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I INTRODUCTION

We hava prepared this Handbook to inform you about the County’s policies and to summarize the
heneflts that are avallable to you. Please read your Handbook and familiarize yourself with the
Informatlon it contelns, Then refer to it whenever you have a question, If you have a questlon that
Is not answered by the Handbook, ask your department head or the County Administrator,

As a County employee, the genaral publlc Is your uitimate “boss”, Your contacts with Indlvidual
cltizens will often he the only basls on which they judge the whole County government. Itis
important that you maks the best posstble Impresslon at all times. Each job with the County [s an
assentlal part of the ovetall operation-of the govertiment, When yau begin work in a county
department, everyone in the County Is relying on you to glve honest, efflclent and courteous service,

Nothing contalned in this Handbook Is to be construed as a guarantee of continued employment,
The County Administrator reserves the right to amend, modify or cancel this Handbook as well as
any or ali of the various policles, rules, procedures, and programs outiined within It. Whenever the
masculine gender {he, him, his) Is used, It also refers to the feminine gender (she, her, hers),

1, EMPLOYMENT

Equal Employment Pollcy

It s the policy of the County to provide etjual opporiunity tn the employment to all employees and
applicants for employment. There will be no discriminatlon against any employee because of race,
cread, colar, religlon, natlonal origin, sex, age, veteran status or disability,

Policy Agalnst Sexual Harassment

Unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a
sexual nature constitutes sexual harassment when: (1) submisston to such conduct [s made elther
explicitly or Implicitly a term or condition of an Individual's employment, (2} submisslon to a
reJection of stich canduct by an Individual Is used as the basls for employment declsions affecting
such Individuals, or (3) such conduct has the purpose or effect of unreasonably interfering with an
Individual's work performance or creating an Intimidating, hostlle, or offensive work environment,
it Is the polley of the County to maintaln a work environment that Is free frot the hostile
atmosphere created by sexual harassment or Intimldation. Such conduct will not be tolerated. If
you belleve you have heen subjected to sexually harassment or intimidating conduct by any
individual, Including supervisory personnal, employed by the County, you should immediatealy report
the Incident to your department head or the President of the Board of Supervisors, Such charges
will be promptly Investigated and If substantiated, the offending Individual will be appropriately
disciplined. To the extent possible, all persons Involved in a complalnt of sexual harassment will be
given the utmost protection or privacy. Persons complalning of sexual harassinent will also be
protected from reprisals and retaliation by coworkers as a result of such complaints,




Policy Regarding Disabilitles

The Cotnty wil not discriminate agalnst quallfied applicants and employees on the basis of
disability, The County will provide a reasonable accommodation to the known physical or mental
limitation of a qualified applicant or eimployee with a disabllity unfess the accormmodation will

Impose an undue hardship on the County.

Emgloymeﬁt of Relatives

Employment of relatives will be handled consistent with the Miss. Code Ann. 525-1-53 which
prohiblts an elected or appolnted officlal from appointing or employing for pay an officer, clerk,
stenographer, deputy or assistant who Is related within the third degree to the person or any
member of the Board having authority to make the appointment, Exceptions to this polley can he
made in emergancy employment sltuations and with the concurrent approval of the Board of
Supervisors, This wilt not affect those persons employed at time of adaption of this pollcy. A
relative will not'supervise a relative; however, a relative emplayed at the time of adoption of this

policy will kaep his employment status,

Qrientation

Otientation Is conducted to famliiarize new employees with the County. As part of otlentation,
County representative explains the employee’s position and safary and the County’s benefits and
parsonnel policles, The employee Is glve a copy of the Employee Handbook and Is given an
opportunity to ask any questions that he may have,

Your foh

it is our rasponsibility to see that your dutles are clearly explalned and that you understand the
requirements of your jobs, This informatlon generally will be provided by your supervisor. If at any
time you are in doubt concerning your duties or supetvision, you are expected to contact your

N

supetvisor or department head,

You have a unlque overall job responsibility that may requlre you to perform varlous work
asslgnments, depending on the needs of the County, Qccaslonally, you may not feel that these
assignments fall within your Job description; however, when these times accur, you wil be expected

to petforim such dutles as are asslgned by your department head,

Hours of Work
Your hours of work will be fixed according to the needs of the County and may be changed as tha

workload requlres,

Cutside Employment

No employee may engage In employment which would cause a conflict of interest, or use hls County
employment for personal galn, Outslde employment must not Interfere with performance of dutles
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for the County. Any outslde employment must have prior approval of the department head. Your
first loyalty has to be to your duties with the County, No county equipment imay be used [n any

outslde employment.

Attendance

In order to operate the county efficlently, It Is necessary to have a reliable work force, Wtis
Important to you, your fellow employees, and the County that you come to work reglarly and on
time. You are also expected to remaln on the Job durlng work time, if you wish to leave your Job for

any reason, (Including vacation time) you must first talk to your supervisor or department head.

The County recognizes that you may have to be absent from work occaslonally, Therefore,
disciplinary action will not he taken against you for a single absence If you give proper notlce to your
supervlsor and you have a satisfactory reason for belng absent, 1f you know you will have to absent
from work, {Including vacation tlme} you must get prior approval from you department head and
take leave without pay or vacation time. Your department head imay require you to submit a form
requesting time off, Although the County'recognizes that you may have to be absent from work
occasionally, excessive tardiness can result In disclpivary action, including termination.

