shall use the roster of approved substitute personnel in selecting substitutes for emergency services as required. 

Retired teachers may substitute teach a maximum of ninety-three days per calendar year.

3. 
Qualification for Substitute Teachers 

All substitute teachers shall possess at least 60 hours of college credit and if possible be assigned to their area of specialization. Long-term substitute teachers must possess a B.S. degree. 

4. 
Compensation for Substitute Teachers 
All regular substitute teachers shall be paid as set by the Jefferson County Board of Education.

S. 
Student Teachers 

The superintendent of schools is authorized to sign agreements with colleges and universities within the state for the placement of student teachers. The placement of student teachers shall be made by the personnel office in consultation with the building administrator and the classroom teachers.  The board of education encourages Highly Qualify Teachers of the Jefferson County School District to accept and discharge responsibility of training teachers in this system. The following shall apply to the student teaching program in this school district: 

1. 
Only experienced teachers (MTAI Certified) approved by the administration officials will be eligible for this supervisory duty; 

2. 
Not more than two student teachers can be supervised by one person, preferably one each semester; 

3. 
Placement of a student teacher must be approved by the supervising teacher, the school principal, and the superintendent or his designee; 

T. 
Publication of Teachers' Names 

Request for list of names and addresses of teachers must be made through the superintendent's office. Such information is usually to educational agencies. The names and addresses of teachers and faculty members shall be given to limited persons. Upon permission by the addressee, this information can be given to other parties. 

AA. 
Complaints Concerning School Personnel 


Constructive criticism of the school is welcome through whatever medium when it is motivated by a sincere desire to improve the quality of the educational program and to equip the school to perform its task more effectively. The board places trust in its employees and desires to support their actions in such a manner that employees are freed from unnecessary, spiteful, or negative criticism and complaints. The administration shall establish procedures for handling any such complaints when they are received. 

BB. 
Gifts to School Personnel 

Students and their parents will be discouraged from the routine presentation of gifts to district employees on occasions such as Christmas. When a student feels a spontaneous desire to present a gift to a staff member, the gift will not be elaborate or unduly expensive. The board shall consider as always welcome and in most circumstances more appropriate the writing of letters to staff members expressing gratitude or appreciation. On February 6, 1995, the Board voted to make it a policy to eliminate the delivery and/or exchange of valentine gifts on the school premises. 

CC. 
Sick and Personal Leave 

A. 
Certificated Personnel 
Each certificated employee at the beginning of each school year shall be credited with a minimum sick leave allowance, with pay, of seven (7) days for absences caused by illness or physical disability of the employee during  ADVANCE \d 0that school year.  Any unused portion of the total sick leave allowance shall be carried over to the next school year and credited to such certificated employee if the certificated employee remains employed in the Jefferson County School District. In the event any public certificated employee transfers from the Jefferson County School District to another, any unused portion of the total sick leave allowance credited to such certificated employee shall be credited to such certificated employee in the computation of unused leave for retirement purposes under Section 25-11-109. Accumulation of sick leave allowed under this section shall be unlimited. No deduction from the pay of such certificated employee may be made because of absence of such certificated employee caused by illness or physical disability of the certificated employee until after all sick leave allowance credited to such certificated employee has been used. 

For the first ten (10) days of absence of a certificated employee because of illness or physical disability, in any school year, in excess of the sick leave  ADVANCE \d 0allowance credited to such certificated employee, there may be deducted from the pay of such certificated employee $125.00 / day  because of the absence of the certificated employee as a result of illness or physical disability.  Thereafter, the regular pay of such certificated employee may be suspended and withheld in its entirety for any period of absence because of illness or physical disability during that school year. 

B. 
Non-Certificated Personnel 
All twelve (12) month non-certified staff will receive seven (7) sick leave and two (2) personal days with unlimited accumulation. All nine (9) month non-certified staff will receive five (7) sick leave days and two (2) personal days with unlimited accumulation. In order for twelve (12) month non-certified employees to be eligible for vacation time, they must have been employed by the Jefferson County School District for a period of at least one year (twelve (12) months). Thereafter, twelve (12) month non-certified employees will be entitled to a two (2) week paid vacation. Requests should be submitted to the immediate supervisor at least two (2) weeks in advance. 


