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ARTICLE I – ORGANIZATION OF HUMAN RESOURCES SYSTEM 

 

SECTION 1 – PURPOSE 

 

The purpose of this Ordinance is to establish a human resources system that will 

recruit, select, develop and maintain an effective and responsible work force. This 

Ordinance is established under the authority of the Official Code of Georgia 

Annotated §36-1-21. 

SECTION 2 – APPLICATION 
 

All employees in the County’s service shall be subject to this Ordinance, except as 

provided in this Section. 

A. The following officials are not subject to this Ordinance: 

1. Elected Officials, 

2. County Attorney, and 

3. Members of advisory boards or commissions. 

B. The County Manager and County Clerk are not subject to the 

following Articles and Sections: 

1. Recruiting and Employment Article (except the Equal 

Employment Opportunity Policy Section, and the Disability 

Accommodation Section), 

2. The Reinstatement Section of the Separation and Reinstatement 

Article, 

3. Disciplinary Actions Article, 

4. Grievance Procedure Article, and 

5. Adverse Action Appeal Procedure Article. 
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C. Employees of Elected Officials are employed at the will and pleasure 

of the Elected Official and are not subject to the following Articles 

and Sections: 

1. Recruiting and Employment Article (except the Equal 

Employment Opportunity Policy Section, the Implementation 

of EEO Policy Section, the Disability Accommodation Section, 

and the Promotion Section), 

2. The Reinstatement Section of the Separation and Reinstatement 

Article, 

3. Disciplinary Actions Article, and 

4. Adverse Action Appeal Procedure Article. 

D. Employees of the Georgia Cooperative Extension Service who 

receive a supplement shall only be subject to the following Articles 

and Sections: 

1. The Hours of Operation and Attendance Section of the 

Conditions of Employment Article, and 

2. The Holidays Section, and the Holidays – When Work 

Required Section of the Leaves of Absence Article. 

E. Employees in Seasonal or Temporary Positions are not subject to the 

following Articles and Sections: 

1. Recruiting and Employment Article (except the Equal 

Employment Opportunity Policy Section, the Implementation 

of EEO Policy Section, the Disability Accommodation Section, 

the Disqualification Section, the Qualifications Standards 

Section, and the Selection Process Section), 

2. Leaves of Absence Article (except the Family and Medical 

Leave Section), 
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3. Separation and Reinstatement Article (except the Loss of 

License, Certification, or Other Job Requirements Section, and 

the Return of County Property Section), 

4. Disciplinary Actions Article, and 

5. Adverse Action Appeal Procedure Article. 

 
SECTION 3 – DEFINITIONS 

 

A. Anniversary Date – An employee’s most recent date of employment 

for Spalding County service in a Regular Position. 

B. Department Head – An employee who is the chief administrative 

officer of a County department with the legislated or delegated 

authority to make hiring decisions. 

C. Elected Official – For purposes of applying this Ordinance to 

employees of an Elected Official, an Elected Official is the incumbent 

holding one of the following offices:  Chief Magistrate Judge, Clerk 

of Court, Coroner, Probate Judge, Sheriff, Solicitor, State Court 

Judge, Superior Court Judge, and Tax Commissioner. 

D. Full-time Employee – An employee who is scheduled to work the 

number of hours per Work Period designated by the Board of 

Commissioners as full-time. 

E. Part-time Employee – An employee who is scheduled to work less 

than the number of hours per Work Period designated by the Board of 

Commissioners as full-time. 

F. Position – A set of current duties and responsibilities assigned by a 

Department Head, requiring the full-time, part-time, seasonal, or 

temporary employment of one (1) person.  The existence of a Position 
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or its identity does not depend upon it being occupied by an 

employee. 

G. Probationary Employee – A person appointed to a Regular Position 

who has not yet completed the Probationary Period. 

H. Probationary Period – The required period of time an employee 

serves upon entering County service before obtaining status as a 

Regular Employee. 

I. Reclassification – The reassignment of an existing Position from one 

Class to another, based on changes in job content such as duty, 

difficulty, required skill, and responsibility of the work performed. 

J. Regular Employee – An employee who has completed at least twelve 

(12) months satisfactory County service, and who has been 

recommended for continued employment by the Department Head. 

K. Regular Position – A Position approved by the Board of 

Commissioners in which the duties and responsibilities are required 

on a regular on-going basis and requires either the full-time or part- 

time employment of a person. 

L. Seasonal Employee – A person appointed to serve in a Position for a 

portion of the year to meet peak or seasonal workload demands. 

M. Temporary Employee – A person appointed to serve in a Position for 

a short duration, usually not to exceed four (4) months. 

SECTION 4 – RESPONSIBILITY OF BOARD OF COMMISSIONERS 
 

The Board of Commissioners shall establish the Personnel Ordinance, amend the 

Ordinance as necessary, and shall make and confirm appointments when so 

specified by law. 
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SECTION 5 – RESPONSIBILITY OF COUNTY MANAGER 
 

The County Manager shall be responsible to the Board of Commissioners for the 

administration of the Personnel Ordinance. The County Manager shall appoint, 

demote, suspend, and remove all county officers and employees except those 

elected by the people or other county officers or employees whose appointment, 

suspension, demotion, or removal is otherwise provided for by ordinance or law. 

The County Manager shall make appointments, suspensions, and terminations in 

accordance with the Recruiting and Employment Article, Separation and 

Reinstatement Article, Disciplinary Actions Article, and Adverse Action Appeal 

Procedure Article of this Ordinance. 

SECTION 6 – RESPONSIBILITY OF HUMAN RESOURCES DIRECTOR 

 

The County Manager shall appoint a Human Resources Director who shall be 

responsible for administering the Personnel Ordinance and perform such other 

duties in connection with a human resources system as the County Manager shall 

require, such as: 

A. Apply, interpret, and carry out this Ordinance and the policies adopted 

thereunder, as directed by the County Manager. 

B. Establish and maintain official employee records of all persons in the 

County service, setting forth each officer and employee, Class title of 

Position, pay or status history, and such other records necessary to 

manage the human resources functions. 

C. Develop and administer such recruiting programs as may be necessary 

to obtain an adequate supply of competent applicants to meet the 

needs of the County. 

D. Encourage and exercise leadership in the development of effective 

human resources administration within the various County 
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departments, and to make available the facilities of the Human 

Resources department to this end. 

E. Investigate, from time to time, the operation and effect of this 

Ordinance and of the policies made thereunder, and report such 

findings and recommendations to the County Manager. 

F. Make recommendations to the County Manager regarding the human 

resource functions, as well as revisions to the human resources 

system, as may be appropriate. 

G. Issue and publish any necessary administrative directive, supplements, 

interpretations, procedures, and necessary prescribed forms and 

reports for any human resources matter for the proper functioning, 

maintenance, and documentation of the procedures established by and 

in accordance with this Ordinance. 

All matters dealing with personnel shall be forwarded to the Human Resources 

Director, who shall maintain a complete system of personnel files and records. 

SECTION 7 – RESPONSIBILITY OF DEPARTMENT HEADS 

 

A Department Head, with the approval of the County Manager, may establish rules 

that are related to the work performed by his or her department and those rules 

shall have the same force and effect of the rules set forth herein. 
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ARTICLE II – POSITION CLASSIFICATION PLAN 

 

SECTION 1 – PURPOSE 

 

The Position Classification Plan assigns Positions with similar kinds of duties into 

Classes for similar treatment in selection, compensation and other employment 

processes. A Class is a Position, or group of Positions, having similar duties and 

responsibilities requiring similar qualifications, which can properly be designated 

by one (1) job title indicative of the nature of work performed, and which carries 

the same Salary Range. 

SECTION 2 – ALLOCATION OF POSITIONS 

 

The Human Resources Director shall ensure each Position covered by the Position 

Classification Plan is allocated to an appropriate Class in the Plan. 

SECTION 3 – ADMINISTRATION OF THE POSITION CLASSIFICATION PLAN 
 

The Human Resources Director, or person(s) designated by the County Manager, 

shall be responsible for administering and maintaining the Position Classification 

Plan so that it accurately reflects the duties performed by employees in the Classes 

to which their Positions are allocated. Elected Officials and Department Heads 

shall be responsible for notifying the Human Resources Director of the need for 

new Positions, and material changes in the nature of duties, responsibilities, 

working conditions, or other factors affecting the classification of any existing 

Position. 

New Positions shall be budgeted only with the approval of the Board of 

Commissioners after which the Human Resources Director shall allocate the new 

Position to the appropriate Class within the existing Position Classification Plan, or 
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recommend that the County Manager amend the Position Classification Plan to 

establish a new Class to which the new Position may be allocated. 

When the Human Resources Director finds that a substantial change has occurred 

in the nature or level of duties and responsibilities of an existing Position, the 

Human Resources Director shall: 

A. Direct that the existing Class specification be revised, 

B. Reallocate the Position to the appropriate Class within the existing 

Position Classification Plan, or 

C. Recommend that the County Manager amend the Position 

Classification Plan to establish a new Class to which the Position may 

be allocated. 

SECTION 4 – AMENDMENT TO THE POSITION CLASSIFICATION PLAN 

 

Classes of Positions shall be added to and deleted from the Position Classification 

Plan based on the recommendation of the Human Resources Director to the County 

Manager. 
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ARTICLE III – PAY PLAN 

 

 

SECTION 1 – PURPOSE 

 

The Pay Plan establishes a basic salary structure of pay grades including rates of 

pay from minimum to maximum for Positions in the Position Classification Plan. 

SECTION 2 – ADMINISTRATION OF THE PAY PLAN 
 

The Human Resources Director shall be responsible for administering and 

maintaining the Pay Plan. The Pay Plan is intended to provide equitable 

compensation for all Positions reflecting the difference in duties and 

responsibilities, the rates of pay for comparable Positions in private and public 

employment in the area, the financial conditions of the County, and other relevant 

factors. The Human Resources Director shall from time to time make comparative 

studies of factors affecting the Pay Plan and shall recommend any changes to the 

County Manager for approval by the Board of Commissioners. The Pay Plan for 

Spalding County shall be administered in a fair and systematic manner with the 

goal of being externally competitive, maintaining proper internal relationships 

among Positions, and recognizing performance as the basis for pay increases 

within the established Salary Range. 

SECTION 3 – USE OF SALARY RANGES 

 

The following provisions shall govern the Hiring Rate and Pay Increments within 

the Salary Range: 

A. Hiring Rate – The Hiring Rate is the minimum rate in the Salary 

Range paid to an employee when hired into Spalding County 

employment. Appointment above the Hiring Rate may be made on 

the recommendation of the Elected Official or Department Head with 
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the approval of the County Manager when deemed necessary in the 

best interest of the County. Appointments above the Hiring Rate shall 

be based on factors such as the qualifications of the applicant being 

higher than the minimum qualifications for the Class, a shortage of 

qualified applicants available at the Hiring Rate, and/or the refusal of 

qualified applicants to accept employment at the minimum rate in the 

Salary Range. Initial appointments above 10% of the position’s 

minimum rate must be approved by the Board of Commissioners. 

B. Pay Increments Within the Salary Range – The Board of 

Commissioners may approve, subject to the availability of funds, a 

Pay Increment for Regular Full-time employees who have completed 

the initial Probationary Period and are in a Class assigned to a Salary 

Range. A Pay Increment may not cause an employee’s pay rate to 

exceed the maximum rate of pay for the Salary Range. 

SECTION 4 – PAY RATES IN PROMOTION, DEMOTION, TRANSFER, AND 

RECLASSIFICATION 

 

A. Promotion – An employee who is promoted to a class in a higher 

pay grade will receive a salary increase equal to the dollar difference 

between the minimum salary of the current grade and the minimum 

salary of the new grade.  The increase may not cause an employee’s 

pay rate to exceed the salary range of the new pay grade and the 

increase shall not exceed 20 percent of the current salary. 

B. Demotion – An employee who is demoted to a class in a lower pay 

grade will receive a salary decrease equal to the dollar difference 

between the minimum salary of the current grade and the minimum 

salary of the new grade.  The increase may not cause an employee’s 
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pay rate to fall below or exceed the salary range of the new pay grade 

and the decrease shall not exceed 20 percent of the current salary. 

C. Transfer – An employee transferring from a Position in one Class to 

a Position in another Class assigned to the same Salary Range shall 

continue to be paid at the same rate. 

D. Reclassification – When a Position is reclassified to a Class having a 

higher pay grade, an employee’s pay rate will change in accordance 

with the Promotion process. 

When a Position is reclassified to a Class having a lower pay grade, an 

employee’s pay rate will change in accordance with the Demotion 

process. 



June 18, 2019 

 

Article III – Page 4  

SECTION 5 – TEMPORARY WORK IN A HIGHER CLASS 
 

An employee may be designated by the County Manager or Elected Official to 

work in a higher graded Class on a temporary or emergency basis. 

A. If the employee is so designated because the Position in the higher 

graded Class is vacant, the employee’s pay rate will change 

immediately upon his or her temporary appointment to the higher 

graded Class. 

B. If the employee is so designated because the incumbent in the higher 

graded Class is on an approved Leave of Absence, the employee may 

be required to perform the duties for a period of up to 12 weeks with 

no increase in pay. If the employee is required to perform the duties 

for a period exceeding 12 weeks, the employee shall be given a 

temporary appointment to the higher graded Class and the employee’s 

pay rate will change immediately following the 12
th 

week. 

An employee’s pay rate will change in accordance with the Promotion process, 

provided that the pay increase shall not exceed 10 percent of the current salary. At 

the conclusion of the temporary appointment, the employee’s pay rate shall return 

to the pay rate prior to the temporary appointment, plus any general pay increases 

that occurred since the temporary appointment. 

A temporary appointment may not exceed six (6) months unless approved by the 

Board of Commissioners. 

SECTION 6 – ON CALL PAY 

 

A Department Head, with the approval of the County Manager, may establish an 

On Call schedule for employees in his or her department to respond to emergency 

situations.  A department may require an employee to be On Call for the purpose 

of reporting to duty during the employee’s off-duty hours to respond to emergency 



June 18, 2019 

 

Article III – Page 5  

situations. On Call time is defined as the time spent by an employee outside of 

normal work hours when the employee is required to be immediately reachable by 

cell phone or other device in the event the employee is contacted to report to duty. 

In accordance with the Fair Labor Standards Act (FLSA), On Call time is not 

considered hours worked as long as the employee’s activities are not so restricted 

that he or she cannot use the time effectively for his or her own purposes. 

On Call status will be assigned for a one (1) week period as designated by the 

Department Head and County Manager. One employee in a department may be 

assigned to On Call status during the one (1) week period. The employee assigned 

to On Call status may not “swap” his or her On Call status with another employee. 

The employee assigned to On Call status must be able to report to duty within 45 

minutes of being contacted. The employee may not consume alcohol or other 

substances that violate the Alcohol and Substance Abuse Section of the Conditions 

of Employment Article while assigned to On Call status. 

An FLSA Non-exempt employee assigned to On Call status will be paid $30 for 

the one (1) week period of On Call status. FLSA Exempt employees may not 

receive On Call pay. 

SECTION 7 – CALL BACK PAY 

 

An FLSA Non-exempt employee who is called back to work for an unscheduled 

period of time will be paid for the greater of two (2) hours or for the actual hours 

worked. 

An FLSA Exempt employee who is called back to work for an unscheduled period 

of time will receive Offset Time for the greater of two (2) hours or for the actual 

hours worked. 
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An employee called back to work because of his or her own negligence (i.e., due to 

improper care of County equipment, failure to complete work, etc.) shall only be 

paid for the actual hours worked. 

SECTION 8 – MEAL AND BREAK PERIODS 
 

A bona fide Meal Period is not counted as hours worked or paid time provided the 

Meal Period is at least 30 minutes during which the employee is completely 

relieved of his or her duties. FLSA Non-exempt employees will be paid for any 

Meal Period during which the employee is not completely relieved from duty or 

that is short in duration (Meal Period of less than 30 minutes). Meal Periods 

should not exceed one (1) hour. 

Employees may be permitted two (2) fifteen minute Break Periods each day at the 

discretion of the Department Head when workload and schedules permit. Break 

Periods may not be combined nor taken in conjunction with start time, Meal 

Period, or end of work time. 

FLSA Exempt employees shall work the number of hours necessary to assure the 

satisfactory performance of duties. 

SECTION 9 – EXEMPT AND NON-EXEMPT 
 

Spalding County classifies each employee or Position as either Exempt or Non- 

exempt from the Overtime provisions of the FLSA. 

A. An employee is Exempt if determined to be an Executive, 

Administrative, Professional, or other qualifying employee as defined 

by the FLSA. 

B. Elected Officials and their appointees, as defined by the FLSA, are 

Exempt. 

C. All other employees are classified as Non-exempt. 
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SECTION 10 – HOURS WORKED 
 

Hours worked include any time an employee is required to be on duty, on County 

premises, at a designated workplace for the County, and all times where the 

employee is performing work for the County.  Hours worked also include any 

work done on or away from the work premises, if the County has reason to believe 

or knows that work is being done.  Time spent traveling to and from training is not 

compensable unless the travel time falls within regular working hours. Travel time 

for training is considered the same as normal commute to work time. 

Spalding County must maintain accurate records of each employee’s hours worked 

to: 

A. Meet requirements under federal and state law, 

B. Ensure employees are paid correctly for hours worked, 

C. Maintain accurate leave records, and 

D. Allocate costs to appropriate departmental accounts. 

All employees must maintain and report an accurate record of hours worked. 

Hours worked in a day shall be rounded to the nearest quarter hour. 

SECTION 11 – OVERTIME COMPENSATION 

 

Overtime refers to actual hours worked in excess of 40 hours in a 7-day Work 

Period (43 hours in a 7-day Work Period or 86 hours in a 14-day Work Period for 

law enforcement; 212 hours in a 28-day Work Period for fire protection). The 

Work Period is defined in the Pay Period and Work Period Section in this Article. 

A. Employees (except for law enforcement and fire protection employees 

covered under Section 7(k) of the FLSA) considered Non-exempt 

under federal or state law who are required to work more than 40 

hours during a Work Period receive Overtime pay at one and one-half 

times the regular hourly rate for each hour worked in excess of 40 
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hours in a Work Period. 

B. Employees considered Non-exempt under federal or state law and 

who are engaged in law enforcement activities under Section 7(k) of 

the FLSA who are required to work more than 43 hours during a 7- 

day Work Period or more than 86 hours during a 14-day Work Period 

receive Overtime pay at one and one-half times their regular hourly 

rate for each hour worked in excess of 43 hours, or 86 hours, in a 

Work Period. 

C. Employees considered Non-exempt under federal or state law and 

who are engaged in fire protection activities under Section 7(k) of the 

FLSA who are required to work more than 212 hours during a 28-day 

Work Period receive Overtime pay at one and one-half times their 

regular hourly rate for each hour worked in excess of 212 hours in a 

28-day Work Period. 

Paid time off, such as Sick Leave, Annual Leave, Holidays, etc., is not included as 

hours worked for purposes of determining or computing an employee’s entitlement 

to Overtime pay. 

A Department Head or Elected Official may adjust an employee’s work schedule 

in order to avoid or minimize overtime hours by scheduling equivalent time off 

without pay prior to the end of the Work Period. 

All Overtime work must be authorized in advance by the employee’s Department 

Head, Elected Official, or designee. Reasonable efforts should be made when 

possible to ensure that Overtime work is evenly distributed among employees in a 

department. 

SECTION 12 – OFFSET TIME 

 

Offset Time is time off from work accrued by an employee who is in a pay status 
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where the total hours of paid leave plus the total hours worked in the Work Period 

exceed the Overtime threshold. A Non-exempt employee may accrue Offset Time 

on a straight-time hour for hour basis. An Exempt employee may accrue Offset 

Time on a straight-time hour for hour basis for hours worked in excess of his or 

her regular work schedule. 

Offset Time may be initiated as determined by the County Manager or the Elected 

Official as a means to control salary budget expenditures. The determination of 

whether to initiate Offset Time will be applied on a county-wide or department- 

wide basis. Employees will be notified regarding the period of time that Offset 

Time will be utilized. 

The following is an example of how Offset Time may be accrued by an employee 

on a 40 hour 7-day Work Period: 

 
Tuesday Wednesday Thursday Friday Saturday Sunday Monday 

Sick Leave 
8 Hours 

Worked 
8 Hours 

Worked 
10 Hours 

Worked 
8 Hours 

Worked 
4 Hours 

Off Worked 
8 Hours 

 

In the example, the employee was in a pay status for 46 hours (38 hours worked + 

eight (8) hours Sick leave). If the County elects to initiate Offset Time, the 

employee is paid for 40 hours (38 hours worked + two (2) hours Sick leave) and 

accrues six (6) hours of Offset Time (from the remaining six (6) hours of Sick 

leave). 

The Department Head, Elected Official and employee are responsible for 

monitoring the time the employee is in a pay status. If it appears that the employee 

will accrue Offset Time in the Work Period, the following options may be used to 

manage Offset Time: 

A. The employee’s schedule may be adjusted by scheduling time off for 

the employee prior to the end of the Work Period to avoid accruing 

Offset Time. 
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B. If accrued paid leave was used during the Work Period, the amount of 

paid leave charged may be adjusted if the employee is notified and the 

adjustment is made prior to approval of the timesheet for the Work 

Period. 

C. Allow the employee to accrue Offset Time. 

If Offset Time is not initiated by the County Manager or Elected Official, the 

employee may be paid for all hours in pay status. 

An employee shall not accrue more than 240 hours of Offset Time. A Non-exempt 

employee with an Offset Time balance greater than 240 hours, as of the effective 

date of this Section, may retain the accrued Offset Time in excess of 240 hours 

until the excess hours are used.  Offset Time should be used by an employee prior 

to other paid leave as long as it does not result in the employee forfeiting Annual 

leave. 

A Non-exempt employee may carry accrued Offset Time from one calendar year to 

the next. An Exempt employee may not carry accrued Offset Time from one 

calendar year to the next. An employee will not be paid for accrued Offset Time 

when the employee separates from employment. 

SECTION 13 – PAY PERIOD AND WORK PERIOD 
 

A Pay Period is a period of 14 consecutive calendar days (336 hours) beginning 

with the first shift that includes the 9:00 a.m. hour on Tuesday and continuing 

through the shift that ends immediately prior to 9:00 a.m. the following second 

Tuesday.  Each bi-weekly paycheck will cover one (1) Pay Period. 

A. The regular Work Period for employees is a period of seven (7) 

consecutive calendar days (168 hours) beginning with the first shift 

that includes the 9:00 a.m. hour on Tuesday and continuing through 
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the shift that ends immediately prior to 9:00 a.m. the following 

Tuesday. 

B. The regular Work Period for employees engaged in law enforcement 

activities under Section 7(k) of the FLSA is either: 

1. A period of 14 consecutive calendar days (336 hours) beginning 

with the first shift that includes the 9:00 a.m. hour on Tuesday 

and continuing through the shift that ends immediately prior to 

the 9:00 a.m. the following second Tuesday, or 

2. A period of seven (7) consecutive calendar days (168 hours) 

beginning with the first shift that includes the 9:00 a.m. hour on 

Tuesday and continuing through the shift that ends immediately 

prior to 9:00 a.m. the following Tuesday. 

C. The regular Work Period for employees engaged in fire protection 

activities under Section 7(k) of the FLSA is a period of 28 consecutive 

calendar days (672 hours) beginning with the first shift that includes 

the 9:00 a.m. hour on Tuesday and continuing through the shift that 

ends immediately prior to the 9:00 a.m. the following fourth Tuesday. 

Because the nature of the work varies across Spalding County, starting, quitting, 

meal and break times vary according to the needs of a particular department. 

Employees are expected to observe the hours set by the Department Head or 

Elected Official. 

SECTION 14 – PAYROLL DEDUCTIONS AND EMPLOYEE PAY 
 

Only payroll deductions specifically mandated or authorized by federal or state act, 

or authorized by the Board of Commissioners, may be deducted from an 

employee’s pay. 
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Each employee is responsible for reviewing his or her pay each Pay Period to 

verify he is she has been paid correctly. Employee questions about earnings, 

deductions or hours should be directed to the Human Resources department. 

SECTION 15 – PROFICIENCY PAY (Effective July 1, 2019) 

PURPOSE:  To encourage job-related higher education and training to provide an 

incentive to County employees for broadening their education and training in order to 

become more proficient and professional in the performance of their respective County 

jobs.  Will provide a short and long-term career path for employees and will provide a 

tangible value to the County. 

STATEMENT OF POLICY:  It is the policy of Spalding County to provide 

proficiency pay to employees who complete an approved degree or bona fide 

certification program which is directly applicable to their respective position and job 

duties with the County, and is higher than the minimum requirements of the 

employee’s position.  The County recognizes the enhanced performance and value of 

additional job-related certification programs and degrees, and offers pay increases to 

reflect that value. 

ELIGIBILITY: 

• Part-time and Full-time employees are eligible to participate in the Proficiency 

Pay Policy program. 

• Employees must discuss goals with their supervisor prior to beginning a 

documented career path. The goals will be documented, marked approved or 

denied, signed by the employee and supervisor, and forwarded to Human 

Resources.   

• Satisfactory performance evaluations are a requirement for participation in the 

Proficiency Pay Policy.  
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Examples of degree, diploma and/or certification programs - The following degrees 

will make an employee eligible for Proficiency Pay if the degree program is directly 

applicable to the employee's position with the County (as determined by the department 

head, Human Resources Director and County Manager), is above the minimum 

qualifications for the position, and is from an accredited college or university.  Job 

descriptions containing “or any equivalent combination of education, training and 

experience which provides the necessary knowledge, skills and abilities for the 

position” do not qualify for an Educational Incentive until a higher level of education 

as stated in the job description for the position is obtained.  For example, a position 

requiring a four-year college degree or equivalent does not qualify for an Educational 

Incentive for obtaining the four-year college degree. 

l.  Associate’s degree 

2.  Bachelor's degree 

 3.  Master's degree 

          4.  Certification program directly related to the employee’s position and job 

duties. 

Certification programs: 

• are time-limited and may require the individual to verify on-going competence 

in order to continue to hold the certification. 

• validate that an individual has demonstrated the knowledge, skills and abilities 

to be competent in the profession covered by the certification and participates 

in an ongoing program designed to maintain their competence over time. 

An approved list of certification programs will be maintained in the Ordinance (See 

Attachment "A"). Consideration for additional certifications may be submitted by the 

Department Head or Elected Official, will require written approval by the County 

Manager and Human Resources Director, and will be considered during budget  
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review.  Budget approval for additional certifications must be received prior to 

enrollment for proficiency pay to apply. 

INCENTIVE AMOUNT: Upon the completion of an approved degree or 

certification program, employees will be awarded a percentage of his/her current rate 

of pay per the following scale.  Proficiency Pay is limited to five (5) percent per 

fiscal year and fifteen (15%) maximum.  Total proficiency pay for education may not 

exceed 7.5%.   

Associate’s degree 2.5% 

Bachelor’s degree 5.0% 

Master’s degree 7.5% 

Certification programs  2.5% (unless denoted *) 

EVIDENCE OF COMPLETION: Upon the completion of an approved degree or 

certification program, the employee is required to submit evidence of completion 

to his or her department head. After review and approval, the department head will 

submit all documents and a letter requesting Proficiency Pay to the Human 

Resources Director for approval.  The County Manager must approve prior to 

processing. 

EFFECTIVE DATE: Evidence of completion and request for Proficiency Pay 

must be received by the Human Resources Director in a timely manner.  Pay 

increases will be effective on the date of receipt/approval in Human Resources and 

will not include retroactive pay. 

EXCLUSIONS: The Proficiency Pay Policy is not intended to be used to reward 

employees who have participated in various short-term workshops, seminars, or 

programs.  Certificate of attendance programs are not eligible for Proficiency Pay 

as they only confirm that an individual has participated in a specific education 

event and achieved the learning outcomes.  
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Employees who must complete mandated training in order to successfully complete 

their working test period due to new hire or promotion (i.e. POST requirements) are 

not eligible for Proficiency Pay for completing the required mandated training.  

