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MISSISSIPPI STATE PERSONNEL BOARD
Lynn Fitch
Executive Director

Congratulations on your new job in Mississippi 8t&overnment! You are now
part of a vital team working to improve the livdsevery citizen in our Stal

The Mississippi State Personnel Boardtinually seeks excellence in the deliv
of our services to you. Whether it relates to caogportunities, benefits, trainir
and development initiatives, or organizational ppllirectives, please reach out
us, give us feedback, challenge us, aold us accountable for meeting yc
needs.

| hope that you will find all of the ilormation you need to makimportant
employment related decisions in this Handbookyolf need additional assistan
please call us at 601-339+06 or visit our websitet www.mspb.ms.qgc.

Again, congratulations on your new job, and we léwkvard to serving yo

Yours in Service,

CFp CFD

Lynn Fitch
Executive Director
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CHAPTER 1
WELCOME TO STATE GOVERNMENT

l. INTRODUCTION

This Handbook islesigned to serve as a general guide for Stateogegs under the purview of
the Mississippi State Personnel Board. It is mb¢énded to take the place of thessissippi
State Personnel Board Policy and Procedures Manual or other official documents from which
information contained herein has been obtainedhe case of a discrepancy between this
Handbook and the Mississippi State Personnel Board Policy and Procedures Manual or
other official documents, the manual or the officihdocument shall be the final authority.
The information contained in this Handbook is miended to and does not grant to any State
employee any additional rights or privileges of émgment not otherwise expressly provided in
State or Federal law. The rules of the MississiBtate Personnel Board are periodically
revised. A complete set of these rules, as amendetljailable (for the employee's reference
and inspection) in each agency personnel office Mississippi State Employee Handbook is
available through each agency’s personnel officevels as on the Mississippi State Personnel
Board website atww.mspb.ms.gov.

All previous editions of theMississippi State Employee Handbook, published by the
Mississippi State Personnel Board, are hereby ¢ashemd superseded.

Each agency makes personnel decisions within théexbof Legislative intent and the rules
promulgated by the Mississippi State Personnel @camd may have specific rules and
regulations, which govern employment within the raye These rules may vary between
agencies.

. STATEMENT OF EQUAL OPPORTUNITY EMPLOYMENT

The State of Mississippi is an equal opportunityplEryer and assures equal employment
opportunities to all persons regardless of rac&rcareed, sex, religion, national origin, age,
physical handicap, disability, or political affitian. In order to implement the State’s equal
employment policy and to assure non-discriminafmeysonnel administration, the Mississippi
State Personnel Board promotes non-discriminatoagtiges and procedures in all phases of
State Service personnel administration and prahibity form of unlawful discrimination.
Equal employment opportunity can only be attainerbugh State agency commitment to
complying with all applicable laws affording equathployment opportunities to individuals.
Accordingly, it is imperative that State agencieakm all personnel decisions in accordance
with Mississippi State Personnel Board policiescfices, and procedures.
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Equal employment opportunity does not guaranteeciaployee any rights not otherwise
provided by law.

.  THE STATEWIDE PERSONNEL SYSTEM

In 1980, the Mississippi State Legislature creatteel Statewide Personnel System, which
governs the establishment of employment positiafassification of positions, employment

conduct, movement and separation of employees awodides a system of personnel

management for State government. The Legislatscecaeated the Mississippi State Personnel
Board (hereinafter referred to as “MSPB”) as thevggning authority to administer the

Statewide Personnel System. In 1981, the Legrdafurther established the “Colonel Guy

Groff State Variable Compensation Plan” or the V& authorized the MSPB to implement
the plan and review the plan annually.

A. The Mississippi State Personnel Board

The MSPB is composed of five members appointedhbyGovernor with the advice and
consent of the Senate. One Board member is appdirdm each of the three Supreme
Court Districts, and two members are appointed ftbm State at large. Each Board
member serves a five-year term, with the termsgetiagl such that one member’'s
appointment expires at the end of each fiscal yaaddition to the Board members, the
Lieutenant Governor may designate two Senatorstl@dSpeaker of the House may
designate two Representatives to attend Board ngsgtiacting in the capacity of
advisors, but with no vote on any matter within jilmésdiction of the Board.

> Duties of the Mississippi State Personnel Board

The duties of the MSPB are two-fold: (1) to suppState government by
providing a system of personnel management thatrerds efficiency and

effectiveness with regard to the use of personesburces and (2) to provide
the Executive and Legislative branches data negedem budgetary and

planning purposes. The MSPB has a strong and eongncommitment to

equal employment opportunity, employee developmpatformance review,

uniform administration of leave benefits, open camination, and equitable
and adequate compensation. The framework of peesomanagement

provided by the MSPB is designed to be fair to lzdised on state-of-art theory
and practice and in compliance with Federal anteSéavs and regulations.

B. MSPB Executive Director

The Board sets the general policies by which issgagd duties and responsibilities may
be accomplished and has tasked its Executive DBiradth the daily administration of
the system. His or her role is “to administer thgerations of the State Personnel
System and to otherwise act in the capacity offaxecutive officer to the Mississippi
State Personnel Board.”
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C. Personnel Advisory Council

The Personnel Advisory Council is composed of pamsbdirectors of five major State
agencies. These members, appointed by and servieignaconcurrent with that of the
Governor, advise the MSPB in the development of pretmensive policies, programs,
rules and regulations that will improve public emyphent in the State. The Council also
assists in the promotion of public understandinghef purposes, policies and practices
of the Statewide Personnel System.

D. Employee Appeals Board

The Employee Appeals Board (hereinafter referrecaso“EAB”) consists of three
hearing officers appointed from each of the Supr&uoart Districts by the MSPB for
the purpose of holding hearings, reviewing evidesioeé rendering decisions on appeals
of State agency action adversely affecting the egmpént status or compensation of
any employee in State Service or any applicantbationary State Service employee,
permanent State Service employee or non-Statecgegmployee who claims that he or
she has been discriminated against because of cader, creed, national origin,
religion, sex, age, disability or political affitian in any personnel employment
practice.

E. Personal Service Contract Review Board

The Personal Service Contract Review Board (hefteineeferred to as “PSCRB”) was
created by the State Legislature to promulgatesraed regulations governing the
solicitation and selection of contractual servipessonnel. The PSCRB is composed of
the Executive Director of the MSPB, the Executiveebtor of the Department of
Finance and Administration or his or her designiee,Commissioner of Corrections or
his or her designee, the Executive Director ofDlepartment of Environmental Quality
or his or her designee, and the Executive DirectdWVildlife, Fisheries and Parks or his
or her designee. The MSPB Executive Director sema& Chair of the PSCRB. The
MSPB provides support staff for the PSCRB, butRIB&RB functions independently of
the Mississippi State Personnel Board. TR8CRB Personal Service Contract
Procurement Regulations contain rules and regulations governing persoeaVice
contracts. The PSCRB is also required by State tlavapprove all personal and
professional contracts, which involve expenditufefumds in excess of one hundred
thousand dollars ($100,000.00).
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CHAPTER 2
STATE EMPLOYMENT STATUS

l. STATE SERVICE EMPLOYMENT

The MSPB identifies employees of State agenciesithgr State Service employees or non-
State Service employees. The Legislature has define statute those employees that are
considered non-State Service employe&€®e (Miss. Code Ann. 8 25-9-107(c) (2009)).

Employees of State departments, agencies andutinstis who are not listed within that statute
are defined as State Service employees.

State Service employees fall under the purview afsMsippi State Personnel Board rules and
regulations. However, a State Service employee doesnjoy a property right to his or her job
until he or she has successfully completed at ledstelve-month probationary period and has
attained permanent State Service status. Oncenplogee achieves State Service status, he or
she retains that status upon transfer (intra- ate-agency), promotion, demotion, reallocation,
or reclassification as long as he or she remaires $tate Service position and does not have a
break in service. A break in service is definededber (1) lump sum payment for accrued
personal leave, (2) failure to return upon exporatf a leave of absence, (3) lapse of one eight
hour work day between employment with the origiftdte Service status agency and the new
State Service status agency, or (4) retirement.

. NON-STATE SERVICE EMPLOYMENT

Non-State Service employees cannot attain perm&tatd Service status while employed in a
non-State Service position. A non-State Servicplepee has no property right to his or her
job and may be terminated with or without cause amithout due process by his or her

employer. The MSPB has salary setting authoritysieveral categories of non-State Service
employees. In addition, the MSPB has the authteitset minimum qualifications for non-State

Service positions such as time-limited and paretiemployees as well as verify the statutory
gualifications of certain physicians, dentists gvigtarians, nurse practitioners, and attorneys.

. NOTIFICATION OF STATUS FOR NON-STATE SERVICE E MPLOYMENT
Each applicant, including State Service employeles have attained permanent status, shall be
given written notice, prior to his or her appointihéo a non-State Service position by the

appointing authority, that the State of Mississifgiunder no obligation to continue their
employment in the non-State Service position.
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IV.  PROBATIONARY PERIOD AND TERMINATION AT WILL

Every employee, upon original entry into a StateviSe status position, must successfully
serve a twelve-month probationary period beford @raployee is granted permanent State
Service status. During the probationary period,dhployee’'s work and conduct are carefully
observed. During this twelve-month probationaryiqgekrthe employee does not have a property
right to his or her job and may be terminated waitiwithout cause and without due process by
the employer.

V. PROMOTIONAL OPPORTUNITIES FOR PROBATIONARY EMPLO YEES

After an employee has served the first six monfith® twelve month probationary period, the
employee may apply for promotional opportunitiesl,aifi found eligible, be referred to State

agencies with a vacancy on a promotional/transéerof eligible applicants. If the employee

transfers to another State Service status positiothe same agency or in a different State
Service status agency, the employee shall contmserve the remainder of the twelve-month
probationary period without penalty, provided thisrao break in service.

VI.  GRIEVANCE AND APPEAL RIGHTS

A permanent State Service employee may file a grieg on any grievable action and an appeal
to the Employee Appeals Board.

A probationary State Service employee or a noneSatvice employee in, or applicant for, an
authorized employment position in an agency whioipleys State Service employees may
grieve and appeal only alleged acts of discrimarain any personnel action or employment
practice based on race, color, religious creedpmailt origin, sex, age, disability or political
affiliation.

State law specifically prohibits any and all reatdry acts or statements against persons who
utilize their grievance and appeal rights.

VIl.  TRANSFER

Employees may transfer from an employment positioone agency to a vacant employment

position in another agency. The transfer of ana@ent State Service employee into another
State Service position at another agency is acdehga through the use of a Certificate of

Eligibles, except in the case of a demotional tiensr a lateral transfer into the same job class
currently occupied by the employee. Employees mayster through a lateral transfer into a

position with the same salary range, a promotitraaisfer into a position with a higher salary

range or a demotional transfer into a position w&itbwer salary range.
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CHAPTER 3
HOLIDAYS AND LEAVE

Although the Mississippi State Personnel Board tigserules governing the administration of
leave benefits, the appointing authority of eaclkenag may develop internal administrative
procedures governing the application of these leales. Agency Human Resources Offices,
payroll offices or immediate supervisors may previeimployees with information regarding
procedures unique to a specific agency.

l. HOLIDAYS

State employees receive regular pay for ten legiaddys and for any other day proclaimed as a
holiday by the Governor or the President of thetéthiStates. Employees who are not in an
active pay status on a legal holiday will not benpensated for the holiday. Active pay status
is defined as either physically working or on p&dve the day of a legal holiday, the day
immediately preceding a legal holiday, or the deymediately following a legal holiday.
Compensation for legal holidays for part-time emyples will be computed on a pro-rata basis
according to hours regularly scheduled to work.

The State of Mississippi observes the followingaldtplidays:

January 1 New Year's Day

Robert E. Lee’s Birthday and
Dr. Martin Luther King Jr.’s Birthday

The Third Monday of February Washington’s Birthday
The Last Monday of April Confederate Memorial Day

National Memorial Day and
Jefferson Davis’ Birthday

The Third Monday of January

The Last Monday of May

July 4 Independence Day
The First Monday of September Labor Day
November 11 Armistice or Veterans’ Day

A day fixed by proclamation by the Governor of
Mississippi as a day of Thanksgiving, which shall| Thanksgiving Day
be fixed to correspond to the date proclaimed by
the United States President

December 25 Christmas Day

In the event any of these holidays fall on a Sayrdr Sunday, then the legal holiday will be
observed the following Monday.
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Except as may be provided in specific agency ap@tgns bills, when, in the opinion of the
agency, it is essential that a State employee woriag an official State holiday, the employee
will receive credit for the number of hours actyallorked. In addition and in accordance with
specific provisions of an agency's appropriatiol, lain agency may require employees in
specific job classes to work on an official Statdiday and be paid call-back pay in lieu of
receiving compensatory time credit.