1. 
Personal Leave 
Beginning with the school year 1983-1984, each certificated employee at the beginning of each school year shall be credited with minimum personal leave allowance, with pay, of two (2) days of absences caused by personal reasons during that school year .Such personal leave shall not be taken on the first day of the school term, the last day of the school term, on a day previous to a holiday or a day after a holiday. Personal leave may be used for professional purposes, including absences caused by attendance of such certificated employee at a seminar, class, training program, professional association or other functions designed for educators. No deduction from the pay of such certificated employee may be made because of absence of such certificated employee caused by personal reasons until after all personal leave allowance credited to such certificated employee has been used. However, the superintendent of the Jefferson County School District may, in his discretion, allow a certificated employee personal leave in addition to any minimum personal leave allowance, under the condition that there shall be deducted from the salary of such certificated employee the actual amount of any compensation paid to any person as a substitute, necessitated because of the absence of the certificated employee. 

Beginning with the school year 1992-1993, each certificated employee shall be credited with a professional leave allowance, with pay, for each day of absence caused by reason of such employee's statutorily required membership and attendance at a regular or special meeting held within the state of Mississippi of the State Board of Education, the Commission on teacher and Administrator Education, Certification and Development, the Commission on School Accreditation, the Mississippi Authority for Educational Television and the meetings of the state textbook rating committees. 



2. 
Retirement 
Upon retirement from employment, each certificated employee shall be paid, at the option of the employee, for all unused accumulated leave earned while employed. Such payment shall be made by the school district at a rate equal to the amount paid to substitute teachers, and of said payment an amount equal to the regular rate of pay for up to thirty (30) days leave shall be treated in the same manner for retirement purposes as a lump sum payment for personal leave as provided in Section 25-11- 103(e). Any remaining lawfully credited unused leave, for which payment has not been made, shall be certified to the Public Employees' Retirement System in the same manner and subject to the same limitations as otherwise provided by law for unused leave. Such unused leave may be retroactively claimed or credited, at the option of the employee, by any employee who has retired subsequent to January 1, 1994. If the employee chooses to claim such unused leave as compensation, then the school district may pay such claim. 


C.          Donation of Leave

Any employee may donate a portion of his or her unused accumulated personal leave or sick leave to another employee of this school district who is suffering from a catastrophic injury or illness or who has a member of his or her immediate family suffering from a catastrophic injury or illness, in accordance with the following:

1. The employee donating the leave (the “donor employee”) shall designate the employee who is to receive the leave (the “recipient employee”) and the amount of unused accumulated personal leave and sick leave that is to be donated, and shall notify the superintendent  in writing of his/her designation.

2. The maximum amount of unused accumulated personal leave that an employee may donate to any other employee may not exceed a number of days that would leave the donor employee with fewer than seven (7) days of personal leave remaining, and the maximum amount of unused accumulated sick leave that an employee may donate to any other employee may not exceed fifty percent (50%) of the unused accumulated sick leave of the donor employee. 

3. An employee must have exhausted all of his or her accumulated personal leave and sick leave before he or she will be eligible to receive any leave donated by another employee. Eligibility for donated leave shall be based upon review and approval by the donor employee’s supervisor.

4. Before an employee may receive donated leave, he/she must provide the superintendent with a physician certification form that states the beginning date of the catastrophic injury or illness, a description of the injury or illness, and a prognosis for recovery and the anticipated date that the recipient employee will be able to return to work.

5. If the total amount of leave that is donated to any employee is not used by the recipient employee, the whole days of donated leave shall be returned to  the donor employees on a pro rata basis, based on the ratio of the number of days of leave donated by each donor employee to the total number of days  of leave donated by all donor employees. 

6. Donated leave shall not be used in lieu of disability retirement. For the purposes of this policy, the following words and phrases shall have the meaning  ascribed in this paragraph unless the context requires otherwise:

“Catastrophic injury or illness” means a life-threatening injury or illness of an employee or a member of an employee’s immediate family that 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 the school district for the employee. Conditions that are short-term in nature, including, but not limited to, common illnesses such as influenza and the measles, and common injuries, are not catastrophic. Chronic illnesses or injuries, such as cancer or major surgery, that result in intermittent absences from work, are long-term in nature, and require long recuperation periods may be considered catastrophic. “Immediate family” means spouse, parent, stepparent, sibling, child or stepchild.

Donation of Leave Checklist
Our office will require the following information for review before an employee may be considered to receive donated leave. The completed forms should be received 15 working days before payroll is due. Failure to submit the following required information may result in delayed review and/or denial of the donated leave:

1.   Physician’s certification form

• This form can be picked up from the Jefferson County School District Central Office

• The physician must state that the injury or illness is catastrophic                                                                                                         

2.   Donated leave form

• This form can be picked up from the Jefferson County School District Central Office

• The donor(s) must receive signed approval from his/her supervisor.

