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City Hall • 210 East Rail Road Avenue • 39059 • (601) 892-1212

Dear City of Crystal Springs Employee, 

Congratulations on your employment with The City of Crystal Springs, 

Mississippi.  We hope you are excited about being a part of the great things 

happening in our town.  Know we want each employee to understand you work 

for the citizens who reside in our community.  Each employee is expected to be 

professional and courteous in fulfilling his/her job requirements.   

This City of Crystal Springs Employee Handbook is intended to answer any 

questions you may have during your employment with the City. Please read

and familiarize yourself with the information contained within this handbook. 

Best wishes to you, and if we can assist you in anyway, do not hesitate 

to contact us.  

Welcome! 

Sincerely, 

Mayor and Board of Aldermen 
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City of Crystal Springs
Organization Charts by Department

CITY HALL 

City Hall consists of the City Clerk and City Attorney & Prosecutor. The primary 
certification in order to become a City Clerk is to pass the City Clerk certification course 
offered by Mississippi State University’s Extension Service. Each Deputy City Clerk has 
a specific designation.  One maintains city accounts, and the other maintains payroll for 
city employees.  The City Attorney & Prosecutor represents the Mayor and Board of 
Alderman in legal matters, as well as prosecute for the City in municipal court. 

Mayor

City Clerk

Deputy City 
Clerk
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Clerk
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COURT 

The Municipal Judge hears misdemeanor cases, traffic violations, code enforcement, 
initial appearances, and preliminary hearings in felony cases. The Public Defender 
represents all indigent persons charged with crimes within the City of Crystal Springs. 
The Court Clerk performs complex legal clerical work, as instructed by the City 
Attorney and the Judge in support of the operations of the Crystal Springs Municipal 
Court.  This position requires a Continuing Legal Education (CLE) certification.  
The Deputy Court Clerk provides support in a variety of administrative and clerical 
duties, as well as providing customer service to the public, judicial officers, 
attorneys, and staff.  

Judge

Court Clerk

Deputy 
Court Clerk 

Public 
Defender 

4



FIRE DEPARTMENT 

The Fire Chief directs the overall administrative functions of City of Crystal Springs Fire 
Department.  The Assistant Fire Chief maintains the daily administrative and technical 
operations of the department. The Fire Captain directs the activities of each of the 
Firefighters during an individual assigned shift.  The Captain, Code Enforcement Officer, 
and all the Firefighters are employed on part-time basis. The Code Enforcement Officer 
is responsible for securing compliance with fire prevention laws, ordinances, and 
standards through building inspections and safety programs.  
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PARKS AND RECREATION 

The Parks and Recreation Director performs managerial functions associated with
overseeing operations and activities of the department.  The Interdepartmental Clerk
performs administrative functions associated with processing documentation and
information relating to the department.  The Supervisor of the Visitors Center provides
administrative support for the department as well as customer service to citizens.  The
Maintenance Supervisor manages the maintenance of recreational facilities and parks
owned and operated by the City with the support of the Parks Caretaker and the
Custodian on staff. The Community Liaison is responsible for the coordination of special
programs involving fund-raising, and acts as a liaison between the municipality and
various community/business organizations and the public.
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POLICE DEPARTMENT 

The Police Department essentially follows the same ranking system as the U.S. military,
starting with Patrol Officer and working upward toward Sergeant, Lieutenant, Captain,
and eventually becoming the Chief of Police.  Dispatchers essentially work on a tenure
system and eventually get promoted into assistant leadership positions up to and
including eventually becoming the Dispatch/Communications Director.
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PUBLIC WORKS, WASTEWATER TREATMENT, 

AND WATER DEPARTMENTS 

The Superintendent of the Public Works Department and Wastewater Treatment
Manager report to the Mayor.  The Superintendent of the Public Works Department is
essentially the head of the two units: Public Works and the Water Department.  The
Wastewater Treatment Manager is responsible for the oversight and management of
the City’s Wastewater Treatment Plant in accordance to Federal and State regulations.
The Public Works Office Manager is responsible for billing and collection of fees
charged to citizens and businesses for the City’s Public Works and Water Services

provided.  The Assistant Superintendent of Public Works carries out daily assignments
as directed by the Mayor and Public Works Superintendent.  The Assistant Wastewater
Manager, Equipment Operators, General Laborers, and Meter Readers conduct various
field work pertaining to their respective division.
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POLICY 1. EQUAL EMPLOYMENT POLICY 

 
  

  
  

 

 
 

 
 

  
 

 
  

 
 

 
 
 

 
  

  
 

 
  

  
  

 
 

 
 

 