Exhibit A 

Certification programs which may make an employee eligible for Proficiency Pay  

include the following: 

Administration 

UGA Finance Officers Certification Program Level I, Il 

UGA County Clerk Certification Program 

UGA County Clerk Master’s Certification Program 

Certified Public Purchasing Buyer  

Certified Public Purchasing Officer 

Animal Control 

NACA Certified Animal Control Officer/Code 3 Module A and B 

NACA Certified Animal Control Officer/Code 3 Module C Animal Cruelty 

Investigator 

Community Development 

AICP Planner Certification, American Planning Association  

Correctional Institution 

*Drug Alcohol Addition Certification Preparation Program 

Professional Management Program, Columbus State University 

State of Georgia POST Instructor Training 

State of Georgia POST Firearms Instructor Training 

Elections 

Certified Election/Registration Administrators National Certification 

Fire 

Chief Fire Officer 

EMT – Basic, Advanced or Intermediate 

Fire Community Relations 

Fire Educator 

Fire Investigator 

Fire Officer 

Fire Technical Rescue  
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Firefighter - Intermediate 

Firefighter Preparation 

*Paramedic  

Human Resources 

GLGPA Certified Human Resource Manager  

GLGPA Advanced Human Resource Manager 

International Personnel Management Association- Certified HR Professional 

Leisure Services 

**Certified Park & Recreational Professional (CPRP) 

**Certified Park & Recreational Executive (CPRE) 

GRPA Leadership Year 1, 2 and 3 – combination of 2 years required 

Parks  

**Certified Park & Recreational Professional (CPRP) 

**Certified Park & Recreational Executive (CPRE) 

GRPA Leadership Year 1, 2 and 3 – combination of 2 years required 

GRPA Maintenance Management School Year 1, 2, 3 – combination of 2 years 

required 

NRPA Maintenance Management School Year 1 

NRPA Maintenance Management School Year 2 

NRPA Maintenance Management School Year 3 

Public Works 

GRPA Maintenance Management School Year 1, 2, 3 – combination of 2 years 

required 

Sheriff’s Office 

State of Georgia P.O.S.T. Council Career Development Program Advanced 

Certification 

State of Georgia P.O.S.T. Council Career Development Program Executive 

Certification 

State of Georgia P.O.S.T. Council Career Development Program Intermediate 

Certification 

State of Georgia, P.O.S.T. CHAMPS Instructor Certification 

State of Georgia, P.O.S.T. Crime Scene Technician 

Drug Recognition Expert 

*Federal Bureau of Investigation (FBI) National Academy Program 
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State of Georgia P.O.S.T. Council Field Training Officer 

State of Georgia P.O.S.T. Council Instructor Certification 

Jail Special Response Team (SRT) 

State of Georgia P.O.S.T. Council Management or Command College* 

State of Georgia P.O.S.T. Council Senior Deputy Certification 

State of Georgia P.O.S.T. Council Supervision or Professional Management* 

GCIC TAC (Terminal Agency Coordinator) 

SWAT Team 

*5% certification increase due to length of extensive training. 

**Per National Recreation and Park Association an individual may be either a CPRP 

or a CPRE but cannot maintain both certifications at one time.  

SECTION 16 – EMPLOYEE INCENTIVE PROGRAM 

 

The Employee Incentive Program is designed to provide an opportunity for 

employees to be rewarded for recommending cost-saving or revenue recovery 

improvements to County operations. The Employee Incentive Program is subject to 

funding by the Board of Commissioners each fiscal year. 

A. Eligibility – Any Regular Full-time or Regular Part-time employee of 

Spalding County shall be eligible to participate in the Employee 

Incentive Program.  Commissioners, the County Manager and the 

Administrative Services Director are ineligible to participate in the 

Employee Incentive Program. 

B. Recommendation Guidelines – 

1. Recommendations shall not affect the level of service to 

taxpayers, 

2. Recommendations shall not result in any employee being laid 

off, 

3. Recommendations should provide for a monetary reduction in 

at least one (1) budget line item that can be realized within the 
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current fiscal year of implementation, and 

4. Recommendations may result in additional expenditures; 

however, such expenditures shall create savings greater than the 

amount expended after the first fiscal year of implementation.  
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C. Procedure – The employee shall complete and submit the Employee 

Incentive Program Suggestion form to his or her Department Head 

who may add additional comments and will forward the form to the 

County Manager. The County Manager will forward the form to the 

Budget Review Committee for consideration and recommendation. 

The Budget Review Committee’s recommendation will be forwarded 

to the Board of Commissioners for consideration and approval. 

D. Compensation Award – After approval by the Board of 

Commissioners, the employee making the recommendation shall be 

eligible for the following: 

1. Savings between $5,000 and $20,000 (employee shall receive a 

$500 compensation award), 

2. Savings between $20,000 and $50,000 (employee shall receive 

a $1,000 compensation award), 

3. Savings that exceed $50,000 (employee shall receive a $1,500 

compensation award). 

E. Award Presentation – The employee incentive award shall be 

presented to the employee by the Chairman or his or her designee at a 

Board of Commissioners meeting. 

SECTION 17 – LONGEVITY 

Longevity pay (effective July 1, 1995 – June 30, 2018) was paid to any County 

employee who: 

1. Completed at least ten (10) years of continuous service with the County on 

or before June 30 of the fiscal year preceding the year in which the payment 

is made.  Continuous service is defined as uninterrupted service without a 

break in pay and shall include approved leaves such as annual leave, sick 

leave, family medical leave, workers’ compensation leave, military leave,  
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educational leave, civil leave, volunteer service leave, or other approved 

leaves, with or without pay. 

2. Worked at least 1000 hours for each fiscal year for which continuous service 

is earned with the following exceptions: 

(a) Retiring and terminating employees qualifying for longevity pay who retire 

or leave employment before July 1 of the fiscal year in which the payment 

will be made will receive a final longevity payment, provided their 

anniversary date has passed for that fiscal year. Discontinued effective 

7/1/18 due to longevity being included with regular pay. 

(b) Employees who were initially employed with the Griffin-Spalding County 

Recreation Board shall be eligible for longevity pay and allowed to receive 

credit for continuous service provided that no interruption in service 

occurred from the employee’s initial date of employment, except as 

otherwise allowed herein. 

3. Does not receive a longevity payment or supplement, or any other salary 

increase because of longevity. 

Longevity pay shall be computed in accordance with the following schedule: 

FULL-TIME EMPLOYEES – Amounts decreased 50% effective FY 14 budget 

Years of Service    Amount 

10-14 years     $1,500.00 

15-19 years     $2,000.00 

20 or more years    $2,500.00 
PART-TIME EMPLOYEES WHO WORKED AT LEAST 1,000 HOURS 

DURING THE PREVIOUS FISCAL YEAR – Amounts decreased 50% effective FY14 budget 

Years of Service    Amount 

10-14 years     $   750.00 

15 –19 years     $1,000.00 

20 or more years    $1,250.00 

Effective July 1, 2018 longevity payments are included in eligible employees’ 

paychecks rather than being paid in a lump sum payment. 

 



August 6, 2018 

 

Article IV – Page 1  

ARTICLE IV – RECRUITING AND EMPLOYMENT 

SECTION 1 – EQUAL EMPLOYMENT OPPORTUNITY (EEO) POLICY 

 

It is the policy and practice of Spalding County to hire, train, and promote 

employees without discrimination because of race, religion, color, political 

affiliation, physical or mental disability, national origin, sex, age, genetic 

information or any other protected classification, except where physical or mental 

ability, sex, or age is a bona fide occupational qualification essential for job 

performance. This practice applies to all phases of human resources 

administration, including but not limited to, recruiting, recruitment advertising, 

testing, hiring, training, Promotion, Transfers, leave practices, rates of pay and 

benefits programs. 

Any applicant for employment, employee, or former employee who has reason to 

believe that he or she has been discriminated against in recruitment, employment, 

training, Promotion, Demotion, Termination or any other term or condition of 

employment, as a result of race, religion, color, political affiliation, physical or 

mental disability, national origin, sex, age or genetic information should notify the 

Human Resources Director or County Manager. 

SECTION 2 – IMPLEMENTATION OF EEO POLICY 
 

All personnel responsible for recruitment, employment, Promotions and other 

employment decisions shall implement this EEO Policy through procedures that 

will assure equal employment opportunity based on reasonable performance- 

related job requirements. Notices with regard to equal employment matters shall 

be posted conspicuously on Spalding County premises in places where notices are 

customarily posted. 
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SECTION 3 – DISABILITY ACCOMMODATION 
 

It is the policy of Spalding County to provide equitable treatment to persons having 

a physical or mental impairment that substantially limits a major life activity and to 

persons who have a record of, or who are regarded as, having such an impairment. 

The County will provide reasonable accommodation(s) to permit a qualified person 

with a disability to participate in the job application process, to perform the 

essential functions of a job, or to enjoy benefits and privileges of employment 

equal to those enjoyed by employees without disabilities. 

Requests for a reasonable accommodation by an applicant or employee should be 

made to the Human Resources Director. The Human Resources Director may 

request written documentation identifying the condition, how it affects the ability 

to perform the essential functions of the job, and what, if any, reasonable 

accommodations the employee believes will enable him or her to perform the 

essential job functions. The employee may be requested to provide information 

from his or her health care provider to confirm the nature of the impairment and to 

help identify possible accommodations. 

An individual with a disability must meet the minimum qualifications for the job 

and must be able to perform the essential functions of the job, with or without 

reasonable accommodations, as outlined under the Americans with Disabilities 

Act (ADA). 

If an employee is unable to perform the essential job functions of his or her current 

Position, with or without reasonable accommodations, an effort will be made to 

reassign the employee to an existing vacant Position for which the employee 

qualifies and can perform, with or without reasonable accommodation. 

The County is not required to change the essential functions of a job, create a 

Position or Promote an employee with a disability as an accommodation to the 
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employee. If an employee declines a reasonable accommodation, the employee 

may be considered not qualified to perform the essential functions of the job and 

the Department Head or Elected Official may request a Fitness-For-Duty 

examination in accordance with the Fitness-For-Duty Section of the Conditions of 

Employment Article. 

SECTION 4 – RECRUITING SOURCES 

 

When Regular Full-time and Regular Part-time Positions are to be filled within the 

County, Department Heads shall notify the Human Resources Director concerning 

the number and Class of Positions which are to be filled. The County shall 

publicize these opportunities for employment, including the applicable Hiring Rate 

and employment qualifications. Information on job openings and hiring practices 

shall be provided to recruiting sources, including organizations and news media 

available to minority applicants. In addition, a vacancy notice shall be posted for a 

minimum of seven (7) calendar days at designated conspicuous sites within the 

departments and on the County’s website. Individuals shall be recruited from a 

geographic area as wide as is necessary to ensure that well-qualified applicants are 

obtained for County service. The Human Resources Director may post a vacancy 

notice as either open to all applicants or open only to County employees. If a 

vacancy occurs within six (6) months after the most recent job posting closing date 

for the Class, the vacancy need not be re-advertised if a sufficient number of 

qualified applicants are on file from the most recent job posting. 

Positions classified as Seasonal or Temporary may be filled by a Department Head 

without posting a vacancy notice. 

An Elected Official may choose to follow this Section or establish his or her own 

procedures for recruiting. 
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SECTION 5 – APPLICATIONS FOR EMPLOYMENT 
 

Employment Applications shall only be accepted during the period a vacant 

Position is posted. All Applications shall indicate the specific Position for which 

the Application is filed.  Employment Applications may remain active for up to six 

(6) months from the date received by the Human Resources department. 

Employment Applications may not be accepted within a department. All referrals 

for interviews must come from the Human Resources department. Applications 

for employment in Positions within an Elected Official’s department may be 

accepted and interviewed by the Elected Official at any time. 

All Applications for Positions in Spalding County shall be made on forms 

prescribed by the Human Resources Director. Such forms shall request details 

covering education, training, experience, and other pertinent information needed to 

assess qualified applicants. All Applications shall be signed by the applicant 

attesting to the truth of all statements contained in the submitted Application form. 

To receive consideration, Applications must be received no later than the vacancy 

notice closing date. Incomplete Applications may be rejected; and falsified 

statements of material fact on the Employment Application form will be sufficient 

cause for Termination or rejection. 

SECTION 6 – DISQUALIFICATION 

 

The Elected Official, Department Head, Human Resources Director, or County 

Manager may reject from further consideration an Application or applicant when 

any of the following determinations are made: 

A. The applicant does not meet the minimum qualifications or other 

standards established for the Position or failed to submit a completed 

Employment Application form.  
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B. The applicant failed to submit his or her Application within the 

prescribed time period. 

C. The applicant made false statements of material fact, or practiced 

deception in his or her Application. 

D. The applicant has an unsatisfactory employment history of such a 

nature as to demonstrate unsuitability for employment with the 

County. 

E. Applicants convicted of a felony involving a violent crime, such as, 

but not limited to, an assault with a deadly weapon, aggravated 

assault, murder, or such other felony conviction(s), are ineligible for 

employment with the County. 

F. Applicants convicted of any other felony or misdemeanor (during the 

ten years prior to submitting an Application) will be considered on a 

case-by-case basis. 

G. The applicant fails to pass a medical examination and/or drug test 

after a conditional offer of employment has been made. 

H. The applicant is not eligible for employment in the United States. 

 
SECTION 7 – QUALIFICATION STANDARDS 

 

Employees shall meet the employment standards established by the Position 

Classification Plan and such other reasonable minimum standards as are listed on 

each job description or established for the Position. 

Minimum qualifications shall be reviewed periodically to assure that requirements 

conform to the actual job performance requirements. 
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An Elected Official may choose to follow this Section or establish his or her own 

qualification standards. 

SECTION 8 – SELECTION PROCESS 

 

Elected Officials and Department Heads shall make such investigations and 

conduct such examinations as deemed appropriate to fairly assess the applicant’s 

aptitude, education and experience, knowledge and skills, physical fitness and 

other qualifications required for Positions in the service of the County. 

Applicants shall be subject to Pre-Employment drug testing in accordance with the 

Alcohol and Substance Abuse Section of the Conditions of Employment Article. 

SECTION 9 – APPOINTMENTS 
 

Before any commitment is made to an applicant, the Department Head shall return 

the applicant’s completed Employment Application form to the Human Resources 

Director with a salary recommendation and the reasons for selecting the particular 

applicant over others. After investigating the qualifications and experience of the 

applicant, the Human Resources Director shall recommend approval or rejection of 

the appointment to the County Manager and determine the starting salary of the 

employee. 

Elected Officials shall make the appointment of employees within his or her 

department, and the Human Resources Director will determine the starting salaries 

of new employees in those departments. 

Employee Promotions, Transfers, or Demotions between departments require the 

approval of both Department Heads. If a Department Head wants to deny an 

employee’s movement from his or her department then the Department Head must 

document acceptable reasons for denying such a movement.  The Human 
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Resources Director and the County Manager will review all such denials for 

reasonableness. 

SECTION 10 – PROBATIONARY PERIOD OF EMPLOYMENT 

 

All employees appointed to a Regular Full-time or Regular Part-time Position shall 

be required to satisfactorily complete the Probationary Period prior to becoming a 

Regular Employee. An employee appointed or Promoted to a Regular Full-time or 

Regular Part-time Position shall serve a Probationary Period of twelve (12) 

months. An employee serving a Probationary Period following his or her initial 

appointment or re-employment may be Terminated at any time during the 

Probationary Period with or without cause. 

A Regular Employee serving a Probationary Period following a Promotion shall be 

Demoted in accordance with the Demotion Section of this Article if found to be 

performing his or her assigned duties unsatisfactorily. 

Before the employee completes the Probationary Period, the Department Head 

shall indicate in writing to the Human Resources Director: 

A. That the employee’s supervisor has discussed the employee’s progress 

(accomplishments, strengths, and weaknesses) with the employee; 

B. Whether or not the employee is performing satisfactory work; 

C. Whether or not the employee should be retained in the present 

Position, or should be Terminated, Transferred, or Demoted. 

Employees of Elected Officials are employed at the will and pleasure of the 

Elected Official and the use or completion of any Probationary Period does not 

alter that status. 

SECTION 11 – PROMOTION 
 

Employees selected for Promotion shall be chosen on the basis of their 
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qualifications, and on their work records without regard to age, sex, race, color, 

religion, national origin, physical or mental disability, or genetic information 

except where physical or mental ability, sex, or age is a bona fide occupational 

qualification essential for job performance. Performance appraisals and work 

records for all applicants shall be carefully examined prior to selecting an 

employee for Promotion. 

If a current County employee is selected for Promotion, the Department Head shall 

forward the employee’s name to the Human Resources Director with the reason(s) 

for selecting the employee over other applicants.  After considering the 

Department Head’s comments, the Human Resources Director shall recommend 

approval or rejection of the appointment to the County Manager. Elected Officials 

shall forward the employee’s name to the Human Resources Director with a 

recommendation for Class. Starting salary shall be determined in accordance with 

the Pay Rates in Promotion, Demotion, Transfer and Reclassification Section of 

the Pay Plan Article. 

Current employees who are promoted must complete a twelve (12) month 

Probationary Period in the position to which he or she is promoted. 
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SECTION 12 – DEMOTION 
 

Any Regular Employee whose work in his or her present Position is unsatisfactory, 

or whose personal conduct is unsatisfactory, may be Demoted, provided that the 

employee shows promise of becoming a satisfactory employee in another Position. 

Such a Demotion shall be preceded by the Notice of Adverse Action outlined in 

the Adverse Actions Section of the Disciplinary Actions Article. Any employee 

who is Demoted must complete a twelve (12) month Probationary Period in the 

Position to which he or she is Demoted. 

Employees of Elected Officials are employed at the will and pleasure of the 

Elected Official and may be Demoted at any time with or without cause. 

SECTION 13 – TRANSFER 

 

If a vacant Position is posted and an employee in a different Class at the same 

grade level is eligible for Transfer and is selected, the Department Head selecting 

the employee shall request the Transfer, subject to the approval of the Human 

Resources Director and County Manager. Elected Officials shall make the 

appointment of employee Transfers to or within his or her department and forward 

the employee’s name to the Human Resources Director. 
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ARTICLE V – CONDITIONS OF EMPLOYMENT 

 

SECTION 1 – HOURS OF OPERATION AND ATTENDANCE 

 

The normal of hours of operation for Spalding County are 8:00 a.m. to 5:00 p.m. 

Monday through Friday. A Department Head may establish alternative hours of 

operation necessary for his or her department with the approval of the County 

Manager. An Elected Official may establish alternative hours of operation 

necessary for his or her department with notification to the County Manager. 

Other hours of operation apply to employees working in departments operating on 

a 24-hour basis. 

Each employee is responsible for properly recording his or her attendance. Under 

no circumstances may an employee alter another employee’s attendance record, 

including, but not limited to, changing or filling out another employee’s time card 

and/or punching another employee in or out, unless specifically authorized by the 

Department Head in advance. Each Department Head shall be responsible for the 

attendance of all persons in his or her department. Violations of this Section may 

result in disciplinary action up to and including Termination. 

SECTION 2 – GIFTS AND FAVORS 
 

No employee shall solicit or accept for personal use, or for the use of others, any 

gift, favor, loan, gratuity, reward, promise of future employment, or any other 

thing of monetary value that might influence or appear to influence the judgment 

or conduct of the employee in the performance of his or her job. An employee 

may accept occasional unsolicited courtesy gifts (such as holiday baskets) as long 

as the gifts have a market value under $100.01, are customary in the industry, and 

do not influence or appear to influence the judgment or conduct of the employee 

in Spalding County’s business. 
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An Elected Official may choose to follow this Section or establish his or her own 

policy. 

SECTION 3 – POLITICAL ACTIVITY RESTRICTED 

 

Each employee has a civic responsibility to support good government by every 

available means and in every appropriate manner. Each employee may join or 

affiliate with civic organizations of a partisan or political nature, may attend 

political organizations in accordance with the Constitution and laws of the State of 

Georgia and in accordance with the Constitution and laws of the United States of 

America.  However, no employee shall: 

A. Engage in any political or partisan activity while on duty; 

B. Use official authority or influence for the purpose of interfering with 

or affecting the result of an election or nomination for office; 

C. Be required as a duty of employment or as a condition of 

employment, Promotion, or tenure in office to contribute funds for 

political or partisan purposes; 

D. Coerce or compel contributions for political or partisan purposes by 

another employee of the County; or 

E. Use any supplies or equipment of the County for political or partisan 

purposes. 

County employees who work in connection with programs financed in whole or in 

part by federal loans or grants are subject to 5 CFR Part 151 (the Hatch Act as 

amended).  This Act prohibits such an employee from: 

A. Using his or her official authority or influence for the purpose of 

interfering with or affecting the result of an election or a nomination 

for office; 
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B. Directly or indirectly coercing, attempting to coerce, command, or 

advise an officer or employee to pay, lend, or contribute anything of 

value to a political party, committee, organization, agency, or person 

for a political purpose; or 

C. Being a candidate for elective public office in a partisan election if the 

employee’s salary is paid completely, directly or indirectly, by loans 

or grants made by the United States or a federal agency. 

If any Spalding County employee seeks or accepts appointment or election to any 

public office that when the seeking or holding of such office would be 

incompatible with, or would substantially interfere with, or would create a Conflict 

of Interest in the discharge of his or her duties as an employee, such employee 

shall resign employment prior to assuming the public office if elected or appointed. 

If any Spalding County employee is elected or appointed to a public office in 

Spalding County government the employee shall resign employment prior to 

assuming the public office. 

Any violation of this Section shall be considered misconduct and shall subject such 

employee to Termination or other disciplinary action. 

SECTION 4 – OUTSIDE EMPLOYMENT 
 

The work of the County shall take precedence over other occupational interests of 

employees. Employees must report, in writing, all Outside Employment for 

salaries, wages, or commission and all self-employment to the employee’s 

Department Head and to the Human Resources Director. The Human Resources 

Director will report potentially conflicting employment to the County Manager. 

The County Manager will review such employment for possible Conflicts of 

Interest. The County has the right to expect that Outside Employment will not 

affect employee performance, attendance, or any other condition of employment 
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with the County. Outside work cannot be performed on the County’s time and 

must not interfere at any time with an employee’s ability to perform his or her 

work with maximum effectiveness and efficiency. Conflicting Outside 

Employment will be grounds for disciplinary action up to and including 

Termination. 

An Elected Official may choose to follow this Section or establish his or her own 

procedures for Outside Employment. 

SECTION 5 – EMPLOYMENT OF RELATIVES 
 

A member of an employee’s Immediate Family will be considered for employment 

on the basis of his or her qualifications. An Immediate Family member may not be 

hired, however, if employment would: 

A. Create a supervisor/subordinate relationship with an Immediate 

Family member; 

B. Have the potential for creating an adverse impact on work 

performance; or 

C. Create either an actual Conflict of Interest or the appearance of a 

Conflict of Interest. 

For the purpose of this Section, Immediate Family is defined as: mother, father, 

sister, brother, spouse, son, daughter, and step-child. 

This Section should be taken into consideration when assigning, transferring, or 

considering any other personnel action which would create one of the above 

conditions. 

Employees who become Immediate Family members as a result of marriage may 

continue employment as long as it does not create a supervisor/subordinate 

relationship, adversely impact work performance or create a Conflict of Interest. If 

the marriage creates a supervisor/subordinate relationship, adversely impacts work 
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performance or creates a Conflict of Interest, the employee(s) may be subject to 

disciplinary action up to and including Termination. 

No Immediate Family member of a Commissioner will be employed by any 

department under the Board of Commissioners. However, if an employee’s 

Immediate Family member is elected as a Commissioner after the employment of 

the employee then the employee may remain in his or her current Position. 

An Elected Official may choose to follow this Section or establish his or her own 

procedures for employment of relatives. 

SECTION 6 – DRIVING MOTOR VEHICLES 
 

The County provides County-owned vehicles for employees to perform their 

assigned tasks during normal working hours. County-owned vehicles shall be used 

in accordance with the vehicle use policies approved by the Board of 

Commissioners. 

Employees operating County vehicles, personal or other vehicles for County 

business, must possess a current valid Georgia driver’s license appropriate for the 

vehicle being operated and must meet the County’s driving standard. Employees 

shall observe all traffic laws, rules and regulations, and use common sense and 

good judgment. Employees operating emergency response vehicles must follow 

departmental rules for the operation of emergency response vehicles. 

Accidents in a County vehicle must be reported immediately to the appropriate 

Department Head, Elected Official or designee. 

SECTION 7 – SEATBELT USE 

 

All employees and passengers are required to wear a seat belt when traveling in 

any vehicle while in the course of conducting County business. The requirement 

applies to business travel in a vehicle owned or leased by Spalding County, in a 
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rental vehicle, and in a vehicle owned by an employee when being used for County 

business. 

An exception to wearing seatbelts will be permitted in the following 

circumstances: 

A. Prisoners/suspects of law enforcement officers being transported for 

short distances in the back seat of the vehicle when restraining devices 

or other circumstances prevent the proper wearing of seatbelts. 

B. Passengers in any motor vehicle where the manufacturer has not 

provided a seatbelt in the passenger’s seat. 

Failure to comply with this Section may subject the employee to disciplinary 

action, including Suspension and possible Termination. 

SECTION 8 – CELL PHONE USE 

 

The use of personal cell phones (including any digital communication device 

capability) shall be limited during the work day and County-owned cell phones are 

intended to be used for business purposes only. 

A. Personal Cell Phones – During work time, employees are expected to 

exercise the same discretion in using personal cell phones as is 

expected using any County phone. Excessive personal cell phone 

usage during the work day, regardless of the phone used, can interfere 

with employee productivity and be distracting to others.  Employees 

are expected to make personal calls during non-work time when 

possible and to ensure that friends and family members are aware of 

the County’s policy.  Flexibility may be provided in circumstances 

that may require immediate personal phone use. 

B. County-owned Cell Phones – Where business needs demand 

immediate access to an employee, the County may issue a County- 
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owned and serviced cell phone to an employee for work-related 

communications.  County cell phones are for official business only. 

If an employee uses a County cell phone for personal business, he or 

she must document and reimburse the County for the cost of personal 

calls in accordance procedures established by the Finance department. 

County cell phones remain the property of the County and shall be 

subject to inspection or monitoring (including related records) at any 

time. Employees in possession of County equipment such as cell 

phones are expected to protect the equipment from loss, damage, or 

theft. Records of cell phone usage may be subject to public disclosure 

under the Georgia Open Records Act. 

Employees who separate from employment with outstanding debts for 

equipment loss or unauthorized charges are expected to reimburse the 

County for such expenses. An employee failing to reimburse the 

County will be considered to have left employment not in good 

standing and may be subject to action for recovery of the loss. 

C. Driving and Cell Phone Use – Employees who operate a County 

vehicle or personal vehicle on County business are expected to refrain 

from using a cell phone while driving. Regardless of the 

circumstances, including slow or stopped traffic, employees are 

expected to pull off the roadway to a reasonably safe location and 

park the vehicle before placing or accepting a call. Employees are 

prohibited from text messaging, reading and/or writing emails or 

similar distracting activities while driving under any circumstances. 

Employees charged with traffic violations resulting from the use of a 

cell phone while driving on duty may be subject to disciplinary action 

and personal liability resulting from such traffic violations. 
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Drivers of Commercial Motor Vehicles are prohibited by U.S. 

Department of Transportation regulations from using hand-held cell 

phones while operating a Commercial Motor Vehicle. The Georgia 

Hands Free Law prohibits all drivers from using a hand-held cell 

phone while operating a motor vehicle.  

D. Audio or Video Recording – Employees with personal or County-

owned electronic communication devices that are camera-enabled are 

prohibited from using the still camera and audio and video recording 

functions of such devices anywhere during work hours unless for a 

warranted specific situation or occasion in which the Department 

Head or Elected Official has given specific approval in advance or in 

advance for the type of situation or occasion at issue.  