• The recipient’s signature is also required to certify that all accumulated sick and personal leave has been exhausted.

Please forward all documentation to:    Jefferson County School District

                                                                       942 Main St.

                                                                       P. O. Box 157

                                                                       Fayette, MS 39069

                                                                       (601)786-3721

DD. 
Leaving Campus 
It shall be policy of the Jefferson County School District that teachers, teacher assistants, janitors or other staff members are not allowed to leave his or her assigned campus during the hours of the regular school day. If an employee is experiencing a hardship due to this policy, then he or she should submit a letter to his or her principal or director for approval and then the letter should be forwarded to the superintendent for final approval. Furthermore, in the case of extreme emergency at the discretion of the principal or director the employee may be allowed to leave his or her assigned campus. Furthermore, it shall be the policy of the Jefferson County School District that any employee, certified or non-certified leaving the campus without permission will be docked a full day's pay. 

EE. 
 Disciplinary Action
Authority for instituting all forms of disciplinary action related to the Superintendent of Education is vested with the Jefferson County Board of Education. Authority for instituting all forms of disciplinary action related to other employees is vested with the immediate Supervisor. The Superintendent of Education may delegate the responsibility of implementing certain forms of disciplinary action to other supervisory personnel. 

Procedure:

Disciplinary action is primarily a responsibility of the immediate supervisor. Beyond that, the following procedures will be followed:

FF.  
OFFENSES

A.  First Group Offenses 
These offenses are less severe and will, under most circumstances, be corrected by verbal and/or written reprimands. An employee who receives three (3) written reprimands within any 2-month period will be subject to disciplinary actions.  Failure to improve performance will result in dismissal. 

First Group Offenses include the following: 

1. Unsatisfactory Attendance, including failure to follow leave of absence policies and failure to notify supervisor when tardy or absent; abuse of sick leave, as defined in “Sick Leave” policy; excessive tardiness, defined as reporting late to job assignment three or more times per month or ten or more times during any 12 month period.                                                                                                                     

2. Leaving the work site after reporting for duty without supervisor's authorization. 

3. Violation of approved policies and procedures not covered under "second" and "third" group offenses.
B.  Second Group Offences Acts of behavior in this group are more severe than first group offenses. A written reprimand from the immediate supervisor will be required for all "second group offenses". Corrective action by immediate supervisor or the Superintendent of Education may include:

(1) disciplinary actions; (2) suspension with pay; (3) suspension without pay; or (4) dismissal. 

Second Group Offenses include the following:

1. Insubordination, including failure to follow the supervisor's instructions, and/or failure to perform assigned work, and/or failure to comply with approved written policies and procedures. 

2. Reporting to work under the influence of alcohol or when ability is impaired by alcohol or the unlawful use of controlled substances. 

3. Conflict of interest as stated in "Professional Attitudes and Conduct" Policy. 

4. Gifts from vendors, as stated in "Standards of Employee Conduct" policy. 

5. Sexual harassment, as stated above. 

6. Unauthorized use of district property. 
C. Third Group Offenses 
Acts and behaviors of this group are of such a serious nature that the first occurrence will result in immediate suspension without pay and/or dismissal by the Superintendent of Education.

Third Group Offenses include the following: 

1. Use of alcohol or unlawful possession of controlled substances while on the job. 

2. Falsification of records, such as, but not limited to: vouchers, reports, employee time records, leave records, or other official district documents.

3. Willful destruction or defacement of district records or property. 

4. Unauthorized leave of absence.

5. Possession of firearms, dangerous weapons or explosives.

6. Assault and battery. 

7. Criminal convictions for felonies or other acts of conduct occurring on or off the job which are of such nature that to continue the employee in the assigned position could constitute negligence in regard to the Jefferson County School District’s  duties.

GG. 
TYPES OF DISCIPLINARY ACTIONS 

1.   Verbal Reprimand 
Verbal reprimands are considered to be "official" warnings to an employee. Written reprimands may be prepared by the immediate supervisor. A copy of all written reprimands must be filed in the employee's official personnel file. Written reprimands are applicable to First Group Offenses and Second Group Offenses only.

2.   Probationary Period
The Superintendent of Education or immediate supervisor may reinstate a probationary period, the length of which will be determined by the Superintendent of Education or immediate supervisor. During this probationary period, the employee's performance will be continuously evaluated. 

3.   Suspension With Pay 

The Superintendent of Education may suspend an employee with pay while determining further action. "Suspension with Pay" is applicable to First/Second Group Offenses. Employee may be suspended with pay prior to the probationary period or dismissal. 

