


INSTRUCTIONS FOR ACCESSING THE CAMPUS DIRECTORY 

Step 1:  Log on to http://sutton2.mvsu.edu 

Step 2:  Click on the “Enter Here” link 



 

 

Step 3:  Select “Campus Directory” from the menu 

 

 

 

 

 

 

 

 

 

 

 



 

Step 4:  Initiate an employee search by either typing the employee’s last and/or 

first name, or by selecting the corresponding alphabet for “last name” or 

department. 

Step 5:  Click the “Go” button 

 

 



 

 

Instructions for Viewing Pay Stubs Online 

 

Step 1:  Go to www.sutton2.mvsu.edu and click on the “Payroll 

Information” link under the Faculty/Staff tab. 

 

 

 
 

 

 

 

 

 

 

 

http://www.sutton2.mvsu.edu/


 

 

 

 

Step 2:  Select “Enter Secure Area” 

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

Step 3:  Enter your personal security question and answer. 

 

 

 
 

 

 

 

Once you have completed all parts of the initial setup, please 

proceed to Step 4. 

 

 

 

 

 

 



 

 

 

Step 4:  Enter your user id #:  

      Enter your pin #: 

 
Please contact Margaret Weathers in Human Resources at ext 3783 if you have not 

been assigned a user id and pin #. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Step 5:  Select “Employee” 

 

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

Step 6:  Select “Pay Information” 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

Step 7:  Select “Pay Stub” 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Step 8:  Select the desired pay stub year and click “Display” 

 

 

 
 

 

 

 

Step 9:  Select the pay stub date of your choice from the ‘View 

Pay Stub Summary” page to view your paystub. 
 

 



UPDATE YOUR  DIRECTORY ADDRESS
USING BANNER SELF-SERVE

LOGIN to Banner Self-Service
1. Navigate your web browser to   http://sutton2.mvsu.edu
2. Click Enter here
3. Login using your University ID number and Pin

ADD Office Address Field
1. Click the PERSONAL INFORMATION tab
2. Click UPDATE ADDRESS(ES) AND

PHONE(S) link

3. Choose OFFICE / DEPARTMENT  in the Type of Address to Insert: Drop down
box at the bottom of the page
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UPDATE Office Address
You are here: Update Address(es) and Phone(s) - Update/Insert Page

Fill in the following fields
Field Data

Valid From This Date: Today’s Date

Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:

Full name of Building
Suite #, Office #
(Department’s Box Number) 14000 HWY 82 W # 0000

If no Suite

Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:

Full name of Building
Office #
(Department’s Box Number) 14000 HWY 82 W # 0000

If no actual Office #

Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:

Full name of Building
(Department’s Box Number) 14000 HWY 82 W # 0000

City: Itta Bena

State or Province: MS

ZIP or Postal Code: 38941

Primary Phone Number For
This Address:

ADD the following phone
types

Office
 xxxFax

Your direct line.  The phone number at your desk
The main office’s fax number.
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UPDATE Email Address
1. Click the PERSONAL INFORMATION tab
2. Click UPDATE E-MAIL ADDRESS(ES)
3. Note:  We are using Work Email 1 in the directory, therefore,
4. If Work Email 1 is listed,

a. EDIT Work Email1
(1) Click the email address
(2) Make the necessary changes. 
(3) Click Submit 

Note:  Please use your campus email address in this field.
5. If Work Email 1 is NOT listed

b. ADD Work Email1
(1) Choose Work Email 1 form drop down list
(2) Insert  the necessary changes. 
(3) Click Submit 

To include other email addresses choose the email type from the list and insert the information.

DISPLAY Directory Profile
To display the new or edited address information on your Directory Profile,
1. Click the PERSONAL INFORMATION tab
2. Click DIRECTORY PROFILE link

3. Click the YES CHECK BOX  in the DISPLAY IN DIRECTORY column for the
Office address,
Office phone number,
Office Fax number and Email address(es) you would like to appear on your profile.



Click Submit Changes

VIEW Directory Listing
1. Click Exit
2. Click Return to Banner Self-Service Homepage
3. Click Campus Directory
4. Search for your name.

















































STATE OF MISSISSIPPI
GOVERNOR PHI BRYAN

DEPARTMENT OF FINANCE AN ADMISTRATION

KEVI J. UPCHUCH
EXECUT DIRCTOR

State and School Employees' Life Insurance Plan
Underwritten by Minnesota Life Insurance Company

Active Employee Life Insurance Beneficiary Designation

Designating a life insurance beneficiar is an importt step that will allow you to determne
who will receive your policy benefits. As you experience changes in your life, you should
review your beneficiar designations to ensure that they stil reflect how you want your benefits
to be paid. With the implementation of the new online beneficiar management tool, you will
now be able to make and/or change designations confdentially and conveniently, 24/7, simply
by followig the instrctions below:

1. Log into the myBlue site, https://myblue.bcbsms.com (if you have not registered
previously, please have your medical ID card handy)

2. Click on the My Benefits tab

3. Click on the link in the Life Benefits section and you will be directed to Minesota Life's
online beneficiar management tool

4. Enter the name and address, and the respective benefit percentages for each beneficiar
you wish to name

Afer ths information has been entered, you will receive an email acknowledgement, as well as a

paper confrmation statement in the mail for your records, reflecting your beneficiar
designation, and any applicable benefit percentages. Make sure that the information on your
email acknowledgment/confiration is exactly how you want your benefits to be paid. If any of
the inormation is incorrect, log back into myBlue and repeat the steps above.

We are very excited about ths new online option and encourage you to visit the myBlue site
today to sta the process for designating your life insurance beneficiar. Please note that if you

do not execute the new beneficiar designation, any resulting life insurance proceeds will be paid
according to the defaults described in the policy, which may not necessarly be according to your
wishes.