1 Title VII, Civil Rights Act of 1964. 
2 Title VI, Civil Rights Act of 1964. 
3 Title IX, Education Amendments of 1972. 
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All City of Crystal Springs employees are responsible for helping
to assure that sexual harassment does not occur.
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4 Americans with Disabilities Act of 1990, Title II. 42 USC 12133-12134. 
5 Rehabilitation Act of 1973. 29 USC 793. 
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6 29 USC § 6101. 
7 29 USC § 621. 
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 t . The City has specific rules 

for drug and alcohol testing, which are contained within this Handbook.
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PRIOR TO DISCIPLINARY ACTION BY APPOINTING AUTHORITY:
DUE PROCESS = WRITTEN NOTICE + OPPORTUNITY TO RESPOND
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.  FAMILY AND MEDICAL LEAVE ((FMLA)

In accordance with the leave rights provided by the Family and Medical Leave Act
(FMLA), the City of Crystal Springs provides for up to 12 weeks of unpaid medical or 
parental leave per year to eligible employees. “Eligible employees” are those who have 
been employed by the City for at least 12 months and have worked at least 1,250 hours 
during the 12-months period preceding their request for FMLA leave.

 

An eligible employee may take up to the equivalent of 12 work weeks of unpaid family 
and/or medical leave (FMLA leave) during any 12-month period for one or more of the 
following purposes: For incapacity due to pregnancy, prenatal medical care, or childbirth; 
to care for a newborn son or daughter, a recently adopted child, or a recently placed 
foster child through formal placement by a state agency; to care for a legal spouse, 
parent (not including in-laws) or son or daughter (under the age of eighteen or over the 
age of eighteen and incapable of self-care because of a physical or mental disability), 
who has a serious health condition; or because of a serious health condition that makes 
the employee unable to perform the functions of his or her job. 

Leave to care for a new child must be taken within the first 12 months of birth or 
placement by adoption or foster care, and leave may be taken by the father and/or the 
mother of the child. Federal regulations allow an employer to choose from several 
different methods in determining the 12-month period in which the 12 weeks of leave 
entitlement occurs.

.  MILITARY LEAVE

Military Leave Entitlements Eligible employees are entitled to 2 different kinds of leave as 
a result of either being in the military or having family members in the military: Eligible 
employees are entitled to up to 12 weeks of FMLA leave because of any qualifying 
exigency arising out of the fact that the spouse, son, daughter, or parent of the employee 
is a member of any Armed Forces and/or a reserve component of the Armed Forces on 
covered active duty, or has been notified of an impending call to covered active duty 
status. 

Qualifying exigencies may include any one or more of the following: 

 Attending to issues arising from a short notice (7 days or less) of deployment, 
    with FMLA leave entitlement lasting up to 7 days from the notice

 Attending certain military events
 Attending certain childcare and school activities related to the military duty 
 Addressing certain financial and legal arrangements
 Attending certain counseling sessions
 Taking up to 5 days to spend with a covered service member, who is on 

    short-term, temporary rest and recuperation leave
 Attending post-deployment reintegration briefings
 Other activities agreed to by the agency and the employee

Eligible employees must provide notice of the need for such leave as soon as 
reasonable and practicable. This kind of leave may be taken intermittently or on a 
reduced schedule. Eligible employees may take up to 26 weeks of leave during a single 

7



12 month period to care for a “covered service member,” who is the employee’s 
spouse, son, daughter, parent or next of kin (nearest blood relative or designated as 
such). Covered service member is a member of the Armed Forces (including a 
member of the National Guard or Reserves), who is undergoing medical treatment, 
recuperation, or therapy; is otherwise in outpatient status; or is otherwise on the 
temporary disability retired list for a serious injury or illness or a veteran, who is 
undergoing medical treatment, recuperation, or therapy, for a serious injury or illness 
and who was a member of the Armed Forces (including a member of the National 
Guard or Reserves) at any time during the period of 5 years preceding the date on 
which the veteran undergoes that medical treatment, recuperation, or therapy. Eligible 
employees may take this kind of leave intermittently or on a reduced schedule, 
where medically necessary. This 26 week leave entitlement will include all other 
permissible FMLA leave.

 

On February 23, 2015 the U. S. Department of Labor revised the definition of spouse 
as a result of the case of United States v. Windsor, which held section 3 of the Defense 
of Marriage Act to be unconstitutional. Spouse is now defined in such a way that 
employees in same-sex marriages will be able to take FMLA leave to care for their 
spouse or family member, regardless of where the couple lives.

.  PARENTAL LEAVE

An eligible employee may take FMLA leave because of the birth, adoption or placement 
for foster care of a son or daughter. 

This leave must be taken within 12 months of the child’s birth,  adoption  or  placement  
for  foster care. Employees must give at least 30 days advance notice of the need of 
such leave except in emergencies and such notice should then be given as soon as 
practicable. 

