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NOTE: Assistance in developing rules and procedures for fingerprinting and criminal 

background checks may be obtained from the Office of Safe and Orderly School's Division of 

School Safety at the Mississippi Department of Education (601-359-1335). 

  

SELECTION 
  

The school district shall select the most competent candidates available for non-certificated 

positions, taking into consideration the experience, training, personality, health, and attitudes of 

each applicant.  The candidate shall possess acceptable personal traits and qualities as revealed 

by appraisals based on personal interviews by persons deemed competent to make such 

evaluations.   Annual health certificates are required, as may be obtained at the local health 

department without expense to the employee. 

  

SALARY 
  

The school board shall fix the salary of non-certificated personnel taking into consideration the 

training, experience, and responsibility of the employee.  The salary paid shall be not less than 

the federal minimum wage and shall be in compliance with the Fair Labor Standards Act. 

  

NOTE: Please see the following page for sample Employment At Will Agreement. 

  

LEGAL REF.: MS CODE as cited 

CROSS REF.: Policies CA - General School Administration Goals and Objectives 

                             GC - Classified Staff Section 

                             GCRAA - Fair Labor Standards Policy 

 

 

LICENSED STAFF COMPLAINTS AND GRIEVANCES – HSD Policy – 

GAER  

 

PURPOSE 
 

The purpose of this grievance procedure is to secure at the first possible administrative level, an equitable 

solution to any grievance. 

 

DEFINITIONS 

The following definitions shall apply in this grievance procedure: 

1. 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.  

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

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

and vacation days.  
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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 or immediate 

supervisor of the grievant within five (5) days of the act or omission complained of, and 

the principal or immediate supervisor and grievant will attempt to resolve the matter 

informally.  

2. If the grievant is not satisfied with the action taken or the explanation given by his 

principal or immediate supervisor, the grievant shall, within five (5) days after meeting 

with his principal or immediate supervisor, file a written statement with his principal or 

immediate supervisor 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.  

3. In the event the grievant does not submit to his principal or immediate supervisor a 

written statement as required, his failure to do so shall be deemed as an acceptance of the 

informal decision rendered by his principal or immediate supervisor.  

4. Within five (5) days after receiving the grievant's signed statement the principal or 

immediate supervisor shall send to the superintendent a copy of the grievant's statement, along 

with a statement from the principal or immediate supervisor setting forth his response to the 

grievant and/or his decision, as is applicable.  At the same time, the principal or immediate 

supervisor 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 or immediate supervisor, 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 written notice of intention to 

appeal the written decision of his principal or immediate supervisor.  

2. The written statement submitted by the grievant to his principal or immediate supervisor 

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 or immediate supervisor 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.  
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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.  

CROSS REF.: Policies GACN - Sexual Harassment 

                             GAEP - Grievance Procedures -- Licensed Personnel Appraisal 

ASSISTANT TEACHERS – HSD Policy IFBA 

 

The utilization of assistant teachers shall be individually determined and shall require a detailed 

written recommendation by the principal and approval by the superintendent. The use of 

assistants will permit teachers more time to devote to instruction, more effective grouping for 

instructional purposes, and greater individualized attention for meeting pupil needs. Assistants 

may not have direct responsibility for or supervision of student instruction or activities, but shall 

be under the supervision of a licensed staff member.    

 

MINIMUM SALARY 

  

Please refer to MS Code Section 37-21-7 (6) for the minimum salary of assistant teachers.  

 

NO CHILD LEFT BEHIND ACT   

 

Teacher assistants are paraprofessionals within the school district.  All paraprofessionals must 

have earned a high school diploma or its equivalent.  Paraprofessionals hired after January 7, 

2002, to work with identified Title I students must have completed at least two years of study at 

an institution of higher education; obtained at least an associate's degree; or met a rigorous 

standard of quality and can demonstrate through a formal state or local academic assessment the 

knowledge of and ability to assist in the instruction of reading, writing, or mathematics or the 

instruction of readiness of these subjects.     

 

Paraprofessionals working with identified Title I students who were hired before January 8, 

2002, have until January 1, 2006, to meet these standards.  The district will not hire Title I 

paraprofessionals who do not meet these standards.  If the district [is/becomes] a school-wide 

Title I school district, all paraprofessionals in the district must meet these standards.    

 

Exception to these requirements may be made with regard to paraprofessionals who act as 

translators or who coordinate parent involvement activities.   

 


