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Non-Discrimination Statement

The Hazlehurst City School District does not and shall not discriminate on the basis of race,
color, religion (creed), gender, gender expression, age, national origin (ancestry), disability,
marital status, sexual orientation, or military status, in any of its activities or operations. These
activities include, but are not limited to, hiring, and firing of staff, selection of volunteers and
vendors, and provision of services. We are committed to providing an inclusive and welcoming
environment for all members of our staff, students, parents, volunteers, vendors, and members of
the public.

To report incidents of discrimination contact:

Ana Richardson: arichardson@hazlehurst.k12.ms.us / 601.894.1152

Asbestos Policy

Public notice The Hazlehurst City School wishes to inform the faculty, students, parents and the
general public of the status of its asbestos management program. The district has on file with the
Mississippi Department of Education an approved asbestos management plan and has completed
the three-year re-inspection of all asbestos material. Asbestos containing building materials
remain in district facilities and do not present a health risk to our students or the public. The
district has trained personnel on staff to identify, handle and dispose of asbestos material should
there be a need. Anyone wishing to review the district's asbestos management plans may do so at
the Central Office or each school location.

Title IX

As provided under Title 1X of the Education Amendments of 1972, no person in the U.S. shall,
on the basis of sex, be excluded from participation in, be denied the benefits of or be subjected to
discrimination under any education program or activity receiving federal financial assistance.
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District Vision

The Hazlehurst City School District seeks to develop leaders who initiate change through self-
determination, inclusiveness, and critical thinking.

District Mission

The Mission of Hazlehurst City School District is to provide a 21* century learning environment
that produces civically responsible students that are college and career ready.

District Goals

e Increase student achievement districtwide and at all schools next year.

e There will be a safe and orderly school climate in every school.

e Anincreasing number of children will experience a positive K-12 education experience.
e The school district will maintain a sound financial fund balance.

District Beliefs

e Our scholars deserve a safe, nurturing, and orderly environment;

e All scholars deserve access to a quality education and an opportunity to be successful,

e Every scholar will be prepared to continue his/her education and successfully enter the
work place as a productive, responsible citizen;

e QOur scholars have the same capabilities as other scholars throughout the nation;

e All scholars, faculty and parents should be treated with dignity and respect; and

e All scholars and faculty will make data driven decisions.

District Policies

This Employee Handbook has been prepared so that you will be informed about the policies and
procedures used to govern employment with the Hazlehurst City School District. It is your
responsibility to view and familiarize yourself with this handbook as well as the policies and
procedures manual as approved by the Board of Trustees. The policies which govern the
Hazlehurst City School District are accessible online at https://hazlehurst.msbapolicy.org/.
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Hazlehurst City School District 2022-2023 Bell Schedules

Hazlehurst Elementary School

First Bell 7:30 am
Instructional Day Begins 7:35 am
Pre-K Dismissal 2:45 pm
Grades K-2 Dismissal 3:00 pm
Grades 3-5 Dismissal 3:04 pm

Hazlehurst Middle School

Period Begin End
Period 1 7:35am 8:25 am
Period 2 8:29 am 9:19 am
Period 3 9:23 am 10:13 am
Break 10:13 am 10:28 am
Period 4 10:32 am 11:22 am
Period 5 11:26 am 12:33 pm
Lunch 12:05 pm 12:33 pm
Period 6 12:37 pm 1:27 pm
Period 7 1:31 pm 2:21 pm
Period 8 2:25 pm 3:15 pm

Hazlehurst High School
Period Begin End

Breakfast 7:10 am 7:35am
Period 1 7:40 am 8:35 am
Period 2 8:39 am 9:29 am
Break 9:29 am 9:39 am
Period 3 9:43 am 10:33 am
Period 4 10:37 am 11:27 am
Period5  11:31am 12:41 pm
1% Lunch Wave 11:36 am — 11:56 am
2" Lunch Wave 12:06 pm — 12:26 pm
Period 6  12:45pm 1:35 pm
Period 7  1:39 pm 2:29 pm
Period 8  2:33 pm 3:25 pm
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Central Office Personnel

Hours of Operation
Monday — Friday 8:00 am — 4:30 pm

Superintendent

Cloyd Garth, Jr.