Violations of this Section will be subject to discipline, up to and 

including Termination. 

SECTION 9 – COMPUTER, INTERNET AND EMAIL USE 

This Section governs the use of Spalding County computer equipment, including 

software and data. Equipment owned or otherwise controlled by the County is 

authorized for employee use to perform his or her job duties. It is recognized that 

an employee may use personally owned computer equipment for County related 

business purposes and under such circumstances, the employee must comply with 

this Section when such equipment is used for County related business. 

Employees shall exercise due care in maintaining, protecting and securing County- 

owned computer equipment. Equipment shall be maintained in working condition 

and any loss or damage of such equipment shall be immediately reported by the 

employee to his or her supervisor. 
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The safety and security of the County’s computer system and resources must be 

considered at all times. Employees shall not share any password for any County 

computer with any unauthorized person, nor obtain any other user’s password by 

any unauthorized means. 

Use of any County-owned computer equipment (i.e. desktop and laptop computers, 

system terminals, printers, or others peripherals, or any software), is intended for 

County business purposes only. The County reserves the right to monitor all data, 

documents, electronic mail and other files at any time, with or without notice to the 

employee. The County Manager, Elected Official, Department Head, or designees 

may periodically audit the storage devices of all computers and reserve the right to 

remove any and all data not related to County business. 

Software shall only be installed on a County-owned computer system with the 

approval of the County Manager, Elected Official or Department Head. All 

software shall comply with license agreements and be scanned for viruses prior to 

installation on either the County’s computer networks, or any County-owned 

computer equipment. 

Employees shall not create, install, or knowingly distribute a computer virus, 

Trojan horse, worm, time bomb, or other computer programming routine that is 

intended to damage, detrimentally interfere with, surreptitiously intercept, or 

expropriate any system, data, or personal information of any kind on any County 

computer, regardless of whether any demonstrable harm results. Employees shall 

immediately report all virus infections to the County Manager, Elected Official or 

Department Head. 

For the protection of the County’s computer users, all data, documents, and email 

shall be stored on the County’s computer network servers. If any employee stores 

documents on a local hard disk, or any other media (such as magnetic media, 

optical media, flash drive, etc.) attached to either a County-owned or personal 
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computer, it is the employee’s responsibility to maintain back-up copies of the 

data, documents, email messages and other files. Electronic records may be 

subject to public disclosure under the Georgia Open Records Act and must be 

maintained in accordance with the County’s Records Retention policy. 

A. Internet Use – The Internet is a useful research and communication 

resource that may be available to County employees for uses related 

to County business.  This Section is intended to ensure that Internet 

use by County employees is consistent with all other County policies, 

all applicable laws, and the individual user’s job responsibilities. This 

Section established basic guidelines for appropriate Internet use, 

intended in particular to prevent the misuse of Internet access. Each 

employee is responsible for the appropriate use of this resource. 

Department Heads and Elected Officials are responsible for ensuring 

that each employee is familiar with this Section. 

The following are specific use policies: 

1. Employee Internet access must be authorized by the appropriate 

Department Head or Elected Official in each County 

department. 

2. Access to the Internet via County equipment is intended to be 

used for County business. Employees cannot disrupt or 

interfere with the work performed by other users of the 

County’s computer system or misrepresent the interest of the 

County. 

3. Limited Internet access for personal use may be permitted if it 

does not interfere with work responsibilities and does not 

disrupt the workplace. 

4. Employees may not use County equipment or resources to: 
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(a) Conduct a private business; 

(b) Conduct political campaigning; 

(c) Access sites that promote hatred or positions which are 

contrary to the County’s policies; 

(d) Access inappropriate sites such as, but not limited to, 

pornographic content, online gambling, and dating 

services; 

(e) Access sites that promote illegal activity, copyright 

violation, or activity that violates the County’s ethical 

standards; 

(f) Use the Internet to obtain or disseminate language or 

material that would normally be prohibited in the 

workplace; 

(g) Use encryption technology that has not been approved 

for use by the County; 

(h) Distribute unauthorized “mass” emails to users; 

(i) Access sites that distribute computer security exploits 

(“hacking” sites); 

(j) Use security exploit tools (“hacking” tools) to attempt to 

elevate user privileges or obtain unauthorized resources; 

(k) Use a County email address when posting to public 

forums such as blogs, social media sites, wikis, and 

discussion lists for personal use; or 

(l) Use streaming media for entertainment that adversely 

affects system performance during work hours. 

B. Email Use – All employee access to the County’s email system must 

be authorized by the appropriate Department Head or Elected Official 
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in each department. Use of the email system should be for County 

business use only. No person shall read, alter, or delete the computer 

files or email of any other person without specific authorization. 

Employees sending Confidential Information via email should use 

secure and/or encrypted technology. Employees must be aware of, 

and at all times attempt to prevent potential County liability in their 

use of email and the Internet. All outgoing messages that are 

confidential in nature must include the following disclaimer: 

“NOTICE:  This email message and all 

attachments transmitted with it may contain legally 

privileged and confidential information intended 

solely for the use of the addressee. If the reader of 

this message is not the intended recipient, you are 

hereby notified that any reading, dissemination, 

distribution, copying, or other use of this message 

or attachments is strictly prohibited. If you have 

received this message in error, please notify the 

sender immediately by telephone or electronic 

mail, and delete this message and all copies and 

backups thereof.” 

Employees may be disciplined up to and including Termination for improper use 

of County-owned equipment, software, the Internet and the email system. 

SECTION 10 – SOCIAL MEDIA 
 

The purpose of this Section is to establish guidelines for employees who post 

information to and access personal web pages or social networking technologies. 

Social media can take many different forms, including text, images, audio, and 
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video. Social media sites typically use technologies that include, but are not 

limited to, blogs, message boards, podcasts, posts, wikis, and vlogs. Examples of 

social media applications include, but are not limited to, MySpace
®
, Facebook

®
, 

Twitter
®
, and Blogger

®
. Despite the fact that social media is an emerging and 

rapidly changing technology, the County, through this Section, seeks to establish 

some basic guidelines for employees who use social media technologies. 

The intent of this policy is not to prohibit employees’ personal expression on the 

Internet. However, an employee’s online presence reflects upon the County, and 

employees should be aware that actions captured via images, posts or comments 

may discredit them and/or the County or adversely affect the efficiency or integrity 

of the County. Employees should be aware that information posted on the Internet 

is not secure or private, even if active steps are taken to restrict access to an 

employee’s site. Once information has been posted on the Internet, it is generally 

trackable, traceable, and accessible indefinitely. Law enforcement employees, in 

particular, are advised that, in the event information has been posted on the Internet 

identifying them as a law enforcement officer, they may be ineligible for 

assignments in which anonymity is required. 

All employees should be aware that due to the nature of their employment in the 

public sector, they are held to a higher standard. As a result, certain kinds of 

Internet postings may be detrimental to both the employee’s personal and 

professional capacity. It is the employee’s responsibility to ensure that the use of 

social media not interfere with the employee’s work, the work of other employees, 

or the County’s operations. Employees should exercise appropriate discretion, so 

as not to discredit the County or themselves as employees.  Employees are 

expected to refrain from using ethnic slurs, personal insults, or obscenity, or using 

language that may be considered hateful, harassing, or bullying. 
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Employees may be “friends” on social media sites with other employees, at the 

discretion of both employees. No employee is obligated, however, to interact with 

co-workers through social media technologies. 

It is the policy of the County that employees may not access social media 

technologies for personal use during work hours. 

Employees may not use personal accounts on social media websites to represent 

the County or official County business, or include the use of the County’s logo, 

images, or other promotional materials. 

Employees may not use County-owned computers, phones, or other resources to 

access and post to personal social media website accounts. 

Employees may not post any privileged or Confidential Information. Privileged or 

Confidential Information is information that is considered confidential by the 

Confidential Information Section of this Article. 

SECTION 11 – CONFIDENTIAL INFORMATION 
 

An employee may not directly or indirectly make use of Confidential Information 

acquired by virtue of employment with Spalding County in any manner except in 

the performance of his or her official duties. An employee may not provide to 

anyone or permit others to use Confidential Information except in the performance 

of his or her official duties. 

Confidential Information is anything considered to be confidential under Georgia’s 

Open Meetings and/or Open Records laws. 

SECTION 12 – FITNESS-FOR-DUTY 

 

Spalding County endeavors to provide a safe and productive work environment for 

the benefit of the employees and citizens of the County.  Employees are expected 

to safely and effectively perform the essential functions of their job and to discuss 
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with their supervisor any circumstances that may affect their ability to do so. 

Spalding County may require an evaluation of an employee’s physical or mental 

capabilities by a medical or mental health professional to determine his or her 

ability to perform the essential job functions. 

A Department Head or Elected Official with a question or concern about an 

employee’s ability to successfully perform the duties of a particular job may 

request a Fitness-For-Duty Exam. A Fitness-For-Duty Exam is an evaluation by a 

medical or a mental health professional selected by Spalding County to determine 

if an employee is physically or mentally able to perform the essential functions of a 

job.  A request for a Fitness-For-Duty Exam must be job-related and consistent 

with business necessity and should only be initiated when: 

A. An employee is returning from a long-term sickness or injury; 

B. An employee claims that he or she is unable to perform certain 

essential functions of a job; 

C. The Department Head or Elected Official believes that the employee 

cannot perform certain essential functions of a job; 

D. The employee may pose a direct threat to self or others due to a 

medical and/or mental health condition; or 

E. The employee’s healthcare provider(s) provide incomplete or 

contradictory information. 

A request for a Fitness-For-Duty Exam must be submitted in writing to the Human 

Resources Director and should include the employee’s name, the specific 

problem(s) in work performance or safety that necessitates the Fitness-For-Duty 

Exam, the specific essential job function(s) that is/are impaired due to the medical 

and/or mental condition (including a description of the impairment), a description 

of observed symptoms (when, where, what and who witnessed), and any evidence 
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or documentation that substantiates work performance problem(s) or a direct 

threat. 

The Human Resources Director will review the request with the Department Head, 

County Manager and/or Elected Official. If warranted, the Human Resources 

department will schedule the Fitness-For-Duty Exam and notify the Department 

Head or Elected Official, and the employee in writing and provide the applicable 

Authorization for Release of Medical Information form to the employee. The 

medical and/or mental health professional will provide a written report to the 

Human Resources Director, indicating whether the employee is fit for duty or not. 

If the evaluation by the medical or mental health professional concludes that the 

employee is not able to perform the essential functions of his or her Position, the 

Human Director will meet with the employee and Department Head or Elected 

Official to determine if there is a reasonable accommodation that will allow the 

employee to continue working. If a reasonable accommodation cannot be made, 

other options (such as finding a different Position, placing the employee on leave, 

or Termination of employment) may be considered and will be communicated to 

the employee by the Department Head or Elected Official. 

SECTION 13 – UNLAWFUL HARASSMENT 
 

Spalding County is committed to a work environment that is free from 

discriminatory practices, including Unlawful Harassment. It is illegal and against 

the policy of Spalding County for any person to harass, threaten, or intimidate an 

employee on the basis of race, color, religion, age, sex, disability, national origin, 

genetic information, or any other protected status. Spalding County will not 

tolerate conduct that constitutes Unlawful Harassment by its employees. 

Any supervisor, agent, or employee who has harassed another employee on the 

basis of race, color, religion, age, sex, disability, national origin, genetic 
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information, or any other protected status will be subject to appropriate 

disciplinary action up to and including Termination. 

Spalding County encourages any employee to raise questions he or she may have 

regarding discrimination, retaliation or harassment with the Human Resources 

Director or the County Manager. 

Conduct that violates this Section includes, but is not limited to the following: 

A. Unlawful Harassment can include, but is not limited to, creating an 

intimidating, hostile or offensive work environment for another on the 

basis of one’s race, color, religion, age, sex, disability, national origin, 

genetic information, or any other protected status. 

B. Unlawful Harassment includes unwelcome sexual advances, requests 

for sexual favors and other verbal or physical conduct of a sexual 

nature when: 

1. Submission to such conduct is made, directly or indirectly, a 

term or condition of a person’s employment; or 

2. Submission to or rejection of such conduct by a person is used 

as the basis for employment decisions affecting the person. 

C. Unlawful Harassment can include, but is not limited to: 

1. Verbal Harassment – Sexual innuendo, sexually suggestive 

comments, jokes, and/or teasing of an unwelcome nature, 

discussing sexual exploits, or continued requests for social or 

sexual contact. 

2. Physical Harassment – Unwelcome contact, touching or 

impeding movement. 

3. Visual Harassment – Unwelcome, derogatory or sexually 

suggestive posters, videos, cartoons, drawings, pictures, 

photographs, documents, writings, emails, staring or leering. 
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4. Sexual Favors – Unwanted sexual advances conditioning an 

employment benefit on an exchange of sexual favors. 

For purposes of this Section, definitions are provided for the following terms: 

A. Unwelcome – Used in the sense that the offended employee did not 

solicit or incite the conduct and regarded it as undesirable or 

offensive. 

B. Hostile/Offensive Work Environment – Determined based on the 

particular circumstances, but shall include severe or pervasive written, 

verbal, or physical conduct directed toward an employee on the basis 

of one’s race, color, religion, age, sex, disability, national origin, 

genetic information, or any other protected status. 

C. Reasonable Person Standard – Based on the complainant’s 

perspective, as long as that perspective is reasonable. In determining 

whether sexually offensive or other Unlawful Harassing conduct has 

occurred, it is no defense that the alleged harasser did not intend to 

harass. It is the impact on the complainant, not the intent of the 

alleged harasser that is evaluated. It is not a requirement that the 

complainant be the intended target of the offensive conduct. 

Witnessing offensive behavior between other employees may be 

grounds for complaint. 

Supervisory and employee responsibilities under this Section are outlined as 

follows: 

A. Supervisory Responsibility – Conduct of a harassing nature by any 

employee in a supervisory capacity is unacceptable and will not be 

tolerated. Supervisors are strictly prohibited from making any 

employment decision, directly or indirectly, based upon submission 

to, or rejection of, a request for a sexual favor.  Supervisors are also 
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strictly prohibited from engaging in any conduct that could reasonably 

be construed by another employee as threatening, offensive or 

intimidating so as to constitute a Hostile Work Environment in 

violation of this Section.  Any supervisor who engages in such 

conduct shall be subject to disciplinary action, up to and including 

Termination. 

Each supervisor, Department Head, and Elected Official of Spalding 

County is responsible for maintaining a workplace free of sexual and 

other Unlawful Harassment. This duty includes discussing this 

Section with all employees and assuring them that they are not to 

endure insulting, degrading, or exploitative sexual or Unlawful 

Harassing treatment in violation of this Section, and to immediately 

report perceived violations of this Section. 

Any supervisor or employee who retaliates against an individual or a 

witness for exercising his or her right to report sexual or other 

Unlawful Harassment shall be subject to severe disciplinary action, up 

to and including Termination. 

B. Employee Rights and Responsibilities – Unlawful Harassment in the 

workplace will not be tolerated and any employee, who believes he or 

she has experienced such harassment, or has witnessed the harassment 

of another, has an obligation to report such conduct immediately. No 

employee who, in good faith, exercises the right to make a complaint 

of sexual or other Unlawful Harassment will be subjected to any 

retaliatory act or incur any penalty or adverse consequences. Any 

employee who knowingly makes a false statement during a sexual or 

other Unlawful Harassment investigation will be subject to 

disciplinary action, up to and including Termination. 
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C. Employee Reporting Procedures – An employee, who believes he or 

she has been subjected to sexual or other Unlawful Harassment, or 

believes he or she has witnessed such conduct, must report this 

immediately to his or her Department Head, Elected Official, Human 

Resources Director, or County Manager. Any reported allegations of 

harassment or retaliation will be investigated promptly and 

thoroughly. Complaints and investigations will be kept confidential to 

the extent legally possible. 

It is extremely important that any Unlawful Harassment be reported 

immediately. Failure to report conduct in violation of this Section, or 

a delay in the reporting of it, may impede the County’s ability to 

implement preventive or corrective measures when appropriate. 

Any employee who interferes with or intimidates an individual or witness for 

exercising the right to report sexual or other Unlawful Harassment shall be subject 

to severe disciplinary action, up to and including Termination. The Human 

Resources Director shall be responsible for administering this Section. 

SECTION 14 – CONFLICT OF INTEREST 
 

Spalding County employees should refrain from relationships, activities or 

transactions that might be construed or interpreted as evidence of favoritism, 

coercion, unfair advantage, collusion, or financial benefit. Employees must 

disclose to his or her Department Head or Elected Official any such Conflict of 

Interest. The Department Head should review any Conflict of Interest and 

recommend a resolution to the County Manager. An Elected Official should 

review any Conflict of Interest and notify the County Manager of his or her 

decision regarding the conflict. 
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SECTION 15 – EMPLOYEE CONCERNS 
 

The County Manager, Elected Officials, Department Heads, and supervisors are 

responsible for the day-to-day operations and activities in their respective 

departments. To that end, they should have the opportunity to respond to concerns 

raised regarding County policies and practices. Employees with a question or 

concern about a County policy and/or practice should first bring the matter to the 

attention of the appropriate Department Head, Elected Official, or County 

Manager. 

Employee grievances should be pursued through the Grievance Procedure Article. 

Employees who believe that a violation of the Unlawful Harassment Section of this 

Article has occurred should immediately report the violation in accordance with 

the Unlawful Harassment Section. 

SECTION 16 – DRESS CODE 
 

Employees are expected to maintain the highest standards of personal cleanliness 

and present a neat, professional appearance at all times. The County’s professional 

image is an important aspect of our organization.  Whether or not an employee’s 

job responsibilities place him or her in direct contact with County officials, state 

officials, legislators, or the public, employees represent the County by appearance 

as well as by actions. Properly attired employees help create a favorable image for 

the County. 

This policy does not cover all potential appearance and grooming issues and any 

extreme clothing, hairstyles, facial hair, or jewelry are not permitted.  Personnel 

are encouraged to use discretion in maintaining a professional image of Spalding 

County. 

All tattoos that are in visible areas shall not depict explicit sexual content, immoral, 

or radical social statements and must be covered at all times while on duty or 
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representing the department.  If you are unsure of the acceptability of a potential 

tattoo, check with your Department Head or Elected Official. 

No Dress Code can address all contingencies, and this Section does not attempt to 

itemize all current and future clothing options. The County reserves the right to 

interpret what is appropriate in the workplace. Clothing should be clean and 

maintained in a professional appearance with no holes or tears. Clothing should 

cover the chest, back, and midriff, and should not reveal undergarments. Good 

personal hygiene is expected and facial hair should be clean and neatly trimmed. 

Employee identification should be worn and easily visible during work hours. 

Situations in which inappropriate attire is worn and/or any exceptions to the Dress 

Code will be addressed by the employee’s Department Head in consultation with 

the County Manager, or by the employee’s Elected Official. Employees who are 

improperly attired may be required to leave work to change their attire. Employees 

will not be compensated for the time they are away from work to change improper 

attire. 

County issued uniforms may not be worn by employees except while on duty and 

while in transit from home to work and back. Exceptions may be made for 

wearing uniforms at other times by the Department Head, County Manager or 

Elected Official. 

SECTION 17 – TOBACCO IN THE WORKPLACE 

 

The County is committed to provide a safe and healthy environment for its 

employees, County officials, and visitors. For this reason, smoking, the use of e-

cigarettes, vapor cigarettes or similar devices by employees is not permitted 

inside County buildings, in County vehicles, or on County property.  
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SECTION 18 – GENERAL SAFETY RULES AND HAZARD COMMUNICATION 

 

The County makes every reasonable effort to provide and maintain safe working 

conditions and information regarding chemical hazards. Employees are expected 

to immediately report any unsafe condition or practice that might result in an 

accident. All such reports should be made to the employee’s supervisor, 

Department Head or Elected Official. Department Heads and Elected Officials 

should investigate reports of unsafe conditions, develop a corrective response and 

report the unsafe condition and response to the Human Resources Director or 

County Manager. 

Employees are expected to work in a safe manner, encourage others to work in a 

safe manner, and follow established general and departmental safety procedures. 

Employees are expected to: 

A. Avoid all horseplay; 

B. Practice good housekeeping in his or her own work area; 

C. Use, adjust and repair equipment only when authorized by a 

supervisor; 

D. Notify a supervisor if any equipment, machines, tools, or vehicles 

appear to be damaged, defective, or in need of repair; 

E. Use proper lifting techniques and obtain assistance to move heavy 

loads; 

F. Not handle any chemicals, operate tools or equipment unless trained 

to do so; 

G. Ensure containers of hazardous materials are properly labeled; 

H. Report accidents, injuries, or unsafe conditions immediately; 

I. Use proper safety equipment while performing various functions of 

the job; and 

J. Wear protective clothing and high visibility reflective gear if 
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applicable. 

The improper, careless, negligent, destructive, or unsafe use or operation of 

equipment or vehicles, as well as traffic and parking violations, can result in 

disciplinary action, up to and including Termination. 

SECTION 19 – WORKPLACE VIOLENCE 
 

Spalding County does not tolerate acts of workplace violence committed by or 

against employees. The County strictly prohibits employees from making threats 

or engaging in violent acts.  Prohibited conduct includes, but is not limited to: 

A. Physically injuring another person; 

B. Engaging in behavior that creates a reasonable fear of injury in 

another person; 

C. Carrying or possessing a weapon or firearm when on the job 

or during the course of performing duties as a County 

employee except law enforcement personnel under the 

supervision of the Sheriff, Warden or Chief Magistrate Judge. 

D. Damaging property intentionally; 

E. Threatening to injure an individual or damage property; and 

F. Committing injurious acts motivated by, or related to, domestic 

violence or sexual harassment. 

The lawful use of force by a law enforcement officer in accordance with the 

appropriate departmental policy is not considered prohibited conduct for purposes 

of this Section. 

The Department Head or Elected Official should immediately investigate any 

reported violence or threats committed by or against employees on County 

premises or during the course of employment. 

An employee who commits violent acts or who otherwise violates this Section will 
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be subject to discipline, up to and including Termination. 

SECTION 20 – ALCOHOL AND SUBSTANCE ABUSE 

 

Spalding County is committed to safeguarding the safety, welfare and property of 

its citizens, to providing the highest quality service, to maintaining a drug and 

alcohol free workplace, and to provide its employees with a safe and healthy place 

in which to work. In keeping with this commitment, the use of prohibited drugs or 

the misuse of alcohol is prohibited for all employees. 

This Section also establishes guidelines to maintain a drug and alcohol free 

workplace in compliance with the Drug-Free Workplace Act of 1988 and the 

Omnibus Transportation Employee Testing Act of 1991. An employee must report 

any criminal conviction for unlawful drug related activities occurring in the 

workplace to Spalding County within five (5) calendar days of the conviction. 

This Section is intended to comply with all applicable federal regulations 

governing workplace anti-drug and alcohol programs for holders of a Commercial 

Driver’s License (CDL). Specifically, the Federal Motor Carrier Safety 

Administration (FMCSA) of the U.S. Department of Transportation (DOT) has 

published 49 CFR Part 382, as amended, which mandates urine drug testing and 

breath alcohol testing for Safety-Sensitive Positions, and prohibits the performance 

of Safety-Sensitive Functions when there is a Positive test result.  The DOT has 

also published 49 CFR Part 40, as amended, which sets standards for the collection 

and testing of urine and breath specimens. 

A. Covered Employees – This Section applies to all employees of 

Spalding County except for persons holding an elected office. A job 

applicant subject to Pre-Employment testing is also defined as a 

Covered Employee for purposes of this Section. 

This Section also applies to all persons performing Safety-Sensitive 
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Functions who are required to have a CDL and who operate, as part of 

their duties, a Commercial Motor Vehicle (CMV).  Under the 

authority of Spalding County, CDL drivers are covered by portions of 

this Section applicable to “all employees”. 

B. Definitions – the following definitions apply to this Section: 

1. Accident –  

(a) For all employees: 

(i) An incident involving a vehicle or equipment that 

results in: 

a. Any damage to a vehicle or capital 

equipment/property belonging to the County 

or someone else; 

b. The death of a person; or 

c. Disabling Damage to one (1) or more 

vehicles and the vehicle(s) is/are transported 

away from the scene by a tow truck or other 

vehicle; or 

d. Physical injury to a person who immediately 

receives medical treatment away from the 

scene of the Accident; or 

e. A citation being issued to the employee 

within 32 hours of the occurrence under 

state or local law for a traffic violation. 

(ii) An occurrence or incident that results in a person 

seeking, requiring and/or receiving medical 

treatment away from the scene of the Accident for 

an injury in connection with the occurrence or 

incident that may be reasonably due to the 
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employee’s negligence, failure to follow policy or 

procedure, or carelessness. 

(b) For CDL drivers (tested under FMCSA regulations): 

(i) An occurrence involving the operation of a CMV 

on a public road, if as a result: 

a. A person dies; or 

b. The Covered Employee receives a citation 

within 32 hours of the occurrence under 

state or local law for a moving traffic 

violation arising from the Accident, if: 

i. A person suffers a bodily injury and 

immediately receives medical 

treatment away from the scene of the 

Accident; or 

ii. One (1) or more vehicles incurs 

Disabling Damage as a result of the 

occurrence and is transported away 

from the scene by a tow truck or other 

vehicle. 

2. Adulterated Specimen – A specimen that has been altered, as 

evidenced by test results showing either a substance that is not a 

normal constituent for that type of specimen or showing an 

abnormal concentration of an endogenous substance. 

3. Alcohol – The intoxicating agent in beverage alcohol, ethyl 

alcohol, or other low molecular weight alcohols, including 

methyl or isopropyl alcohol. 

4. Alcohol Concentration – Is expressed in terms of grams of 
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alcohol per 210 liters of breath as indicated by a breath test. 

5. Canceled Test – 

(a) For all employees – A drug test that has been declared 

invalid by the Medical Review Officer. A Canceled Test 

is neither Positive nor Negative. 

(b) For CDL drivers (tested under FMCSA regulations) – A 

drug or alcohol test that has a problem identified that 

cannot be or has not been corrected, or which 49 CFR 

Part 40 requires to be canceled. A Canceled Test is 

neither a Positive nor a Negative test. 

6. Commercial Motor Vehicle (CMV) – Means a motor vehicle 

or combination of motor vehicles used in commerce to transport 

passengers or property if the vehicle: 

(a) Has a gross combination weight rating or gross vehicle 

weight of 26,001 pounds or more, inclusive of a towed 

unit with a gross vehicle weight rating or gross vehicle 

weight of more than 10,000 pounds; or 

(b) Has a gross vehicle weight rating or gross vehicle weight 

of 26,001 pounds or more; or 

(c) Is designed to transport 16 or more passengers, including 

the driver; or 

(d) Is of any size and is used in the transportation of 

materials found to be hazardous for the purposes of the 

Hazardous Materials Transportation Act and which 

require the motor vehicle to be placarded under the 

Hazardous Materials Regulations (49 CFR Part 172). 

As defined by §40-5-142 of the Official Code of Georgia, 
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firefighting or emergency equipment vehicles are not 

considered to be Commercial Motor Vehicles. 

7. Designated Employer Representative (DER) – The 

individual identified by Spalding County to receive test results, 

related communications, and to take immediate action to 

remove (or cause to remove) an employee from Safety- 

Sensitive duties, and to make decisions in the testing and 

evaluation processes. In the case of employees of Elected 

Officials, the DER will recommend an action to the Elected 

Official.  The Human Resources Director is the DER. 

8. Dilute Specimen – A specimen with creatinine and specific 

gravity values that are lower than expected for human urine. 