Il. LEAVE

Each month State employees earn two types of lgmrspnal leave and major medical (sick)
leave. Employees, including part-time employeedl, g granted leaves of absence for non-
State Service and military leave as provided byusta The appointing authority cannot

increase the amount of personal leave or Major M&dieave to an employee's credit, and it is
unlawful for an appointing authority to grant peraband Major Medical Leave in an amount

greater than was earned and accumulated by theoge®pl Part-time employees are granted
leave only during periods when they are schedueuark.

A. Transfer of Leave Between State Agencies

Both major medical and personal leave earned bylaymes are transferable between
any and all State agencies, junior colleges antbsenlleges. However, compensatory
leave is not transferable. Each appointing aitthevill be furnished a statement of
accrued leave when an employee transfers betwestiag.

Upon transfer, leave accrual rates at the receiamgncy will reflect total continuous
service. An employee transferring with a breals@nvice must begin accruing at the
rate established for new employees. Lump sum payrioe accrued personal leave
and/or the lapse of one eight hour workday betwientermination date with the
original agency and the effective date with the @@ency denote a break in service.

B. Personal Leave

All full-time employees and appointed officers betState of Mississippi earn personal
leave as follows:

CONTINUOUS ACCRUAL RATE ACCRUAL RATE
SERVICE (Monthly) (Annually)

1 month to 3 years 12 hours 18 days
37 months to 8 years 14 hours 21 days
97 months to 15 years 16 hours 24 days

Over 15 years 18 hours 27 days
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Employees begin to earn and accumulate personad wathe first working day of each

month the employee works or receives paid leaversdPal leave is available for the

employee’s use on the first day of the month afterleave is earned. Part-time and
temporary employees accrue personal leave on eafadasis. There is no limit to the

accumulation of personal leave. Upon terminatiormployment, each employee may
be paid for not more than thirty days of accumulagtersonal leave. Unused personal
leave in excess of thirty days and all unused M#&jedical Leave will be counted as

creditable service for the purposes of the retirgrsgstem.

Employees are encouraged to use earned persowva fea vacations and personal

business. However, all requests for personal leaxegpt when taken due to an illness,
are approved at the agency’s discretion. Persanabmpensatory leave must be used
for illnesses of the employee requiring absencesnefday or less. In addition, accrued
personal or compensatory leave must be used fofirdteday of an employee's illness

requiring his or her absence of more than one dAyworkday is defined as eight

working hours. Accrued personal, major medicalc@mpensatory leave may also be
used for an illness in the employee's immediatdlyanmcluding only a spouse, parent,

stepparent, sibling, child, stepchild, grandchidgandparent, son-in-law, daughter-in-
law, mother-in-law, father-in-law, brother-in-law sister-in-law.

For the purpose of computing credit for personavés each appointed officer or
employee is considered to work no more than fivesdeach week. For purposes of
calculating the leave accrual rate for employeeayds of absence granted by the
appointing authority for one year or less are p#ediwithout forfeiting previously
accumulated continuous service. The provisiondisfgection do not apply to military
leaves of absence.

The beneficiary of an employee who dies with unupedsonal leave will receive

payment for all personal leave accumulated but ueed by the employee. The
beneficiary designated with PERS will receive theerefits unless another beneficiary
has been designated.

C. Major Medical Leave

All full-time employees and appointed officers betState of Mississippi accrue Major
Medical Leave as follows:

CONTINUOUS SERVICE ACCRUAL RATE ACCRUAL RATE
(Monthly) (Annually)
1 month to 3 years 8 hours 12 days
37 months to 8 years 7 hours 10.5 days
97 months to 15 years 6 hours 9 days
Over 15 years 5 hours 7.5 days

Employees begin to earn and accumulate Major Médieave on the first working day
of each month the employee works or receives m@idd. The leave is available for the

MSPB Handbook effective date: 03/01/2010 9



employee’s use the first day of the month after lwve is earned. Part-time and
temporary employees accrue Major Medical Leave guraarata basis. There is no
maximum limit to Major Medical Leave accumulatigll unused Major Medical Leave

will be counted as creditable Service for the psgsoof the retirement system.

Major Medical Leave may be used for the illnesgury of an employee or member of
the employee's immediate family, including onlypmsse, parent, stepparent, sibling,
child, stepchild, grandchild, grandparent, sonawsl daughter-in-law, mother-in-law,
father-in-law, brother-in-law or sister-in-law. Themployee should remember that
Major Medical Leave can be used in this manner affilgr the employee has used one
day of accrued personal or compensatory leavehdnevent that an employee has no
accrued personal or compensatory leave, the fagtad leave must be taken as Leave
Without Pay. This is a requirement for each abselueeto illness.

Major Medical Leave may be used, without prior aépersonal or compensatory leave,
to cover regularly scheduled visits to a doctorffice or a hospital for the continuing
treatment of a chronic disease, as certified inaade by a physician. "Physician”
means a doctor of medicine, osteopathy, dental ¢mex]i podiatry or chiropractic.
Employees must remember that the initial eight fdone day) of leave relating to the
condition must be personal leave, compensatoryeleateave Without Pay.

For each absence due to illness that requires ridogee be absent from work for
thirty-two consecutive working hours (combined p&@, major medical, and
compensatory leave), Major Medical Leave can bé&aiged only when certified in
writing by the attending physician.

An employee may use up to three days of earned rvidjedical Leave for each
occurrence of death in the immediate family requgirthe employee's absence from
work. No use of personal or compensatory leave bellrequired prior to the use of
Major Medical Leave for this purpose. The immedifdenily is defined as only a
spouse, parent, stepparent, sibling, child, stéghchrandchild, grandparent, son-in-law,
daughter-in-law, mother-in-law, father-in-law, Wwet-in-law, or sister-in-law. Child
means a biological, adopted or foster child, ohigdddor whom the individual stands or
stood in loco parentis.

With appropriate documentation, an employee istledtito use all accrued Major
Medical Leave for recuperation from illness. Ineasf iliness or disability exhausting
available Major Medical Leave, the employee mayl@ved to charge the excess days
against accumulated personal leave or compensitogyearned by the employee. If all
accumulated major medical, personal leave and coggpery time have been used,
employees are subject to a pro rata deduction fhain salaries for the length of time or
number of days in excess of accumulated leave. lifaviddical Leave is also available
for qualifying State employees and is describedletail in the Family and Medical
Leave Act Leave Section herein.
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Should an employee die having accumulated Majoritétd eave, such leave will be
counted as creditable service. Employers have rhoety to pay an employee's
beneficiary for unused Major Medical Leave in tiver of an employee's death.

D. Compensatory Leave

Compensatory leave is administered in accordantie $tate law and in compliance
with the Fair Labor Standards Act and the regufstigppromulgated by the U. S.
Department of Labor (hereinafter referred to as DO

State law provides that when, in the opinion of apgointing authority, it is essential
that a State employee work after normal workingrepthe employee may receive credit
for compensatory leave. Further, except as otlsenprovided by statute, when in the
opinion of the appointing authority, it is essehtiat a State employee work during an
official State holiday, the employee will receivedit for compensatory leave.

State employees in positions which have been fledsnon-exempt,” as defined in the
federal regulations promulgated by DOL pursuanttite Fair Labor Standards Act
(hereinafter referred to as “FLSA”), may receiveng@nsatory time at a rate of not less
than one and one-half hours for each hour workest éaty hours in a workweek as
defined in DOL regulations, instead of cash ovegtipay. State employees in positions
that have been classified as “exempt” under DOlula@®ns may receive compensatory
time earned under FLSA only when they perform dutiea “non-exempt” position on
an emergency and temporary basis. There are liontghe extent to which the
appointing authority may continue to grant compémgatime instead of paying
overtime. The limit of earned compensatory timeemthe FLSA for most employees
is 240 hours. Law enforcement, fire fighters, egpecy response personnel, and
employees engaged in seasonal activities may acgrue 480 hours of compensatory
time under the FLSA. State employees should coiseir agency Human Resources
Office to confirm the status of their position undiée FLSA, when their DOL
workweek begins and ends, and to determine thé dhompensatory time, which may
be earned for their position under the FLSA.

The appointing authority may require a State emgxay use compensatory time earned
pursuant to the FLSA prior to the use of accruets@®al or compensatory time.
Further, the appointing authority may require arplayee to take FLSA compensatory
time off when the employee’s compensatory time edmnder the FLSA has reached
the limit allowed under the regulations.

Upon termination of employment, an employee mayb®paid for accumulated non-

FLSA qualifying compensatory leave. Should an eaygé retire having accumulated
non-FLSA qualifying compensatory leave, such leaay not be counted as creditable
service for retirement purposes. Employers als@ m@ authority to pay an employee’s
beneficiary for unused non-FLSA qualifying compednsa leave in the event of an

employee’s death.
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E. Administrative Leave

State employees may be granted administrative legbepay. For the purposes of this
section, "administrative leave" means discretiorlagve with pay, other than personal
leave or Major Medical Leave.

" The appointing authority may grant administrateave to any employee serving
as a witness or juror or party litigant, as vedfiey the clerk of the court, in
addition to any fees paid for such services, anch sservices or necessary
appearance in any court shall not be counted a®palleave.

. The Governor or the appointing authority may gradiinistrative leave with
pay to State employees on a local or statewideskasthe event of extreme
weather conditions or in the event of a manmadehn@ogical or natural
disaster or emergency.

" The appointing authority may grant administrativeave with pay to any
employee who is a certified disaster service va@enbf the American Red Cross
(hereinafter referred to as “ARC”) and who partatgs in specialized disaster
relief services for the ARC in this State and iats$ contiguous to this State
when the ARC requests the employee's participatigkdministrative leave
granted under this paragraph cannot exceed tweayg th any twelve-month
period. An employee on leave under this paragiapiot considered to be an
employee of the State for the purposes of workersipensation insurance or for
purposes of claims against the State. As usedis garagraph, the term
"disaster" includes disasters designated at ld\aaid above in the ARC national
regulations and procedures.

F. Accumulated Leave Upon Retirement

Unused personal and Major Medical Leave for whiohemployee is not compensated
upon termination or retirement will be transferdeg the employee’s agency to the
Public Employees’ Retirement System (hereinaftderred to as “PERS”) and be
counted by PERS as creditable service for the mapd the retirement system. In
computing unused leave for creditable serviceartase shall credit be allowed for any
period of unused leave of less than fifteen daysrtier to receive creditable service for
unused leave, PERS must receive certification afhsleave balances from the
employee's agency.

The amount of unused leave will determine the nundbequarter-years of creditable
service as follows:
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Conversion of Accumulated Unused Uncompensated Leav

Combined Personal Credit Combined Personal Credit

and Sick Leave Equivalent and Sick Leave Equivalent
(1215 tt(()) 67273dr?gjrs) .25 year (354?2 tt(()) §651?7dr?£r3) 1.75 years
(6272 o 11f§7dr?£rs) SO ear (3325 o fllgldr?gjrs) 2.00 years
wzsto 1631 hours) 73 vear w510 fgésdr?gjrs) 2.25 years
(16?3; (02135 hours) 100 vear (465586? o gfggdr?gjrs) 2.50 years
(legg ttc()) ggggdﬁgjrs 1.25 years (51664(? tt(()J ggg?)dr?gjrs) 2.75 years
(ng(()) ttc()) gfjsdﬁgjrs 1.50 years (SEZgAEf3 tt(()J g17g7dr?gjrs) 3.00 years

Contact the agency Human Resources Office, paydfficer and/or PERS
(www.pers.state.ms.us) for answers to specific tiues regarding the crediting of
unused leave.

G. Leave Record Keeping

All State agencies whose payroll is processed tinddPAHRS offer the same leave
record reporting method. The balances of both paisand Major Medical Leave are

reported on each pay stub. Employees should vierdlye balances on a monthly basis
for accuracy.

H. Donated Leave

“Catastrophic injury or illness” means a life-thteaing injury or illness of an employee
or a member of an employee’s immediate family,udolg only a spouse, parent, step-
parent, sibling, child or stepchild, which totalhcapacitates the employee from work,
as verified by a licensed physician, and forceseimployee to exhaust all leave time
earned by that employee, resulting in the loss arhmensation for the employee.
Conditions that are short-term in nature, incluglimgt not limited to, common ilinesses
such as influenza and the measles, and commonegjare not catastrophic. Chronic
illnesses or injuries, such as cancer or major esyrgwhich result in intermittent
absences from work and which are long-term in maand require long recuperation
periods, may be considered catastrophic.