Should you have any questions about your beneficiar designation, please call Minnesota Life at
1-877-348-9217.

OFFICE OF INSURANCE. P. O. BOX 24208. JACKSON, MISSISSIPPI 39225-4208 . TEL (601) 359-3411 . TOLL FREE 866-586-2781 . FAX (601) 359-6568



 

Membership Application 
Form 1 – Revised 12/1/2013 
 
Please print or type in black ink. Completed form should be mailed or faxed to PERS. See bottom of form for contact information.  

 Member Information –  Attach a copy of the member’s Social Security card.  

First Name: _______________________________________  MI: ______  Last Name: ______________________________________ Gender:  M    F 

Provide previous name, if applicable. First Name: _______________________________  MI: _____  Last Name: __________________________________  

Social Security No.: ______________________  Birth Date mm/dd/ccyy: ____________________ E-Mail: ________________________________________  

Mailing Address: _____________________________________________________________  City: ______________________  State: _____  Zip: ________  

Phone: _______________________________  Cellular   Home   Work    Phone:  _______________________________   Cellular   Home   Work 

Have you previously served on active duty in the U.S. Armed Forces? If yes,  attach Form(s) DD214 ...........................................................  Yes    No 

Have you ever been a member of the Optional Retirement Plan (ORP) for Institutions of Higher Learning in the State of Mississippi? .................  Yes    No 

 Retirement Plan – Plans are governmental defined benefit plans qualified under Section 401(a) of the Internal Revenue Code. Select applicable plan. 

 Public Employees’ Retirement System of Mississippi (PERS)  Mississippi Highway Safety Patrol Retirement System (MHSPRS) 

 Supplemental Legislative Retirement Plan (SLRP)    

 Family Information – Use additional Membership Applications if listing more than four dependent children. Information is for determining statutory 
benefits only. Use Form 1B, Beneficiary Designation, to officially designate any and all beneficiaries.  

Marital Status – Select one. Add date for last three.  Single     Married     Divorced     Widowed Effective Date mm/dd/ccyy: ________________  

Spouse’s Full Name Social Security No. Birth Date mm/dd/ccyy Wedding Date mm/dd/ccyy  Gender 

 _____________________________________   ____________________________   _______________________   _______________________   M    F 

Dependent Child’s Full Name – Up to age Social Security No. Birth Date mm/dd/ccyy Relationship  Gender 
19, or 23 if unmarried and a full-time student 

 _____________________________________   ____________________________   _______________________   _______________________   M    F 

 _____________________________________   ____________________________   _______________________   _______________________   M    F 

 _____________________________________   ____________________________   _______________________   _______________________   M    F 

 _____________________________________   ____________________________   _______________________   _______________________   M    F 

 Member Certification – If an authorized representative signs this form,  attach a copy of the durable power of attorney, conservatorship or 
guardianship papers, or other legal documents as proof of authority to sign this form. 

Member’s Signature: ______________________________________________________________________ Date mm/dd/ccyy:______________________  

 Employer Certification – This section must be completed by an authorized employer representative, not the member. 

Member’s Position Held/Job Title: _____________________________________________  Member’s Hire Date mm/dd/ccyy: _____________________  

Member’s Status:  Elected Official:   Yes    No Fee Paid Official:   Yes    No Public Safety Employee:   Yes    No  

Employer Name: ____________________________________________________________  Employer No.: __________________ - _________________  

Employer Representative’s Name: ________________________________  Employer Representative’s Title: _____________________________________  

Employer Representative’s Phone: _________________________ Fax: __________________________  E-Mail: __________________________________  

As employer representative, I certify that employment in this position meets the eligibility requirements of PERS Board of Trustees Regulation 25, Eligibility of 
Part-time Employees for State Retirement Annuity Service Credit, and PERS Board of Trustees Regulation 36, Eligibility for Membership in the Public 
Employees’ Retirement System of Mississippi (PERS). 

Employer Representative’s Signature: _________________________________________________________  Date mm/dd/ccyy: _____________________  

Public Employees’ Retirement System of Mississippi      
429 Mississippi Street, Jackson, MS 39201-1005     800.444.7377     601.359.3589     601.359.5262, fax     www.pers.ms.gov 

 



 

Beneficiary Designation 
Form 1B – Revised 12/1/2013 
 
Please print or type in black ink. Completed form should be mailed or faxed to PERS. See bottom of form for contact information.  

 Member/Retiree Information 

First Name: _______________________________________  MI: ______  Last Name: ___________________________________   Member    Retiree 

Social Security No.: ____________________________  Birth Date mm/dd/ccyy: ____________________________________________  Gender:  M    F 

 Retirement Plan – Plans are governmental defined benefit plans qualified under Section 401(a) of the Internal Revenue Code. Select applicable plan. 

 Public Employees’ Retirement System of Mississippi (PERS)  Mississippi Highway Safety Patrol Retirement System (MHSPRS) 

 Supplemental Legislative Retirement Plan (SLRP) 

  Beneficiary Information – Use additional Form 1B, Beneficiary Designation, to designate additional beneficiaries. If more than one primary beneficiary 
is named, the primary beneficiaries shall share equally unless otherwise indicated. Likewise, if more than one secondary beneficiary is named, the secondary 
beneficiaries shall share equally unless otherwise indicated. Total primary and secondary beneficiary percentages must equal 100 percent. 