9. Disabling Damage – Damage which precludes departure of 

any vehicle from the scene of the Accident in its usual manner 

in daylight after simple repairs. Disabling Damage includes 

damage to vehicles that could have been driven but would have 

been further damaged if so driven. Disabling Damage does not 

include damage which can be remedied temporarily at the scene 

of the Accident without special tools or parts, tire disablement 

without other damage even if no spare tire is available, or 

damage to headlights, taillights, turn signals, horn, or 

windshield wipers that make them inoperative. 

10. Medical Review Officer (MRO) – A licensed physician 

(doctor of medicine or osteopathy) responsible for receiving 

and reviewing laboratory results generated by the drug testing 

program who has knowledge of substance abuse disorders, and 

has appropriate medical training to interpret and evaluate an 
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individual’s drug test result. An MRO reviewing drug test 

results of Covered Employees subject to 49 CFR Part 40 must 

meet the qualification requirements of that Part. 

11. Negative Test Result – For a drug test, a Negative Result 

means the specimen contains no drug or the concentration of 

the drug or its metabolite is less than the cutoff concentration 

for the drug or drug class and the specimen is valid. An 

Alcohol Concentration of less than 0.02 Breath Alcohol 

Concentration (BAC) is a Negative Test Result. 

12. Non-Negative Test Result – A urine specimen found to be 

Adulterated, Substituted, invalid, or Positive for drug(s) or drug 

metabolite(s). Non-Negative Results are considered a Positive 

Test or a Refusal to Test if the MRO cannot determine a 

legitimate medical explanation. 

13. Positive Test Result – For a drug test, a Positive Result means 

the specimen contains a verified presence of the identified drug 

or its metabolite equal to or greater than the cutoff 

concentration for the drug or drug class. A Positive Alcohol 

Test Result means a confirmed Alcohol Concentration of 0.04 

BAC or greater. 

14. Safety-Sensitive Positions – For purposes of this Section the 

following are considered to be Safety-Sensitive Positions: 

(a) Positions that require the employee to operate, maintain 

or repair a motorized vehicle or equipment (including 

heavy equipment and other motorized equipment such as 

tractors, chain saws, and mowers); 

(b) Positions that are responsible for public safety (including, 
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but not limited to, law enforcement officers, firefighters, 

emergency communication employees, correctional and 

detention officers, other Positions supervising inmate(s)); 

(c) Medical care providers; 

(d) Positions that are responsible for supervising “minor 

children”; 

(e) Any other Position identified by the County Manager 

and/or Elected Official and recommended to the Human 

Resources Director in which impairment caused by drug 

or alcohol use would present a significant chance of harm 

to the employee, co-workers, or the general public as a 

result of inattention to duties or errors in judgment by the 

employee; and 

(f) CDL drivers (tested under FMCSA regulations) when 

performing Safety-Sensitive Functions as defined by 49 

CFR Part 382 to be all the time from the time a driver 

begins to work or is required to be in readiness to work 

until the time he or she is relieved from work and all 

responsibility for performing work and includes the 

following: 

(i) All time at a Spalding County or vendor facility, or 

on any public property, waiting to be dispatched; 

(ii) All time inspecting, servicing, or conditioning any 

CMV at any time; 

(iii) All time spent at the driving controls of a CMV in 

operation; 

(iv) All time, other than driving time, in or upon any 
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CMV; 

(v) All time loading or unloading a vehicle, 

supervising, or assisting in the loading or 

unloading, attending a vehicle being loaded or 

unloaded, remaining in readiness to operate the 

vehicle, or in giving or receiving receipts for 

shipments loaded or unloaded; and 

(vi) All time repairing, obtaining assistance, or 

remaining in attendance upon a disabled vehicle. 

15. Substance Abuse Professional (SAP) – Means: 

(a) A licensed physician (doctor of medicine or osteopathy); 

or licensed or certified psychologist, social worker, 

employee assistance professional; or state-licensed or 

certified marriage and family therapist; or addiction 

counselor (certified by the National Association of 

Alcoholism and Drug Abuse Counselors Certification 

Commission, or by the International Certification 

Reciprocity Consortium/Alcohol and other Drug Abuse, 

or by the National Board of Certified Counselors, Inc. 

and Affiliates/Master Addictions Counselor), 

(b) With knowledge of and clinical experience in the 

diagnosis and treatment of controlled substance and 

alcohol related disorders, and 

(c) Meeting the qualifications, training and continuing 

education requirements of 49 CFR Part 40. 

16. Substituted Specimen – A specimen with creatinine and 

specific gravity values that are so diminished or so divergent 
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that they are not consistent with normal human urine. 

17. Test Refusal – The following are considered a Refusal to Test 

if the Covered Employee: 

(a) Fails to appear for any test (except a Pre-Employment 

Test under 49 CFR Part 40) within a reasonable time, as 

determined by Spalding County, after being directed to 

do so by Spalding County; 

(b) Fails to remain at the testing site until the testing 

process is complete (a Covered Employee subject to 49 

CFR Part 40 who leaves the testing site before the 

testing process commences for a Pre-Employment Test 

under 49 CFR Part 40 is not deemed to have refused a 

test); 

(c) Fails to provide a urine specimen or an adequate amount 

of breath for any drug or alcohol test (a Covered 

Employee subject to 49 CFR Part 40 who does not 

provide a urine specimen or an adequate amount of 

breath because he or she left the testing site before the 

testing process commences for a Pre-Employment Test 

under 49 CFR Part 40 is not deemed to have refused a 

test); 

(d) In the case of a directly observed or monitored collection 

in a drug test, fails to permit the observation or 

monitoring of the provision of a specimen; 

(e) Fails to provide a sufficient amount of urine or a 

sufficient breath specimen when directed, and it has been 

determined, through a required medical evaluation, that 
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there was no adequate medical explanation for the 

failure; 

(f) Fails or declines to take an additional drug test that either 

Spalding County or the collector has directed the 

employee to take; 

(g) Fails to undergo a medical examination or evaluation, as 

directed by the MRO as part of the verification process, 

or as directed by the DER as part of the “shy bladder” or 

“shy lung” procedures; 

(h) Fails to cooperate with any part of the testing process 

(e.g., refuses to empty pockets when directed by the 

collector, behaves in a confrontational way that disrupts 

the collection process, fails to wash hands after being 

directed to do so); 

(i) For an observed collection, fails to follow the observer’s 

instructions to permit the observer to determine if the 

Covered Employee has any type of prosthetic or other 

device that could be used to interfere with the collection 

process; 

(j) Possessing or wearing a prosthetic or other device that 

could be used to interfere with the collection process; 

(k) Admits to the collector or MRO that the specimen was 

Adulterated or Substituted; 

(l) If the MRO reports that there is a verified Adulterated or 

Substituted Test Result; 

(m) Fails to sign the certification at Step 2 of the Alcohol 

Testing Form (ATF) or equivalent certification on a non- 
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DOT alcohol testing form; or 

(n) Fails to remain readily available for Post-Accident 

Testing following involvement in an Accident. 

C. Prohibited Substances – Prohibited Substances addressed in this 

Section include the following: 

1. For all employees: 

           (a) Prohibited Drugs – Drugs whose use, possession, or 

distribution is unlawful under federal or Georgia law. The illegal 

use of prescription drugs that are controlled substances is also 

prohibited. 

(b) Alcohol – Beverages or any other substances containing 

alcohol (including any mouthwash, medication, food, candy) 

such that alcohol is present in the body at an Alcohol 

Concentration of 0.04 or greater (0.02 for employees in 

Safety-Sensitive Positions) while the Covered Employee is on 

duty is prohibited. 

The illegal use of drugs is prohibited at all times and reporting 

to work or being on duty while under the influence of alcohol is 

prohibited, therefore, Covered Employees may be tested for 

drugs or alcohol anytime that they are on duty. 

2. For CDL drivers (tested under FMCSA regulations): 

(a) 49 CFR Parts 40 and 382 require that all Covered 

Employees be tested for marijuana, cocaine, 

amphetamines, opiates, and phencyclidine (PCP). (The 

medical use of marijuana, or the use of hemp related 

products, which cause drug or drug metabolites to be 

present in the body above the minimum thresholds 
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specified in 49 CFR Part 40 is a violation of this 

Section).  The illegal use of these drugs is prohibited at 

all times and thus, Covered Employees may be tested for 

these drugs anytime that they are on duty. 

(b) Alcohol – The use of beverages or any other substances 

containing alcohol (including any mouthwash, 

medication, food, candy) such that alcohol is present in 

the body while performing Safety-Sensitive job 

functions is prohibited. An alcohol test can be 

performed on a Covered Employee under 49 CFR Part 

382 just before, during, or just after the performance of 

Safety-Sensitive job functions. 

D. Prohibited Conduct – 

1. For all employees: 

(a) Reporting to work or being on duty when using any 

prohibited drug, except when the use is pursuant to the 

instructions of a licensed medical practitioner who has 

advised the employee that the prescription drug will not 

adversely affect the employee’s ability to safely perform 

the essential functions of his or her job; 

(b) Possessing or consuming alcohol while on duty, or on 

Spalding County property, or while operating a County- 

owned motor vehicle; 

(c) Reporting to work or being on duty while having an 

Alcohol Concentration of 0.04 or greater (0.02 for 

employees in Safety-Sensitive Positions) regardless of 

when the alcohol was consumed (employees should 
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refrain from consuming alcohol within four (4) hours 

prior to the performance of his or her job duties or while 

On Call); 

(d) Consuming alcohol within eight (8) hours following 

involvement in an Accident or until the employee 

undergoes a Post-Accident Alcohol Test, whichever 

occurs first; 

(e) Unlawfully using, selling, distributing, dispensing, 

manufacturing, or possessing prohibited drugs or drug 

paraphernalia on County property, in a County vehicle, in 

uniform, or while on County business, either on or off 

duty. 

2. For CDL drivers (tested under FMCSA regulations): 

(a) Reporting for duty or remaining on duty requiring the 

performance of Safety-Sensitive Functions while having 

an Alcohol Concentration of 0.04 or greater regardless of 

when the alcohol was consumed; 

(b) Consuming alcohol while performing Safety-Sensitive 

Functions; 

(c) Consuming alcohol within four (4) hours prior to the 

performance of Safety-Sensitive Functions; 

(d) Consuming alcohol within eight (8) hours following 

involvement in an Accident or until he or she undergoes 

a Post-Accident Alcohol Test, whichever occurs first; 

(e) Reporting for duty or remaining on duty when using any 

Schedule I drug or substance (as defined by the U.S. 

Drug Enforcement Administration); 
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(f) Reporting for duty or remaining on duty when using a 

non-Schedule I drug, except when the use is pursuant to 

the instructions of a licensed medical practitioner, as 

defined in 49 CFR Part 382, who has advised the driver 

that the substance will not adversely affect the driver’s 

ability to safely operate a CMV. 

Covered Employees in a Safety-Sensitive Position shall report, in 

writing, to the employee’s supervisor, any medical use of a prohibited 

drug, medication, or substance that adversely affects the employee’s 

ability to safely perform his or her job. 

Spalding County shall not permit any Covered Employee to perform 

or continue to perform Safety-Sensitive Functions if it has actual 

knowledge that the employee is using alcohol or prohibited drug. 

E. Reasons for Testing – All Covered Employees will be subject to 

urine drug testing and breath alcohol testing as a condition of 

employment with Spalding County. For CDL drivers (tested under 

FMCSA regulations) urine drug testing and breath alcohol testing will 

be conducted as required by 49 CFR Parts 40 and 382. 

1. Pre-Employment Testing – Applicants for employment shall 

undergo urine drug testing prior to being hired or placed into a 

Position. 

(a) Offers of employment shall be extended conditionally 

upon the applicant passing a drug test. An applicant shall 

not be placed in a Position unless the applicant takes a 

drug test with a verified Negative Result. 

(b) A current employee in a non-Safety-Sensitive Position 

shall not be placed into a Safety-Sensitive Position until 
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the employee takes a drug test with a verified Negative 

Result. 

(c) If an applicant fails a Pre-Employment drug test, the 

conditional offer of employment shall be withdrawn 

under the authority of Spalding County. Evidence of 

the absence of drug dependency from an SAP and a 

Negative Pre-Employment drug test will be required 

prior to any further consideration for employment. 

(d) If a current employee in a non-Safety Sensitive Position 

submits a drug test with a verified Positive Result prior to 

placement in a Safety-Sensitive Position, the employee 

will be subject to the consequences of violating this 

Section under the authority of Spalding County. 

(e) If a Pre-Employment test is canceled, the applicant will 

be required to take another Pre-Employment drug test 

with a verified Negative Result. 

(f) If a Pre-Employment test is Negative Dilute, the 

applicant will be required to take another Pre- 

Employment drug test. If the second test is also Negative 

Dilute the test result will be considered a Negative Result 

unless the MRO directs to do otherwise. 

2. Reasonable Suspicion Testing – Covered Employees will be 

subject to a Reasonable Suspicion drug and/or alcohol test 

when there is a reason to believe that the employee is using 

drugs or alcohol in violation of this Section. Reasonable 

Suspicion shall mean that there is objective evidence, based 

upon specific, contemporaneous, articulable observations of the 
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employee’s appearance, behavior, speech or body odor that are 

consistent with possible drug use and/or alcohol misuse. 

Referrals for Reasonable Suspicion tests must be made by a 

supervisor trained to detect the signs and symptoms of drug and 

alcohol use, and who reasonably concludes that an employee 

has violated this Section. 

A Reasonable Suspicion drug and/or alcohol test can be 

performed any time the Covered Employee is on duty. A 

Reasonable Suspicion alcohol test can only be conducted on 

CDL drivers (tested under FMCSA regulations) just before, 

during, or just after the performance of a Safety-Sensitive job 

function. 

An arrest for drug and/or alcohol related charges may be 

considered Reasonable Suspicion, after investigating the 

circumstances surrounding the arrest. 

A written record of the observations which led to a Reasonable 

Suspicion drug and/or alcohol test shall be prepared and signed 

by the supervisor making the observation. This written record 

shall be submitted to the DER and shall be attached to the 

forms reporting the test results. 

3. Post-Accident Testing – 

(a) For all employees – A Covered Employee will be 

required to undergo urine drug and breath alcohol testing 

if he or she is involved in an Accident as defined in this 

Section. 

(b) For CDL drivers (tested under FMCSA regulations) – A 

Covered Employee will be required to undergo urine 
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drug and breath alcohol testing if he or she is involved in 

an Accident as defined in 49 CFR Part 382. 

If a Covered Employee is subject to Post-Accident testing, he or 

she will be tested as soon as practicable, but within eight (8) 

hours after the Accident for alcohol, and within 32 hours for 

drugs.  If an alcohol test is not performed within two (2) hours 

of the Accident, the supervisor will document the reason(s) for 

the delay. If the alcohol test is not conducted within eight (8) 

hours, or the drug test is not conducted within 32 hours, 

attempts to conduct the test must cease and the reasons for the 

failure to test documented. 

An employee subject to Post-Accident testing who fails to 

remain readily available for such testing, including notifying a 

supervisor of his or her location if he or she leaves the scene of 

the Accident prior to submission to such test, may be deemed to 

have refused to submit to testing. 

Nothing in this Section shall be construed to require the delay 

of necessary medical attention for an injured person following 

an Accident, or to prohibit an employee from leaving the scene 

of an Accident for the period necessary to obtain assistance in 

responding to the Accident, or to obtain necessary medical care. 

In the event that Spalding County is unable to perform a drug 

and alcohol test (i.e., the employee is unconscious, the 

employee is detained by a law enforcement agency), Spalding 

County may use drug and alcohol Post-Accident test results 

administered by federal, state, or local law enforcement 

officials in lieu of the FMCSA or non-FMCSA test. The law 
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enforcement officials must have independent authority for the 

test, the test must conform to federal, state, or local testing 

requirements and the results must be obtained by Spalding 

County. 

4. Random Testing – Employees whose jobs require a valid 

Georgia Driver’s license, and those who receive a vehicle 

allowance, will be subject to random, unannounced drug and 

alcohol testing.  The selection of employees for testing shall be 

made by a scientifically valid method of randomly generating 

an employee identifier from the appropriate pool of employees. 

The dates for administering unannounced testing of randomly 

selected employees shall be spread reasonably throughout the 

calendar year. 

Each employee shall be in a pool from which the random 

selection is made. Each employee in the pool shall have an 

equal chance of selection each time the selection is made. 

Employees will remain in the pool and subject to selection 

whether or not the employee has been previously tested. There 

is no management discretion to alter or revise the selection of 

the individuals who are to be tested. 

CDL drivers tested under FMCSA regulations will be in a 

separate random testing pool maintained under the FMCSA 

regulations. CDL drivers will not be included in the random 

testing pool for non-CDL Safety-Sensitive employees under 

this Section. 

The number of Safety-Sensitive (non-CDL) employees 

randomly selected for drug and alcohol testing during the 
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calendar year shall not be less than five (5) percent of the 

number of employees in the random testing pool. For CDL 

drivers (tested under FMCSA regulations) the number of 

employees randomly selected for DOT drug and alcohol testing 

during the calendar year shall not be less than the percentage 

rates established by DOT regulations. 

An employee is required to proceed immediately to the 

collection site upon notification of his or her selection for 

random testing. 

5. Return-to-Duty Testing – A Covered Employee who 

previously tested Positive on a drug or alcohol test, must test 

Negative for drugs, alcohol, or both and be evaluated and 

released by the SAP before returning to work. Following the 

initial assessment, the SAP will recommend an education 

and/or treatment program unique to the individual. A Return- 

to-Duty test will only be scheduled after the SAP has 

determined that the employee has successfully complied with 

the prescribed education and/or treatment. The employee will 

be required to reimburse the County for the cost of Return-to-

Duty tests. 

6. Follow-Up Testing – A Covered Employee who returns to 

work after a Negative Return-to-Duty drug and/or alcohol test 

will be required to undergo frequent, unannounced Follow-Up 

drug and/or alcohol testing. The Follow-Up testing will be 

performed for a period of one (1) to five (5) years with a 

minimum of six (6) tests during the first year. The frequency 

and duration of the Follow-Up tests (beyond the minimum) will 
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be determined by the SAP reflecting the SAP’s assessment of 

the employee’s unique situation and recovery progress. 

Follow-Up testing should be frequent enough to deter and/or 

detect a relapse. Follow-Up testing is separate and in addition 

to any other testing an employee is subject to. The employee 

will be required to reimburse the County for the cost of 

Follow-Up tests. 

F. Testing Requirements – All Covered Employees are subject to urine 

drug testing and breath alcohol testing as a condition of employment 

with Spalding County. 

Any Covered Employee who refuses to comply with a request for 

testing shall be removed from duty under this Section and will be 

subject to the consequences of violating this Section under the 

authority of Spalding County. 

Any Covered Employee who is suspected of providing false 

information in connection with a drug test, or who is suspected of 

falsifying test results through tampering, contamination, adulteration, 

or substitution will be required to undergo an observed collection. 

Verification that a test result has been falsified or that an employee 

has provided false information in connection with a test will be 

considered a Test Refusal and will result in the employee’s removal 

from duty under this Section and the employee will be subject to the 

consequences of violating this Section under the authority of Spalding 

County. 

G. Drug Testing Procedures – Testing shall be conducted in a manner 

to assure a high degree of accuracy and reliability and using 

techniques, equipment, and laboratory facilities approved by the U.S. 
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Department of Health and Human Services (DHHS). All testing for 

CDL drivers (tested under FMCSA regulations) will be conducted 

consistent with the procedures set forth in 49 CFR Part 40. The 

procedures will be performed in a private, confidential manner and 

every effort will be made to protect the privacy of the employee being 

tested, the integrity of the drug testing procedure, and the validity of 

the test result. After the identity of the donor is confirmed using 

picture identification, a urine specimen will be collected using the 

split specimen collection method described in 49 CFR Part 40. Each 

specimen will be accompanied by a Drug Testing Custody and 

Control Form (CCF) and identified using a unique identification 

number that attributes the specimen to the correct individual. The 

specimen analysis will be conducted at a DHHS certified laboratory. 

An initial drug screen and validity test will be conducted on the 

primary urine specimen. For those specimens that are not Negative, a 

confirmatory test will be performed. The test will be considered 

Positive if the amounts of the drug(s) and/or its metabolites identified 

by the confirmatory test are equal to or greater than the cutoff 

concentrations for the drug or drug class. 

The test results from the laboratory will be reported to an MRO. The 

MRO will review the test results to ensure the scientific validity of the 

test and to determine whether there is a legitimate medical explanation 

for a confirmed Positive, Substituted, invalid, or Adulterated test 

result.  The MRO will attempt to contact the employee to notify him 

or her of a Non-Negative laboratory result, and provide the employee 

with an opportunity to explain the confirmed laboratory test result. 

The MRO will subsequently review the employee’s medical 
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history/records as appropriate to determine whether there is a 

legitimate medical explanation for a Non-Negative laboratory result. 

If no legitimate medical explanation is found, the test will be verified 

Positive or Refusal to Test and reported to the DER. If a legitimate 

explanation is found, the MRO will report the test result as Negative 

to the DER and no further action will be taken. If the test is invalid 

without a medical explanation, a retest will be conducted under direct 

observation. 

Any Covered Employee who questions the results of a required drug 

test under this Section may request that the split specimen be tested. 

The split specimen test must be conducted at a second DHHS certified 

laboratory. The test must be conducted on the split specimen that was 

provided by the employee at the same time as the primary specimen. 

The method of collecting, storing, and testing the split specimen will 

be consistent with the procedures set forth in 49 CFR Part 40. The 

employee’s request for a split specimen test must be made to the 

MRO within 72 hours of notice of the original specimen verified test 

result. Requests after 72 hours will only be accepted at the discretion 

of the MRO if the delay was due to documentable facts that were 

beyond the control of the employee. Spalding County will ensure that 

the cost for the split specimen is covered in order to conduct a timely 

analysis of the specimen. Spalding County will seek reimbursement 

for the split specimen test from the employee under its authority. 

If the analysis of the split specimen fails to confirm the presence of 

the drug(s) detected in the primary specimen, if the split specimen is 

not able to be analyzed, or if the results of the split specimen are not 

scientifically adequate, the MRO will declare the original test to be 
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canceled and will direct the DER to retest the employee under direct 

observation. 

The split specimen will be stored at the initial laboratory until the 

analysis of the primary specimen is completed. If the primary 

specimen is Negative, the split specimen will be discarded. If the 

primary specimen is Positive, the split specimen will be retained for 

testing if so requested by the employee through the MRO. If the 

primary specimen is Positive, it will be retained in frozen storage for 

one (1) year and the split specimen will also be retained for one (1) 

year. 

Spalding County may use a single specimen collection method for 

testing that is not subject to FMCSA regulations.  Any Covered 

Employee who questions the results of a required drug test using a 

single specimen may request an aliquot of the single specimen be 

retested. 

H. Observed Collections – For all employees, including CDL drivers 

consistent with 49 CFR Part 40, collection under direct observation 

(by a person of the same gender) with no advance notice will occur if: 

1. The laboratory reports to the MRO that a specimen is invalid, 

and the MRO reports to Spalding County that there was not an 

adequate medical explanation for the result; 

2. The MRO reports to Spalding County that the original Positive, 

Adulterated, or Substituted test result had to be canceled 

because the test of the split specimen could not be performed; 

3. The laboratory reports to the MRO that a specimen was 

Negative Dilute with a creatinine concentration greater than or 

equal to 2 mg/dL but less than or equal to 5 mg/dL and the 
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MRO reports to Spalding County that the specimen is Negative 

Dilute; or 

4. The drug test is a Return-to-Duty test or a Follow-Up test. 

The collector must immediately conduct a collection under direct 

observation if: 

1. Directed by the DER to do so; 

2. The collector observes materials brought to the collection site 

or the employee’s conduct clearly indicates an attempt to 

tamper with a specimen; 

3. The temperature on the original specimen was out of range; or 

4. The original specimen appears to have been tampered with. 

I. Alcohol Testing Procedures – For all employees, including CDL 

drivers (tested under FMCSA regulations) subject to 49 CFR Part 40, 

tests for breath Alcohol Concentration will be conducted utilizing a 

National Highway Traffic Safety Administration (NHTSA) approved 

Evidential Breath Testing device (EBT) operated by a trained Breath 

Alcohol Technician (BAT).  Alcohol screening tests may be 

performed using a non-evidential testing device approved by NHTSA. 

If the initial test indicates an Alcohol Concentration of 0.02 or greater, 

a second test will be performed to confirm the results of the initial test 

using a NHTSA-approved EBT operated by a trained BAT. The 

confirmation test will be conducted at least 15 minutes after the 

completion of the initial test. The EBT will identify each test by a 

unique identification number. This number, time, and unit identifier 

will be provided on each EBT printout. The EBT printout, along with 

an alcohol testing form (DOT Alcohol Testing Form for CDL 

drivers), will be used to document the test, the subsequent results, and 
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to attribute the test to the correct employee.  The test will be 

performed in a private, confidential manner. The procedure will be 

followed as prescribed to protect the privacy of the employee being 

tested, to maintain the integrity of the alcohol testing procedures, and 

validity of the test result. 

An employee who has a confirmed Alcohol Concentration of 0.04 or 

greater will be considered a Positive alcohol test and in violation of 

this Section. An employee in a Safety-Sensitive Position who has a 

confirmed Alcohol Concentration of 0.02 to 0.039 is not considered 

Positive, however, the employee shall still be removed from duty for 

at least 24 hours under this Section and the employee will be subject 

to the consequences of violating this Section under the authority of 

Spalding County. An Alcohol Concentration of less than 0.02 will be 

considered a Negative test. 

J. Consequences of Violations – 

1. If an applicant for employment has a Positive Pre-Employment 

drug test, the conditional offer of employment will be 

withdrawn and the applicant will not be hired. The applicant 

may be considered for future employment after a one (1) year 

waiting period, if he or she completes a new application for 

employment, provides evidence of the absence of drug 

dependency from an SAP and has a verified Negative Pre- 

Employment drug test result. 

2. If an employee has a Positive Pre-Employment drug test prior 

to being placed in a Safety-Sensitive Position covered by this 

Section, as soon as practicable after receiving notice of a 

verified Positive drug test result, the DER will contact the 



August 6, 2018 

 

Article V – Page 50  

employee’s supervisor to have the employee cease performing 

any work.  The employee will be informed of educational 

and/or treatment programs available, and referred to an SAP for 

assessment. 

3. If an employee has a Positive Reasonable Suspicion, Post- 

Accident, or Random drug or alcohol test covered by this 

Section, as soon as practicable after receiving notice of a verified 

Positive drug or alcohol test result, the DER will contact the 

employee’s supervisor to have the employee cease performing 

any work. If an employee has a Positive Reasonable Suspicion or 

Random drug or alcohol test, the employee will be informed of 

educational and/or treatment programs available, and referred to 

an SAP for assessment.  

4. If the employee agrees to a referral to an SAP, he or she will be 

placed on a leave of absence under the Leave Without Pay 

Section of the Leaves of Absence Article during the time he or 

she is undergoing evaluation and/or treatment. The SAP will 

evaluate the employee to determine what assistance, if any, the 

employee needs in resolving problems associated with 

prohibited drug use or alcohol misuse. No employee will be 

allowed to return to duty without approval of the SAP. An 

employee who fails to accept a referral to an SAP after testing 

Positive for drugs or alcohol will be Terminated. An employee 

who fails or refuses to successfully comply with the prescribed 

education and/or treatment will be Terminated. Spalding 

County is not responsible for providing or paying for an SAP 

evaluation or any subsequent recommended education or 
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treatment for an employee who has violated this Section. 

5. An alcohol test result with a concentration of 0.02 to 0.039 for 

an employee in a Safety-Sensitive Position shall result in the 

removal of the employee from duty for a minimum of 24 hours. 

Under the authority of Spalding County, the employee will not 

be returned to work until another alcohol test is administered 

with a result of less than 0.02; such time off from duty will be 

treated as leave without pay and the employee may be subject 

to discipline under the Disciplinary Actions Article. 

6. Under the authority of Spalding County – 

(a) Any Temporary, Seasonal or Probationary employee with 

a Positive drug or alcohol test of any kind will be 

Terminated. 