Assistant Superintendent

Director of Business Services

Director of Innovation & Technology
Director Special Programs

Director of Child Nutrition

Director of Accreditation, Compliance
&Accountability

Director of Safety/Chief of Police
Transportation Supervisor

Facilities & Grounds Supervisor
Accounts Payable & Transportation Clerk
Payroll/Insurance & Fixed Assets

16™ Section Manager & Board Clerk
Human Resource Coordinator

MSIS Coordinator

Receptionist

Administrative Assistant

Tiffany Hicks

Sherry Terry

Philip Turner

Andrea Vasser

Bobbie Washington-Hall
Nonya Thrasher

Andre’ Watson

Terry Lee Banks

N/A

Brittany Smith

Alicia Ragland

Bobbie Washington-Hall
Anna Richardson
Kawana Tanner

Laura Perry

Leondra Johnson

Hazlehurst City School District Board Members

Dr. Daniel Jones, President
Paul Rhodes, Secretary
Mary Ann Jefferson, Member
Gloria Sandifer, Member
James Logan, Member

SCHOOL BOARD ATTORNEY
Carroll Rhodes
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School Administration

Hazlehurst Elementary School

112 Marvin Minor Drive
Hazlehurst, MS 39083
Phone: 601.574.2783

Fax: 601.894.3960

Kim Luckett-Langston, Principal
Marvin Davis, Assistant Principal of High Accountability
Vonnie Byrd, Assistant Principal of Instruction and Intervention
Amber Clay, Counselor
Terry Bridges, Administrative Assistant
Sylvia Warner, Attendance Clerk

Hazlehurst Middle School

112 Marvin Minor Drive
Hazlehurst, MS 39083
Phone: 601.894.3463
Fax: 601.894.2629

Morgan Davis, Principal
Kawana Tanner, Assistant Principal
Latina Gray, Counselor
Robin Bishop, Administrative Assistant
Anita Easterling, Counselor Assistant

Hazlehurst High School

101 South Haley Street
Hazlehurst, MS 39083
Phone: 601.894.2489
Fax: 601.894.3120

Tara Lockhart, Principal
Frank Terry, Assistant Principal
Dr. Erica Towers, Counselor
Patoria Flowers, Administrative Assistant
Deborah Newell, Counselor Assistant
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Employee Benefits

The following benefit programs are available to eligible employees:
Cafeteria Plan

Public Employment Retirement System

Direct Deposit

Holidays

Insurance — Dental and Medical Sick Leave

Vacation Leave

o Personal Leave (for Certified Teachers)

For a complete explanation of benefits, please contact the Human Resources office at 601-
894-1152.

Standards of Service

The HCSD has set a high standard of behavior, which it expects, from its employees. Be
uncompromising in your honesty and integrity and always make sure your personal conduct is
the very best. A moment of carelessness or discourtesy may break down goodwill we have been
building for years. This district will be judged by its employees’ conduct, hospitality,
enthusiasm and pride.

Expectations

As a HCSD employee, you are expected to obey all policies and procedures and remain informed
of policy and procedural changes. This will ensure prompt and accurate service to scholars,
parents, and fellow employees. You should strive to provide quality service.

Be courteous and helpful. Make certain everyone you encounter receives consideration and
understanding to the best of your ability.

Be a good listener whether you are dealing with a scholar, parent, or fellow employee. Listen to
their point of view and understand there will be occasional frustration or anger.

Ask your supervisor any questions you may have about job tasks and district policies and
guidelines. Also, be eager to ask questions that will help you help others.

PERSONAL APPEARANCE Dress Guidelines for Teachers, Teacher Assistants,
Administrators, and Office Personnel

1. Each employee should be neatly groomed.
2. Attire should be neat and clean in appearance.
3. The proper attire for male personnel includes the following:

* Button-up shirts or polo shirts with collar.
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» Slacks - professional style with appropriate fit, no denim of any color.

* Exceptions may be made at the discretion of the school principal for spirit days,
motivational activities, cleaning, and moving activities.

* Sneakers or other appropriate shoes must be worn.

4. The proper attire for female personnel includes the following: Skirts, dresses, are to be no
more than 3” above the knee. Denim skirts and dresses are allowed. Slacks, Capri pants -
professional style with appropriate fit. Exceptions may be made at the discretion of the
school principal for spirit days, motivational activities, cleaning, and moving activities.
Blouses must be made of material which cannot be seen through. Sleeveless blouses are
acceptable as long as the openings adequately cover undergarments’- No backless apparel
allowed. Sneakers are acceptable.

5. No shorts. Coaches / PE teachers can wear shorts (no more than 3” above the knee) while
teaching PE. Leggings may be worn under a dress as long as the dress is no shorter than
3 inches above the knee. Leggings are not to be worn as pants.

6. No midriff tops, tank tops, jersey tops, halter tops, spaghetti straps, off the shoulder, low
cut tops, or revealing apparel. Sleeveless shirts, tops, or dresses may be worn, but the
shoulder straps must be 2 inches or more in width and not to reveal any undergarments.
Employees should not wear clothing that would be inappropriate for students to wear
(length, tightness, etc.).

