
 
About This Handbook 

The employee handbook is maintained by University Human Resources and is the official 

employee handbook for all faculty and staff of the University.  This handbook is intended to 

provide important information on employment policies, practices, procedures, and resources for 

all employees of The University of Southern Mississippi. However, this handbook is not a 

contract, and the policies contained herein do not give rise to contractual rights. 

 

Because some policies and procedures require periodic updating, the University reserves the 

right to change, eliminate and supplement the information in this handbook from time to time as 

deemed necessary to meet the needs of the University, with or without notice to the employee. 

Neither this handbook nor any supplements thereto replace, amend, abridge, or anticipate 

federal or state law, or the Policies and Bylaws of the Board of Trustees of State Institutions of 

Higher Learning. This edition (October 2018) of the Employee Handbook repeals and 

supersedes all previous editions; is effective on the date it is published on the University’s web 

site; and, governs all matters and proceedings, whether pending or future. 

 

This handbook is not the only document containing personnel-related and other policies of The 

University of Southern Mississippi. Approved policies are published on the USM website and in 

other handbooks and manuals, including, but not limited to, the Faculty Handbook. In addition, 

college, school, departmental, and divisional policies, procedures, or guidelines may exist and 

must be followed by employees as appropriate. The policies and procedures in this handbook 

take precedence over any and all other policies that might exist throughout the University, except 

as supplanted by specific provisions of the Faculty Handbook applicable to faculty only. 

 

Employment shall be “at will” and shall be terminable “at will” by the University or the staff 

member with or without cause.  Any oral or written statements or promises to the contrary, other 

than contracts issued by the Board of Trustees of Institutions of Higher Learning, are not binding 

upon the University.   If you have questions concerning interpretations of the policies contained 

in this handbook, please contact University Human Resources. 

 

DEFINITIONS 

 

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

Staff:  Any full-time or part-time benefit-eligible employee that is not a member of 

faculty. 

 

Faculty:  The teaching staff and those members of the administrative staff having 

academic rank, as defined in the Faculty Handbook. 

 

Non-benefit eligible: Employees of the institution who are in a non-benefit eligible 

status such as temporary, adjunct faculty, and student workers.  

 



 
  

 

 
 

 

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

defined as the date that the notice or document is:  

 actually received by the party in question; or,  

 3 calendar days after the notice or document is forwarded to the recipient via 

email and regular US mail, postage prepaid, at the recipient’s last known address 

as reflected in the recipient’s official personnel file, whichever is sooner.   

 

Summary of Changes 

 

When a need for a new policy or a revision to a current policy is identified, University Human 

Resources’ process is to review the policies with the Employee Handbook Advisory Group 

(EHAG), whose purpose is to assist HR with employee handbook updates and to provide 

feedback and suggestions for new policies and policy revisions.  The EHAG is composed of staff 

and faculty representatives from a cross-section of departments and campuses.  Executive 

Cabinet is also made aware of policy changes and additions in advance and consulted on any 

meaningful changes.  Other parties may be consulted as well, depending on the policy, including 

Staff Council or Faculty Senate. 

Minor edits and corrections usually do not go through a review process nor are always captured 

in the summary of changes as they are considered non-material changes.  For example, 

information is found to be repetitive, so is deleted out of one section and/or combined in another; 

the information itself didn’t change, only how and where it was presented. 

 

Some changes are driven by legal or regulatory changes in which USM is obligated to comply.  

These changes do not always go through a review process as they are not optional; however, 

University HR will communicate those changes as appropriate.   

 

Changes effective March 1, 2019: 

 

Policy     Description 



 
  

 

 
 

Attendance policy 7.6:   This is a new staff policy that defines some basic 

expectations for attendance and clarifies “job 

abandonment” for consistent address across campus. 
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To comply with the employer mandate in the Affordable Care Act, an employee who was 

previously in a benefit eligible position is prohibited from being rehired or transferring into a 

non-benefit eligible position, unless they have had a 26-week break in service. 

 

Previous Status New Status Service Break Required? 

Non-Benefit Eligible Non-Benefit Eligible No 

Non-Benefit Eligible Benefit Eligible No 

Benefit Eligible Benefit Eligible No 

Benefit Eligible Non-Benefit Eligible Yes 

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

 

 2.3 Terms and Conditions of Employment 

 

  2.3.1 Terms of Employment 
The University of Southern Mississippi is an equal opportunity employer and makes a diligent 

effort to select the best matched individual for the position based upon job-related qualifications, 

regardless of race, age, color, religion, sex, national origin, veteran status, physical and/or mental 

disability, or political affiliation.  

 

Employees will understand and agree that:  

 

 Any material misrepresentation or deliberate omission of a fact in the employment 

application may be justification for refusal of, or if employed, termination from 

employment.  
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Adjuncts who are employed at another state agency and contributing to PERS will also 

contribute to PERS as part of their part-time employment with the university. 

 

  2.4.9 Re-Employed Retiree 
A re-employed retiree is an employee who once worked as an employee with a state agency with 

benefits who has retired and now drawing a monthly check from PERS, and is now returning to 

work at the university in a Part-Time Temporary position. For services, not to exceed 20 hours 

per week.  

 

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

department contribution is submitted.   

 

  2.4.10 Affiliates 
A person who is affiliated or associated with the university in some capacity such as a visiting 

scholar. Affiliates have access to university facilities such as the library and Payne Center. 

People affiliated with the university are not working for the university and do not receive pay 

through the university.  

