SUPERINTENDENT’S MESSAGE

Dear Employees,
Welcome to Madison County Schools, one of Mississippi’s top-rated school districts!

| credit our District’s success to the dedication and enthusiasm of ourteachers who share a common
goal - to do whatis bestand educationally sound forall students.

Some of you are new to the Districtand new to the profession of education. We implemented a
mentoring program several years ago to help guide you through yourfirst yearin orderto ensure your
success. | wantyou to know you made the right decisionto jointhe educators of Madison County
Schoolsand your employment with usis not one of happenstance. We selected you because we value
your skillsand talents, and we look forward to watching you learn and grow professionally.

Many of you are veteranteachers. We have cultivated and watched you grow into talented educators.
Let me take this opportunity totell you how muchyou are appreciated foryour commitmentto the
students, parents, and communities of Madison County. You are truly valued by me and the District.

Starting a new year gives us the opportunity to make new plans, design new strategies, and implement
new ideas. Thisyear, letus not be satisfied with maintaining the status quo. Instead, let us concentrate
on the processesthat spurcontinuing advancement-evaluating what we do, why we doit, and always
looking for ways to improve. Thankyou forjoiningusinour effortsto help ourstudentsrealize their
own potential and achieve academicexcellence.

Dr. Ronnie McGehee
Superintendent
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Employee Handbook Purpose/Interpretation

Welcome to Madison County Schools (referred to as “MCS” or “the District”). Itis our belief thatthe
contribution of yourskills, knowledge, and positive attitude are essential components to the continued
success and growth of the District. You are a valued employee of MCS; therefore, we encourage you to
letyouradministrator/supervisor know about youraccomplishments as well as problems and yourideas
on solvingthem. We believe inyouandyourcontributionsand hope you will take pride in beinga
member of our educational team.

The information provided in the MCS Staff Handbook has been assembled to guide you through the
school year. Use the MCS handbook as a reference in additiontothe student handbook and your
respective school handbook. Itoutlines the District’s expectations, policies, and programs, serving as a
resource throughout youremployment. The Madison County Schools’ Staff Handbook s provided asa
guide andis not meantto create, nor should it be construed as creating a contract of employment. You
should notinterpretthishandbook or any other documents (such as benefits, statements, performance
evaluations, orany otherwritten or verbal communications) as an employment agreement (either
expressed orimplied). MCS Board policy supersedes all documented material published or unpublished.

The MCS Staff Handbookis not intended to be all-inclusive and it will notaddress every situation. If you
findyou are unsure about a specificentry, do not hesitate to ask for information from your
administratorordirect supervisor. Discussion of policies and procedures found in thismanual is
welcomed by the administrative staff at each school and the central office. Madison County Schools
reserves the right to make changesto the policies, procedures and other statements made in the
Employee Handbook. Organizational needs, federal and state law are constantly in flux and may require
portions of the handbook to be rewritten. Whilethe District will try to give employees advance notice
of any change, the Districtreserves the absolute right to alter these policies atany time, and fromtime
to time withoutadvance notice.
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COMPLIANCE STATEMENT
Educational Amendments: 1964, 1972, Others

It isthe policy of Madison County Schools to comply with all provisions of Title IX of the Education
Amendments of 1972, Title VI of the Civil Rights Act of 1964, and the Carl Perkins Act of 1984, Section
504 or the Rehabilitation Act of 1983, and IDEA.

The school board directs that no personshall, on the basis of race, color, national origin, sex, disability,
age, or religion, be discriminated against, or excluded from, or denied the benefits of, any program or
any opportunity oractivity provided by this educational agency.

This action of the school board appliestoall applicants foremploymentin this school system, present
employees, and to students. Anyinquiries regarding compliance should be directed to:

Shay Williamson, TitleIX Coordinator  or Director of the Office of Civil Rights
Madison County Schools Dept. of Health, Education and Welfare
476 Highland Colony Parkway Washington, D. C.

Ridgeland, MS 39157

(601) 879-3000

VISION STATEMENT

Madison County Schools, in collaboration with families and community, strives to promote a safe and
caring learning environment that empowers students by providing diverse opportunities which
emphasize academicexcellence and encourage critical thinking skills.

Our goalis forstudentsto developinto responsible, productive individuals who are equipped to make
positive contributions to an ever changing global society.

MISSION STATEMENT

MOTIVATE, EDUCATE, GRADUATE!



MADISON COUNTY BOARD OF EDUCATION

Ellen Aregood — Board Secretary
601.879.3010
earegood@madison-schools.com

Representative - District 1

William Grissett, Member
Representative - District 2

Sam Kelly, President
Representative - District 3

Philip Huskey, Secretary
Representative - District4

Dr. Pollia Griffin, Member
Representative - District5

ADMINISTRATIVE STAFF
Dr. Ronnie L. McGehee, Superintendent
Richard Burge, Associate Superintendent
Edith Mitchell, Associate Superintendent
Kalvin Robinson, Associate Superintendent
Charlotte Seals, Associate Superintendent

Christyl Erickson, Coordinator Jennifer Fillingim, Coordinator
Curriculum/RTI Curriculum

Gavin Guynes, Director Jay Harrison, Director
Technology Systems/Facilities

Bill Lenington, Director Barry McKenzie, Director
Operations Financial Operations

Dr. Greg Paczak, Director Stephanie Permenter, Director
Student Assessments Data Management/Student Services
LetitiaReeves, Manager Lynn Slay, Director

16t Section Special Services

Brenda Thompson, Director Sharon Thompson, Director
Federal Programs Child Nutrition

Shay Williamson, Director
Human Resources
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MADISON COUNTY SCHOOLS

Ann Smith Elementary
GradesK -2

Dr. Melissa Philley, Principal
306 S. Pear Orchard Rd.
601.856.6621

Fax: 601.853.2043

East Flora Elementary
GradesK—-5

Dr. Capucine Robinson, Principal
4759 Highway 22 (PO Drawer))
Flora, MS 39071

601.879.8724

Fax: 601.879.3158

Luther Branson Elementary
GradesK -5

Jessica Smith, Principal
3903 Hwy. 16 East

Canton, MS 39046
601.859.2743

Fax: 601.859.0173

Madison Avenue Upper Elementary
Grades3 -5

Kim Hurst, Principal

1209 Madison Avenue

Madison, MS 39110

601.856.6609

Fax: 601.853.7679

Madison Station Elementary
GradesK—-5

Beverly Johnston, Principal
459 Reunion Parkway
Madison, MS 39110
601.856.6246

Mannsdale Upper Elementary
Grades3 -5

Debra Houghton, Principal

443 Mannsdale Road

Madison, MS 39110
601.879.3433, Fax: 601.879.9294

ELEMENTARY SCHOOLS

Camden Elementary
GradesK -5

Fannie Green, Principal
Camden, MS 39045
662.468.2833

Fax: 662.468.3695

Highland Elementary
Grades3 -5

Paula Tharp, Principal
330 Brame Road
Ridgeland, MS 39157
601.853.8103

Fax: 601.853.8109

Madison Avenue Elementary
GradesK -2

Dr. Brenda Jones, Principal
1199 Madison Avenue
Madison, MS 39110
601.856.2951

Fax: 601.853.2726

Madison Crossing Elementary
GradesK—5

Dr. Martha D’Amico, Principal
300 Yandell Road (PO Box 2589)
Madison, MS 39110
601.898.7710

Fax: 601.898.7716

Mannsdale Elementary
GradesK -5

Dr. Emily Mulhollen, Principal
443 Mannsdale Road
Madison, MS 39110
601.879.0309

Fax: 601.879.3013



Germantown Middle
Grades6 —8

Chris Perritt, Principal
439 Calhoun Parkway
Madison, MS 39110
601.859.0376

Fax: 601.859.1302

Shirley Simmons Middle

Grades6—8
Kelvin Griffin, Principal

820 SulphurSprings Road.

Canton, MS 39046
601.855.2406
Fax: 601.859.7615

Germantown High
Grades9—-12

Wesley Quick, Principal
409 Calhoun Parkway
Madison, MS 39110
601.859.6150

Fax: 601.859.0389

Ridgeland High
Grades9—12

Tim Dowdy, Principal
586 Sunnybrook Road
Ridgeland, MS 39157
601.898.5023
Fax:601.853.7822

Velmalackson High
Grades9 - 12

Bertram Goodloe, Principal

2000 Loring Road
Camden, MS 39045

662.468.2531, Fax: 662-468-2748

MIDDLE SCHOOLS

HIGH SCHOOLS

Madison Middle
Grades6 -8

Leatha Phillips, Principal
1365 Mannsdale Rd
Madison, MS 39110
601.605.4171

Fax: 601.853.2254

Olde Towne Middle
Grades6—8
CrystalChase, Principal
210 Sunnybrook Road
Ridgeland, MS 39157
601.898.8730

Fax: 601.853.8108

Madison Central High
Grades 10 —12
Austin Brown, Principal

1417 Highland Colony Parkway

Madison, MS 39110
601.856.7121
Fax: 601.853.2712

Rosa Scott

Grade 9

Sean Brewer, Principal
200 Crawford Street
Madison, MS 39110
601.605.0054

Fax: 601.898.5017



SPECIALTY SCHOOLS

Academic Options Center
Grades K—12

Brent Cofield, Principal
300 Industrial Dr. South
Madison, MS 39110
601.607.7963
Fax:601.859.0374

Madison County Pre-School
Lynn Slay, Director

476 Highland Colony Parkway
Ridgeland, MS 39157
601.853.1326

Fax: 601.853.7610

Career & Technical Center
Grades9-12

Dr. Aimee Brown, Principal
379 Calhoun Parkway
Madison, MS 39110
601.859-6847
Fax:601.859.0372

2016-2017 SCHOOL YEAR CALENDAR

Teachers Report, Convocation
Professional Development

Students Report

Labor Day

Fall Holiday, (Make-up Weather Day)
Thanksgiving

Christmas Holidays Begin

Students Report

M.L. King Holiday

Professional Development, (Make-up Weather Day)
Spring Break

Good Friday

Easter Monday

Last Day for Students

Last Day for Teachers
Memorial Day

Total Student Days
Total Teacher Days

2016

Monday - August 1

Monday - Wednesday - August 1-3
Thursday - August 4

Monday - September 5

Monday —October 10
Monday-Friday, November 21-25
Friday - December 16 (60% day)
End 1°* Semester— 90 days

2017

Tuesday - January 3

Monday - January 16

Monday — February 20
Monday - Friday - March 13-17
Friday— April 14
Monday — April 17

Thursday - May 19 (60% day)
End 2" Semester— 90 days
Friday - May 22

Monday — May 29

180
187



CENTRAL OFFICE CONTACTS

Position

Contact

Telephone

Benefits- Insurance

Benefits Specialist

Liz Lewis
Payroll Supervisor
Sonya Spragis
Accounting/Insurance

601-879-3024

Central Office

Assistant Superintendents,
Schedulingof CO Facilities

Board, Superintendent

BrandiBirdwellor Laurise Curtis
Receptionists

Monique McGonagill
Administrative Assistant

Ellen Aregood
Assistant to the Superintendent

601-879-3000

601-879-3012

601-879-3010

Certification- Teachers

PaulaHarrison
HR Specialist

601-879-3054

Employee Relations

ShayWilliamson
Director of Human Resources

601-879-3033

FederalPrograms

Lucy Greenwood
Administrative Assistant

601-879-3015

FMLA
(Family Medical Leave Act)

Allison Rhodes
Assistant Director of Human Resources

601-879-3016

Office of Academic Education

Debbie Kimbrough
Administrative Assistant

601-879-3058

Office of Accreditation, Student
Data

Sonia Sticker
Administrative Assistant

601-879- 3065

Office of Child Nutrition

Tami Righy
Administrative Assistant

601-879-3080

Office of Human Resources

Stephanie Walden
HR Specialist

601-879-3032

Office of Operations and MaryBarley 601-879-9482
Maintenance Administrative Assistant
Office of Special Services NancyWilson 601-853-1326

Administrative Assistant

Office of Technology

Annie Skipper
Administrative Assistant

601-879- 3063

Payroll Liz Lewis 601-879-3024
Payroll Supervisor
Professional Development Kara Davis 601-879-3057

Curriculum Specialist

Leave/Vacation/
HealthlInsurance

Roxie Williams
Health Insurance Clerk

601-879-3029

Retirement

Liz Lewis
Payroll Supervisor

601-879-3024

Student Services

Stephanie Permenter
Director of Student Services

601-898-7708

Transportation Coordinator

VernerBrown
Administrative Assistant

601-879-9482

Worker’'s Compensation

Allison Rhodes
Assistant Director of Human Resources

601-879-3016
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ACCIDENTS
All school staff members are responsibleforthe safety of all students. Anyinjurytoa student mustbe
givenimmediate attention. No procedurecan be pre-formulated and completely applicablein all
situations. The following are general guidelines and may be modified as individual situations occur.

e Followthe emergency planforyourschool.

e Remaincalmand promptly decide what needs to be done to preventthe situation from

worsening.

e Actdecisivelyandtake charge.

e Ifan accidentisserious, send someone to the office or notify the office to ask for help.

e Resume normal activities as soon as possible.

e Priorto leavingschool, submitawritten reportto the office.

ACCOUNTING PROCEDURE
When moneyis collected by any District employee, areceipt should be provided. Carefulattention
should be givento the collection and handling of funds. The following guidelines should be followed:

e Anycollection of money mustreceive priorapproval of the principal.

e Receiptall money collected whenitis collected.

e Keepreceiptedmoneyinasecure place.

e Beforeyouleave school each day, turninthe money and a copy of the receiptstothe school
secretary/bookkeeper. The money must agree with the receiptsit covers. The
secretary/bookkeeper will write you areceiptand returnit to you.

e Consultyoursecretary/bookkeeperforaccounting procedures and guidelines specifictoyour
school.

The principal isresponsible forall funds collected in the school. For this reason, no collection of funds or
purchases of any kind may be made without prior knowledge and approval of the principal.

ADDRESS/TELEPHONE
e Students- Acurrentaddress, telephonenumber, and the name and telephone number of
emergency contact foreach studentshould be keptonfile inthe school office. Changes should
be reported withintwo days.
e Teachers- Name and address changes should be reported within two days to the school office,
and to the Personnel and Payroll divisions of the Central Office.
e All Staff- should have emergency numbers on file in the school office.

Under no circumstances should an employee of the District contact a student by text message or call a
student’s cell phone.

ANTI-HARASSMENT POLICY

The Madison County School Districtis committed to providingaworkand school environment whichis
free fromall forms of discrimination and conductthat can be considered harassing, bullying, coercive or
disruptive, including sexual harassment. Actions, words, jokes, orcomments based onanindividual’s
age, sex, race, color, national origin, religion, disability, orany otherlegally protected characteristicwill
not be tolerated.
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Itisthe intent of Madison County Schools to maintain an environment free from harassment of any
kind, including sexual harassmentand bullying. Therefore, sexual advances, requests for sexualfavors,
and otherverbal or physical conduct of a sexual nature, and bullying of any nature, are prohibited. It
shall be a violation of School Board policy forany employee to use sexual harassment orharassmentin
any formtoward any otheremployee orstudent. The District will investigate all formal and informal,
verbal and written complaints of such harassment. Any employeewhoisfoundto have harassed any
employeeorstudent will be disciplined.

Shouldviolations prove to be legitimate, the offending employee shallbe subject to disciplinary action,
includinginvoluntary termination of employment.

ANTI-RETALIATION PROCEDURE

The District prohibits retaliation against any individualengaged in a protected activity. Protected
activitiesinclude making an honestly believed complaint of sexual or otherforms of harassment;
participating as a witness or otherwise in a harassmentinvestigation; or requestingaccommodations
based on religion ordisability. Employees can raise concerns, make reports, requestaccommodations,
and participate ininvestigations without fear of reprisal.

Retaliation conductis seenasanadverse action that could dissuade areasonable worker from making
or supporting acharge of discrimination. Thisincludes actions such as termination, demotion, refusal to
promote, threats, unjustified negativereferences orincreased surveillance. Retaliation willnotbe
tolerated and will be cause fordisciplinary action.

ARREST OF EMPLOYEE
Employees arrested forany reason must notify their supervisor with 24 hours. Supervisors will
immediately inform the Superintendent.

ASSISTANT TEACHERS

Assistant teachers are paraprofessionals who work under the supervision of the classroom teacher to
whomthey are assigned. A paraprofessional has additional responsibilities consistent with the
requirements of the federal No Child Left Behind Act. All teacherassistants and paraprofessionals must
be at least 18 years of age or older. All assistantteachers are required to have 48 hours of post high
school coursework from an accredited college oruniversity, or pass the WORKEYS test.

Assistantteachers are ultimately responsible to the school principal. Inno case shall the assistant
teacherdischarge duties assigned by the classroom teacherwhich are in conflict with administrative
policiesand procedures.

Assistantteachers are notto administeror prescribe punishment to students. Misbehaviorshould be
reported to the teacheror principal.

12



ASSISTANT TEACHER EVALUATION

Duties and responsibilities are reviewed at the beginning of each year with returning assistants.
Assistants new to the District will receivein-service training. Assistantteachersare evaluated by the
teacherand principal at the close of the school year using the District evaluationinstrument for assistant
teachers.

ATTENDANCE

Employees are expected to be promptand consistentin attendance. Personalappointments should be
scheduled after normal workday hours, whenever possible. Schedules differ within the District
accordingto job position, classification, and various business needs. Youradministrator/supervisor will
discussyourregularworking hours with you priorto your first day of employment.

e Teachers,andall otherstaff members, are to report as scheduled by the principal and clockin
immediately.

e |Ifyouare goingto beabsentduetoillness, you must notify the principal or designeeas soon as
possible.

e Ifyou are late forany reason, contact the principal’s office so arrangements can be made to
coveryour jobuntil youarrive.

e Employeeswhoclockinafterthe scheduled timeorhave problemsrelativeto timely arrival for
scheduled duties shall, onthat day, provide the office with awritten, dated explanation of
reason for failure toarrive ontime.

e Noemployeeistoleave campusduring duty hours without permission of the principal.

e Allemployeesare expected to be present during statewide testing.

For the purpose of determining tardiness, an employee is tardy if he/she reports to work any time after
the designated start of the scheduled workday. In general, road construction, trafficcongestions,
personalissues, and “normal” weather conditions are not acceptable reasons for tardiness.