4.   Suspension Without Pay 
The Superintendent of Education may suspend an employee without pay while determining further action. Suspension without pay is applicable to Second/Third Group Offenses. Employee may be suspended without pay prior to dismissal. Once placed on suspension without pay, the employee is no longer earning any paid leaves of absence or other benefits. 

HH.   Authority for Disciplinary Action 

Authority for instituting all forms of disciplinary action related to the Superintendent of Education is vested with the Jefferson County Board of Education. Authority for instituting all forms of disciplinary action related to subordinate employees is vested with the Superintendent of Education . The Superintendent of Education may delegate the responsibility of implementing certain forms of disciplinary action to other supervisory personnel. 
II.    Disciplinary Appeal 

Employee may appeal all types of disciplinary action to the Superintendent of Education , or if necessary, to the Jefferson County Board of Education in accordance with provisions of the Board-adopted "Grievance Procedure". 

SEPARATION FROM SERVICE 
JJ.   Separation Policy 

1. Responsibility for the separation from service of the Jefferson County School District is vested with the Jefferson County Board of Education. 

2. Responsibility for the separation from service of all subordinate employees is vested with the Superintendent of Education. The principals, directors and managers are responsible for evaluating and recommending changes in staff. All separations from service will be reported by the Superintendent of Education to the Jefferson County Board of Education. The supervisor will complete an exit interview evaluation form. This form will be forwarded to the Director where it will be reviewed and filed in the employee's official personnel file. 

KK.  Forms of Separation 

The separation of an employee from service to the district shall take one of the following forms: Retirement; Resignation; Reduction-ln-Force; Death; Release; and Dismissal. 

A.   Retirement 

Retirement from the Jefferson County School District will be in accordance with the requirements of the State of Mississippi Public Employees Retirement System and other applicable State and Federal Laws. 

B.   Resignation 

This shall include all separations of employees who voluntarily terminate their employment with the Jefferson County School District must be done in a written request.

1.   Classified employees:
Submit a written resignation to immediate supervisor with a copy to the Superintendent of Education at least ten (10) working days prior to the effective date. 

2.   Certified employees:
Submit a written resignation to the Superintendent of Education at least twenty (20) working days prior to the effective date.  The "effective date" of a resignation is the last day the employee will report for duty. An employee who resigns and then later returns to the staff does so as a new employee. Salary and benefits will be determined by the position accepted and not by the salary and benefits granted during any previous period of employment with the Jefferson County School District. 

3.   Reduction in Force (RIF) 
If staff positions are eliminated as a result of District’s reorganization or because of insufficient funding, and the employee cannot be transferred to another position within the District, the employee will be released from service to the District  by the Jefferson County Board of Education under this classification. 

4.   Death 
This shall include all separations of employees whose service is broken by death while on the active payroll. Upon the death of an employee, payment will be made for any accrued but unused annual leave. Payment will be made to the estate of the deceased employee and/or to his or her designated beneficiary. 

5.   Dismissal During Probationary Period 
A probationary period employee whose performance, attitude or personal philosophy of the Jefferson County School District does not meet the standards, requirements and philosophy of service of the Jefferson County School District,  may be dismissed by the Superintendent of Education at any time during the probationary period without right of appeal or hearing. This classification of separation from service does not apply to cases involving the disciplinary actions of probationary period . 

6.   Dismissal Resulting From Disciplinary Action 
An employee may be dismissed by the Superintendent of Education for failure to perform assigned tasks in a satisfactory manner or for conduct detrimental to the Jefferson County School District. The Superintendent of Education may, in accordance with approved policies, implement several types of disciplinary action prior to dismissal of an employee. 

LL. 
 Separation Appeal 
Employees separated from service to the Jefferson County School District resulting from certain forms of resignation, release, and dismissal as a result of disciplinary action may appeal that decision to the Jefferson County Board of Education in  accordance with the provisions of the Board’s adopted “Grievance Procedure” 

MM.  
Payment to Separated Employees 

Employees separated from service to the district shall be paid through the last day worked in addition to payment of unused and unpaid annual leave.

If an employee resigns before completing six full calendar months of service, the employee will not be paid for earned but unused annual leave. (See Personnel Policy relating to "Annual Leave"). If an employee resigns or is dismissed before completing six months of service, any sick leave used will be deducted from his/her final paycheck. (See Policy Manual  relating to "Sick Leave"). 