(b) Any employee who refuses a drug and/or alcohol test will 

be Terminated. 

(c) Any employee who has a Positive Post-Accident, 

Return-to-Duty or Follow-Up drug and/or alcohol test 

will be Terminated. 

(d) Any employee who has a second Positive drug and/or 

alcohol test of any kind will be Terminated. 

(e) Any employee Terminated for a Positive drug and/or 

alcohol test must present evidence of the successful 

completion of an education and treatment program from 

an SAP and a Negative Pre-Employment drug test prior 

to any consideration for re-employment. An employee 

Terminated for a Positive drug and/or alcohol test may 

not be re-employed within one (1) year after the 
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Termination. 

7. For CDL drivers (tested under FMCSA regulations), the 

consequences specified by 49 CFR Part 382 for a Positive test 

or Test Refusal are not subject to reversal by any party hearing 

a grievance or appeal. 

K. Education and Training – Each Covered Employee will receive a 

copy of this Section and sign a statement certifying that he or she has 

received a copy of this Section. CDL drivers (under FMCSA) will 

have ready access to 49 CFR Parts 40 and 382. In addition, Covered 

Employees will receive information on the effects of alcohol and 

prohibited drug use on personal health, safety, and the work 

environment. The information also includes manifestations and 

behavioral cues that may indicate prohibited alcohol and drug use. 

Supervisory personnel who are in a position to determine if an 

employee should be administered a Reasonable Suspicion drug and/or 

alcohol test will receive at least 60 minutes of training on the physical, 

behavioral, speech, and performance indicators of probable drug use 

and at least 60 minutes of additional training on the physical, 

behavioral, speech, and performance indicators of probable alcohol 

misuse. 

L. Information Disclosure – Drug and alcohol testing records shall be 

maintained by the DER. 

1. Applicants for Employment – To be considered for 

employment in a Safety-Sensitive Position covered by 49 CFR 

Part 382, all applicants must provide consent for Spalding 

County to conduct a background check of the applicant’s drug 

and alcohol testing records with previous DOT covered 
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employer(s) over the two (2) years before the date of 

application or transfer.  The information requested will include: 

(a) Alcohol tests with a result of 0.04 or higher Alcohol 

Concentration; 

(b) Verified Positive drug tests; 

(c) Refusals to be tested (including verified Adulterated or 

Substituted drug test results); 

(d) Other violations of DOT agency drug and alcohol testing 

regulations; 

(e) With respect to any employee who violated a DOT drug 

and alcohol regulation, documentation of the employee’s 

successful completion of DOT Return-to-Duty 

requirements (including Follow-Up tests). 

Applicants for employment in any Position not covered by 49 

CFR Part 382 must disclose whether he or she failed or refused 

a drug or alcohol test within two (2) years before the date of 

application. Applicants for employment in a Safety-Sensitive 

Position covered by 49 CFR Part 382 must disclose whether he 

or she failed or refused a Pre-Employment DOT drug or alcohol 

test within two (2) years before the date of application. 

2. For all employees – If a third party requests information 

regarding a disciplinary action against a Covered Employee 

based on a violation of this Section, the reason given will be 

that the Covered Employee failed to comply with this Section. 

No further information will be given to the third party without 

the written consent of the Covered Employee except as 

provided below or by law: 
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(a) The employee, upon written request, may obtain a copy 

of any records pertaining to his or her use of prohibited 

drugs or misuse of alcohol including records of the 

employee’s drug and/or alcohol tests. 

(b) Records of a verified Positive drug test result, a 

confirmed alcohol test result, or a Test Refusal will be 

released to a Department Head or Elected Official on a 

need to know basis. 

(c) Records of an employee’s drug and/or alcohol tests shall 

be released to the adjudicator in a lawsuit, grievance, or 

other administrative proceeding initiated by or on behalf 

of the tested individual arising from the results of the 

drug and/or alcohol test or Refusal to Test. 

(d) Records of an employee’s drug and/or alcohol tests shall 

be released to the court in a criminal or civil action, in 

which a court of competent jurisdiction determines that 

the drug or alcohol test information sought is relevant to 

the case and issues an order directing the production of 

the records. 

3. For CDL drivers (tested under FMCSA regulations) – Except as 

provided below or by law, the results of any drug and/or 

alcohol test of a CDL driver (tested under FMCSA regulations) 

shall not be disclosed without express written consent of the 

tested employee: 

(a) The employee, upon written request, may obtain a copy 

of any records pertaining to his or her use of prohibited 

drugs or misuse of alcohol including records of the 
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employee’s drug and/or alcohol tests. 

(b) Records of a verified Positive drug test result, a 

confirmed alcohol test result, or a Test Refusal will be 

released to a Department Head or Elected Official on a 

need to know basis. 

(c) Records will be released to a subsequent employer only 

upon receipt of a written request from the employee. 

(d) Records of an employee’s drug and/or alcohol tests shall 

be released to the adjudicator in a lawsuit, grievance, or 

other administrative proceeding initiated by or on behalf 

of the tested individual arising from the results of the 

drug and/or alcohol test or Refusal to Test. The 

employee will be notified in writing of any information 

released. 

(e) Records of an employee’s drug and/or alcohol tests shall 

be released to the court in a criminal or civil action 

resulting from an employee’s performance of Safety- 

Sensitive duties, in which a court of competent 

jurisdiction determines that the drug or alcohol test 

information sought is relevant to the case and issues an 

order directing the production of the records. The 

employee will be notified in writing of any information 

released. 

(f) Records will be released if requested by the National 

Transportation Safety Board as part of an Accident 

investigation. 

(g) Records will be released to the DOT or any DOT agency 
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with regulatory authority over the employer or any of its 

employees. 

(h) Records will be released if requested by a federal, state, 

or local safety agency with regulatory authority over 

Spalding County or the employee. 

SECTION 21 – LOST, STOLEN OR DAMAGED PROPERTY 

Employees have a responsibility to take every available precaution to protect County 

equipment and/or property from loss, damage, or theft.  County equipment and 

property include any item issued to you or in which you are responsible for, such as 

keys, uniforms, electronic equipment, cellular phones, radios, vehicles, machinery.  

If the loss, damage, or theft is due to negligence, as determined by the Accident 

Review Committee, employees will be required to pay the replacement cost.   

Lost or stolen equipment/property must be immediately reported to the supervisor 

by the employee to whom the equipment/property is assigned.  Both the employee 

and the supervisor must complete and submit an Incident Report describing in detail 

how the equipment/property was lost, stolen, or damaged.  A copy of both incident 

reports and statements will be forwarded by the supervisor immediately through the 

chain of command, along with a request for replacement, if appropriate.  The 

supervisor must set forth his recommendations concerning approval of replacement. 

Property or personal property that is damaged or destroyed in the line of duty shall 

be reported to the supervisor by the employee experiencing or witnessing damage of 

property or personal property.  Both the employee and the supervisor must complete 

and submit an Incident Report describing in detail how the damage occurred.  A 

copy of both incident reports and statements will be forwarded by the supervisor 

immediately through the chain of command, along with a request for replacement, if 

appropriate.  The supervisor must set forth his recommendations concerning 

approval of replacement.  
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MANDATORY RETURN OF ALL ISSUED UNIFORMS AND EQUIPMENT 

Upon termination of employment, all employees are required to return all issued 

uniforms and equipment to the supervisor and/or Department Head/Elected 

Official.     

Should an employee fail to return County issued property and equipment, or if the 

employee returns abused/damaged property/equipment, the supervisor will write a 

report documenting the incident and the cost of the loss or damages. The report will 

be forwarded to Human Resources and the employee’s final paycheck will be 

withheld to the extent permitted by law until such payment is made.   
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ARTICLE VI – LEAVES OF ABSENCE 

 

SECTION 1 – HOLIDAYS 

 

The following days are designated as paid Holidays for Full-time Employees: 

A. New Year’s Day 

B. Martin Luther King, Jr.’s Birthday 

C. Good Friday 

D. Memorial Day 

E. Independence Day 

F. Labor Day 

G. Thanksgiving Day 

H. Day after Thanksgiving 

I. Christmas Eve 

J. Christmas Day 

When a Holiday falls on a Saturday, that Holiday shall be observed on the 

preceding Friday. When a Holiday falls on a Sunday, that Holiday shall be 

observed on the following Monday. The Board of Commissioners may designate 

other days as Holidays during the year at its discretion. 

An employee may request Annual leave to be away from work on other days for 

religious observances. Department Heads and Elected Officials should attempt to 

arrange the work schedule so that an employee may be granted Annual leave if it is 

requested because the day is a religious observance for the employee.  Annual 

leave should only be denied when approval of the leave would create an undue 

hardship for the department that cannot be resolved in any other manner. 

An employee must work, or be on paid leave, on his or her regularly scheduled 

work day before and regularly scheduled work day after a Holiday, to be paid for 

the Holiday. 
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SECTION 2 – HOLIDAY – WHEN WORK REQUIRED 
 

Employees assigned to fire protection activities with a 28-day Work Period shall 

accrue 10.75 hours per Holiday to be taken at a later date. The maximum number 

of Holiday hours that may be carried over to the next calendar year is 108 hours. 

Employees assigned to law enforcement activities with a 14-day Work Period, and 

communications employees in the Sheriff’s department and E-911 department shall 

accrue eight (8) hours per Holiday to be taken at a later date.  The maximum 

number of Holiday hours that may be carried over to the next calendar year is 80 

hours. 

Other employees required to work on a Holiday will accrue eight (8) hours per 

each Holiday worked to be taken at a later date. The maximum number of Holiday 

hours that may be carried over to the next calendar year is 80 hours. 

If an employee accrues hours off per Holiday and separates employment with the 

County for any reason, any Holiday hours that have not been taken will be paid at 

the time of separation. 

SECTION 3 – HOLIDAYS AND OTHER PAID LEAVE 

 

A Holiday that occurs during an employee’s scheduled paid leave will be paid as a 

Holiday and will not be charged as Annual leave, Sick leave, or other paid leave. 

SECTION 4 – ANNUAL LEAVE 

 

Full-time Employees shall accrue Annual leave in accordance with this Article. 

Annual leave requested by the employee requires the approval of the employee’s 

Department Head, Elected Official, or designee prior to the leave being taken. 

SECTION 5 – ANNUAL LEAVE – PROBATIONARY EMPLOYEES 
 

Employees serving a Probationary Period following initial appointment shall 
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accrue Annual leave but may not be permitted to take Annual leave during the 

initial Probationary Period unless the denial of such leave will create an unusual 

hardship. Annual leave may only be taken during the initial Probationary Period 

with the approval of the Department Head or Elected Official. 

SECTION 6 – ANNUAL LEAVE – MANNER OF ACCRUAL 
 

The employee’s anniversary date of Full-time employment shall be used for 

determining the accrual rate of Annual leave. Annual leave will accrue on the last 

day of the month and may be available for use on the first day of the following 

month. An employee shall accrue Annual leave at the end of the first month of 

Full-time employment if the date of Full-time employment occurs on or before the 

15
th 

day of the month. Full-time Employees, other than employees assigned to fire 

protection activities with a 28-day Work Period, shall accrue Annual leave at the 

following rates: 

Years of Full-time Service Hours Accrued per Month 

Less than 1 year 4 

1 year but less than 4 years 6 

4 years but less than 10 years 8 

10 years but less than 15 years 10 

15 years or more 12 

 
Employees assigned to fire protection activities with a 28-day Work Period shall 

accrue Annual leave at the following rates: 
 

Years of Full-time Service Hours Accrued per Month 

Less than 1 year 5.5 

1 year but less than 4 years 8 

4 years but less than 10 years 11 

10 years but less than 15 years 13.5 

15 years or more 16 
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SECTION 7 – ANNUAL LEAVE – MAXIMUM ACCRUAL 

 

Annual leave may be accrued with no maximum until December 31
st 

of each 

calendar year. Annual leave in excess of the following amounts shall not be 

carried over to the next calendar year: 

A. 240 hours for employees not assigned to fire protection activities with 

a 28-day Work Period. 

B. 320 hours for employees assigned to fire protection activities with a 

28-day Work Period. 

Due to the necessity of keeping all County functions in operation, Department 

Heads or Elected Officials may not be able to approve an employee’s Annual leave 

request late in the calendar year. If an employee has excess Annual leave accrued 

during the latter part of the year and is unable to take such leave because of 

staffing demands, the employee shall receive no special consideration in 

scheduling Annual leave. 

SECTION 8 – ANNUAL LEAVE – AT SEPARATION OF EMPLOYMENT 

 

An employee who separates employment from the County shall be paid for Annual 

leave accrued to the date of separation, not to exceed the relevant maximum carry 

over to the next calendar year as permitted in the Annual Leave – Maximum 

Accrual Section of this Article.  Accrued annual leave may not be used to extend 

time on payroll beyond the last day worked.  Accrued annual leave will be paid in 

a lump sum on the next available paycheck following the final date the employee 

worked. 

Accrued Annual leave shall be paid to the estate of an employee who dies while 

employed by the County, not to exceed the relevant maximum carry over to the 

next calendar year as permitted in the Annual Leave – Maximum Accrual Section 

of this Article. The date of death shall be used as the date of separation for 
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purposes of determining such payment.An employee who moves into a Position 

that is not eligible to accrue Annual leave shall be paid for Annual leave accrued 

to the date of the move, not to exceed the relevant maximum carry over to the 

next calendar year. 

SECTION 9 – SICK LEAVE 
 

Full-time Employees shall accrue Sick leave in accordance with this Article. Sick 

Leave with pay is not a right which an employee may demand but a privilege 

granted by the Board of Commissioners for the benefit of an employee when sick. 

Sick leave shall be granted to an employee absent from work for any of the 

following reasons: sickness, injury, disability, medical or dental examinations, or 

exposure to a contagious disease when continuing to work might jeopardize the 

health of others. Sick leave may be used for the employee or an employee’s 

immediate family member when the employee’s presence is required to care for 

the family member. For the purposes of Sick leave, immediate family shall include 

spouse, parent, child, plus the various combinations of step, in-law, and adopted 

relationships that can be derived from those named. 

When Sick leave is foreseeable, requests to take Sick leave shall be submitted to 

the employee’s supervisor prior to the leave. When Sick leave is not foreseeable, 

the employee shall notify to supervisor as soon as possible. The employee shall 

follow the appropriate department procedures for requesting Sick leave. 

SECTION 10 – SICK LEAVE – MANNER OF ACCRUAL 
 

Sick leave will accrue on the first day of the month provided the employee is in pay 

status. 

 

Full-time Employees shall accrue Sick leave at the following rates: 
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A. Eight (8) hours per month for employees who are not assigned to fire 

protection activities with a 28-day Work Period. 

B. 11 hours per month for employees who are assigned to fire protection 

activities with a 28-day Work Period. 

The County Manager may approve a request by an Elected Official or Department 

Head to advance Sick leave to an employee who has exhausted his or her accrued 

Sick leave because of a Serious Medical Condition as defined in the Leave 

Sharing Section of this Article. The amount of advanced Sick Leave may not 

exceed the number of hours an employee can accrue during the remainder of the 

current calendar year. 

If an employee separates employment before the end of the calendar year in which 

Sick leave is advanced, the employee shall reimburse the County for any Sick 

leave advanced between the employee’s date of separation and the end of the 

calendar year. 

SECTION 11 – SICK LEAVE – MAXIMUM ACCRUAL 

 

Sick leave may be accrued with no maximum until December 31
st 

of each calendar 

year. Sick leave in excess of the following amounts shall not be carried over to the 

next calendar year: 

A. 960 hours for employees not assigned to fire protection activities with 

a 28-day Work Period. 

B. 1,277 hours for employees assigned to fire protection activities with a 

28-day Work Period. 

Forfeited sick leave hours will roll over into a Retirement Service Sick Leave 

Account to be applied to service upon retirement.  Maximum hours allowed is 2080 

for employees not assigned to fire protection activities and 2912 for employees 

assigned to fire protection activities.  Account balance will also include sick leave at 



June 18, 2019 

  
, 2018 

Article VI – Page 7  

the time of retirement and shall not exceed the maximum hours allowed.   

SECTION 12 – SICK LEAVE – PHYSICIAN’S CERTIFICATE 

 

A supervisor, Department Head or Elected Official may require an employee to 

provide a physician’s certificate to verify the medical need for the employee’s 

absence and/or the employee’s physical capacity to resume duties for each 

occasion on which an employee uses Sick leave to ensure that there is no abuse of 

Sick leave privileges.  A physician’s certificate shall be required when Sick leave 

is used for five (5) or more consecutive work days.  A physician’s certificate shall 

be required when Sick leave is used for three (3) or more consecutive work days by 

employees who are assigned to fire protection activities with a 28-day Work 

Period. An employee may be required to authorize the physician to confirm the 

validity of the certificate, that he or she treated the employee and that the employee 

was not able to work on the date(s) of Sick leave. 

The requirement for an employee to provide a physician’s certificate shall not 

conflict with the Family and Medical Leave Act. 

SECTION 13 – SICK LEAVE – BUY BACK (Effective July 1, 2019) 

As an incentive to encourage employees to report to work on a regular basis, 

employees will have the option of selling back up to 40 hours of sick leave 

provided: 

• Employee does not use any sick leave during the fiscal year, and  

• Employee maintains a balance of at least 40 hours sick leave following the buy-

back payment. 

The hours included in the buy-back payment will be subtracted from employees’ 

sick leave balance.  Buy-back payments will be: 

• paid according to employee’s current rate of pay;  

• issued in December of the following fiscal year;  
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• employee must be employed at the time of payment to be eligible. 

The Buy-Back option is effective July 1, 2019, is subject to annual budget approval, 

and will require employee election to participate in the buy-back. 

SECTION 14 – ANNUAL LEAVE AND SICK LEAVE – ELIGIBILITY TO ACCRUE 
 

An employee must be in an approved pay status (hours worked or paid leave) for at 

least half of the employee’s scheduled work days during a month in order to accrue 

Annual leave and Sick leave for the month. 

SECTION 15 – FUNERAL LEAVE 

 

Full-time Employees will be granted Funeral leave for up to 24 hours with pay if 

an employee is absent from duty as a result of a death in the immediate family.   

For the purposes of Funeral leave, immediate family shall include spouse, parent, 

child, sister, brother, grandparent, grandchild, plus the various combinations of 

half, step, in-law and adopted relationships that can be derived from those named. 

Full-time Employees will be granted Funeral leave for up to 8 hours with pay if 

an employee is absent from duty as a result of a death of a family member other 

than an immediate family member. 

If additional leave is needed, or if leave is needed for someone other than an 

immediate family member, an employee may request to use Annual leave and/or 

Offset Time. 

The Department Head or Elected Official may require reasonable proof of an 

employee’s eligibility for Funeral leave. 

SECTION 16 – ADMINISTRATIVE LEAVE 

 

Administrative leave is leave-with-pay that is authorized by the County Manager 

or Elected Official to meet a County need. 
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A. The County Manager or Elected Official may grant an employee up to 

four (4) hours of paid Administrative leave for participation in a 

County-sponsored activity. 

B. The County Manager or Elected Official may approve an employee 

who is a member of a voluntary emergency service organization to 

receive paid Administrative leave for an absence when called to 

respond to an emergency circumstance. 

SECTION 17 – LEAVE OF ABSENCE  

 

A Regular Full-time or Regular Part-time Employee may be granted a Leave of 

Absence for up to one (1) year by the County Manager or Elected Official.  

FMLA, accrued leave, donated leave, and Leave without pay will run 

concurrently with the 1-year allowance. 

The employee must submit a written request for a Leave of Absence to the 

Department Head or Elected Official for approval. If the leave request exceeds 

48 hours the Department Head must forward the request with a recommendation 

for approval or denial to the County Manager. 

Leave of absence shall be used for the following reasons: 
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A. The employee’s illness or personal disability or to provide care for the 

employee’s spouse, parent or child who is ill or disabled after accrued 

Sick leave, Annual leave, and Offset Time have been exhausted. 

B. Continuation of the employee’s education, special work that will 

permit the County to benefit from the experience gained or the work 

performed by the employee, or for other reasons deemed justified by 

the Department Head, Elected Official and/or County Manager after 

accrued Annual leave and Offset Time have been exhausted. 

An employee on an approved Leave of Absence of up to 30 calendar days will be 

returned to his or her former job at the end of the leave. 

An employee on an approved Leave of Absence of more than 30 calendar days is 

not guaranteed continuation of employment at the expiration of the leave unless 

provided by appropriate state or federal law. However, if possible, the employee 

will be returned in accordance with the following priorities: 

A. The employee is placed in the former job, if available; or 

B. In a comparable job at the same pay grade, if available (at the same 

rate of pay); or 

C. In a job with a lower pay grade, if available; or 

D. If no job is available at the expiration of the leave, the employee will 

be separated from employment. 

An employee who is able to return to work prior to the expiration of the Leave of 

Absence must submit a written notification to his or her Department Head at least 

five (5) calendar days prior to the date he or she desires to return. 

An employee who fails to contact the Department Head regarding returning to 

work at the expiration of the Leave of Absence will be considered to have 

voluntarily Resigned. 
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SECTION 18 – LEAVE OF ABSENCE WITHOUT PAY – CONTINUATION OF BENEFITS 
 

An employee will cease to accrue Annual leave and Sick leave on the date the 

Leave of Absence Without Pay begins. Eligibility to continue participation in 

employee benefits while on a Leave of Absence Without Pay is determined by 

each benefit plan document. 

An employee on a Leave of Absence Without Pay must contact the Human 

Resources department to pay his or her share of any insurance premiums during the 

first 12 weeks of leave without pay. After 12 weeks of leave without pay the 

employee must pay the full insurance premium, unless otherwise specified by state 

or federal law. 

SECTION 19 – WORKERS’ COMPENSATION LEAVE 

 

An employee’s paid leave is not charged for time lost from work on the day of the 

injury or for time taken for medical appointments, therapy, etc. directly related to 

the workers’ compensation injury. However, the employee is expected to return to 

work, unless the treating physician gives the employee a statement that he or she 

is not able to return to work. 

An employee who is temporarily disabled because of an injury or illness sustained 

directly in the performance of his or her work may be eligible for income benefits 

for time lost from work in accordance with the Georgia Workers’ Compensation 

Act. The regular salary of an employee receiving workers’ compensation income 

benefits shall be suspended during the period the income benefits are being paid. 

A Full-time Employee may elect, in writing, to use accrued Sick leave, Annual 

leave and/or Offset Time for the seven (7) day “waiting period” immediately 

following the date of injury. A Full-time Employee may elect, in writing, to use 

accrued Sick leave, Annual leave and/or Offset Time in lieu of receiving the 

weekly income benefit provided by workers’ compensation. 
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An employee who is permanently disabled and unable to perform the essential 

functions of his or her Position, with or without reasonable accommodation, may 

be separated from employment in accordance with the Disability Section of the 

Separation and Reinstatement Article. 

SECTION 20 – MILITARY LEAVE 
 

Spalding County provides Military leave to employees in accordance with the 

Uniformed Services Employment and Re-employment Rights Act of 1994 

(USERRA) and Georgia law. USERRA provides guidelines for employees who 

elect Military leave and for the prompt re-employment of employees who left 

employment to perform military training or service in one of the Uniformed 

Services and who have completed such service under honorable conditions. 

The Uniformed Services includes the Armed Forces; the Army National Guard and 

Air National Guard when engaged in active duty for training, inactive duty 

training, or full-time National Guard duty; the commissioned corps of the Public 

Health Service; and any other category of persons designated by the President in 

time of war or emergency. A person who is a member of, applies to be a member 

of, performs, has performed, applies to perform, or has an obligation to perform 

service in a Uniformed Service shall not be denied initial employment, re- 

employment, retention of employment, promotion, or any benefit of employment 

on the basis of that membership, application for membership, performance of 

service, application for service or obligation. 

An employee is required to notify his or Department Head or Elected Official that 

he or she needs time off for military duty and provide a copy of his or her military 

orders, unless giving such notice is impossible or unreasonable. 

In accordance with Georgia law (O.C.G.A. §38-2-279) an employee will receive 

Military leave with pay while on ordered state or federal military duty, including 
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but not limited to attendance at a service school conducted by the military forces of 

the United States, and while going to or returning from such duty or school, for up 

to 18 days (no more than 144 hours) in any one (1) federal fiscal year. In the event 

the Governor of Georgia declares an emergency and orders an employee to state 

active duty as a member of the National Guard, such employee will be paid for a 

period not exceeding 30 days (no more than 240 hours) in any one (1) federal fiscal 

year. 

In accordance with USERRA, an employee may elect, but is not required, to use 

accrued Annual leave while on Military leave.  An employee electing to use 

accrued Annual leave while on Military leave must submit the request in writing to 

the Human Resources department.  To the extent that Military leave is taken as 

paid leave, an employee on Military leave will continue to accrue Annual leave 

and Sick leave during the paid portion of the leave. An employee does not accrue 

Annual leave and Sick leave while on unpaid leave. 

An employee and his or her dependents are eligible to continue participation in the 

health and dental plan and medical flexible spending account while the employee 

is on Military leave by paying the employee’s share of the insurance premium if 

the Military leave is less than 31 days. If the Military leave is longer than 31 days, 

the employee may continue coverage by paying the full insurance premium. The 

maximum period of coverage shall be the lesser of: 

A. The 24 month period beginning the date the employee’s leave of 

absence begins; or 

B. The day after the date on which the person fails to return to (or apply 

for) a Position of employment as described in the application 

provision of USERRA. 

If the employee cancels his or her health and dental plan while on Military leave, 

upon re-employment, the employee must notify the Human Resources department 
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within 31 days of returning to work in order to re-enroll in the health and dental 

plan(s) in which he or she was enrolled prior to the leave. 

The employee and dependents may continue enrollment in other insurance plans by 

paying the monthly premium(s), subject to the provisions of each benefit plan 

document. 

An employee, other than a Temporary employee, who is absent from work for the 

reason of serving in the Uniformed Services, or for the purpose of an examination 

to determine fitness to perform service in the Uniformed Services, whether 

voluntarily or involuntarily, is entitled to re-employment rights and other benefits 

if: 

A. The employee is able to perform the essential functions of the job; 

B. The periods of absence from Spalding County employment 

attributable to service in the Uniformed Services do not exceed a 

cumulative total of five (5) years, not to include those periods of 

service expressly exempted from this five (5) year limitation by 

federal law (20 CFR Part 1002.103); 

C. The employee is discharged under conditions other than a character of 

service identified in 20 CFR Part 1002.135 that would make the 

employee ineligible for re-employment; and 

D. The employee reports for or applies for re-employment according to 

the following time limits (based on the length of the current military 

service from which the employee is returning): 

1. Unless applicable law provides otherwise, an employee whose 

period of Uniformed Service is 30 days or less must report to 

work on the first regularly scheduled workday following eight 

(8) hours of rest time upon returning from the place of duty. 



June 18, 2019 

 

Article VI – Page 14  

2. An employee whose period of Uniformed Service was from 31 

days to 180 days must submit a verbal or written application for 

re-employment no later than 14 days after the completion of 

service. 

3. An employee whose period of Uniformed Service was more 

than 180 days must submit a verbal or written application for 

re-employment no later than 90 days after completion of 

service. 

4. An employee who, at the time of release from military service, 

is hospitalized for or recuperating from an illness or injury 

incurred or aggravated during the Uniformed Service must 

report for re-employment (if the period of military service was 

less than 31 days) or apply for re-employment (if the period of 

military service was 31 days or more) at the end of the period 

necessary for recovery from the illness or injury, provided the 

recovery period does not exceed two (2) years after completion 

of service. 

Documentation must be provided by the employee to establish timeliness of 

application, and to ensure that all eligibility requirements for re-employment are 

met. Failure to provide documentation cannot be used as a basis to deny re- 

employment if the requested information is not readily available through no fault 

of the employee. 