 

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

 

  2.4.11 Volunteers 
Volunteer employees must complete a background check and sign a statement prior to 

commencement of work stating that they are volunteers and that they do not expect to be 

compensated for their efforts on behalf of the university. Employees cannot volunteer and work 

in the same capacity. University Human Resources must be notified of any volunteer workers for 

the purpose of workers' compensation. 

 

 2.5 Employment of Minors  
Minors, other than USM students, who have reached their sixteenth (16) birthday may be 

employed during the summer by the University.  

 

Employment of minors in the following occupations is prohibited by law: occupations involving 

explosive components; occupations requiring the operation of a motor vehicle as driver; 

occupations involved in the operation of power driven circular saws, band saws, wooding 

machines, metal forming, punching, or shearing machines; occupations involving exposure to 

radioactive substances; occupations involved in wrecking and demolition; occupations involved 

in the operation of bakery machines, or any occupation found to be particularly hazardous or 

detrimental to the health or well-being of a minor.  

For additional information on this policy including duty to report, training for authorized 

adults/program staff, forms and more please visit https://www.usm.edu/general-counsel/minors-

campus 

/general-counsel/minors-campus
/general-counsel/minors-campus
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2.6 Employment of Students  
Students or prospective students seeking on-campus, part-time employment should contact 

Career Services. Part-time employment is available in many areas on campus. The student is 

selected on the basis of qualifications for the job and is paid in accordance with the established 

University student wage rates. The University policy regarding student employment states that a 

student must carry a full academic load and may not work more than twenty (20) hours per week.  

Federal guidelines set the pay rate for undergraduate students (including restricted fund 

accounts) at the minimum wage rate. If minimum wage increases, the hourly rate will be 

adjusted accordingly.  

 

• Students will be employed for a maximum of twenty (20) hours per week, which 

includes breaks and summer.  

• Students must be currently enrolled and attending classes to be eligible for student 

employment. This will include employment during summer months.  

 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.    

 All student records are protected under the Family Educational Rights and Privacy 

Act of 1974. University Human Resources will not release any employment-related 

information on an individual student employee (Undergraduate or Graduate) without 

prior written consent.  

 All student employees are covered under the Mississippi Workers’ Compensation 

Law.  Students must notify their supervisor immediately after any work-related 
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 Student employees enrolled less than half-time (6 credit hours for Undergraduate or 1 

credit hour for Graduate) in the summer, will lose their FICA exemption status, and 

will be responsible for paying taxes.  

 

Students receiving a fellowship, scholarship, assistantship, or grant who are paid on a monthly 

basis shall not be eligible to work in a wage position at the same time. All student employment 

will be handled through Career Services under established guidelines and rates as stated in this 

policy.  

 

2.7 Employment of Foreign Nationals 
The Immigration Reform and 
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The applicant is responsible for responding to the request for background check in a timely and 

forthright manner. Any applicant who refuses to consent to the background check, refuses to 

provide information necessary to conduct the background check, or provides false or misleading 

information will not be eligible for employment for the position for which she/he has applied. 

Should any false or misleading information be discovered after an applicant is hired, she/he may 

be subject to disciplinary action, up to and including termination.  

 

2.9.2.2 Pre-employment Background Checks  
All offers of employment are contingent upon a satisfactory background check. Employment for 

all hires shall not be effective until Human Resources has confirmed that the applicant has 

satisfactorily completed the background check. The AVP for Human Resources has discretion to 

approve an applicant hire while background check clearance is still pending under special 

circumstances.   

 

Background checks are only conducted after an offer of employment has been made. The results 

of the background check are not used as a screening tool and the details of the background check 

will not be provided to the search committee nor the hiring manager.  

 

2.9.2.3 Promotions and Transfers  
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 Human 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.  

 the nature and gravity of the offense(s);  

  the time that has passed since the conviction and/or completion of the sentence;  

 the nature of the position sought or held; and  
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2.9.3.1 Pre-Adverse Action Notice  
The applicant will be notified that negative information was revealed during the background 

check process which may impact the employment decision and will provide a copy of the 

supporting report to the applicant or employee along with a copy of "A Summary of Your Rights 

under the Fair Credit Reporting Act." The applicant or employee will be provided no less than 

five days to challenge the information provided in the report and take steps to correct 

inaccuracies or provide explanation.  

 

A final employment decision shall not be made until the applicant's or employee's new 

information has been considered or such time that the applicant or employee fails to respond as 

required. 
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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 
q5lo
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3.3 Changes in Employment Status  

 

 3.3.1 Promotions  
Opportunities for promotion at USM occur when a higher level position becomes vacant.  

Employees are encouraged to prepare for possible promotion by taking advantage of growth and 

educational opportunities available to them on campus and by performing current duties with 

excellence.  When a vacancy occurs and is posted, employees are encouraged to investigate it, 

and if they are qualified and interested, to apply for it.  

 

Promotions are not automatic. When a vacancy occurs, it must be posted for the minimum 

required time. During that period anyone qualified for the vacancy can apply. The hiring 

authority is mandated to select the best candidate available. If the best candidate has applied 

from an on-campus position at a lower level, then a promotion can occur. If, however, a better 

candidate applies, the manager may select that person. No job or promotion is "guaranteed" at 

USM; each vacancy is considered an opening and is available to applicants who are interested 

and who qualify. USM does encourage supervisors and hiring authorities to consider University 

employees first for promotional opportunities.  