7. No beach style flip flop shoes shall be worn.

8. No sweatshirts or t-shirts bearing inappropriate logos or advertisements

9. Undergarments must be worn.

10. None of the following are allowed:
e No visible body piercing (other than ears). This includes tongue and nose piercings.
e Midriffs exposed.

* Clothing that is in poor taste, immodest, or offensive because of reference to race,
sex, ethnic group, etc.

» Clothing or appearance styles that are deemed as a distraction by other employees or
administration.

® Tight clothing or clothing top cut so low in front to expose any part of the breast or be
excessively low in the back. Specialized employees such as maintenance and
mechanics should follow a dress code approved by their supervisors
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Arriving and Leaving School Grounds

Employees are expected to arrive on campus at the time set by the HCSD in respect to their
specific job duties. Unauthorized late arrivals are subject to disciplinary action. Employees are
expected to work full days while rendering professional service as contracted with the HCSD.
Professional communication with the employee’s direct line of supervision is mandatory when
the fulfillment of the full work day is not possible. This process of operation ensures that student
supervision is consistent and that district operations experience limited interruptions.

Additionally, employees are expected to remain within the HCSD continuously throughout the
school day in accordance to assigned job duties. Unauthorized early departures are subject to
disciplinary action. In the event that an employee must leave the HCSD early, permission must
be granted by the employee’s direct supervisor. It is the responsibility of the employee to notify
the direct supervisor of any event that requires early departure. Continued unauthorized arrivals
and leaves will result in more severe disciplinary action, up to and including dismissal.

FIXED ASSETS POLICY (Policy DM)

This policy shall comply with all policies and procedures listed in the Fixed Assets Policies and
Procedures Manual and shall adhere to the codes set forth by the State of Mississippi, including
but not limited to:

EQUIPMENT AND SUPPLIES RECORDS (INVENTORY OF FIXED ASSETS)

Recording: Equipment will be valued at historical cost or fair market value at the date of
donation or purchase.

Equipment costing $1,000 or more and highly walkable items, which have a useful life of more
than one year, will be recorded on the fixed assets inventory of the district.

Highly walkable items include, but are not limited to:
Televisions (greater than $250)

Cameras and camera equipment (greater than $250)
Cellular telephones

Two way radio equipment

Weapons Lawn maintenance equipment

Computers and computer equipment (greater than $250)
Chain saws

Air compressors
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Welding machines
Generators
Motorized vehicles

Cameras, camera equipment, computers, and computer equipment valued between $250 and
$499 and purchased or received before July 1, 2008 will not be recorded on the fixed asset
inventory of the district. Weapons, lawn maintenance equipment, chain saws, air compressors,
welding machines, generators, an motorized vehicles valued between $1 and $499 and purchased
or received before July 1, 2008 will not be recorded on the fixed asset inventory of the district.

All district owned land and buildings will be capitalized and recorded on the fixed assets
inventory of the district. Infrastructure will not be capitalized as fixed assets.

Depreciation: Assets will be capitalized and depreciated as required by the State Auditor’s
Office. Donated Assets: Assets which are donated to the School District will be recorded at the
fair market value at the date of donation if $1,000 or more and will be acknowledged by the
School Board in the official minutes of the district.

Inventory: The Finance Director or his or her designee is responsible for assigning tag numbers
and recording fixed assets on the inventory.

The inventory will be verified at least annually by the building level administrators.

The building level administrators are responsible for notifying the Designated Fixed Assets
manager (Ex: Finance Director) of any transfers, disposals, donations, and /or other adjustments
to fixed assets at their location.

All deletions from fixed assets shall receive Board approval.

Annual Inventory: Annual Physical Inventory Policy - a physical inventory will be taken at least
annually.

Accountability: The building level administrators will accept responsibility for fixed assets at
their location by signing a statement. They will also accept responsibility for tagging individual
assets received at their location during the current fiscal year.

The building level administrators at their discretion may have the person in custody of the fixed
assets accept 52 responsibility by signing a statement. See the attached Fixed Asset Assurance
Form.

If an item is found missing, the person who signed for being responsible for the item will be
held personally and financially liable, unless a properly executed police report is filed in a timely
manner.

Mississippi Code Section 29-9-17 Failure to make Inventory: Liability

If any officer or employee of any state agency shall refuse or fail to make any inventory or
supplemental inventory thereto as required herein, or to do so in the manner prescribed by the
State Auditor, the State Auditor shall proceed to make, or cause to be made, the inventory or
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supplemental inventory; and the expense thereof shall be personally borne by said officer or
employee, and he shall be responsible on his official bond for the payment of the expense.