Any employee may donate a portion of his or hemedrpersonal leave or Major
Medical Leave to another employee who is eithefesimig from a catastrophic injury or
illness or who has a member of his or her immediateily that is suffering from a
catastrophic injury or illness, as follows:
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" The employee donating the leave (the "donor emgljymust designate the
employee who is to receive the leave (the "recipgnployee”) and the amount
of earned personal leave and Major Medical Leasaeithto be donated and must
notify the donor employee's supervisor of his or Hesignation. The donor
employee's supervisor will then notify the recigiemployee's supervisor of the
amount of leave that has been donated by the dempitoyee to the recipient
employee.

" The maximum amount of earned personal leave thangrloyee may donate to
any other employee may not exceed the number o tiegt would leave the
donor employee with fewer than seven days of paldeave, and the maximum
amount of earned Major Medical Leave that an eng#ognay donate to any
other employee may not exceed fifty percent ofaamed Major Medical Leave
of the donor employee. All donated leave shall anicrements of at least
twenty-four hours.

. An employee must have exhausted all of his or laenesl personal leave and
Major Medical Leave before he or she will be eligilito receive any leave
donated by another employee.

" Before an employee may receive donated leave, Beeomust provide his or her
supervisor with a physician's statement that sti#tesbeginning date of the
catastrophic injury or illness, a description cé# thjury or illness, a prognosis for
recovery and the anticipated date that the redipgemployee will be able to
return to work.

" If an employee is aggrieved by the decision ofdriver appointing authority
that the employee is not eligible to receive dotdéave because the injury or
illness of the employee or member of the employesiaediate family is not, in
the appointing authority’s determination, a catgstic injury or illness, the
employee may appeal the decision to the Employqeeals Board.

" The maximum period of time that an employee maydm®ated leave without
resuming work at his or her place of employmentiisety days, beginning on
the first day that the recipient employee uses thmhbeave. Donated leave that
is not used because a recipient employee has hgedaximum amount of
donated leave authorized under this paragraph beigeturned to the donor
employees in the manner provided under paragrapbf(this subsection.

" If the total amount of leave that is donated to amployee is not used by the
recipient employee, the donated leave must beneduto the donor employees
on a pro rata basis, based on the ratio of the pumibdays of leave donated by
each donor employee to the total number of daysade donated by all donor
employees. In no case will any donor employeeivecmore leave in return
than the employee donated.

" The failure of any appointing authority or supeoviof any employee to
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properly deduct an employee's donation of leavantmher employee from the
donor employee's earned personal leave or Majoriddeteave shall constitute
just cause for the dismissal of the appointing ety or supervisor.

. No person, through the use of coercion, threatstonidation shall require or
attempt to require any employee to donate his oitdae to another employee.
Any person who alleges a violation of this paragrapst report the violation to
the executive director of the agency by whom halar is employed or, if the
alleged violator is the executive director of tlgecy, then the employee must
report the violation to the MSPB. Any person fouttd have violated this
paragraph will be subject to removal from officed@mination of employment.

. No employee can donate leave after tendering nofiseparation for any reason
or after termination of his or her employment.

" Recipient employees of agencies with more than liwedred (500) employees
as of March 25, 2003 may receive donated leave fsolm donor employees
within the same agency. A recipient employee iragancy with five hundred
(500) or fewer employees as of March 25, 2003 neagive donated leave from
any donor employee.

" In order for an employee to be eligible to receilmated leave, the employee
must have been employed for a total of at leaslveveionths by the employer
on the date on which the leave is donated and haee employed for at least
1,250 hours of service with such employer during ginevious twelve month
period from the date on which the leave is donated.

" Donated leave may not be used in lieu of disahiétyrement.

" Those employees who received donated leave anthaedtto be eligible to use
it as of July 1, 2000 will be allowed to use thedve which was donated to them
before July 1, 2000.

l. Family And Medical Leave Act Leave

In keeping with the requirements of the Family MeadliLeave Act of 1993 (hereinafter

referred to as “FMLA”) and the State of Mississipgbolicies, an employee must have
worked for the State for a total of twelve montimsl ahe employee must have worked
for the State for 1,250 hours in the twelve mongnigd immediately preceding the

commencement of the leave to be eligible for FMEAJe. An employee meeting these
requirements is referred to an “eligible employfe”purposes of this policy.
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> Availability of Family Medical Leave

An eligible employee may take up to the equivalehtwelve workweeks of
unpaid family and/or medical leave (FMLA leave) idgr any twelve month
period for one or more of the following purposes:

" For incapacity due to pregnancy, prenatal medicale,c or
childbirth;
" To care for a newborn son or daughter, a recemtbpted child,

or a recently placed foster child through formagaiment by a
State agency;,

" To care for a legal spouse, parent (not includm@aws) or son or
daughter (under the age of eighteen or over theoageghteen
and incapable of self care because of a physicamental
disability), who has a serious health condition; or

" Because of a serious health condition that makesethployee
unable to perform the functions of his or her job.

Leave to care for a new child must be taken withia first twelve months of
birth or placement by adoption or foster care, &ave may be taken by the
father and/or the mother of the child.

Federal regulations allow an employer to choosmfseveral different methods
in determining the twelve-month period in which ttveelve weeks of leave
entitlement occurs.

> Military Leave Entitlements

Eligible employees are entitled to two differemds of leave as a result of either
being in the military or having family members hetmilitary:

. Eligible employees are entitled to up to twelve keeef FMLA
leave because of any qualifying exigency arising afuthe fact
that the spouse, son, daughter, or parent of thelogee is a
member of any Armed Forces and/or a reserve conmpaiehe
Armed Forces on covered active duty, or has bedifietbof an
impending call to covered active duty status. @yiab
exigencies may include any one or more of the vahg: 1)
attending to issues arising from a short noticedsedays or less)
of deployment, with FMLA leave entitlement lastinog to seven
days from the notice; 2) attending certain militagyents; 3)
attending certain childcare and school activitietated to the
military duty; 4) addressing certain financial ankgal

MSPB Handbook effective date: 03/01/2010 16



arrangements; 5) attending certain counseling @essb) taking
up to five days to spend with a covered service berwho is on
short-term, temporary rest and recuperation ledyeattending
post-deployment reintegration briefings; or 8) otleetivities
agreed to by the agency and the employee. Eligihiployees
must provide notice of the need for such leave @snsas
reasonable and practicable. This kind of leave raytaken
intermittently or on a reduced schedule.

" Eligible employees may take up to twenty-six weeksleave
during a single twelve-month period to care focavered service
member” who is the employee’s spouse, son, daugbéeent or
next of kin (nearest blood relative or designatedsach). A
covered service member is a member of the ArmedeSor
(including a member of the National Guard or Resgywho is
undergoing medical treatment, recuperation, or agwer is
otherwise in outpatient status, or is otherwisetloa temporary
disability retired list, for a serious injury olniess; or a veteran
who is undergoing medical treatment, recuperatantherapy,
for a serious injury or illness and who was a memifethe
Armed Forces (including a member of the Nationala@uor
Reserves) at any time during the period of fiverygareceding
the date on which the veteran undergoes that nleeztment,
recuperation, or therapy. Eligible employees m this kind of
leave intermittently, or on a reduced schedule, resaedically
necessary. This twenty-six week leave entitlemelhinclude all
other permissible FMLA leave.

> Serious Health Condition

A “serious health condition” is defined as an i8sginjury, or physical or mental
condition that involves:

" In-patient care in a hospital, hospice, or residémare facility,
including a period of incapacity or treatment rethtto the
inpatient care;

" A period of incapacityof more than three consecutive calendar
days, with two or more visits to a health care pmex, one
occurring within seven days of the onset of incé#yaand the
second within thirty days of the onset (unless muxating
circumstances exist);

" A period of incapacity of more than three conse®utalendar

days, with one or more visits to a health care i@y the first
occurring within seven days of the onset of theapacity, and
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which results in aregimen of continuing treatment under the
supervision of the health care provider (exampleurfday
absence, one doctor’s visit, and prescription negatino);

" Any period of incapacity due to pregnancy, for @tah care, or
childbirth;
" Treatment for or incapacity because of a chronimss health

condition (examples: diabetes or epilepsy), whidgquires
periodic visits (at least two per year) for treattney a health care
provider;

. Incapacity which is permanent or long term for whteeatment
may be ineffective, and the individual is under tt@ntinuing
supervision of a healthcare provider (example: Alater's
Disease); or

" Any absence to receive multiple treatments by altthezare
provider either for restorative surgery after ajuny, or for a
condition that would likely result in a period aficapacity of
more than three consecutive calendar days in tisenale of
treatment (example: chemotherapy treatments farezqn

The serious health condition must prevent the epgaglofrom performing the
functions of his or her job or prevent the quatifiéamily member from
participating in school or other daily functions.

A “serious injury or illness” in the case of a memlof the Armed Forces

(including a member of the National Guard or Resgyymeans an injury or

illness that was incurred by the covered servicenbex in the line of duty on

covered active duty in the Armed Forces (or existefbre the beginning of the
service member’s covered active duty and was agtgdwy service in the line

of duty on covered active duty in the Armed Forcas)l that may render the
service member medically unfit to perform the daited the service member’'s
office, grade, rank, or rating; and in the casa ekteran who was a member of
the Armed Forces (including a member of the Nafiddaard or Reserves) at
any time during a period of covered active dutyansea qualifying (as defined

by the Secretary of Labor) injury or illness thaaswincurred by the covered
service member in the line of duty on covered &ctiuty in the Armed Forces

(or existed before the beginning of the service ivers covered active duty and
was aggravated by service in the line of duty omeoed active duty in the

Armed Forces) and that manifested itself beforeafoer the service member
became a veteran.
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> | ntermittent or Reduced Schedule Leave

An eligible employee generally does not need tokieA leave entitlement in
one block. Eligible employees who, because ofreose health condition of
their own or a qualifying relative, need to take IEMleave on an intermittent
basis or to stretch their leave out by working @ueed schedule, must provide
certification of the medical necessity for suchviea Eligible employees must
make reasonable efforts to schedule planned metlieatment so as not to
unduly disrupt the agency’'s operations. When lelegiemployees request
intermittent or reduced schedule leave becausebatlaor placement of a child
with them for adoption or foster care, the agentgatior and/or management
will consider such things as how the request foermittent leave or reduced
hours will affect the work output of the employeptsition, and the request will
be granted only at the agency’s discretion. Urmitain circumstances, the
agency may require an employee on intermittentdeavweduced schedule leave
to transfer temporarily to an alternative job fdnigh he or she is qualified and
that better accommodates the leave.

> Married Couples

The twelve week maximum per eligible employee pearyapplies to married
couples, rather than individual employees, if botémbers of the couple work
for the same agency and the leave is for the perpbsaring for a new child by
birth, adoption or foster care placement or to darethe employee’s parent.
Leave requested because of an eligible employee'sserious health condition
is not subject to this limitation, nor is leavedare for the eligible employee’s
sick spouse or child. Husbands and wives who atke émployed by the same
agency are limited to a combined twenty-six workkgeef leave during the
twelve-month period to care for a covered serviesniver.

> Notice Requirements

Employees: Employees must provide sufficient information ttee agency’s
human resources department to determine if theelegpyalifies for FMLA
protection, and they must also provide the antteghdiming and duration of the
leave. Sufficient information may include that tlkeenployee is unable to
perform job functions, the family member is unatdeperform daily activities,
the need for hospitalization or continuing treattri®na health care provider, or
circumstances supporting the need for military faneave. Employees also
must inform the employer if the requested leavieisa reason for which FMLA
leave was previously taken or certified.

When leave is foreseeable, employees are requirgivée thirty days advance
notice of their expected need for FMLA leave. Hey fail to provide such
notice, the agency may deny the leave until audy notice period has
expired. When thirty days notice is not possiblaployees are required to give
as much notice as is practicable, and they gemgemalist comply with the
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agency’s call-in procedures. Medical certificatitor most FMLA leave is
required and must be submitted within no more tlidfleen days of an
employee’s initial request for leave. Medical dedtions must be submitted on
the appropriate form which may be obtained in tgenay’s human resources
department. It is the employee’s obligation tanetthis form as required. If the
certification indicates that the employee doesqualify for FMLA leave, or if
the employee fails to return the form in a timelgrmer, the employee will be
subject to the agency’s normal attendance andptiiseipolicies. Employees on
leave must call the agency periodically (but asteavery thirty days) to report
on their status and intent to return to work.

The Agency: The agency will inform employees if they are idig under
FMLA, if their requested leave will be designated AMLA-protected, and the
amount of leave counted against the employee’slemiitlement. The notice
will also specify any additional information reqedr, as well as the eligible
employee’s rights and responsibilities. If theragedetermines that the leave is
not FMLA protected, the agency will notify the eroypée and supply the reason
for the ineligibility.