 

Applications for a promotional opportunity are managed the same way as any opening or 

vacancy. Interested employees must complete an application. This serves as "official" 

notification of interest in the vacancy. No candidate will be considered for any position unless an 

application has been submitted.  

 

Normally an employee can be considered for a transfer or a promotion only after he or she has 

been employed for at least six (6) continuous months. However, the AVP 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.  
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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.  
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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.  
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The Appeal Committee shall make its recommendation to the President, who shall make the final 

decision and notify the appropriate parties. 

 

  3.5.4 Rights of Laid-Off Employees 
If the departmental situation changes and open positions become available, the department may 

rehire separated employees within twelve (12) months of the effective date of separation without 

following standard procedures for filling vacancies. Separated employees who are interested in 

being rehired will be selected for rehire based upon meeting or exceeding minimum 

qualifications for the position(s) to be filled, their overall rating in the most recent performance 

appraisal, and length of prior service.  

 

If the separated employee is interested in employment in another department/unit of the 

University, standard procedures for filling vacancies will still apply and the separated employee 

must complete an application to express interest.  

 

Employees laid off under this reduction in force policy shall have the right to enroll, free of 

charge, on a space-available basis in academic courses offered by the University. This right shall 

be limited to two semesters and one summer term beginning with the semester following receipt 

of the final notice of layoff, and shall exceed no more than a full academic load per semester. 

The former employee must maintain a semester USM 2.0 GPA to continue the tuition waiver. An 

employee who fails to maintain the required GPA will cease receiving benefits until such time as 

he or she successfully completes a semester with a 2.0 GPA at which time the tuition waiver can 

be reinstated the following semester. 

 

 

3.6 Nepotism 
Section 25-l-53 of the Mississippi Code, 1972, specifically prohibits nepotism in state agencies 

and institutions of higher learning.  

 

A department or unit of the University may not employ any person in any capacity if such a 

person is related by blood or marriage within the third degree to any other employee in the same 
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3.7 On-Campus Consulting 
Engaging University of Southern Mississippi employees to address specific needs often 

necessitates the redistribution of an employee’s responsibilities. The following guidelines are 

provided to ensure that deans and other appropriate administrators have the opportunity to ensure 

that an employee’s responsibilities to the University are met and that the additional 

compensation is earned in accordance with University policies. 

 

The University of Southern Mississippi’s faculty are often requested to provide expertise based 

upon their specific scholarly disciplines. However, the faculty have a primary responsibility to 

the University to fulfill their commitments to the education of students and to their research, 

scholarly, and service roles. Prior to engaging in consulting activities within the University, each 

faculty member must have approval from their Chair, Dean, & VP. The timely approval provides 

the necessary documentation that a faculty member’s primary responsibilities in education and 

research will be met and will not be compromised by providing consulting services. A Personnel 

Action Form must be submitted for payment, if applicable.  

 

Individuals who hold executive/administrative positions such as president, provost, vice 

president, associate vice president, assistant vice president, dean, director, department chair, or 

other executive/administrative titles, receive, as part of their compensation package, an 

administrative supplement. This supplement may be specifically stated in their contracts or may 

be incorporated into their base salaries. A part of this supplement is to compensate the employee 

for providing scholarship, research, and public service expertise to the greater University 

community. No additional compensation should be expected for providing such expertise to the 
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and statistical analysis. Since this information is frequently utilized for various reports, it is 

important that it be accurate.  

 important that it be accurate. 
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Positive Test Results  
The AVP of Human Resources will review the positive test results with the employee's unit head 

and notify the appropriate administrator(s) of the termination of the employee.  

 

 

Result of Test Refusal  
Refusal to submit to testing procedures is treated as a positive test result. The employee's unit 

head and the AVP of Human Resources will notify the appropriate administrator(s) of the 

termination of the employee.  

 

Information  
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Chapter 4: Benefits & Services 

 
 4.1 Scholarships for Children for Faculty/Staff 
The 100 percent tuition remission policy applies to all children of full-time faculty and staff 

employed prior to July l, 1977. The 100% does not apply to faculty and staff who were employed 

prior to July 1, 1977 and then terminated and then were subsequently rehired after July 1, 1977. 

The parent or legal guardian must be employed by the last day of late registration in order for 

dependent to be eligible for the tuition remission.  

 

The 50 percent tuition remission policy applies to all children of full-time faculty and staff 

employed after July l, 1977. If both parents are employed with USM, the child receives 100% 

tuition remission.   

 

In order to receive the tuition remission, children must gain admission to the University where 

the parent(s) or legal guardian is employed. The application for the Scholarship for Children of 

faculty and staff must be obtained from University Human Resources or at: 

http://www.usm.edu/sites/default/files/pdf/forms/dependentchildtuitionwaiver.pdf and then must 

be returned to University Human Resources with proper documentation and for verification/data 

entry.   

 

Consistent with the continued employment or re



 
  

 
All Employees 

 
Staff 

 
Faculty 

 
Non-benefit eligible 

 

• This program also applies to children of retired faculty and staff of the University and 

children of faculty and staff who deceased while actively employed at the University.  

• In order to ensure tuition remission is posted timely to student’s account, application 

must be returned to University Human Resources no later than five (5) working days 

prior to the beginning of the semester. 

 

 4.2 Faculty/Staff Academic Tuition Waiver 
In order to participate in the tuition waiver benefit, the University employee must first complete 

admissions requirements through the Department of Admissions (be admitted or re-admitted to 

the University) prior to registering for courses.  
 