If the intent of an employee to leave the service of the District prior to the end of the month is known before the 20th of the month, final payment will generally be made the last working day of that month. If the intent of an employee to leave the service of the Library is not known until after the 20th of the month, final payment will generally be made the last working day of the following month. The employee's final payroll will include payment for earned but unused annual leave, if applicable. The Jefferson County School District does not, under any conditions, provide severance pay to employees. 

NN.
Deduction of Pay
It will be the policy of the Jefferson County School District that a full day's pay be deducted from the salary of a certificated employee if he/she is absent from work site the day before or after a legal holiday and two full days’ pay during the administering of any State Mandated Tests. Any emergency exceptions will be made at the discretion of the superintendent. 

OO.
Classified Staff
Classified non-instructional personnel are "at will" employees and have no property rights in their employment which may be terminated at any time by either the employee or the employer without notice and whose duties do not require a certificate issued by the State Department of Education. Within the limits of the available funds, the superintendent of schools shall recommend to this school board all non- instructional employees to be employed and may prescribe the duties and fix the compensation thereof.  Such compensation may be paid from any lawful funds. §37-9-3 (1987) The board considers its classified personnel who serve as secretaries, cafeteria workers, custodians, maintenance workers, bus drivers, public relations consultants, and other non certified non-instructional positions vital to the smooth functioning of the school system. Certified and non certified personnel are to work together as partners to provide the best possible learning situations for the children and youth of the district. 

PP.
Health Insurance Benefits

POLICY

The Jefferson County School District salaried employees regularly scheduled to work 20 or more hours are eligible to enroll in group health insurance. The premium is paid by the State of Mississippi. Coverage is available for staff member's spouse and/or dependent children, with the staff member paying 100 percent of the additional premium cost. 

Procedure:

Employees are eligible for enrollment in the group health insurance plan when hired. Premiums for dependent coverage are paid through payroll deductions. 


Staff members who do not join the group insurance plan at the time of employment, but choose to do so at a later date, must make application to do so. They will be asked to provide medical information and may be asked to take a physical examination. They could be denied coverage if they do not enroll at the time of employment. 

Employees covered under group health insurance who leave the employment of the district  have the right to continuation of coverage under the provisions of COBRA (the Consolidated Omnibus Budget Reconciliation Act of 1985). 


Applications and other information regarding group health insurance and the cafeteria plan are available from the Payroll Clerk.

QQ.  
Benefits 
MISCELLANEOUS

Employees may choose to have payroll deductions for participation in credit union, cancer insurance, dental insurance, cardiovascular insurance, disability insurance and deferred compensation. Eligible employees working 20 hours or more per week may also participate in the tax exemption cafeteria plan for health insurance for spouse and/or dependent children.   Contact the Payroll Clerk  for further information regarding participation. 

RR.  Family Medical Leave Act of 1993
FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected leave to "eligible" employees for certain family and medical reasons. Employees are eligible if they have worked for a covered employer for at least one year.
REASONS FOR TAKING LEAVE:
Unpaid leave must be granted for any of the following reasons: 

1. To care for the employee's child after birth, or placement for adoption or foster care; 

2. To care for the employee's spouse, son or daughter, or parent, who has a serious health condition; or 

3. For a serious health condition that makes the employee unable to perform the employee's job. 

At the employee's or employer's option, certain kinds of paid leave may be substituted for unpaid leave. 

PROCEDURES TO BE FOLLOWED: ANY EMPLOYEE THAT IS ABSENT FOUR CONSECUTIVE DAYS (DUE TO ILLNESS) MUST COMPLETE A FAMILY MEDICAL LEAVE PACKAGE
ADVANCED NOTICE AND MEDICAL CERTIFICATION:
The employee may be required to provide advanced leave notice and medical certification. Taking of leave may be denied if requirements are not met. The employee ordinarily must provide 30 days advance notice when the leave is "foreseeable." An employer may require medical certification to support a request for leave because of a serious health condition, and may require second or third opinions ( at the employer's expense) and a fitness for duty report to return to work. 
JOB BENEFITS AND PROTECTION:
For the duration of FMLA leave, the employer must maintain the employee's health coverage under any "group health plan." 

Employer for at least one year, and for 1,250 hours over the previous 12 months, and if there are at least 50 employees within 75 miles. Upon return from FMLA leave, most employees must be restored to their original or equivalent positions with equivalent pay, benefits, and other employment terms. 

The use of FMLA leave cannot result in the loss of any employment benefit that accrued prior to the start of an employee's leave. 