Beneficiary Name Social Security No. Birth Date  Relationship  Beneficiary Percentage Gender 
  mm/dd/ccyy  P=Primary, S=Secondary 
    Use whole numbers 

 _____________________________________   ________________________  ____________   _________________   P    S  ________ %  M    F 

 _____________________________________   ________________________  ____________   _________________   P    S  ________ %  M    F 

 _____________________________________   ________________________  ____________   _________________   P    S  ________ %  M    F 

 _____________________________________   ________________________  ____________   _________________   P    S  ________ %  M    F 

 _____________________________________   ________________________  ____________   _________________   P    S  ________ %  M    F 

 Member/Retiree Certification – Check applicable acknowledgement then sign. If an authorized representative signs this form,  attach a copy of 
the durable power of attorney, conservatorship or guardianship papers, or other legal documents as proof of authority to sign this form. 

 Member – I acknowledge and understand that the PERS Board of Trustees is authorized to pay benefits in accordance with the statutory provisions 
that govern the retirement system in which I am a member. To the extent permitted by such statutory provisions at the time of my death prior to 
retirement, I hereby designate the above beneficiary(ies) to receive the payment of my accumulated contributions and any interest relating thereto. I 
further acknowledge and understand that certain benefits may be required by law to be paid that may limit, partially or totally, any payment to my 
designated beneficiary(ies). 

 Retiree – I hereby designate the above beneficiary(ies) to receive any residual amount payable by reason of my death and the death of my joint 
annuitant(s), if applicable. 

Member/Retiree’s Signature: ________________________________________________________________ Date mm/dd/ccyy:______________________  

 Employer Certification – This section must be completed by an authorized employer representative, not the member. Only complete for active members. 

Employer Name: ____________________________________________________________  Employer No.: ________________ - ___________________  

Employer Representative’s Name: ________________________________  Employer Representative’s Title: _____________________________________  

Employer Representative’s Phone: _________________________ Fax: __________________________  E-Mail: __________________________________  

Employer Representative’s Signature: _________________________________________________________  Date mm/dd/ccyy: _____________________  

Public Employees’ Retirement System of Mississippi      
429 Mississippi Street, Jackson, MS 39201-1005     800.444.7377     601.359.3589     601.359.5262, fax     www.pers.ms.gov 

 













Mississippi Valley State University 403(b) Plan    2016 Universal Availability Notice 

 

 
To:  All Employees of Mississippi Valley State University 
 
In compliance with the requirements of IRC §403(b)(12(A)(ii) this Notice will advise you  of the voluntary 403(b) program 
established and maintained for the benefit of our employees.  The following information provides details of the Plan and 
outlines the procedures for enrollment.   
 
Eligibility 

All employees who are employed by the Employer. 
 
Contributions   

When you enroll in the program, the amounts you designate as salary deferrals are withheld from your wages and 
forwarded to an investment provider of your choice.  Several types of contributions are available in your Plan: 
 

Pre-Tax Salary Deferrals.  These are amounts contributed into a 403(b) plan that are deferred from your paycheck 
before federal income taxes are applied.  State income taxes may or may not be applicable.   
 
Roth Salary Deferrals.  These amounts are also deferred from your paycheck, but are subject to federal and state 
income taxes.  When you withdraw monies, however, the funds may be excluded from taxation.  Special rules apply to 
Roth contributions and you should contact your tax advisor before electing this option. 
 

 For 2016, you may defer from your wages, a maximum of $18,000 to all 403(b) and 401(k) plans unless you 
will reach 50 years of age during the year.  In that case, you would be eligible to contribute an additional 
$6,000.  Deferrals may not exceed 100% of your wages. 

 
Rollovers.  You may also rollover funds from another employer’s plan if you receive an eligible rollover distribution.  
Before you can complete a rollover into this Plan, you must first receive an acceptance authorization before the 
monies to be applied to your account.   
 

Plan Investment Options 

Your contributions to the 403(b) Plan must be made to an investment provider approved by your Employer.  Before 
enrolling in the Plan, you should first establish an account with one of the Providers listed in this Notice.  Once you have 
executed an investment contract, you should establish an account through the Plan’s web site and create a secure login 
and password.   
 
 
Assistance 

You may enroll in the Plan or receive assistance with these provisions by contacting the Plan’s Third Party Administrator, 
your Employer’s Benefit Administrator or a representative for one of the Investment Companies listed in this Notice.  
Additional information about the provisions and options in your Plan are available by contacting PenServ Plan Services, 
Inc. at (800) 849-4001 or from the Plan’s web site (see below).     
 

 



Mississippi Valley State University 403(b) Plan    2016 Universal Availability Notice 

 
 

 
Investment Provider Options 
 

Provider and Product Name Product Type Contact 

AXA Equitable Annuities (800) 628-6673 / www.axaonline.com  

TIAA CREF Annuities (800) 842-2776 / http://www.tiaa-cref.org 

Variable Annuity Life Ins. Co. (VALIC) Annuities (800) 548-9651 / www.valic.com 

 
 
Third Party Administrator 
PenServ Plan Services, Inc.    
Plan Recordkeeper     
Phone 800.849.4001 
www.penserv.com     
Email:  403badministration@penserv.com   

 
Employer Benefits Administrator 
Mississippi Valley State University 
Deneen Banks 
Phone:  662.254.3530 
Email:  dgbanks@mvsu.edu  
 
 
Plan Web Site is available at: 
www.penserv.com 
Select:  Login to Your Account 
 
 
 
 

 

http://www.axaonline.com/
http://www.tiaa-cref.org/
mailto:403badministration@penserv.com
mailto:dgbanks@mvsu.edu
http://www.penserv.com/


403(b) Salary Deferral and Investment Election Agreement   Mississippi Valley State 
University 

Position/Title

Evening Phone Day Phone

Email AddressDate of EmploymentDate of Birth

ZipStateCity

Address

Social Security No.Participant Name

Married

Unmarried

Full Time

Part Time

PARTICIPATION ELECTIONS

Salary 
Deferral
Elections

 
 I hereby apply for Participation in the above-named 403(b) Plan and direct my employer 

to withhold through payroll reduction the following amounts from each pay. I understand 

this election will be applied to future contributions only and will remain in effect until I 

direct new elections through the Plan’s Internet or Voice Response System.