4.2.1 Eligibility  
• All full-time benefit-eligible 

 

 

admitted to ssi (5) working days 
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May mini session is attached to Summer semester  

August mini session is attached to Fall semester  

January mini session is attached to Spring semester  

 

Employees must use personal leave for the entirety of the course time if enrolled in mini session 

courses.  
 

4.2.4 Fees  
• Employees are responsible for paying late fees attached to registration or drop-add.  

• Employees who are enrolled in a free course and terminate employment with the University 

prior to mid-term, but continue the class, will be required to pay tuition. Reimbursement of 

tuition fees, paid by the department, will be in accordance with established refund percentage 

policies.  

• Employees are responsible for paying all fees and purchasing textbooks and other required 

supplies.  

• If an employee drops a course, but continues employment at the University, the employing 

department's budget will be reimbursed at the established refund percentage.  

• All faculty and staff waivers are audited each semester. Employees who take more than three 
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Eligible students may also enroll dependents.  At the beginning of each academic year, the 

student will go to www.studentcenter.uhcsr.com/usm and either waive or enroll in coverage.  If 

a student does not actively complete a waiver, s/he will be automatically enrolled in the plan 

with no exceptions.   

 

4.5 Tax Exempt Benefit Program (Cafeteria Plan)  
The University of Southern Mississippi offers a pre-tax program called a cafeteria plan that is 

permitted under Section 125 of the Internal Revenue Code. It is referred to as a cafeteria plan 

http://www.studentcenter.uhcsr.com/usm
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All on-the-job injuries should be reported to the department supervisor and Human Resources 

immediately on occurrence. Each injury is treated through the "Healthworks" facilities of the 

Hattiesburg Clinic, Hattiesburg, Mississippi. Emergencies should be sent to the emergency room 

at Wesley Medical Center or Forrest General Hospital. The attending physician will determine 

the extent of the injury and provide University Human Resources with a written prognosis of 

recovery. Follow-up treatment will be prescribed as necessary and a return-to-work date will be 

issued.  

 

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

  

 

 4.7 State Retirement System (PERS)  
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 Teachers Insurance and Annuity Association/College Retirement Equities Fund 

(TIAA/CREF),  

 Variable Annuity Life Insurance Company (VALIC) 

 VOYA 

 

ORP eligible employees have 30 days from date of hire to make their retirement election 

between ORP and PERS. Once an ORP election is made, this election is irrevocable as long as 

an employee holds an ORP eligible position. If no election is made within 30 days from date of 

hire, an employee will automatically default to PERS unless a previous ORP election was made 

while the individual was employed with another IHL institution through the State of Mississippi 

and he or she now holds an ORP eligible position through the University of Southern 

Mississippi
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Credit Union by paying the membership fee of $10.00 and subscribing for at least one $5.00 

share.  

 

Services include checking accounts, savings accounts with dividends paid quarterly, and loans 

available to members and their families upon approval of the Credit Committee. Other services 

include notary services, direct deposit, and payroll deductions.  

 

GCRL employees are eligible to join Keesler Federal Credit Union. 

 

  4.8.2 Payne Center 
The Payne Center offers a variety of fitness and recreational programs in a 133,000 square foot, 

fully air- conditioned building. The facility includes swimming pool, indoor volleyball and 

basketball courts, and squash and racquetball courts. Membership fee is required.  

 

4.8.3 Library Services 
University Libraries http://www.lib.usm.edu is composed of four libraries: the Joseph Anderson 

Cook Memorial Library and the William David McCain Library and Archives, both at the 

Hattiesburg campus; the Gulf Coast Library at the Gulf Park campus; and the Gunter Library at 

the Gulf Coast Research Laboratory. University Libraries provides a range of services for 

students, faculty, and staff that include access to online resources, borrowing materials, 

instruction about library use, research assistance, and support for research data management.  

4.8.4 Post Office 
The University of Southern Mississippi operates a post office that provides full postal service, an 

outgoing mail center, incoming mail distribution to box holders, and campus distribution. 

Faculty, staff, and students are eligible to rent personal mail boxes. Departments and approved 

campus organizations may also rent boxes for their official mail and campus distribution. A 

nominal fee (non-refundable) is charged for box rent. Computerized box assignment, mail 

redirect, and forwarding give box holders rapid, reliable mail delivery. Account billing for 

outgoing official mail is also computerized.  

 

  4.8.5 Southern Miss Ticket Office 
Tickets to athletic events are available to faculty, staff, and retirees at reduced rates on season 

tickets. They may be purchased from the Southern Miss Ticket Office.  

 

  4.8.6 Audiology and Speech Language Service 
All full-time and part-time faculty, staff, and students are eligible for services rendered in the 

USM Speech-Language Pathology Clinic and the USM Audiology Clinic at reduced rates.  The 

Clinics offer screening, assessment, and management for children and adults with a variety of 

articulation, fluency, hearing, language, and voice problems. The clinic serves as a training 

facility for graduate students completing their professional requirements in Speech-Language 

Pathology and Audiology. Please call for further information regarding specific rates and 

services.  

http://www.lib.usm.edu/
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Saturday 12:01 a.m. through midnight on the following Friday. Work in ex
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All time records must be accurately kept. Falsification of university records may result in 

disciplinary action, up to and including termination. 
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6.2.1 Terminal Leave 
In order to avoid major disruptions in the work environment, employees may be granted a 

maximum of thirty (30) days/240 hours personal leave within the six-month period immediately 

preceding termination. This leave can be taken only with approval of the employee's supervisor 

and may be denied if such leave causes a major problem in the workload distribution within the 

unit. Exceptions to this policy must have the President’s approval.  