In the event that an examination conducted pursuant to Section 29-9-13 finds items that are
included on an agency's inventory which are missing and otherwise unaccounted for, the State
Auditor has the authority to proceed under the provisions of Section 7-7-211 to recover the value
of the missing items. The demand shall be made against the head of the agency, the agency's
property officer and/or the appropriate officer or employee, if identified

School Safety Plan (Policy EBBA)

In the event of a crisis, all district employees will follow the procedures outlined in the HCSD
School Safety Plan

Use of Private Vehicles for School Purposes (Policy EDAE)

The Hazlehurst City School District discourages the use of privately owned vehicles for
transporting students on behalf of the school. Should occasion arise when a privately owned
vehicle must be used to transport students, the following provisions must be met. Under no
circumstances should a privately owned vehicle be used when there is a National Transportation
Safety Board approved student transportation vehicle available.

1. The Hazlehurst City School District employee must provide the district with proof of
liability insurance to cover all risks associated with driving an automobile.

2. Each use of the automobile must be approved in writing by the principal and/or the
superintendent. No administrator shall approve use of the employee-owned vehicle when
Hazlehurst City School District owned vehicles are available.

3. No one shall be permitted to operate the vehicle other than the Hazlehurst City School
District employee.

4. There shall be a check of driving record of each school employee permitted to operate a
school owned vehicle or a privately owned vehicle on behalf of the Hazlehurst City School
District. No employee shall be allowed to operate a vehicle in order to transport students if
their driving record contains, but is not limited to, a DUI or a reckless driving charge.

5. Under no circumstances will the operator allow more than 6 elementary age, or 4 junior or
senior high school students to ride in the vehicle at any one time

Professional Educator Code of Conduct (Policy GAA)

All professional educators in the school district shall comply with the Mississippi Professional
Educator Code of Ethics and Standards of Conduct as outlined in Mississippi Department of
Education policy 1710 and 1717.
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The superintendent or his or her designee shall establish procedures to assure that all school
district employees comply with this policy. The procedures shall include, but are not limited to:

1. Providing all licensed employees with a copy of the Mississippi Educator Code of Ethics
and Standards of Conduct:

2. Maintaining a signed statement in each licensed employee's personnel file verifying that
he or she has been given notice of the Mississippi Educator Code of Ethics and Standards
of Conduct;

3. Advising all licensed employees that his or her contract with the school district is subject
to the Mississippi Educator Code of Ethics and Standards of Conduct; and may be
revoked or suspended pursuant to its terms; and

4. Providing annual in-service training for all employees on the Mississippi Professional
Educator Code of Ethics and Standards of Conduct.

The Superintendent shall report to the Mississippi Department of Education all license holders
who engage in unethical conduct relating to an educator/student relationship (Standard 4).

HARASSMENT PROHIBITED

The HCSD affirms the employee rights under Title VI and therefore shall not tolerate verbal or
physical conduct by any employee, male or female, which harasses, disrupts, or interferes with
another's work performance or which creates an intimidating, offensive, or hostile environment.

Equal Opportunity Employment Policy (Policy GAAA)
The Hazlehurst City School District shall not discriminate in its policies and practices with
respect to compensation, terms or conditions of employment because of an individual&#39;s
race, color, ethnic or national origin, religion, gender, height, weight, age, marital status, political
beliefs, disability, or handicap which does not impair an individual’s ability to perform
adequately in that individual’s particular position or activity.

As provided under Title IX of the Education Amendments of 1972, no person in the U.S. shall,
on the basis of sex, be excluded from participation in, be denied the benefits of or be subjected to
discrimination under any education program or activity receiving federal financial assistance.

The Mississippi Public School Accountability Standard for this policy is standard 2.
HARASSMENT PROHIBITED

The Hazlehurst City School District affirms the employee rights under Title VII and therefore
shall not tolerate verbal or physical conduct by any employee, male or female, which harasses,
disrupts, or interferes with another&#39;s work performance or which creates an intimidating,
offensive, or hostile environment.

Sexual harassment will not be tolerated in Hazlehurst City School District. Any form of sexual
harassment is a violation of school policy. Any act may constitute sexual harassment when any
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one of the two following criteria is met: Submission to or rejection of such conduct is made
either explicitly or implicitly a term or condition of an individual's rights.

Such conduct has the purpose or effect of unreasonably interfering with an individual’s
performance or creating an intimidating, hostile, or offensive environment, even if the conduct is
not specifically directed at the person who is affected by it.

Each educator, upon entering the teaching profession, assumes a number of obligations, one of
which is to adhere to a set of principles which defines professional conduct. These principles are
reflected in the following code of ethics which sets forth to the education profession and the
public it serves standards of professional conduct and procedures for implementation.