Tardiness

If you are unavoldably delayed for more than thirty minutes in getting to work, you should call your
department head and tell him when you expect to arrive. Naturally, all employees are expected to
be punctual; however, there ate times when clrcumstances will not permit a person to he on time,
While allowances are made for occasional tardlness beyond the control of the Ingividual, an
employee whao Is habitually late may be disciplined up to termination,

Drug-Free Workplace

It Is the policy of this County that all Counly work-sites shall be Drug Free Workplaces,

Discipline

Whenever people are part of a large group, It s necessary to have certaln standards of conduct to
Insure the safety and wall belng of everyone, When It becoines nacessary to enforce these
standards of conduet, [t will be the policy of the Counly to ensure falr tfeatment of all employees,
Any employee who feels that discipline has been unfalrly adminlstered Is encouraged to use the

County’'s grievance procedtire,

The foilowing s a representation but is not an exclusive list of the kinds of mlsconduct that can
result in disciplinary action. Although the County may Impose a lesser penally, a violation of any
one of the followlng rules may result In Immediate discharge,

1, Unacceptable Job performance,




2. Carrylng or bringlng weapons on County property or in County vehlcles without propet
authortzatlon. This does not apply to the authorized carrying of weapons by law enforcement
personnel.

3, The use, possassion or sale of intoxicating beverages, marljuana, or hallucinogenic drugs oh duty

or working under the Influence of any of these substances,

Steallng, embezzlement, dishonesty, falsification of records or wiliful misrepresentation of facts.

Fighting and physleal violence or disturbance on County propeity or at any place at which work

Is belng performad by or for the County,
6. Destruction, abuse, removal or attempted removal of property or materials of the County or of

LAl

another employee.

7. Insubordination,
8. Falslfylng an employee’s thne card or punching another employee’s timecard,

9. Absence from wark for two consecutive days without notifying your department head or

supervisot,
10. Acceptance of money or other valuable conslderation given with Intent of Influencing an

employee In the performance of hs officlal dutles,
11, Violation of any applicable state or federal statute or code or canon of ethics.
12, An additional violation of any County rule or palicy after recelpt of two previous written

warnings within the preceding twelve {12) months.

Violation of any of the following offense shall result In dlscipline which may take the form of a
wrltten warning, a written suspenston without pay for up to five (5) days, or termination, These

offences Include, but are not linlted to:

Failure to call n or report an absence to your supervisor on the day the absence begins,

1.

2. [Excesslve tardiness.

3. Excessive absenteelsm,

4. Vlolatlon of, refusal to comply with, an establlshed law or regulation whan such conduct Impalrs
the effectiveness of the County or brings it into public dispute.

5, Improper use of a posttion of authorlty for personaf gain or advantage,

6. Discourtesy, Improper conduct or abusive language to the publlc or another employee.

7. Faflure to turn In time. .

8. Fature to report to work or leaving work without a satisfactory reason.

9, Willful and negligent violatlon of safety rules,

When discipline is necessary, the department head will attempt to follow the following procedure!

1. The départment head and, where practical, another supervisory employee will meet privately
with the employee to discuss any disciplinary actlon to be taken and the reasons for the actlons.
Unless terminated, the employee will be told what action will be consldered if another violation

OCCurs,
2. The department head will prepare a record of the meeting which can take the forim of a warnlng

notice which summarizes the disciplinary actlon taken or to be taken.




3. The departiment head will review the warning memo with the employee. The employee will be
offered a copy of the warnlng memo and an opportunity to sign It, The orlginal will be placed In

the employee’s personnel flle.

Grievances

Occaslonally, problems may arise that you cannol soive alone. The County has a system for handling
these problems, complaints or grievances. If you have a problem, complaint or grievance, you

shoutd follow this procedure:

1. Within three (3) days of the grlevancs, arrange a private meeting with your department head to
try to resolve tha problem.

2. Ifthe problem Is not resolvad (o agreement reached) you and the department head will
arrange a meeting within three (3) days with the Clerk of the Board of Supervisors or the
President of the Board of Supervisors, to attempt to resolve the problem, if the Clerk of the
Board Is your department hedad, the meeting should be arranged with the President of the Board
of Supervisors,

3. If the problem Is not resolved, you, may, within £5 days of the meeting with the Clerk of the
Board of Supervisors, or the Prestdent of the Board of Supervisars, you may request a hearing
before the hoard or an appoinied grievance committee. This request should be made to the
Cletk of the Board of Supervisors. The hearing will be placed on the agenda for the next
scheduled Board meeting as long as you give at least 72 hours notice prior to the next Board
meeting, Otherwlse, a hearlng will be put on the agenda for the next following Board imeeting.
The Board will Inform you of Its declslon as soon as possible, but In no event, more than 30 days
after the hearlng. All grievance meetings will he informal I nature, )

Layoff

The department head with prior approval of the Board of Supervisors may lay off an employee due
to a shartage of funds or work, the abolishmant of the positlon, or for other reasons which are
outside the employee’s control and that do not reflect discred!t upon the employee, An amployee
who Is lald off will he glven two weeks' advance notice If possible.