NOTE: I understand that if I am 50 years of age or will reach the age of 50 during this 

calendar year any contribution deferrals in excess of the traditional salary will be 

applied to the Age 50 Catch-up option.

 
Election to
Defer 
Participation

I do not want to participate in the Plan at this time.  I understand that I may change this 

election by completing a new Enrollment Form prior to the next Plan Entry Date.

Please discontinue my Salary Deferral Contributions to the Plan.  I understand that I will 

be able to resume participation by completing a new Enrollment Form prior to the next 

Plan Entry Date.

 
Election to 
Revoke 
Participation

I direct my new money to be invested in the funds selected below.   I understand these investment directions will remain in effect until I 

direct new elections through the Plan’s web site or voice response system.

Investment Elections

Fund Name

Amount to 
Traditional 403(b) 
(Per Pay Period)

Amount to Roth 403(b) 
(Per Pay Period)

AXA Equitable

TIAA-CREF

Variable Annuity Life Insurance Company (VALIC)

Total

By signing this Agreement, Employee agrees to modify his/her salary as indicated above and Employer agrees to contribute this amount 
on Employee’s behalf into the 403(b) annuity(ies) or custodial account(s) selected by Employee and authorized by the Employer.   It is 
intended that the requirements of all applicable state and federal tax rules and regulations (Applicable Law) will be met.   Employee 
understands and agrees that this Agreement:

1. Is legally binding and irrevocable with respect to amounts paid or  available while it is in effect; however, is effective only for 
amounts not yet earned or made available. 

2. May be terminated at any time for amounts not yet paid or available, and that a termination request is permanent and 
remains in effect until a new salary reduction agreement is submitted;
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Social Security No.Participant Name

Employee further agrees that:
In conjunction with his/her Employer, he/she is responsible for determining that his/her salary reduction amount does not exceed 
the limits of the Applicable Law;
He/she is responsible for the accuracy of information provided by Employee, which is used in determining Employee’s maximum 
annual contribution limit; 
Employer has no liability for any losses suffered by Employee that result from his/her participation in the 403(b) plan; 
He/she acknowledges that Employer has made no representation to Employee regarding the advisability, appropriateness or tax 
consequences of the purchase of the 403(b) plan.  Nothing herein shall affect the terms of employment between Employer and 
Employee; 
This agreement supersedes all prior 403(b) salary reduction and/or deduction agreements and shall automatically terminate if 
employment with Employer is terminated.

• 

• 

• 
• 

• 

Important Information 
Although Employer must authorize Service Providers, Employer does not choose the annuity contract(s) or custodial account(s) in 
which 403(b) contributions are invested.
Employees are responsible for setting up and signing the legal documents to establish the annuity contract or custodial account, 
except for certain group annuity contracts under which Employer may be required to establish the contract.  
In order to receive the expected tax results, Employees are responsible for investing in annuity contracts or custodial accounts that 
meet the requirements of Section 403(b) of the Internal Revenue Code.
Employees are responsible for naming a death beneficiary under the 403(b) plan. This is normally done at the time the annuity 
contract or custodial account is established. Beneficiary designations should be reviewed periodically.
Employers are responsible for all distributions and any other transactions with the Service Provider. All rights under the annuity 
contracts or custodial accounts are enforceable solely by Employee, Employee’s beneficiary or Employee’s authorized 
representative. However Employer has certain responsibilities under the 403(b) Plan with respect to the integrity of the 
transactions for the Plan and may require an authorized representative from the Employer (or their Designee) to approve any 
requested transaction by Employees. Employee must cooperate directly with Service Provider, Employer, or their Designee, as 
directed by Employer to transfer contract(s) or custodial account(s) to another Service Provider, begin distributions, make loans, 
exchanges or otherwise access 403(b) plan assets.
Employees are responsible for determining that salary reductions do not exceed the allowable contribution limits under Applicable 
Law.

• 

• 

• 

• 

• 

• 

• 
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Social Security No.Participant Name

SIGNATURES

Under penalties of perjury, I certify that the above information (including my social security number) is correct and I am an employee of 
the Employer. I also: (1) acknowledge receipt of the current prospectus; (2) agree to promptly give Instructions to the Sponsor 
necessary to enable the Custodian to carry out its duties under the Group Custodial Agreement; (3) represent that whenever 
information as to any taxable year is required to be filed with the Internal Revenue Service, the individual will file such information with 
Internal Revenue Service unless filed by the Custodian; (4) accept responsibility for computing the annual Exclusion Allowance and the 
limitations on Elective Deferrals under the Internal Revenue Code; and (5) acknowledge that this Group Custodial Agreement operates in 

conjunction with the Employer’s 403(b) Plan document. I hereby agree to participate in the 403(b)(7) Group Custodial Account offered 

by the Custodian. I acknowledge receipt of a copy of the custodial account document under which this 403(b)(7) Group Custodial 
Account is established, and a copy of this Participation Agreement. I direct that my contribution be invested as indicated on my 
enrollment form, and I direct that all benefits upon my death be paid as indicated above. In the event that this is a rollover contribution, 
the undersigned hereby irrevocably elects, pursuant to the requirements of Section 1.402(a)(5)-1T of the IRS regulations, to treat this 
contribution as a rollover contribution.  

Sponsor: PenServ Plan Services, Inc.

  Check here if you control another consulting or other business or company.

I understand that all rights under the annuity(s) or custodial accounts established by me under the 403(b) plan are enforceable solely by 
me, my beneficiary or my authorized representative. I also understand that no later than January 1, 2009, my Employer will have a 
403(b) Plan in place that will require my Employer, or their designee to authorize certain distributions and loans, and that it will not be 
solely my responsibility to authorize such transactions.  By signing this Agreement, I authorize any Service Provider, or their delegee to 
provide information on my Account to Employer or another Service Provider if such information is necessary for compliance purposes or 
to effectuate such transactions as I may request.  