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

Any educator or administrator license may be revoked or suspended for engaging in unethical
conduct relating to an educator/student relationship (Standard 4).

Superintendents shall report to the Mississippi Department of Education license holders who
engage in unethical conduct relating to an educator/student relationship (Standard 4).

Employee Conduct (Policy GAB)
Employees of the Hazlehurst City School District are expected to conduct themselves in a

manner that will reflect positively on the school district and the community, thus promoting a
positive environment for teaching, learning and student well-being.

The dignity of students and of the educational environment shall be maintained at all times.
Unseemly dress, conduct or the use of abusive, foul or profane language in the presence of
students is expressly prohibited and will not be tolerated.

Ethical conduct is any conduct which promotes the health, safety, welfare, discipline and morals
of students and colleagues. Unethical conduct is any conduct that impairs the license holder's
ability to function in his/her employment position or a pattern of behavior that is detrimental to
the health, safety, welfare, discipline, or morals of students and colleagues.

VIOLATIONS

Violations of this policy shall be reported and discussed in a conference between the employee
and the school principal (or superintendent and principal if a principal is in violation of this
policy). If the principal or superintendent finds the complaint to be factual, he or she shall issue a
written reprimand to the employee(s) involved. This reprimand shall become a part of the
employee's personnel file.

Severe violations or continuous violation of this policy may lead to an employee being
suspended, dismissed or non-renewed.

11| Page



Employees shall have the right to appeal any disciplinary action taken against them by following
the proper chain of command as specified in the district's "Employee Grievance Procedure”
policy and the provisions of the Education Employees Procedures Law (EEPL). Please refer to
the EEPL Handbook, published by MSBA.

Staff Decision Making / Staff Community Relations (Policy GAC)

The board directs the superintendent to establish mechanisms which solicit regular input of
community, students and staff regarding policies, procedures, programs and operations of local
districts. Such input will be considered for incorporation in the district's educational plan. The
board may request a summary of community input.

DISCIPLINE PLAN

1. A copy of the school district's discipline plan shall be distributed to each student enrolled
in the district, and the parents, guardian or custodian of such student shall sign a statement
verifying that they have been given notice of the discipline policies of their respective
school district. The school board shall have its official discipline plan and code of student
conduct legally audited on an annual basis to insure that its policies and procedures are
currently in compliance with applicable statutes, case law and state and federal
constitutional provisions. As part of the first legal audit occurring after July 1, 2001, the
provisions of this section, Section 37-11-55 and Section 6 of Senate Bill No. 2239, 2001
Regular Session, shall be fully incorporated into the school districts discipline Plan and
code of student conduct.

2. All discipline plans of school districts shall include, but not be limited to, the following:

a.
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A parent, guardian or custodian of a compulsory-school-age child enrolled in a
public school district shall be responsible financially for his or her minor child's
destructive acts against school property or persons;

A parent, guardian or custodian of a compulsory-school-age child enrolled in a
public school district may be requested to appear at school by the school
attendance officer or an appropriate school official for a conference regarding acts
of the child specified in paragraph (a) of this subsection, or for any other
discipline conference regarding the acts of the child;

Any parent, guardian or custodian of a compulsory-school-age child enrolled in a
school district who refuses or willfully fails to attend such discipline conference
specified in paragraph (b) of this section may be summoned by proper notification
by the superintendent of schools or the school attendance officer and be required
to attend such discipline conference; and

A parent, guardian or custodian of a compulsory-school-age child enrolled in a
public school district shall be responsible for any criminal fines brought against
such student for unlawful activity occurring on school grounds or buses.



3. Any parent, guardian or custodian of a compulsory-school-age child who (a) fails to
attend a discipline conference to which such parent, guardian or custodian has been
summoned under the provisions of this section, or (b) refuses or willfully fails to perform
any other duties imposed upon him or her under the provisions of this section, shall be
guilty of a misdemeanor and, upon conviction, shall be fined not to exceed Two Hundred
and Fifty Dollars ($250.00).

4. Any public school district shall be entitled to recover damages in an amount not to exceed
Twenty Thousand Dollars ($20,000.00), plus necessary court costs, from the parents of
any minor under the age of eighteen (18) years and over the age of six (6), who
maliciously and willfully damages or destroys property belonging to such school district.
However, this section shall not apply to parents whose parental control of such child has
been removed by court or decree. The action authorized in this section shall be in addition
to all other actions which the school district is entitled to maintain and nothing in this
section shall preclude recovery in a greater amount from the minor or from a person,
including the parents, for damages to which such minor or other person would otherwise
be liable.