 

An employee terminating from service and requesting lump sum payment for unused personal 

leave will receive payment for up to a maximum of 240 hours for the leave time at the next 

scheduled pay period following his or her date of termination. (Please note that terminations 

submitted and approved prior to cut-off dates will be processed with the next scheduled pay 

period. Those terminations not received by cut-off will be processed and paid in the next 

subsequent payroll period.) This check will not go direct deposit. Checks will be mai
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duty in the Armed Forces) and that manifested itself before or after the member 

became a veteran.  

 An employee who has a qualified family relationship with a covered service member may 

take up to 26 weeks of leave during a single 12 month period. A qualified family 

relationship is a spouse, parent, child or next of kin. Contact the human resources office 

to determine if a qualified family relationship exists.  

o The leave entitlement described in this paragraph applies on a per-covered service 

member, per-injury basis, such that an eligible employee may be entitled to take 

more than one leave if the leave is to care for a different covered service member 

or to care for the same covered service member with a subsequent serious illness 

or injury.  

o An employee may have FMLA leave for up to 12 weeks for one of the qualifying 

reasons covered in the paragraph above in the same 12 month period in which 

FMLA leave is taken to care for a covered service member.  

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

month period.  

 The department should provide the employee with a copy of the form titled Certification 

for Serious Injury or Illness Covered Service Member for Military Leave to be completed 

by the employee and an authorized military health care provider of the covered service 

member. The employee may present certain military such as “Invitational Travel Orders” 

or “Invitational Authorizations” for purposes of certification that must be accepted by the 

department. 

o Recertification and second or third opinions are not permitted.  

o If the certification is incomplete or unclear, the employee is to be given 7 

additional calendar days to provide more complete information.  

o The human resources office may contact the covered service member’s health 

care provider for clarification and/or authentication of the medical certification.  

o In all instances when the certification is requested, it is the employee’s 

responsibility to provide the employer with complete and sufficient certification 

and failure to do so may result in delay or denial of FMLA leave.  

 The human resources office is responsible for coordinating all requests for leave taken to 

care for a covered service member.  

 

6.5 Leave of Absence without Pay 
This policy applies to all employees of the University including non-benefit eligible such as 

adjunct faculty, graduate assistants and student workers.  

 

In no instance are leaves of absence granted automatically. All leaves of absence require a 

written request from the employee, approval and support of the employee's supervisor, and the 

final approval of the AVP of Human Resources. Medical certification may also be required from 

a healthcare provider, if applicable.  

• No leave of absence without pay in excess of one year's time will be granted to an 

employee.  
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• Leave of absence without pay may be granted to staff employees for the following 

reasons:  

o Necessary absences due to illness or for emergency reasons when such absences 

extend beyond available personal and major medical leave accruals (or the 

employee is not eligible for personal and/or major medical leave).  

o Approved professional development in the areas of education, research, and 

advanced training. This reason must be justified as being "in the best interest of 

the University" and, therefore, be job and profession related.  

 

  6.5.1 Reinstatement 
Leaves of absence will be granted with the assurance of reinstatement to the same or comparable 

position within the University unless circumstances make it clearly impractical. Personal and 

major medical leave time will not accrue during leaves of absence without pay; however, earned 

leave credit may be carried forward. 

 

A Personnel Action Form will be required on all employees beginning and returning from leave 

of absence without pay status. This form will re-
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timely fashion may result in adjustments to leave accruals. Failure of managers to approve 

attendance records in a timely fashion may be reflected in performance evaluations and result in 

disciplinary action. 

 

6.10 Jury Duty 

Jury duty is recognized as a civic responsibility. A regular employee who is called for jury duty 

or summoned to appear as a witness on behalf of any town, city, county, state, or federal 

government is allowed to be absent with pay. The payment granted to an employee for serving 

on a jury may be retained by the employee. When an employee has been granted leave for court 

attendance, he or she shall report immediately to his or her official place of duty during normal 

work hours whenever he or she is excused by the court.  

 

Special leave with pay shall not be granted for court attendance when the employee is the 

defendant or is engaged in personal litigation. Personal leave shall be used for this purpose.
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Recipient Information: 

To qualify as a recipient of donated leave, the employee must: 

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

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

• Be absent from work because they are suffering from a catastrophic injury or illness or 

caring for a  member of the employee’s immediately family who is suffering from a 

catastrophic injury of illness, and 

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

Prior to receiving donated leave, the employee must provide the Department of Human 

Resources with medical documentation that is certified by an attending physician that states the 

beginning date of the catastrophic injury or illness, a description of the injury or illness, a 

prognosis for recovery, and the anticipated date that the recipient employee will be able to return 

to work. 

The maximum amount of donated leave an employee may receive without returning to work is 

720 hours. Agencies with more than 500 employees may only receive donated leave from 

employees within the same agency. The amount of leave donated cannot be more than is needed 

(cannot be banked by the recipient). 

Donor Information: 

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

 

• Designate the employee who is to receive the leave (“recipient employee”)  

• Indicate the amount of earned Personal and/or Major Medical Leave that is to be 

donated.  

 

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

and major medical leave 

 

The maximum amount of earned Personal Leave that an employee may donate to any other 

employee may not exceed a number of days that would leave the donor employee with fewer 

than seven (7) days of Personal Leave, and the maximum amount of earned Major Medical 

Leave that an employee may donate to any other employee may not exceed 50 percent (50%) of 

the earned Major Medical Leave of the donor employee. 