UNLAWFUL ACTS BY EMPLOYERS:

FMLA makes it unlawful for any employer to: Interfere with, restrain, or deny the exercise of any right provided under FMLA discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for  ADVANCE \d 0involvement in any proceeding under or relating to FMLA. 

ENFORCEMENT:

The U. S. Department of Labor is authorized to investigate and resolve complaints of violations. An eligible employee may bring a civil action against an employer for violations. FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or collective bargaining agreement which provides greater family or medical leave rights. 


SS.
CELL PHONE USE 

Jefferson County School District staff may use cell phones with the following limitations:

1.  No staff shall use cell phones while teaching, instructing, or supervising students.

2.  Cell phones will not be used to request that anyone come to the school campus for any reason without prior approval of the principal.

3.   No staff shall use cell phones or text while attending staff development meetings.

4.   No staff shall use cell phones or text during parent/student conferences.

5.   No bus driver shall receive, text or make cell phones calls while operating a school bus.

6.   No staff shall use cell phones or text in the hallway (except approved personnel).

7.   No staff shall use Blue-tooth during the regular school day.
8.   No staff shall use cell phones or text while preparing food.

9.   No staff or administrator shall use cell phones while attending school board meetings.

10. No student is allowed to use a staff member’s cell phone.

11. Cell phones may only be used in a place designated by the principal or immediate supervisor.

CONSEQUENCES FOR FACULTY AND STAFF

First Violation of this policy – 1 day suspension without pay

Second Violation of this policy – 2 days’ suspension without pay

Third Violation of this policy – 3  days’ suspension without pay

Habitual violations of this policy may result in dismissal
TT. 
DRESS & GROOMING CODE
Employees are expected to be neat, well groomed and appropriately dressed for the work that they do.  The clothing selected should not be distracting to other staff members or students.  Proper clothing for the Jefferson County School District does not, under normal circumstances, include such items as worn and faded jeans, cutoffs, flip-flops and similar beach sandals, tank tops, sweats or exercise wear, hats, caps, bandanas, sun dresses without jackets, clothing with commercial mottoes, slogans or other writing, or form fitting, low cut or provocative clothing.  Please avoid wearing shorts, overall/coveralls, miniskirts, wind suits, or any excessively tight clothing.  Capri pants are acceptable.  Hair, regardless of length, must be kept neat, clean and well groomed.  Beards and mustaches must be neatly trimmed. Supervisors are responsible for enforcing the employee dress code.  Employees not in compliance will be sent home.  The time needed to make the necessary changes will be “off the clock.”  Employees are expected to make this time up at the district’s convenience during that work week.



The following should be considered non-acceptable for school:

1.  Faded clothing, torn/ripped clothing.

2.  Skinny jeans, hip hugger pants, overalls, and shorts.

3.  Denim jeans are acceptable if worn with a dress shirt and jacket. Jeans worn with T-shirts are only acceptable on days designated by the Campus administrator (example: spirit day, homecoming, festivals, etc.).  They should not be torn or faded and must fit appropriately.

4.  Leggings, stir-up pants, spandex pants should not be worn.

5.  Wind suit pants, warm-ups or athletic wear other than P. E. teacher, athletic class, or athletic practice/compete.

6. Coaching clothes should not be worn in any other classes without permission from the campus administrator/supervisor.

7.  Tank tops or low-cut shirts and/or blouses above the midriff (ladies) and crew-neck or athletic-type shirts (men).

8.  Caps, hats, and bandanas

9.   Flip-flops, other similar beach sandals and rubber-type shoes.

10. Clothing that is too revealing as to expose undergarments and should not wear clothing that is sexually provocative.

11. Pants must be worn at the waist and must not reveal underclothing.

12. Belts must be worn and buckled appropriately for pants.

13. All skirts or skorts must be no higher than the knee.

14. Jewelry must not cause a distraction or interfere with the learning environment.

15. All hair should be clean, groomed, non-distracting, uniform in style, and worn out of the eyes so that vision is not impaired.

16. Facial hair shall be trimmed neatly.

NOTE: Capri   pants are acceptable

CONSEQUENCES FOR FACULTY/STAFF DRESS CODE

First Violation of this policy – Staff may change into proper attire

Second Violation of this policy – 1 day suspension without pay
Third Violation of this policy – 2  days’ suspension without pay
Habitual violations of this policy may result in dismissal.
UU.
 ADMINISTRATIVE PERSONNEL PROMOTIONS 

Administrative personnel shall be promoted on their own merit by the superintendent.  