> Use of Accrued Leave

Employees may choose or employers may require tisseayued paid leave
while taking FMLA leave, if they otherwise satisill of the procedural
requirements for the use of that accrued leave.

Leave for a worker's compensation injury that inwes a serious health
condition, as defined by this policy, will run camently with FMLA leave up
through the permissible twelve weeks of FMLA leave.

> Benefits During Leave

Health insurance benefits will be continued dufiMLA leave, and the State of
Mississippi will continue to cover the applicableemium amount for the

employee. An employee may continue dependent ageeduring leave, but he
or she will be responsible for paying for the cags on a timely basis. If the
employee ceases paying the premium, the State raagek the dependent
coverage. However, the State may also continualéipendant coverage at its
own expense and recoup payments from the emplogea the employee’s

return to active employment. Vacation, sick antspeal leave benefits will not

accrue during FMLA leave.

An employee who fails to return to work at the efidhe FMLA leave and who
cannot excuse the failure as due to reasons bdyisrat her control, or because
of the continuance, recurrence or onset of a seribealth condition, is
potentially liable for reimbursing the State fos ppayment of any or all of the
health insurance premiums or other non-health premiit paid during the
employee’'s FMLA leave, except for premiums paid thg State while the
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employee was concurrently on paid leave. The amsopaid can be deducted
from any moneys owed by the State to the emplape®jding unpaid wages or

accrued leave, to the extent permitted by law. Byges are considered to have
“returned to work” if they come back to work for laiast thirty days after the

conclusion of the FMLA leave.

> Return from Leave

Employees returning from FMLA leave will be resir® their prior jobs and
pay wherever practicable. Such employees willivecall benefits accrued prior
to the beginning of leave, and they will be proddeontinuation of, or
reinstatement to, health insurance benefits. df employee’s prior job is not
available, the employee will be restored to an\emant position with equivalent
pay and terms and conditions of employment.

Employees must report on their intention to retirrwork as requested by the
agency. So that their work may be properly schetiudmployees must provide
reasonable notice (within two business days) of #orgseeable changed
circumstances requiring either longer or shorterLAMieave periods than

originally requested.

> Unlawful Acts

The FMLA makes it unlawful for any employer to irfexe with, restrain, or

deny the exercise of any right provided under tiMLA; or discharge or

discriminate against any person for opposing amgtpre made unlawful by the
FMLA or for involvement in any proceeding under relating to, the FMLA.

Please notify the agency’s executive director imiatety if any of these actions
occur. Employees may also file a complaint with thated States Department
of Labor or bring a private lawsuit against therage

J. Leave of Absence

An employee can, upon written application to andhe discretion of the appointing
authority, be granted a leave of absence withoyt @t to exceed twelve months,
without forfeiting previously accumulated continscgervice.

A State Service employee, with the consent of tbadhof the department, agency or
institution and the concurrence of the MSPB Exeeulirector, may be placed on a
leave of absence for purposes of accepting anrassigt in the non-State Service for a
period not to exceed one year.

Leaves of absence should not be confused with L@étleout Pay. A leave of absence

is for the purpose of accepting another positiomam-State Service. Leave Without
Pay is leave granted to the employee, at the disaref the appointing authority, in the

MSPB Handbook effective date: 03/01/2010 21



absence of paid leave.
K. Leave Without Pay

Leave Without Pay (hereinafter referred to as “LWQPB employee leave taken in the
absence of paid leave. LWOP must be authorizetthéappointing authority. When a
State government employee is on LWOP, it is theleyege’s responsibility to pay the
employee and employer portion, if any, of all irswe premiums the employee wishes
to continue. In order to continue insurance cogenahile out on LWOP, the employee
should contact his or her human resources director.

L. Use Of Leave During Pregnancy

Women affected by pregnancy, childbirth or relateeldical conditions will be treated
the same for all employment-related purposes, dictureceipt of benefits under fringe
benefit programs, as other persons not so affdatedimilar in their ability or inability
to work. All types of leave will be granted to grant women on the same terms as
leave is granted to other employees. When cattifieadvance by a medical doctor,
pregnant women can use Major Medical Leave forlertyuscheduled prenatal care by
a medical doctor without the requirement that peasdeave be used for the first eight
hours of each absence for subsequent visits. dusitlh Major Medical Leave, the first
day (or the first eight hours) of leave taken faegnancy must be personal or
compensatory leave or leave without pay if the @yg¢ has no accrued personal or
compensatory leave.

M. Military Leave

Employees who are members of the military reseovédermer members of the military
are entitled to fifteen days of paid leave of alogewhen ordered to duty to participate
in training or military exercises. Such employaes further entitled to unpaid leaves of
absence from their respective duties in excesh@fpreviously outlined fifteen days
without loss of time, annual leave or efficiencying until relieved from duty when
ordered to duty as above.

The Uniformed Services Employment and Re-employndaitof 1994, a federal law,
requires employers to allow up to five years of aidpleave to a soldier who leaves
employment to perform military duty, performs thilaity satisfactorily, and requests his
or her job back within the statutory time limitsThe soldier must be re-employed
without regard to whether the military duty waswahry or involuntary.

N. Educational Leave
State agencies are authorized to grant paid eduedtieave on a part-time or full-time
basis and/or reimburse employees for educatioaaklexpenses in order for employees

to develop job-related skills and to develop emeés/for higher-level professional and
management positions; to prescribe eligibility garch educational leave and expense
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reimbursement; and for related purpodesiployees should note that not all State
agencies offer educational leave.

>  Eligibility

. Candidates for Educational Leave must have worked &tate
agency for three years at the time of applicatioheworking at
a State agency at the time of application for pare graduate
level education in a particular profession deemed the
administrative head of the State agency to meetti@at need
within the State agency.

" Candidates must agree to enter into a contract twéhrequesting
State agency, which must contain the statutory ipravs and
regulatory terms and conditions upon which the faddcational
Leave will be granted to the candidate.

. Candidates must attend a college or universitytéatan the State
of Mississippi and approved by the head of the egamless
such course of study is not available at a Migs@stcollege or
school.

Employees may contact their agency Human Resou€@ffise for more
information on the availability of educational lealbenefits and agency specific
policies pertaining to educational leave.

0. Mississippi Living Organ Donor Leave

All permanent full-time or part-time employees wheve been employed by any agency
of State government for a period of six months orerand who donate an organ, bone
marrow, blood or blood platelets are eligible fogan donor leave. Those individuals

employed by local government entities or schodridis are not eligible for leave under

this policy.

Employees may use organ donor leave only upon pecédiprior approval from the

donor employee’s agency but are not required toagsamulated Major Medical Leave
or personal leave before using organ donor lea@ertification by the employee’s
attending physician for an employee participatisgadone marrow or organ donor will
be required prior to using organ donor leave.

Employees requesting placement on organ donor lieatbe purpose of donating blood
or blood platelets must provide verification frohetblood service organization of the
donation of blood and/or blood platelets to thepexvisor upon returning to work to be
approved for organ donor leave.
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An employee may use:

Up to thirty days (240 hours) of organ donor leavany twelve month period to
serve as a bone marrow donor;

Up to thirty days (240 hours) of organ donor leavany twelve month period to
serve as an organ donor;

Up to one hour to donate blood every fifty-six dagsd
Up to two hours to donate blood platelets no mben ttwenty-four times in a

twelve-month period in accordance with appropriateedical standards
established by the ARC or other nationally recogdigtandards.
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CHAPTER 4
EMPLOYEE BENEFITS

l. DEFERRED COMPENSATION PLAN

Deferred Compensation is a supplemental, volunsasngs plan administered by the Public
Employees' Retirement System Board of Trusteesrinffetax advantages to participants.
Employees who choose to participate in this plaly s&t aside part of their salary each year.
Income tax liability is postponed on that parttudit salary until the year in which the employee
actually receives the deferred amount. Interestcandarnings also are tax deferred until
withdrawal. Interested employees may contact tHaiman Resources Office, payroll office, or
PERS.

Il. WORKERS’ COMPENSATION

Workers’ compensation is administered by the Msgp@ Workers’ Compensation
Commission, and all State employees are covereerutite provisions of the Mississippi
Workers’ Compensation Law. The basic purpose akers’ compensation is to provide fixed
benefits to employees in the event an employeajised in the course of employment. An
employee who is injured on the job is entitled &stain benefits at no cost to the employee,
including compensation for medical expenses, dartimpensation for income lost because of
the injury or iliness, retraining for new skill$ necessary, and certain other related benefits.

Workers’ compensation also provides pension bendbt an employee’s dependents and
compensation for funeral expenses in case of db&to a job-related accident or illness. The
amount of compensation in all cases depends osetverity of the disability.

Workers’ compensation wage loss benefits are ngalga for the first through the fifth days of
disability unless the disability extends to fourte#ays or more. The workers’ compensation
benefit is payable at 2/3 the average weekly wagensome cases, to a weekly maximum set
by law.

Wage benefits are payable in addition to any acche@ve the employee may be entitled to use.
It is the employee’s responsibility to ensure thayment of accrued Personal Leave and/or
Major Medical Leave and the receipt of workers’ gansation benefits simultaneously do not
result in the employee being paid a total amouait éxceeds 100 percent of his wages earned in
State employment at the time of injury.
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A State employee who is absent due to a work-relagury for which the employee is
receiving temporary disability benefits is limitad his or her use of accrued Personal Leave
and/or Major Medical Leave and the receipt of woskeompensation benefits simultaneously
if the combined receipt of both benefits resultéhe employee being paid a total amount that
exceeds 100 percent of his wages earned in Staglogment at the time of injury.

It is the employee’s responsibility to cooperatéhwthe agency to determine if he or she has
received excess wages and, if so, to notify the@age Human Resources Office of how such
excess wages should be recovered from the empld3eeovery could be:

. Through direct repayment (by endorsing the tempodisability benefit check
over to the agency or remitting a personal checkéyamrder);

" Through a payroll deduction;

" Through a payroll adjustment by which the Persobedve and/or Major
Medical Leave taken during the affected pay pelimdeclassified to Leave
Without Pay; or

" By a combination of direct repayment, payroll deduc and/or reclassification
of paid leave to Leave Without Pay.

Should the employee elect to be placed on LeavbadfitPay rather than use accrued Personal
Leave and/or Major Medical Leave, employment begsdfie., employer-paid life and/or health
insurance, leave accrual, FICA and PERS contribgjicnay be adversely affected.

Any excess wages that are not remitted to the agericbe deemed to be a debt owed to the
State of Mississippi and are subject to collectsrallowed by Mississippi law.

Any injury or illness which is work related shoul® reported as soon as possible to the
supervisor or agency’'s workers’ compensation repriegive so that appropriate medical
treatment can be arranged and a report of theyigan be sent to the Workers’” Compensation
Commission. Timely reporting also ensures that\aage loss benefits, which are due, will be
paid without undue delay. For assistance in thentewé injury or for questions concerning
workers’ compensation, contact the agency HumarmiRess Office or the agency’s workers’
compensation representative.

.  TRAVEL AND EXPENSES

If a State employee is required to travel in thefggenance of an official duty, reasonable
expenses will be paid by the State. Prior apdronay be required for travel reimbursement.
Employees should request information regardingrthgency’s travel reimbursement policy
from their human resources director. Rules andilatigns governing official travel are
established by the Department of Finance and Adstnation.
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IV.  SOCIAL SECURITY

Every employee of the State of Mississippi is reggiito participate in the federal Social
Security program. For further information you ntayl Social Security at 1-800-772-1213.

V. RETIREMENT

Employees and officials of the State become membethe Public Employees' Retirement
System as a condition of employment. PERS padimp and coverage is provided to
employees in positions requiring employees to wanét receive compensation foot less than
twenty hours per week ORot less than eighty hours per month. Participatsorestricted to
employees whose wages are subject to payroll taxeésre reported on IRS Form W-2.

When a State employee is first employed, the ageiiityurnish the employee with a member
information form to establish a membership accolihie employee's social security number
will serve as a membership number. A fiscal yeamimership statement will be sent to the
employee each year containing information regardiorgfributions paid into PERS. Additional
information is contained in theERS Member Handbook which the agency will provide. You
may also contact PERS by calling 1-800-444-737766d4) 359-3589 or visit the website at
www.pers.state.ms.us

> Contributions

An employee’s monthly contribution is equal to agemtage of the employee’s
Gross Reportable Earnings, and this amount is defiile. The employer’'s

monthly contribution of a percentage of the emp&y&sross Reported Earnings
is not refundable.

> Vesting Period

If an employee was employed by the State of Miggi$sat any point prior to

July 1, 2007, the employee may receive monthly fisnence the employee
becomes eligible for retirement after the emplogeetributes to the retirement
system for at least four years. For those empbyiest employed by the State
of Mississippi after July 1, 2007, the employee trastribute to the retirement
system for eight years prior to being able to nezainonthly benefits upon
eligibility for retirement.