An employee’s attendancerecord may be considered unacceptable under the following circumstances:

e apatternof absence(s), tardiness or early departures which adversely impacts District
operations and/oran employee’s performance, as determined by an employee’simmediate
supervisor;

e anemployeehasa history of notfollowing established school or departmental procedures for
reportingabsence(s);

e anemployeehasexhausted his/her paid time off balance and continues to be absent without
authorized approval;

e anemployeeisusingsickleave forpurposes not allowed.

Unacceptable attendance records may resultin disciplinary actions or possible termination.

Any employee whofails to report to work without notice fortwo consecutive days will be considered to
have voluntary terminated employment, effective at 5:00 p.m. on the second day of unreported
absence. Job positions will not be held foremployees who have unpaid, unprotected leave of absence.
These employees will be considered for reemployment and may reapply through the application process
once theyare able to returnto the District. See yourschool’semployee handbook (if applicable)for
otherinstructions on attendance and duty.
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CARE OF CLASSROOM
The classroom should be neat, colorful, interesting, and attractive. Old materials should be removed and
discarded. Teachers might ask themselves:

e Arethesurroundingscheerful and attractive?

e Doesthe appearance of the room stimulate the imagination and interest of the students?

e Are meaningful student work, pictures, drawings, collections, and otheritems of interest
displayed?

e Arestudentssurrounded by avariety of books, magazines, pamphlets, models, specimens, and
materials forwork?

e Aredesktopskeptcleanand free of marks?

e Isalltrash inthe wastebasket?

e Arewipeboardsclean?

e Arestudentssittingtoo close towalls orwipe boards?

e Do studentsassume some of the responsibilities of the care of the room?

e Arefloorscleared of paper, books, pencils, etc.?

CELL PHONES

Cell phonesare to be turned off during instructional time. Under absolutely no circumstances should
any teacher/staff memberexchange cellphone numbers with astudent or contact a student through
any channels otherthanthose provided by the District. Should astudent contact a teacher/staff
memberviatheirpersonal cell phone or social mediasites, the teacher/staff member mustimmediately
report this contact to their principal.

CODE OF ETHICS

All employees of MCS, both classified and non-classified, are expected to conform to high standards of
ethical behaviorinthe performance of theirduties. A code of ethics, developed by the Mississippi
Department of Education, isincluded in this staff handbook as aguide to ethical conduct. This code is
designedto protectthe health, safety, and general well-being of students and employees throughout
the school district. See Appendix forthe Code of Ethics/Standards of Conduct.

MCS Statement of Ethics for All School Personnel

e District personnel should abide by federal, state, and local laws as well as the policies of the
Madison County School Board.

e District personnel should maintain an appropriate relationship with students atall times, both in
and outside the classroom.

e District personnel should make the well-being of students their primary considerationin
decision-making and actions.

e Districtpersonnel should reportany concernsto theirsupervisorora Districtadministratorina
timely mannerand seek advice on resolution.

e District personnel should exemplify honesty and integrity in the fulfillment of their duties and
responsibilities.
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District personnel should refrain fromthe use of alcohol orillegal orunauthorized drugs while
on school district property during school hours, orat any time while atany school -related
activity involving students.

District personnel should not use their positionsin the school district for personal gain.

District personnel entrusted with publicfunds and/orschool district property should honorthat
trust with a highlevel of honesty, integrity, accuracy, responsibility, and accountabili ty.

District personnel should comply with state and federal laws and the policies of the Madison
County School Board regarding the confidentiality of student records, unless disclosureis
required and permitted by law.

Districtemployees should fulfill all the terms and obligations of their employment contract with
the Madison County School District for the duration of the contract unless thereisa prior
release fromthe contract by the Madison County School Board.

District personnel should exhibit conduct that follows accepted standards of behavior for the
community.

Failure tointeract courteously and tactfully with supervisors/administrators, co-workers, and
studentsto the pointthat productivity or morale suffers may be grounds fordiscipline including
termination.

COMMUNITY RESOURCES

Well-planned use of community resource personnel makes avaluable contribution to the educational
program. Teachers are encouraged to use community resources to present appropriate topics to their
students. Your principal must approve all community resource personneland topics priorto your
extendinganinvitation.

CONDUCT AND BEHAVIOR POLICY

No person may possess or use tobacco products on school property. No person may possess or
use alcohol orillegal drugs on school property. The District may remove any personinviolation
of this policy from school property and may, inits discretion, prohibit the person from entering
school property and attending school events forastated period of time.

No person may threaten, bully or harass any Districtemployee orstudent. If any person
engagesinsuch threateningorharassing conduct toward a Districtemployee orstudent, the
District may remove the person from school property and may, inits discretion dependingon
the person’s offensive behavior, prohibit the person from entering school property or attending
school eventsfora period of time.

CONFERENCES
Three major categories of conferences should occurin District schools:

Principal — Teacher

Conferenceswill be held at the discretion of the principal orupon request of the teacher. The
principal shall keep records of all Principal-Teacher conferences as an acceptable form of
documentation.
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e Teacher—Parent/Guardian
Since ithas been proventhatfrequentteacher-parent/guardian communication opens many
doors and creates a well-rounded educational atmosphere, itis the teachers’ responsibility to
take the initiative in setting up a parent/guardian conference at the first sign of a students’
deviation from the norm. The procedures and time for scheduling these conferences will be
determined by the principal. Proper notice to the teacherwill be given when possible. Records
of all teacher-parent/guardian conferences will be kept by the teacherin the formof a
telephonelogand notes.

e Teacher-Student
A teacherwho has frequent and direct communication with his/her students will find the profits
to be overwhelmingin the areas of student behaviorand progress. Itisrecommended that
teachers keeprecords where problems exist.

With sufficient advanced notice, Principals/Assistant Principals may be invited to attend Teacher-
Parent/Guardian conferences when the teachers or parent/guardian requestsit. Documentation of all
correspondence isrequired. (see yourschool handbook for specificinstructions).

CONFIDENTIAL INFORMATION

Duringthe course of employment, employees will have access to confidential information. Confidential
information mayinclude, butis notlimited to, compensation information, studentinformation, financial
information, and otherrelated confidential information. Thisinformationiscritical tothe success of the
Districtand must not be divulged. Employees must not discuss confidential matters orrelease
confidentialinformation to any outside party.

Unauthorized picture taking, voice recording, orvideo recording (includes inappropriate use of picture
cell phones) of conversations or District material at work is prohibited.

Employees whoimproperly use ordisclose District or confidentialinformation may be subject to
disciplinary action, uptoandincluding termination. Any breachin confidentiality could resultin
disciplinary actionincluding termination.

Additionally, an employee’s salary is confidential and should be held in strict confidence by the
employeeandthe District. Anindividual employee’s salaryisnot publicinformation and therefore
should remain private. Confidentialityisrequired.

CUMULATIVE RECORDS: PREPARATION AND USAGE
A. Personal and Family Data

e Name-Should be written or printed clearly.

e Race- Record “W” for white; “B” for Black; “I” for Indian; “O” for other.

e Sex-Record “M” for Male, “F” for Female.

e Place of Birth- Record city or rural post office, county and state.

e Birth Certificate Number—Record and properly identifyall numbers (such as State No.,
State File No., and Registrar No.) found on certificate. If avalid certificate is not
numbered, specify and give any information on the certificate.
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Date of Birth —-Record month, day, and yearindicated on birth certificate in this
sequence with verifyinginitialsin the appropriate space provided.

Addressand Phone —Pencil should be used to keep this section up to date. Check at the
beginning of school and change each time the child moves during the school year.
Father, Mother, or Guardian — Give full name of father, mother (including maiden
name), step-father, step-mother, orguardian. For pupils underlegal guardianship, enter
names of parentsif considered helpful;indicate however, thatthe guardianisthe
person with whomthe school has contact.

B. Entrance Record

Date —Indicate month, day, and year inthat orderand with slanted lines forseparation
for entry date in your school.

Grade —Indicate grade in which the pupil is placed.

Name and Address of School — For pupils entering school forthe firsttime, enter
Madison County School District, then a dash and the name of the school.

Transfers— With the district, repeat above except Madison County Schools entered by
ditto marks. At the beginning of each year, do not duplicate these entries unless the
pupil was permanently withdrawn prior to completion of the previous school year. In
such cases, a record of permanent withdrawal would be indicated elsewhere on the
cumulative record. If additional space isneeded inthe area, cut an unused record and
stapled directly overthisfilled section.

Birth certificate registration form must be completed.

Transfer— Withdrawal Record- The appropriate date should be placed in the proper
blank showingtransferring, if known. Itis mandatory that every effort be made to
determine the nextlocation of enrollment. Parents must provide this information.

C. Attendance Record

At the end of the school year, record the pupil’s grade level, days present, days absent,
and chief causes of absences.

Any child who has been absent forone week without notification should be reported to
the school office forfurtherinvestigation. A childis carried on the school’s rolls until
verified information indicates his/herenrollmentin anotherschool, oruntil he/she is
officially withdrawn.

D. School Progress

Record the year, the grade and the subjectsin which the child receives a mark.

In grades one through twelve, use numberand lettergrades.

If a child enters during the school session and forsuch a length of time as an evaluation
can be made, a final grade should be given even if the child has not beenin the school
more than fifteen days. The final yearly grade will be determined by combining grades
from previous schools and Madison County School District schools.

Write the word “Yes” or “No” on the line to indicate “Promoted.” If Transferred write in
“Transferred.”

The last name of the teachershould be placed onthe line toindicate the teacher of that
particulargrade and the name of the school entered onthe line toindicate the school.
The name of the school will be the school in attendance atthe end of the school session.

E. ActivitiesandSpeciallnterest

Record only major activities and interest, making sure thatthe date and grade level are
indicated.
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e Mere membershipinaprogram is not considered sufficient to record.
e These activities and specialinterests may include out-of-school activities as well as
school activitiesif suchis of particular note (i.e., scouting honors, safety patrol).

F. Cumulative Records—Cumulativerecords are notto be taken home or left unsecured
overnight. Cumulativerecords will be stored only inthe designated area. Teachers may only
work on cumulative records in areas designated by the principal.
Record Usage- Arecord of all cumulative record usage it to be maintainedin the school office.
H. Personal Access —Parents have the rightto view theirchild’s records.

o

DISCIPLINE GUIDE
What Teachers Should Do
e befairandconsistent--treat each studentequally
e beempatheticand accentuate the positive - avoid the negative
be thoroughly prepared forall classes and have ample work for all students each period
e becheerful, attractive and orderly; let your classroom reflect these qualities
e be professional indemeanorand maintainasense of humor
e admityour errorsand apologize if you make a mistake by treatinga student unjustly
e establishaminimumnumber of simple rules and help students understand why they are
necessary--letthe studentassistin formulating the rules and in publicizingthem
e correct studentswhen neededto prevent minor problems from growinginto largerones--
rememberthatyouare onduty all the time you are on campus

What Teachers Should Not Do

e punishthe entire class forthe misbehavior of afew

e arguewitha student

e embarrassastudent

o refusetoconsider mitigating circumstances

e compare one student with one another

e become overlyfriendly and familiar with students (this can cause loss of respect for you)

e repeatedly show favoritism to certain students
challenge studentstorepeatan undesirableact or getyourselfina position of “doitor
else”

e administerunusual punishments

e punishbyleavingastudentalone and unsupervisedinaclassroom or hall

e punish by havinga studentwrite lines

e make physical contactin an attemptto discipline, except to properly administer corporal
punishment perthe District’s policy

DRUG FREE WORKPLACE

No employee of Madison County Schools shall unlawfully manufacture, distribute, dispense, possess, or
use on or inthe workplace any narcoticdrug, hallucinogenicdrug, amphetamine, barbiturate,
marijuana, orany other controlled substance, as defined in schedules | through V of section 202 of the
Controlled Substances Act (21 U.S.C. 812) and as furtherdefined by regulation at 21 CFR 1300.11
through 1300.15.
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“Workplace” includes any Madison County school building orany school premises; any school -owned
vehicle orany otherschool approved vehicle used to transport students to and from school or school
activities; off school property during any school-sponsored or school-approved activity, event, or
function, such as a field trip orathleticevent, where students are underthe jurisdiction of the school
district.

As a condition of employment, employees shall notify their supervisor of any conviction of any criminal
drug statute fora violation occurringin the workplace as defined above, no laterthan 5 days aftersuch
conviction.

All Madison County School District employees shall abide by the terms of the school district policy
respectingadrug-free workplace. Anemployeewho violates the terms of this policy may be non -
renewed or his or heremployment may be suspended orterminated.

The offense willbe reported to the Mississippi Department of Education, which may suspend or revoke
the certificate of a certificated employee. Miss. Code Ann. §37-3-2.

Sanctions againstemployees, including non-renewal, suspension, and termination shall be in accordance
state statutes.

DEMEANOR AND PERSONAL APPEARANCE

Employeesare expected toreflect favorably onthe District through their demonstrated personal
integrity, job demeanorand personal appearance, including their communityrelations and the
avoidance of behaviorwhichis offensive, orinfringes on the rights of others.

All employees are expected to be neat and well-groomed at all times while at work. Immodest clothing
isconsideredinappropriate attire and should not be worn. Asa general rule, employees should adhere
to the “Dress and Personal Appearance” section of the student handbook which is attached in the
Appendix of this handbook. Administratorsreserve the rightto make a determination astothe
appropriateness of employee appearance and will dosoina non-discriminatory manner.

Administrators/supervisors may ask an inappropriately dressed employee to leave work and return with
properattire. Violation of this policy may subjectan employeeto discipline, uptoand including
termination.

DUTIES/RESPONSIBILITIES OF TEACHERS
The teacheris legally responsibletoact ina reasonable and prudent manneratall times.
Specifically, the teacher must do the following:

e Neverleave students unsupervised.

e Require studentstoconductthemselvesinanorderly and safe manner, and administer
such disciplinary actions as are reasonable and properin any situation involving student
misconduct.

e Use discretionand follow the District policy in the administration of corporal
punishment.

e Reportany unsafe conditioninthe school plan oron campus to the principal so that it
may be corrected.

e Strictlyadhere toall stated policies of the Districtand the individual school.
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To plan, organize, and conduct a program of instructioninthe subjects orgradesto

which assigned.

To assume custody of the students assigned to their care and to take precautions that will
ensure the students’ safety and generalwelfare. Students should never be left unsupervised.
To participateinall pre-school conferences and in-service training programs, unless assigned
school duty conflicts.

To perform extra-curricular duties assigned by the principal, such as room, hall, playground and
similaressential duties.

To attend all faculty meetings called by the principal, coordinators, supervisors, or
superintendent, unless excused by the person calling the meeting.

To keep classesinsession each day during school hours and not dismiss them forany time
withoutthe prior consent of the principal.

To be responsible forall school property and equipment entrusted to them.

To be responsible forthe behavior of their students and all other students with whom they have
contact on campus.

To prepare all records as directed by the rules and regulations or required by the principal,
supervisor, or superintendent.

To make any and all requests to the School Board through the principal and superintendent.

To be strictly accountable to the principal and superintendent forthe performance of their
teachingduties.

To keep lesson plans and/oroutlines of class procedures. These will aid principalsin p erforming
theirdutiesand will serve as guidelines for substitute teachers.

In all cases where a teacherterminates employment during the school year, said teachershall
provide lesson plans foratleasttwo weeksinadvance to the replacementteacher.

To practice, and to require students to practice, good housekeeping by forbidding litter; by
storing books, work materials, supplies and equipmentinaneatand orderly manner; and by
other practices designed to reflect good housekeeping.

To notify the principal or his designeedirectly upon any anticipated absences, obtaining prior
approval whenrequired.

To strive to interpret the work of the school fairly, honestly, and adequately to patrons at every
opportunity.

To avoid doctrinal sectarian, and denominational teaching.

To keep up to datein theirsubject area.

To strive at all times to maintain cordial relationships with the home and parent(s)/guardian,
keepingthe parent(s) guardianinformed of the student’s progress and holding conferences
whenever necessary.

To perform other duties as may be assigned by the principal orassistant principal.

Failure by teachersto meettheirresponsibilities may have severe consequences, and teachers
may be heldlegally liable for negligence in the performance of theirduties

Do not engage inany type of inappropriate contact with students

Do not textstudents

Do not exchange cell phone numbers or communicate with students through any channels not
provided by the District
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EEF FUNDS

Each teacherwill receive an Educational Enhancement Funding (EEF) card afterthe start of school.
Teachers are to spend these dollars with highest level of fiduciary responsibility and efficiency as
possible. The teachershould make a photocopy of any and all receipts, and maintain theserecords for
three years. Any materials orassets purchased with EEF funds are to remainin the classroomand/or
with Madison County Schools.

ELECTRONIC COMMUNICATION

Employees of the District have access to a variety of forms of electronicmedia and services, including
computers, networks, electronic mail, fax machines, printers, and the internet. These services are made
available toemployeesin orderto helpthem performtheirjobs as efficiently and effectively as possible,
and should not be misused.

All employees should remember that electronicmediaand services provided by the District are the
property of the Districtand their purpose is to facilitate and sup port the District. Noright of privacy
existsin favorof any employee of the District with respect toinformation placed on the electronic
media systems by such employee. All electronicmediasystems, including but not limited to desktop
PCs, laptop PCs, networks, electronic mail, telephone and fax records, printed documents, Internet
activity, computerdisks and CDs stored in the District’s offices, are subject to review by the District. The
District has the right to review, audit, interrupt, access and disclose messages created, received, or sent
overthe electronicmedia systems of the District.

Furthermore, the District has the right to use software that makes it possible toidentify and block access
to Internetsites containing sexually explicit or other material deemed inappropriate forthe workplace.

The District, or its authorized designees, reserves the righttoreview atany time, all information
containedinthese systems (evenif previously deleted or archived). Fora complete overview of the
District’s Acceptable Use Policy, seethe appendix of this handbook.

EMERGENCIES

It is essential that staff be knowledgeable of the school’s emergency procedures. Remain calm during
emergencies; and always referfirst to yourschool safety plan for details on how to handle an
emergency onyourcampus. Inthe case of an emergency, updates will be posted onthe MCS website,
Twitterand Facebook accounts; in addition to notification through the local media outlets and the
District’s phone notification system.

Fire Drill
In the case of fire, you should know the fire evacuation routes and procedures for your school.
You should know the location of the nearest fire extinguisherand how to use it.