 

No employee shall donate leave after tendering notice of separation, for any reason, or after 

separation of employment.  
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2) Demote the employee (if available and feasible), or 

3) Terminate employment 

 

Even after successful completion of a PIP, the employee is expected to maintain the expected 

level of performance outlined in the PIP.  Faltering after the successful completion of the PIP 

could result in further progressive discipline, including written warnings or immediate 

termination.  The final coaching log and either the termination record or job change 

documentation should be submitted for placement in the employee’s Human Resources file.  All 

terminations should be reviewed by University Human Resources in advance. 

 

7.1.3.5 Suspension 

Disciplinary suspension:  Management has the discretion, in conjunction with Human Resources, 

to suspend employees from one to five days depending on the severity of the employee’s actions 

as part of the final written warning.  The purpose of the suspension is for the employee to reflect 

on the issues and make a conscious decision as to whether or not he/she wishes to put forth the 

effort to make the necessary improvements for successful employment.  The time off is unpaid.  

All disciplinary suspensions must be approved by Human Resources in advance and should only 

be used in conjunction with a final written reminder. 

 

Investigatory suspension (administrative leave):  In the case of an alleged violation of a major 

rule, the employee may be put out on investigatory suspension until a complete and thorough 

investigation is conducted and documented.  This enables management to gather all relevant 

facts and to determine appropriate action to address misconduct.  It further allows management 

to get help from Human Resources to ensure that the decision is fair and consistent with policy.  

Managers do not need permission to put someone on investigatory suspension, but the 

suspension should immediately be reported to Human Resources and the length of suspension 

should be as short as possible while allowing a thorough and complete investigation.   

The time missed during an investigatory suspension should be paid administrative leave.  If the 

investigation concludes a disciplinary suspension is warranted, days missed due to an 

investigatory suspension should be converted to unpaid disciplinary suspension, instead of in 

addition to, not to exceed 5 unpaid days. 

 

7.1.3.6 Grievance Procedure 

Employees who wish to contest progressive discipline may utilize the Grievance Procedure 

outlined in the Employee Handbook. 
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7.1.4 Example Rule Violations 
The below lists are for example purposes only and do not constitute an exhaustive list of rules.  

Also, depending on the severity of the violation, the minor/major classification can vary. 

 

Minor Rule Examples 

Absenteeism and tardiness; failure to report unplanned absences or tardiness according to 

departmental guidelines 

 Violation of minor safety, security, traffic, or parking regulations 

 Failure to behave in a professional, courteous manner with others 

 Unsatisfactory job performance 

 Leaving work area or taking breaks without authorization 

 Failure to accurately or timely complete time records 

 Misuse of company property (excessive personal phone calls, inappropriate internet 

usage) 

 Inefficiency or lack of application on the job (loafing, excessive socialization or cell 

phone usage) 

 Dishonesty

 �x
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The grievance procedure applies to management decisions that an employee believes to be 

contrary to policy or a barrier to his or her effective conduct of employment.  Examples of 

grievable issues include: 

 

 Performance evaluations 

 Personnel actions involving adjustments in compensation or a job change 

 Violation, misinterpretation or misapplication of a rule, policy or procedure in relation to 

personnel policies, procedures, or practices involving work assignments, working hours, 

overtime, general working conditions, personal leave, employment benefits, etc.  

 Progressive discipline (staff only) 

 Termination (staff only) 

 

A grievance procedure is not intended for general complaints, such as issues with a coworker, 

which should instead be resolved through the chain of command and/or Human Resources.  A 

grievance procedure is also not intended to second-guess management decisions but to ensure 

that managers are appropriately following policies and procedures. 

 

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

policy. 
 

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

assistance of: 

 

• Human Resources  

• The employee's immediate supervisor  

• The next level of management in his/her respective unit  

 

At the outset of this process, the Grievant may seek assistance from Human Resources for 

procedural guidance and determination if the grievance process is applicable to the situation.  

Human Resources is also available to assist the reviewers at each stage of the process with 

procedural guidance. 

 

The employee has ten (10) working days from the initial incident to initiate the grievance 

procedure.  At each level, the Grievant assumes responsibility for advancing the complaint to the 

next higher level within five (5) working days of receiving the written response. Similarly, the 

authority to whom the grievance is addressed assumes the responsibility for answering the 

grievance in writing within the appropriate timeframes indicated.  The parties of the grievance, 

by mutual agreement, may extend any or all of the time periods established in this policy.  

Failure to process a grievance within the time limits, or agreed upon extensions, shall constitute 

termination of the grievance. 

Documents related to the grievance process are not placed in the employee’s personnel file. 
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7.2.3 Specific Procedures  
Step 1 
If the issue is unable to be resolved directly with the Grievant’s supervisor in an informal 

manner, the Grievant may submit a formal written statement of the grievance to the Department 

Director/Dean in their respective unit within ten (10) working days of when the action occurred. 

The written statement must include the nature of the grievance (what action is being disputed, 

such as the issuance of a written warning) and the desired outcome expected (such as to have the 

written warning overturned).   A copy of the written grievance should also be provided to Human 

Resources at the time it is submitted to management.   

 

The Director/Dean has five (5) working days to respond to the grievance in writing.  The extent 

of any investigation, interviews and evidence gathering is at the discretion of the manager.  A 

copy of the Director’s/Dean’s written response should be provided to Human Resources at the 

time it is issued to the Grievant.  