  

EMPLOYEE SIGNATURE

Employer Name

Date:Participant Signature:

Mississippi Valley State University 
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MISSISSIPPI VALLEY STATE UNIVERSITY 
 

SEXUAL HARASSMENT POLICY 
 

I. STATEMENT OF POLICY 
 
Mississippi Valley State University is committed to the principle that the working and 
learning environment be free from inappropriate conduct of a sexual nature.  Sexual 
harassment is inappropriate, unprofessional and illegal behavior that will not be tolerated 
by the University.  Individuals who engage in such conduct will be subject to disciplinary 
action. 
 

II. SCOPE OF POLICY 
 
This policy applies to all administrators, faculty, staff and students and is applicable 
regardless of the gender of the complainant or the alleged harasser. 

 
 

III. DEFINTION 
 

A. Sexual Harassment.  Sexual harassment includes unwelcomed sexual 
advances, requests for sexual favors, or verbal or physical conduct of as sexual 
nature when: 

 
1. Submission to such conduct is made either explicitly or implicitly as 

terms or conditions of employment or student status; 
 
2. Submission to or rejection of such conduct is used as a basis for 

evaluation in making personnel or academic decisions affecting that 
individual; or 

 
3. Such conduct has the purpose of effect of unreasonably interfering with 

an individual’s performance as an administrator, faculty member, staff or 
student, or creating an intimidating, hostile or offensive environment. 

    
 

B. Examples.   Examples of behavior that could be considered sexual harassment 
include but are limited to: 

 
1. Physical contact of sexual nature including touching, patting, hugging, or 

brushing against a person’s body; 
 
2. Explicit or implicit propositions or offers to engage in sexual activity; 

 
3. Comments of a sexual nature including sexually explicit statements, 

questions, jokes or anecdotes; remarks of a sexual nature about a person’s 



clothing or body; remarks about sexual activity; speculation about sexual 
experience; 

 
4. Exposure to sexually oriented graffiti, pictures, posters, or materials; and/or 

 
5. Physical interference with, or restriction of, an individual’s movements. 

 
 

 
IV. INFORMAL COMPLAINT PROCEDURES 

 
This process may be used as a prelude to filing a formal complaint or, as an alternative.  
It is not necessary that this option be used.  Any one who believes that he or she has 
been subjected to sexual harassment may immediately file a formal complaint as 
described in Section V of this policy.  An individual wishing to utilize the options under 
the informal process should contact the Director of Human Resources or if the 
complainant is a student, the Vice President for Student Affairs. 
 

A. Consultative Services. are a part of the informal process and are designed to 
provide a member of the university community an opportunity to discuss specific 
concerns in a confidential setting.  Assistance will be provided to help the 
employee understand the definition and the legal implications of sexual 
harassment. 

 
B. Informal Assistance.  The complainant is provided assistance in attempting to 

resolve possible sexual harassment if the complainant does not wish to file a 
formal complaint.  Such assistance may include strategies for the complainant to 
inform the offending party that his or her behavior is unwelcomed and should 
cease, action by an appropriate University official to stop the unwelcomed 
conduct, or informal mediation. 

 
C. Confidentially.  The University will endeavor to maintain confidentiality to the 

extent permitted by law.  Where the complainant’s desire to maintain anonymity 
constrains attempts at establishing facts and eliminating the potential 
harassment, the University will attempt to find the right balance between the 
complainant’s desire for privacy and confidentiality, and the responsibility of the 
University to provide an environment free of sexual harassment.  However, not 
all circumstances will allow for complete confidentiality and, the University may 
take a more formal action in cases of egregious sexual harassment. 

 
 
 
 
 
 
 
 



V. FORMAL COMPLAINT PROCEDURE 
 

A. Reporting. 
 
1. Mississippi Valley State University encourages any person who believes 

that he or she has been subjected to sexual harassment to immediately 
report the incident to (1) the appropriate supervisor of the accused faculty 
member or employee, (2) to the Director of Human Resources or, (3) when 
a student is complainant or the accused individual, to the Vice President for 
Student Affairs.  In no case will a complainant be required to report such 
behavior to the person accused in the misconduct.  The complainant will be 
advised of the procedures for filing a formal complaint of sexual harassment 
at the time he or she reports the alleged harassment.  When a supervisor or 
the Vice President for Student Affairs receives a complaint, he or she will 
immediately notify the Director of Human Resources. 

 
2. In order to initiate the investigation process, the complainant should submit 

a written statement setting out the details of the conduct that is the subject 
of the complaint.  While an investigation may begin on the basis of an oral 
complaint, the complainant is strongly encouraged to file a written complaint.  
When a supervisor or the Vice President of Student Affairs receives a 
complaint with a written statement, he or she shall immediately notify the 
Director of Human Resources. 

 
B. Compliant Investigation.  

 
1. The Director of Human Resources and/or the Vice President for Student 

Affairs will investigate all complaints that are supported by a written 
statement, as appropriate.  If the complaint is not in writing, the 
investigator should prepare a statement of what he or she understands 
the complaint to be and seek to obtain verification of the complaint from 
the complainant. 

 
2. As part of the investigation process, the accused individual shall be 

provided with a copy of the complaint and allowed a reasonable time to 
respond in writing. 

 
3. Any persons thought to have information relevant to the complaint shall 

be interviewed and such interviews shall be appropriately documented.  
Other acceptable methods for gathering information include, but are 
limited to, visual inspection of materials alleged to be offensive and 
follow-up interviews as necessary. 