Resignation

In the event that it becomes necessary for you to leave yolr employment with the County, a
minimum of two weeks’ notice should be given so that proper arrangements can be made in work
schedules, Allissued equipment must be turned In to your supervisor prlor to the Issuahce of your
last payroll check, However, pay for accrued vacation may not be granted to employees providing
fess than two (2) calendar weeks of notice In advance of the last day of employiment.




i, BENEFITS

Emplovee Benefits

As a full-time employes, yoli are entltled to certain fringe benefits that are Intended to provide
security and peace of mind to you and your famly durlng your employment, Part-tlme and
temporary employees will not be entitled to any beneflts except as speclfically granted in the
Handbook. Part-time employees are employess who are scheduled to work notimore than twenty
{20) hours each week. Temporary employees ara employees whose employment is not expected to

last more than sk {6) months.

Holldays

The County recognizes the following holldays as paid leave:

1. New Year's Day {January 1)
2. Robert E, Lee/Martln Luther King's Birthday {Third Monday In January)

3, President’s Day {Third Monday in February}
4, Confederate Memorial Day (Last Monday In April)

5. National Memortal Day and Jefferson Davis’ Birthday {Last Monday In May)
6. Independence Day {July 4)

7. Labor Day {First Monday In September)

8. Veteran's Day (November 11}

9, Thanksgiving Day {Last Thursday In November) -

10, Christmas Day (December 25}

In addition to these holldays, the County inay recognize any other holidays proclalmed as such by
the Governor of Mississippl. In the event any of these holidays falls ona Saturday, the hollday will
be celebrated on the Friday before unless otherwise spacified by the Board of Suparvisors. in the
event any of these holldays falls on a Sunday, the hollday will be celebrated on the fellowlng

wvionday unless otherwise specified by the Board of Supervisors.

An employee who Is required to work on a day deslgnated as a pald holiday by the County or whose
regular day off falls on a day designated as a pald holiday by the County wil! recelve elght hours of
pay or elght hours of corpensatory thne at the discretion of the department head. To receive pay
for an observed hollday, an employee must not have been absent without approved Jeave gfther on

the work day before or after the holiday.

Personal Leave

persanal leave Is to be used for vacation, days off, personal llinesses, medical, dental or optical
examinatlons, and (lnesses of any duratlon Involving Immediate family members. Al full-time

County employees will accrue pald leave at the following rates:




Continuous Service Monthly Accrual Rate Annual Accrual Rata

Three months to one year ¥ @ hours per pay perlod Nine days per year
Over one year to flve years ¥ &igiat hours per pay period Twelve days per year
Over Flve Years { 7R hours per pay period Elghteen days per year

Temporary employees working less than a full work week and part-thne employees shall not be
allowed to earn personal leave, Personal leave will not ba granted prior to the time It Is earned.

A maximum of 30 days or. 240 hours of personal leave can be accrued, All personal leave
accumulatad as of the time of adoption of this Handbook will be retalned.

Personal Leave can be taken for any reason Including vacation time and lilnass, However, any
personal leave must he approved by the department head unless It Is unforeseeable. If you have an
unforeseeable clrcurstance that requires youto miss work, you should inform the department
head at least one hour before yoti are schedulad to begin work,

Malor Medicaf Leave

Major medlcal laave can only be used for lllnesses In excess of one day or to cover regularly
scheduled visits to a physician’s office or a hospital for contlnulng treatments of a chronlc disease,
Examples of continulng treatment Include, hut are not limited to, kidney diglysis, chemotherapy and

prenatai check up.

Employees are required to use elght hours of personal laave prlor to using major medical leave,
except In such cases as lsted above, Caompensatory leave may hot be substituted for this
requlrement,

However, full-time employees are encouraged o have thelr yearly Healthy You checkup, The board
will allow you to take one sick day to cover this vislt. lust bring a recelpt from your doctor to the

payroll clerk,

All absences due to an lliness may require a certification i)y a madlcal physiclan In order for the
leave to be approved for payment and this Included the first day required to, be charged to personal
leave. Major medical leave Is earned and accumulated at the following rates:

Continuous Sarvice Monthly Accrual Rtate Annual Accrual Rate
Three months forward One and one-half hour per pay IFive days'per year
pertod

Maximuim number of days an employee may accumulate Is 20 days. Leave is not earned and,
credited untll the end of the pay period. No leave shall be taken until such time as It Is earnad.
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Bareaveinent

— e L e

A full-time employee of the county 1s allowed up to three {3) days bereavement |eave for the death

of a spotsse, child, parent or sibling.  See. oddenduwm 4. ¥Yor brooder

Insurance COVEraQE.. (- MW)
As a full-time employee of the County, you will be anrolled In the County’s Group Medical and Life
(nsurance Program. The County pays a portion or all of the premium for the employee as the

County’s budget permits,

ol [eave the employment of

if group coverage for you or your dependents is due to end because v
18} months through COBRA,

the County, you may be allowed to contlnue in the plan for eighteen
You may be required to pay up to 120% of the cost of coverage,

Other henefits, such as cancer, accklental death and dental insurance, and dependent medlical

coverage are avallable. The County does not pay any portion of the cost of these heneflts.