Employees may request paid leave, to the extent it is available, for all or part of the 
unpaid medical or parental FMLA leave. It is the City policy that any employee requesting 
unpaid FMLA leave must use any other accrued paid leave available under the City’s 
leave policies (i.e., vacation, sick days, sick leave, etc.). Similarly, any employee requesting 
leave under any the City of Crystal Springs’ other leave policies will be  required to use 
FMLA leave available under other policies is not  permitted.

Employees must make arrangements with the City Clerk in advance of any FMLA leave 
with respect to the employee’s job benefits and their obligations to keep benefits and 
insurance in force

FMLA leave may be taken intermittently or on a reduced leave schedule when medically 
necessary to care for a seriously ill family member or when the employee is seriously ill 
and unable to work. Appropriate and sufficient medical certification must be provided to 
the City before such leave may be taken. The City of Crystal Springs reserves the right to 
transfer employees taking intermittent leave or working a reduced leave scheduled to an 
alternative position.

7



Any request for FMLA leave must be made in writing to the department head and must 
be approved by the Board of Aldermen. Employees will be required to support any 
request for FMLA medical leave with appropriate medical certification from an authorized 
health care provider. 

Employees on leave may also be required to report from time to time on the status of
their leave and their intent to return to work. 

Employees must provide appropriate medical authorizations for fitness-for-duty 
certificates prior to their return to work. Upon an employee’s timely return to work from 
FMLA leave, the employee will be returned to their former job or an equivalent job. 

FMLA Leave is not available to all employees due to specific requirements; therefore, 
check with the City Clerk if you wish to utilize this leave to see if you are eligible. The 
City Clerk can provide additional information regarding the Family and Medical Leave 
Act.

. ADMINISTRATIVE LEAVE

In some circumstances, the City of Crystal Springs employees may be granted 
administrative leave with pay. For the purposes of this section, "administrative leave" 
means discretionary leave with pay other than personal leave or Major Medical Leave. 
The employee’s supervisor may grant administrative leave to any employee serving as
a witness or juror or party litigant, as verified by the clerk of the court, in addition to any 
fees paid for such services and such services or necessary appearance in any court 
shall not be counted as personal leave.

The Board of Aldermen may grant administrative leave with pay to the City of Crystal
Springs employees on a local or statewide basis in the event of extreme weather
conditions or in the event of a manmade, technological or natural disaster or
emergency. The Board of Aldermen may grant administrative leave with pay to any 
employee who is a certified disaster service volunteer of the American Red Cross
(hereinafter referred to as “ARC”) and who participates in specialized disaster relief
services for the ARC in this State and in states contiguous to this State when the ARC
requests the employee's participation. Administrative leave granted under this
paragraph cannot exceed 20 days in any 12 month period. An employee on leave
under this paragraph is not considered to be an employee of the State for the purposes
of workers' compensation insurance or for purposes of claims against the State. As
used in this paragraph, the term "disaster" includes disasters designated at level II and
above in the ARC national regulations and procedures.

. MATERNITY LEAVE

Sick leave shall be granted for maternity leave on the same basis as an illness.
Maternity leave without pay shall be considered a Leave of Absence and governed as
stated in the Leave of Absence policy.
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.  FUNERAL LEAVE

Up to 3 days of funeral leave can be used when there is a death of a member of your 
immediate family. Immediate family includes your parent, grandparent, spouse, sibling, 
child, stepparent, stepchild, grandchild, son or daughter, mother or father-in-law or 
brother or sister-in-law. The employee requesting leave may be required to provide 
proof of the relationship to the City Clerk.

.  CIVIC LEAVE

You will be granted civic leave if you are summoned for jury duty, or subpoenaed to 
attend court as a witness. You will be paid the difference between jury pay or the 
witness fee and eight hours at your regular rate of pay for each day of jury duty.
You must submit a copy of any summons or subpoena to your department head. When 
you return to work, you must provide a statement of attendance and the amount paid by 
the court from the clerk of the court. If you are released from jury duty 4 or more hours 
before the end of your shift, you must report to work within 1 hour after being released by 
the court. Time spent on civic leave will not be counted as hours worked for the purpose 
of computing overtime pay. 

.  ADMINISTRATIVE TRAINING LEAVE

Persons who are attending training required by the City will be placed in an 
Administrative Leave capacity. Under the rules and regulations of the FLSA, these 
persons will not receive overtime pay for travel; however, the employee’s pay shall not 
be reduced from the normal pay that the employee would have received had he/she 
worked the normal shift.

Administrative Leave shall also be available as a result of natural disasters or unusual 
occurrences when directed by the City Clerk.
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It might be prudent not to utilize your personal cell phone or other electronic device at all
during working hours.