5. A school district's discipline plan may provide that as an alternative to suspension, a
student may remain in school by having the parent, guardian or custodian, with the
consent of the student's teacher or teachers, attend class with the student for a period of
time specifically agreed upon by the reporting teacher and school principal. If the parent,
guardian or custodian does not agree to attend class with the student or fails to attend class
with the student, the student shall be suspended in accordance with the code of student
conduct and discipline policies of the school district. '37-11-53 (2001)

CODE OF STUDENT CONDUCT - THE SCHOOL SAFETY ACT OF 2001

For information related to student conduct, disciplinary action, and the School Safety Act of
2001 please refer to MS CODE' 37-11-55 and sample policy JCB.

CORPORAL PUNISHMENT

Except in the case of excessive force or cruel and unusual punishment, a teacher, principal or
assistant principal shall not be civilly or criminally liable for any action carried out in conformity
with state or federal law or rules or regulations of the State Board of Education or the local
school board regarding the control, discipline, suspension and expulsion of students. The local
school board shall provide any necessary legal defense to a teacher, principal or assistant
principal in any action which may be filed against such school personnel.

Corporal punishment administered in a reasonable manner by a teacher, principal or assistant
principal acting within the scope of his employment or function and in accordance with any state
or federal laws or rules or regulations of the State Board of Education or the local school board
does not constitute assault, simple assault, aggravated assault, battery, negligence or child abuse.
No teacher, principal or assistant principal so acting shall be named as an individual defendant or
be held liable in a suit for civil damages alleged to have been suffered by a student as a result of
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the administration of corporal punishment, unless the court determines that the teacher, principal
or assistant principal acted in bad faith or with malicious purpose or in a manner exhibiting a
wanton and willful disregard of human rights or safety.

Corporal punishment means the reasonable use of physical contact by a teacher, principal or
assistant principal as may be necessary to maintain discipline, to enforce a school rule, for self-
protection or for the protection of other students from disruptive students. Corporal punishment
in the form of paddling shall be witnessed at all times by at least one (1) school employee, and
all other acts of corporal punishment, as defined herein, shall be witnessed at all times, if
possible, by a school employee. '37-11-57 (1997)

Accident Reports

Teachers who become ill or injured should notify the principal immediately. Workman
Compensation Forms are available in the principal’s office. If a child becomes severely ill or is
injured while in school, he/she should be accompanied to the office. A Parent/Guardian and a
School Nurse should be notified. Medication for students must be prescribed by a doctor and
administered only by the school nurse or Principal’s designee.

Professional Staff Development (Policy GAD)

PROFESSIONAL STAFF DEVELOPMENT

The superintendent will ensure that all employee manuals and handbooks are in compliance with
state and federal law. All employees are to be advised of the revisions of the handbooks or
manuals and of any implications for existing personnel.

EMPLOYEE RIGHTS AND RESPONSIBILITIES

All employees will be provided with an explanation of both their responsibilities and their rights
under law in terms of actions they may take to maintain order, discipline, and an appropriate
educational environment. Training will be provided that defines approved actions, and informs
employees that they may be liable for harm when they engage in criminal, grossly negligent or
reckless conduct, or act with flagrant indifference to the rights and safety of another person who
suffers harm as a result. The superintendent will develop rules that prescribe the circumstances
under which the district administration and/or parents/guardians are to be notified of actions
taken, any written documentation of actions taken that is necessary, and other appropriate
procedures including staff training.

A student code of conduct, developed under the leadership of the district administration, and in
cooperation with staff, will be made available and distributed to parents and students outlining
student conduct expectations and possible disciplinary actions, including consequences for
disorderly conduct. In addition, each school may publish a student/parent handbook detailing
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additional rules specific to that school. All rules applying to student conduct shall be posted in a
prominent place in each school building.

STUDENT TEACHING

Persons who possess two (2) years of classroom experience as an assistant teacher or who have
taught for one (1) year in an accredited public or private school shall be allowed to fulfill student
teaching requirements under the supervision of a qualified participating teacher approved by an
accredited college of education. This school district shall compensate such assistant teachers at
the required salary level during the period of time such individual is completing student teaching
requirements. The Mississippi Public School Accountability Standards for this policy are
standards 2 and 15.

Professional Staff Continuing Education (Policy GADA)

EVERY STUDENT SUCCEEDS ACT

As required by the No Child Left Behind Act, the superintendent will ensure that all employee
manuals and handbooks are in compliance with federal law and include:

1. the education and experience required of all new instructional employees;
2. any credentials that current instructional employees must acquire;

3. atimetable for meeting any new requirements; and,

4. the consequences for employees who fail to comply.

All employees are to be advised of the revisions of the handbooks or manuals and of any
implications for existing personnel.