Retirement

Eligtble employees who select County employment as a career can look
henefits through the state employee’s retirement system, Partlcipation In the retirem
mandatory for all full-time erployees and for part-time employees working o fess tha
per week. You must contribute a portion of your salary and the County also will contribute to the
retlrement system oh your behalf. These banefits, plus those from Soclal Sacurily, are deslgned to
provide a measure of securlty at retirement. If you should terminate your Job with the County
hefore you retire, the money you pald into the system, plus Interest, will be refunded to you when
you submit proper forms to the state retirement system. However, contributions can be left In the
system, under certain circumstances. For further Information, please contact PERS at 1-800-444-

7377,

forward to retlrement
ent system is
n 20 hours

Workers' Copapensation

All County employees are covered by Workers’ Compensation which compensates you for all Injurles
suffered on the job. You should immedtately report all Joh-related Injuries, no matter how minor, to

your supervisar,

As soon as possible after an on-the-Job Injury, the injured employee and his immedlate supervisor
must complete a Report of Personal Injury and forward the completed report to the County Payroll
Clerk for review and recording. You will be compensated according to state law.
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Unempioyiment Compeansation

Unemployment compensatlon Is an employee beneflt, pald by the County.
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v, PAY PRACTICES

Pay Ralses

The County makes avery attempt to glve falr pay ralses to employees

Pay'{)_ay
All Employees ara pald every two (2) weeks, If a scheduled pay day falls on a holiday, etaployees are
pald on the last regular work day preceding the scheduled pay day.

Time Racords

Each non-exempt employee must keep a record of his actual time worked and attendance at work,
Each employee who Is required to turh.in a time card, must turn in only his card, according to
astabilshed procedure, whereby all hours worked are accurately reported, Each employee will initial
the Payroll Time Sheet acknowledglng his information Is corract before It Is turned in to the payroll

Dapartment by the Department Head.

Overtime

All employeas of the County are urged to make every affort to schedule work during regular hours
and to avold worklng overtime. When overtime work cannot be avolded, every attempt will be

made to falrly distribute overtlme work among eligihle amployess. All overtime must he approved
In advance by the departiment head,

Compensatory Time

Non-axempt employees may receive pald compensatory time off at the rate of one and one half
hours of compensatory time for each hour of overtime. A non-exempt employea must have prior

approval from his Department Head to take compensatory tine off.

Pavroll peductions

The County is required by law to make the following deductions from your paycheck:

Federal withholding tax;

State withholding tax;

Soclal Security tax {FICA);
Garnishment and child support; and
State retirement

LAl o
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V. LEAVES OF ABSENCES

Family and Medical Leave

In accordance with the leave rights provided by the Family and Medical Leave Act ("FMLA"), the
County provided for up to twelve (12) weeks of unpald medical or parental leave per year to sligible

employees.

A.  Eligibility

Eligible employees are those who have been employed by the County for at least 12 months and for
at least 1,250 hours during the previous 12 month perled,

B, Grounds for Leave

The clrcumstances In which FMLA leave Is avallable are governed solely by the FMLA and the
regulations there under. The County's FMLA Policy does not confer any additional entitlement to
leave. Eligible employees are entitled up to 12 weeks of leave during any 12 month perlod for one
or more of the reasons listed in this section. Generally, spouses who are both employed hy the
County are entitled to a total of 12 weeks of combined Jeave. An emplovee may take FMLA leave:

1. Because of the hirth of a sun or daughter of the employee and tn order to care fot such son or
daughter.

. Because of the placement of a son or daughter with the employee for adoption or foster care.

3, Inorder to care for the spouse, son, daughter, or parent of the employee, If such spouse, son,
daughter, or parent has a serlous health conditjon.

4. Because of a serious health condltion that makes the employee unable to perform the functions
of the poslilon of such employee. A “serfous health condition” s defined in accordance with
FMLA regulations, Generally, this means a physlcal or mental conditlon that involves Inpatient
care (Including any subsequent period of incapacity and any follow-up treatment) or continuing
treatment by a heaith care provider. The County reserves the right to require the employee to
provide certification of a serfous health conditlon,

5. For certaln quallfying exigencles arising out of the fact that a covered employee’s spouse, son,
daughter, or parent Is on actlve duty or has been notified of an Impending cali or order to actlve

- duty in the Natlonal Guard or Reserves. A “qualifying exigency” is defined In accordance with
FMLA regulatlons as (i} a short-notice deployment, {Hi} military events and related activities, {iif)
childcare and school activities, {lv) financlal and legal arrangements, (v) counseling, (vi) rest and
recuperation, or {vil) post-deployment activities.