Inclement Weather
e Severe Weather Watch —weather conditions are such that severe thunderstorms may
develop.
o Severe Weather Warning—a severe thunderstorm has developed and will probably affect
those areas stated in weatherbulletin.
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Students will remainin classrooms unless notified by office personnel, who will continuously monitor
the situation.

e Tornado Watch —weather conditions are such thata tornado may develop.
e Tornado Warning—a tornado has formed, beensighted and may affect those areas statedin
the bulletin.

A tornado warning will be announces by aseries of shortrings of the bellsfor 30 seconds. If electricity is
not available, the notification toimplement these tornado-warning procedures willbe announced
verbally by office personnel. Relocate all students from portable classrooms and outside area. Openthe
windows in exterior walls and corridor partitions of classrooms. Relocate students to areas offering the
greatesttornado resistance. All doors and windows in both exteriorandinterior walls should be open.
Teacherswill supervise theirstudents and will keep theirroll books with them. When reaching the
designatedshelterareas, students and teachers willbe seated with their backs to the walls knees drawn
up and head between their knees. Coats and jackets, when available, could be used to cover head, arms,
and legs so as to reduce injuries from flying particles of glass and other debris.

Earthquake
An earthquake warning will be announced verbally by office personnel.

Personal Emergency
In case of personal emergency, the teachershould notify the office immediately.

EMPLOYEE BACKGROUND CHECK

By state statute, all newly hired licensed and non-licensed employees must have a criminal records
check performed by the FBQ and the State CIC center. Fingerprints must be taken and submitted as part
of the background check. The cost to conduct the background checkis $40.00 perapplicant.

Criminal Records/Child Abuse Registry Check

The Superintendent shall requirethat current criminal records background checks and current child
abuse registry checks are obtained and such informationis kepton file forany new hires applyingfor
employmentas eitheralicensed ornon-licensed employee who was notemployed by the District before
July 1, 2000. Allapplicantsshall be fingerprinted forsuch background checks. The Superintendentshall
be responsibleforseeingthat the District complies with the requirements of Miss. Code Ann. 37-19-17
regarding such background checks.

If for any reason background checkinformation is not provided before an empl oyment contractis signed
or at-will employment begins and the background check discloses information making the employee
ineligible foremployment, the Superintendent may immediately revoke any contractand terminate any
employmentrelationship. If the Superintendent revokes a contract for these reasons, he shall inform
the Board of Education forits approval of the revocation. Itisthe policy of the District that pursuantto
Miss. Code Ann.,37-19-17, no waivers willbe granted to new hires orto any person who has already
been granted an employment contract orwho has begun employment beforethe required background
checks disclosures have been provided to the Districtif such information discloses afelonyconviction,
guilty plea, orpleaof nolo contendere to a felony of possession orsale of drugs, murder, manslaughter,
armed robbery, burglary, rape, sexual battery, a sex offense listed in Miss. Code Ann 45-33-23 (g), child
abuse, arson, grand larceny, gratification of lust, or aggravated assault which has not been reversed on
appeal or forwhich a pardon has not been granted.
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The Superintendent may in his discretion, grant waiversif he finds mitigating circumstances for
possession of drugs orfor any felony or misdemeanor otherthatthose listed inthe paragraph above
that are disclosed on such background checks. If the Superintendent decides to grant such a waiver, he
will disclosethe waiverto the Board of Education before the Board considers the applicant for
employment by the District. If the background checkinformationis not provided until after
employment has begun, the Superintendent shall inform the Board of his grant of a waiverand present
it to the Board of Education for approval and ratification.

EMPLOYEE CONDUCT AND WORK RULES
To ensure safe and orderly operationsinthe school district and provide the best possible work
environment, the District expects all employees to follow rules of conduct that will protect the interests
and safety of everyone in the organization. Itisnotpossible tolistall the forms of behavior which are
considered unacceptable inthe workplace. Therefore, the following are examples of conduct that may
resultindisciplinary action, up to and including termination of employment:
e negligencetowards orendangermentof students
e intentionaldamage toschool property orequipment
e violationorinappropriateremoval or possession of District property
falsification of records, including timekeeping records
e workingundertheinfluence of alcohol orillegal drugs while on duty, or while operating school-
ownedvehiclesorequipment
e violation of safety orhealthrules
e sexual orotherunlawful orunwelcome harassment, including bullying
e possession of dangerous or unauthorized materials, such as explosives or firearms, inthe
workplace
e unauthorized absencefrom work station during the workday
e unauthorized use of telephone, mail system, or otheremployer-owned equipment
e failure to maintain classroomdiscipline oran appropriate educational environment
e violation of personnel policies orany District policies and procedures
e unsatisfactory performance or conduct
e failuretointeract courteously and tactfully with supervisors/administrators, co-workers,
students, and vendors to the pointthat productivity or morale suffers may be grounds for
disciplineand possible termination.
e |nappropriate contact with students via texting, social media, etc.
o failure to notifyimmediate supervisor or districtadministratorin atimely manner of serious
matters involving students ordistrict employees
e transportingstudentsin personal vehicles

Certified employees are subject tothe provisions of the School Employment Procedures Actand further
can be suspended orterminated for specific, statutorily enumerated infractions and other good causes.
Classified employees serve at the will of the Superintendent or his designeeand may be terminated at
any time, with or without cause, and without advance notice. Classified employees are notentitledtoa
hearing.
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FAMILY AND MEDICAL LEAVE ACT

For a full explanation of the Family and Medical Leave policy (FMLA), e mployees are instructed to refer
to the revised Board of Education policy on FAMILY AND MEDICAL LEAVE, whichislocatedinthe
Appendix of this handbook.

It is vital that an employee communicate with his/her Principal/Supervisor and Central Office Staff
when considering FMLA. Please note the following steps:

Step 1: First notify your school principal of the need for FMLA and then contact the Office of Human
Resources at Central Office to begin the process.

Step 2: Employees, or an appropriate representative, shall submit a completed Application for FMLA
leave (District Form MCSD 0001-0003), 30 days inadvance whenthe needforleaveisforeseeable, or as
soon as possible inemergencies.

Step 3: In an emergency, notice of the need for leave must be given as soon as possible, but no later
than five business days after the leave begins.

Step 4: The District will allow employees up to 15 calendar days to provide medical certificationif FMLA
leave was not foreseeable. (District Form MCSD 0001-0003) WH-380 "Certification of Health Care
Provider") forms are available from the Human Resources Department.

Step 5: Employees must provide complete and sufficient certification by submitting a completed
(Department of Labor, WH-380, "Certification of Health Care Provider"/District Form MCSD 0001-0003)
form. A health care certification isincomplete orinsufficientif one or more applicable entrieshave not
been completed orif the information provided is vague, ambiguous, or non-responsive. Theemployee
will be allowed no more than seven calendar days to resubmit the forms. If the forms are not
resubmitted, the employee will be denied coverage under FMLA and be subject to disciplinary action up
to and including dismissal.

Step 6: The Office of Human Resources shall document leave requests which qualify as FMLA leave, and
will designate any qualifying leave taken by the employee as FMLA leave. All leave which qualifies as
FMLA leave shall be designated as such and shall be subject to all the provisions of the FMLA and District
Policy.

Step 7: FMLA leave will run concurrently with earned sick leave, vacation, compensatory time and/or
personal leave used fora FMLA qualifying event. Madison County School District requires employees to
exhaust paid vacation and sick leave before using any remaining unpaid FMLA leave.

Step 8: For instructional employees, as defined by the FMLA, the employee will need to reapply for
Family Medical Leave forthe nextschool year.

Step 9: Under FMLA leave, the employee has the right to return to work during the approved FMLA
leave period if a health care provider provides a written Fitness to Work form to the District that the
employee, inthe opinion of the health care provider, is able to perform the essential functions of the
job. Dependingonthe needs of the District, employeesin aninstructional capacity may be required to
extendtheirleaveif the requested time off interferes with the ending of an academicterm. (see page 45
of the Staff Handbook, Section XIV Leave Requested Near the End of an Academic Term)
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Step 10: If an employeefailstoreturntowork after unpaid FMLA leave has ended, the health insurance
premiums paid by the District onthe employee's behalf during the FMLA event, with certain exceptions,
is a debt of the employee due and payable immediately to the District. An employee is considered to
have returned to work if he or she returns for at least 30 calendar days.

Step 11: For the purposes of FMLA, the Madison County School District's "12-month period" is a "rolling"
12-month period measured backward from the date an employee uses any FMLA leave.

Step 12: If an employeeand spouse are both eligible for FMLA leave and both work for the District, their
combined leave entitlement will be 12 weeks if the leave is for the birth, adoption or placement of a
child, or the illness of a parent or dependent child. (see page 45 of the Staff Handbook, Section XVI
Spouses Employed by The Same Employer)

Step 13: During approved FMLA leave, Madison County School District will continue to provide group
health insurance on the same terms and conditions as provided other employees. Other insurance
coverage, including dependent coverage underthe group health plan, the employee may continue to
make any contributions that he or she made to the plan before taking leave. (see page 43 of the Staff
Handbook, Section IX Benefits Coverage During Leave)

Family Medical Leave Act Checklist

1. Notify yourschool administratorthatyou are seeking FMLA.

2. FMLA forms (Leave of Absence Request Form and Certification of Provider) must be
completed and returned to the Human Resources Department within 30days of the scheduled
leave (unless an emergency).

3. Employeesshould contact theirimmediate supervisor and the Office of Human Resources every
two weeks viaemail or phone call to keep the District abreast of the employee’s recovery.

4. |Ifthisisa maternity leave, you must make an appointment with the Office of Human Resources
at which time the district policy will be explained. Please make note you will be paid according
to the number of available compensable days you have in the system.

5. Upon your return to work, you must provide documentation from the doctor stating it is
acceptable for you to return back to work without restrictions. If there are restrictions, please
contact Human Resources (Fitness to Return to Work Form).

FIELD TRIPS

Teachers mustsubmita requestfora field trip to the school principal. All trips should be educational
and well planned. Time lines, set by the principal, must be followed (a minimum of 15 days priorto the
trip). The numberof trips will be limited due to the complexity of arranging and the legal liability
involved.

Planningthe field trip and arranging the details are the teacher’s responsibility. All field trips must be
approved by the Principal, and must be submitted for a bus permit two weeks prior to the trip. This
includes any and all events pertaining to athletics oracademicevents. Consultyour principal and follow
the guidelines established at yourindividual school.

Field trips should not occur during statewide testing. All field trips will be taken prior to May 1.

25



GRADEBOOK

e Teachersare to keep accurate, up-to-date records of the students’ grades.

e Testsare to be graded only by the teacher.
e Gradesare averagedin accordance with approved averaging guidelines.

e Gradesare postedinatimely manneraftergrading.

e Progressreportsare completed ontime.
e Reportscards are completed with noinaccurate orincompleteinformation provided.

e No school board member, school superintendent, assistant superintendent, principal,
guidance counselor, otherteachers, coaches, orotheradministrative staff members of the
school or the central staff of a local school board shall attempt, directly orindirectly, to
change, alter, or otherwise affect the grade received by a student from his teacher. (MS

Code 37-11-64 (2013)

GRADING PERIODS

Nine Weeks Number of Dates Progress Reports Report Cards
Days
First 46 August 4-October?7 September8 October13
Second 44 October11-December 16 November 10 January 5
Third 47 January 3-March 10 February 2 March 23
Fourth 43 March 20-May 19 April 13 May 22

GRIEVANCE PROCEDURE (PERSONNEL)

Level 1:

All grievances must be submitted on the Grievance Form Level 1. The grievant’s statement should
include the date, time, place, nature of the alleged act or omission, the names of personsinvolved and
witnesses as well asany documents supporting the grievance, and the District policy, state law, or
federal law violated. The Level 1form must be giventothe grievant’s principal or supervisor within 5
working days of the alleged act or omission. If the grievance is againstthe grievant’s principal or
supervisor, the grievant should give the Level 1form to the Director of Human Resources (HR Director)
within 5 working days of the alleged act or omission.

The principal/supervisororthe HR Director, as the case may be, will investigate and attemptto resolve
the grievance informally. Any resolution must be documented onthe Level 1formand returnedtothe
grievant within 5working days from receipt of the Level 1 form by the principal/supervisor orthe HR
Director.

If the grievantis not satisfied with the resolution at Level 1, the grievantis responsible for submitting to

the HR Director, the Level 1 form and the Level 2 form with the intention to appeal the decision of the
principal/supervisoror HR Director.
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Failure of the grievant to submit, within 5working days fromreceipt of the Level 1 form with the
recommended resolution, both the Level1form and the Level 2 form to the to the HR Director, shall be
deemed acceptance by grievant of the decision by the principal, supervisor, or HR Director.

Level 2:

The HR Directorwill inform the Superintendent of the Level 2 grievance. The Superintendent or his
designee will conduct an investigation and afford the grievantan opportunity totell hisorherside of
the grievance and to explain why the recommended resolution is not satisfactory.

Within 20 working days of receipt of the Level 2 appeal, the Superintendent or his designee will rendera
decision onthe appeal and notify the grievant by completingthe Level 2form.

Level 3:

If the grievantis not satisfied with the resolution recommended by the Superintendent or his designee,
the grievant may file aLevel 3 form with the HR Director. The Level 3 form mustinclude copies of both
the Level 1 and Level 2 forms with the recommended resolutions.

Failure by the grievantto give the HR Directora Level 3 form within 5 working days of receipt by the
grievant of the Level 2 form shall be deemed acceptance by the grievant of the decision at Level 2.

Upon receipt of the Level 3 form (with Level 1and Level 2 forms attached), the HR Director must
forwardthe Level 3 grievance to the Secretary of the Board of Education (the Board). The Board shall
considerthe grievance atits nextregularly scheduled meeting unless the Level3formis received so
close intime to the scheduled meetingthat the Board, in its discretion, may decide to consider the
grievance at a later meeting.

At the Board meeting, the grievant shall be given a certain limited time period to ex plain why the
resolution recommended at Level 2should not be affirmed by the Board and what action the Board
should take withrespectto the grievance.

Within 5 working days of considering the grievant’s Level 3appeal, the Board shall renderadecisionin
writingto the grievant.

*NOTE ----- Level 1, Level 2, and Level 3 Grievance Forms are accessible online at www.madison-
schools.com under Employee Resources.

HOMEBOUND INSTRUCTION

Students with documented long-termillness orinjury, which prohibits school attendance, may be
provided homebound instruction, with approval of the principal. Teachers will be asked to assist the
homeboundinstructorin providing educational services as needed.

HOMEWORK
e Teachers may assign a reasonable amount of meaningfulhomework.
e Allhomeworkwillbe checked by the teacher.
e No homeworkwillbe given duringachievement tests, on weekends or holidays without special
permissionfromthe principal.
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e Teachersare expectedto provide assignments and otherassistance to absent students as
specified by the principal.

ILLNESS (STUDENT)
School district employees shall not render medical care to students except firstaid.

Parents/guardians shall be notified immediately by school authorities should astudent
becomeill orinjured at school or duringa school-sponsored activity so that the parent/guardian
may reassume control overthe student. Inthe event of seriousillness orinjury and a
parent/guardian cannot be contacted, school authorities shall seekimmediate professional
medical care. Such care shall be at the expense of the parent/guardian.

If a studentbecomesill while in class, send the student tothe office with a pass. Have another
studentaccompany him/herif his/her condition soindicates. Evenif you believeastudentis
feigningillness, itis still better practice to treat him/heras though he/she is sick. The office will
assume responsibility for furtheraction.

INSURANCE

e Allschool employees are covered by a blanket liability policy.

e Theonlyinsurance deductionto be made on payroll will be group insurance approved by the
insurance committee, the Superintendent, and the School Board. Insurance must be taken
duringthe enrollment period only in orderto qualify for payroll deduction. Anew employee has
30 days afterthe first day of employmentto enroll.

LEAVE
Employeesare instructed to referto the revised School Board policy on SICKAND PERSONAL LEAVE,
whichislocatedinthe Appendix of this handbook.

MEDICATION

Parents/guardians may come to the school and administer medication to their student.

Medication shall be provided or administered to a student by school personnel/school nurses, ONLY
with the written request and consent of the student’s parent/guardian, and by the following the
Medication Administration policy outlined in the student handbook.

NEPOTISM

Employment of relatives inthe same area of an organization can cause serious conflicts and problems
with favoritismand morale. Inthese circumstances, all parties, including supervisors, leave themselves
opento charges of inequitable consideration in decisions concerning work assignments, transfer
opportunities, demotions, disciplinary actions and discharge. Inaddition to claims of preferential
treatment at work, personal conflicts from outside the work environment can be carried into day -to-day
workingrelationships. While the District has no prohibition against hiring relatives, the foll owing
general restriction has been established to help assure fairtreatment of all employees.
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In the placement of personnel, immediate family members cannot be placed onthe same school
campus that would resultin one member supervising and/or recommending anotherfamily member.

If the relative relationship is established after employment, the individuals concerned will decide who is
to be transferred ordischarged. If that decisionis not made within 30 days, the Superintendent will
decide.

In other cases where a conflict of interest orthe potential for conflict arises, evenif thereisno
supervisory relationship involved, the parties may be separated by reassignment orterminated from
employment.

The Madison County School Board reserves the right to make exceptionsto this policyifitisinthe best
interest of the District.

OUTSIDE EMPLOYMENT

Employees choosingto work outside MCS may do so as longas it does not create a conflict of interest or
interfere with theirwork scheduleorjob performance. Outsideemployment that affectsanemployee’s
attendance, work performance, productivity, or conduct, eitherdirectly orindirectly, orthat createsa
conflictof interest of any kind, is strictly prohibited.

PARTIES
Parties may be held only with priorapproval of the principal.

PAYROLL INFORMATION
Senate Bill 2761 mandates that all school districts shall process asingle monthly payrollwith electronic
settlement of payroll checks secured through direct deposits of net pay for all school district employees.

PROFESSIONAL DEVELOPMENT

Re-certification of License

License renewal is a personal responsibility. All licensed employees must renew theirlicense by meeting
specificrequirements of the Mississippi Department of Education.

License renewal requirements can be found at: www.mde.k12.ms.us/ed _licensure/index.html.