Miss. Code Ann. et seq.

7



  
City   

 
  

 

 City 
  

  
 

  
  

 
 

  

 
 

  
 
 

 
 

 
   

   
 

 
  

  







CITY OF CRYSTAL SPRINGS 

FORMS 





























  
  
 
 
  
 

 









  
    

  
    

  
 

 
 
 , ,  
 

 

 
 

 
 

 

 
 , , f
 
 
   

    
 
 
  
 



 
 
 
 
  
  

    
 
  

    



CITY OF CRYSTAL SPRINGS 





ATTACHMENT I / RESOLUTION I

RESOLUTION OF THE MAYOR AND BOARD OF ALDERMEN OF THE CITY OF CRYSTAL 
SPRINGS, MISSISSIPPI AMENDING PERSONNEL POLICIES AND PROCEDURES TO 

REQUIRE LOCAL RESIDENCE AND REGULATION USE OF CITY PROPERTY

WHEREAS, the City of Crystal Springs, Mississippi adopted personnel policies and 
procedures on May 3, 1988, and which have been amended at various times, and

WHEREAS, the City posted notice of this proposed amendment to personnel policies 
and procedures not less than two weeks prior to this hearing, and

WHEREAS, pursuant to the notice or proposed amendment, the City held a public 
hearing allowing all interested city employees to express their opinion concerning the proposed 
amendment, and

WHEREAS, the City of Crystal Springs, Mississippi desires to reaffirm and restate, and 
reincorporate the express provision that nothing in personnel policies and procedures or the 
Drug and Alcohol policy, or any other City Policy, creates any right to employment, or any 
contract guaranteeing employment, to any covered or non covered employee. All employees of 
the City serve at the will of the Mayor and Board of Aldermen and are subject to discharge at 
the will of the Mayor and Board of Aldermen with or  without cause.

WHEREAS, the City of Crystal Springs, Mississippi funds and adjudicates that City
“department heads” for the purpose of this resolution shall mean, the City Clerk, Police Chief, 

Fire Chief, Superintendent of the Wastewater Treatment Plant, and Director of Parks and 
Recreation are subject to emergency duty at any time on extremely short notice, and in order to 
adequately and professionally perform those duties, the department head should have a place 
of residence within a short distance of the City Limits and/or relocate within the 39059 zip code 
within six months of hire as a condition of their employment. The Mayor and Board of Aldermen 
adjudicates that a rational short distance shall be deemed residence within the 39059 zip code. 
In order to phase in this residence requirement, all department heads holding their office on the 
date of adoption of this resolution shall be grandfathered into their position and exempt from this 
requirement.

WHEREAS, the City of Crystal, Mississippi finds and adjudicates that it has the power 
and authority under 21-19-49 and other sections of the Mississippi code to permit or prohibit the 
use of City equipment by police or other employees during outside employment, and

WHEREAS, the City has previously allowed the use of specific equipment during outside 
employment and misidentification, and the potential for improper dual employment problems 
have arisen and the use of said equipment should be prohibited without express written consent 
by the Mayor and Board of Aldermen.

WHEREAS, the City of Crystal Springs, Mississippi has given notice to all employees 
and posted notice of a hearing to allow all employees the opportunity to offer input, objections, 
or suggestions to the change in personnel policies and procedures and drug and alcohol testing 
policy prior to its adoption.
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THEREFORE BE IT RESOLVED BY THE MAYOR AND BOARD OF ALDERMEN OF THE
CITY OF CRYSTAL SPRINGS, MISSISSIPPI AS FOLLOWS:

1. All department heads appointed after the date of passage of this resolution shall be required
as a condition of their employment, to have a place of residence in the 39059 zip code on the
date of appointment or acquire such a place of residence within six months of the date of
appointment.

2. From and after passage, the use of City uniforms, firearms, automobiles, identification and
equipment of any and all types by City employees during non –city employment is prohibited
except where expressly authorized in writing by the Mayor and Board of Alderman. This
provision shall not be deemed to prohibit emergency aid to other jurisdictions, schools or the
County where authorized by Mississippi law.

9. All employees covered under this resolution shall be given a copy thereof immediately, and
all new hires shall be given a copy of the amended personnel policies and drug and alcohol test
policies.

10. Violation of this policy shall be deemed to be employee misconduct and conduct
unbecoming to an employee of the City either while on or off duty.
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RESOLUTION OF THE MAYOR AND BOARD OF ALDERMEN OF THE CITY OF
CRYSTAL SPRINGS, MISSISSIPPI AMENDING PERSONNEL POLICIES

AND PROCEDURES AND DRUG AND ALCOHOL POLICY

WHEREAS, the City of Crystal Springs, Mississippi adopted personnel policies
and procedures on May 3, 1988, and which have been amended at various times with
the last amendment adopted April3, 2001, and

WHEREAS, the City of Crystal Springs, Mississippi adopted a Department of
Transportation Drug and Alcohol policy which applies only to City employees who
hold a Commercial Driver's license, on 12 1995.