 
4. The investigation of a complaint will be concluded as soon as possible 

after receipt of the written complaint.  The Vice President for Academic 
Affairs shall review investigations exceeding sixty (60) days, and 
justification documented.  The complainant, the accused individual 



(respondent), and the supervisor will be provided an update on the 
progress of the Investigation after the interview. 

 
5. Upon completion of the investigation, a written report will be submitted 

to the appropriate administrative head.  A copy of the report shall be 
sent to the appropriate vice president.  The report shall include:  
findings, a recommendation as to whether disciplinary action should or 
should not be pursued against the accused individual and a proposed 
disciplinary penalty, if disciplinary action is recommended.  
Recommendations for disciplinary action regarding faculty and staff will 
be handled in accordance with the University’s policies and procedures 
for discipline and dismissal of faculty and staff.  The Vice President of 
Student Affairs will proceed with the investigation and disposition of 
complaint against a student in accordance with the University’s student 
disciplinary procedures. 

 
C. Retaliation.  A faculty member, student or employee, who retaliates in any way 

against an individual who has brought a complaint pursuant to this policy in good 
faith or, who retaliates against an individual who has participated in good faith in 
an investigation of such a complaint, is subject to disciplinary action, including 
dismissal or expulsion as appropriate. 

 
D. Confidentiality.  To the extent permitted by the circumstances and the law, 

complaints and information received during the investigation will remain 
confidential.  Relevant information must be provided to those persons who need 
to know in order to achieve a timely resolution of the complaint; therefore 
absolute confidentiality may be impossible. 

 
E. False Allegations.  Any faculty member, employee or student who is found to 

have intentionally made false allegations of sexual harassment against another 
shall be subject to disciplinary action up to and including dismissal from 
University employment or expulsion as a student, whichever is appropriate. 

 
F. The complaint procedures set out in this policy are intended as a guideline.  

Immaterial deviation from these procedures should not be considered failure on 
the part of the University to respond appropriately.  

 
 
 
 
 
 
 
 

 
 
 



 
 

MISSISSIPPI VALLEY STATE UNIVERSITY 
SEXUAL HARASSMENT POLICY 

VERFICATION OF RECEIPT 
 
 
 
 
 

By signing below, I verify that I have received a copy of the Mississippi Valley State University 
Sexual Harassment Policy.  I agree to read and I understand that if I have any questions regarding 
it, that I should direct them to Office of Human Resources. 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                                   __________________________________________ 

                                               Recipient 
 
                                               ________________________________________ 
                                               Date 
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►START HERE: Read instructions carefully before completing this form. The instructions must be available, either in paper or electronically, 

during completion of this form. Employers are liable for errors in the completion of this form.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work-authorized individuals. Employers CANNOT specify which 
document(s) an employee may present to establish employment authorization and identity. The refusal to hire or continue to employ 
an individual because the documentation presented has a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Attestation (Employees must complete and sign Section 1 of Form I-9 no later 
than the first day of employment, but not before accepting a job offer.)
Last Name (Family Name) First Name (Given Name) Middle Initial Other Last Names Used (if any)

Address (Street Number and Name) Apt. Number City or Town State ZIP Code

Date of Birth (mm/dd/yyyy) U.S. Social Security Number

- -

 Employee's E-mail Address Employee's Telephone Number

I am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in 
connection with the completion of this form.

I attest, under penalty of perjury, that I am (check one of the following boxes):

1. A citizen of the United States

2. A noncitizen national of the United States (See instructions)

3. A lawful permanent resident

4. An alien authorized to work    until 
(See instructions)

(expiration date, if applicable, mm/dd/yyyy):

(Alien Registration Number/USCIS Number):

Some aliens may write "N/A" in the expiration date field.

Aliens authorized to work must provide only one of the following document numbers to complete Form I-9:  
An Alien Registration Number/USCIS Number OR Form I-94 Admission Number OR Foreign Passport Number.

1. Alien Registration Number/USCIS Number:

2. Form I-94 Admission Number:

3. Foreign Passport Number:

Country of Issuance:

OR

OR

QR Code - Section 1   
Do Not Write In This Space

Signature of Employee Today's Date (mm/dd/yyyy)

Preparer and/or Translator Certification (check one):     
      I did not use a preparer or translator.  A preparer(s) and/or translator(s) assisted the employee in completing Section 1.
(Fields below must be completed and signed when preparers and/or translators assist an employee in completing Section 1.)
I attest, under penalty of perjury, that I have assisted in the completion of Section 1 of this form and that to the best of my 
knowledge the information is true and correct.

Signature of Preparer or Translator Today's Date (mm/dd/yyyy)

Last Name (Family Name) First Name (Given Name)

Address (Street Number and Name) City or Town State ZIP Code

Employer Completes Next Page
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USCIS  
Form I-9 

OMB No. 1615-0047 
Expires 08/31/2019

 Employment Eligibility Verification 
Department of Homeland Security  

U.S. Citizenship and Immigration Services 

Section 2. Employer or Authorized Representative Review and Verification 
(Employers or their authorized representative must complete and sign Section 2 within 3 business days of the employee's first day of employment. You 
must physically examine one document from List A OR a combination of one document from List B and one document from List C as listed on the "Lists 
of Acceptable Documents.")

Last Name (Family Name) M.I.First Name (Given Name)
Employee Info from Section 1

Citizenship/Immigration Status

List A
Identity and Employment Authorization Identity Employment Authorization

OR List B AND List C

Additional Information QR Code - Sections 2 & 3 
Do Not Write In This Space

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Document Title

Issuing Authority

Document Number

Expiration Date (if any)(mm/dd/yyyy)

Certification: I attest, under penalty of perjury, that (1) I have examined the document(s) presented by the above-named employee, 
(2) the above-listed document(s) appear to be genuine and to relate to the employee named, and (3) to the best of my knowledge the 
employee is authorized to work in the United States. 

