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STATES THE TERM OF EMPLOYMENT; AND 4) THE DOCUMENT IS SIGNED BY THE
SUPERINTENDENT. THIS HANDBOOK REPLACES ANY PREVIOUSLY ISSUED
POLICIES, PRACTICES, AND UNDERSTANDINGS, WRITTEN OR ORAL, GOVERNING
EMPLOYMENT.
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ABOUT THIS HANDBOOK
The Jasper County School District Employee Handbook provides an introduction to the personnel
policies and procedures that govern the employment relationship between Jasper County School
District and its employees. It is not a contract. The policies referenced in this handbook are subject
to change at the sole discretion of the District’s Board of Education. The Employee Handbook is not
intended to be a comprehensive or exhaustive set of policies, standards or principles. This Employee
Handbook is presented to employees for guidance purposes only, as a matter of information regarding
the District’s policies. This Handbook supersedes and replaces all prior handbooks and policy
manuals of Jasper County School District unless specifically indicated otherwise. You may receive
notice that changes have been made in policies from time to time, and those updates should be kept
with your records. No supervisor or manager has the authority to change, modify, or waive any policy
or procedure contained in the Handbook. If at any time you have questions about this Handbook or
the policies of the Jasper County School District, please contact the District’s Office of Human
Resources.
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1.0

JASPER COUNTY BOARD OF EDUCATION

The Jasper County Board of Education is comprised of nine members. Several significant Board
responsibilities include: developing, revising, and adopting policies that govern the school district,
students, and employees; hiring, supporting, and evaluating the Superintendent; participating in
the budget process; and advocating for the school district, its employees, and very importantly its
students.
The current members of the Board include:

Priscilla Green
Board Chair

Berty Riley
Vice Chair

Bennie Hazel
Board Chaplin

Daisy Mitchell
Board Secretary

Debora Butler

Randy Horton

Kevin Karg

Tedd Moyd

Jerold Murray
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2.0

HUMAN RESOURCES STAFF
Chief Human Resources Officer
John S. Tutterow, Ed. D.
john.tutterow@jcsd.net

Human Resources Officer
Shaakira Saffir
shakkira.saffir@jcsd.net

Benefits Administrator
Vivian Smiley
vivian.smiley@jcsd.net

Receptionist and HR Administrative Assistant
Saundra Woods
saundra.woods@jcsd.net

The Human Resources staff serves under the authority of the Jasper County Board of Education
and at the direction of the Superintendent.
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3.0

INTRODUCTION

This document has been developed by the Office of Human Resources (HR) in order to familiarize
employees with the Jasper County School District (JCSD) and to provide information about
working conditions, key policies, procedures, and benefits affecting employment with our school
district.

3.1

Welcome to the JCSD: Superintendent’s Message

Dear Colleagues,
The 2017-2018 school year has the greatest of potential for JCSD students, staff,
and community. We have the opportunity to have a positive impact on our community,
state, and nation by collaborating and facilitating a quality institution for all our children.
To facilitate a consistent work environment, I strongly encourage you to review this
Employee Handbook, as it will assist you in understanding district procedures. Should you
have questions and/or need clarification, please contact your Principal or immediate
Supervisor.
It is my sincere hope that we all embrace the Jasper County School District theme…
“Where the Classroom is Our Focus”
You have my sincere best wishes for a successful and rewarding 2017-2018 school
year.

Respectfully,

Donald E. Andrews

Page | 7

3.2

JCSD Employee Handbook

This handbook is intended to be an introduction for all employees regarding some of the policies
and procedures utilized by JCSD. The Jasper County Board of Education (Board) reserves the
right to unilaterally change, terminate, and/or make exceptions to the policies referenced in this
handbook at any time to the extent permitted by law.
Nothing in this handbook grants employment rights beyond those granted by contract or state laws.
In addition, this Handbook and the employee’s responsibility for compliance with District policies
do not create a contract of employment, either expressed or implied, or a promise of treatment in
any particular manner in any given situation.
The full JCSD Policy Manual can be found at www.jcsd.net under the Board of Education tab.
Any conflict between the language of this Handbook and any applicable law or policy will be
resolved in favor of the law or policy.