C.  Miiitary Caregiver Leave

In addition to the grounds set forth in Sectlon V,B above, an eligible employee who Js the spouse,
son, daughter, parent, or next of kin of a covered miiitary sarviceiember shall be entltled to a
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maximum of 26 weeks of leave durlng any 12 month perlod to care for that servicemember, This
type of leave Is known as “military carcglver leave”, '

An eligible employee fs entltled to up to 26 weeks of leave durlhg any twelve month period to care
for a covered military servicemember. A “covered servicamember” Is defined In accordance with
FMLA regulations as a servicemember who has a serlous Injury or Hiness Incurred in the line of duty,
while on active duty, for which he or she Is undergoing medical treatment, recuperation, or therapy,
or stherwlse in outpatlent status. This does not Include former servicemembers or serviceimambers

on the permanent disabiity retired list.

This 26 week milltary careglver leave perlod represents the maximum total amount of leave
avallable to a covered employee during any rolling twelve month petlod. It may not be taken In
addition to any other leave authorlzed under the FMLA, In addition, military caregiver leave Is
one-time event. It may not he taken inore than once to care for a glven Injury or Hiness to a glven '

servicemember,

For purposes of military caregiver leave under this section, a servicemerber’s “next of kin” Is
defined in accordance with FMLA regulfations as his or her nearest bisod relative, other than his or
her spouse, parent, son, or daughter. The County reserves the right to conflrm next of kin status.

For purposes of military careglver leave under this sectlon, a “serious Hiness or Injury” is defined in
accordance with FMLA regulationis as an iliness or Injury that renders the servicemember inedically
unfit to perform the dutles of his or her office, grade, rank or rating. All otherterms used n this
section are defined In accordance with FMLA regulations and relevant statutes. '

a. Useof Pald Leave

To the extent that the employee eligible for paid leave, any pald leave must be taken concurrently at
the start of any famlly and medical leave of absence, This includes any form of leave thne in which
any form of compensation Is pald, Including vacation time, sick leave and absences covered by
workers’ compensation, Therefore, the employee will be compensated at his or her regular rate for
any leave taken using pald leave, The remalnder, If any, of the famlly leave will not be

compensated,
h. Intermiitent or Raduced-Schedule Leave

In general, any employee wishing to utifize this benefit must do so on a centinuous basls. Onthe
other hand, If able to do so, the County must consider reduced-schedule leave - that Is, leave that
reduces the staffer's regularly scheduled number of days per work week or hours per workday — If It

is In the best Interest of the County and the employee.

if medically necessary for a serfous health condition of the employee of his/her spouse, child, or
parent, leave may be takén on an intermittent basls, That is, leave may he taken perodically for
short perlods to respond to the medical condition or othear covered circumstance, If leave Is
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requested on this basls, however, the County may requlre the employee to transfer to an allernative
position that will be more suitable to recurring periods of absence and/or pari-time schedule,

c. Certiffcation

The County will require medical certification to support a leave request for an employea’s own
serious health conditlon, The certification must include a statement that the employee Is unabie to
perforin the functions or his/her position. In fts discretion, the County may require a second
tmedlcal opinlon and perlodic recertification at its expense. If the first and second oplnjons differ,
the County may, at its own expense, require the oplnlon of a third health care provider, which will

be final,

The County also will require medical certification to support leave to care for a serlously i} child,
spouse, or parent. For this leave request, the certification must include an estimate of the amount

of time the employee will be needed to provide care,

d.  Return to Work

The County will reinstate a returning employee to the fob he held when he left or to an equivalent
position with equlvalent employment benefits, pay, and other terms and conditlons of employment,
If an employee fails, however, to returh to work upon exhaustlon of the 12 weeks of family/medical
feave or 26 weeks of servicemember famlly leave, the einployee wili be consldered to have
voluntarlly resigned. The County reserves the right to require an employee to provide a certification

of fitness for duty bafore returning to work,

e. Notiffcation and Reporting Requirements

Under the FMLA, employees are responslble for glving 30 days notlce to thelr employers. if
clrcumstances require that a leave begln in less than 30 days, employees must glve the County as
much notlee as practible. Examples of when 30 days notice may not be required Include a
prematuira birth, a serlous accident to a famlly meinber, or serlous medicat condition requlring

immediate surgery.

f.  Beneflt Status

Any employee who Is granted a leave of absence under the FMLA Is to ensure the continulty of his
or her Insurance coverage by making arrangements In advance of the leave to pay premium
contributlon when required during the unpald leave,

if the employee dectdes not to réturn to work upon completion of the leave, the County may
recover from the staffer the cost of all payment made to continue coverage. Benefits entitlement
will be calculated as of the last paid workday perlod before the start of the famlly and medical leave

of absence,
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Occupational Infury Leave

You wil be granted leave without pay If you are Injured on the Job In the performance of your
‘dutles, have no accrual personal leave and have used all avaliable leave under the County's Famlly
and Medlcal Leave Policy. The County may require a doctor’s certificate to substantiate the

hecessity for leave or continuatlion of leave.

Clvlc Leave

You will be granted civic leave i you are summoned for Jury duty, or subpoenaed to attend Court as
a witnass. You will be pald the difference between jury pay or the witness fea and elght hours at
your regular rate of pay for each day of jury duty. This does not apply to law enforcement officers
testifylng in the courses of thelr dutles, You must submit a copy of any summons or subpoena to
your departiment head. When you return to work, you must provide a statement of attendance and
the amount pald by the Court from the Clerk of the Court, if you are released from Jury duty four
hours or more before the end of your shift, you must report to work within one hour after belng
released by the Court. Time spent on civic leave will not be counted as hours worked for the

purpose of computing overtime pay.