The employee's first day of employment (mm/dd/yyyy):  (See instructions for exemptions)

Signature of Employer or Authorized Representative Today's Date(mm/dd/yyyy) Title of Employer or Authorized Representative

Last Name of Employer or Authorized Representative First Name of Employer or Authorized Representative Employer's Business or Organization Name

Employer's Business or Organization Address (Street Number and Name) City or Town State ZIP Code

Section 3. Reverification and Rehires (To be completed and signed by employer or authorized representative.)
A. New Name (if applicable)
Last Name (Family Name) First Name (Given Name) Middle Initial

B. Date of Rehire (if applicable)
Date (mm/dd/yyyy)

Document Title Document Number Expiration Date (if any)  (mm/dd/yyyy)

C. If the employee's previous grant of employment authorization has expired, provide the information for the document or receipt that establishes 
continuing employment authorization in the space provided below.

I attest, under penalty of perjury, that to the best of my knowledge, this employee is authorized to work in the United States, and if 
the employee presented document(s), the document(s) I have examined appear to be genuine and to relate to the individual. 

Signature of Employer or Authorized Representative Today's Date (mm/dd/yyyy) Name of Employer or Authorized Representative



LISTS OF ACCEPTABLE DOCUMENTS
All documents must be UNEXPIRED

Employees may present one selection from List A  
or a combination of one selection from List B and one selection from List C.

LIST A

2.   Permanent Resident Card or Alien 
Registration Receipt Card (Form I-551)

1.   U.S. Passport or U.S. Passport Card

3.   Foreign passport that contains a 
temporary I-551 stamp or temporary 
I-551 printed notation on a machine-
readable immigrant visa

4.   Employment Authorization Document 
that contains a photograph (Form 
I-766) 

5.   For a nonimmigrant alien authorized  
to work for a specific employer 
because of his or her status:

Documents that Establish 
Both Identity and 

Employment Authorization

6.   Passport from the Federated States of 
Micronesia (FSM) or the Republic of 
the Marshall Islands (RMI) with Form 
I-94 or Form I-94A indicating 
nonimmigrant admission under the 
Compact of Free Association Between 
the United States and the FSM or RMI

b. Form I-94 or Form I-94A that has  
the following:
(1) The same name as the passport; 

and
(2) An endorsement of the alien's 

nonimmigrant status as long as 
that period of endorsement has 
not yet expired and the 
proposed employment is not in 
conflict with any restrictions or 
limitations identified on the form.

a. Foreign passport; and

For persons under age 18 who are 
unable to present a document 

listed above:   

1.   Driver's license or ID card issued by a 
State or outlying possession of the 
United States provided it contains a 
photograph or information such as 
name, date of birth, gender, height, eye 
color, and address

9.   Driver's license issued by a Canadian 
government authority

3.   School ID card with a photograph

6.   Military dependent's ID card

7.   U.S. Coast Guard Merchant Mariner 
Card

8.   Native American tribal document

10.   School record or report card

11.   Clinic, doctor, or hospital record

12.   Day-care or nursery school record

2.   ID card issued by federal, state or local 
government agencies or entities, 
provided it contains a photograph or 
information such as name, date of birth, 
gender, height, eye color, and address

4.   Voter's registration card

5.   U.S. Military card or draft record

Documents that Establish  
Identity 

LIST B

OR AND

LIST C

8.   Employment authorization 
document issued by the 
Department of Homeland Security

1.   A Social Security Account Number 
card, unless the card includes one of 
the following restrictions:

2.   Certification of Birth Abroad issued 
by the Department of State (Form 
FS-545)

3.   Certification of Report of Birth 
issued by the Department of State 
(Form DS-1350)

4.   Original or certified copy of birth   
      certificate issued by a State,  
      county, municipal authority, or  
      territory of the United States  
      bearing an official seal

5.   Native American tribal document

7.   Identification Card for Use of 
Resident Citizen in the United 
States (Form I-179)

Documents that Establish  
Employment Authorization

6.   U.S. Citizen ID Card (Form I-197)

(2)  VALID FOR WORK ONLY WITH 
INS AUTHORIZATION

(3)  VALID FOR WORK ONLY WITH 
DHS AUTHORIZATION

(1)  NOT VALID FOR EMPLOYMENT
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Examples of many of these documents appear in Part 8 of the Handbook for Employers (M-274).

Refer to the instructions for more information about acceptable receipts.







Form 89-350-12-8-1-000  (Rev. 11/12)

              MISSISSIPPI EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE

Employee's Name SSN

Employee's Residence
Address

Marital Status

EMPLOYEE:  1. Single

File this form with your 
employer.  Otherwise, you 
must withhold Mississippi 
income tax from the full 
amount of your wages.  

EMPLOYER:
Keep this certificate with 
your records.  If the 
employee is believed to 
have claimed excess 
exemption, the Department 
of Revenue should be 
advised. 

Personal Exemption Allowed

CLAIM YOUR WITHHOLDING PERSONAL EXEMPTION
Amount Claimed

         Enter $6,000 as exemption . . . .      $

Mississippi Department of Revenue
P.O. Box 960

Jackson, MS  39205
Number and Street City or Town State Zip Code

(Check One)

(a)

(b)

Spouse NOT employed: Enter $12,000      $

Spouse IS employed: Enter that part of   
$12,000 claimed by you in multiples of 
$500.  See instructions 2(b) below  .        $

2. Marital Status

3. Head of Family

Enter $9,500 as exemption.  To qualify 
as head of family, you must be single
and have a dependent living in the 
home with you.  See instructions 2(c)
and 2(d)below . . . . . . . . . . . .        $

You may claim $1,500 for each dependent*, other than 
for taxpayer and spouse, who receives chief support 
from you and who qualifies as a dependent for Federal 
income tax purposes.
* A head of family may claim $1,500 for each
dependents excluding the one which qualifies you
as head of family. Multiply number of dependents
claimed by you by $1,500. Enter amount claimed .  . . 