3.3

JCSD Vision, Mission, and Beliefs

Vision
The Jasper County School District aspires for all students to excel to the highest academic and
social standards possible in order to be successful global citizens.
Mission
The Jasper County School District will provide the education, environment, and encouragement
that will develop and prepare all students to be college and career ready.
Beliefs (The District’s fundamental convictions, values, and character)
A. We believe that teamwork is the key to success.
B. We believe that our children have first priority on all of our resources.
C. We believe that the family is the most important unit in a child’s development.
D. We believe that education is a life-long process.
E. We believe that communication is the foundation to continuous growth in every
community.
F. We believe that each individual has the potential for excellence.
G. We believe that all people have equal intrinsic worth.
H. We believe that every individual has a responsibility to contribute to society.
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3.4

Equal Employment Opportunity

The Jasper County School District provides equal opportunity to all applicants for employment
and administers hiring, conditions, and privileges of employment, compensation, training,
promotions, transfer, and discipline without discrimination because of race, color, religion, gender,
disability, genetic information, age, or national origin. The District also prohibits retaliation
against employees who have reported discrimination. Any employee who believes that he has been
discriminated against in violation of this policy should report the matter to the Chief Human
Resources Officer.
Refer to:

Policy GBA

The remainder of this page has been intentionally left blank.
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4.0

KEY PERSONNEL TOPICS

4.1

Classification of Employees

Employees of JCSD are classified as either exempt or non-exempt from the federal Fair Labor
Standards Act. This is necessary because, by law, employees in certain types of jobs are entitled
to overtime pay for hours worked in excess of forty (40) hours per workweek.
Employees who are exempt from the overtime requirements receive a salary that compensates
them for all hours worked in the workweek. Such employees do not receive overtime pay or
compensatory time off.
Non-exempt employees receive overtime premiums at 1.5 times their regular hourly rate for all
hours worked in excess of 40. Alternatively, public schools are allowed to provide compensatory
time in lieu of overtime pay for non-exempt employees. Employees may not work “off the clock,”
and employees may not work overtime without the permission of their supervisor except in cases
of emergency.
Further, JCSD classifies employees as certified or classified. Certified employees are those who
are certified as a teacher by the State Board of Education. All other employees are classified or
non-certified employees.
Questions about your classification may be directed to the Human Resources Officer.

4.2

Personnel Files

An employee can review his/her personnel file, as set forth in Board policy, upon written request.
Conversely, employees may not review pre-employment, confidential information, such as
reference forms.
Refer to:

4.3

Policy GBJ

Resignations

To ensure a smooth transition in services for certified employees, a 30-day written resignation will
be accepted prior to June 1. At any point thereafter, a certified employee may submit a written
request to the Superintendent to be released from his/her contract. The Superintendent has the
discretion to release the employee. For non-certified employees, a two-week written resignation
will be accepted
Refer to:

4.4

Policy GCQC/GCQD

Reduction in Force of Teachers and Administrators

When there is a decline in enrollment, a reorganization, or reduced funding, a Reduction in Force
(RIF) may be implemented. Policy GCQA/GCQB details the RIF procedures.
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Refer to:

4.5

Policy GCQA/GCQB

Discipline, Suspension, and Dismissal of Professional Staff

Discipline and dismissal of certified and professional employees will be in accordance with state
and federal law and Board policy.
Refer to:

4.6

Policy GCQF

Discipline, Suspension, and Dismissal of Support Staff

Unless specifically designated otherwise, classified support staff are employees at will. All actions
to place a classified employee on administrative leave or to dismiss him/her shall be conducted in
accordance with state and federal law and Board policy.
Refer to:

5.0

Policy GDQD

BENEFITS

The JCSD sponsors a comprehensive benefits program for eligible employees, and each benefit
plan has specific eligibility conditions. These plans are administered by the South Carolina Public
Employee Benefits Authority (PEBA), Employee Insurance Program division. Employees receive an
Insurance Benefits Guide produced annually. The terms of the benefits plans are subject to change,
and the District is not responsible for any changes in or elimination of benefits or benefit plans.
The
Insurance
Benefits
Guide
can
be
viewed
at:
http://www.peba.sc.gov/assets/insurancebenefitsguide.pdf
The PEBA Employee Insurance Program website offers further information concerning premiums,
provider directories, claim forms (if necessary), etc., and may be found at www.peba.sc.gov.
Employees are encouraged to become familiar with what this website has to offer.
Questions regarding coverage or eligibility not answered by the Insurance Benefits Guide should
be directed to the District’s Benefits Administrator in the Human Resources Department.

5.1

State Health Plan

Several health insurance plan options are available from PEBA. Premium costs vary, depending
on the plan selected and the number of family members covered, if any. Premiums are deducted
monthly from your paycheck.
Access the Insurance Benefits Guide for specific information regarding each plan.
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5.2

Retirement Plans

The State of South Carolina provides a retirement program to eligible permanent public school
employees. There is a defined benefit plan with other options being defined contribution.
Information is available at http://www.peba.sc.gov/plans.html. A voluntary, supplemental
retirement savings program is also obtainable; information can be found on the previous link.