Miiltary Leave

_ To the extent provided by law, an émployee will he granted a leave of absence for up to five years in
the milltary. You will recefve your full straight time pay for the first 15 days to particlpate In
regularly scheduled tralning activitles at any of the reserve branches of the military service v a
calendar year. All other mifitary leave will be unpald, Employees, whenever possible, are required
to give notice that they Intend to take military leave, Normally, Intermittent Jeaves of absences for
inllitary service will be counted cumulative when determining whether the allowable flve years of

avallable laave has heen exhausted.

Upon return from leave, employees are requlred to give notice of thelr intent to return and may be
required to submit applications, To the extent provided by law, employees will be promptly re-
employed [n the position they would have (with reasonable certalnty) held had they remalned on
the job. in certain circumstances, an employee may be placed In a job simllar with regard to pay,
skill and seniority to the one he held prior to hls leave. Durlng the military leava perfod, an
employee wil contlnue to accrue senlority and senlority-based benefits that would have hean
attained wlith reasonable certainty had he remalned contihuously employed,
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Vi PERSONAL CONDUCT

Courtesy and Decorum -

You are the representative of the County In all of your dealings with the public. You should concluct
yourself as such and should endeavor at all times to convey a favorable Impression to the public
through your dealings with them. If a controversy or disagreement should arise with a member of
the publlc, you should refer the mattar to your department head Immedlateiy,

Pailtlcal Activity

The county belleves all employees have a civic duty to cast thelr votes for candldates and Issues as
thay chose, You also should have the right to support candidates and issues with your personal
efforts and volunteer contributlons, However, no such acthvity will be conducted during working
hours, or at the expense of the County. Employees cannot use County equipment or he in a County
unlforin while engaging in such activity, Employees wili not be subjected to coercion, intimidation,
or threat of reprlsal because of thelr pélltlcal activities,

No employment declsion will be made In return for the promlse or recelpt of any personal benefit
by a County offlclal or employee. An emplovee also cannot use his ofticlal authority to intetfere
with or affect the result of a nomination or election for publlc offlce.

Phone Calls

The use of County phones for personal reasons should be kept to a minimum. Occasional personal
phone calls are permitted so long as they do not Interferé with the normal routine of business and
fast no more than three minutes each, No fong distance calls are permitted for personal reasons,

Solicitation

Solicitatlon of or by employees for non-County related purposes during work tlme or in non-work-
related areas Is prohibited, This rule prevents unnecessary interference with work and protects

employees from unwanted sollcltation.

Garnishmehts and Attachments

The County expects each employee to keep his personal affairs in good condition and meet his
financlal obllgations promptly, Garnlshments and attachments create an adminlstrative burden on
the County, For this reason, they are looked upon with disfavor and recurrences may result in

disciplinary actlon.

Safety

Each employae of the County Is encouraged to take an actlve part In the safety program of the
County, This can be accomplished by working In a safe, accident-free manner, and by offering,
suggestions to the department head on any matter concernlng safety.
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County Vehleles and Other County-Owned Property

County employees who have occaslon to operats any County vehlcle must have a valld Mississippl
driver's llcense and malntain a good driving record. Each employee who Is driving a County vehlcle
Is expected to observe any and all safety and vehicle operation procedures and regulations, Only
employees on officlal County business are allowed to operate or be passengers In any County
vehicle. Each employee has the responsibllity to use reasonable care to insure the securlty and care

of alf County property entrusted to his use and care,

tn any vehicular accldent Involving County equipment, the operator of the equipmant must
Immediately contact the department head and contact the Sherlff's Departiment and request an
investigation of the accident, As soon as possible after the aceldent, the operator of the equipment
must complete an Accldent Report, A written statement must e completed for any damage or loss
of equipment other than vehicles and the report must be submitted to the department head.

NO COUNTY VEHICLE OR EQUIPMENT MAY BE USED BY A COUNTY EMPLOYEE FOR HIS PERSONAL
USE. EMPLOYEES WHO CARELESSLY OR RECKLESSLY DAMAGE COUNTY PROPERTY MAY BE
REQUIRED TO PAY FOR SUCH DAMAGE OUT OF THEIR OWN POCKETS, EMPLOYEES WHO VIOLATE
TRAEFIC LAWS WHILE OPERATING A COUNTY-OWNED VEHICLE MAY BE SUBJECT TO DESCIPLINARY
ACTION, AND WILL BE REQUIRED TO PAY ALL FINES AND COURT COSTS RESULTING THEREFROM.
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Cvil, MISCELLANEOUS

Personnel Records

The proper handling of many matters of personal importance to you requlres that your personnel
records be accurate at all times. Promptly report to the Payroll Clerk, any changes In name, address,
telephone number, matrltal status, number of dependents, military status, or job-related trainlng
courses completed, The accuracy of these records Is particularly Important in the case of matling
chacks, W-2 forms, Insurance payments, sick and accident beneflts, etc, You will be alfowed to
Inspect your personnel records at any time that Is convenlent for you and the Payroll Clerk, All leave
requests and other documents relating to leave time should also be filed promptly with the Payroll

Clerk,

Builetin Boards

A County bulletin board is maintained by each department. Each employee s urged to watch the
bulletin board In his department for notices, Any additions or changes to materlals postad on the

“County’s bulfetin board must be approved in advance by the department head In charge of the
facllity at which the bulletin board Is lecated.