Highly Qualified Status

The No Child Left Behind Act of 2001 required that all teachers of core academicsubjects (English,
Reading/Language Arts/ Mathematics, Science, Foreign Languages, History, Civics, Economics,
Government, Geography and the Arts) be “highly qualified” (see appendix) by the end of school year
2005-2006. For more information, contactyour principal orthe district human resources office.

Teachersare requiredto attend and participate in all designated professional development days.
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Certification of Instructional Personnel

Certification of instructional personnelis handled through the Office of Human Resources. Avalid
Mississippi educator license is required under Mississippi law forall teachers and administrators. Each
instructional employee is responsible forthe obtainment and renewal of their certification as follows:

Class A License
o mustearn 10 CEU’s in contentor job/skill related areaor
o 3 semesterhoursincontentorjob/skillrelated areaand 5 CEU’s in job/skill related area or
o 6semesterhoursincontentorjob/skill related areaor
o completionof the National Board of Professional Teaching Standards process

Class AA, AAA, or AAAA License
o 3 semesterhoursincontentorjob/skillrelated areaor
o 5CEU’sinjob/skill related areaor
o completionofthe National Board of Professional Teaching Standards process

Standard Career Administrator
o 70 School Executive Management Institute (SEMI) credits or

o 6 hoursof coursework or
o 35 SEMII credits and 3 hours of coursework

Instructional staff must upgrade the class of their certification with the Mississippi Department of
Educationand submittheirnew licensure upgrade to the Office of Human Resources during first
semesterno laterthan November 30, and second semester between January 1and January 31, fora
contractual revision.

PROPERTY/EQUIPMENT

e Employeesare responsible forall school property and equipment and shall use public property
with care and consideration. Any maintenance problem or malfunction of equipment should be
reported tothe principal promptly.

e Employeesshouldatall times require students to exercise care in use of school property and
equipment. Any damages sustained to property or equipment must be assessed and paid for, no
matter how minor. These occurrences must also be reported to the principal promptly.

e Employeesare responsible forfixed asset devices checked out to them. Damage incurred due to
negligenceorbeyond normal wearis subjecttoa $50 fine forfirstinfractions. Continued neglect
may resultin additional fines and possible denial of access to equipment. Allequipment and
accompanyingaccessories (charger, cord, stylus, case etc.) checked out to employeesis expected
to be returnedin good condition with normal wear. Employees will be financially responsible for
any missing/damaged accessories.

RELATIONSHIPS
e Teacher-Principal: Exchangesofideasinanyareaas curriculum, discipline, instruction, facilities,
services, etc. are encouraged and appreciated. Democratic practices are the goal. The principal,
through class visitation, assists the teacherin every possible way to ensure the most effective
learning foreach student. The teacherand principal continuously keep each otherinformed. In
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dealing with the office of the Superintendent, the proper channel isthrough the principal. This
doesnotinclude personal calls you may wish to make to an office worker concerning yourown
personal dataand actionsrelated toiit.

e Teacher-Student: Each student’s request or problemisimportantand should be treated with
respect. The principal isthe final authority in matters pertaining to students. Forthisreason,
teachersare responsible for preliminary work inthe realm of problem solving before the
principal can act.

e Teacher-Parent/Guardian: Teachers have the responsibility and authority to discussan
individualstudent’s problems directly with the student’s parent(s)/guardian. This may be done
directly, keepingthe principal informed beforehand as to the problem, and afterward, as to the
result. Toknow the parent/guardianisto know the child better. Consult the principal when you
are notsure. Teachers shall not discuss the student’s performance with anyone otherthanthe
student, his/her parents/guardian or with legitimate authorized personnel. Report all evidence
of child abuse to properauthorities and to the principal.

e Teacher-Teacher: Teachers are encouraged and urged to cooperate directly on matters of
mutual constructive nature. Keep the principal informed.

e Teacher-Administrative Staff: Deal directly withany member of the school’s administrative
staff. Bring problem areasin this regard to the principal’s attention. The administrative staff
coordinates, supports and supervises the entire operation of the school.

e Administrative Staff —Associate Superintendent, Superintendent: Immediately reportany
concerns, evidence of abuse, suspected abuse, orany inappropriate activity to an Associate
Superintendent orthe Superintendent. Follow-up with written confirmationto an Associate
Superintendent orthe Superintendent.

REPORTING ABUSE OR NEGLECT
l. THE LAW
Mississippi law requires the following persons to report suspected abuse or neglect:
e Attorneys

e Doctors

e Dentists
e |Interns

e Residents
e Nurses

e Psychologists

e Teachers

e Social Workers

e School Principals

e Child’s Caregiver

e Ministers

e Law Enforcement Officers
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e Orany otherpersonhavingreasonable cause to suspectachild has been neglected or

abused.
Immunity
e Civil Liability—Persons making reports are protected by law from civil liability if they actin
good faith.

e Itisnot necessarytohave absolute proof before reporting. Itis the responsibility of Child
Protective Services to make its own investigation.

Il STEPS TO FOLLOW AFTER SUSPECTING ABUSE.

e Takethe childtoa private place andletthe child tell you aboutthe above. DO NOT
interrogate the child. Encourage the child to express his/herfeelings about the abuse.
Avoidleading questions. Ask open-end questions (i.e., what happened next?)

e Trytoremaincalmand non-judgmental.

Let the child know that you believe hisorherstory.
e Reassurethe child he/sheisnottoblame forwhat happened.
o Respectthe privacy of the child. DO NOT tell other peoplewho do not need to know.

e Explaintothe child whatwill happen next (i.e., tell them you will call someonethat will
helpthem.)

. REPORTING WITHIN THE SCHOOLSYSTEM
e Informthe principal of yourfindings. The principal will establish protocol for who will
contact social services.
e Principal willimmediately notify an Associate Superintendent or the Superintendent.

V. REPORTINGTO SOCIALSERVICES
e Name and address of child and parents or caretaker
e Date of birth
e Nature of child’sinjury
e Identity and address of perpetrator, if known
e Anyotherinformationyou believesocial worker will find helpful
e Namesanddate of birth of otherchildreninthe home

RESIGNATION

Employees who wish to resign from Madison County Schools must submitaletter of resignation with an
intended final effective date of employment. The resignation letter with an original signature must be
submitted to the principal orimmediate supervisor to be forwarded to the Office of Human Resources
for School Board approval. Any certified contractual employee who remains under contract at the time
of the intended resignation must request to be released from their contract through School Board
approval.

RETIREMENT

Any employee who planstoretire should contact the Office of Finance toinformthem of the intent to
retire. Aretirementletter with an original signature must be submitted to the Office of Human
Resources forSchool Board approval. EmployeeswillneedtorequestaPERS retirement packet. PERS
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suggestsa 90 day advanced notice forthe pre-application to be processed. This should be a90 day
period priorto the employee’s last working day. However, PERS will provide an audit of an employee’s
service upon written request, 18-24 months priorto the intended retirement date.

SAFETY

The Districtis concerned with the safety of all its employees, students and guests. All employees must
observe and abide by safety standards and be safety conscious at all times. It is policy of MCS thatevery
employeeisentitled towork underthe safest possible conditions. Every reasonable effort will be made
to provide and maintain asafe and healthy work place, safe equipment, proper materials, and to
establish and insist upon safe methods and work practices at all times.

To preventaccidents orinjuries, the following safety standards should be followed:

e All heavyobjectsshouldbe lifted or moved by personnel trained in the use of the proper
equipmentandtechniques forthese tasks.

e Keepclassrooms, work areas and floors free from clutterand spills.

e Do not obstruct doorways, hallways, or stairways in any manner.

o Know the location of the fire extinguishers and emergency exits in the building.

e Do not engageinhorseplay. Practical jokesand horseplay canlead toaccidents and are not
considered appropriate on-the-job behavior.

e Use toolsand equipmentonlyif youhave been properly trainedin theiruse and onlyforthe
intended purpose of their use.

Should anaccidentoccur, please referto the “Worker’s Compensation” section of this handbook.

SCHOOL BOARD

The Madison County School Board meets the first Monday of every month at 5:00 p.m. Meetings are
heldinthe board room located at MCS Central Office, 476 Highland Colony Parkway, Ridgeland, MS
39157. Deadline forsubmission of agendaitemsis noon onthe Wednesday two weeks prior to the
nextscheduled meeting. This deadline is firm. Agendaitemsshould be addressed to:

Office of the Superintendent

Attn:Ellen Aregood

Madison County Schools

476 Highland Colony Parkway Ridgeland, MS 39157 (601) 879-3010
Email: earegood@madison-schools.com

SOCIAL NETWORKING POLICY

The District recognizes the importance of social mediaforits employees, and acknowledges that its
employees have the right underthe First Amendment, in certain circumstances, to speak out on matters
of publicconcern. However, any employee of the District who participatesin social networking websites
such as MySpace, Twitter, Facebook, LinkedIn and YouTube shall not post any data, information,
documents, photographs, orany otheritemsthatare inappropriate and thatinterfere with the work of
the school district, may disrupt the school environment orthe educational process, impairthe
employee’s ability to perform his/her duties with the District, is used to harass coworkers or other
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members of the school community, creates a hostile orintimidating work environment, breaches the
employee’s confidentiality obligations, or harms the goodwill and reputation of the school district. The
Superintendent or his designeewillperiodically conduct Internet searches to determinewhether
information and items posted on awebsite are inappropriate.

No employee of the District who participatesin social networking websites may use the websites to
fraternize orsocialize with students; orto postinappropriate comments about students. Noemployee
of the District may use text messaging, e-mailor othersocial mediato socialize with or fraternize with
students. Employees should use only District approved websites to communicate with students and
then, only about school matters.

No employee of the District may access his/hersocial networking website for personal use during school
hours.

Any violation of the Social Networking Policy may resultin disciplinary action, up to and including
termination.

SMOKING POLICY

The Districtrequires asmoke-free environment. Smokingand all other uses of tobacco by District
employees, students and visitorsin school buildings, on school grounds and property,andonor in
District buildings and vehicles, shall be prohibited atall times. This banincludesall employees, students,
and patrons attending school sponsored athleticevents and meetings.

STATEMENTS OF COMPLIANCE

In compliance with federal law, including provisions of Section 504 of the Rehabilitation Act of
1973/Americans with Disabilities Act, Title IX of the Education Amendments of 1972, and Title VI of the
Civil Rights Act of 1964, the District does not illegally discriminate on the basis of race, color, national
origin, gender, age, or disability, in the administration if its educational policies, programs, and activities,
orin employment. Anyinquiries regarding compliance with Title IX of the Education Amendments of
1972, andTitle VI of the Civil Rights Acts of 1964 should be directed to:

Mrs. Shay Williamson, Madison County Schools
476 Highland Colony Parkway
Ridgeland, MS 39157  (601) 879-3033

The following personis designated as the Section 504/American with Disabilities Act Coordinatorand
will handle any inquiries:

Mrs. Lynn Slay, Madison County Schools 504 Coordinator
476 Highland Colony Parkway
Ridgeland, MS39157  (601) 853-1326

STUDENT TEACHERS
The District’s Board of Education, recognizing both its responsibility to improve the quality of teacher
training and the contribution that student teachers can make to the schools, encourages the
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administration to cooperate with teacher-traininginstitutionsinthe placement of studentteachersin
the district’s schoolsin all reasonable ways. All initial arrangements with colleges or otherinstitutions
shall be subjectto board approval. 37-132-1

The importance of teacher-training to the future of education, and the need to assure a high quality of
performance in ourschools, demand that student teachers be placed only with the bestteachers.
Because teachers continue their primary responsibility, (the education of their students), their
commitmentis doubled. These teachers must have demonstrated a capacity and willingness to meet
these additional demands. The teacher, in cooperation with the principal and the representative of the
preparationinstitution, shall assign the student teacherorintern responsibilities and duties that will
provide adequate preparation forteaching. 37-132-3

In all arrangements made with preparationinstitutions, the school system shall have the privilege of
interviewing and accepting orrejectingindividual candidates for studentteaching and internships.

Any studentteacherorintern underthe supervision of a certificated teacher, principal, or other
administratorshall have the protection of the laws accorded the certificated employees of the district.
While acting as a studentteacherorintern, he/she shall comply with all rules and regulations of the
districtand observe those duties assigned to certificated personnel. 37-132-5

Teacher-Student Teacher Relations

It shall be the duty of the central administrative office to determine the number of student teachersand
the academicareas to be served each quarter or semester. This decision will be reached after
consultation with the principal concerning such placement.

The following regulations shall apply:

e Placementshall be made by the central administrative office.

e Studentteachersshall be assignedtothe school ratherthanto individual teachers.

e The principal shall determine ascheduleand make assignments within each school.

e Studentteacherswill be assigned to ateam of teachers, whenever possible, and will work
underthe leadership of the team members.

e Firstyear teachersshall notbe assigned student teachers.

e Teachersshall be responsible forthe following:

o Pupildiscipline

o Pupil evaluation

o Pupil assignments (length and quality)

o Properdelegation of studentteachingtime.

e Teachers mustunderstand thatstudentteachers may prove invaluableinthe education of
theirclasses, butby no meansisit intended thatstudent teachers replace the teacherinthe
classroom. It shall be considered mandatory that teachers do not desert studentteachersin
the classroom.

e Theteacheris responsible foreverythingthattakes place in the classroom, whetherornot
he/she has a studentteacher.

e Administrators may deemit necessary and beneficial to student teachers toinvolve themin
activities otherthaninstructional.

e Thefollowingtime tableisrecommended in determining student teachers’ actual teaching
time and classroom management:
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Phase No. 1-3 weeks: observation, orientation and assisted instruction

Phase No. 2-3 weeks: observation and supervised participation

Phase No. 3-3 weeks: supervised participation, planning, and introductory instruction.
Phase No. 4-3 weeks: continued supervised participation, planning, and instruction.
The classroomteacheris responsible forthe implementation of the above timetable
which shall be sufficiently flexible to meet the needs of the student teacher and
pupils.

O O O O O

TEACHER APPRAISAL

The District utilizes both formative and summative evaluation of its licensed employees. Formative
evaluations may be viewed as growth-oriented supervision and is designed to help teachers and other
licensed personnel improve theirinstructional skills. Its purpose is primarily developmental. Summative
evaluations, on the otherhand, assesses competency and are used for accountability purposes.

Using the Madison County School’s Teacher Evaluation Instrument and the MSTAR, teachers will be
formally evaluated atleast once per semester. Evaluation will be based on observation both inside and
outside the classroom. All teachers receivinga U or B in any category may be placed ona Teacher
Improvement Plan, and employment decisions will be made by April 15, as outlined in the Education
Employment Procedure Law. Teachers within theirfirst year of employment with Madison County
Schools, orthose who have not accrued two continuous years of employmentin a Mississippi public
school are notentitledtothe protections of this law.

Afterateacherhas been observed twice and the teaching performanceis deemed unacceptable inthe
judgment of the principal, the teacher may be placed onan improvement plan. Duringthistime, the
teacherwill have a conference with the principaland should expect frequent observations from the
principal and designated district office staff. When, inthe opinion of the principal, necessary
adjustments have been made and teacher performance has become acceptable, the improvement plan
shall be dismissed. Inthe event performance does notimprove to an acceptable level, the principal may
take necessary action to recommend to the Superintendent non-renewal of contract.

In orderto provide additional feedback to teachers, the state of Mississippi hasimplemented use of the
MSTAR rubric. MCS isinthe processof implementingthisassessment.

Anyemployee whowishes toreview their personnel file must givea 24 hour notice tothe Human
Resources Departmentand an appointment time will be set.

TEACHER SUPPORT TEAMS

The District has implemented Teacher Support Teamsin all elementary, middle, and high schools to
assistteachersin determininginstructional interventions for students with learning problems, which
interfere with their participation or performance in the classroom and the school environment. These
problems may be academicor behavioral. Teachers should contact the Teacher Support Team
chairperson attheirschool or the principal formore information regarding referral of a student.
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TEXTBOOKS

Textbooks are made available to each studenton a yearly basis. Workbooks and otherinstructional
supplies are purchased by the student through fees which are collected at the beginning of the school
year.

Traditional student textbooks at the elementary and middle school level may not be assigned for
English/Language Arts/Science/Social Studies, in Madison County Schools. Followingbest practicesin
literacy instruction, learningis facilitated for each student at theirinstructional level through leveled
books/resources. These books/resources are provided forall students through leveled book rooms
located in every elementary and middleschool.

All Madison County Schools high school students participate in the one-to-one initiative, and have
access to all instructional materials through e-books, Internet, or Compass learninginstruction.

Teachersare to record book identification numbers, book title, and the student receiving the textbook.
When a child movesfrom his/herschool, the books are turnedinto the classroom teacher before
records are released.

Students will be charged for books that are lost. The fee will be based on the four-yearaverage textbook
life. Minimum charge is 25% of the contact price. All such losses and collections shall be reported to the
principal.

Teachers, principals, and assistant principals distributing books to pupils are authorized to collect for any
damage or excessive wear of the textbooks. The amount collected should be determined by the extent
such damage hasimpaired the future use of the book and should be sufficient toimpress upon parents
and childrenthe necessity for proper care and the use of the state-funded textbooks.

TRANSFERS

The Superintendentshall be the finalauthority involving assignment and transfer of teachers within the
school district. All such changesare subjectto the approval of the School Board. Teachers whodesire a
transferfromtheir presentteaching assignment must make such arequestin writingtotheir principal.
The sending principal, the receiving principal, and the Superintendent must approve transfers. All
transfers will be considered on theirown merits. The principal has the authority to determinethe
assignment of any employee within the school. The principal has the authority torecommendto the
Superintendent the transfer of any employee. Once ateacherhas accepted his/herschool assignment,
the teacheris encouraged toremain atthat location forthree years before being consid ered for
transfer. Please referto youradministrator orthe Office of Human Resources regarding deadlines for
transferrequests.

A teacher’s contractis with the Board of Education of the District. The contract is not fora particular
school, particular grade or specificsubject.

TRANSPORTATION

Districtemployees are allowed to transport students in District-owned vehicles, provided they have
obtained written permission from the student’s parent/guardian, and have notified and obtained
permission from theirsupervisor.
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TRAVEL

Out-of-State

Teachers requesting permission to travel out-of-state to attend workshops or to take students on out-
of-state field trips must first obtain School Board approval. Requests should be made in writingto the
principal. Upon approval he/she will forward the request to the appropriate Central Office personnel
who will processitfor placement onthe school board agenda.

In-State
In-state travel does not require Board approval.