WHEREAS, the City of Crystal Springs, Mississippi desires to reaffirm and restate,
and reincorporate the express provision that nothing in personnel policies and procedures
or the Drug and Alcohol policy, or any other City Policy, creates any right to employment,
or any contract guaranteeing employment,  to any covered or non covered employee.  All
employees of the City serve at the will of the Mayor and Board of Aldermen and are
subject to discharge at the will of the Mayor and Board of Aldermen with or without
cause.

WHEREAS, the City of Crystal Springs, Mississippi finds and adjudicates that
random drug and alcohol testing of covered employees, in addition to holders of
commercial driver's license, is in the best interest of the health, safety, and welfare of the
City of Crystal Springs, Mississippi, it's employees, and the public and is authorized
under §71-7-1 et seq Mississippi Code Annotated, and the existing City of Crystal
Springs, Mississippi Drug and Alcohol policy and personnel policies and procedures
should be amended to incorporate random drug testing of covered employees as set
forth in this resolution, and

WHEREAS, the City of Crystal Springs, Mississippi has given notice to all
employees and posted notice of a bearing to allow all employees the opportunity to offer
input, objections, or suggestions to the change in personnel policies and procedures
and drug and alcohol testing policy prior to its adoption.

THEREFORE BE IT RESOLVED BY THE MAYOR AND BOARD OF
ALDERMEN OF THE CITY OF CRYSTAL SPRINGS, MISSISSIPPI AS
FOLLOWS:

l . The personnel policies and procedures of the City of Crystal Springs, Mississippi is hereby
readopted with the amendments set forth in this resolution.

2. The Department of Transportation Drug and Alcohol Policy of the City of Crystal
Springs, Mississippi is hereby re-adopted with the amendments set forth in this
resolution.

3. Any provision of personnel policies and procedures and Department of Transportation
Drug and Alcohol Policy of the City of Crystal Springs, Mississippi which
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may be found to be invalid by any Court of competent jurisdiction shall be stricken and
the remaining provisions shall remain in full force and effect.

4. All employees who are bonded  by the City or who will be engaged in the handling of
monies belonging  to the public  or the City,  shall be required to have a background check
and security clearance and a credit check if deemed necessary by the City.

5. All provisions of the of the City of Crystal Springs, Mississippi Department of
Transportation Drug and Alcohol Policy originally  adopted on 12.19.1998  and which apply
only to City Employees who are drivers of commercial  motor vehicles and who are subject to
commercial driver's license requirements are hereby amended to include the following
additional City employees:

A. As a condition to employment, where the following categories of jobs are affected, or
B. The employee is engaged in law enforcement, or
C. The employee has drug interdiction responsibilities, or  .
D. The City offers a job position which requires the employee to do any of the following:

I. To Carry a firearm
II. Engage in law enforcement

III. Are required to have a security clearance
IV. Gives employee access to sensitive information
V. Are required to engage in activities affecting public health and safety

6. The City finds and adjudicates those city employees who are covered under the
drug and alcohol policy set forth above shall be deemed to be the following
employees:

A. All City transportation employees who are holders of commercial driver’s license
B. All sworn police department employees who are engaged in law enforcement
C. Police dispatchers who handle emergency calls from or to the public or
police officers, or have access to sensitive information
D. City Court Clerks and Deputy Clerks who handle public funds and who have
authority to accept arrest warrants, monies, and supervise or control or have
access to sensitive law enforcement information, files, or confidential court
information.
E. Public works employees who operate heavy equipment, weed eaters, power
equipment, or who operate equipment on or near public roadways, streets or
sidewalks used by the public.
F. All water department employees are deemed to engage in activities affecting
public health and safety.
G. Wastewater treatment plant employees who use heavy equipment including tractors,
bush hogs, weed eaters are deemed  to be engaged in public health and safety.
H. Parks and Recreation employees who operate tractors, bush hogs, weed
eaters, or exercise control over areas which must be safely used by children or
the public, are deemed to be engaged in public health and safety
I. All other employees engaged in activities affecting public health and safety
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7. All references in the current Department of Transportation Drug and Alcohol policy to
"driver or drivers", "transportation employees" be expanded to mean and shall mean and
shall also cover all additional employee set forth in Paragraph 4 and 5 of this resolution.

8. The provisions of this resolution shall remain in full force and effect for all drivers of
commercial motor vehicles and who are subject to commercial driver's license requirements.
The provisions of this resolution which have expanded the policy to other City employees not
currently covered by the policy shall be full force and in effect thirty days from the adoption of
this resolution.