SECTION 21 – CIVIL LEAVE 

 

A Full-time Employee absent from his or her employment for the purpose of 

attending a judicial proceeding in response to a subpoena, summons for jury duty, 

or other court order or process which requires attendance of the employee shall 
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receive Civil Leave with Pay for scheduled work time lost as a result of such 

attendance.  The Department Head or Elected Official should provide Civil leave 

with pay for each hour of jury/witness duty served for an employee who is 

scheduled to work either the night before or after the jury or witness duty.  The 

employee shall provide a copy of the jury summons or subpoena to his or her 

supervisor. 

An employee may keep fees and travel allowances received for jury or witness 

duty in addition to regular compensation, except that an employee appearing in 

court in connection with his or her official County duties must turn over any 

witness fees or travel allowances awarded by that court to the County. 

An employee on Civil leave, will continue to accrue Annual leave and Sick leave 

as though on regular duty. 

SECTION 22 – ADVERSE WEATHER CONDITIONS 
 

Adverse weather affects every employee differently, so each employee must 

evaluate the severity of the circumstances and use his or her best judgment about 

safe travel between home and work. If adverse weather conditions warrant, the 

County Manager may, at his or her discretion, declare County offices closed for all 

or part of a day. 

Employees are expected to report to work unless the County Manager has declared 

County offices closed due to adverse weather. However, an employee who 

determines he or she cannot report to work safely shall use accrued Annual leave, 

Offset Time or leave without pay in order to take leave from work because of 

adverse weather. 

If County offices are closed because of adverse weather, Full-time employees who 

are absent from work due to the closing shall charge the time out of work as 

Adverse Weather leave with pay. An employee scheduled for Annual leave, Sick 
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leave, Offset Time, or Holiday on a day the offices are closed due to adverse 

weather must use the leave as scheduled. 

It is recognized that departments providing essential emergency services in health 

and safety will need to maintain adequate services to the public at all times.  If the 

County Manager delays the opening of County offices because of adverse 

weather, employees who are required to work prior to the delayed opening shall 

receive straight time pay for all hours worked prior to the delayed opening during 

the calendar day; in addition to the employee’s regular pay. If the County 

Manager closes County offices early because of adverse weather, employees who 

are required to work after the early closing shall receive straight time pay for all 

hours worked after the early closing during the calendar day; in addition to the 

employee’s regular pay. If the County Manager closes County offices for the day 

because of adverse weather, employees who are required to work shall receive 

straight time pay for all hours worked during the calendar day the offices are 

closed; in addition to the employee’s regular pay. 

SECTION 23 – FAMILY AND MEDICAL LEAVE 
 

Spalding County has adopted this Section to implement the Family and Medical 

Leave Act of 1993 as amended (FMLA). Eligible Employees are entitled to family 

and medical leave on the terms and conditions stated in this Section and the 

regulations issued by the U.S. Department of Labor under the FMLA. 

A. Definitions – For the purposes of this Section, the following 

definitions apply: 

1. Eligible Employee – An individual who has been employed by 

Spalding County for at least 12 months, and has worked at least 

1,250 hours during the 12-month period immediately preceding 

the commencement of the requested leave. 



June 18, 2019 

 

Article VI – Page 17  

2. FMLA Leave – Up to 12 weeks of leave (or up to 26 weeks of 

Military Caregiver Leave) that qualifies under the FMLA. 

3. Leave Year – A 12-month period coinciding with the calendar 

year (January 1 – December 31). 

4. Serious Health Condition – An illness, injury, impairment, or 

physical or mental condition that requires either inpatient care 

or continuing treatment by a health care provider and that 

makes the employee unable to perform the functions of the 

employee’s job. 

5. Inpatient Care – An overnight stay in a hospital, hospice or 

residential medical care facility, including a period of 

incapacity or any subsequent treatment in connection with the 

inpatient care. 

6. Continuing Treatment – Includes any one (1) or more of the 

following: 

(a) A period of incapacity of more than three (3) 

consecutive, full calendar days, and any subsequent 

treatment; or period of incapacity relating to the same 

condition, that also involves treatment by a health care 

provider: 

(i) Two (2) or more times within 30 days of the first 

day of incapacity; or 

(ii) On at least one (1) occasion, which results in a 

regimen of continuing treatment under the 

supervision of a health care provider; 

(iii) Provided the in-person treatment occurs within 

seven (7) days of the first date of incapacity; 
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(b) A period of incapacity due to pregnancy or for prenatal 

care; 

(c) A period of incapacity, or treatment for such incapacity, 

due to a chronic Serious Health Condition: 

(i) Which requires periodic visits at least twice per 

year for treatment by a health care provider; 

(ii) Continues over an extended period of time; and 

(iii) May cause episodic rather than a continuing period 

of incapacity; 

(d) A period of incapacity which is permanent or long-term 

due to a condition for which treatment may not be 

effective; or 

(e) Any period of absence to receive multiple treatments by a 

health care provider. 

B. Reasons for FMLA Leave – 

1. An Eligible Employee is entitled to a total of 12 weeks of 

unpaid leave during each Leave Year in the event of one (1) or 

more of the following: 

(a) The birth, adoption or placement for foster care of a son 

or daughter of the employee and to care for such child. 

(i) Leave must be taken during the 12-month period 

following the birth or placement, and must be 

taken in a single consecutive period and may not 

be taken intermittently or on a reduced schedule. 

(ii) Spouses are both eligible for FMLA and both 

spouses employed by Spalding County may take 

a combined total of up to 12 weeks for the birth, 
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adoption or placement for foster care of the 

employee’s son or daughter, to care for such 

child. 

(b) A Serious Health Condition of a qualifying family 

member, i.e., spouse, son, daughter or parent of the 

employee, if the employee is needed to care for such 

family member. 

(c) A Serious Health Condition of the employee that makes 

the employee unable to perform any one (1) or more of 

the essential functions of his or her job. 

(d) Any Qualifying Exigency arising out of the fact that an 

employee’s spouse, son, daughter, or parent (Military 

Member) is on covered active duty in a foreign country 

or has been called to covered active duty in the Armed 

Forces in a foreign country or in support of a contingency 

operation. Qualifying Exigency leave may be taken for 

one (1) or more of the following circumstances: 

(i) Short-notice deployment – to address any issues 

that may arise due to the fact that the Military 

Member received notice of the deployment seven 

(7) or fewer calendar days prior to the date of 

deployment; 

(ii) Military events and related activities – to attend 

any official ceremony, program, or event 

sponsored by the military that is related to the 

Military Member’s covered active duty or call to 

covered active duty, or to attend family support or 
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assistance programs and informational briefings 

sponsored by the military; 

(iii) Child care and school activities – to arrange for 

alternative childcare; to provide childcare on an 

urgent or immediate basis; to enroll or transfer a 

child to a new school or day care facility; and to 

attend meetings with school or day care staff that 

are made necessary by the Military Member’s 

covered active duty or call to covered active duty; 

(iv) Financial and legal arrangements – to make or 

update financial or legal arrangements related to 

the Military Member’s absence while on covered 

active duty or call to covered active duty; and to 

act as the Military Member’s representative with 

regard to obtaining, arranging or appealing 

military benefits; 

(v) Counseling – to attend counseling sessions related 

to the Military Member’s covered active duty or 

call to covered active duty; 

(vi) Rest and recuperation – to spend up to 15 calendar 

days with a Military Member who is on short-term, 

temporary rest and recuperation leave during the 

period of deployment; 

(vii) Post-deployment activities – to attend ceremonies 

and reintegration briefings within 90 calendar days 

following the termination of the Military 

Member’s covered active duty status; and to 
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address issues arising from the death of a Military 

Member while on covered active duty; 

(viii) Parental care – to arrange for alternative care for a 

parent of the Military Member when the parent is 

incapable of self-care and the covered active duty 

or call to covered active duty necessitates a change 

in the existing care arrangement for the parent; to 

provide care for a parent of the Military Member 

on an urgent, immediate basis (but not on a 

routine, regular, or everyday basis) when the 

parent is incapable of self-care and the need to 

provide such care arises from the covered active 

duty or call to covered active duty of the Military 

Member; to admit to or transfer to a care facility a 

parent of the Military Member when admittance or 

transfer is necessitated by the covered active duty 

or call to covered active duty of the Military 

Member; to attend meetings (other than routine or 

regular meetings) with staff at a care facility for a 

parent of a Military Member when such meetings 

are necessary due to circumstances arising from 

the covered active duty or call to covered active 

duty of the Military Member; and/or 

(ix) Other activities that Spalding County and the 

employee agree qualify as an exigency. 

Any leave taken under one (1) or more of these circumstances 

will be counted as a part of the employee’s total entitlement to 

FMLA leave for that Leave Year.  
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2. Military Caregiver Leave – An Eligible Employee whose 

spouse, son, daughter, parent or next of kin (as defined by the 

FMLA) is a Covered Servicemember may take up to 26 weeks 

during a single 12-month period to care for a Covered 

Servicemember with a Serious Injury or Illness. The 12-month 

period is measured forward from the date the employee’s first 

FMLA leave to care for the Covered Servicemember begins. 

An Eligible Employee is entitled to a combined total not to 

exceed 26 weeks of leave, including any FMLA Leave other 

than Military Caregiver Leave, in any single 12-month period. 

(a) Covered Servicemember – 

(i) A current member of the Armed Forces, including 

a current 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. 

(ii) A covered veteran who is undergoing medical 

treatment, recuperation, or therapy. A covered 

veteran is an individual who was a member of the 

Armed Forces (including a member of the National 

Guard or Reserves), and was discharged or 

released under conditions other than dishonorable 

at any time during the five (5) year period prior to 

the first date the Eligible Employee takes FMLA 

leave to care for the covered veteran. 
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(b) Serious Injury or Illness – for purposes of Military 

Caregiver Leave, means an injury or illness incurred by 

the Covered Servicemember in the line of duty on active 

duty in the Armed Forces or that existed before the 

beginning of the member’s active duty and was 

aggravated by service in the line of duty in the Armed 

Forces, and that may render the member medically unfit 

to perform the duties of the member’s office, grade, rank, 

or rating. 

C. Coordinating Paid Leave with FMLA Leave – FMLA leave under 

this Section is generally unpaid leave. However, if an employee is 

eligible to accrue Annual leave, Sick leave, or Offset Time, the 

employee will be required to use the paid leave upon the 

commencement of, and concurrently with, FMLA leave (unless the 

employee’s own Serious Health Condition is due to an on-the-job 

injury and the employee is receiving Workers’ Compensation income 

benefits). Paid leave will run concurrently with and be counted 

toward the employee’s total 12-week or 26-week period of FMLA 

leave. 

An employee on leave that qualifies as both Worker’s Compensation 

and FMLA leave who is offered a light duty position may elect to 

remain on FMLA leave without pay (and forego the light duty 

position and additional Workers’ Compensation income benefits) or 

accept the light duty position. If the employee accepts light duty, then 

he or she retains the right to be restored to the same Position the 

employee held at the time his or her FMLA leave commenced or to an 

equivalent Position.  If the employee accepts the light duty position, 
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then the employee’s right to job restoration runs through the end of 

the applicable Leave Year. 

D. Intermittent or Reduced Schedule Leave – FMLA leave may be 

taken intermittently or on a reduced work schedule basis. If FMLA 

leave is taken intermittently or on a reduced schedule basis, the 

employee may be required to transfer temporarily to an available 

alternative Position with an equivalent pay rate and benefits, including 

a Part-time Position, to better accommodate recurring periods of leave 

due to foreseeable medical treatment. 

Every employee is obligated to make a reasonable effort to schedule 

medical treatment so as not to unduly interrupt department operations. 

An employee who needs an intermittent or reduced schedule leave 

must notify his or her Department Head, Elected Official, or designee 

as soon as possible. The employee shall also provide the proper 

medical certification form regarding the need for such intermittent or 

reduced schedule leave.  Prior to the commencement of any 

intermittent or reduced schedule leave, the employee requesting the 

leave must advise his or her Department Head, Elected Official, or 

designee of the reasons why the intermittent or reduced schedule leave 

is necessary and of the schedule for treatment, if applicable. The 

employee and the Department Head, Elected Official, or designee 

shall attempt to work out a schedule for such leave that meets the 

employee’s needs without disrupting the County’s operations. 

E. Employee Notice Requirement – Employees are required to provide 

Spalding County with sufficient information to make the County 

aware that the employee needs FMLA-qualifying leave, and the 

anticipated timing and duration of the leave.  Sufficient information 
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may include the following: that the employee is unable to perform his 

or her job functions; that the employee’s family member is unable to 

perform his or her daily activities; that the employee or his or her 

family member must be hospitalized or undergo continuing treatment; 

or the circumstances supporting a Qualifying Exigency or the need for 

Military Caregiver Leave. When an employee seeks leave due to an 

FMLA-qualifying reason for which Spalding County has previously 

provided FMLA-protected leave, the employee must specifically 

reference the qualifying reason for the leave and the need for FMLA 

leave. 

If the need for leave is foreseeable, the employee is required to 

provide such notice to his or her Department Head, Elected Official, 

or designee at least 30 days before the commencement of the leave, 

unless impracticable to do so under the circumstances, in which case 

notice must be given as soon as possible, generally the same or the 

next work day. Failure to provide advance notice when the need for 

leave is foreseeable may result in delay or denial of FMLA leave. 

If the leave is not foreseeable, the employee must provide notice to his 

or her Department Head, Elected Official, or designee of the need for 

leave as soon as practicable, and must follow the department’s normal 

call-in procedures. Failure to follow the department’s call-in 

procedures, absent unusual circumstances, may result in delay or 

denial of the leave. 

In cases of planned medical treatment for a Serious Health Condition, 

the employee is required to make a reasonable effort to schedule the 

treatment so as not to disrupt the County’s operations. 
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Employees are required to give additional notice as soon as 

practicable whenever there is a change in the date(s) of scheduled 

leave. The employee’s health care provider must complete a fitness- 

for-duty certification that specifically addresses whether the employee 

is able to perform the essential functions of his or her job before the 

employee can return to work. If Spalding County has a Reasonable 

Safety Concern, it may also require periodic fitness-for-duty 

certifications prior to the employee’s return from intermittent FMLA 

leave, up to once every 30 days. A Reasonable Safety Concern means 

a reasonable belief of significant risk of harm to the individual 

employee or others. 

Upon receiving sufficient notice of an employee’s need for leave that 

may be FMLA-qualifying, Spalding County will notify to employee 

of his or her eligibility to take FMLA leave with five (5) work days of 

the request, absent extenuating circumstances. The County will also 

provide the employee written notice of the employee’s rights and 

obligations with respect to the leave and a copy of the required 

medical certification form. 

F. Medical Certification – A leave to care for the employee’s own 

Serious Health Condition, or the Serious Health Condition of a 

covered family member, must be supported by a medical certification 

completed by the health care provider for the employee or the covered 

family member. A Qualifying Exigency leave or a leave to care for a 

Covered Servicemember with a Serious Injury or Illness must also be 

supported by a certification. Spalding County will provide the proper 

certification to the employee for his or her respective leave within five 

(5) work days of the employee’s request for leave. 



June 18, 2019 

 

Article VI – Page 27  

The employee must return a complete and sufficient copy of the 

appropriate certification to Spalding County within 15 calendar days 

of receiving the certification, unless it is not practicable. If the 

employee returns an incomplete or insufficient certification, Spalding 

County shall advise the employee in writing what additional 

information is necessary to make the certification complete and 

sufficient. In order to cure the deficiency, the employee must return a 

complete and sufficient certification to Spalding County within seven 

(7) calendar days. If the employee fails to cure a deficiency in a 

certification, or fails to return a certification, within the prescribed 

time period, Spalding County may deny the leave. 

A Spalding County representative (other than the employee’s direct 

supervisor) may contact the employee’s health care provider, with the 

employee’s consent as required by the Health Insurance Portability 

and Accountability Act (HIPAA), to clarify or authenticate a medical 

certification submitted for leave for the employee’s own Serious 

Health Condition or the Serious Health Condition of a family 

member. 

If Spalding County has reason to doubt the validity of a medical 

certification, the employee may be required to obtain a second or third 

opinion at Spalding County’s expense. Failure to comply with these 

certification requirements will result in the delay, denial or 

termination of leave. 

Spalding County may request recertification at any time during the 

course of the leave for the employee’s own Serious Health Condition 

or the Serious Health Condition of a family member if: 

1. The employee requests an extension of leave; 
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2. The circumstances described in the previous certification have 

changed significantly; or 

3. There is information that casts doubt on the employee’s stated 

reason for the absence or the continuing validity of the 

certification. 

If the employee’s leave to care for his or her own Serious Health 

Condition or that of a family member is expected to last more than 30 

days, Spalding County may require a new certification from the 

employee’s health care provider when leave is scheduled to expire, or 

every six (6) months, whichever occurs earlier. 

G. Continuation of Group Health Benefits – The employee’s coverage 

under a group health plan will be maintained during the period of 

FMLA leave under the same terms and conditions as though the 

employee were actively working. During the leave, the employee will 

be required to continue to make all premium payments that he or she 

otherwise would have to make if actively employed. Failure to make 

timely premium payments will result in the termination of coverage. 

Where feasible, Spalding County will advise the employee concerning 

the necessary arrangements for such payments prior to the 

commencement of the leave. 

H. Return to Work / Fitness-for-Duty Certification – Before returning 

to work following a medical leave due to the employee’s Serious 

Health Condition, the employee will be required to present a fitness- 

for-duty certification from his or her health care provider that the 

employee is medically able to resume work and to perform the 

essential functions of his or her job. 
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Subject to the limitations below, an employee returning from FMLA 

leave will be returned to the same Position the employee held when 

the leave commenced or to an equivalent Position.  Job restoration 

may be denied if conditions unrelated to the FMLA leave have 

resulted in the elimination of the employee’s Position, or if the 

employee qualifies as a “key employee” as defined by the FMLA. 

Upon expiration of an FMLA leave, an employee who returns to work 

shall be returned to the same or an equivalent job, if the employee has: 

1. Provided notice of the need for leave in accordance with this 

Section; 

2. Returned proper certifications and recertifications in accordance 

with this Section; 

3. Submitted to any second or third examination by a health care 

provider upon request; 

4. Provided medical certification of the employee’s ability to 

return to work and perform the essential functions of the job; 

and 

5. Returned to work immediately upon expiration of the FMLA 

leave. 

Failure to provide the required medical certification or to return to 

work immediately upon expiration of an FMLA leave may result in 

Termination of the employee. Failure to furnish a fitness-for-duty 

certification of the employee’s ability to return to work and to perform 

the essential functions of the job may result in the delay of job 

restoration or the Termination of the employee. 
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SECTION 24 – LEAVE SHARING 
 

Leave sharing is designed to allow employees to donate accrued unused Annual 

leave and Sick leave to an employee who would otherwise need to take leave 

without pay because of a Serious Medical Condition. A Serious Medical Condition 

is a health condition involving a serious illness, injury, impairment, or condition that 

is likely to require the employee's absence from work for an extended period of 

time. Some examples of such conditions include: advanced or rapidly growing 

cancers, acute serious illnesses, chronic life threatening conditions involving failure 

of bodily organs or systems (e.g., heart attack) or chronic conditions requiring 

extended rehabilitation such as back surgery. The absence may be continuous, as in 

hospitalization following surgery or an accident, or intermittent, as in periodic 

absences for chemotherapy or other procedures. Normal pregnancy without 

complications is not considered a serious medical condition under this program. 

A. Eligibility – To be a recipient of leave donations, an employee must: 

1. Be eligible to accrue Annual leave under the Leaves of Absence 

Article; 

2. Have completed at least twelve (12) months of continuous Full-

time service and obtained Regular employment status 

immediately prior to requesting donated leave;         

3. Have exhausted all accrued Annual leave, Sick leave and Offset 

Time available to him or her; 

 

An employee may be eligible to receive donations of leave if he or she 

is experiencing a Serious Medical Condition or caring for a family 

member experiencing a Serious Medical Condition. For purposes of 

this Section, family members include the employee’s spouse, parent, 

son or daughter. 
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An employee on a leave covered by Workers’ Compensation because 

of a Serious Medical Condition may be eligible to receive donations of 

leave under this Section if the employee also receives Workers’ 

Compensation income benefits.  An employee may be eligible to 

receive donations of leave under this Section if the employee also 

receives short term disability benefits.  The combination of donated 

leave plus either Workers’ Compensation income benefits or short term 

disability benefits may not exceed 100% of the employee’s regular pay.   

B. Requesting Leave Donations – A potential leave recipient must 

request leave donations by submitting a shared leave request form to 

the Human Resources Director. The potential leave recipient must 

provide a medical verification of the reason for the medical leave. If 

the request involves a family member, the request must describe the 

relationship of the family member to the employee and the reason the 

employee must be absent from work. Requests to receive leave 

donations will be reviewed for approval by the Human Resources 

Director and the County Manager. Requests will normally be 

approved or disapproved within five (5) work days and the requesting 

employee will be notified in writing. 

C. Publicity and Solicitation – The medical condition leading to a leave 

recipient’s request will only be disclosed to potential donors at the 

specific written permission of the affected leave recipient or family 

member. Solicitation for leave donations may not begin before the 

leave recipient’s request has been approved by the County Manager. 

The Human Resources Director is responsible for coordinating the 

solicitation of leave donations. 

D. Donating Leave – Leave donations will be strictly voluntary. 
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Intimidation, coercion, reprisal, or promises to confer any benefit to 

leave donors is prohibited. Reports of any such activity should be 

directed to the Human Resources Director. An employee may not 

donate leave to his or her immediate supervisor. An employee may 

donate up to 80 hours of Annual leave, Sick leave, or a combination 

of Annual leave and Sick leave in any calendar year. Donations must 

be in eight (8) hour increments.  A donor must retain a minimum of 

40 hours of Annual leave and 40 hours of Sick leave after making a 

leave donation. Leave donations must be made on the leave donation 

form and forwarded to the Human Resources department. 

E. Using Donated Leave – A leave recipient may use up to 480 hours of 

donated leave in a 12 month period. The 12 month period will be 

measured backward from the date the employee signed the shared 

leave request form.  Donated leave may not be: 

1. Combined with periods of leave without pay to “stretch out” the 

donated leave; 

2. Used in increments smaller than four (4) hours; or 

3. Used prior to the date the employee signed the donation leave 

request form. 

F. Unused Donated Leave – To the extent feasible, any unused donated 

leave will be restored to the donor(s) when the recipient’s Serious 

Medical Condition ends or the recipient separates employment. 

Donated leave not used within 12 months of the date the employee 

signed the donation leave request form will be restored to the 

donor(s). Unused donated leave will not be paid to or retained by the 

leave recipient. 
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ARTICLE VII – SEPARATION AND REINSTATEMENT 

 

SECTION 1 – TYPES OF SEPARATION 

 

Separations of employment from the County shall be designated as one of the 

following: Resignation, Retirement, Disability, Reduction in Force, Termination, 

or Death. 

SECTION 2 – RESIGNATION 

 

Spalding County expects an employee to give at least a two (2) week notice of 

intention to leave his or her job. Department Heads are expected to give at least a 

four (4) week notice. Resignations should be given in writing to the employee’s 

immediate supervisor stating his or her reason(s) for resigning and the effective 

date. 

The County may choose to accept the Resignation immediately with up to two (2) 

weeks pay for the notice period. An employee’s failure to give at least a two (2) 

week notice may negatively affect consideration for re-employment with the 

County. 

The following are considered to be a voluntary Resignation without notice: 

A. Failure to report to work at the time of hire; 

B. Failure to report to work on the next scheduled work day, without 

properly notifying the designated contact person, after expiration of an 

approved leave of absence; or 

C. Absence of three (3) or more consecutive scheduled work days 

without properly notifying the designated contact person. 
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SECTION 3 – RETIREMENT 
 

An employee planning to Retire should provide written notice to the employee’s 

immediate supervisor and should contact the Human Resources department at least 

two (2) months prior to his or her planned Retirement date. 

SECTION 4 – DISABILITY 
 

An employee may be separated when the employee cannot perform the essential 

functions of the Position with or without reasonable accommodation because of a 

physical or mental impairment. The County will follow the Fitness for Duty 

Section of the Conditions of Employment Article to determine whether an 

employee is able to perform the essential functions of the Position. 

SECTION 5 – REDUCTION IN FORCE 

 

A Reduction in Force is an involuntary separation of an employee from the service 

of Spalding County which has been made necessary due to shortage of funds or 

work, abolishing a Position, other material changes in the duties or organization, or 

for related reasons which are outside the employee’s control and are not related to 

fault, delinquency, or misconduct on the part of the employee. 

Any Reduction in Force shall be conducted in accordance with the following rules: 

A. Employees shall be laid off on the basis of the following three (3) 

factors, to be weighed in descending order: length of service with the 

County, overall operational impact of skill set, and documented job 

performance of the employee.  Any deviation from the use of length 

of service with the County as the primary determining factor will 

require the Department Head to provide written explanation to the 

County Manager. 
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B. If a Regular Employee is identified to be separated due to a Reduction 

in Force, a Demotion to a lower Class shall be offered if a vacancy 

exists, provided the Regular Employee meets the minimum 

qualifications for the Position. If no such Position is available, the 

employee shall be separated due to a Reduction in Force without 

cause. 

C. Prior to a Reduction in Force, the Department Head shall submit the 

names and Classes of all employees identified for a Reduction in 

Force to the County Manager for approval. 

D. Employees identified to be separated due to a Reduction in Force shall 

be notified in writing by the County Manager at least 14 calendar days 

prior to the effective date of the Reduction in Force. 

An Elected Official may choose to follow this Section or establish his or her own 

procedures for Reduction in Force. 

SECTION 6 – TERMINATION 

 

A Regular Full-time Employee or Regular Part-time Employee may be Terminated 

from employment for cause. A Probationary Employee may be Terminated at any 

time during the initial appointment or re-employment Probationary Period with, or 

without, cause. A Seasonal Employee, Temporary Employee, and employees of 

Elected Officials may be Terminated from employment at any time with, or 

without, cause. 

SECTION 7 – DEATH 

 

All compensation due for hours worked and accrued Annual leave and Holidays in 

accordance with the Leaves of Absence Article will be paid to the estate of the 
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deceased employee. The date of death shall be recorded as the separation date for 

computing compensation due. 

SECTION 8 – LOSS OF LICENSE, CERTIFICATION OR OTHER JOB REQUIREMENTS 

 

An employee who is unable to perform the essential functions of his or her job 

because of the loss, expiration, revocation or suspension of a required license, 

certification or other job requirement may be Terminated. 

SECTION 9 – RETURN OF COUNTY PROPERTY 

 

At the time of separation, all records, assets and property of Spalding County held 

by the employee shall be returned to the Department Head, Elected Official, 

County Manager, or designee. The Department Head, Elected Official, County 

Manager or designee will notify the Human Resources department that property 

has been returned and the employee’s final paycheck may be released. Any 

amount due because of unreturned property shall be paid to the County by the 

employee. 

SECTION 10 – REINSTATEMENT 

 

A Regular Full-time Employee who Resigns in good standing or who is separated 

because of Reduction in Force may be Reinstated if the employee applies for a 

vacant Position in accordance with the Recruiting and Employment Article and is 

re-employed in a Full-time Position within one (1) year of the date of separation, 

with the approval of the Department Head, the Human Resources Director, and the 

County Manager or Elected Official. For purposes of this Section, “in good 

standing” shall mean the employee has Resigned under the Resignation Section of 

this Article; has provided the expected minimum notice in writing; has worked the 
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notice period without unscheduled leave; and has returned all County property held 

by the employee. 

An employee who is re-employed as a Regular Full-time Employee and whose 

Reinstatement is approved shall be credited with previous service for the purpose 

of leave accrual rates. The Reinstated employee’s accrued unused Sick leave 

balance at the time he or she left employment will be restored. An employee who 

is re-employed as a Regular Full-time Employee and whose Reinstatement is 

approved shall be re-employed at the Hiring Rate of the Position. 