Travel Advances are allowed for:
e in-state foodandlodging
e out-of-state food and lodging
e studentsandtheirchaperonesattendinganyin-state or out-of-state school related programs,
conventions or seminars (this advance may only come from school activity funds)
e traveladvanceswill notbe made forpersonal automobile use

e alltravel advancesshall be settled withintwo calendar weeks afterthe employee returns from
the trip

TUTORING POLICY
The District will permit on-sitetutoring by ourteachers provided that the following conditions are met:
e Teachersare notreceiving compensation to tutor students that they currently teach.

e Tutoringdoesnotbegin until afterthe teacher’s normal school day ends.

e Teachersmustfill outthe properformand submitto theirprincipal forapproval. The form will
contain the followinginformation:

Name of student/students being tutored

Subject tutoring

Day/days tutoring

Location of tutoring (room#)

Cost perstudent perhour

Number of students beingtutored per hoursession

O O O O O

o How are students beingtransported home aftertutoring session ends
e Principal mustsign off onthe requestand keep a record on file in the school office.

UNLAWFULACTIVITY

Teacherswho suspect or have direct knowledge of unlawful activity either by students or other district
personnel should immediately reporttheirsuspicions to their principal orimmediate supervisor who will
take appropriate action.

VISITORS
All visitors to school shall report to the principal’s officefor clearance and obtain written authorization
to enterthe building. Teachers shall report any unauthorized visitors to the office immediately.
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WITHDRAWAL PROCEDURES

Any student withdrawing from school must have a parent/legal guardian contact the school and signa
record form before withdrawal procedures willbe initiated. Teachers are responsible for providingand
accurately recording all necessary information for the withdrawal procedure.

WORKERS’ COMPENSATON

The District’s goal is to provide asafe work environment. Each employeeshall comply with all
occupational safety, health policies and standards. Should an accident occur, the employee must
immediately reportanyinjuryorillness, no matter how minorit may seem, totheirsupervisor. The
supervisormustreportthe incidenttothe Workers’ Compensation Coordinator. Failure to do so may
jeopardize eligibility for workers’ compensation.

All employees are covered for medical expenses and loss of income due to accidental injury onthe job
through Workers’ Compensation. Employees are covered against certain loss of earnings due toinjuries
on the job by workers’ compensation insurance policy furnished by the District. No compensation will
be allowedforaninjury, illness or death due to willful misconduct, intentional self-inflicted injury,
intoxication, or willful failure orrefusal to use safety devices or lack of compliance with prescribed
safety procedures. The payment of medical billsand compensation payments will be in accordance with
all applicable workers’ compensation laws.

Should an employee sufferan occupational injury orillness, the following steps should be taken:

e Anynecessary first-aid treatment should be administered.

e When physically able, the employee should immediately reportthe injury orillness to his or her
supervisor.

e Both the employeeandsupervisor mustcomplete a Report of Accident/Injury form within 24
hours of the injury. These forms are available from the employee’s supervisorand online at the
District website. Both forms must be signed and dated by the supervisorandforwarded to the
Workers’ Compensation Coordinatorin the Office of Human Resources as soon as possible.

e Anyone whorefusestocompletethe First Report of Injury paperwork willbe viewed as being
insubordinate and may be subjectto disciplinary action up toand including termination.
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FAMILY LEAVE ACT POLICY

I PURPOSE
To define the Madison County School District’s policy and procedures with regard to family and
medical leave.

1. GENERAL

Employeeswho have been employed foratleast one (1) year, and for at least 1, 250 hours
duringthe preceding 12-month period are eligible for family and medical leave. For

employees not eligible for family and medical leave, the Madison County Schools Office of

Human Resources and Finance will review business considerations and the individual circumstances
involved. Except for those employees designated as “highly compensated employees”,

employees will be returned to the same or to an equivalent position upon theirreturn

fromleave.

Family or medical leave will be unpaid leave. If leave is requested foran employee’s
own serious health condition, the employee must use all of his or heraccrued paid
vacation leave, sick leave or personal leave. If leave isrequested forany otherreasons
listed below, an employee must use all of his or heraccrued paid vacation, personal
leave andsick leave, tothe extentallowed under Policy GDRHA. The remainder of

the leave period will then consist of unpaid leave.

Available paid leave will be used concurrently with family and medical leave.

Il. DEFINITIONS
1. “Eligible employee” —Any employee of Madison County Schools who has been employed for at
least 12 months priorto the commencement of the leave (not necessarily 12 consecutive
months) and has worked at least 1, 250 hours duringthe 12 month period priorto the leave.
Based on this, employees of Madison County Schools that work less than the minimum daily
hours shown on the following scale forthe 12 month period priorto the leave are noteligible

for FMLA:
DAYS EMPLOYED MINIMUM DAILY HOURS FOR ELIGIBILITY
180 6.94
182 6.87
183 6.83
187 6.68
197 6.34
200 6.25
207 6.03
221 5.95
240 5.21
250 5.00

2. “Spouse”—Eligible employee’slegal spouse. Does notinclude “common-law” spouses or
unmarried domestic partner.
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“Child”- A biological, adopted or foster child, a step child, legal ward, ora child of a person
standingin place of the parent. The child must be underthe age of 18 orincapable of self -care
because of mental or physical disability. Includes any child forwhomthe employee is acting as
parent.

“Parent”- The eligible employee’s biological parent orsomeone who stood in place of the parent
to the employee. “Parent” does notrefertothe parent of the employee’s spouse.

“Serious health condition”- Those thatinvolve inpatient care orthe continuous treatment or
supervision of a health care provider. Examplesincludes, but are notlimited to: heart attacks
and conditions requiring surgery (ex: bypass or valve operations) most cancers, back conditions
requiring extensive therapy orsurgery, strokes, severe nervous disorders, severerespiratory
conditions, pregnancy, severe morning sickness, pre-natal care, childbirth, recovery from
childbirth, appendicitis, pneumonia, emphysema, severe arthritis, injuries caused by serious
accidents.

Short —term conditions requiring only brieftreatment and recovery are not “serious health
conditions”. These types of conditions are covered underthe regularemployee sick leave policy
(Policy GDRHA). Such conditionsinclude the common cold, flu, earaches, upset stomach, minor
ulcers, headaches otherthan migraines, routine dental or orthodontia problems and
periodontal disease, unless the condition meets the regulatory criteriafora serious health
condition, e.g., anincapacity of more than three consecutive calendardaysthatalsoinvolves
qualifying treatment. Also, voluntary or cosmetictreatments (e.g., treatments foracne or plastic
surgery), which are not medically necessary, are not “serious health conditions” unlessin-
patient careis required or complications arise.

“Inpatient care”- Atleastone (1) day’s stayin a hospital, hospice orresidential medical care
facility, including any period of incapacity (defined as an inability to work, attend school or
perform otherregulardaily activities), orany subsequenttreatmentin connection with such
inpatient care.

“Continuingtreatment” —Includes the following: a) two or more visits to a health care provider;
b) two or more treatments by a health care practitioneron referral fromunderdirection of a
health care provider; c) a single visit to a health care providerthatresultsin continuing
treatmentundersupervision of ahealth care provider.

“Health care provider” —Includesthe followingif authorized to practice by the State in which
they practice: doctor of medicine or osteopathy, podiatrist, dentist, clinical psychologist,
optometrist, chiropractors, nurse practitioner, nurse midwife, Christian Science practitioners
listed with the First Church of Christ Scientist Boston.

REASONS FOR LEAVE

All employees who meet the applicable time-of-service requirements may be granted a total of twelve
(12) weeks of unpaid family leave and paid sick, vacation, personalleave combined (during any 12
month period) forthe following reasons:

the birth of the employee’s child and in orderto care for the child;
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2. theplacementofa child with the employee foradoption orfostercare;

to care for a spouse, child or parent who has a serious health condition; or

4. aserioushealth conditionthatrendersthe employeeincapable of performingthe functions of
hisor her job.

w

The entitlementto leave forthe birth or placement of a child for adoption or foster care will expire
twelve (12) months from the date of the birth or placement.

V. APPLICATION OF LEAVE

In cases, an employeerequesting leave must completethe District “Application for Family Medical
Leave” and returnitto the Office of Human Resources and Finance. The completed application must
state the reason for the leave, the duration of the leave, and the starting and ending dates of the leave.

VI. NOTICE OF LEAVE

An employee intending to take family or medical leave because of an expected birth or placement, or
because of a planned medical treatment, must submit an application for leave at least thirty (30) days
before the leave is to begin. IF leave is to begin within thirty (30) days, an employee must give notice
to his or her principal and immediate supervisor.

VII. DESIGNATION OF LEAVE

It isthe responsibility of the Madison County School District to designate leave, paid or unpaid as FMLA
leave. Evenifthe employee does notrequest thatan absence be counted as FMLA leave, the Madison
County School District may so designate.

The Madison County Schools Office of Human Resources and Finance willinform the employee, in
writing, no laterthan the nextregular payday (unless less than aweek remains until the next payday).

If the Madison County Schools Office of Human Resources and Finance has notice that the employee’s
leave qualifies as FMLA leave and does not designate the leave as FMLA leave, Madison County Schools
may not designate the leave retroactively unless: (1) the employee has been out of work and the payroll
office does notlearn of the reason for leave until afterthe employee returns (in which case the payroll
office must designate the leave upon the employee’s return to works); or (2) the employer has
provisionally designated leave as FLMA leave and is awaiting receipt of medical certification or their
reasonable documentation. If the employee gives notice of the reason forthe leave laterthan two
weeks uponreturningto work, the employeeis notentitled to the protection of the FMLA.

If either party designated the leave as FMLA leave afterthe leave has begun (e.g., an employee requests
and extension of paid leave with unpaid leave), the paid period may be retroactively counted as FMLA
leave aslongas it qualified for FMLA leave.

If an absence does notoriginally qualify for FMLA leave, but later developsinto an FMLA qualified
absence, the portion of the leave, which qualifies under FMLA may be counted as FMLA leave.

VIII. MEDICAL CERTIFICATION OF LEAVE

An applicationforleave based on the serious health condition of the employee orthe employee’s
spouse, child or parent must also be accompanied by a “Medical Certification Statement” compl eted by
the applicable health care provider. The certification must state the date on which the health condition
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commenced, the probable duration of the condition, and the appropriate medical facts regarding the
condition.

If the employeeis neededto care fora spouse, child or parent, the certification must so state along with
an estimate of the amount of time the employeewillbe needed. If the employee has aserious health
condition, the certification must state that the employee cannot performthe functions of his orherjob.

The school district may require thata second opinion be obtained at the employee’s own expense. The
district can selectthe health care provider provided that the providerselectedis notemployedona
regularbasis by Madison County Schools. Inthe eventof conflicting opinions, the school district may
pay fora third and final providerto offera binding decision.

The school district may require subsequent written re-certification at “reasonable” intervals, but not
more frequently than every thirty (30) days unless: (1) employee requests extension; (2) circumstances
have changed (nature/duration of illness); (3) school district receives information casting doubt on
validity of original certification; or (4) if employeefails to return to work because of serious health
conditionand need notrepay any employer’s premium contributions paid during leave. Re -certification
must be provided on forms provided by Madison County Schools.

Records relating to medical certifications, re-certification or medical histories of employees or family
members shall be maintained in separate files/records and are to be treated as confidential, except as
follows: (1) managers/supervisors may be informed about work restrictions and necessary
accommodations; (2) first-aid/safety personnel may be informed if emergency treatmentis required; (3)
government officials checking for FMLA compliance shall be provided information upon request.

IX. BENEFITS COVERAGE DURING LEAVE

Duringa period of family or medical leave, an employeewill be retained on the Madison County
School’s group health plan underthe same conditions thatapplied beforeleave commenced. To
continue otherinsurance coverage, including dependent coverage underthe group health plan, the
employee may continue to make any contributions that he or she made to the plan before takingleave.
Failure of the employeeto pay hisor her share of the health insurance premium(s) may resultinloss of
coverage.

If the employeehasaccrued paid leave, the insurance premiums willbe paid through the normal payroll
deductions. After paid leave is exhausted, the employee will have toissue payment to the District for
the insurance premiumsto continue coverage.

An employee is not entitled to the accrual of any seniority oremployment benefits that would have
accrued if notfor the taking of leave. An employee who takes familyor medical leave will notlose any
seniority oremployment benefits that accrued before the date leave began.

X. RESTORATION TO EMPLOYMENT

An employee eligible forfamilyand medical leave---with the exception of those employees designated
as “highly compensated employees”---will be restored to his or herold position orto a position with
equivalent pay, benefits, and otherterms and conditions of employment. Madison County Schools
cannot guarantee thatan employeewillbe returnedto his orheroriginal job. A determination asto
whetherapositionis an “equivalent position” will be made by Madison County Schools.
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XI. RETURN FROM LEAVE

An employee must complete a “Notice of Intention to Return from Family or Medical Leave” before he
or she can be returned to active status. If an employee wishes to return to work priorto the expiration
of a family or medical leave of absence, notification must be given to the employee’s principal or
immediate supervisor atleast five (5) working days prior tothe employee’s planned return.

Employees can be denied restoration forthe following reasons: (1) if the employeewoul d have lost their
job had they not beenonleave (i.e., layoff); (2) if employee fraudulently obtains FMLA leave; (3) if the
employeeworks elsewhereduring FMLA leave; (4) an employeewhois not restored shall be considered
to be on leave forthe duration of his/herleave period.

XIl. FAILURE TO RETURN FROM LEAVE

The failure of an employeeto returnto work upon the expiration of afamily or medical leave of absence
will subjectthe employee toimmediate termination unless an extensionis granted. Anemployeewho
requests an extension of family leave or medical leave due to the continuation, recurrence oronset of
heror hisserious health condition, or of the serious health condition of the employee’s spouse, child or
parent, mustsubmita requestforan extension, in writing, tothe employee’s principal orimmediate
supervisor. All requests for extensions must be approved by the superintendent. This written request
should be made as soon as the employee realizes that he orshe will not be able toreturn at the
expiration of the leave period.

XIl. INTERMITTENT LEAVE FOR “INSTRUCTIONALEMPLOYEE”

Special rules apply if an employee employed “mainly in an instructional capacity” requests medical leave
that is foreseeable based on aplanned medical treatment and the employee would be gone for more
than 20 percent of the working days during the period of leave. In such cases Madison County Schools
may require the following:

1) takeleave forperiods of a particularduration notto exceed the duration of the planned medical
treatment, or

2) transfertemporarily to another position offered by the Madison County School District for
which the employeeis qualified, as long as the new position has equivalent pay and benefits and
betteraccommodates the recurring periods of leave.

An instructional employee who takes leave constituting less than 20 percent of the working days during
the leave period would not be subject to transferto an alternative position.

“Period of a particularduration” is defined as “a block, or blocks, of time beginning no earlierthan the
first day of which leave is needed and ending no later than the last day on which leave isneeded, and
may include one uninterrupted period of leave”.

If an instructional employee does not give 30 days’ notice of foreseeable FMLA leave to be taken
intermittently, Madison County Schools may requirethe employee to take leave of a particularduration
or to transfertemporarily to an alternative position. Madison County Schools also may require the
employeeto delay the taking of leave until the required notice is given.

Employees of Madison County Schools employed in an “instructional capacity” for this policy include
teachers or otheremployees who principal functionistodirectly provide educational services butnot
teachingassistants, cafeteria workers, counselors and other primarily non-instructional employees.
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XIV. LEAVE REQUESTED NEARTHE END OF AN ACADEMIC TERM

Madison County Schools may require an instructional employee who begins family or medical leave
morethan five weeks priorto the end of an academicterm to continue his or herleave until the end of
termif (1) the leave periodis atleast three weeks, and (2) the employee’s re turn to work would occur
duringthe three-week period priortothe end of the term.

An “academicterm”is defined as “the school semester” which typically ends nearthe end of the
calendaryearand the end of spring each school year. A school may not have more than two academic
terms or semesters each yearforthe purpose of this policy.

Ifthe leave isrequested within five weeks of the end of the term, the instructional employee may be
requiredto continue onleave until the end of the termif (1) the | eave islongerthan two weeks, and (2)
the employee would return from the leave within two weeks of the end of the term.

An employee whose family or medical leave extends past five days and begins during the three -week
period priorto the end of the term may be required to take leave until the end of the term. This
provision does not apply to medical leave taken forthe employee’s own serious health condition.

XV. REINSTATMENT OF INSTRUCTIONALEMPLOYEES

An instructional employee of the Madison County School Districtis provided the same protections for
restoration as provided in FMLA for otherrestored employees. Aninstructional employee may not be
restored toa position requiring additional licensing.

An instructional employeewhois required to extend his or herleave until the end of the academicterm
shall be treated the same as any other employee on leave, with the same rights toemployment and
benefits protection contained in the FMLA’s general requirements.

XVI. SPOUSES EMPLOYED BY THE SAME EMPLOYER
Both spouses employed by Madison County School District are limited to acombined total of twelve (12)
weeks of leave forthe birth oradoption of a son or daughteror to care for a sick parent.

Leave requested foreitherthe husband’s orthe wife’s own serious health condition, orthe serious
health condition of the couple’s son or daughter, the combined twelve (12) week limitation mentioned
inthe preceding paragraph does notapply.

XVII. WORKERS’ COMPENSATION AND THE FMLA

Employees of Madison County Schools who qualify for job-protected FMLA leave may not be forced to
return to workin a “light duty” position before the employee’s FMLA leave entitlement has expired. An
employee of Madison County Schoolswhoisinjured onthe job, and the injury also qualifiesasa
“serious health condition”, will qualify for both workers’ compensation benefits and FMLA leave. The
workers’ compensation absences can be counted againstthe employee’s FMLA leave entitlementifitis
properly designated as FMLA leave by Madison County Schools.

XVIII. PROHIBITED ACTS
It is unlawful for Madison County Schools tointerfere with, restrain, or deny the exercise of any right
provided by this policy. Itis also unlawful for Madison County Schools to discharge or discriminate
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againstany individual for opposing any practice, or because of involvementin any proceeding underor
relatingto FMLA.

XIX. EMPLOYEE NOTIFICATION

Distribution of this policy will be deemed as adequately informing covered Madison County School s
employees of theirrights and responsibilities under FMLA and his policy, including giving information
when an employee gives notices of FMLA leave on what isrequired of the employee and what might
happenin certain circumstances, such as if the employeefails to return to work after FMLA leave.