> Retirement Eligibility

Any employee with twenty-five years of participation PERS is at any age
eligible to retire and draw monthly benefits. Aitatively, employees with less
than twenty-five years of participation in the rethent system who became
members of the retirement system before July 17288 have at least four
years of membership in the system are eligibletoer at age sixty and receive a
retirement allowance. Employees who became memberthe retirement
system after July 1, 2007 and have at least eightsyof membership in the
system are eligible to retire at age sixty andiveca retirement allowance.
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VI.  INSURANCE

As a benefit to its employees, the State of Miggsgprovides a life and health insurance plan
to assist its employees with the cost of such arste. The State and School Employees’ Life
and Health Insurance Plan (hereinafter referreasttthe Plan”) provides State employees and
their dependents with many options for health aiedimsurance coverage. All new employees
are provided with a Summary Plan Description (lmeier referred to as “SPD”) that describes
in more detail the Plan’s benefits, eligibility ahdw to use the Plan. New SPDs are sent to
enrolled employees every year when changes occthreirPlan. Also, all enrolled employees
receive theHealth Plan Update, a newsletter that is distributed throughout tearyto give
more information about Plan benefits.

All new employees must enroll in the Plan or wan@verage. Enrollment in the Plan is
effective on an employee’s first day of employmdrawever, an employee must complete his
or her enrollment paperwork within thirty-one dajsis or her hire date. Additionally, there is
an annual Open Enroliment period for coverage gffe¢he following plan year.

Depending on the employee’s specific employmentustahe State of Mississippi pays some
portion of the health insurance premium and lifsurance premium for the employee. The
Plan also allows employees to cover their depesdender the Plan by paying the premiums
for their dependents through payroll deductiondigilile dependents include a lawful spouse,
as well as unmarried children, stepchildren, legatds and legally adopted children up to the
age of 19, or up to age 25 if the child is a fult¢ student. Unmarried dependent children who
meet eligibility requirements at the time of enma#int may remain covered regardless of age if
permanently physically disabled or mentally disdtded incapable of self-support.

For additional information, you may contact yourrkan Resources Office, the Department of
Finance and Administration’s (“DFA”) Office of Insance, or visit the DFA website at
www.dfa.state.ms.us

VIl. CAFETERIA PLAN

An employee of the State of Mississippi may chawsparticipate in a Section 125 plan, also
known as a “Cafeteria Plan.” A Cafeteria Plan alommployees’ payments for health, life,
dental and vision care, prescription drugs, diggbdontributions, and deposits to flexible
spending accounts to be deducted pre-tax from gologee’s earnings.

Please contact your agency Human Resources Offigaywoll office for information on how to
participate in your agency’s Cafeteria Plan.

VIIl. STATE CREDIT UNIONS

All State employees are eligible to join the Publimployees’ Credit Union as well as
applicable agency specific credit unions. Crediidda are non-profit financial organizations

serving the savings and borrowing needs of memi&esrices such as financial counseling,
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money orders and free notarizing may also be peakidCredit Unions return all earnings
exceeding operating expenses to its members ifothe of dividends, interest, reserves, and
services. The Public Employees’ Credit Union maygtetacted at (601) 948-8191.

IX. UNEMPLOYMENT COMPENSATION
If a State employee becomes separated from a pole&sons beyond the employee's control,

that employee may be eligible for unemployment censation. Inquiries may be directed to
the Mississippi Department of Employment Securityisit the web site at www.mdes.ms.gov.
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CHAPTER 5
STANDARDS OF EMPLOYEE CONDUCT

The maintenance of high standards of honesty, fityegmpartiality and conduct by employees
of the State of Mississippi is essential to earrangd retaining the confidence of the citizens of
Mississippi. The avoidance of misconduct and cotsliof interests on the part of employees
through informed judgment is indispensable to duatif performance as well as to the
maintenance of these high standards. The follovguglelines should be followed by State
employees:

l. EMPLOYEE WORK SCHEDULES

State law requires that all State offices be abaldo the public for services from 8:00 a.m.
until 5:00 p.m., Monday through Friday.

The MSPB defines a normal work schedule as eighirshper day, forty hours per week,
173.929 hours per month and 2,087 hours per year.

Each part-time employee will be provided a schediilworking hours.

To provide for maximum flexibility in scheduling goyees, the appointing authority may
develop modified work schedules providing for fiex¢ or compressed work schedules.
“Flextime” is a schedule which offers agency mamaget a choice to vary employee arrival
and departure times from work. A “compressed vsmtredule” allows agency management to
schedule the general forty-hour workweek requirenmefess than the usual five workdays per
week.

Il. ATTENDANCE

All employees must report to and leave work at time designated by their employer.
Anticipated absence from work is to be arrangeth Wie employee's supervisor in advance, and
unexpected absences are to be reported promptilget@mployee’s supervisor prior to the
beginning of the employee's work period.

lll.  DILIGENCE DURING WORK PERIOD

All employees must apply themselves to their assigiuties during the full schedule for which
compensation is being received, except for readentabe provided to take care of personal
needs.
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IV.  WORK PERFORMANCE

All employees must meet established performanaedatas. Any conditions or circumstances
in the work environment, which prevent an emplof@en performing effectively, are to be
reported to the supervisor.

Many departments and agencies maintain more speatcilies for employees. The employee's
supervisor or the agency Human Resources Officeprayide additional information.

V. RESIGNATION

An employee who desires to terminate service viighState should submit a written resignation
to the appointing authority at least ten workingsibefore the final working day.

VI.  WORKPLACE HARASSMENT

Each appointing authority must provide a workpl&ee from harassment with regard to race,
color, age, religious creed, sex, national origisability or political affiliation or activity. Tis
prohibition includes, but is not limited to, remsrkgestures, physical contact, display or
circulation of written or electronic materials, fuies or objects derogatory to any person based
on the characteristics listed above. Such behasistrictly forbidden and will not be tolerated
at any organizational level.

Following is a non-exhaustive list of actions thay be inappropriate: epithets; derogatory or
suggestive comments, slurs or gestures; unwelcomeffensive physical touching; and
offensive posters, e-mail, cartoons, pictures amngs aimed at a protected classification. No
employee may imply, suggest or threaten that aticanp's or employee’s cooperation in any
form of harassment or refusal to so cooperate héle any effect on the individual's
employment status, including but not limited toigissient, compensation, advancement or any
other condition of employment.

Harassment by someone not within the same proteckess, as well as harassment or
discrimination by someone of another protectedsclaés prohibited. For example, harassing
conduct by a male toward a female because of heasevell as harassing conduct by a male
toward another male because of his sex is proklibitekewise, racially harassing conduct by

someone of a particular race toward a member ahanoace or a member of the same race, if
the conduct is based on race, is prohibited.

No employee or applicant should endure workplacdadsment. Any person believing he or
she has been illegally harassed should immediagggrt the incident to management. The
appointing authority shall take timely and appraf®icorrective action.

VII.  CONFLICT OF INTEREST
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State employees should be especially careful tadawsing, or appearing to use, an official
position for personal gain, giving unjustified pregnces, or losing sight of the need for efficient
and impartial decision making in the State's metbbdperation. No act should be committed
which could result in questioning the integritySthte government.

Employees are not to engage in any activity inegith private or official capacity where a
conflict of interest may exist. A State employde'st loyalty should be to the public's interest.
Associations, dealings or interests that couldcafée employee's objectivity in performing the
employee's job or in making the decisions requiotdhe employee's position should be
avoided. However, employees are encouraged to cjmate in professional and civic

organizations if such participation does not adegraffect the employee's role as a public
employee.

VIIl. POLITICAL ACTIVITY

Personnel administration must be conducted in amogjthere free from political influence or
coercion.

A. Political Contributions and Services

No State Service employee may be obliged, by rea$dms or her employment, to
contribute to a political fund or to render polgicservice, and he or she may not be
removed or otherwise prejudiced for refusal todlo s

B. Use of Official Authority Or Influence to CoercePolitical Action

No State Service employee may use his or her affathority or influence to coerce
the political action of a person or body.

C. Fair Treatment of Applicants and Employees

Each appointing authority will assure fair treatmehapplicants and employees in all
aspects of personnel administration without reganablitical affiliation.

D. Freedom From Political Coercion

Each appointing authority will assure that empleyaee free from coercion for partisan
or political purposes.

E. Informing Employees of Political Activities Laws

Each appointing authority will inform all employee$ which political activities are
permitted or prohibited by law.
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F. Violation of Provisions

Any employee in the State Service who violates ahthe provisions of this section
may be subject to appropriate disciplinary action.

G. Grievance and Appeals

Any applicant or employee who believes he or stselde®n discriminated against on the
basis of political affiliation or unlawful politi¢activity affecting State employment
may grieve and appeal.

H. Prohibited Political Activity

Mississippi law prohibits any agency or appointaghority from attempting to direct
or coerce any state employee to vote or not to waoig from either discharging or
threatening to discharge, changing the salary ofyromoting or demoting any State
employee because of the employee’s vote or fatluneote for any particular candidate
or group of candidates. State law further prokilzihy agency or employee of any
agency with the authority to employ or dischargeeotemployees from giving out or
circulating any statement or report that is cal@dato intimidate, coerce, or otherwise
influence any employee as to the employee’s vdteany such statement or report is
circulated, the agency must publicly repudiater ivdl be deemed to have circulated the
statement. Agencies are also prohibited from retyug directing or allowing any
employee to canvas for or otherwise render anyiGsvor or against any candidate or
group of candidates during working hours or whiteemnployee is on vacation or other
leave of absence at the expense of the agencyState employee, at the expense, in
whole or part, of his or her employer, may take gayt whatsoever in any election
campaign except the time necessary to cast hisrordte.

No one who has any control over, directly or indilg the expenditure of any public
funds in the State of Mississippi may suggest bmiate either publicly or privately that
any such expenditure will in any way depend on @rirfluenced by the vote of any
person or groups of persons.

No person may, in order to promote his or her ommdedacy or that of any other person
for public office in Mississippi, directly or indictly promise to appoint or secure or
assist in securing the appointment, nomination lectn of another person to any
public position or employment or the employmentanfy person under any public
contract or the expenditure of any public fundshe personal behalf of any particular
person or group. However, a candidate for eleatiay publicly announce his position
in relation to an election in which he may be ahln to take part if elected. This
prohibition is further inapplicable to a sherifhancery clerk, circuit clerk or any other
person of the State or county when it comes t@hiser office force.

> The Hatch Act
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The federal "Hatch Act,” 5 U.S.C. § 1501 and foliogy covers individuals

employed by State or local agencies receiving fderans or grants whose
principal employment is in connection with an aiyiwvhich is financed in

whole or in part by loans or grants made by thetééhiStates or a federal
agency, but does not include (a) an individual vexercises no function in
connection with that activity; or (b) an individuainployed by an educational or
research institution, establishment, agency, otesyswhich is supported in
whole or in part by a State or political subdivisithereof, or by a recognized
religious, philanthropic, or cultural organization.

The Hatch Act regulations which are applicable tat&and local employees are
contained in the Appendix of thdississippi Sate Personnel Board Policy and
Procedures Manual and may be found in the Code of Federal Regulatains
C.F.R. 8§ 151.101 and following. In cases whereHh&h Act is applicable, the
State of Mississippi may additionally place moreicstprohibitions on the
political activity of its employees. Also, in theppendix of the policy and
procedures manual is a booklet entitled "Politiéativity and the State and
Local Employee,” which explains the provisions lo¢ tHatch Act. An employee
may obtain more information regarding the Hatch &otvww.dol.gov

> Agency Specific Prohibitions

Several State agencies have specific laws whicheréd the political activity of
its employees. Those agencies are responsiblenflanming all employees of
which political activities are permitted or prohdm pursuant to the law
applicable to that agency’s employees.

IX.  WORKPLACE VIOLENCE

Each appointing authority shall provide a workplase/ironment for employees that is free
from violence. No employee shall be allowed toalsarany other employee or a member of the
general public by exhibiting behavior including,tlmot limited to the following: harassment,
intimidation, threats, physical attacks, domestiated violence, stalking or property damage.