4. Dependents

Number Claimed

$

5. Age and 
Blindness 

● Age 65 or older Husband     Wife     Single

● Blind              Husband     Wife     Single

Multiply the number of blocks checked by $1,500.  
Enter the amount claimed  . . . . .
* Note:  No exemption allowed for age or blindness 

for dependents.  

$

$

1.  The personal exemptions allowed: 
     (a) Single Individuals   $6,000            (d)  Dependents             $1,500
     (b) Married Individuals (Jointly) $12,000          (e)  Age 65 and Over     $1,500
     (c) Head of family $9,500            (f)   Blindness                 $1,500

2.  Claiming personal exemptions: 
     (a) Single Individuals enter $6,000 on Line 1. 

Military Spouses 
Residency Relief Act 
Exemption from Mississippi 
Withholding

INSTRUCTIONS

 6. TOTAL AMOUNT OF EXEMPTION CLAIMED - Lines 1 through 5...

* Note:  No exemption allowed for age or blindness 
for dependents.  

$

7. Additional dollar amount of withholding per pay period if 
agreed to by your employer . . . . . .  . . . . . . . . . . . $

8. If you meet the conditions set forth under the Service Member 
Civil Relief, as amended by the Military Spouses Residency 
Relief Act, and have no Mississippi tax liability, write 
"Exempt" on Line 8.  You must attach a copy of the Federal
Form DD-2058 and a copy of your Military Spouse ID Card to
this form so your employer can validate the exemption claim..

I declare under the penalties imposed for filing false reports that the amount of exemption claimed on this
certificate does not exceed the amount to which I am entitled or I am entitled to claim exempt status. 

Employee's Signature: Date:

(e)  An additional exemption of $1,500 may be claimed by either taxpayer or spouse or both if   
either or both have reached the age of 65 before the close of the taxable year.  No 
additional exemption is authorized for dependents by reason of age.  Check applicable 
blocks on Line 5.    

(d)  An additional exemption of $1,500 may generally be claimed for each dependent of the 
taxpayer.  A dependent is any relative who receives chief support from the taxpayer and 
who qualifies as a dependent for Federal income tax purposes.  Head of family individuals 
may claim an additional exemption for each dependent excluding the one which is required 
for head of family status.  For example, a head of family taxpayer has 2 dependent children 
and his dependent mother living with him.  The taxpayer may claim 2 additional exemptions.  
Married or single individuals may claim an additional exemption for each dependent, but 

(c)  Head of Family

A head of family is a single individual who maintains a home which is the principal place of
abode for himself and at least one other dependent.  Single individuals qualifying as a head 
of family enter $9,500 on Line 3.  If the taxpayer has more than one dependent, additional 
exemptions are applicable.  See item (d).

(b)  Married individuals are allowed a joint exemption of $12,000.

If the spouse is not employed, enter $12,000 on Line 2(a).  If the spouse is employed, the 
exemption of $12,000 may be divided between taxpayer and spouse in any manner they 
choose - in multiples of $500.  For example, the taxpayer may claim $6,500 and the spouse 
claims $5,500; or the taxpayer may claim $8,000 and the spouse claims $4,000.  The total 
claimed by the taxpayer and spouse may not exceed $12,000.  Enter amount claimed by 
you on Line 2(b).  

(f)  An additional exemption of $1,500 may be claimed by either taxpayer or spouse or both if   
either or both are blind.  No additional exemption is authorized for dependents by reason of  
blindness.  Check applicable blocks on Line 5.  Multiply number of blocks checked on Line 5 
by $1,500 and enter amount of exemption claimed.    

should not include themselves or their spouse.  Married taxpayers may divide the number of their 
dependents between them in any manner they choose; for example, a married couple has 3 children 
who qualify as dependents.   The taxpayer may claim 2 dependents and the spouse 1; or the taxpayer 
may claim 3 dependents and the spouse none.  Enter the amount of dependent exemption on Line 4. 

3.   Total Exemption Claimed:
Add the amount of exemptions claimed in each category and enter the total on Line 6.  This     
amount will be used as a basis for withholding income tax under the appropriate withholding 
tables.  

4.   A NEW EXEMPTION CERTIFICATE MUST BE FILED WITH YOUR EMPLOYER WITHIN 
30 DAYS AFTER ANY CHANGE IN YOUR EXEMPTION STATUS.  

5.   PENALTIES ARE IMPOSED FOR WILLFULLY SUPPLYING FALSE INFORMATION 

6.   IF THE EMPLOYEE FAILS TO FILE AN EXEMPTION CERTIFICATE WITH HIS 
EMPLOYER, INCOME TAX MUST BE WITHHELD BY THE EMPLOYER ON TOTAL 
WAGES WITHOUT THE BENEFIT OF EXEMPTION..  

7.   To comply with the Military Spouse Residency Relief Act (PL111-97) signed on November 

11, 2009.          

q p p p y
may claim an additional exemption for each dependent excluding the one which is required 
for head of family status.  For example, a head of family taxpayer has 2 dependent children 
and his dependent mother living with him.  The taxpayer may claim 2 additional exemptions.  
Married or single individuals may claim an additional exemption for each dependent, but 

EMPLOYER, INCOME TAX MUST BE WITHHELD BY THE EMPLOYER ON TOTAL 
WAGES WITHOUT THE BENEFIT OF EXEMPTION..  

7.   To comply with the Military Spouse Residency Relief Act (PL111-97) signed on November 

11, 2009.          
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