XX. RECORDS, REPORTS, AND NOTICE POSTING

1). Records concerning compliance with the FMLA shall be keptin accordance with the Fair Labor
Standard Act, which requires preserving records for three years. In addition to basic payroll data,
Madison County Schools’ records shall: a) specifically designate the dates on which FMLA leave is taken;
b) show the number of hours of leave where any leave is taken inincrements of less than one day; c)
include copies of notices from and to employees; d) describe employee benefits and Madison County
Schools practices regarding paid and unpaid leave; e) state premiums paid by employees for continuing
benefits; f) include descriptions of any disputes as to designation of FMLA; and g) ke ep medical
certificationin separate confidential files, although necessary disclosures can be made to supervisors
concerning work accommodations, to first-aid and safety personnel, and to government officials.

2). Reports and records will be submitted to the Labor Department only upon request by the agency.

3). A Labor Department notice concerning the FMLA shall be posted at all applicable sites of Madison
County Schools.

LEGAL REF.: Family and Medical Act (FMLA) of 1993 Policy GDRHA
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GDRHA -1
APPROVED: 06/23/97
AMENDED: 06/21/10

SICK AND PERSONAL LEAVE POLICY

Provisions of this policy shall apply to all certified and non-certified employees of Madison County
Schools as indicated herein.

|. DEFINITIONS

A.

Sick leave is defined as days or part of days during which an employeeis absent from duty caused by
personalillness or physical disability or because of the illness or physical disability or death of a
member of the immediate family of the employee.

Personalillness or physical disability shall include those incurred as a result of on-the-job injuries.

The term certified employee shall mean teachers, assistant principals, principals,
program/departmentsupervisors and administrators required to have avalid license issued by the
State Department of Education forthe positionin which they are employed. “Teacher” shall mean
classroomteacher, guidance counselor, media specialist and otherinstructional personnel required
to have a valid license issued by the State Department of Education forthe positionin which they
are employed.

The term non-certificated employee shall mean teacher assistants, secretaries, clerical, custodians,
maintenance, food service employees and any other employee notrequired to have a valid lice nse
issued by the State Department of Education forthe positionin which they are employed. Part-time,
temporary or substitute employees are not entitled to leave under this policy. For this purpose, a
personis considered part-timeif they work less than one-half (1/2) of an eight (8) hour day.

The term “year of service” shall mean nine (9) or more months of actual teaching or administrative
experience duringaschool yearina publicor private school of this or some otherstate. This
definition of “year of service” shall also be used when calculating experience forsalary
computations.

A day of leave shall mean the employee’s normally scheduled work day. For example, aday of leave
for a teacherhired forfour(4) periods perday shall be the length of the four (4) period day
Il. PROVISIONS

Certified personnel shallbe granted two (2) days of personal leave and annual sick leave as indicated
below on the date subjectemployee assumes employment responsibilities.

LENGTH OF ANNUAL
EMPLOYMENT GRANT
187 - 200 DAYS 7 DAYS
201 —207 DAYS 8 DAYS
208 —221 DAYS 9 DAYS
222 —240 DAYS 10 DAYS
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Non-certified personnelshall be granted one (1) day of personal leave and annual sick leave asindicated
below on the date subject employee assumes employment responsibilities.

LENGTH OF ANNUAL
EMPLOYMENT GRANT
187 - 200 DAYS 7 DAYS
201 — 207 DAYS 8 DAYS
208 —221 DAYS 9 DAYS
222 — 250 DAYS 10 DAYS

Accumulation of sick leave shall be unlimited. Unused personalleave shall accumulate, up to five days.
Allunusedsick leave may be used for retirement credit.

The covered employee mustreportto work for the entire first day of employment before the leave is
advanced.

Any personal leave and all accumulated sick leave shall expire upon termination of employment with
Madison County Schools and shall not be restored should subject employee become reemployed by the
school district.

Upon termination of employment, the school district shall certify tothe PublicEmployees Retirement
Systemthe number of days of unusedsick leave in orderforthe employeeto receive creditable service
as authorized by Section 25-11-103, MississippiCode (1972). In the computation of unused leave for
creditable service by the PublicEmployees Retirement System, the following governs: twenty-one (21)
days of unused leave shall constitute one (1) month of creditable service and in no case shall creditbe
allowed forany period of unused leave of less than fifteen (15) days. The number of months of unused
leave shall determinethe number of quarters of years of creditable service.

Employeeswho begin work afterthe normal date of employment for that position shall be granted a
pro-ratashare of the sick leave grant. The grant shall be based on the followingtables.

CERTIFIED PERSONNEL
SCHEDULE OF SICKLEAVE PRORATION
DATE HIRED 187-200 DAYS | 201-207 DAYS | 208-221 DAYS | 222-240 DAYS

JULY 1TO JULY31 N/A 8 9 10
AUG1TOAUG 31 7 7 8 9
SEPT 1 TO SEPT 30 6 7 7 8
OCT1TOOCT31 5 6 6 7
NOV1TONOV31 4 5 5 6
DEC1TODEC31 4 4 5 5
JAN1TOJAN31 3 4 4 5
FEB1TO FEB 28 3 3 3 4
MAR 1 TO MAR 31 2 2 3 3
APR1TO APR30 1 1 2 2
MAY 1TO MAY 31 0 1 1 1
JUNE 1 TOJUNE 30 N/A 0 0 0
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NON-CERTIFIED PERSONNEL
SCHEDULE OF SICKLEAVE PRORATION
DATE HIRED 187-200 DAYS | 201-207 DAYS | 208-221 DAYS | 222-250 DAYS

JULY 1TO JULY 31 N/A 8 9 10
AUG1TOAUG 31 7 7 8 9
SEPT 1 TO SEPT 30 6 7 7 8
OCT1TOOCT31 5 6 6 7
NOV1TONOV31 4 5 5 6
DEC1TO DEC 31 4 4 5 5
JAN1TOJAN31 3 4 4 5
FEB 1 TO FEB 28 3 3 3 4
MAR1TO MAR 31 2 2 3 3
APR1TO APR 30 1 1 2 2
MAY 1TO MAY 31 0 1 1 1
JUNE 1 TO JUNE 30 N/A 0 0 0

Absences of an employee of two (2) hours or less shall be considered one -quarter (.25) day of leave.
Absences of an employee of more thantwo (2) hours, but less than or equal tofour (4) hours, shall be
considered one-half(.50) day of leave. Absences of an employee of more than four(4) hours, but less
than six (6) hours shall be considered three-fourths (.75) day of leave. Absences of anemployee of more
than six (6) hours shall be considered afull day of leave.

Upon retirement a certified employee may be paid for up to thirty (30) unused sick leave days at a rate
equal tothe established District regular substitute teacherrate in effect at the time of retirement. Non-
certified employees may be paid forup to thirty (30) unusedsick leave days at a rate equal to the
minimum wage in effect at the time of retirement. Referto Policy GDRHAB, Payment For Unused Leave,
for more information.

I11. TYPES OF ABSENCES

The principal/supervisorshall use his/herdiscretion concerning absences of employees of two (2) hours
or lessforbona-fide emergencies.

Personal lliness

Employeesshall be allowed to use all accumulated sick leave without loss of pay for absences caused by
illness or physical disability of the employee.

For the first ten days of absence (changed effective 7/1/10) because of illness or physical disability of
the certificated employee in any school year, in excess of the sick leave allowance credited to such
certificated employee, (extended sick leave) there will only be deducted the established long-term
certified substitute daily amount ($80 effective 7/1/09) paid by Madison County Schools; thereafter, the
regulardaily rate of suchemployee willbe withheld inits entirety.

For the first five (5) days of absence because of illness or physical disability of the non-certificated
employee in any school year, in excess of the sick leave allowance credited to such non-certificated
employee, (extended sick leave) therewillonly be deducted % the regular daily rate of such employee;
thereafter, the regulardaily rate of such employee will be withheld inits entirety.

50



Extended sick leave can only be used for personal illness or physical disability of three (3) or more
consecutive school days.

A medical leave of absence, without pay, shall be granted an employee, duetoan extended illness or
physical disability of the employee upon written request to the superintendent when supported by a
written statement from the employee’s physician, dentist, or other medical practitionerfor any period
not to exceed the number of days allowed under the Family Medical Leave Act less accumulated sick
leave.

Employees absent beyond the number of days allowed under the Family Medical Leave Act may be
terminated from employment with Madison County Schools unless just cause for the excess leave is
provided by the employee and approved by the superintendent.

Refer to District Policy GBRI, Family and Medical Leave Act Policy, for more information regarding the
Family and Medical Leave Act of 1994.

Familylllness or Death

Employeesshall be allowed to use up to five (5) days of accumulated sick leave perschool year, without
loss of pay, for absences caused by illness or death in the employee’s immediate family. Immediate
family is limited to the employee’s spouse, child, grandchild, mother, father, brother, sister,
grandmother, grandfather, in-laws, surrogate parent, or any dependent living in the home of the
employeeforwhich the employee haslegal custody.

After the five (5) days allowed for family illness or death have been used, an employee, due to
catastrophicillness of animmediate family member, shall be allowed to use an additional five (5) days of
his or her accumulated sick leave upon written request to the superintendent supported by a written
statement from the catastrophicallyillfamily member’s physician, dentist, or other medical practitioner
withoutloss of pay.

Afterthe ten (10) days allowed above forfamilyillness or death have beenused,anemployee, due to
catastrophic illness of an immediate family member shall be allowed to use all or part of his/her
accumulated sick leave upon written request to the superintendent supported by awritten statement
from the catastrophicallyillfamily member’s physician, dentist, or other medical practitioner with only
the established regular substitute rate of pay being deducted from the absentemployee’s salary.

Leave forfamilyillness ordeathin excess of the accumulated sick leave days may be taken, without pay,
underthe Family Medical Leave Act. Employees absent beyond the numberof daysallowed under the
Family Medical Leave Act may be terminated from employment with Madison County Schools unless
just cause for the excessleave is provided by the employee and approved by the superintendent.

Refer to District Policy GBRI, Family and Medical Leave Act Policy, for more information regarding the
Family and Medical Leave Act of 1994.

Personal Leave
Certified employees shall be granted two (2) days of personal leave per year without loss of pay for
absences caused by personal reasons. Non-certified employees shall be granted one (1) day of

personal leave peryearwithoutloss of pay forabsences caused by personal reasons.

Employees who begin work after the normal date of employment for that position shall be granted a
pro-ratashare of the personal leave grant. The grant shall be based on the followingtables.
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CERTIFIED PERSONNEL
SCHEDULE OF PERSONAL LEAVE PRORATION

DATE HIRED # OF DAYS
JULY 1TO NOV 15 2
NOV 16 TO MAR 15 1
MAR 16 TO JUNE 30 0

NON-CERTIFIED PERSONNEL
SCHEDULE OF PERSONAL LEAVE PRORATION

DATE HIRED # OF DAYS
JULY 1TO DEC31 1
JAN1TOJUNE 30 0

Absences of an employee of two (2) hours shall be considered one-half day of leave and if more than
one-half day the absence shall be considered afull day of leave.

Such personal leave shall not be taken on the first day of the school term, the last day of the school year,
on a day previousto a holiday orvacation, on a day aftertraining or workshops have been scheduled or
a day after vacation, unless on such days an immediate family member of the employee is being
deployed for military service.

Personal leave may be used for professional purposes, including absences caused by attendance of such
employees atseminars, classes, training programs, professional associations or other functions designed
for educators. Requests for personal leave shall be made in writing to the employee’s principal or
immediate supervisor at least two (2) days in advance of the day requested. If the principal or
immediate supervisor can grant the request without detriment to his/her school program or
departmentoperations, he/she shallapprove and forward the requestto the Superintendent for final
approval.

Any unused portion of the total personal leave allowance up tofive (5) days shall be carried over to the
nextschool yearand credited to licensed or unlicensed employees if the employee remains employed in
the same school district.

Vacation

All 12 month (240-250 day) employees of Madison County Schools shall be provided two (2) weeks or
ten (10) days of paid vacation after having worked for the District for 12 months. Vacation must be
earned andis notavailable at the start of the yearlike sick or personal leave.

Afterthe first year of employment, employees will earnvacation atthe rate of one (1) day per month
employed notto exceedten (10) days.

Vacation requests must be approved by the employee’s supervisor and the Superintendent prior to the
requested vacation dates.

Vacation days can only be taken in whole day increments.
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Employees who begin work after the normal date of employment for that position shall be granted a
pro-ratashare of the vacation leave grant. The grant shall be based on the followingtable. Twelve (12)
month employees hired after July 1 must work through June 30 to earn and use the vacation days
indicated on the followingtable.

TWELVE MONTH EMPLOYEES
SCHEDULE OF VACATION LEAVE PRORATION

DATE HIRED 240-250 DAYS

JULY 1TO JULY 31
AUG1TOAUG 31
SEPT 1 TO SEPT 30
OCT1TOOCT31
NOV1TONOV30
DEC1TODEC31
JAN1TOJAN31
FEB1TO FEB 28
MAR 1 TO MAR 31
APR1TO APR 30
MAY 1TO MAY 31
JUNE 1 TO JUNE 30

=
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Vacation can only be scheduled for periods after May 31, afterthe firstyear of employment. If special
circumstances exist where earned vacation must be used prior to May 31, approval of the employee’s
supervisor and the Superintendent must be obtained prior to the time the requested vacation is
scheduled.

Any vacation leave earned fromJuly 1to June 30 and not taken priorto June 30, will be converted to
personal leave (up tofive days) and the remainderto sick leave.

School Business

Employees who are absent on school business shall be allowed full pay when requested and approved in
advance by the employee’s principal or immediate supervisor. Approval shall be forwarded to the
superintendent’s office.

Court
Employeesshall be excused without loss of pay forservingas a witnessorjurorin a court of law under
subpoena. Proof of attendance is required.

Poll Workers

Employees may use their personal business day(s) to work at election polling places. Requests for
personal leave for this purpose shall be made in writing to the employee’s principal or immediate
supervisoratleasttwo (2) daysinadvance of the day requested. If the principal orimmediate supervisor
can grant the request without detrimentto his/herschool program of departmentoperations, he/she
shall approve and forward the request to the superintendent forfinal approval.

Armed Forces

Members of any of the reserve components of the armed forces of the United States, upon request,
shall be entitled to leave of absence percalendaryearfromtheirrespectivedutiesinaccordance with
provisions of Section 33-1-21, Mississippi Code (1972) or as such Section may be hereafteramended.
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Emergency Leave

The Superintendent may approve written requests for up to four (4) days leave, without pay, for bona
fide emergency reasons otherthanthose provided forin Section 37-7-307 (2), Mississippi Code (1972) if
inhis/heropinion such can be done without detriment to the school district.

Workers’ Compensation Leave
Injuries received as aresult of on-the-job accidents are considered personalillness or physical disability
for the purposes of this policy.

IV.RESPONSIBILITIES OF THE EMPLOYEE

Employees are expected to planand/orschedule absences whenever possible tocause a minimum of
time away from duty.

Leave without payis not earned time off orvacation. It may not legitimatelyor ethically be used for any
purpose otherthanthat intended.

Allleave shall be requested and approved priorto or concurrent with the taking of such leave. There are
no provisionsin this policy fortakingleave which was not requested orapproved.

Whenit becomes apparenttothe employeethatitwill be necessarytorequestleave as outlined above,
the employee shall, by direct personal contact, notify his/her principal/supervisor by the method the
principal/supervisor has directed his/her employees to notify him/her stating the reasons for the
absence and the expected length of absence.

Requestforleave underthe Family Medical Leave Act shall be made on forms provided by the District
payroll office in accordance with District Policy GBRI, Family and Medical Leave Act Policy. No other
forms will be accepted.

Employeesshall provideadoctor’'s excuse forabsences or more than four (4) consecutive school days or
for more than two (2) consecutive school days immediately preceding or following a non-school day.
Failure to provide doctor’s excuses will resultin the employee being charged their contractual daily rate
of pay for the days absent.

An employee returning to duty after being absent for medical reasons (such as surgery, pregnancy, etc.)
shall furnish his/her principal or supervisor a statement from the attending physician certifying his/her
fitness and ability to return towork before beingallowed to resume his/herduties.

V. PENALTIES FOR ABUSE

Abuse of this leave policy endangers the continuance of its liberal provisions. Principals and directors
shall immediately notify the Superintendent in writing of any and all abuses of this leave policy. Any
abuse may lead tothe employee’s dismissal.

The Superintendent shall cause each abuse to be recorded in the subject employee’s work record and
on the annual evaluation.

Leave taken that wasrequested improperly or not requested and approved priorto or concurrent with
the taking of such leave shall be unauthorized leave. One day’s pay shall be deducted for each day of
unauthorized leave.

Any employee giving a materially false statement as to the cause or reason for his/her absence shall
have one day’s pay deducted foreach day absentunderfalse pretense and shall forfeitall accumulated
leave time and be subjectto dismissal.

54



Any certified employee absent for optional dental or medical treatment or surgery which could, without
medical risk to the employee orimmediate family member, have been performed at a time when school
was not in session shall have one (1) day’s pay deducted for each day absent and shall forfeit all
accumulated leave and be subject to dismissal.

VI. DONATED LEAVE

1 For the purposes of this subsection, the following words and phrases shall have the
meaningascribed in this paragraph unless the context requires otherwise:

“Catastrophicinjury orillness” means alife-threateninginjury orillness of an employee

or amemberof an employee’simmediatefamily that totally incapacitates the
employeefromwork, as verified by alicensed physician, and forces the employeeto
exhaustall leave time earned by thatemployee, resultingin the loss of compensation
from the district forthe employee. Conditions that are short-termin nature, including,
but notlimited to, commonillnesses such asinfluenzaand the measles, and common
injuries, are not catastrophic. Chronicillnesses orinjuries, such as cancer or major
surgery, thatresultinintermittentabsences fromwork and thatare long-termin nature
and require longrecuperation periods may be considered catastrophic.

“Immediate family” means spouse, parent, stepparent, sibling, child or stepchild.