5.3

Life Insurance

Upon hire, eligible employees are automatically enrolled into Basic Life insurance, which is
insured by Securian. To be eligible, employees must be enrolled in the State Health Plan. If
eligible, employees also receive Accidental Death and Dismemberment coverage. The policy
amount that is paid for you is $3,000. Additional coverage is available through the Optional Life
Insurance program. The employee pays these premiums. Dependent Life Insurance is available
for family coverage.
Refer to:

5.4

Insurance Benefits Guide

Dental Insurance

Another optional employee benefit is dental insurance that is provided through Standard Insurance
Co. To be eligible to enroll family members, you must be enrolled in the State Dental Plan. The
Insurance Benefits Guide provides detailed information.

5.5

Vision Insurance

The SC Public Employee Benefit Authority (PEBA) offers a fully-insured vision plan through
EyeMed Vision Care. This optional plan is open to employees and their families. In addition,
EyeMed has its own website (www.eyemedvisioncare.com).

5.6

Basic Long-Term Disability Insurance

Administered by the Standard Insurance Company, this plan is paid by the State for you, if you
are covered under the State Health Plan and are a full-time academic employee. A customized
Supplemental plan is also offered.
Visit http://www.peba.sc.gov/assets/insurancebenefitsguide.pdf for additional facts.

5.7

COBRA

Continuation of group health and/or dental coverage is available to all covered employees
and/or their dependents if eligibility for coverage is lost due to a qualifying event. This
continuation of coverage is provided through COBRA (Consolidated Omnibus Budget
Reconciliation Act). Details are outlined in the Insurance Benefits Guide.

5.8

Worker’s Compensation
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District employees are covered by workers’ compensation for on-the-job injuries. Benefits are
governed by state law and not set by the District. Employees must report immediately any on-thejob injury, regardless of severity, to their supervisor.
Refer to:

5.9

Policy GBGD

Leave Policies


Annual Leave

Administrators and support staff employed on a full-year basis (12 months/240 days) and yearround instructional personnel will receive annual leave and holidays as follows: after one year,
two weeks; after three consecutive years, three weeks; after 15 consecutive years, four weeks.
Employees may accumulate a maximum of 45 days of unused annual leave.


Sick Leave

All full-time employees, as defined by Board Policy GCC/GCD, will accrue sick leave on the basis
of one and one-fourth days of sick leave for each month of active service. An employee may
accumulate up to 90 days of sick leave that is accrued but not used. When the employee makes a
request in writing, the Superintendent may grant an employee leave without pay for personal
illness following the exhaustion of all accrued sick leave.


Family Medical Leave Act

Under the Family Medical Leave Act of 1993 (FMLA) the District must provide up to 12 weeks
of unpaid, job-protected leave to eligible employees for certain family and medical reasons.
Eligible employees are entitled to a maximum of 12 weeks of unpaid FMLA leave in a designated
12-month period. In order to be eligible for FMLA leave, an employee must have been employed
by the district for a minimum of 12 months and have worked for at least 1250 hours during the
12-month period immediately preceding the period that the FMLA leave will commence. During
the 12-week FMLA leave, the District will continue to pay the District’s share of the employee’s
health benefits. In addition, the District will restore the employee to the same or a similar position
upon return to work. For further information on FMLA, see administrative rules GCC-R and GDCR.


Military Leave

Leave for employees who are enlisted in the U.S. military reserves will be treated in accordance
with applicable state and federal law. Up to 15 days are allowed for military training or call to
duty, with military paperwork submitted in advance to support the dates per fiscal year. Up to an
additional 30 days may be allowed with military orders as per policy.
Refer to:

Policies GCC, GCC-R, GCC-E, GCD, and GCD-R
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6.0

WORK ENVIRONMENT

6.1

School Calendar

The JCSD calendar adheres to guidelines in Title 59, Chapter 1 of the South Carolina Code of
Laws. Calendars must contain 180 days of instruction for students and 190 days for certified staff.
The current calendar is available on the JCSD website.
Refer to:

6.2

Policy IC

Inclement Weather

The district will make up all days lost due to snow, extreme weather conditions or other
disruptions. The board will designate at least three (3) days as make-up, which can fall on Saturday.
Information about delays and closings will be provided through the local media and through school
or site notification procedures.
Refer to:

6.3

Policy IC

Drug and Alcohol-Free Workplace

The district is committed to providing a drug and alcohol-free learning environment and
workplace. Drug and alcohol abuse at school or in connection with school-sponsored activities on
or off school grounds threatens the health and safety of our students and our employees and
adversely affects the educational mission of the schools. An employee who violates the District’s
drug-free workplace policy may be subject to disciplinary action including, but not limited to,
nonrenewal, suspension, or termination at the discretion of the Board.
Refer to:

6.4

Policy GBEC

Employee Dress Code

The purpose of a dress code is guide employees in providing an educational atmosphere that
enhances learning, instills discipline, prevents disruption, and avoids safety hazards. As
employees, we are expected to set an example for students.
Refer to:

6.5

Policy GBEBA

Racial/Sexual Discrimination and Harassment

The District does not tolerate discrimination or harassment of any kind on the basis of race, color,
creed, disability, sex, gender, age, genetic information, or national origin.
Furthermore, the
District prohibits retaliation or reprisal in any form against an employee who has reported
discrimination or files a complaint. Establishing a working environment free of racial and sexual
discrimination and harassment is a Board goal and the responsibility of everyone in the District.
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Procedures to file a complaint are contained in the Board Policy GBAA.
Refer to:

Policy GBAA

7.0

EMPLOYEE CONDUCT

7.1

General Guidelines

All school system employees hold positions of public trust. They are responsible for the education
of students and also serve as examples and role models to students. Each employee is responsible
for both the integrity and the consequences of his or her own actions. Each employee must exhibit
the highest standards of honesty, integrity, and fairness when engaging in any activity concerning
the school system, particularly in relationships with vendors, suppliers, students, parents, the
public, and other employees. Each employee should act in ways that protect the employee’s
integrity and/or reputation and that of the school system.
Employees shall perform their jobs in a competent and ethical manner without violating the public
trust or applicable laws, policies, and regulations. It shall be each employee's responsibility to
familiarize him/herself with the rules and procedures associated with this handbook and all JCSD
policies.

7.2

Staff Ethics

The Board of Education expects ethical conduct on the part of all JCSD employees. All public
school employees are “public employees” for the purposes of the South Carolina’s ethics laws,
S.C. Code 8-13-10, et. seq. Staff members may not engage in any activity that conflicts or raises
a reasonable question of conflict with their responsibilities in the District.
Refer to:

7.3

Policy GBEA

Staff Conduct

All employees of JCSD must strive to set an example for students through professional, appropriate
conduct and behaviors. Violations of Policy GBEB will be grounds for immediate suspension and
possible termination of employment.

7.4

Staff Conduct with Students

The Board of Education expects all employees to maintain the highest ethical, moral, and
professional standards in their interactions with students, including electronic communications.
Employees are expected to exercise good judgment and maintain professional boundaries when
interacting with students, in all curricular and extracurricular activities, both on and off school
property and through any social media on the internet.
All employees are prohibited from dating, making sexual advances toward, or engaging in a
romantic or sexual relationship with any student enrolled in the school system regardless of the
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student’s age. Employees must promptly report inappropriate conduct to the Chief Human
Resources Officer.
Refer to:

7.5

Policy GBEBB and AR GBEBB-R

Network, Technology, and Internet Use

The Jasper County Board of Education supports access by students and staff to information and
resources available on computer networks and the Internet that are consistent with the educational
goals of the district. The use of the District’s network, its technology, and the Internet is a
privilege, not a right. Users are expect ed t o abide by the generally accepted rules of
professional etiquette while using District technology. Users are expected to use the District’s
technology and network responsibly to protect the integrity and security of those systems.
The Jasper County School District reserves the right to examine, restrict, or remove any material
that is on or passes through its network, just as it does any other work or material generated or
brought to school by staff or students. The District reserves the right to remove a user account on
the system for any reason.
The unauthorized installation, use, storage, or distribution of copyrighted software or materials on
District computers is prohibited.
All employees shall maintain a professional relationship with students at all times, both inside and
outside of school. Employees should not involve any District students in their personal social
networking activities, or provide students with access to their social networking activities
through the Internet. Employees should not "friend" District students on the Internet or through
social networking sites, either by allowing student access to the employee's site or the employee
accessing the student's site.
Employees should not share or post on the Internet or on personal social networking sites
student information, including student photographs, student work, or student activities
without the prior approval of the school administration and the student's parent. This
prohibition does not apply to sharing student work or photographs through District approved
means that are related to instruction.
The personal life of an employee, including the employee's personal use of non-District issued
electronic equipment outside of working hours (such as through social networking sites and
personal portrayal on the Internet), will be the concern of and warrant the attention of the Board if
it impairs the employee's ability to effectively perform his/her job responsibilities or if it violates
local, State, or federal law or contractual agreements.
Refer to:

IJNDB, IJNDB-R, and IJNDB-E (currently under Board review)
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8.0

RESPONSIBILITY FOR COMPLIANCE

My signature below signifies that I have received and read the Jasper County School District’s
Employee Handbook for the 2017-2018 school year and referenced Board of Education (Board)
policies. Furthermore, my signature indicates that I understand its contents; that I realize that it is
not all inclusive; that it is my responsibility to read all Board policies that are not part of the
Handbook; and that I have access to an electronic version that is available at www.jcsd.net. In
addition, I understand that this acknowledgement statement will become part of my personnel file.
Lastly, I understand that violations of this Handbook and Board policies may lead to disciplinary
action up to and including dismissal.

__________________________________________________
(Employee Signature)

__________________________________________________
(Work Site)

_________________________________________________
(Date Signed)
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