Harassment is engaging in actions that includeabatnot limited to abusive conduct, verbal
abuse and/or behavior intended to frighten, coenceyduce duressintimidation is behavior or

communication designed or intended to intimidatenate, or frighten another person. A threat
is the expression of an intent to cause physicahental harm. An expression constitutes a
threat without regard to whether the party commatmg the threat has the present ability to
carry it out and without regard to whether the esgron is contingent, conditional, future or
verbal. A physical attack is hostile physical @mtor attempted physical contact such as
hitting, fighting, pushing, shoving or throwing elojs. Domestic related violence is the use of
abusive or violent behavior, including threats am@mnidation, between people who have an
ongoing or prior intimate relationship. This coutdlude people who are married, live together
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or date or who have been married, lived togethedated. Stalking is conduct that places a
person in fear for his or her safety and includ®g @nwanted contact or action which directly
or indirectly communicates a threat or places thdividual in fear for his or her safety.
Property damage is intentional damage to propeartyiacludes property owned by the State,
employees, visitors or vendors. The workplace remvhent consists of the building(s),
grounds, lighting, and other considerations. #oaihcludes the attitude the employees have
about their belief that they will be safe at work.

X. DRUG-FREE WORK PLACE ACT OF 1988

The Drug-Free Workplace Act of 1988 requires gresitef federal agencies to certify that they
will provide a drug-free workplace. State agencmsch are federal grantees must comply
fully with the provisions of this law. State law\gerning drug and alcohol testing of employees
and job applicants provides procedures and guielfor appointing authorities who wish to
formulate a drug and alcohol testing policy. Excepprovided by federal law, agencies are not
required to administer drug or alcohol tests. nfagency chooses to implement a drug and
alcohol testing policy, it must comply with StatevM However, Mississippi’'s statutory law
regarding drug and alcohol testing does not appladencies subject to any federal law or
regulations which govern the administering of drugd alcohol tests. Agencies are also
required to be cognizant of the proscriptions & Americans with Disabilities Act regarding
pre-employment medical tests.

XI.  EMPLOYEE USE OF STATE PROPERTY

State employees have no ownership rights in orrabot State property, which is defined to
include all office space, space adjacent to the&kplace controlled by the State or State agency,
furniture, fixtures, equipment, and inventory imdihg without limitation, all computer
software, databases, servers, computer hardwaes,dind information of any kind contained
in or recorded on physical or electronic data sesirof any kind. Employees are prohibited
from using State property for personal use.

A. Wireless Communication Devices and Electronic Gomunications

State employees may not directly or indirectly asallow the use of agency property of
any kind, including property leased to an agenoy, dther than officially approved
activities. In addition, employees shall protectl @onserve agency property, including
wireless communications equipment. Wireless compatiuns equipment includes
cellular phones, personal digital assistant deyiaed standard and two-way pagers, as
well as any similar devices that perform some bohthese functions. Employees are
hereby notified that the agency will enforce thidigy through a variety of methods and
may monitor use of wireless communications equigrn@assure compliance.
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Wireless communication devices shall be used fgititeate State business only. Use of
an agency-provided cellular phone for personal scatlay result in appropriate

disciplinary action and/or the loss of the use lné phone. The agency may not
reimburse employees for any charges on personaless communication devices.

Employees should be aware that cellular phone rmessons are not secure
transmissions. Confidential information regardindficaal business should be
transmitted from a secure environment.

B. Storage of Information

All information, in any form, including written matials that pertain to work at a State
agency, should be stored on the computer or inngriayee’s desk in accordance with
dictated procedures so that other employees omgtogee’s supervisor has access to it.
Agency Information Technology employees and agemtypervisors may have
passwords or other information necessary to acaessnployee’s voice mail and email,
and duplicate keys, if any, to all desks and fdbinets. Employees are prohibited from
locking desks or cabinets unless permitted by mamagt or altering equipment or
programs to prohibit access.

C. Expectation of Privacy

State employees have no expectation of privacyheir twork premises. All State
property, including an employee’s workstation, physical storage areas and all
electronic storage areas, including all software data on all computers, voicemail and
email, are subject to access and inspection atisr®yby management, other employees
or third parties designated by management.

Because agency management may access or inspech@oyee’s work area at any
time to find materials or obtain information, emy#es should not store any personal
documents or materials on or in State property whieey can be seen or read by others.

D. Right to Search

The State reserves the right to conduct reasorssaeches on, in or of State property
and on State premises including, at any time, ldckad unlocked areas, for any reason
related to the operation of State business. Carsethe employee is implied and lack
of cooperation or refusal to permit a search canlten immediate discipline, including
termination.

The State or an agency may conduct inspectionsarcikes for illegal drugs, weapons,
explosives, contraband or other prohibited materoad, around or in State property, at
any time, without notice, whenever there is a reabte basis to believe that an
employee may be in the possession of such matamialslation of policy.

Inspections or searches for prohibited materialy & conducted by any member of
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management, an independent person appointed by gemeat, law enforcement
representatives, or by the State or an agencyiwsithwn personnel.

The right to conduct routine searches of agencynjges is in addition to the right of an
agency to access all State property without reggiconsent of the employee.

E. Personal Property

Employment or continued employment with the Statestitutes acknowledgement by
employees that routine searches of State propeigiitmesult in the discovery of an
employee’s personal possessions or personal infamma Because the State or third
parties will have access to all areas of State gatgpemployees are encouraged not to
store or bring to the workplace any personal pryper to transmit or obtain the
transmission of personal information or messageg)ustate-owned equipment.

XIl.  DISCOURAGED RELATIONSHIPS

The State of Mississippi requires that all emplsykehave at all times in a professional manner
that avoids any unlawful discrimination, includihgrassment, conflict of interest, or risk of a

claim or loss to the State of Mississippi. Thesguirements include maintenance of a work
environment in which the State discourages romanfeiiing or sexual relationships between:

. employees working in a common sphere of influemeaning a relationship
between a supervisor and subordinate, or any oekttip in which one employee
supervises or manages, directly or indirectly, heotemployee or makes
decisions concerning another employee’s terms, itond or privileges of
employment, and/or

" an employee and a contractor, subcontractor, pateaimployees or vendor
when the employee has the capacity to influenaecilly or indirectly, the
business relationship or potential employment.

Such relationships can cause conflict and adversié®et morale, operations and productivity
because of the perception of impropriety or unfsssand the possibility of accusations that
one’s position is being used to obtain or granuséXavors, and of inappropriate influence on
others, favoritism, bias or unfair treatment. Aduhal problems can occur in the workplace
should the relationships cease.

XIll.  OUTSIDE EMPLOYMENT

All employees must be available for and devoterthdi attention to their assigned duties and
responsibilities during scheduled working hours.urtlrer, employees having emergency
response responsibilities must be reasonably dlailduring non-scheduled hours. Each
employee must ensure that his or her off-the-jobivities do not adversely affect job
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performance with and are not contrary to the irstisreof the State. For this reason, the
following guidelines and rules are establishedalbemployees:

" Employment with the State will be the employeeisnary job responsibility and
obligation any other employment will be deemed sdeoy.

" An employee should not seek or accept outside conslary employment that
may negatively impact or affect the employee’s pualc and consistent
attendance, ability to satisfactorily and efficlgnperform his or her duties or
that creates a conflict of interest.

" The demands or requirements of outside or secorglaployment may not be
considered as excusable reasons for absencegyessdipoor performance or
other areas of concern from a personnel perspective

" Prior to seeking or accepting outside employmauit;time regular employees
must discuss a secondary job with management trdete whether or not the
job is considered a “conflict of interest” as prawsly defined herein.

Outside employment refers to a job or task perfarrioeg which any form of compensation is
received. This includes the receipt of a benefitopposed to monetary compensation; for
example, performing a service and receiving goodshie task performed instead of receiving a
salary or wage. Outside employment does not tefbeing a member of a reserve component
of the military.

Employees engaging in any outside employment muisg& a request for approval to the
individual or individuals designated by the agempcipr to employment. This request must be
completed if an outside activity exists at the tithe employee is hired by the State; when an
outside employment activity previously approvetdesg discontinued or the nature or scope of
the activity is being changed; or, when the emptoydans to enter into any outside
employment. If the outside employment constitidesonflict of interest, detracts from the
employee’s responsibilities, or has an appearah@e aonflict of interest, the request will be
denied.
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CHAPTER 6
PERFORMANCE REVIEW SYSTEM

Mississippi State law requires the MSPB and thechtiee Director to provide a system of

rules and regulations for the measurement of engglqyerformance. All agencies under the
purview of the MSPB were mandated by the Legistainr1985 to participate in the MSPB's

system.

In addition to providing a basis for awarding protiity funds, a performance review system

serves a number of distinct purposes and functioadigns, develops, and leverages the
potential of each employee; allows managers to nedlextive decisions regarding workforce

issues; and improves the quality and quantity ofises. The performance of each employee
whose position is under the salary setting autharftthe MSPB shall be reviewed at least
annually.

Performance reviews will be administered in a faanner without unlawful discrimination as
to age, race, sex, religious creed, political iaffibn, national origin, or disability. For more
information regarding the design and implementatidnthe MSPB’s performance review
system, contact the MSPB.
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CHAPTER 7

DISCIPLINE, CORRECTIVE ACTION AND SEPARATION OF
EMPLOYMENT

State law provides that no employee of any departmagency or institution under the
Statewide Personnel System who is subject to tles and regulations prescribed by the State
personnel system for State Service employees maylidraissed or have adverse action
affecting their compensation or employment staaieen against them except for inefficiency or
other good cause, and after written notice and appidy to be heard within the department,
agency or institution as provided in rules and fapns promulgated by the MSPB. This
provision does not apply to persons separated &omployment due to: a curtailment of funds
or a reduction in staff approved by the MSPB; dgirthe initial twelve month probationary
period in State Service; or as an executive offifeany State agency who serves at the will and
pleasure of the Governor, board, commission orrajppointing authority.

Adverse action against an employee or separatioengbloyment may occur because the
conduct of the employee is an offense as providetthe schedule of offenses listed below or
because there is a legal non-conduct basis whi@tstiee statutory requirement of good cause.

In accord with State law, the MSPB requires thatSthte employees who are subject to the
rules and regulations of the Board and who havairettl a property interest in their job as
provided in State law may not be subject to semarabf employment or other forms of
discipline without due process of law.

Disciplinary action shall be applied in steps afrgasing severity whenever practical in order to
stimulate a change in the behavior that activated disciplinary process. The appointing
authority or designated representative shall egerciorrective action when a State Service
employee violates established rules of conductediopms below minimum expected standards
as prescribed herein. Corrective action shall Als@xercised when a State employee fails to
comply with agency policy, procedure and/or manag@ndirectives. Each appointing authori-
ty shall:

" establish and adhere to fair and objective proeadfwr correcting or treating
unacceptable conduct and performance in accordaiticghe guidelines herein;
and

" distinguish between less serious and more seriotisna of misconduct and

provide disciplinary action accordingly and coresnly.
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l. SCHEDULE OF OFFENSES AND AUTHORIZED DISCIPLINARY ACTION

The appointing authority or designated represergathall administer discipline in an equitable
and consistent manner. The schedule of offensdsdastiplinary actions below shall be
adhered to in administering discipline to all enygles subject to these policies, rules, and
regulations. The appointing authority may addHhis tschedule of offenses and disciplinary
action to reflect the particular mission and workvieonment of the agency. Any schedule of
offenses and disciplinary actions added by the @gshall apply only to that agency and shall
be submitted to the MSPB for approval prior to iempéntation. The approved schedule of
offenses and disciplinary actions shall be pubtistied a copy provided to each employee upon
implementation.

A. Group One Offenses

Generally these offenses are less severe and mdistiplined by written reprimand.

The accumulation of three Group One written repridsawithin a three-month period
may result in suspension without pay not to exdbege working days. Accumulation
of four Group One written reprimands within a sixmth period may result in demotion
or dismissal. Multiple reprimands may not be isst@dthe same occurrence or event.
State employees facing disciplinary action for aolating written reprimands are

entitled to due process prior to being suspendeahoted or dismissed.

Group One includes the following offenses:
1. unexcused tardiness;

2. abuse of State time such as unauthorized tinsey d®@m work area or
failure to notify supervisor promptly upon comptetiof assigned work;

3. obscene or abusive language;

4, conviction of a moving traffic violation, exclundy driving under the
influence, while operating a State vehicle.

B. Group Two Offenses

Acts and behavior in this group are generally mseeere than Group One offenses.
Group Two offenses may be disciplined by writteprimand and/or suspension without
pay not to exceed five working days. Accumulatiohtwo Group Two written
reprimands within a one-year period may resultémdtion or dismissal. Accumulation
of one written reprimand for a Group Two offensel dhree written reprimands for
Group One offenses within a one year period maulres demotion or dismissal.
Multiple reprimands may not be issued for the samseurrence or event. State
employees facing disciplinary action for accumulgtwritten reprimands are entitled to
due process prior to being suspended, demotedsmissed.
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Group Two includes the following offenses:

1.

insubordination, including, but not limited togsisting management
directives through actions and/or verbal exchareygj/or failure or
refusal to follow supervisor's instruction, perforassigned work, or
otherwise comply with applicable established wntplicy;

violation of safety rules in the absence ofradhto life;
failure to report to work without giving requir@otice to supervisor;

leaving the work site without permission duriwgrking hours in the
absence of a threat to life;

C. Group Three Offenses

Acts and behavior in this group are of the mostoser nature. Commission of one
Group Three offense may be disciplined by the agevith a written reprimand and/or
may result in suspension without pay for up totyhiworking days, demotion, or

dismissal.