9. All employees covered under this resolution shall be given a copy thereof immediately and
all new hires shall be given a copy of the amended personnel policies and procedures and
drug and alcohol test policies.

10. Violation of this policy shall be deemed to be employee misconduct and
conduct unbecoming to an employee of the City either while on or off duty.
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RESOLUTION OF THE MAYOR AND BOARD OF ALDERMEN OF THE CITY OF CRYSTAL
SPRINGS, MISSISSIPPI AMENDING POLICY ON PERSONAL

USE OF CITY-OWNED MOTOR VEHICLES

WHEREAS, on February 2,1993, the Mayor and Board of Aldermen of the City of Crystal
Springs, Mississippi adopted a resolution governing the use of City owned motor vehicles found
in City of Crystal Springs, Mississippi Minute Book 28 Page 10, and

WHEREAS, the Mayor and Board of Aldermen find that the resolution should be
amended and revised as set forth in this amended policy.

Therefore, be it resolved by the mayor and Board of Aldermen of the City of
Crystal Springs, Mississippi as follows:

It is the general policy of the City that personal use of City owned motor vehicles is prohibited
except as set forth in this resolution.

1. The following City Employee Categories are designated to be emergency and/or on-call
twenty four hours per day when not on their regular duty shifts and are directed to commute to
and from work in City owned vehicles in furtherance of their employment if necessary:

A. CHIEF OF POLICE: This Department Head is authorized to commute in a marked or properly
unmarked Police Vehicle which has been designated by the City to be used for criminal
surveillance. This vehicle is necessary to help enforce the law and for use in stakeouts.

B. SUPERINTENDENT OF PUBLIC WORKS: This Department Head is authorized to commute
in a clearly marked, fully equipped, City pickup truck necessary to respond to water, sewer, and
public works emergency repairs.

C. ASSISTANT SUPERINTENDENT OF PUBLIC WORKS: This Assistant Department Head is
authorized to commute in a clearly marked, fully equipped, City pickup truck necessary to
respond to water, sewer, and public works emergency repairs.

D. SUPERINTENDENT OF WASTEWATER TREATMENT PLANT: This Department Head is
authorized to commute in a clearly marked, fully equipped, City pickup truck necessary to
respond to sewer emergencies and to assist the public works department in emergencies.

E. OPERATOR OF PEST CONTROL VEHICLE: During Summer months when the clearly
marked pest control vehicle is being used out of normal working hours, the operator of the
vehicle is authorized to take the vehicle home at the discretion of the Department Head.

F. FIRE CHIEF: This Department Head is authorized to commute in the clearly marked, fully
equipped Crystal Springs Rescue Unit Van or vehicle which is manned twenty four hours per
day for use in EMT/Fire Department emergencies.

G. ASSISTANT SUPERINTENDENT OF WASTEWATER TREATMENT PLANT: The Assistant
Department Head is authorized to commute in a clearly marked, fully equipped, City pickup
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truck to respond to sewer emergencies and to assist the public works department in
emergencies in the Superintendent’s absence at the discretion of the Department Head.

H. DIRECTOR OF PARKS AND RECREATION: The Director of Parks and Recreation has
multiple duties involving City programs, recreation centers and swimming pool which requires
after shift work. The Directors of Parks and Recreation is authorized to commute in a clearly
marked, fully equipped, City pickup truck or vehicle.

I. SPECIFIED POLICE DEPARTMENT PERSONNEL: The Detective or Criminal Investigator
and K9 Handler are authorized to commute in clearly marked, or designated unmarked police
vehicles used for undercover police work or undercover operations. The Detective or Criminal
Investigator and K-9 Handler are authorized to commute in police marked and unmarked
vehicles.

J. OTHER SPECIFIC PERSONNEL: At the express direction of the Mayor or City Official
designated to authorize travel, other City personnel are authorized to use and commute in
clearly marked City vehicles in specific limited circumstances where it would be impractical or a
hardship for the City vehicle to be returned to the City such as overnight travel to seminars,
court, meetings, early or late meetings, etc.

2. RESTRICTION ON PERSONAL USE OF VEHICLES:

A. Use of a City owned vehicle by employee family members and non-city employees is
prohibited except where authorized in this policy. If the employee is attending a City approved
convention, meeting, or function where employee family members are authorized or expected to
attend, the non-employee or family member’s traveling in the vehicle is not prohibited, however
the family member or non-employee shall not operate the vehicle. A non-employee may ride as
a passenger in a City vehicle where the non-employee is a passenger whose travel is related to
City business, a City function, and the passenger’s use is not personal by the City employee.

B. Use of a City owned vehicle for during work hours or after work hours for personal tasks,
personal errands, and vacation trips is prohibited, other than small de minims personal task
incidental to City use.