Loan of Money

tt Is a violation of County policy for a department head or supervisor to loan money to an employee,

County Polfcy

It 1s the County’s policy that all employees who do not have a written employment contract with the
County for a specific fixed term of employment are employed at the County’s will and are subject to
terminatlon at any time for any reason, with or without cause of notification, All employees also

may tenminate thelr employment at any thne for any reason.

This policy may not be modifled by any statements contalned in this manual or any olher employee
handbooks, employment applications, recrulting materlals or other materials provided to applicants
and employees In connectlon with thelr employment. None of these documents, whether singly or
comblined, Is to craate neither an express or Implled contract of einployment for a definlte pertod,
nor an express of implled contract concerning any terms or conditions of employment. Similarly,
the County’s policles and practices with respatt to any matter are not to e consldered as creating
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any contractual obligatlon on the County's part or as stating in any way that termination will occur
ohly “for cause”, Statements of specific grounds for terminatlon sat forth in this manual as inany
other documents are exaimples only, not all-incluslve lists, and are not Intended to restrict the

County’s right to terminate at wili.
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UNDERSTANDING BY EMPLOYEE

I hereby acknowledge recelving a copy of the County Employee Handbook,

| understand that the Information contalned In the County Employee Handbook represents
guldelines only and that the County reserves the right to modify this Handbook or amend or

terminate any policles, procedures, or employee beneflt programs at anytime,

i understand that this Handhook is not a contract of employment hetween me and the County and
that I do not vlew It as such, Furthermore, this Handbook is merely a gulde to County policles and
does not constitute an express or employed guarantee or contract of employment or benefits. Itis
expressly understood that | am an employee-at-will, and elther the County or myself may terminate

the relatlonship at any thine, for any reason, with or without cause or notice,

{Print name of employee)

EMPLOYEE {Employee Signature)

DATE:

WITNESS

{Detath and place ln Employee’s Personnel file}
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tioizaemerz SUBJECT: Computer Use and Soeutity Policy PHONE: 601-46¢-1925

ACCEPTABLE UST, STANDARD PRACTICE & SECURITY PROCEDURES
FOR USE OF COUNTY COMPUTER EQUIPMENT

PURPOSKE: To define ihe criferia for acceptable use and the standard practices that Seott
County employeos must follow when using County computers and computer data. Use of
compier technology has grown rapidly in recent yemrs, reflecting the profiferation of
compnuters and computer networks. County employeos are making extensive use of
technology-based systems to conduct business in a move effectlve and efficient manuer,
Turthermore, curtent and planned developments in County networks promise to make
these capabilities even more accessible and powerfl, Therefore, the Bonrd of
Supervisors and all the elected officials feel it is necessary to implement safeguards to

ensute fhese systeins ave used properly,

COMPUTER USEAGE POLICY: Upun tho resommendation of the Board of
Supervisors and the Information Technology Department, the Scott County Board of
Superyisors inits capamty as the governing bady of Scott County set forth the following

standards:

1, Employees arve encouraged lo use compuiers i theiv departments to promote
_ greater staff produotivity.

2. The equipment, software, programs aund all Connly data developed andfor entered

on County contpulers s the property of Scolt County.

3. Subject to the applicabls legal privileges and confidentially requnementv, all
County data entered on County computers is not private and subject fo disclosute
upon the demand of authorized County depaviment heads at any (ime, This
includes email.

4. Internet should only be used for Official Business Only. Personal websites should
not be accessed from a Scott County Computers, The Infonnation Technology
Department will begin blocking many personal websites, If a business related
website is blocked please let the Information Technology Dopartment know, and
this will be resolved.

Persondl Email shovld not be checked fiom Scott County Computer,
Departiment heads shall infoxm county employees of and roview, o1t an ongoing
basis, adhetence o the Covnty’s policies for the use of compntors, soflwate,
licensing and other desktop technology.
7. I you notice anyone working on the Scoit County’s somputers, ot network
squipinent that you don’t recognize please contact your manager immodiately.

8, County employees should safoguard thelr computer by utilizing!

. *  Proper password managenent,

;o
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Good securily practices, _

Proporty log-off or fock systems and network connections.

No introduction of any softwate or hardware info County systems or offices
without written permission of the IT depathnent,

n Managed uso of virus profection sofiare is mandatory on all systems.

= No sttompts fo gain unnuthorized access to any County compuler or system.

w  No unauthorized printing ot changes to data to which you have access, ol
giving access to unanthorized individuals,

s No copying of softwaro from one computor fo the other without approval of
the IT department,

x  No masking of identities of att ncoount or machine, including, but not limited
to, sending wmil anonymonsly.

n No unlaveiv] use of computers for personal profit.

n No usage of compwiexs or network for the cragtion or dissemination of
harassing ot demenning statentents about individuals or gronps, o of
sexnally explicit matorials,

n Do not bring personal cornputer equipment; or software without permission of
the [T Department, .