STAFF DEVELOPMENT PLANS

The State Board of Education, through the Commission on School Accreditation, shall establish
criteria for comprehensive in-service staff development plans. These criteria shall: (a) include,
but not be limited to, formula and guidelines for allocating available state funds for in-service
training to local school districts; (b) require that a portion of the plans be devoted exclusively for
the purpose of providing staff development training for beginning teachers within that local
school district and for no other purpose; and (c) require that a portion of the school district's in-
service training for administrators and teachers be dedicated to the application and utilization of
various disciplinary techniques. The board shall each year make recommendations to the
Legislature concerning the amount of funds which shall be appropriated for this purpose.

School districts shall not be required to submit staff development plans to the Commission on
School Accreditation for approval. However, any school district accredited at the lowest
performance level of accreditation standards shall include, as a part of any required corrective
action plan, provisions to address staff development in accordance with State Board of Education
requirements. All school districts, unless specifically exempt from this section, must maintain on
file staff development plans as required under this section. The plan shall have been prepared by
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a district committee appointed by the district superintendent and consisting of teachers,
administrators, school board members, and lay people, and it shall have been approved by the
district superintendent.

In order to insure that teachers are not overburdened with paperwork and written reports, local
school districts and the State Board of Education shall take such steps as may be necessary to
further the reduction of paperwork requirements on teachers.

Districts meeting the highest levels of performance, as defined by the State Board of Education,
are exempted from the mandatory provisions of this section relating to staff development plans.
'37-17-8

LICENSE RENEWAL

The State Board of Education is authorized to establish rules and regulations for the renewal and
reinstatement of educator and administrator licenses. Effective May 15, 1997, the valid standard
license held by an educator shall be extended five (5) years beyond the expiration date of the
license in order to afford the educator adequate time to fulfill new renewal requirements
established pursuant to this subsection. An educator completing the master of education,
educational specialist or doctor of education degree in May 1997 for the purpose of upgrading
the educator's license to a higher class shall be given this extension of five (5) years plus five (5)
additional years for completion of a higher degree. '37-3-2 (9) (2000)

NOTE: For information on the Beginning Principal Support Pilot Program, please contact the
School Executive Management Institute at the Mississippi Department of Education.

The Mississippi Public School Accountability Standards for this policy are Standards 8 and 21.
Employee Leave Donating Leave to Another Employee (Policy GADF)

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

1. The employee donating the leave (the "donor employee™) shall designate the employee who
is to receive the leave (the "recipient employee™) and the amount of unused accumulated
personal leave and sick.

2. Leave that is to be donated and shall notify the school district superintendent or his designee
of his or her designation.

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

16| Page



4. An employee must have exhausted all his or her available leave before he or she will be
eligible to receive any leave donated by another employee. Eligibility for donated leave shall
be based upon review and approval by the donor employee's supervisor.

5. Before an employee may receive donated leave, he or she must provide the Hazlehurst City
School District superintendent or her/his designee with a physician's statement that states
that the illness meets the catastrophic criteria established under this section, the beginning
date of the catastrophic injury or illness, a description of the injury or illness, and a
prognosis for recovery and the anticipated date that the recipient employee will be able to
return to work.

6. Before an employee may receive donated leave, the superintendent of education of the
Hazlehurst City School District shall appoint a review committee to approve or disapprove
the said donations of leave, including the determination that the illness is catastrophic within
the meaning of this section.

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

8. Donated leave shall not be used in lieu of disability retirement.
For the purpose of this policy:

1. "Catastrophic injury or illness” means a life-threatening injury or illness of an employee
or a member of an employee's immediate family that totally incapacitates the employee
from work, as verified by a licensed physician, and forces the employee to exhaust all
leave time earned by that employee, resulting in the loss of compensation from the
Hazlehurst City School District for the employee.

2. Conditions that are short-term in nature, including, but not limited to, common illnesses
such as influenza and the measles, and common injuries, are not catastrophic. Chronic
illnesses or injuries, such 39 as cancer or major surgery, that result in intermittent
absences from work and that are long-term in nature and require long recuperation
periods may be considered catastrophic.

3. "Immediate family" means spouse, parent, stepparent, sibling, child or stepchild,
grandparent, stepbrother, or stepsister.

Grievance Procedures - Licensed Personnel Appraisal (Policy GAE-P)

PURPOSE

The purpose of this grievance procedure is to provide the licensed employee an equitable
solution to a grievance filed in connection with a personnel appraisal.
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DEFINITIONS
The following definitions shall apply in this grievance procedure:

1. Personnel appraisal refers to the system of annual performance evaluation of all licensed

staff, as is mandated by state law. This grievance procedure has been approved by the
school board for use in this district as part of it’s a Personnel Appraisal System.