2. Any school district employee may donate a portion of his or her unused accumulated
personal leave orsick leave to another employee of the same oranotherschool district
whois suffering froma catastrophicinjury orillness orwho hasa memberof hisor her
immediate family suffering from a catastrophicinjury orillness, in accordance with the
following:

e Theemployee donatingthe leave(the “donoremployee”) shall designatethe employee whois
to receive the leave (the “recipient employee”) and the amount of unused accumulated
personal leave and sick leave thatisto be donated, and shall notify the school district
superintendent or hisdesignee of hisorher designation.

e The maximumamount of unused accumulated personal leave thatan employee may donate to
any otheremployee may not exceed anumber of days that would leave the donoremployee
with fewerthanseven (7) days of personal leave remaining, and the maximum amount of
unused accumulatedsick leave thatan employee may donate to any otheremploye e may not
exceed fifty percent (50%) of the unused accumulated sick leave of the donoremployee.

e Anemployee must have exhausted all of his or her accumulated personal leave and sick leave
before he orshe will be eligible toreceiveanyleave donated by anotheremployee. For
purposes of this section only, extended personal illness days shall not be considered leave.
Eligibility for donated leave shallbe based upon review and approval by the donoremployee’s
supervisor.

3. Before an employee may receive donated leave, he or she must provide the school
district superintendent or his designee with a physician’s statement that states
the beginning date of the catastrophicinjury orillness, adescription of the injury or
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illness, and a prognosis forrecovery and the anticipated date that the recipient
employeewillbe able toreturntowork.

4. If the total amount of leave thatis donated toany employeeis not used by the recipient
employee, the wholedays of donated leave shall be returned to the donoremployees
on a pro rata basis, based on the ratio of the number of days of leave donated by each
donoremployee to the total number of days of leave donated by all donoremployees.

5. Donated leave shall notbe usedinlieu of disability retirement. §37-7-307

LEGAL REF.: §37-7-307, Mississippi Code(1972) Family Medical Leave Act of 1993
§25-11-103, Mississippi Code (1972)MCSD Policy GDRHAB
§25-11-109, Mississippi Code (1972)MCSD Policy GBRI
§33-1-21, Mississippi Code (1972)

BOARD APPROVED 5/05/14
Vacation, Sickand Personal Leave Policy Change:

Absences of an employee of two (2) hours or less shall be considered one -quarter (.25) day of leave.
Absences of an employee of more thantwo (2) hours, but lessthan or equal to four (4) hours shall be
considered one-half(.50) day of leave. Absences of an employee of more than four(4) hours, but less
than six (6) hours shall be considered three-fourths (.75) day of leave. Absences of anemployee of more
than six (6) hours shall be considered afull (1) day of leave.

OVERTIME AND COMPENSATORY PAY FOR EMPLOYEES SUBJECT TO THE FAIR LABOR STANDARDS ACT

Purpose

The purpose of this policy isto ensure that the Madison County Schools (the “District”) complies with
the minimum wage, overtime pay, compensatory pay, and record keeping requirements of the Fair
Labor Standards Act (FLSA) of the United States. The FLSA requires that overtime be paid to non-exempt
employees eitherin the form of monetary compensation or compensatory time atthe rate of 1.5 times
the regular hourly rate of pay forthe numberof hoursworkedin excess of 40 hours per week. Aspecial
compensationrate applies foremployees who work two different jobs as explained below.

Exempt Employees

Certainemployees are exempt from coverage underthe FLSA and are not subjectto compensation for
overtime work. Exemptemployees include executive, administrative, and professional employees such
as teachers, counselors, supervisors, and administrators. Employees orsupervisors who are unsure if an
employee is exempt from coverage shall consult with the District's Superintendent or the Director of
Finance.
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Covered Employees
Allemployeesinthe job classifications listed below are non-exempt employees and are therefore
covered underthe FLSA:

Assistant Teachers
Bookkeepers

Clerks

Custodians

Data Entry Operators
Food Service Workers
Maintenance Personnel
Receptionists
Secretaries

Some employees who workin the above areas may be exempt from coverage if they have supervisory
responsibilities orif they are otherwise exempt underthe FLSA.

Employment Relationships
An employment relationshipis not created between student teachers or students and the District.

An employment relationship is not created between the District and individuals who volunteer or
donate theirservicesto the Districtas a publicservice without contemplation of pay.

The hiring of off-duty policemen or deputies on a part-time basis by the District for crowd control or for
security purposes does not create a joint employment relationship between the District and the
employer of the policemen or deputy. The District is separate and distinct and acts entirety
independent of other governmental entities.

A joint-employee relationship does not exist between the Districtand any entity contracted to provide
transportation services, security services or other services.

Hours Worked

The workweek for the District begins on Sunday and ends on Saturday. Each employee subject to the
FLSA shall be paid for all hours worked. Compensable time includes all time that an employee is
REQUIRED to be on duty.

Hours worked shall be accurately recorded by each employee in the manner provided by the District.
Employeesshall record the exact time of arrival and departure from work. Employeesare expected to
arrive and depart at or about the time specified by the District unless requested to work overtime by his
or herimmediatesupervisor. All overtime shallbe recorded by each employee by time clock.

Employeeswho are notassigned to one site will signin at the firstsite where they begin working and
sign out at the end of the day at the last site where they are working. They will also sign out for meal
periods and otherinstancesin which they are not working. The supervisorsand building-level principals
will review, approve, and submit to the payroll office each Monday time reports for these employees for
the preceding week. All time shall cover seven days beginning Sunday and ending Saturday.

All employees mustsigninforthemselves. Any employee whosignsinforanother employee will be
dismissed. Any employee who asks anotheremployeetosigninforhimor herwill be dismissed.
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Breaks and Meal Periods
The Districtis not obligated or required to provide breaks or meal periods.

Meal periods in which employees are not relieved of duty are compensable. Those employees with
bona fide meal periods shall be completely relieved of duty for the purpose of eatinga regularmeal and
shall be free to leave the worksite during this period. Employees having bonafide mealperiods may eat
in a school cafeteria or in a break area at a worksite; however, the employee shall not engage in any
work for the District during this period exceptforarare and infrequentemergency.

Basic Monetary Requirements
Employees subjectto FLSA shall be paid not less than the current minimum wage.

Overtime Pay
It is the policy of the District that compensation for overtime work will be paid in the form of
compensatory time off.

Generally, employees subject to FLSA shall be paid not less than 1.5 times hisorher regularrate of pay
for all hours worked over 40 in a work week. Forthose employees working two or more jobs for the
District, overtime pay shall be calculated on the basis of a blended hourly rate on all jobs worked
calculated by dividing the total amount of remuneration received in a work week by the total hours
workedinthat work week. The employee shallbe paid one-half of the blended hourly rate times the
number of hours worked over40.

The supervisorand employee must have awritten agreement orunderstanding thatthe employee will
receive compensatory time before the work is performed. The employee may accumulate a maximum
of 40 compensatory time hours. The employee must take the compensatory time whenitis agreeable
with the supervisorand within the next pay period, if possible.

Regular Rate of Pay

Any overtime pay will be based onthe employee's regular rate which willinclude allremuneration for
employment. Forthose employees paidasimple hourly rate the overtime will be basedonthat hourly
rate. Forthose employees paid on asalary basis, the monthly salary will be reduced to its hourly rate
equivalent. Employees shall be paid for each and every hourworked.

Time will be countedin seven (7) minute increments. Any employeewho clocksinor out within seven
minutes before or after their normal starting or quitting time will be considered to have clocked in or
out at their normal starting or ending time. Any employee who clocks in earlier than seven minutes
before their normal starting time or clocks out laterthan seven minutes aftertheir normal quittingtime
will only be paid forthe additional time when the additional time has be en pre-approved as required by
the District’s policy on overtime.

Authorization for Overtime Work Required

Each Districtemployee responsible forthe supervision of employees subject to the FLSA shall, prior to
permitting any overtimework, receive authorization from the Superintendent, Deputy Superintendent,
Assistant Superintendent for Support Services, or Director of Finance.

Non-exempt employees who work overtime/compensatory time without prior approval must be
allowedto claim the hours worked in accordance with the FLSA. If the supervisordetermines that the
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work was unforeseen oremergencyin nature, itshould be approved. If the supervisordetermines that
the performance of the work was unnecessary atthe time it was performed, the hours worked must be
paidto the employee, but disciplinary action must be taken for failure to followestablished policy.

Recordkeeping

The Superintendent shall require all records on wages, hours, and other items listed in the
recordkeepingregulations (29 CFR Part 615) to be kept by the business office forthe time specified by
the FLSA.

The Superintendent or his or her designee shall secure a sufficient quantity of the minimum wage
posters. One postershall be displayed in each District work site.

Enforcement

Failure toclockin and clock out will resultin the employee’s pay being docked an amount equal to the
employee’s daily rate. Employees who failto comply with the time clock policy will be terminated.
Districtemployees shall, atall times, cooperate with authorized representatives of the Department of
Labor who may visita work site for the followingreasons:

1 to investigate and gather data concerning wages, hours, and other employment
practices;

2. to enterandinspect premises and records;

3. to question employeestodeterminewhetherany person hasviolated any provision of
the FSLA.

Districtemployees responsible for supervisingemployees subject to the FLSA who willfully violate the
terms of this policy shall be subject to disciplinary action by the District.
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HEALTH INSURANCE MARKETPLACE COVERAGE

Includedinthis staff handbook is information regarding the Health Insurance Marketplace designed to
ensure we have appropriate and affordable health insurance.

Please note that the State and School Employees’ Health Insurance Plan does meet the minimum value
standard of the new laws and the cost of this coverage (based on employeeonly premiums) is
affordable.

Itisa federal requirement that we notify you of the Health Insurance Marketplace.

Options and Your Health Coverage

PART A: General Information

When key parts of the health care law took effectin 2014, there became anew way to buy health
insurance:the Health Insurance Marketplace. To assist you as you evaluate options for you and your
family, this notice provides some basicinformation about the new Marketplace and employment based
health coverage offered by youremployer.

What is the Health Insurance Marketplace?

The Marketplace isdesigned to help you find healthinsurance that meets your needs and fits your
budget. The Marketplace offers "one-stop shopping" to find and compare private healthinsurance
options. Youmay also be eligible foranew kind of tax credit that lowers your monthly premiumright
away. Openenrollmentforhealthinsurance coverage through the Marketplace beginsin October 2016
for coverage starting as early as January, 2017.

Can | Save Money on my Health Insurance Premiums in the Marketplace?

You may qualify to save money and loweryour monthly premium, but only if your employer does not
offercoverage, or offers coverage that doesn't meet certain standards. The savings on your premium
that you're eligible for depends on your household income.

Does Employer Health Coverage Affect Eligibility for Premium Savings through the Marketplace?

Yes. If you have an offer of health coverage from youremployerthat meets certain standards, you will
not be eligible foratax creditthrough the Marketplace and may wish to enroll in youremployer's health
plan. However, you may be eligible for atax credit thatlowers your monthly premium, orareductionin
certain cost-sharingif youremployer does not offer coverage to you at all or does not offer coverage
that meets certain standards. If the cost of a plan from youremployerthatwould coveryou (andnot
any other members of yourfamily) is more than 9.5% of your household incomeforthe year, orif the
coverage youremployer provides does not meetthe "minimum value" standard set by the Affordable
Care Act, you may be eligible foratax credit.?

Note: If you purchase a health plan through the Marketplace instead of accepting health coverage
offered by youremployer, then you may lose the employer contribution (if any) to the employer-offered
coverage. Also, thisemployer contribution -as well as your employee contribution to employer-offered
coverage-is often excluded fromincome for Federal and State income tax purposes. Your payments for
coverage through the Marketplace are made on an after-tax basis.
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How Can | Get More Information?
For more information about your coverage offered by youremployer, please check your summary plan
description or contact Roxie Williams, Liz Lewis or Sonya Spragis at 601-879-3000.

The Marketplace can help you evaluate your coverage options, including your eligibility for coverage
through the Marketplace and its cost. Please visit HealthCare.gov for more information, including an
online application for health insurance coverage and contactinformation fora Health Insuran ce

Marketplace inyourarea.
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APPEARANCE and DRESS
Hair shall be groomed so as not to extend belowthe eyebrows or coverthe eyes.
Hair and nails shall notbe groomedinclass.
Hair and body shall be free from obnoxious odors, clean, and neatin appearance.
Shoes, sandals, or boots shall be worn at all times with shoes beinglaced andtied. Nocleatsor
tennisshoeswith wheels.
No tank tops, halters, tops with spaghetti straps or tops that expose the midriff, with hands raised
above the head, shall be worn. Appropriate underclothing shallbe worn. No clothing considered
and designed as underclothing shall be worn as an outside garment. Underclothing shall notbe
exposed while worn underneath an outside garment.
Any style of clothing tending toward immodesty is prohibited.
Picks, combs, rollers, and other styling devices shallnot be worn in the hair.
Unless prescribed for medical reasons, sunglasses are notallowed inthe building.
No hats, caps, toboggans, head scarves, bandanas, wrist bands, sweat bands, hairnets, orshower
caps, stocking caps, or do rags are allowed on campus orin the building. Thisrule appliesto both
boys and girls.
No see-through clothing shall be worn.
Students may wear shorts, provided the length meets the fingertip rule.
Girls’ skirtand dress length must meetthe fingertip rule as stated above.
Young men shall not be permitted to wear earrings or conceal the earrings with aBand-Aid orany
other material. Neitherfemalenor male studentsshall be permitted to wearrings or studsin their
noses, tongues orotherbody parts. Dog tags must be worn inside of clothing.
No pantswith holes are permitted. No pajama pants are permitted.
Overall straps and suspenders shall be fastened and worn overthe shoulders.
Leggings, skin-tight pants, jeans or biking shorts must be worn with the appropriate skirt or
other coveringwhich must meetthe fingertip rule forlength.
Pants should be worn appropriately at the waist. Sagging pants will not be tolerated.
Students with tattoos may be requested to keep them covered.
Clothing with suggestive, vulgar, indecent, or disruptive slogans/picturesis not permitted.
Clothing advertising alcoholicproducts or drugsis not permitted.
A studentshall notwearany clothing or present himselfinamanner (such as cuts inthe
eyebrows, one pants leg orsleeve rolled up) that would identify him/her with gang or any
otherillegal activity. Further, astudentshall not wearany clothing advertising gang-related
signs, colors, or written gestures.
Males are not permitted to wearskirts and/or other garments traditionally designed to be
worn by females.
Wallet chainsare not allowed.
Trench coats or duster style coats are not allowed.
For schools wearing uniforms, see individual school dress codes forguidelines
Studentsenrolledin careerandtechnical courses may have otherdress code requirements
related to health and safetyissues.
Any dress or personal appearance that the administration feels is disruptive or
presents a safety a hazard to the instructional process will be dealtwith on an
individual case basis.
Modifications to the dress code may be allowed by school administrators for special
occasions.
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Mississippi Depariment of Education

DESCRIPTOR TERM: CODE:
Mississippi Educator Code of Ethics and Standards of Conduct 1717

ADOPTION DATE: REVISION:

April 17, 1998 January 20, 2011

STATE BOARD POLICY
Mississippi Educator Code of Ethics and Standards of Conduct

Each educator, upon enteringthe teaching profession, assumes a number of obligations, one of whichis to
adhere toa set of principles which defines professional conduct. These principles are reflected in the
following code of ethics which sets forth to the education profession and the publicit serves standards of
professional conduct and procedures forimplementation.

This code shall applyto all personslicensed according to the rules established by the Mississippi State Board
of Education and protects the health, safety and general welfare of students and educators.

Ethical conduct isany conduct which promotes the health, safety, welfare, discipline and morals of students
and colleagues.

Unethical conductis any conduct that impairs the license holder’s ability to function in his/heremployment
position ora pattern of behaviorthatis detrimental to the health, safety, welfare, discipline, or morals of
studentsand colleagues.

Any educator or administrator license may be revoked or suspended for engaging in unethical conduct
relating to an educator/student relationship (Standard 4). Superintendents shall report to the Mississippi
Department of Education license holders who engage in unethical conduct relating to an educator/student
relationship (Standard 4).
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Code of Ethics Standards

Standard 1: Professional Conduct
An educatorshould demonstrate conduct that follows generally recognized professional standards.

1.1.  Ethical conductincludes, butis notlimited to, the following:

1. Encouragingand supporting colleaguesin developing and maintaining high standards

2. Respectingfelloweducators and participatingin the development of a professionalteaching
environment

3. Engagingina variety of individual and collaborative learning experiences essential to professional
development designed to promote studentlearning

4. Providing professional education services in anondiscriminatory manner

5. Maintainingcompetenceregardingskills, knowledge, and dispositions relating to his/her
organizational position, subject matterand pedagogical practices

6. Maintaininga professional relationship with parents of students and establish appropriate
communication related to the welfare of their children

1.2.  Unethical conductincludes, butis notlimited to, the following:

Harassment of colleagues

Misuse or mismanagement of tests ortest materials

Inappropriate language on school grounds orany school-related activity

Physical altercations

Failure to provide appropriate supervision of students and reasonable disciplinary actions

LARESEE Sl

Standard 2. Trustworthiness

Aneducatorshould exemplify honesty and integrity in the course of professional practice and does not
knowingly engage in deceptive practices regarding official policies of the school district oreducational
institution.

2.1.  Ethical conductincludes, butis notlimited to, the following:

1. Properlyrepresentingfacts concerningan educational matterindirectorindirect publicexpression
2. Advocatingforfairand equitable opportunitiesforall children
3. Embodyingforstudentsthe characteristics of honesty, diplomacy, tact, and fairness.

2.2.  Unethical conductincludes, butis not limited to, the following:

1. Falsifying, misrepresenting, omitting, orerroneously reporting any of the following:
1. employmenthistory, professional qualifications, criminal history, certification/recertification
2. information submittedtolocal, state, federal, and/or other governmental agencies
3. information regardingthe evaluation of students and/or personnel
4. reasonsforabsencesorleave
5. information submittedinthe course of an official inquiry orinvestigation
2. Falsifyingrecordsordirecting or coercingothersto do so
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Standard 3. Unlawful Acts
Aneducatorshall abide by federal, state, and local laws and statutes and local schoolboard policies.

3. Unethical conductincludes, butis notlimited to, the commission or conviction of afelony orsexual
offense. Asused herein, convictionincludes afinding orverdict of guilty, ora plea of nolo contendere,
regardless of whetheran appeal of the conviction has been soughtor situation where first offender
treatment without adjudication of guilt pursuant to the charge was granted.

Standard 4. Educator/Student Relationship
An educatorshould always maintain a professional relationship with all students, both in and outside the
classroom.