Group Three includes the following offenses:

1.

unauthorized absence or leave in excess of ttwasecutive working
days without required notification and satisfact@yplanation to the
supervisor or the appointing authority in a timelgnner;

use or possession of alcohol while on the jobolrthe employer’s
premises or reporting to work under the influen€éealoohol, or when
ability is impaired by alcohol;

the unlawful manufacture, distribution, possassior use of controlled
substances while on the job or on the employeesnses or reporting to
work under the influence of controlled substanaaswhen ability is

impaired by the unlawful use of controlled subsem)c

falsification of records, such as, but not lexdito, vouchers, reports, time
records, leave records, employment applicationsptoer official State
documents;

willful or negligent defacement of or damagéhte records or property of
the State, another employee, or business invitea State agency or
office;

acts of physical violence;

violation of safety rules causing a threat t® &ir human safety;
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8. unauthorized possession or use of firearms, etang weapons or
explosives;

9. threatening or coercing employees, supervisorbusiness invitees of a
State agency or office, including stalking;

10. unauthorized use or misuse of State propentgaords;

11. an act or acts of conduct, including, but notited to, the arrest or
conviction for a felony or misdemeanor occurringasroff the job which
are plainly related to job performance and are wfhsnature that to
continue the employee in the assigned position dcoabnstitute
negligence in regard to the agency's duties tgthmic or to other State
employees;

12. engaging in prohibited political activity;

13. leaving the work site without permission cagsarthreat to life or human
safety;

14.  theft on the job;
15. a breach of agency security or confidentiality;

16.  willful violation of MSPB policies, rules an@gulations, including, but
not limited to refusing to cooperate and/or givendalse statement in an
investigation of possible violation of MSPB polisjeules or regulations;

17. operation of a state-owned motor vehicle witreowalid driver’s license
from the State of Mississippi or a contiguous state

18. the failure of any appointing authority or siyieor of any employee to
properly deduct an employee’s donation of leavartother employee for
a catastrophic injury or illness from the donor émpe’'s earned
personal leave or Major Medical Leave.

Il. FORMS OF DISCIPLINE

The appointing authority or designated represeargaghall take action to formally discipline an
employee who is guilty of an offense. All formsd$cipline are grievable and/or appealable.
The employee shall be given an opportunity for afe@nce (due process hearing) with the
appointing authority or designated representatind 8 respond prior to any suspension,
demotion or termination. When a conference has eld prior to an employee being issued a
written reprimand, the affected employee may appeattly to the Employee Appeals Board
without exhausting the grievance procedure.
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In extraordinary circumstances, the employee maplédeed on immediate suspension with pay
pending a hearing on the matter.

The appointing authority or a designated represigetanay attempt to correct unacceptable
behavior with a verbal warning and/or counselingl/an other appropriate informal means,
whenever practical, prior to taking formal actigyamst an employee.

A. Documentation of Corrective and Disciplinary Actons

1. When the appointing authority or designated reprasive has taken
corrective action preliminary to a formal disci@ny action, a written ac-
count of such action may be placed in the emplsypersonnel file.
Formal disciplinary actions include written reprimia suspension,
demotion, and dismissal.

2. When an employee has been issued a written repdinaamopy of the
reprimand must be placed in his or her personrel fiAll written
reprimands must clearly state that it is a writteprimand and state the
specific conduct of the employee and the particofegnse committed.
The written reprimand must also inform the emplogédis/her right to
grieve the reprimand in accordance with MSPB gmeegprocedure.

3. Documentation of corrective actions, disciplinargasures, and written
reprimands may be kept indefinitely in the empldygeersonnel file for
the purpose of showing a pattern of employee canduc

4, Before any written documentation of corrective @ctior disciplinary
measure is placed in an employee's personneklidgeemployee shall be
given:

a. a copy of the material to be placed in his or iler &nd
b. written notice that the material will be placed s or her
personnel file.

The appointing authority will keep a copy of thetioe, which will
contain either the employee's acknowledgment tbaitrishe has received
the material and the notice, or a statement signedhe person who
delivered the material and the notice that the eyg# refused to sign
such an acknowledgment.

5. The appointing authority will determine what jobated information will
be included in each employee's personnel file. éi@w, the inclusion of
any information which may adversely affect a peremrState Service
employee's compensation or employment is a grievahdl appealable
issue.
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B. Suspension

The appointing authority may suspend an employdleowt pay or other compensation
as punishment for disciplinary cause. An agency nw suspend an employee without
pay as punishment for disciplinary cause for mdrantthirty workdays during any
twelve-month period. The twelve-month period Elagin with the first day of the
suspension.

In extraordinary circumstances, the appointing auityr or designated representative
may immediately suspend an employee with pay. Smployee must be given an
opportunity for a hearing with the appointing auttyoor designated representative
within twenty working days of the suspension, atchhtime the appointing authority
may make a final decision. Further, where the eyg® has been charged with a
felony, the appointing authority or designated espntative may suspend an employee
without pay pending a post suspension hearing tbebe within twenty working days
from the first day of suspension. This period o$nsion without pay pending a post
suspension hearing shall not be considered astpuers for disciplinary cause.

C. Disciplinary Demotion

A permanent State Service status employee mayrnetdd from a position in one class
to a position in a lower class having a lower salange and having less discretion or
responsibility only for cause. The demotion mayirbaddition to a suspension without
pay for disciplinary cause. The salary will be g in accordance with policies and

rules regarding demotion.

D. Dismissal

A State employee may be dismissed or his or helagmment terminated voluntarily or

involuntarily. Voluntary severance of employmendcaors when a State employee
submits his or her resignation of employment. Amoluntary severance of State
employment can occur based upon a Reduction inefalisciplinary action, failure of

the employee to continue to meet the eligibilitytesta for the position held or an

inability to perform the essential functions of {bb.

The appointing authority may dismiss a permaneateSBervice status employee only
for good cause. A probationary employee may bmidised by the appointing authority
at any time during the probationary period, witwithout cause.

.  DUE PROCESS

All permanent State Service employees, (i.e., &#teS government employees who have
successfully served twelve months in State Serdesignated positions), are entitled to
procedural due process of law prior to any emplaynaetion to dismiss or otherwise adversely
affect their compensation or employment staflise process which is due to each State Service
employee is written notice of a proposed discipinaction which states with sufficient
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particularity what charges or allegations are bemsgle concerning the employee, the proposed
discipline which may be taken, and the opporturidy a conference with the appointing
authority or designated representative allowingeah®loyee to respond and present a defense
to the allegations prior to final action by the apping authority. The written notice shall be
presented to the employee at least ten working gags to the conference. The employee may
also respond in writing to the allegations contdimethe written notice.

PRIOR TO DISCIPLINARY ACTION BY APPOINTING AUTHORITY:
DUE PROCESS = WRITTEN NOTICE + OPPORTUNITY TO RESPOND

Below are the elements of due process affordedai® Service employees:

A. The written notice presented to an employee po@ conference must list all of
the reason(s) for the appointing authority's cogrsition of the adverse action,
and the written notice of the appointing authasityhal decision to take adverse
action must restate all of the reason(s) for thioac The reason(s) listed in
these notices shall be specific by setting forth garticular group offense(s)
violated and the charge(s) or ground(s) upon whieh disciplinary action is
predicated. The reason(s) listed in these notiékde the only reason(s) to be
addressed throughout the appeals process.

B. In extraordinary circumstances an employee masuspended immediately with
pay. Such employee must be given an opportunityafchearing with the
appointing authority or designated representatiithimtwenty working days of
the suspension, at which time the appointing aitthanay make a final
decision. Further, where the employee has beemgetawith a felony, the
appointing authority or designated representativeey rmuspend an employee
without pay pending a post suspension hearing toele within twenty working
days from the first day of suspension. This perddsuspension without pay
pending a post suspension hearing shall not beidemesl as punishment for
disciplinary cause.

Extraordinary circumstances means a situation irthylbased on the judgment
of the appointing authority or designated represterd, retention of an
employee could reasonably result in damage to pratgerty, be detrimental to
the interests of the State or result in injury te temployee, to a fellow
employee, or to the general public, including inesatpatients, and residents of
institutions.

C. If the employee waives a hearing, the appointingharity or designated
representative may make a final decision aftervilagver. The waiver of the
hearing shall be determined by an employee's wrdtatement of waiver or by
the employee's failure to respond in writing or egupat the conference with the
appointing authority or designated representatiye lpre-established date and
time. The appointing authority will notify the etogee of its decision within a
reasonable period of time after the hearing
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CHAPTER 8
GRIEVANCES AND APPEALS

l. WHO MAY FILE A GRIEVANCE

A permanent State Service employee may file a greg on those issues listed below, through
the grievance procedure.

A probationary employee in a State Service posit@na non-State Service employee in, or
applicant for, an authorized employment positioram agency which employs State Service
employees may grieve only alleged acts of discratiam based on race, color, religious creed,
national origin, sex, age, disability or politicfiliation in any personnel action or employment

practice.

. GRIEVABLE ISSUES

The following issues are grievable under the Skstevice grievance procedure:

A.

B.

C.

written reprimands;
application of personnel policies, procedures,sutegulations and statutes;
acts of reprisal against an employee for usingtievance procedure;

complaints of discrimination on the basis of racelor, creed, sex, religion,
national origin, age, disability, or political dffition;

any matter of concern or dissatisfaction to an ewygs if the matter is subject to
the control of agency management, except thossllistthe following section as
non-grievable;

performance review ratings to the extent they aféacemployee's employment
status or compensation;

permanent relocation of an employee as a disciplimeasure, and/or where the
employee can present substantive evidence tham@meagement decision to
relocate the employee was arbitrary or capricious;

dismissal or adverse action taken against an erapleyho reports an alleged
improper governmental action to a State investigatbody as defined in
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Mississippi Code Annotated § 25-9-171 (2009).

llI.  NON-GRIEVABLE ISSUES

The following are non-grievable issues under ttegeSEervice grievance procedure:

A.

issues which are pending or have been concludedlitegt appeal through
administrative or judicial procedures;

temporary work assignments which do not exceedwyiredendar days;

budget and organizational structure, including thember or assignment of
employees or positions in any organizational unit;

duties/performance standards established as arftarperformance review;

the selection of an individual by the appointinghawity, department head, or
designee to fill a position through promotion, stam, demotion, or appointment
unless it is alleged that selection is in violatadra written agency policy or of a
MSPB rule on filling vacancies;

internal security practices established by the apipg authority, department
head, or designee;

termination or layoff from duties because of shgetaf funds or work, material
change in duties or organization, or a merger ehaggs;

any matter which is not within the jurisdiction oontrol of the appointing
authority;

the content of published agency policy;

an action by an agency pursuant to Federal or $ate directives from the
Governor's office, or court order;

establishment and revision of the compensation ,plamd the policies,
procedures, rules and regulations pertaining tberet

position classifications; and

employee benefits.

IV.  GENERAL INFORMATION

When a conference (due process hearing) has béegrpher to an employee being issued a
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written reprimand, the affected employee may appeattly to the Employee Appeals Board
without exhausting the grievance procedure.

If the employee does not present the grievanceimwitie specified time frame, it is considered
waived. If the employee does not advance the gnee to the next step within the specified
time frame, the last management decision stands.

If management does not react within the specifiex tframe, the employee may advance the
grievance to the next level unless an extensiamu to respond is granted to management by
written mutual agreement.

All time limits may be extended by mutual writtegreement.

It is the responsibility of the aggrieved emplogegupervisor and agency human resources

director to make certain that all grievances aradleal as quickly as possible and without
prejudice.

V. GRIEVANCE PROCEDURAL STEPS

A. Step |

1. An employee who has a grievable complaint may stubmwvriting (on
the form located in Appendix A to this Handbookylescription of the
grievance with all other required information tcs lor her immediate
supervisor within seven working days of becomingueof the cause of
the complaint.

2. The supervisor is required to conduct an investigabf the grievance
and meet with the aggrieved employee within threekimg days after
receipt of the grievance form.

3. The supervisor is required to give the employeeitiem response within
three working days after the meeting.

4, The human resources director or designee may asdisé filing of the
grievance or answer any questions the employeehaag in connection
with filing the grievance.