C. Storage of personal possessions not directly related to the employees job or storage or
transportation of alcoholic beverages in a City owned vehicle is prohibited.

D. Use of the City owned vehicle outside of normal working hours (other than use directly
connected with City employment) is limited to 10 miles per day.

E. All City employees using City vehicles at work or commuting must possess a current valid
Mississippi driver’s license. Any employee who operates a City motor vehicle is directed to

immediately report to his Department Head/Mayor any arrest and/or conviction for violation of
any offense which may result in the suspension or revocation of his Driver’s License. Any

employee who operates a City motor vehicle is directed to immediately report to his Department
Head/Mayor the revocation or suspension of the employee’s driver’s license.
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F. Use contrary to Mississippi State Law, Mississippi State Audit Department regulations and
City of Crystal Springs, Mississippi rules and regulations is prohibited.
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CITY OF CRYSTAL SPRINGS, MISSISSIPPI
EMPLOYEE COMPUTER AND INTERNET USE POLICY

ARTICLE 1: Purpose and Function:

1.01  The  City  maintains  intranet  and  internet  access  for  its employees
for the  purpose of improving productivity, professional development,
and the level of services to the people of our community.

1.02  The City network (which includes City-owned or leased local and wide-
area networks, the internet and the World Wide Web, and the
computers connected to them, hereafter referred to as "the system")  is
not a public access service, nor is it a public forum and is not for
private use of the employees. The City has the right to place
reasonable restrictions on the material you access or post through the
system. You may not use the system for commercial purposes. This
means you may not offer, provide, or purchase products or services
through the city system, except for products or servicing directly
related to your official duties.

ARTICLE II: Unacceptable Uses:

The following uses of the city system are considered unacceptable:

2.01  Improper Access or Hacking

You will not attempt to gain unauthorized access to the city system or to
any other computer system through the city system, or go beyond your
authorized access.  This includes attempting to log in through another
person's account or access another person's file. You will not make
deliberate attempts to disrupt the computer system or destroy data by
spreading computer viruses, worms, Trojan Horse, trap door program,
key logger, or by any other means. You will not use City system to
engage in any other illegal act.

2.02  System Security

You are responsible for your individual account and must take all
reasonable precautions to prevent others from being able to use your
account. Under no conditions should you provide your password to
another person (except as set forth in this policy.)  You will
immediately notify the system administrator if you have identified a
possible security problem.  (Do not go looking for security problems,
because this may be construed as an illegal attempt to gain access.)
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2.03  Inappropriate Language

Restrictions against inappropriate language apply to public messages,
obscene, profane, lewd, vulgar, rude, inflammatory or threatening
language.   You will not post information that could cause damage or
a danger of disruption.   You will not engage in personal attacks,
including prejudicial, racist, sexist, or discriminatory attacks.  You will
not harass another person. If you are told by a person to stop
sending them messages, you must stop.   You will not knowingly or
recklessly post false or defamatory information about a person or
organization.

2.04  Respecting Resource Limits

You will not post chain letters or engage in "spamming". Spamming is sending an
annoying or unnecessary message to a large number of people. You will check
your e-mail frequently and delete unwanted messages promptly.

Video and audio live streaming use significant amounts of bandwidth.  You will
not use video or audio streaming programs unless it is necessary for the
performance of your official duties. Downloading or installing games or
entertainment software is specifically prohibited.

2.05  Copyright

You will respect the rights of copyright owners.  Copyright i.n: fringement occurs
when you inappropriately reproduce a work that is protected by a copyright.   If a
work contains language that specifies appropriate use of that work, you should
follow the expressed requirements.   If you are unsure whether or not you can
use a work, you should request permission from the copyright owner.

2.06  Inappropriate Access to Material

You will not use the city system to access material. that is designated for "adults
only" or is profane or obscene (pornography), that advocates illegal or dangerous
acts, or that advocates violence or discrimination  towards other people (hate
literature).  This provision does not apply if you are assigned by a supervisor to
access such material for reasons directly related to your job.   (e.g., prosecutor
or detective.) NOTE: The city monitors internet traffic. See the discussion of
privacy rights below.

2.07  Unsafe Material

All computers are vulnerable  to viruses - malicious  code  which  destroys data
or programming.  You should not download anything from any site you are not
convinced is safe. Any attachment to an e-mail received from an unknown source
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should be downloaded to diskette or portable drive without opening it and
scanned for virus and mal ware prior to opening.  Be aware that "free" software,
including screensavers and non-approved virus protection are known sources
of malware.

2.08  Other Illegal Activity

You will not take any other action by or through the system or any part of the
system which is otherwise illegal, including, but not limited to gambling,
trafficking in narcotics or the making of threats. 