4.1. Ethical conductincludes, butis not limited to, the following:

1. Fulfillingthe roles of mentorand advocate for studentsina professionalrelationship. A professional
relationship is one where the educator maintains a position of teacher/student authority while
expressing concern, empathy, and encouragement for students

2. Nurturingtheintellectual, physical, emotional, socialand civic potential of all students

3. Providinganenvironmentthat does not needlessly expose students to unnecessary embarrassment
or disparagement

4. Creating, supporting, and maintaining achallenginglearning environment forall students

4.2.  Unethical conductincludes, butis notlimited tothe following:

Committingany act of child abuse

Committing any act of cruelty to children orany act of child endangerment

Committing orsoliciting any unlawful sexual act

Engagingin harassing behavior on the basis of race, gender, national origin, religion or disability
Furnishingtobacco, alcohol, orillegal/unauthorized drugs to any student orallowing astudent to
consume alcohol orillegal/unauthorized drugs

6. Soliciting, encouraging, participating orinitiatinginappropriate written, verbal, electronic, physical or
romanticrelationship with astudent.
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Examples of these acts mayinclude but not be limited to:

sexual jokes

sexual remarks

sexual kiddingorteasing

sexual innuendo

pressure for dates or sexual favors
inappropriate touching, fondling, kissing or grabbing
rape

threats of physical harm

. sexual assault

10. electroniccommunication such as texting
11. invitationtosocial networking

12. remarks abouta student’s body

© O NDUTEWN PR
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13. consensual sex

Standard 5. Educator Collegial Relationships
An educatorshould always maintain a professional relationship with colleagues, both in and outside the

classroom
5. Unethical conductincludesbutis notlimitedto the following:

1. Revealingconfidential health or personnel information concerning colleagues unless disclosure
serves lawful professional purposes orisrequired by law

2. Harmingothers by knowingly makingfalse statements about a colleague orthe school system

3. Interferingwithacolleague’s exercise of political, professional, or citizenship rights and
responsibilities

4. Discriminatingagainstorcoercingacolleague onthe basis of race, religion, national origin, age, sex,
disability or family status

5. Usingcoercive means or promise of special treatmentin ordertoinfluence professional decisions of
colleagues

Standard 6. Alcohol, Drug and Tobacco Use or Possession
An educatorshould refrain from the use of alcohol and/ortobacco during the course of professional practice
and should never use illegal or unauthorized drugs

6.1.  Ethical conductincludes, butis notlimited to, the following:

1. Factuallyrepresentingthe dangers of alcohol, tobacco andillegal drug use and abuse to students
duringthe course of professional practice

6.2. Unethical conductincludes, butis notlimited to, the following:

1. Beingundertheinfluence of, possessing, using, or consumingillegal orunauthorized drugs

2. Beingonschool premisesorat a school-related activity involving students while documented as
beingundertheinfluence of, possessing, or consuming alcoholicbeverages. A school -related activity
includes butis notlimited to, any activity thatis sponsored by a school or a school system or any
activity designed to enhance the school curriculum such as club trips, etc. which involve students.

3. Beingonschool premises orat a school-related activity involving students while documented using
tobacco.

Standard 7. Public Funds and Property
An educatorshall not knowingly misappropriate, divert, or use funds, personnel, property, orequipment
committed to his or her charge for personalgain or advantage.

7.1.  Ethical conductincludes, butis notlimited to, the following:

1. Maximizingthe positive effect of school funds through judicious use of said funds
2. Modelingforstudentsand colleagues the responsible use of public property
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7.2.  Unethical conductincludes, butis notlimitedto, the following:

1. Knowingly misappropriating, diverting or using funds, personnel, property or equipment committed
to hisor her charge for personal gain

Failingto account forfunds collected from students, parents orany school-related function
Submitting fraudulent requests for reimbursement of expenses or for pay

Co-mingling publicorschool-related funds with personal funds or checking accounts

Using school property without the approval of the local board of education/governing body
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Standard 8. Remunerative Conduct
An educatorshould maintain integrity with students, colleagues, parents, patrons, or businesses when
accepting gifts, gratuities, favors, and additional compensation.

8.1.  Ethical conduct includes, butis notlimitedto, the following:

1. Insuringthatinstitutional privileges are not used for personal gain
2. Insuringthatschool policies or procedures are notimpacted by gifts or gratuities fromany person or
organization

8.2.  Unethical conductincludes, butis notlimited to, the following:

1. Solicitingstudents or parents of students to purchase equipment, supplies, or services from the
educatoror to participate in activities that financially benefit the educator unless approved by the
local governing body.

2. Tutoringstudentsassignedtothe educatorforremuneration unless approved by the local school
board

3. Theeducator shall neitheraccept nor offergratuities, gifts, orfavors thatimpair professional
judgmentorto obtain special advantage. (This standard shallnot restrict the acceptance of gifts or
tokens offered and accepted openly from students, parents, or other persons or organizations in
recognition or appreciation of service)

Standard 9. Maintenance of Confidentiality

An educatorshall comply with state and federallaws and local school board policies relating to confidentiality
of student and personnel records, standardized test material, and other information covered by
confidentiality agreements.

9.1.  Ethical conduct includes, butis notlimited to, the following:
1. Keepinginconfidence information about studentsthat has been obtainedinthe course of
professionalserviceunless disclosure serves alegitimate purpose oris required by law
2. Maintainingdiligently the security of standardized test supplies and resources
9.2.  Unethical conductincludes, butis notlimited to, the following:
1. Sharingconfidential information concerning student academicand disciplinary records, health and
medical information family status/income and assessment/testing results unless disclosure is

required or permitted by law.
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2. Violating confidentiality agreements related to standardized testing including copying or teaching
identified testitems, publishing or distributing testitems or answers, discussing testitems, and
violatinglocal school board or state directions for the use of tests

3. Violatingother confidentiality agreements required by state orlocal policy

Standard 10. Breach of Contract or Abandonment of Employment
An educatorshould fulfill all of the terms and obligations detailed in the contract with the local schoolboard
or educationalagency forthe duration of the contract.
10. Unethical conductincludes, butis notlimited to, the following:
o Abandoningthe contract for professional services without prior release from the contract by

the school board
o Refusingtoperformservicesrequired by the contract.
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ACCEPTABLE USE POLICY

Madison County Schools (MCS) recognizes the value of computer and otherelectronicresources to
improve studentlearning, teaching, instruction, research and communication to enhance the
administration and operation of its schools. To thisend, the MCS provides Intranet (internal) and
Internet (external) connections for staff, students, and faculty. MCS encourages the responsible use of
computers, computer networks, including the Internet, e-mail, and other electronicresourcesin support
of the mission and goals of the MCS and its schools.

In orderto access district services such asthe Intranetand Internet viathe District Network, each user
must sign a Statement of Assurance (SOA) to acknowledge agreement with this Acceptable Use Policy
(AUP) statingthat they are aware of and acknowledge agreement with all the sections below.

The operation of the MCS networkis guided by policy orpolicies setforth by the Madison County School
Board, districtadministration, the Mississippi Department of Education, and all applicable local, state
and Federal Laws. This AUP does notlistevery applicable policy orlaw, but sets forth some specific
policies particularto MCS.

MONITORING OF NETWORK USE

All data transferred and /ortransmitted overthe MCS network can be monitored and recorded at any
time. All datatransferred ortransmitted overthe network can be tracked and identified, and originating
users can be heldliableif theiruse of the network violates any established policy, regulation, or law.
Any data stored on district-owned equipment may be archived and preserved by the district foran
indefinite period. Such data includes, butis not limited to E-mail, text documents, digital photographs,
musicand otherdigital orelectronicfiles.

SCHOOL DISTRICT OWNERSHIP
All data transferred overthe district network or stored on any district-owned equipment/mediais the
property of MCS.

Any person placed on administrative leave by the school and/or District can expecttemporary
suspension of access to district technologies including but not limited to: email, SAM, Canvas,
Schoolwires,and computeruse. Any fixed asset devices must be returned to youradministrator
immediately.

CONSEQUENCES OF POLICY VIOLATION(S)

The use of the District Network is a privilege, notaright, and inappropriate use will resultin a
cancellation of those privileges. Any studentordistrict staff, including contract services (outside
parties), whoviolate any policy, regulation or law regarding use of the District Network will be identified
and corrective and /or punitive actions will be taken.

All users of the MCS network are charged with reporting violations or misconduct to theirteachers,
supervisors, orthe Network administer. Users whofail toreportviolations are subject to the same
disciplinary actions asthose whoviolatethe policy.

Violations of these procedures may resultin, butis notlimited to, aloss of access privileges, disciplinary
action by the school and /or districtadministration, and / or contact of law enforcement agencies.
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DISCLAIMER OF LIABILITY
MCS disclaims all liability forthe content of materials to which a student or staff may have accesson the
Internet and forany damages suffered as a result of the student or staff member’s Internet use. Because
the Internet and e-mailis an unregulated, worldwide vehicle for communication, information available to
staff and students is impossible to control. Therefore, MCS shall not be responsible for:
e Anydamages a student orstaff member may suffer, including, but not limited to, loss of
data or interruption of services,
e fortheaccuracy or quality of information obtained from or stored on any of its network or
client systemes,
e Financialobligations arising through the unauthorized use of the systems,
o Theft, loss or damage to personalelectronic devices,
e Anyactionsor obligations of a student or staff member while accessing the Internet outside
the public schoolsystem forany purpose.

While MCS takes steps to protect users from inappropriate material, to intercept unlawful and
malicious actions from affection users, to safeguard users, no systemis completely perfect. Those
risks must be recognized and accepted by users who signthe AUP SOA.

FILTERING

MCS uses an aggressive Content Filterand SPAMfilter. MCS complies withthe regulations of CIPA, the
Children’s Internet Protection Act [Pub. L. No. 106-554 and 47 USC 254(h)], to provide Internet content
filtering services forstaff and students. Filtering services are a means of protection from objectionable
sites but cannot provide a 100% guarantee. Therefore, Madison County Schools provides no guarantees
but will diligently attempt to protect staff and students from accessing such objectionable Internet sites.
In the eventthatinappropriate materialis accessible, MCS will not be held liable.

EMAIL AND ELCTRONIC DOCUMENT RETENTION
All emails and electronicdocuments created and shared with othersinside or outside the districtin
conductingdistrict business should be savedin user-designated folders on the user’s computer.

All district employee email will be archived fora minimum of one year.

All district employees and studentsin Grades 6-12 will be issued a district email account. Any official
communications, e.g. teacherto parent, teacherto student, studenttoteacher, staff to staff, must be
viathe district’s madison-schools.com email system. Thisincludes, butis notlimited toteacherswho
guide extracurricularactivities such as Clubs, choirs, bands, athletics, etc.

District staff, who generate newsletters, memoranda, slide shows, graphics, etc. with their workstations,
laptops, or otherdistrictequipment, should organize their computer’s workspace (storage) using folders

to store electronicdocumentation

Use of “Internet Mail” by students, staff, and faculty such as Yahoo mail, Gmail, and POP3 accounts
provided by their “home” Internet service providers is allowed at this time.
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PROHIBITED ACTIONS
The following actions on the District Network are specifically prohibited, but are not limited to:

Installing software, software application, utility, plug-in or other such operations without the
approval of the Technology office;

Creating, downloading, storing, sending, or displaying offensive messages or picturesincluding
but notlimited to pornographicorothersexually explicit material;

Inserting, using, orattaching non-approved disks, CD-ROMs, or other media storage devicesinto
or with computers;

Using obscene, profane, orvulgarlanguage;

Harassing, insulting, intimidating, or attacking others;

Giving out personal information about another person, including home address or phone
number

Engaginginany practice(s) that threaten the network and othertechnological tools;

Violating copyright laws;

Downloading entertainment/music/video/movie software or otherfiles fortransferto a user’s
home computer, other personal computer, DVD, or any music/movie device. This prohibition
pertainsto freeware, shareware, copyrighted commercial and non-commercial software, and all
other forms of software and files not directly related to the instructional and administrative
purposes of the MCS. Software, files, and/orlicenses owned by MCS cannot be transferred to
staff or student personal orhome computers.

Using the password of others to access the network or any other electronic information or
telecommunication services;

Accessing the documents, files, folders, or directories of others without permission from the
ownerof thefiles;

Using the network and telecommunication services for commercial promotion, product
endorsement, oradvertisement not previously approved by the MCS School Board

Using the network, electronicinformation, computer-driven software and telecommunication
servicesforpersonal gain orconvenience;

Conducting business otherthanthat deemed academicin nature overthe network;

Misusing the resources of the district’s network, electronic information ,computer-driven
software, ortelecommunications service equipment and supplies;

Promoting causes that are religious in nature, with no apparent educational or instructional
value; and/or

Violating this or other procedures and guidelines establish and set forth by MCS Technology
Office.

Attempt to bypass network controls and filters.

The above listis not all inclusive. The listwill be amended from time to time.

STIPULATIONS FOR WEBSITE USE AS DISTRICT REPRESENTATIVES

Use of Non-District web sites to presentinformation, classrooms, clubs, orany other officially sponsored
activities of the MCS is prohibited. Any sanctioned activity must be hosted on the District website,
(http://www.madison-schools.com). All web publications will abide by the Family Education Rights and
Privacy Act (FERPA) forthe dissemination of student information.

Currentteacheror organization web sites operating outside the MCS’s websiteas of July 1, 2008, will be
granted exception from this new procedure. However, astatement of disclaimer must be posted at the
school’s websiteand asection underthe name of each teacheror organization that has an external web

site.

71


http://www.madison-schools.com/

The disclaimer mustread, “DISCLAIMER; you are now leaving the Madison County School Web Site. The
district does not endorse and assumes no responsibility for content or control of the web site(s) to
which you are aboutto proceed. The link provided atthis page isa courtesy service. Responsibility of
external web site control and content rest solely on the author(s) ormanager(s) or webmaster(s) of such
web site(s) and not with the district.”

At the external teacherororganization web site, another disclaimer should be posted, “As (a)
representative(s) of the Madison County School, responsibility of external web site control and content
restsolely onthe author(s) or manager(s) orwebmaster(s)of this web site(s) and not with the district.
MCS does not endorse this web site for school, academic, business, orany otherpurposes.”

Personal electronicdevices used on the district network should have anti-virusand spy ware software
installed when applicable.
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MAINTENANCE STAFF GENERAL SAFETY MEASURES

Floor Maintenance
Do:
e Wear propernon-slip footwear
e Wear rubbergloves when handling chemicals
e Advise staffinthe building of possible slip and fall areas
e Use wetfloorsignsaroundall work areas especially stairwells
Ensure all work areas are well lit
e Have someone assist youwhen lifting heavy equipment

e Use equipmentwith frayed cords orattachments thatare in poor condition
e Leave objectsunattended on stairs
e Remove wetfloorsigns beforefloors are completely dry

Window Cleaning
Do:
e Ensurethat all containersare properly labeled
e Secure ladderproperly priortouse
e Ensureallladdersarein good working condition
e Seekassistance when moving heavy or odd shaped objects

e Leaveequipmentinopenareaswhereitcanpose atripping hazard
e Leave cleaning materials unattended

e Leavedoorsunsecured whileworkingoutside

e Allowstudentsonornearladders or cleaning supplies

Lighting
Do:
e Wear propersafety glasses
e Ensureladdersarein good repair

e Use laddersthat will conduct electricity

e Storelooselightsinjanitor’'s closets (they should be keptin astorage box at all times)
e Change lightsthatare over 10 feet without the proper proceduresinuse

e Allowstudentsonornearladders

General Cleaning

Do:

Ensure that all equipment and chemicals are properly labeled

Know where all fire exits and extinguishers are located

Use well maintained equipment

Wear the propergloves when using harsh chemicals

Keep electrical cords out of areas where they could pose trip hazards
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Seek assistance when moving heavy or odd shaped objects

Leave janitor’s closets untidy and disorganized

Leave chemicalsin washrooms orjanitor’s closets when mixed with other chemicals
Remove wet floorsigns beforefloors are completely dry

Allow studentsto clean up any bodily fluids

Allow students near harsh chemicals

Leave objects unattended in high trafficareas

Leave doors unsecured when workinginside oroutside of the building
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EMPLOYEE HANDBOOK RECEIPT AND ACKNOWLEDGMENT

I, have read Madison County School’s Employee
Handbook, and | agree to comply with the policies and procedures described inthe handbook.

“At-Will” Employees

| understand and agree that | am an “employee-at-will.” lunderstand my employmentisforan
unspecified period of time, and that eitherthe District or| may terminate employmentatany time,
with or withoutreason ornotice. | understandthe policies describedin this handbook do not
explain every employmentsituation. These are merely guidelines. Further, | acknowledge the
employeehandbookis NOTan employment contract, norisit intended to create any contractual
rights, obligations, or guarantees of my employment with the District. Inaddition,lunderstand no
one has the rightto alterthe employment-at-will relationship otherthan the Superintendent.

Licensed Employees

| understand lam a “licensed” employee. | understand the policies described in this handbook do
not explain every employment situation. These are merelyguidelines. lunderstand that district
management, in accordance with legitimate district considerations, may make exceptions and
clarificationstothese policies. Further, | acknowledge thatthe District may add, change, or delete
any policyinthis policy handbook with or without notice.

If | have any questions aboutany policy in this handbook, | understand | may talk to my primary
supervisor, the Office of Personnel, orthe Superintendent.

Check Applicable: “At-Will” Employee Licensed Employee

Signed:

Date:

Cc: Office of Human Resourcesfile
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ACCEPTABLE USE POLICY STAFF AGREEMENT

User Agreement (Staffand/or Students)

| have read, understand, and will abide by the Acceptable Use Policy when using computers and
otherelectronicresources owned, leased, or operated by Madison County Schools. | further
understand that any violation of the regulations aboveis unethicaland may constitute a criminal
offense. Should | commitany violation, my access privileges may be revoked, disciplinary action may
be taken, and/orappropriate legal action may be initiated.

USER NAME (Please Print)

USER SIGNATURE

DATE SIGNED

NOTE: This agreement does not have to be signed to assign responsibility to staff and students for
the policies contained inthe AUP. The use of any and/or all electronic media documents shows
the acceptance of responsibility forthe AUP policies.

HEALTH INSURANCE MARKETPLACE COVERAGE NOTICE

l, acknowledgethat| have read the Health Insurance Marketplace
Coverage Notice.
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