B. Step I
1. If not satisfied with the Step | written decisiothe employee may

indicate (on the same form) the desire to havegtlevance advanced to
the next step. The grievance must be submittethéonext level of
management within three working days following iptef the Step |
supervisor's response.
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2. The Step Il supervisor is required to conduct avestigation of the
grievance and meet with the aggrieved employeeinviitree working
days after receipt of the grievance form.

3. The Step Il supervisor is required to give the exypé a written response
within three working days after the meeting.

C. Step 1l

1. If the second step written response is not accéptalthe employee, the
employee should specify (on the same form) therel@si advance the
grievance to the third step and forward the grieeato the next level of
management within three working days after receiptthe Step II
response.

2. The Step Il supervisor is required to conduct awestigation of the
grievance and meet with the aggrieved employeeinvitive working
days after receipt of the grievance form.

3. The Step Ill supervisor is required to give the Bwpe a written
response within five working days of the meeting.

D. Step IV

1. If the third step does not resolve the grievanice,egmployee should use
the same form to advance the grievance to thefatep and forward the
grievance to the agency head within three workiagsdafter receipt of
the Step Il response.

2. Agencies with no Step Il level of management wolldndle the
responsibilities of Step IV after Step Il proceduteave been exhausted
and the Step Il supervisor would be required ttofelthe procedures of
Step II(C) in issuance of the requisite writtespense.

3. The Step IV supervisor or designated representaivequired to review
the grievance and relevant information and meeh Mite employee
within seven working days after receipt of the gaiece form.

4, The Step IV supervisor or designated representasivequired to give
the employee the final agency decision concernreggrievance within
seven working days after the meeting.

E. Special Procedure for Claims of Harassment or Btrimination

If the employee’s grievance is a complaint of urfldwliscrimination or harassment and
the source of the alleged discrimination or hara&sgnis in the employee’s chain of
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VI.

command, the employee may skip the source of theged discrimination or
harassment’s level of management by proceedindpdonext step in the process and
filing the grievance directly with the harassingstvisor’'s supervisor. If the alleged
source of the harassment is the employee’s agesay, then the employee may contact
the MSPB Executive Director for assistance and rhayadvised to file an appeal
directly with the Employee Appeals Board withouhawusting agency level remedies.

F. Time Limit

If a grievance is not presented within the timeitsmas set forth above, it will be
considered waived. If a grievance is not advarioetthe next step within the specified
time limit or an agreed extension thereof, it Wil considered settled on the basis of the
supervisor's, appointing authority's or designdas answer. If the supervisor,
appointing authority, or designee does not answergrievance within the specified
time limit, the employee may elect to treat theéefalequested as denied at that step and
immediately appeal the grievance to the next st€pne limits on each step may be
extended by mutual written agreement of the pantieslved.

AMERICANS WITH DISABILITIES ACT GRIEVANCE PROCE DURE

A. Any applicant for an employment position or empley&ho has reason to
believe that they have been unlawfully discrimidaégainst by a State agency
on the basis of disability may file a grievanceattordance with this separate
Grievance Procedure. Implementation of this separAimericans with
Disabilities Act Grievance Procedure is not intehdie prohibit an applicant or
State employee from utilizing the existing grievanrocedures. Grievants are
not required to exhaust this separate ADA Grievdmxedure prior to filing a
complaint with an applicable federal agency.

B. The ADA Grievance Procedure begins with the indrldwho is filing the
grievance preparing and submitting a written stat@mnThe statement should
contain the name, address, and telephone numbdneofndividual or their
authorized representative filing the complaint;rieéfoand specific description of
the situation, incident, or condition being grievad reasons therefore; identity
of the grievant; identity of witnesses, if any; themedy the individual is
seeking; and the signature of the individual filthg grievance properly dated by
this individual. See Appendix B for a sample form.)

C. The grievance should be submitted to the humanuress director or ADA
coordinator of the agency where the alleged disoation occurred within
seven working days of when the grievant became ewérthe cause of the
complaint.

D. The agency's human resources director, ADA cootdinar a designee will
have three working days to provide to the grievamtritten acknowledgment of
the grievance.
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E. The agency human resources director, ADA coordmato a designee will
promptly conduct a review of the issues involvedtlme grievance. If a
resolution of the grievance is mutually agreeabfethe parties involved, the
agency human resources director or ADA coordinaitirfacilitate arrangement
of the resolution and make a record of this agree#mié no resolution is
possible, the human resources director, ADA coatdin or a designee will
provide a written response to the grievant outtnall of the relevant issues
concerning the grievance. This response shall peoapd by the agency head or
appointing authority and must be completed no ltdtan fifteen working days
from the agency's receipt of the grievance.

F. If a grievance is not presented within the timeediras set forth herein above, it
will be considered waived absent an extension bitesr mutual consent. If the
human resources director, ADA coordinator, or desgydoes not answer or
acknowledge receipt of the grievance within thecgsal time lines, the grievant
may elect to treat the grievance as denied atpbist and immediately appeal
the grievance to the Mississippi Employee AppealarB unless an extension of
time is granted to the human resources directorA A&Dordinator, or designee to
respond by written mutual agreement.
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CHAPTER 9
APPEALS

The purpose of the Employee Appeals Board is teigeoa fair and impartial forum beyond the
agency level for a full hearing on employee grieesmand/or disciplinary action.

l. NOTICE OF APPELLANTS' RIGHTS

Each agency must give notice to all applicants emg@loyees of their rights regarding appeals
and must make available copies of the adminis&atiNes of the Employee Appeals Board.

Il. WHO MAY APPEAL; ACTIONS WHICH MAY BE APPEALED

A.

A permanent State Service employee may appeal @imnaadversely affecting
his or her compensation or employment status akkausting applicable agency
grievance procedures.

A permanent State Service employee may appeal aeyaple action and/or a
disciplinary action.

No person may appeal a non-grievable action.

A permanent State Service employee, probationamlaree in a State Service
position, or non-State Service employee in, or iappt for, an authorized

employment position in an agency which employseS&srvice employees, may
appeal alleged acts of discrimination based on,raoéor, religious creed,

national origin, sex, age, disability, or politicfiliation in any personnel action
or unlawful employment practice.

A permanent State Service employee, probationagyi@ree in a State Service
position, or non-State Service employee in, or iappt for, an authorized
employment position in an agency which employseS&srvice employees, may
appeal alleged acts of retaliation based upon rin@ayee or applicant’s reports
of alleged improper government action to a Statestigative body.

An employee may appeal the decision that he orismt eligible to receive
donated leave because the injury or illness ofaifmployee or member of the
employee’s immediate family is not, in the appaigtauthority’s determination,
a catastrophic injury or illness.
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.  EXHAUSTION OF REMEDIES

A. No person may file an appeal with the EAB until afiplicable agency-level
grievance procedures have been exhausted in accerdeith MSPB policies,
rules and regulations.

B. Except as authorized under federal law, no aggdipasty may file a petition for
judicial review with a court of competent jurisdast until a final written
decision and order on a full board review has lged by the EAB.

IV.  PERFECTION OF APPEAL BY TIMELY FILING

A. All appeals to the EAB shall be initiated by filirgwritten Notice of Appeal.
Notice of Appeal forms will be made available by tBAB to all State agencies
and employees.Sée Appendix C.)

B. A Notice of Appeal must be filed within fifteen ealdar days after the date a
person receives written notice of the final decisid an alleged grievable action
or within fifteen calendar days of the first attdeip delivery date by certified
mail, return receipt requested.

C. A non-refundable fee of one hundred dollars ($10)0i0 the form of a cashier’s
check, bona fide attorney’s check or money ordemdengayable to the
“Mississippi Employee Appeals Board” must be filbg the appealing party
with each Notice of Appeal. Cash or personal cheak not be accepted.

1. Content of Notice of Appeal

The Notice of Appeal must contain:

a. the names and mailing addresses of all partiesiakdpwn, the
names and mailing addresses of their attornepsyif

b. if applicable, the appealing party's (i) employiagency, (ii)
assigned work station (town, city, county) and argational
location (office, bureau, division, branch) withiemploying
agency, (iii) immediate supervisor, (iv) job title;) date of hire,
and (vi) date of termination;

C. a statement, in sufficient detail, of the facts mpdnich the appeal

is taken, including the effective date of any adéggrievable
action, and why such action is in error;
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d. a statement of the final action taken and/or denishade as a
result of the agency-level grievance proceedingsluding the
effective date of such final action;

e. a statement of the relief requested.

The Notice of Appeal must be accompanied by copfesll documents related to the
appeal in the possession of the employee. Sucthnuenmts, when applicable, should
include, but not be limited to, performance revidecuments, correspondence between
the appealing party and the responding agencyienriteprimands, grievance forms,
pre-disciplinary notice, and final disciplinary ros.

V. RULES OF THE EMPLOYEE APPEALS BOARD

A complete list of procedural rules for appealshie Mississippi Employee Appeals Board can
be obtained by contacting the EAB or by visiting MSPB website atww.mspb.ms.gov
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APPENDIX A

MISSISSIPPI STATE PERSONNEL BOARD
GRIEVANCE FORM

Agency Date
Name Job Classification
Mailing Address Telephone Number(s)

GRIEVANCE STATEMENT (Includeidentity of grievant and witnesses, if any.)

RELIEF SOUGHT

Grievant's Signature: .

STEP ONE: Decision of Immediate Supervisor

Supervisor's Signature

Date

Employee Answer | am satisfied with the answer to my
grievance.

| am not satisfied with the answer to my
grievance and wish to have it advanged
to the next step.

STEP TWO: Reply to Employee Grievance, Next LevelfdManagement
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Supervisor's Signature

Date

Employee Answer

| am satisfied with the answer to my

grievance.

| am not satisfied with the answer to 1
grievance and wish to have it advang
to the next step.

Ny
ed

STEP THREE: Reply to Employee Grievance, Next Levedf Management

Supervisor's Signature

Date

Employee Answer

| am satisfied with the answer to my

grievance.

| am not satisfied with the answer to 1
grievance and wish to have it advang
to the next step.

ny
ed

STEP FOUR: Agency Decision

Signature

Date
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APPENDIX B

MISSISSIPPI STATE PERSONNEL BOARD

ADA GRIEVANCE FORM

Date

Job Classification (if applicable)

Telephone Number(s)

GRIEVANCE STATEMENT (Includeidentity of grievant and witnesses, if any.)

RELIEF SOUGHT

Grievant's Signature
(or individual filing on behalf
of grievant):

Date:

Agency Acknowledgmen:

Signature of Individual
Investigating Grievance:

Date:

Agency:
Title:
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APPENDIX C

NOTICE OF APPEAL BEFORE
THE MISSISSIPPI EMPLOYEE APPEALS BOARD

APPEALING PARTY

VERSUS NO.

RESPONDING PARTY

NOTE: Supplemental pages may be attached if needed.

Do not write on the reversedes of this form or any supplemental page.
1. Name, mailing address and telephone number of Ajgaling Party:
2. Name, mailing address and telephone number of Ayealing Party's attorney, if
________ AN il
3. Name, mailing address and telephone number of Rgonding Party:

MSPB Handbook effective date: 03/01/2010 65



4. Name, mailing address and telephone number of Rgonding Party's attorney, if

5. Appealing Party's employing agency (if applicald):

6. Appealing Party's assigned work station (town, ity, county) and organizational
location (bureau, division, branch) within employirg agency (if applicable):
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11. Appealing Party's Statement, in sufficient detd of the facts upon which the
appeal is taken, including the effective date of analleged grievable action, anc
why such action is in error:

12.  Appealing Party's Statement of the final actiortaken and/or decision made as 'ﬂl
result of the agency-level grievance proceedingspdluding the effective date o
such final action:

13.  Appealing Party's Statement of relief requested

14.  List of any documents, exhibits, and/or suppleantal pages which Appealing Party
has attached to this Notice of Appeal:

Signature of Appealing
Party

Date
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NOTE: To file an appeal, the Appealing Party shouldfill out and return this form

to the Mississippi Employee Appeals Board, 301 NditLamar Street, Suite 100, Jackso

Mississippi 39201. The Notice of Appeal must beceompanied by copies of al
documents generated by the agency-level grievanceopeedings which took place prior to
the filing of the appeal. A fee of one hundred dtdrs ($100.00) in the form of a cashier's
check, bona fide attorney's check, or money order ade payable to the Mississipp]
Employee Appeals Board must be filed byhe Appealing Party with the Notice of Appeal.
Cash or personal checks will not be accepted. Thales governing appeals are found i
the Mississippi Employee Appeals Board Administratte Rules booklet. See als
Mississippi Code Annotated 25-9-101 through 25-9-1%and 25-9-301 through 25-9-305.
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