Examples of prohibited conduct include file sharing of restricted or
copyrighted internet download of copyright music, video, software, movies,
books and pictures.

ARTICLE III: Privacy:

3.01  The system is funded with tax dollars, solely for public purposes.  As such,
almost all communications are public records. Therefore, the city reserves the
right to monitor your use of the system and any communications over it, and
examine the computer and its contents at any time. THERE IS NO RIGHT OF
PRIVACY.

3.02  Routine maintenance and monitoring of City system may lead to discovery that
you have violated this policy, work rules or the law.   The City may at any
time install and use monitoring software that may copy all user activity.

3.03  The City will cooperate fully with local, state, or federal officials in any investigation
related to any illegal activities conducted through City system.

3.04 In the ordinary course of its business and for legitimate reasons of
management or of security, the city may, at is sole discretion and without prior
notice:

a) Peruse, read, copy, reproduce, print, use, communicate, keep, move, store
or destroy, in whole or in part, the information, messages, files or data
located in the internet network access system or emanating there from,
whether or not such information, messages, files, or data have been
created, received or kept by the user with the help of said system;

b) Monitor, in real or deferred time, using any technical means, access to
the internet network and the use thereof by the user, whether or not the
user is aware of being monitored;

c) Intercept or record any transmission, communication, or work session,
whether or not  the user is aware such interception or recording is taking
place.
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ARTICLE IV: E-Mail

4.01 E-mail is for public purposes. The city system should not be used for purposes of
forwarding chain letters, jokes, or other inappropriate material unrelated to your
employment.

4.02   E-mail is maintained on the city system, not simply on your personal computer. It
also may reside on several intermediate nodes not under the city's control,
and may be subject to interception by third parties during transmission.
REMEMBER, THERE IS NO RIGHT OF PRIVACY REGARDING YOUR E-
MAIL.

As such, e-mail communication should be conducted in such a manner as speech in
a public.place.

ARTICLE V: Personal Use

5.01 Like local phone service, no additional costs are incurred by the city for use of the
internet.

Therefore, limited personal use of the internet is not prohibited, in accordance with
the other terms and conditions of this policy, and to the same extent that personal,
local telephone calls are appropriate.

5.02  You are not to take any action using the city system which would result in
any charge accruing to the city, without specific authorization from the
appropriate authority.

ARTICLE VI: System Administrator

6.01  The City Clerk shall be the designated System Administrator.

6.02 Unauthorized access- the employee will report to the System Administrator any
attempted unauthorized access to the system such as suspected hacking of
your account, suspected virus, malware incident or unauthorized access to your
account.

6.03  Installation of software and downloads- The user must notify the system
administrator prior to installing any non-city supplied software or downloads.  No
employee may install encryption software on the system without the consent of
the System Administrator. All city supplied software and law enforcement
packages and Department of Justice software is preapproved.

6.04   Passwords - The System Administrator will maintain a master file of all user
names and passwords for log in to the system or the internet. Prior to using the
system, each user must notify the System Administrator of all user names and
passwords, or login information to be used.
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6.05   Termination of Employee- An employee who terminates from the City must
insure the City has full unlimited access to his computer.  An employee who
terminates in violation of this policy will pay the City all reasonable costs incurred
by the city to gain full unlimited access to the employee’s computers and files.

ARTICLE VII: Discipline

7.01    This policy is intended to be treated as a city work rule. Violation of this policy
may subject you to discipline, up to and including dismissal.

ARTICLE VIII: Effective Date

8.01   This policy was passed by the Board of Aldermen on October 4, 2011.  The
effective date will be October 10, 2011.  It shall be the responsibility of and the
duty of the employee to
remove any personal, confidential, or offending data from City computer prior to
the effective date.  Any offending data or files discovered after the effective date
shall be a violation of this policy.  It shall not be a defense that the offending data
or file was placed on the computer prior to the effective date.

8.02  Prior to the effective date, all users must report all user names or log in names and
passwords to the system administrator.  Any time a user name or password is
changed, the change must be reported to the system administrator.
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DISCLAIMER of Stennis Institute of Government

The information provided for this employment handbook is for the
convenience of the users only. While taking every effort and care in
preparing the content of this form, the Stennis Institute of Government
disclaims all warranties, express or implied, as to the accuracy of the
information in any content. Also, it shall not be liable for any losses or
damages arising from the use of, reliance on, or information contained
herein. The Stennis Institute of Government has made every attempt to
carefully provide information as well as providing the original source of the
information so that employer and employee alike can utilize his or her own
judgment as to the information provided.

The Stennis Institute of Government does not represent itself as having
legal expertise and encourages the employer to have its own counsel
review and edit the employment handbook before it is adopted
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