. A grievance is a complaint by an individual based upon an alleged violation of his or her

rights under state or federal law or board policy related to the personnel appraisal process
for that individual.

. A grievant is a person or persons making the complaint.

The term days shall mean working school days and shall exclude weekends, holidays, and
vacation days.

PROCEDURE FOR PROCESSING GRIEVANCES
Grievances shall be processed in accordance with the following procedure:

Level One

1. All grievances, as defined above, must be presented orally to the principal of the grievant

within five (5) days of the act or omission complained of, and the principal and grievant
will attempt to resolve the matter informally.

If the grievant is not satisfied with the action taken or the explanation given by his
principal the grievant shall, within five (5) days after meeting with his principal, file a
written statement with his principal setting forth in detail how the grievant claims to have
been discriminated against. This written statement shall contain, in addition to the above,
the time, place, and nature of the alleged act or omission and the state or federal law or
board policy violated. The statement must be signed by the grievant.

In the event the grievant does not submit to his principal a written statement as .rs:.quired,
his failure to do so shall be deemed as an acceptance of the informal decision rendered by
his principal.

Within five (5) days after receiving the grievant's signed statement the principal shall send
to the superintendent a copy of the grievant's statement, along with a statement from the
principal setting forth his response to the grievant and/or his decisions, as is applicable. At
the same time, the principal shall also provide a copy of his written statement to the
grievant.

Level Two

1.

Upon receipt by the superintendent of the written notice that the grievant intends to appeal
the decision of his principal, the superintendent shall notify the grievant in writing within
five (5) days and shall advise the grievant of the date, time, and place upon which the
matter will be considered by the superintendent. The superintendent shall schedule a
hearing on the matter no later than ten (10) days from the date of receipt of the grievant's
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written notice of intention to appeal the written decision of his principal.

2. The written statement submitted by the grievant to his principal in Level One shall form
the basis of the grievance before the superintendent. The grievant shall submit in writing
any and all additional information on his behalf which he desires to the superintendent not
later than five (5) days prior to the date upon which the matter is scheduled for hearing by
the superintendent.

3. In the event the grievant does not personally attend the hearing scheduled by the
superintendent, his failure to attend shall be deemed as an acceptance of the written
decision rendered by his principal at LEVEL ONE.

4. The superintendent shall render a written decision to the grievant within five (5) days of
the date upon which the matter was heard.

Level Three

1. If the grievance is not resolved to the satisfaction of the grievant at LEVEL TWO, or if
the superintendent does not render a decision within five (5) days, the grievant may file
the grievance with the secretary of the school board.

2. If the grievance is not filed with the secretary of the school board within five (5) days of
the hearing at LEVEL TWO, the grievance shall be considered resolved.

3. Within five (5) days after receipt of the grievance, the board secretary, in concert with the
board chairman and superintendent, shall schedule a hearing before the school board on
the grievance.

4. The board shall render its decision within seven (7) days of the hearing.

Staff Conflict of Interest (Policy GAG)

It shall be illegal for any superintendent, principal or other certified employee to be elected by
the school board if such superintendent, principal or certified employee is related within the third
degree by blood or marriage according to the common law to a majority of the members of the
school board. No member of the school board shall vote for any person as a superintendent,
principal or certified employee who is related to him within the third degree by blood or
marriage or who is dependent upon him in a financial way. Any contract entered into in violation
of the provisions of this section shall be null and void. '37-9-21 (1987)

It shall be unlawful for any member of the board of trustees of any school district, any member
of the county board of education, the county superintendent of education or any superintendent,
principal, teacher, or employee of a county board of education or any school district to have or
own any direct or indirect interest individually or as agent or employee of any person,
partnership, firm or corporation in any contract made or let by the county board of education, the
county superintendent of education or the board of trustees of the school district for the
construction, repair, or improvement of any school facility, the furnishing of any supplies,
materials, or other articles, the doing of any public work or the transportation of children or upon
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any subcontract arising therefrom or connected therewith in any manner. The board of trustees of
any school district shall be authorized to contract with a teacher or school district employee to
perform extra work without being in violation of the provisions of this section. The board of
trustees shall make a case by case determination of the possible conflicts of interest arising from
any extra work contracts and such decision by, the board shall be final. Any contract entered
into in violation of the provisions of this section shall be void and of no effect.

Any person who shall authorize or enter into any contract in violation of the provisions hereof, or
who shall knowingly or willfully pay out or receive any money upon any such contract shall be
civilly liable for the amount so paid or received, and, in the case of an official who has furnished
a bond, the surety upon such bond shall likewise be liable for such amount. In addition thereto,
any person who shall violate the provisions of this section shall be guilty of a misdem