Eligibility for other benefits is determined in accordance with the Plan document(s) 

adopted by the Spalding County Board of Commissioners. 

The County will follow the Military Leave Section of the Leaves of Absence 

Article for employees returning from Military leave. 
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ARTICLE VIII – DISCIPLINARY ACTIONS 

 

SECTION 1 – TYPES OF DISCIPLINARY ACTION 

 

The County advocates progressive discipline when applicable. Progressive 

discipline is a process in which disciplinary action is taken in degrees of increasing 

severity ranging from an Oral Reprimand to Termination. The action taken will 

depend on the degree and the circumstances of the violation and may include Oral 

Reprimand, Written Reprimand, Suspension Without Pay, Loss of Annual leave, 

Demotion, and/or Termination. An employee who fails to perform assigned duties 

satisfactorily or who violates established policies will be disciplined. 

An Elected Official may choose to follow this Article or establish his or her own 

procedures for disciplinary actions. Employees of Elected Officials are employed 

at the will and pleasure of the Elected Official and may not Appeal an Adverse 

Action under this Article. 

SECTION 2 – REASONS FOR DISCIPLINARY ACTION 

 

Listed below are some of the reasons for which disciplinary action may be taken. 

The list is not intended to include all offenses for which disciplinary action may be 

taken, but does include many of the most commonly encountered offenses: 

A. Failure in the Performance of Duties 

1. Tardiness, absenteeism or being absent without approved leave. 

2. Abuse or improper use of leave. 

3. Inefficiency, carelessness, negligence, incompetence or failure 

to perform at an acceptable level of competence. 

4. Discourteous treatment of the public or other employees. 

5. Failure to report an Accident in which the employee was 

involved or was aware. 
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6. Disregarding safety rules or common safety practices. 

7. Littering, or contributing to poor housekeeping, unsanitary, or 

unsafe conditions on County property. 

B. Misconduct 

1. Leaving the job or work area without approval by a supervisor. 

2. Insubordination or refusal to perform assigned work or comply 

with written or oral instructions by a supervisor or manager. 

3. Engaging in a strike, work stoppage, slow down, artificial 

restriction of work, or act of sabotage. 

4. Sleeping or failing to remain alert on the job. 

5. Use of abusive or threatening language toward employees or 

the public. 

6. Conduct reflecting discredit on the department or County. 

7. Discrimination, harassment, retaliation or creating a hostile 

work environment against County employees or the public in 

violation of federal or state law or County policy. 

8. Falsifying an employment application, timesheet, expense 

reimbursement, or other County record, or willfully giving false 

or misleading statements to supervisors, officials, or the public. 

9. Destroying official records or documents, or the use of an 

employee’s official Position for personal benefit, profit, or 

advantage, or for other improper reasons. 

10. Violating County ordinances, policies or departmental rules. 

11. Conviction of, or a plea of no contest to, a crime involving 

moral turpitude, conviction of a felony, or conviction of a 

misdemeanor that would adversely affect the performance of 

duties. 
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12. Soliciting other employees or distributing literature to other 

employees during work hours, or otherwise interfering with the 

work of employees. 

13. Stealing, misappropriating, or intentionally damaging property 

of employees, the public or the County. 

14. Unauthorized use of County property, vehicles or other 

resources. 

15. Gross misconduct, including but not limited to, fighting, 

physical violence, threats of physical violence, or engaging in 

offensive conduct or language toward the public, supervisory 

personnel, or other employees. 

16. Using, possessing, or selling a Prohibited Substance under the 

Alcohol and Substance Abuse Section of the Conditions of 

Employment Article on County property or while on duty. 

17. Carrying or possessing a weapon or firearm while on the 

job or during the course of performing duties as a County 

employee except law enforcement personnel under the 

supervision of the Sheriff, Warden, or Chief Magistrate 

Judge.   

18. Loansharking, gambling, lottery, or any other game of chance 

on County property or while on duty. 

19. Failing to report the loss, suspension, or revocation of any 

license or certification which is required for the performance of 

the employee’s job duties. 

20. Willful or negligent violation of a safety rule which results in 

property or equipment damage or personal injury or which 

endangers an employee or the public. 
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SECTION 3 – REPRIMANDS 
 

A Reprimand is a formal warning to the employee that a problem exists and that it 

must be corrected. A Reprimand is appropriate to correct an employee’s job 

performance problem. There are two (2) types of Reprimands; an Oral Reprimand 

and a Written Reprimand. 

A. Oral Reprimand – The Department Head, County Manager, or 

designee will verbally explain to the employee that he or she is being 

Reprimanded, describe the problem and what must be done to correct 

it. A copy of the Oral Reprimand will be given to the employee and a 

copy will be forwarded to the Human Resources Director to be placed 

in the employee’s Official Employee Record. 

B. Written Reprimand – The Department Head, County Manager, or 

designee will give a written notification to the employee describing 

the problem and what must be done to correct it. The Written 

Reprimand must contain a statement describing the consequences of 

not correcting the problem. A copy of the Written Reprimand will be 

provided to the employee and a copy will be forwarded to the Human 

Resources Director to be placed in the employee’s Official Employee 

Record. 

SECTION 4 – ADVERSE ACTIONS 
 

An Adverse Action is a formal action taken by the Department Head, County 

Manager, or designee, for cause, that results in a Disciplinary Suspension Without 

Pay, Disciplinary Loss of Annual leave, Disciplinary Demotion, or Disciplinary 

Termination. An Adverse Action is appropriate when a Reprimand fails to correct 

an employee’s job performance problem or when an employee engages in 

misconduct. 
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A. Disciplinary Suspension Without Pay – An employee may be 

Suspended Without Pay for disciplinary reasons. The duration of the 

Suspension shall be indicative of the severity of the offense; however, 

such Suspensions Without Pay shall not exceed 168 hours. 

B. Disciplinary Loss of Annual Leave – An employee’s accrued or 

future accrual of Annual leave may be reduced by up to 80 hours for 

disciplinary reasons. 

C. Disciplinary Demotion – An employee may be moved from a 

Position in a Class to a Position in another Class having a lower pay 

grade for disciplinary reasons, if a vacancy is available in the lower 

graded Position and if the employee meets the minimum 

qualifications to perform the work in the lower graded Position. A 

Disciplinary Demotion must include a decrease in salary. 

D. Disciplinary Termination – An employee may be Terminated from 

employment for disciplinary reasons. 

SECTION 5 – NOTICE OF PROPOSED ADVERSE ACTION 

 

After a determination that an Adverse Action is to be taken, the following 

procedures for notification and response will be followed. 

The Department Head, County Manager, or designee will give the employee a 

written Notice of Proposed Adverse Action, when possible, at least 14 calendar 

days prior to the effective date of the Adverse Action. The notification shall 

contain the following: 

A. The Adverse Action being proposed; 

B. The specific reason(s) for the Adverse Action; 

C. The effective date of the Adverse Action; and 
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D. A statement informing the employee that he or she may respond to the 

Department Head, County Manager, or designee within seven (7) 

calendar days of receiving the Notice of Proposed Adverse Action. 

SECTION 6 – EMPLOYEE RESPONSE TO PROPOSED ADVERSE ACTION 
 

If the employee wants to respond to the Notice of Proposed Adverse Action, a 

written response must be received within seven (7) calendar days by the 

Department Head, County Manager, or designee who issued the Notice of 

Proposed Adverse Action. The employee may also request to meet with the 

Department Head, County Manager, or designee within (7) calendar days of 

receiving the Notice of Proposed Adverse Action. 

SECTION 7 – NOTICE OF ADVERSE ACTION 

 

After considering the employee’s response to the Notice of Proposed Adverse 

Action, the Department Head, County Manager, or designee will give a written 

Notice of Adverse Action to the employee at least two (2) calendar days before the 

effective date of the Adverse Action.  The notification shall contain the following: 

A. The Adverse Action being taken; 

B. The specific reason(s) for the Adverse Action; 

C. The effective date of the Adverse Action; 

D. A statement informing the employee of his or her right to Appeal the 

Adverse Action in accordance with the Adverse Action Appeal 

Procedure Article; and 

E. A notice that failure to Appeal timely to the County Manager will 

waive all further Appeal rights. 
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SECTION 8 – POSTPONEMENT FOR FURTHER INVESTIGATION 
 

If the employee responds to the Department Head, County Manager, or designee 

and provides new evidence, information, or mitigating circumstances, the deadline 

to issue the Notice of Adverse Action may be postponed to conduct further 

investigation into the matter. 

SECTION 9 – INVESTIGATORY SUSPENSION 

 

The Department Head, County Manager, or designee, with the concurrence of the 

Human Resources Director, may take immediate action against an employee by 

placing the employee on Investigatory Suspension with pay pending the outcome 

of an internal investigation. Reasons for Investigatory Suspension include, but are 

not limited to: when crimes of moral turpitude are alleged or committed; when an 

employee may be a threat to himself or herself, a co-worker or the general public; 

when an employee’s presence may create an undue disruption in the workplace; or 

when potential damage to public property may exist. 

An employee placed on Investigatory Suspension shall be notified in writing of the 

reason(s) for the Suspension. An Investigatory Suspension shall not exceed 45 

calendar days. At the conclusion of the internal investigation the employee will 

either be returned to duty or appropriate disciplinary action may be issued. 
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ARTICLE IX – GRIEVANCE PROCEDURE 

 

SECTION 1 – GRIEVANCE PROCEDURE POLICY 

 

It is the County’s policy to settle problems and differences through an orderly 

Grievance procedure in an effort to maintain a harmonious and cooperative 

relationship between the County and its employees. An employee shall have an 

opportunity to present his or her Grievance in good faith in accordance with this 

Article, free from interference, coercion, restraint, discrimination, or reprisal. 

All employees involved in processing a Grievance will work diligently to ensure 

that all Grievances are handled fairly and expeditiously and that deadlines are met. 

Every effort shall be made to resolve Grievances at the lowest possible level. 

Grievances shall be resolved by making decisions that are in the best interest of the 

County and employee. Not every Grievance will be resolved to the employee’s 

satisfaction, but each Grievance will be investigated and the employee will receive 

a response. 

Supervisors are responsible, consistent with authority delegated to them, to 

consider and take appropriate action promptly and fairly on a Grievance. In 

adopting this Article, the County sets forth the following objectives: 

A. To provide a procedure for an employee’s Grievance to be considered 

fairly, and without fear of reprisal. 

B. Encourage employees to express concerns about how the conditions 

of work affect them. 

C. Help employees understand the policies, practices, and procedures 

which affect them. 

D. Provide employees with assurance that actions are taken in 

accordance with policies. 

E. Provide a review of how policies are carried out by supervisors. 
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F. Give supervisors a greater sense of responsibility in their dealings 

with employees. 

SECTION 2 – GRIEVANCE – DEFINITION 

 

A Grievance means a dispute concerning the terms and conditions of employment 

arising from any administrative decision which the employee claims violates, or 

fails to apply, the Personnel Ordinance, policies, or practices; or which results from 

a misinterpretation or misapplication thereof; or an employee claims he or she has 

been subject to an unsafe working condition. 

The following issues are not grievable under this Article: 

A. Disciplinary actions that may be Appealed under the Adverse Action 

Appeal Procedure Article. 

B. Issues pending before or concluded by another administrative or 

judicial proceeding. 

C. The content or rating of a Performance Appraisal. 

D. Hours of work, work schedule, or work assignment. 

Issues which relate to an allegation of illegal discrimination or harassment should 

be filed through the complaint reporting procedures described in the EEO Policy 

Section of the Recruiting and Employment Article or the Unlawful Harassment 

Section of the Conditions of Employment Article. 

SECTION 3 – GRIEVANCE PROCEDURE 
 

Any County employee who has a Grievance shall follow the Grievance procedures 

set forth herein. 

After a Grievance has been filed by the employee at Step One, either party may 

request in writing to the Human Resources Director an extension of time to 

respond to or move a Grievance to the next step.  The Human Resources Director 
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may grant, at his or her discretion, one (1) or more extensions for a specific length 

of time. Failure to process a Grievance by the employee within the time limit, or 

agreed-upon extension(s), will constitute termination of the Grievance. 

A. Step One – The employee with a Grievance shall present the matter in 

writing to his or her immediate supervisor with ten (10) calendar days 

of the occurrence of the action or within ten (10) calendar days of the 

time the employee first learns of its occurrence, with the objective of 

resolving the matter informally. The supervisor should consult with 

any employee or other party deemed necessary to reach a correct, 

impartial, and equitable determination and shall respond to the 

Grievance in writing within ten (10) calendar days of receiving the 

Grievance. 

If the Grievance is against the employee’s immediate supervisor and 

the immediate supervisor would normally hear the Grievance at Step 

One, the employee may submit the Grievance directly to Step Two. 

B. Step Two – If the employee disagrees with the supervisor’s decision 

or response or if he or she fails to receive an answer within the 

designated period provided in Step One, the employee may submit the 

Grievance in writing within ten (10) calendar days to either the 

Elected Official or Department Head, whichever is applicable. The 

Elected Official or Department Head shall hear the Grievance and 

render a decision in writing within ten (10) calendar days of receiving 

the Grievance. The Elected Official’s decision regarding a Grievance 

shall be final. 

If the Grievance is against the employee’s Department Head and the 

Department Head would normally hear the Grievance at Step Two, 

the employees may submit the Grievance directly to Step Three. 
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C. Step Three – If the employee disagrees with the Department Head’s 

decision in Step Two, or if he or she fails to receive an answer within 

the designated period provided in Step Two, an employee may file the 

Grievance with the County Manager in writing within ten (10) 

calendar days following the decision reached in Step Two.  The 

County Manager shall hear the Grievance and render a decision in 

writing within 21 calendar days of the receipt of the Grievance. The 

County Manager’s decision shall be final.  If the County Manager 

fails to respond to the Grievance at Step Three, the employee should 

contact the Human Resources Director who will schedule a meeting 

between the employee and the County Manager to hear the Grievance. 
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ARTICLE X – ADVERSE ACTION APPEAL PROCEDURE 

 

SECTION 1 – APPLICABILITY 

 

Any Regular Full-time Employee or Regular Part-time Employee who has 

completed his or her initial Probationary Period shall have the right to Appeal the 

following Adverse Actions in accordance with this Article: 

A. Disciplinary Suspension Without Pay 

B. Disciplinary Loss of Annual leave 

C. Disciplinary Demotion 

D. Disciplinary Termination 

Employees of Elected Officials are employed at the will and pleasure of the 

Elected Official and may not Appeal an Adverse Action using the procedure in this 

Article. 

SECTION 2 – APPEAL TO THE COUNTY MANAGER 

 

An employee who desires to Appeal an Adverse Action must file a written Appeal 

with the County Manager within five (5) calendar days after the employee receives 

notice of an Adverse Action.  An Appeal is considered timely if it is received by 

the County Manager, or postmarked, within five (5) calendar days after the 

employee receives the Notice of Adverse Action. If a timely Appeal is not filed 

with the County Manager, the Adverse Action will be deemed final and 

unappealable, and the employee shall not be entitled to Appeal the Adverse Action 

further. 

If the employee files a timely Appeal, the County Manager shall conduct such 

investigation as he or she deems appropriate and shall meet with the employee, at 

which time the employee shall be afforded to opportunity to present his or her 

version of the issue(s) leading to the Adverse Action.  The employee is not entitled 
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to present any witnesses or to have a representative present at the meeting with the 

County Manager. However, the employee may submit documents and written 

statements or affidavits from others. 

The County Manager may affirm, reverse, or modify the Adverse Action, but he or 

she shall not increase the level of discipline set forth in the Notice of Adverse 

Action.  The County Manager shall issue a written decision stating the reason(s) 

for his or her decision within 21 calendar days of receiving the written Appeal 

from the employee.  The County Manager and the employee may agree in writing 

to extend the deadline for the County Manager to issue a decision in order for the 

County Manager to complete his or her investigation of the Appeal. If the County 

Manager fails to issue a written decision, the Notice of Adverse Action will be 

considered to be affirmed. 

SECTION 3 – APPEAL TO THE PERSONNEL APPEALS BOARD 

 

If the employee disagrees with the decision of the County Manager, or the County 

Manager fails to issue a written decision, the employee may Appeal to the 

Personnel Appeals Board. The written notice of Appeal must be filed with the 

Human Resources Director within five (5) calendar days of the employee’s receipt 

of the decision of the County Manager. If the County Manager fails to issue a 

written decision, the employee’s written notice of Appeal must be filed with the 

Human Resources Director within seven (7) calendar days of the due date for the 

County Manager’s written decision. If a timely notice of Appeal is not filed, the 

Adverse Action will be deemed final and unappealable. An Appeal to the 

Personnel Appeals Board is considered timely if it is received by the Human 

Resources Director, or postmarked, within five (5) calendar days after the 

employee receives the County Manager’s written decision (or within seven (7) 
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calendar days of the due date for the County Manager’s written decision if the 

County Manager fails to issue a written decision). 

SECTION 4 – PERSONNEL APPEALS BOARD 

 

The Personnel Appeals Board shall be comprised of five (5) members appointed by 

the Board of Commissioners for 3-year terms. Members of the Personnel Appeals 

Board shall be residents of, or be employed in, Spalding County, but no current or 

former employee of Spalding County shall be eligible for appointment to the 

Board. 

The Personnel Appeals Board may adopt such rules for selecting a Chairperson, 

conducting Hearings, rendering decisions, and other otherwise, as it deems 

appropriate as long as those rules are consistent with this Article. 

SECTION 5 – NOTICE OF HEARING 
 

The Appeal before the Personnel Appeals Board will be scheduled to be heard 

within 45 calendar days of the Human Resources Director’s receipt of the 

Appellant’s Appeal. The Appellant will be notified in writing by the Human 

Resources Director of the available date(s) for a Hearing. If the Appellant fails to 

respond to the notice of available date(s) the Personnel Appeals Board shall select 

a date for the Hearing. The Personnel Appeals Board shall notify the Appellant 

and the Human Resources Director in writing of the date on which the Hearing is 

to be held. 

SECTION 6 – HEARING AND PROCEDURE 

 

It shall be the duty of the Personnel Appeals Board to be impartial in the conduct 

of proceedings and in its ruling. A minimum of three (3) members of the 

Personnel Appeals Board shall attend the Appeals Hearing(s) and render a 
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decision, unless the parties mutually consent to a Hearing held or a decision 

rendered by fewer than three (3) members. 

The Appeals Hearing shall be quasi-judicial in nature and it shall be conducted in a 

dignified atmosphere and in accordance with the Georgia Open Meetings law. 

Witnesses shall testify under oath. The Hearing is intended to receive evidence 

which either refutes or substantiates the Adverse Action taken which led to the 

Appeal.  It is not a forum for the presentation of extraneous or irrelevant material 

or evidence. The Personnel Appeals Board shall follow accepted legal procedure 

insofar as it is practical. However, the Personnel Appeals Board is not bound by 

the technical rules of evidence and may accept affidavits and deposition testimony 

if it deems it appropriate to do so. 

An Appellant appearing before the Personnel Appeals Board, may, if desired, be 

represented by legal counsel at the Appellant’s own expense. The County may 

also be represented by counsel. 

An electronic recording shall be made of all Appeals Hearings. At the request of 

either party, a typed transcript of the Hearing will be provided at the cost of the 

requesting party. Either party may have a certified court reporter, at its own 

expense, attend and transcribe the proceedings. 

The County shall make the initial presentation of evidence. The Appellant or 

counsel may cross-examine the witnesses presented in support of the Adverse 

Action. The Appellant may present his or her case at the conclusion of the 

County’s presentation. It is incumbent on the County to prove by a preponderance 

of the evidence that the Adverse Action taken which is the subject of the Appeal 

was for just cause. 

The Personnel Appeals Board shall have the power to summon and require the 

attendance of any County employee at the Hearing and may require the County to 

produce documents for the Personnel Appeals Board’s inspection and 
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consideration. The Personnel Appeals Board may conduct any pre-Hearing 

conferences it deems appropriate in order to: 

A. Simplify the issues; 

B. Examine the possibility of conciliation or settlement of the Appeal; 

C. Identify potential witnesses and documentary evidence of either party; 

D. Limit the number of witnesses and documents; 

E. Obtain stipulations of fact; and 

F. Address other matters which may aid in the disposition of the Appeal. 

 
SECTION 7 – DECISIONS OF THE PERSONNEL APPEALS BOARD 

 

The Appeal shall be decided by a majority vote of the members participating in 

hearing the Appeal and the Personnel Appeals Board’s decision shall be final.  

Such vote shall be made in accordance with the Georgia Open Meetings law. The 

Personnel Appeals Board may affirm, reverse or modify the Adverse Action taken, 

but it may not impose a greater discipline than that originally imposed by the 

Department Head, or the County Manager in the instance of disciplinary action 

taken against a Department Head. The Personnel Appeals Board may also impose 

reasonable conditions on any employee who is reinstated, or whose Suspension, 

Demotion, or Termination is reversed or modified by the Personnel Appeals Board. 

The Personnel Appeals Board shall distribute a written decision within 21 calendar 

days following the conclusion of the Hearing, confirming the vote by the Personnel 

Appeals Board. The Personnel Appeals Board’s decision shall be delivered or 

mailed to the Appellant, his or her counsel, and the Human Resources Director. 
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ARTICLE XI – EMPLOYEE BENEFITS 

 

SECTION 1 – RETIREMENT BENEFITS 

 

The County provides Retirement benefits for eligible employees in accordance 

with the Plan document(s) adopted by the Spalding County Board of 

Commissioners. The County participates in the federal Social Security and 

Medicare programs. 

SECTION 2 – UNEMPLOYMENT INSURANCE 
 

In accordance with Georgia law, local governments are covered by unemployment 

insurance. County employees who are separated from the County service may 

apply for unemployment compensation through the Georgia Department of Labor. 

The Georgia Department of Labor will determine the employee’s eligibility for 

unemployment compensation. 

SECTION 3 – INSURANCE BENEFITS 

 

The County provides group health and group life insurance benefits for eligible 

employees in accordance with the plan document(s) adopted by the Spalding 

County Board of Commissioners. 

SECTION 4 – COBRA 
 

The Consolidated Omnibus Budget Reconciliation Act (COBRA) requires 

employer-sponsored group medical and dental plans to allow covered employees 

and dependents to elect to continue current medical and/or dental coverage at the 

employee and dependents’ expense for a period of time following a qualifying loss 

of coverage. 
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Covered employees and/or dependents are notified of COBRA benefit eligibility 

upon employment and following a qualifying loss of coverage. Employees must 

notify the Human Resources department as soon as possible of an address change, 

qualifying event or other pertinent changes regarding themselves and their 

dependents. 

SECTION 5 – WORKERS’ COMPENSATION 

 

In accordance with Georgia law, the County provides Workers’ Compensation for 

all employees. 
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ARTICLE XII – PERFORMANCE APPRAISALS 

 

SECTION 1 – PURPOSES OF PERFORMANCE APPRAISAL 

 

The Employee Performance Appraisal process is designed as an objective and 

consistent system for providing specific feedback on job related performance to 

assist in decisions concerning employment activities, disciplinary action, and 

developmental needs. The Employee Performance Appraisal process is designed 

to encourage one-on-one communication and provide feedback about job duties, 

responsibilities and performance so that an employee has a clear understanding of 

what is expected and where improvement is required. 

An Elected Official may choose to follow this Article or establish his or her own 

procedure for conducting employee performance appraisals. 

SECTION 2 – SCHEDULE FOR CONDUCTING PERFORMANCE APPRAISALS 

 

A performance appraisal should be conducted for all Regular Full-time and 

Regular Part-time employees on the anniversary of the employee’s most recent 

date of employment. 

For an employee in an initial Probationary status, a performance appraisal should 

be conducted at four (4) months and eight (8) months of employment and 

immediately prior to completing the twelve (12) month initial Probationary 

Period. 

For an employee in a Probationary status due to a Promotion, Demotion or 

Transfer, a performance appraisal should be conducted at four (4) months, eight 

(8) months, and immediately prior to completing the twelve (12) month 

Probationary Period in the new Position. 

A Department Head may postpone a performance appraisal in the following 

circumstances: 
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A. If an employee has been absent in an approved leave status for more 

than 30 calendar days but less than six (6) months – the performance 

appraisal should be completed within 90 calendar days of the 

employee’s return to work. 

B. If an employee has been absent in an approved leave status for more 

than six (6) months but less than one (1) year – the performance 

appraisal should be completed within 180 calendar days of the 

employee’s return to work. 

SECTION 3 – PROCEDURES FOR CONDUCTING PERFORMANCE APPRAISALS 

 

Performance appraisals will be conducted using performance appraisal forms 

approved by the Human Resources department. 

The performance appraisal form should be reviewed and signed by the employee’s 

supervisor and/or Department Head before being reviewed with the employee. 

The employee should sign the formal performance appraisal form in the space 

provided after reviewing the performance appraisal with the supervisor. If the 

employee disagrees with the results of his or her performance appraisal, the 

employee may add comments to the performance appraisal and/or discuss the 

performance appraisal with the supervisor. The employee may also request a 

meeting with the Department Head to review and discuss the performance 

appraisal. 

If an employee refuses to sign the performance appraisal form, the supervisor must 

note the employee’s refusal, in writing, on the performance appraisal form. 

Another supervisory employee should sign the form as a witness to the employee’s 

refusal. 
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The completed original performance appraisal form should be forwarded to the 

Human Resources department. The employee’s immediate supervisor should 

provide a signed copy of the completed performance appraisal form to the 

employee. 

SECTION 4 – CONFIDENTIALITY OF PERFORMANCE APPRAISALS 
 

Employee performance appraisal documents, ratings, and final rating score are 

subject to disclosure under the Georgia Open Records Act. 
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ARTICLE XIII – EMPLOYEE RECORDS 

 

SECTION 1 – EMPLOYEE RECORDS MAINTENANCE 

 

Official Employee Records are necessary to administer the human resources 

system, and will be maintained by the Human Resources department. The County 

shall maintain in each employee’s Official Record information that is required to 

conduct its business or is required by federal, state, or local law. 

The Human Resources Director will determine the information to be maintained in 

the human resources information system. The records may be maintained on paper 

and/or in an electronic information system. Records will be retained in accordance 

with the County’s Records Retention policy. 

Records that contain private health information (workers’ compensation records, 

medical information, etc.) are considered confidential, are not subject to open 

records requests and are maintained separately from other employee records. 

SECTION 2 – ACCESS TO OFFICIAL EMPLOYEE RECORDS 
 

Access to Official Employee Records is subject to the Georgia Open Records Act. 

An employee may have reasonable access to his or her Official Employee Record 

upon request for the purpose of examining the information and data contained in 

the Official Record during Human Resources department office hours. An 

employee may make a copy of any document in his or her Official Employee 

Record. The employee may be charged a reasonable fee as set by the Georgia 

Open Records Act. 

Requests for and release of information contained in an Official Record will be 

made in accordance with the Georgia Open Records Act. The Human Resources 

Director is responsible for reviewing requests for information and determining 

whether the requested information is a “public record.”  The party requesting a 
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copy of information contained in an Official Record may be charged a reasonable 

fee as set by the Georgia Open Records Act. 

A representative of the Human Resources department will be present while the 

information in an Official Employee Record is being reviewed. 

SECTION 3 – OBJECTIONS TO INFORMATION IN THE OFFICIAL RECORD 
 

Information perceived to be inaccurate by an employee may be so noted. The 

employee will be given the opportunity to provide written recommended 

corrections to his or her Official Employee Record. The Human Resources 

Director or designee will either correct the information or inform the employee 

why the information should remain in the Official Record. If the employee is not 

satisfied with the decision, the employee will be permitted to place a written 

statement of disagreement in the Official Record or the employee may seek the 

removal of such information in accordance with the Grievance Procedure Article. 
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ARTICLE XIV – IMPLEMENTATION OF ORDINANCE 

 

SECTION 1 – CONFLICTING POLICIES 

 

All policies, Ordinances, or Resolutions that conflict with the provisions of this 

Ordinance are hereby repealed. 