 

In situations where the Grievant’s immediate supervisor or the next level of management is the 

Vice President (VP) of his/her respective area (here forward VP to include all direct reports of 

the President), step 1 should be skipped and the process should begin on step 2. 

 

Step 2  
If the response from step 1 is unsatisfactory to resolve the issue, the Grievant may, within five 

(5) working days of receipt of the response from step 1, submit to the appropriate VP of his/her 

area a written request to review all materials related to the complaint (to include the step 1 

grievance letter and the Director’s/Dean’s written response).  A copy of the written grievance 

should also be provided to Human Resources at the time it is submitted to the VP.   

 

The VP has ten (10) working days to respond to the grievance in writing.  The extent of any 

investigation, interviews and evidence gathering is at the discretion of the VP.  A copy of the 

VP’s written response should be provided
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Step 4 
Upon evaluation of the Grievance Panel recommendation, the President will render a final 

decision to the Grievant within ten (10) working days of receipt of the Panel’s recommendation. 

Copies of the final written decision of the President will be submitted to the Grievant, the 

Grievant’s supervisor, VP of the area in which the Grievant is employed, and the Associate Vice 

President (AVP) for Human Resources.  The decision of the President is final. 

7.2.4 Grievance Panel  
Upon receipt of request of step 3 of the grievance process and determination that the grievance is 

appropriate for a Panel review, the AVP of Human Resources shall appoint a facilitator of the 

Grievance Panel.  The AVP of Human Resources shall serve as an adviser to the Facilitator for 

procedural matters. 

 

The Facilitator will convene a Grievance Panel comprised of three (3) employees of the 

University. If the Grievant is a staff member, all panel members should be comprised of staff 

members; if the Grievant is a member of management, all panel members should be members of 

management.  Panel members should be impartial and not have any conflicts of interest with the 

parties to the grievance, thus should not be selected from the Grievant’s department nor have a 

close working relationship with any of the parties.  The Grievant may contest the participation of 

one Panel member, if he/she so chooses, which the Facilitator will appoint a replacement. 

 

The Facilitator shall set the time, date and location of the Grievance Panel, which shall be within 

ten (10) working days of the written request.  As part of the Grievance Panel, the Grievant’s 

department will select a representative to attend on behalf of department leadership to defend the 

termination decision.  The representative is typically the person who made the termination 

decision but is not required to be. 

 

A Grievant may bring one third-party to the Panel; however, that person may not participate, 

such as presenting evidence or questioning witnesses.  The third-party may serve as an advisor to 
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Briefing the Grievant and the Department Representative  

 The Facilitator shall brief the Grievant in advance of the Panel to explain the process and 

his/her responsibilities, including that the Grievant is responsible, not the Facilitator, for 

arranging witnesses and providing supporting evidence to the Panel. 

 The Grievant shall provide the Facilitator a list of witnesses to be called and any evidence 

he/she wishes to present to the Panel in advance for the Facilitator’s review and approval.  

 The Facilitator will share the list of appointed Panel members with the Grievant, who may 

contest the participation of one, which the Facilitator will appoint a replacement. 

 The Facilitator will also brief the Department Representative in advance to explain the 

process and his/her responsibilities, including his/her responsibility for arranging witnesses 

and providing supporting evidence.  The Department Representative is also responsible for 
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d. Additional questioning of witnesses thereafter by the Grievant, Department 

Representative, or the Panel members will be at the discretion of the Panel Facilitator. 

 

5. Presentation by the Department Representative – the Department Representative may 

call witnesses to provide information on the Department’s behalf provided they have 

been approved by the Panel Facilitator in advance.   

 

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

Representative.  

 

b. Witnesses may then be questioned by the Grievant..  

 

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

 

d. Additional questioning of witnesses thereafter by the Grievant, Department 

Representative, or the Panel members will be at the discretion of the Panel Facilitator. 

 

6. Grievant is Questioned – The Grievant may be asked questions by the Panel members 

and the Department Representative, at the direction of the Facilitator.  

 

7. Department Representative is Questioned – The Department Representative may be 

asked questions by the Panel members and the Grievant, at the direction of the Facilitator.  

 

8. Presentation of Documents – The Grievant and the Department Representative may 

present documents which each considers pertinent for consideration provided they have 

been approved by the Panel Facilitator in advance.  Presentation of documents is at the 

direction of the Facilitator. 

 

9. Closing Statement of Grievant – At the conclusion of the questioning of witnesses and 

after the presentation of documents, the Grievant may make a closing statement.  

 

10. Closing Statement of Department Representative – the Department Representative may 

make a closing statement after the statement of the Grievant. 

 

11. Panel Called to a Close- The panel will be closed at the Facilitator’s discretion.  Panel 

Facilitator will give any final direction and information prior to dismissing parties. 