If, at the commencement of the scholastic year, any licensed employee shall present to the superintendent a license of a higher grade than that specified in such individual's contract, such individual may, if funds are available from minimum education program funds of the district, or from district funds, be paid from such funds the amount to which such higher license would have entitled the individual, had the license been held at the time the contract was executed.  MS Code ' 37-9-17 (1997) When it becomes necessary to fill administrative and supervisory vacancies, the supervisor of the vacant positions shall contact the superintendent concerning the vacancy and shall review and update the job description before the position is posted. The vacancy will be posted in all district facilities for ten days unless the need exists for a shorter time which will reduce the time to five days. In emergency cases and based on the needs of the district, the superintendent may forego the posting of positions.

Employees qualified for promotion to administrative and supervisory positions shall submit a letter of interest for each particular position along with other necessary requirements to the superintendent prior to the posted deadline for submission. All qualified applicants who have complete personnel files shall be considered for the administrative or supervisory position for which they apply. Race, creed, color, national ancestry, age, religion, handicap, marital status, or sex shall not be considered in promotion.  The process of administrative promotion shall be free from pressures considered detrimental to the best conduct of the schools.  

JEFFERSON COUNTY SCHOOL DISTRICT 

IMPORTANT INFORMATION
1.
THERE ARE NO BEREAVEMENT DAYS.

2.
PERSONAL DAYS CAN BE CARRIED OVER TO THE NEXT YEAR.

3.
DONATED DAYS CAN ONLY BE GIVEN IN CASES OF CATASTROPHIC ILLNESS.

4.
THE FIRST DAY OF THE SCHOOL TERM OR THE LAST DAY OF THE SCHOOL TERM CANNOT BE MISSED.  IF IT IS MISSED, A FULL DAY’S PAY IS DEDUCTED FROM YOUR PAYCHECK.

5.
THE DAY BEFORE OR AFTER A HOLIDAY CANNOT BE MISSED.  IF IT IS MISSED, A FULL DAY’S PAY IS DEDUCTED FROM YOUR PAYCHECK.

6.
CERTIFIED PERSONNEL STARTS THE SCHOOL TERM WITH NINE DAYS.  AFTER YOUR DAYS HAVE BEEN DEPLETED, YOU HAVE TEN DAYS TO MISS WITH $125 BEING DEDUCTED PER DAY.  STARTING YOUR TWENTIETH DAY, A FULL DAY’S PAY IS DEDUCTED PER DAY.

7.
NON CERTIFIED PERSONNEL STARTS THE SCHOOL TERM WITH NINE DAYS.  AFTER YOUR DAYS HAVE BEEN DEPLETED, YOUR PAY WILL BE DEDUCTED A FULL DAY’S PAY PER DAY.

8.
IF YOU DO NOT SIGN IN/OUT AND YOU DO NOT REQUEST THE DAY OFF, YOUR CHECK WILL BE DOCKED A FULL DAY’S PAY.

9.
IF YOU DO NOT WORK YOUR REQUIRED HOURS, YOUR PAY WILL BE DOCKED ACCORDINGLY. 

10.
TEST DAYS PER THE MISSISSIPPI DEPARTMENT OF EDUCATION STATES THAT ALL CERTIFIED EMPLOYEES ARE TO REPORT FOR WORK.  REGARDLESS IF YOU ARE TEACHING ON ANOTHER LEVEL/AREA, YOU MUST REPORT TO WORK IF A STATE TEST IS BEING GIVEN AT YOUR SCHOOL.  IF YOU MISS A STATE TESTED DAY YOUR CHECK WILL BE DOCKED TWO DAYS’ PAY.

11.
EVERY EMPLOYEE (INCLUDING ADMINISTRATION) IS REQUIRED TO FURNISH A REQUEST FOR OFFICIAL, SICK, VACATION, PERSONAL, FAMILY MEDICAL LEAVE, OR JURY DUTY WHEN THEY ARE NOT ABLE TO REPORT TO WORK.  IF YOU ARE REQUESTING AN OFFICIAL/JURY DUTY DAY, PLEASE ATTACH SUPPORTING DOCUMENTS WITH REQUEST.  IF DOCUMENTATION IS NOT ATTACHED WHEN REQUESTING DAYS, YOUR DAY WILL BE CONSIDERED AS SICK OR PERSONAL.

12.
TO CORRECT TIME FOR EMPLOYEES, THE REQUEST MUST BE IN WRITING WITH AN EXPLANATION FROM YOUR SUPERVISOR.

13.
EVERYONE IS TO GET A THIRTY MINUTE LUNCH BREAK WITH THE EXCEPTION OF THE SECRETARIES AND ADMINISTRATION STAFF THAT RECEIVES AN HOUR LUNCH.