9, County Email may not bevsed to solicit ontside business vantoros, political or
religious canses, e.g.: Tupperware, Mary Kay Cosmetios, Avon, sle,

10. Toul, confrontational, inappropriate, defamatory or offensive messages such as
racial, sexual, or religions slurs aro prohibited in email.

11, Use of email to harass coworkers or send anonymous 1nossagos are prohibited.

12. Nuisance messages sucls as ohaln lofters or spam are prohibited.

13. The advertisement of coniraband such as weapons or other arliclos of a hazardous
natuto is prohibited. :

14, Bmail will nof be used to solicit confributions or donations with the exceplion of
fo help replace the losses inomred by a Scoft County employeo as the resulf of a
fite, flond, toxnado, or a severo persoral illness.

15, The transmisston of obsoens, offensive, threatening, illegal, harassing,
pornographic or intimidating matetial is shrictly prohibited.

16. Do not provide anyone (over the phons, internet, or in porson) detailed
information about {le connty’s computers or hetwork infrastrocture without the
approval of tho IT department,




PASSWORD POLICY: Upon the recommendation of the Board of Supervisors and the
Information Technology Department, the Scott County Board of Supervisors in ifs
capacity as the governing body of Scott County st forth the following password
standards, This is effective on all Windows Domain Computers and IBM iSeries Loglns:

1. All ugers will be requited to change their passwords three times per year.

2. Passwords will be required 1o be strong, Meaning a mininmn of 7 characters and
must include at least one number. This paasword should not be somefhing which
is easy fo guess, such as your naute, phone muumber, children o spouse’s nanio,
ste,

3. Passwords should never be written dovn ot given to anyone but your deparfment
liead or a member of the I'T Staff,

4. If an employes leaves his/her desk, they should log-off, lock, or shnt dowi thojr

compufer,




TENFORCEABILITY: There nre several stalutes within the Mississippi Code that
provide for the criminal prosecution of abusers of his policy, These statutos are provided

and paraphrased:

MS Code 97-45-3 Computor Fraud; penalties, Acoessing or causing {he accoss of any
system with (he intent to defrand or personal gain,

MS Code 97-45-5 Offonse against computes users; penalties. Denial of uss by a user due
to disclosnte of numbers, codes o1 pagswords thal may or may not render the system

unnsable,

MS Code 97-45-7 Offense against computer equipment; penalties, Intentional
modification or destruction of equipment or supplies, Deletion of work files.

MS Codo 97-45-9 Offense against intellectual property; penalties, Destruction or
modification of programs or equipment such as unauthorlzed disclosure, copying, taking

or accessing without consont of the nse,

- CONCLYUSION: Seott County may take remedial aolions in accordance with the County
personnel mannal when abuse is detected, These actions include (but not limited to)
reprimand, permanent {oss of access to County computer equipment, repayment of cost to

fix computes, or termination.
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Adden clum 1.

UPON MOTION of Joe McGee, seconded by Johnny Haeell, and snanimously carvied,
the Board doos hereby authorize the County Administrator to implement enhanced IT Securiiy
programs, including MFA and active phishing training, Fuosther the Board authorizes the
purchase of anmual software license(s) and hardware keys ﬁﬁn} Techsource, as required for
implementations. The Board finther awthorlzes the Comptroller to amend office technology
budget, as required.

ORDERED, this the 22™ day of February, 2023,

~—

UPON MOTION of Joe McQee, seconded by Johnny Harrell, and unanimously carried,
the Board does hereby authorize the amendment of the Covnty Bereavement Policy to state:

“A full-time employce of the County is allowed up 1o three (3) days bereavement
feave for the death of an jmmediate family member, Longer leave {imes may be granted and
charged against employee’s personal or medical Jeave Lalances, but ase subject to approval by
the department head, Tmmediate fémi[y is defined for Bereavement: spouse, parent, step-parent,
sibling, child, step-child, grandchild, grandparent, son or daughter-in-law, mother or father-in-
law, or brother or sister-in-faw.” % C:! r‘cm.c\pqrer\‘\~5 ~in-law, (Awmuec\ 31y “’-‘0

ORDERED, SPREAD UPON THE MINUTRS this the 22 day of February, 2023, _‘J

UPON MOTICN of Joe McGee, seconded by Johnny Hartrell, and unanimously earried,
the Board does approve County travel / relmbursemenl policy and authorizes County
1
Administrator to distribute the same to department heads,

ORDERED, this the 22 day of Febraary, 2023.

UPON MOTION of Johnny Harrell, scconded by Wayne Cooksey, and unanimously
cafried, the Board does hereby authorize the County Administrator to formulale and execute a
teave contribution policy for employees to contribute annual / sick leave to employses with
cataslrophic injuiles or ilinesses.

ORDERED, this the 22™ day of February, 2023,

UPON MOTION of Jackie Bradford, seconded by Johnny MHarrell, and unanimously
catried, the Board does hereby enter into Closed Session for (he putpose of determining the need

for Execufive Session.

ORDERED, [his the 22™ day of February, 2023,