 

Recommendation of the Grievance Panel 

Following the Grievance Panel, the Panel
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It is a violation of the Americans with Disabilities Act (ADA) and University policy to deny or 
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In rare instances when a disability and associated need for an accommodation is obvious, such 

as a mobility-impaired employee unable to physically access a facility or inability or a visually-

impaired applicant unable to access an applicant tracking system, the hiring manager or 

manager may initiate the reasonable accommodation process and begin the interactive 

http://www.usm.edu/aa-eeo
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Chapter 8:  Other University Information 

 
 8.1 University Committees  
The Committee on Committee (COC) is charged by the University President with maintaining a 

current and complete list of University standing committees and members to ensure that they are 

fairly governed and fulfilling their charges and to assist with recruiting.  For a complete list of 

comprehensive rules for standing committees, University standing committees, and University 

representative groups, please visit the website https://www.usm.edu/university-

committees/committee-committees 

 

 8.2 Retiree Privileges 
Employees of The University of Southern Mississippi are provided a number of special privileges 

upon official retirement from the University. These special privileges are over and beyond benefits 

provided by the Public Employees' Retirement System and other outside organizations such as 

AARP.  

 

Permanent Retiree Photo Identification Card: 

 Description - Each USM retiree is entitled to receive a permanent retiree photo 

identification card. 

 How to obtain this benefit -  The permanent retiree photo ID card may be 

obtained by completing the application form in the Office of Human Resources; 

McLemore Hall Room 301. 

 Cost to retiree – None 

 Additional information -   None 

 

Permanent Retiree Parking Decal: 

 Description - Each USM retiree is entitled to receive one permanent parking 

permit number, which permits parking in all zones except for reserved areas, no 

parking areas, service areas, fire lanes, fire hydrants, handicap parking, handicap 

curb cuts, sidewalks/grounds and visitor parking on campus. 

 How to obtain this benefit - These decals are available in the Department of 

Parking Management; McLemore Hall 1st Floor.  Retiree must show university 

photo ID card to obtain decal.    Register online at  www.usm.edu/parking 

 Cost to retiree –  $75 onetime fee  

 Additional information - Contact the Department of Parking Management at 

601.266.4943 or 601.266.5447; or visit the web site. 

 

Credit Courses: 

 Description- Each USM retiree may take up to six hours each semester as long as 

the retiree satisfies admission or readmission requirements. 

 How to obtain this benefit - A retiree must be admitted by the Admissions 

Office or readmitted by the Registrar’s Office (both of these offices are located in 

/university-committees/committee-committees
/university-committees/committee-committees
http://www.usm.edu/parking
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Kennard-Washington) and then obtain the necessary permit from the Department 

of Human Resources located in McLemore Hall Room 301.  

 Cost to retiree - Tuition is waived.  However, the retiree must supply textbook(s) 

and all other necessary supplies and fees for each course. 

 Additional information - The retiree must maintain a minimum of a 2.0 grade 

point average to continue this benefit. 

 

Use of Libraries: 

 Description – All retirees of the university may use the libraries on the same 

basis as currently employed faculty and staff. 

 How to obtain this benefit - Retiree must show university retirement ID card. 

 Cost to retiree - None 

 Additional information – None 

 

Scholarships for Children of Retirees: 

 Description - Undergraduate tuition remission is available for children (who have 

not reached their 25th birthday) of retirees as well as the children of current 

faculty and staff.  The amount of the tuition remission is discounted at 50%.  

 How to obtain this benefit - An application for the tuition remission scholarship 

is available in the Department of Human Resources and also on the HR website.  

The application must be verified by Human Resources before being process by 

Financial Aid.  

 Cost to retiree – 50% discount on tuition.  However, the retiree must supply 

textbook(s) and all other necessary supplies and fees for each course. 

 Additional information - Once the scholarship is awarded, it is continued 

automatically on a semester-by-semester basis as long as the student remains in 

good academic standing. 

 

Use of Health Services: 

 Description - All university retirees may use the University health clinic located 

on campus.  

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

verify eligibility for this benefit. 

 Cost to retiree - The retiree must pay the same charges as current faculty and 

staff.  The charges must be paid by cash or check at the time of service. 

 Additional information - The Clinic does not file for Medicare or Medicaid.  

Office hours are 8:00 A.M. to 5:00 P.M. on weekdays during the Fall semester.  

8:00 A.M. to 11:30A.M., and 1:00 P.M. to 4:00 P.M. weekdays during the Spring 

and Summer semesters.  
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 Additional information - DMA luncheons are held four times annually. 

 

OLLI – Osher Lifelong Learning Institute: 

 Description - The program is available to all persons who are seeking stimulating 

learning experiences while developing new friendships. 

 How to obtain this benefit – For more information regarding membership please 

call 601-264-2780. 

 Cost to retiree – OLLI membership carries an annual fee and also costs for 

specific courses, seminars, and other activities. 

 Additional information – OLLI is a member of the Elderhostel Institute 

Network.   

 

Annual Retirement Luncheon: 

 Description - This luncheon is an annual event associated with the end of year 

DMA business meeting.  

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

 Cost to retiree -   None 

 Additional information - None 

 

USM Credit Union: 

 Description - Memberships are available to all university retirees  

 How to obtain this benefit - Contact the Credit Union to apply for membership.  

The Credit Union is located at 3318 Hardy Street. 

 Cost to retiree – There is a fee to start an account.  Contact the Credit Union at 

601-450-5373 

 Additional information – None 

 

8.3 Pertinent University Policies  
Institutional policies can be found on the website https://www.usm.edu/institutional-policies.  

Pertinent policies include: 

 
Consensual Relationships 

Alcohol and Drug Policy 

Tobacco-Free USM 

Campus Solicitation Policy 

Parking Regulations 

Signage Policy 

Gift Card and Gift Certificate Purchases 

Hospitality Policies (Allowable and Prohibited) 

New Employee Moving Policies 

Petty Cash Policy 

Catering and Non-Eagle Dining Restrictions 

/institutional-policies