14.
NON-CERTIFIED PERSONNEL MUST REQUEST TO WORK OVERTIME.  IF OVERTIME IS MADE AND HAS NOT BEEN REQUESTED, THE CONSEQUENCES ARE AS FOLLOWS: (1) VERBAL WARNING   (2) WRITTEN WARNING   (3) TERMINATION.

15.
EMPLOYEES SHOULD NOT CLOCK IN/OUT ON PROFESSIONAL/OFFICIAL DAYS.  SOMETIMES YOU ARE CLOCKING IN THE MORNING, LEAVING FOR THE WORKSHOP, SCIENCE FAIR, VISION CLINICS, SPED RELAYS, THEN COMING BACK TO CAMPUS AND CLOCKING OUT.  THIS TENDS TO PUT YOU IN OVERTIME.

16.
ALL EMPLOYEES MUST CALL WITHING 15 MINUTES OF THE TIME THEY CLOCKED IN TO REPORT THAT THEIR HAND DID NOT TAKE IN THE PALM READER.  SOME OF THE EMPLOYEES ARE CALLING AT THE END OF THE DAY OR SOMETIMES EVEN CALLING TWO DAYS LATER.

17.
ALL EMPLOYEES MUST CLOCK OUT WHEN LEAVING THEIR ASSIGNED CAMPUS IF THEY ARE GOING ON NON JCSD BUSINESS, IE; LUNCH, CLINIC (WHETHER SCHOOL BASED OR ON THE HILL), NATCHEZ, DOCTORS’ APPOINTMENTS.

18.
SECRETARIES, WHEN TURNING IN YOUR SUB REPORT, YOU MUST TURN IN THE SIGN IN/OUT SHEETS.  EVERYONE (INCLUDING ADMINISTRATION) MUST SIGN IN/OUT.

19.
SECRETARIES STOP SIGNING IN/OUT FOR EMPLOYEES.  ONLY YOUR SUPERVISOR CAN DO SO.  IF THE EMPLOYEE IS MORE THAN 15 MINUTES LATE, THEY MUST GET PERMISSION FROM THEIR SUPERVISOR TO CLOCK IN.

20.
SECRETARIES ARE TO PUT ALL DAYS MISSED BY ANY EMPLOYEE ON THE SUB REPORT.  SOME OF THE SECRETARIES ARE NOT PUTTING THE NON CERTIFIED EMPLOYEES ON THE REPORT.  SOME OF THE EMPLOYEES ARE NOT PUTTING DAYS ON THE REPORT BECAUSE THERE WAS NO SUB.  IT DOESN’T MATTER THE REASON THE EMPLOYEE WAS OUT, PLEASE REPORT IT.

21.
PLEASE USE THE DISTRICT WIDE SIGN IN/OUT SHEET. A COPY WILL BE E-MAILED TO EACH SECRETARY. 

22.
IF AN EMPLOYEE MISSES FOUR CONSECUTIVE DAYS FROM WORK, YOU MUST COMPLETE FMLA DOCUMENTS.  IT IS THE SUPERVISOR’S RESPONSIBILITY TO INFORM THE CENTRAL OFFICE OF THESE ABSENCES IF THE EMPLOYEE DOESN’T DO SO BEFORE LEAVING.

23.
TO EITHER RECEIVE SOMEONE’S CHECK OR HAVE SOMEONE RECEIVE YOUR CHECK FOR YOU, THE REQUEST MUST BE IN WRITING.

24.
OPEN ENROLLMENT FOR STATE, LIFE AND HEALTH INSURANCE PURPOSES IS OCTOBER.  PRIVILEGES WON’T TAKE EFFECT UNTIL JANUARY OF THE FOLLOWING YEAR. PLEASE TAKE TIME TO SEE ALL REPRESENTATIVES AND FIND OUT WHAT IT IS THAT THEY ARE OFFERING.  MAKE SURE YOU HAVE WHAT YOU WANT BEFORE THE AGENTS LEAVE.

25.
PACKING SLIPS AND RECEIPTS NEED TO BE RECEIVED IN A TIMELY MANNER.  ALL PAPERWORK SHOULD BE ATTACHED TO THE REQUISITIONS, REIMBURSEMENT FORMS ETC.  SHIPPING CHARGES MUST BE INCLUDED ON REQUISITIONS.  DEPOSITS MUST BE MADE DAILY. 