SECTION 2 – SEVERABILITY 
 

If any provision of this Ordinance or any rule, regulation, or order thereunder of 

the application of such provision to any person or circumstances is held invalid, the 

remainder of this Ordinance and the application of such remaining provisions of 

the Ordinance of such rules, regulations, or orders to persons or circumstances 

other than those held invalid will not be affected thereby. 

SECTION 3 – VIOLATIONS OF ORDINANCE PROVISIONS 

 

An employee violating any of the provisions of this Ordinance shall be subject to 

any civil or criminal penalty, in addition to any disciplinary action which may be 

imposed for the violation of the same. 

SECTION 4 – EFFECTIVE DATE 
 

This Ordinance shall be effective as of September 1, 2014. 

Ordinance amended on: December 4, 2017, August 6, 2018, September 17, 2018.   
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September 1, 2014 Personnel Ordinance 

Amendments 

 

12/04/17 Article I, Section 2 – Application, be amended by deleting the following sentence: 

D.  Employees of the Georgia Cooperative Extension Service shall only be 

subject to the following Articles and Sections: 

 

And inserting the following sentence in its place: 

C. Employees of the Georgia Cooperative Extension Service who receive a supplement shall 

only be subject to the following Articles and Sections: 

 

08/06/18 Article I, Section 3 – Definitions, be amended by deleting the following sentence: 

J. Regular Employee – An employee who has completed at least nine  

(9) months satisfactory County service, and who has been recommended for continued employment 

by the Department Head.  

 

And inserting the following sentence in its place: 

J. Regular Employee – An employee who has completed at least twelve  

(12) months satisfactory County service, and who has been recommended for continued employment 

by the Department Head.  

 

08/06/18 Article III, Section 3 – Use of Salary Ranges, be amended by deleting the last sentence in A. 

Hiring Rate: 

Initial appointments above step six (6) must be approved by the Board of Commissioners. 

 

And inserting the following sentence in its place: 

Initial appointments above 10% of the position’s minimum rate must be approved by the Board of 

Commissioners.   

 

08/06/18 Article III, Section 3 – Use of Salary Ranges, be amended by deleting the following section: 

 

B. Job Rate – Step one (1) is the Job Rate for each Salary Range and designates the minimum rate of pay 

an employee may receive for satisfactory performance. An employee is advanced to the Job Rate when the 

Probationary Period of employment has been completed.  

 

09/17/18 Article III, Section 3 – Use of Salary Ranges be amended by deleting the following sections: 

E. Promotion – An employee who is promoted to a Class in a higher pay grade shall receive a 10% 

increase in pay or move to the minimum of the new grade, whichever is greater. The increase may 

not cause an employee’s pay rate to exceed the maximum of the salary range of the new pay grade. 

An employee who is promoted while serving their initial probationary period will move to the 

minimum of the new pay grade. 

F. Demotion – An employee who is demoted to a Class in a lower pay grade shall receive a 10% decrease 

in pay.  However, the decrease may not cause an employee’s pay rate to fall below the minimum or 

above the maximum of the salary range of the new pay grade. If an employee is Demoted during his or 

her Probationary Period following a Promotion and is returned to the Class he or she held immediately 

prior to the Promotion, the employee shall receive a pay decrease to the salary in the Salary Range of 

the Class he or she held immediately prior to the Promotion. 

And inserting the following sections in its place: 
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A.  Promotion – An employee who is promoted to a class in a higher pay grade will receive a salary 

increase equal to the dollar difference between the minimum salary of the current grade and the 

minimum salary of the new grade.  The increase may not cause an employee’s pay rate to exceed the 

salary range of the new pay grade and the increase shall not exceed 20 percent of the current salary. 

B. Demotion – An employee who is demoted to a class in a lower pay grade will receive a salary 

decrease equal to the dollar difference between the minimum salary of the current grade and the 

minimum salary of the new grade.  The increase may not cause an employee’s pay rate to fall below 

or exceed the salary range of the new pay grade and the decrease shall not exceed 20 percent of the 

current salary. 

 

08/06/18 Article III, Section 3 – Use of Salary Ranges, be amended by deleting the following section: 

A. Promotion – An employee who is Promoted to a Class in a higher pay grade shall receive a pay 

increase to the same step in the higher pay grade as the employee held in the lower pay grade, 

provided that the pay increase shall not exceed 20 percent of the current salary. If the same step in 

the higher pay grade would provide a pay increase greater than 20 percent then the employee will be 

placed on the next lowest step that provides a pay increase of less than 20 percent. However, an 

employee who is Promoted shall receive a pay rate no lower than the Job Rate in the Salary Range 

of the new Class. A pay increase may not cause an employee’s pay rate to exceed the maximum rate 

of pay for the Salary Range of the new Class. 

 

 

And inserting the following section in its place: 

 

A. Promotion – An employee who is promoted to a class in a higher pay grade shall receive a 10% 

increase in pay or move to the minimum of the new grade, whichever is greater. The increase may 

not cause an employee’s pay rate to exceed the maximum of the salary range of the new pay grade. 

An employee who is promoted while serving their initial probationary period will move to the 

minimum of the new pay grade. 

 

08/06/18 Article III, Section 3 – Use of Salary Ranges, be amended by deleting the following section: 

 

B. Demotion – An employee who is Demoted to a Class in a lower pay grade shall receive a pay decrease 

to the same step in the lower pay grade as the employee held in the higher pay grade, provided that the 

pay decrease shall not exceed 20 percent. A pay decrease may not cause an employee’s pay rate to be less 

than the Job Rate in the Salary Range of the new Class.  A pay decrease may not cause an employee’s pay 

rate to exceed the maximum rate of pay for the Salary Range of the new Class. 

If an employee is Demoted during his or her Probationary Period following a Promotion and is returned 

to the Class he or she held immediately prior to the Promotion, the employee shall receive a pay decrease 

to the step in the Salary Range of the Class he or she held immediately prior to the Promotion. 

 

And inserting the following section in its place: 

 

B. Demotion – An employee who is demoted to a class in a lower pay grade shall receive a 10% decrease in 

pay.  However, the decrease may not cause an employee’s pay rate to fall below the minimum or above the 

maximum of the salary range of the new pay grade. If an employee is Demoted during his or her 

Probationary Period following a Promotion and is returned to the Class he or she held immediately prior to 

the Promotion, the employee shall receive a pay decrease to the salary in the Salary Range of the Class he or 

she held immediately prior to the Promotion. 
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06/17/19 Article III, Section 15 – Educational Incentive Program be deleted in its entirety and inserting 

Proficiency Pay – Effective July 1, 2019 in its place: 

 
PURPOSE:  To encourage job-related higher education and training to provide an incentive to County employees for broadening 

their education and training in order to become more proficient and professional in the performance of their respective County 

jobs.  Will provide a short and long-term career path for employees and will provide a tangible value to the County. 

STATEMENT OF POLICY:  It is the policy of Spalding County to provide proficiency pay to employees who complete an 

approved degree or bona fide certification program which is directly applicable to their respective position and job duties with the 

County, and is higher than the minimum requirements of the employee’s position.  The County recognizes the enhanced 

performance and value of additional job-related certification programs and degrees, and offers pay increases to reflect that value. 

ELIGIBILITY: 

• Part-time and Full-time employees are eligible to participate in the Proficiency Pay Policy program. 

• Employees must discuss goals with their supervisor prior to beginning a documented career path. The goals will be 
documented, marked approved or denied, signed by the employee and supervisor, and forwarded to Human 
Resources.   

• Satisfactory performance evaluations are a requirement for participation in the Proficiency Pay Policy. 
Examples of degree, diploma and/or certification programs - The following degrees will make an employee eligible for 

Proficiency Pay if the degree program is directly applicable to the employee's position with the County (as determined by the 

department head, Human Resources Director and County Manager), is above the minimum qualifications for the position, and is 

from an accredited college or university.  Job descriptions containing “or any equivalent combination of education, training and 

experience which provides the necessary knowledge, skills and abilities for the position” do not qualify for an Educational Incentive 

until a higher level of education as stated in the job description for the position is obtained.  For example, a position requiring a 

four-year college degree or equivalent does not qualify for an Educational Incentive for obtaining the four-year college degree. 

l.  Associate’s degree 

2.  Bachelor's degree 

 3.  Master's degree 

            4.  Certification program directly related to the employee’s position and job duties. 

Certification programs: 

• are time-limited and may require the individual to verify on-going competence in order to continue to hold the 
certification. 

• validate that an individual has demonstrated the knowledge, skills and abilities to be competent in the profession 
covered by the certification and participates in an ongoing program designed to maintain their competence over time. 

An approved list of certification programs will be maintained in the Ordinance (See Attachment "A"). Consideration for 

additional certifications may be submitted by the Department Head or Elected Official, will require written approval by the 

County Manager and Human Resources Director, and will be considered during budget review.  Budget approval for additional 

certifications must be received prior to enrollment for proficiency pay to apply. 

 

INCENTIVE AMOUNT: Upon the completion of an approved degree or certification program, employees will be awarded a 

percentage of his/her current rate of pay per the following scale.  Proficiency Pay is limited to five (5) percent per fiscal year and 

fifteen (15%) maximum.  Total proficiency pay for education may not exceed 7.5%.   

Associate’s degree 2.5% 

Bachelor’s degree 5.0% 

Master’s degree 7.5% 

Certification programs 2.5% (unless denoted *) 

 

EVIDENCE OF COMPLETION: Upon the completion of an approved degree or certification program, the employee is 

required to submit evidence of completion to his or her department head. After review and approval, the department head will 

submit all documents and a letter requesting Proficiency Pay to the Human Resources Director for approval.  The County 

Manager must approve prior to processing. 

 

EFFECTIVE DATE: Evidence of completion and request for Proficiency Pay must be received by the Human Resources 

Director in a timely manner.  Pay increases will be effective on the date of receipt/approval in Human Resources and will not 

include retroactive pay. 
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EXCLUSIONS: The Proficiency Pay Policy is not intended to be used to reward employees who have participated in various 

short-term workshops, seminars, or programs.  Certificate of attendance programs are not eligible for Proficiency Pay as they 

only confirm that an individual has participated in a specific education event and achieved the learning outcomes. 

Employees who must complete mandated training in order to successfully complete their working test period due to new hire or 

promotion (i.e. POST requirements) are not eligible for Proficiency Pay for completing the required mandated training.  

Exhibit A 

Certification programs which may make an employee eligible for Proficiency Pay  

include the following: 

Administration 

UGA Finance Officers Certification Program Level I, Il 

UGA County Clerk Certification Program 

UGA County Clerk Master’s Certification Program 

Certified Public Purchasing Buyer  

Certified Public Purchasing Officer 

Animal Control 

NACA Certified Animal Control Officer/Code 3 Module A and B 

NACA Certified Animal Control Officer/Code 3 Module C Animal Cruelty Investigator 

 

Community Development 

AICP Planner Certification, American Planning Association  

 

Correctional Institution 

*Drug Alcohol Addition Certification Preparation Program 

Professional Management Program, Columbus State University 

State of Georgia POST Instructor Training 

State of Georgia POST Firearms Instructor Training 

 

Elections 

Certified Election/Registration Administrators National Certification 

 

Fire 

Chief Fire Officer 

EMT – Basic, Advanced or Intermediate 

Fire Community Relations 

Fire Educator 

Fire Investigator 

Fire Officer 

Fire Technical Rescue  

Firefighter - Intermediate 

Firefighter Preparation 

*Paramedic  

 

Human Resources 

Georgia Local Government Personnel Association Certified Human Resource Manager  

Georgia Local Government Personnel Association Advanced Human Resource Manager 

International Personnel Management Association- Certified HR Professional 

 

Leisure Services 

**Certified Park & Recreational Professional (CPRP) 

**Certified Park & Recreational Executive (CPRE) 

 

Parks  

GRPA Leadership Year 1, 2 and 3 – combination of 2 years required 

NRPA Maintenance Management School Year 1 

NRPA Maintenance Management School Year 2 

NRPA Maintenance Management School Year 3 

 

Public Works 

GRPA Maintenance Management School Year 1, 2, 3 – combination of 2 years required 

 

Sheriff’s Office 
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State of Georgia P.O.S.T. Council Career Development Program Advanced Certification 

State of Georgia P.O.S.T. Council Career Development Program Executive Certification 

State of Georgia P.O.S.T. Council Career Development Program Intermediate Certification 

State of Georgia, P.O.S.T. CHAMPS Instructor Certification 

State of Georgia, P.O.S.T. Crime Scene Technician 

Drug Recognition Expert 

*Federal Bureau of Investigation (FBI) National Academy Program 

State of Georgia P.O.S.T. Council Field Training Officer 

State of Georgia P.O.S.T. Council Instructor Certification 

Jail Special Response Team (SRT) 

State of Georgia P.O.S.T. Council Management or Command College* 

State of Georgia P.O.S.T. Council Senior Deputy Certification 

State of Georgia P.O.S.T. Council Supervision or Professional Management* 

GCIC TAC (Terminal Agency Coordinator) 

SWAT Team 

*5% certification increase due to length of extensive training. 

**Per National Recreation and Park Association an individual may be either a CPRP or a CPRE but cannot maintain both 

certifications at one time.  

 

12/04/17 Article III, Section 15 – Educational Incentive Program, be amended by deleting the following 

sentence: 

The Educational Incentive Program is established to award employees an increase in pay of one (1) 

step for successfully obtaining a four-year college degree from an accredited college or university 

and an increase in pay of one (1) step for successfully obtaining a Master’s degree from an 

accredited college or university. 

 

and inserting the following sentence in its place: 

The Educational Incentive Program is established to award employees an increase in pay of 2.5% for 

successfully obtaining a four-year college degree from an accredited college or university and an 

increase in pay of 2.5% for successfully obtaining a Master’s degree from an accredited college or 

university. 

 

12/04/17 Article III, Section 10 – Hours Worked, be amended by inserting the following sentence at the 

end of the first paragraph: 

 Time spent traveling to and from training is not compensable unless the travel time falls within 

regular working hours.  Travel time for training is considered the same as normal commute to work 

time. 

 

12/04/17 Article III, Section 16 – Employee Incentive Program, be amended by deleting the following 

sentence: 

The Employee Incentive Program is designed to provide an opportunity for employees to be 

rewarded for recommending cost-saving improvements to County operations. 

 

and inserting the following sentence in its place: 

The Employee Incentive Program is designed to provide an opportunity for employees to be 

rewarded for recommending cost-saving or revenue recovery improvements to County operations. 

 

08/06/18 Article III, Section 17 – Longevity be amended by adding to clarify the previous inclusion of 

longevity: 

Longevity pay (effective July 1, 1995 – June 30, 2018) was paid to any County employee who: 

1. Completed at least ten (10) years of continuous service with the County on or before June 30 of 

the fiscal year preceding the year in which the payment is made.  Continuous service is defined as 

uninterrupted service without a break in pay and shall include approved leaves such as annual 
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leave, sick leave, family medical leave, workers’ compensation leave, military leave, educational 

leave, civil leave, volunteer service leave, or other approved leaves, with or without pay. 

2. Worked at least 1000 hours for each fiscal year for which continuous service is earned with the 

following exceptions: 

(a) Retiring and terminating employees qualifying for longevity pay who retire or leave 

employment before July 1 of the fiscal year in which the payment will be made will receive 

a final longevity payment, provided their anniversary date has passed for that fiscal year. 

Discontinued effective 7/1/18 due to longevity being included with regular pay. 

(b) Employees who were initially employed with the Griffin-Spalding County Recreation 

Board shall be eligible for longevity pay and allowed to receive credit for continuous 

service provided that no interruption in service occurred from the employee’s initial date 

of employment, except as otherwise allowed herein. 

3. Does not receive a longevity payment or supplement, or any other salary increase because of 

longevity. 

Longevity pay shall be computed in accordance with the following schedule: 

FULL-TIME EMPLOYEES – Amounts decreased 50% effective FY 14 budget 

 Years of Service    Amount 

10-14 years     $1,500.00 

15-19 years     $2,000.00 

20 or more years    $2,500.00 

PART-TIME EMPLOYEES WHO WORKED AT LEAST 1,000 HOURS 

DURING THE PREVIOUS FISCAL YEAR – Amounts decreased 50% effective FY14 budget 

Years of Service    Amount 

10-14 years     $   750.00 

15 –19 years     $1,000.00 

20 or more years    $1,250.00 

Effective July 1, 2018 longevity payments are included in eligible employees’ paychecks rather than being 

paid in a lump sum payment. 

 

12/04/17 Article IV, Section 3 – Disability Accommodation, be amended by deleting “American” in the 

third paragraph and inserting “Americans” in its place. 

 

12/04/17 Article IV, Section 4 – Recruiting Sources, be amended by deleting the following sentence: 

If a vacancy occurs within 90 calendar days after the most recent job posting closing date for the 

Class, the vacancy need not be re-advertised if a sufficient number of qualified applications are on 

file from the most recent job posting. 

 

and inserting the following sentence in its place: 

If a vacancy occurs within six (6) months after the most recent job posting closing date for the Class, 

the vacancy need not be re-advertised if a sufficient number of qualified applications are on file 

from the most recent job posting. 

 

 

12/04/17 Article IV, Section 6 – Disqualification, be amended by deleting the following sentence from 

paragraph A: 

A military-issued General Education Development (GED) certificate may be accepted unless the 

Position requires certification by an agency that does not accept a military-issued GED. 

 

 

08/06/18 Article IV Section 10 – Probationary Period of Employment be amended by deleting all 

references to a nine-month probationary period and replacing with a twelve- month probationary period. 



June 18, 2019 

 

 

 

And deleting the following sentences: 

c. Whether or not the Probationary Period should be extended for a period not to exceed three (3) additional 

months; and 

 

At the end of the initial nine (9) month Probationary Period, the Probationary Period may be extended for 

up to an additional three (3) months; however, no Probationary Period of employment shall exceed more 

than one (1) year. 

 

08/06/18 Article IV, Section 11 – Promotion be amended by inserting the following sentence: 

Any employee who is promoted must complete a twelve (12) month Probationary Period in the position to 

which he or she is promoted. 

 

12/04/17 Article IV, Section 11 – Promotion, be amended by deleting the following sentence: 

No employee may be considered for a Promotion to a Position in a higher graded Class unless the 

employee has satisfactorily completed the Probationary Period of employment. 

 

08/06/18 Article IV, Section 12 – Demotion be amended by deleting the following sentence: 

Any employee who is demoted must complete a nine (9) month Probationary Period in the position to which 

he or she is demoted. 

 

And replacing with the following sentence: 

Any employee who is demoted must complete a twelve (12) month Probationary Period in the position to 

which he or she is demoted. 

 

12/04/17 Article V, Section 2 – Gifts and Favors, be amended by deleting “$50” and inserting “$100.01” 

in its place. 

 

08/06/18 Article V, Section 8, C.  Driving and Cell Phone Use be amended by deleting the following 

sentence: 

 

If accepting a call is unavoidable and pulling off the roadway is not a safe option, employees are expected 

to keep the call short, refrain from discussing complicated or emotional issues, and keep their eyes on the 

road and other vehicles. 

 

12/04/17 Article V, Section 8 – Cell Phone Use be amended by deleting the following sentence: 

Employees with personal or County-owned electronic communication devices that are camera-

enabled are prohibited from using the audio and video recording functions of such devices anywhere 

during work hours unless authorized by a Department Head or Elected Official for a specific 

situation or occasion. 

 

and inserting the following sentence in its place: 

Employees with personal or County-owned electronic communication devices that are camera-

enabled are prohibited from using the still camera and audio and video recording functions of such 

devices anywhere during work hours unless for a warranted specific situation or occasion in which 

the Department Head or Elected Official has given specific approval in advance or in advance for 

the type of situation or occasion at issue. 

 

12/04/17 Article V, Section 16 – Dress Code, be amended by inserting the following paragraphs, as 

paragraph 2 and 3: 

This policy does not cover all potential appearance and grooming issues and any extreme clothing, 
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hairstyles, facial hair, or jewelry are not permitted.  Personnel are encouraged to use discretion in 

maintaining a professional image of Spalding County. 

 

All tattoos that are in visible areas shall not depict explicit sexual content, immoral, or radical social 

statements and must be covered at all times while on duty or representing the department.  If you are 

unsure of the acceptability of a potential tattoo, check with your Department Head or Elected 

Official. 

 

12/04/17 Article V, Section 17 – Tobacco in the Workplace, be amended by deleting the following 

sentence: 

For this reason, smoking by employees is not permitted inside County buildings, in County vehicles, 

or on County property.  

 

and inserting the following sentence in its place: 

For this reason, smoking, the use of e-cigarettes, vapor cigarettes or similar devices by employees is 

not permitted inside County buildings, in County vehicles, or on County property.  

 

08/06/18 Article V, Section 19, Workplace Violence be amended by deleting the following sentence: 

A. Brandishing or using a weapon while on County premises or engaged in County business (does 

not apply to the lawful use of weapons by law enforcement employees in the performance of job 

duties; includes compliance with Georgia Safe Carry Protection Act); 

 

And replacing with the following sentence: 

C. Carrying or possessing a weapon or firearm when on the job or during the course of performing 

their duties as a County employee except law enforcement personnel under the supervision 

of the Sheriff, Warden, or Chief Magistrate Judge; 

 

12/04/17 Article V, Section 19 – Workplace Violence, be amended by deleting the following sentence 

from paragraph C: 

Brandishing or using a weapon while on County premises or engaged in County business (does not 

apply to the lawful use of weapons by law enforcement employees in the performance of job duties);  

 

and inserting the following sentence in paragraph C: 

• Brandishing or using a weapon while on County premises or engaged in County business (does not 

apply to the lawful use of weapons by law enforcement employees in the performance of job duties; 

includes compliance with Georgia Safe Carry Protection Act); 

 

12/04/17 Article V, Section 19 – Workplace Violence, be amended by deleting the following paragraph: 

The Department Head or Elected Official should immediately investigate any reported violence, 

harassment, or threats committed by or against employees on County premises or during the course 

of employment. 

 

and inserting the following paragraph in its place: 

The Department Head or Elected Official should immediately investigate any reported violence or 

threats committed by or against employees on County premises or during the course of employment. 

 

08/06/18 Article V, Section 20, B. 1. (a), be amended by deleting the following sentence:   

(i) An incident involving a vehicle that results in: 

 

And inserting the following sentence in its place: 

(i) An incident involving a vehicle or equipment that results in: 
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08/06/18 Article V, Section 20, B. 1, (a) be amended by inserting the following sentence: 

a. Any damage to a vehicle, property or equipment belonging to the County or someone else. 

 

And renumbering current sections a -d to b – e to allow for the insertion of a. Any damage to a vehicle, 

property or equipment belonging to the County or someone else.   

 

12/04/17 Article V, Section 20 – Alcohol and Substance Abuse, be amended by deleting paragraph 

B.1.(a)(ii): 

An occurrence or incident that results in a person seeking, requiring and/or receiving medical 

treatment for an injury in connection with the occurrence or incident that may be reasonably due to 

the employee’s negligence, failure to follow policy or procedure, or carelessness.  

 

and inserting the following paragraph in its place: 

An occurrence or incident that results in a person seeking, requiring and/or receiving medical 

treatment away from the scene of the Accident for an injury in connection with the occurrence or 

incident that may be reasonably due to the employee’s negligence, failure to follow policy or 

procedure, or carelessness.  

 

12/04/17 Article V, Section 20 – Alcohol and Substance Abuse, be amended by deleting the following 

sentence: 

Random Testing – Employees in Safety-Sensitive Positions will be subject to random, unannounced 

drug and alcohol testing. 

 

and insert the following sentence in its place: 

Random Testing – Employees whose jobs require a valid Georgia Driver’s license and those who 

receive a vehicle allowance will be subject to random, unannounced drug and alcohol testing. 

 

12/04/17 Article V, Section 20 – Alcohol and Substance Abuse, be amended by inserting the following 

sentence at the end of paragraph E.5.: 

The employee will be required to reimburse the County for the cost of Return-to-Duty tests. 

 

12/04/17 Article V, Section 20 – Alcohol and Substance Abuse, be amended by inserting the following 

sentence at the end of paragraph E.6.: 

The employee will be required to reimburse the County for the cost of Follow-Up tests. 

 

12/04/17 Article V, Section 20 – Alcohol and Substance Abuse, be amended by inserting the following 

sentence after the last sentence in paragraph G: 

Spalding County may use a single specimen collection method for testing that is not subject to 

FMCSA regulations.  Any Covered Employee who questions the results of a required drug test using 

a single specimen may request an aliquot of the single specimen be retested. 

 

12/04/17 Article V, Section 20 – Alcohol and Substance Abuse, be amended by deleting the following 

sentence in paragraph J.3.: 

The employee will be informed of educational and/or treatment programs available, and referred to 

an SAP for assessment.  

 

and inserting the following sentence in its place: 

If an employee has a Positive Reasonable Suspicion or Random drug or alcohol test, the employee 

will be informed of educational and/or treatment programs available, and referred to an SAP for 

assessment.  
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12/04/17 Article V, Section 20 – Alcohol and Substance Abuse, be amended by deleting the following 

sentence in paragraph J.6.(c): 

Any employee who has a Positive Return-to-Duty or Follow-Up drug and/or alcohol test will be 

Terminated.  

 

and inserting the following sentence in its place: 

Any employee who has a Positive Post-Accident, Return-to-Duty or Follow-Up drug and/or alcohol 

test will be Terminated.  

 

12/04/17 Article V, ADD Section 21 – Lost, Stolen, or Damaged Property 

LOST, STOLEN OR DAMAGED PROPERTY 

Employees have a responsibility to take every available precaution to protect County equipment and/or 

property from loss, damage, or theft.  County equipment and property include any item issued to you or 

in which you are responsible for, such as keys, uniforms, electronic equipment, cellular phones, radios, 

vehicles, machinery.  If the loss, damage, or theft is due to negligence, as determined by the Accident 

Review Committee, employees will be required to pay the replacement cost.   

 

Lost or stolen equipment/property must be immediately reported to the supervisor by the employee to 

whom the equipment/property is assigned.  Both the employee and the supervisor must complete and 

submit an Incident Report describing in detail how the equipment/property was lost, stolen, or 

damaged.  A copy of both incident reports and statements will be forwarded by the supervisor immediately 

through the chain of command, along with a request for replacement, if appropriate.  The supervisor must 

set forth his recommendations concerning approval of replacement. 

 

Property or personal property that is damaged or destroyed in the line of duty shall be reported to the 

supervisor by the employee experiencing or witnessing damage of property or personal property.  Both 

the employee and the supervisor must complete and submit an Incident Report describing in detail how 

the damage occurred.  A copy of both incident reports and statements will be forwarded by the supervisor 

immediately through the chain of command, along with a request for replacement, if appropriate.  The 

supervisor must set forth his recommendations concerning approval of replacement.  

  

MANDATORY RETURN OF ALL ISSUED UNIFORMS AND EQUIPMENT 

Upon termination of employment, all employees are required to return all issued uniforms and equipment 

to the supervisor and/or Department Head/Elected Official.   

   

Should an employee fail to return County issued property and equipment, or if the employee returns 

abused/damaged property/equipment, the supervisor will write a report documenting the incident and the 

cost of the loss or damages. The report will be forwarded to Human Resources and the employee’s final 

paycheck will be withheld to the extent permitted by law until such payment is made.   

 

12/04/17 Article VI, Section 2 – Holiday – When Work Required, be amended by deleting the following 

sentence from the first paragraph relating to Fire Protection Employees: 

The maximum number of Holiday hours that may be accrued is 108 hours. 

 

and inserting the following sentence: 

The maximum number of Holiday hours that may be carried over to the next calendar year is 108 

hours.   

 

12/04/17 Article VI, Section 2 – Holiday – When Work Required, be amended by deleting the following 

sentence from the second paragraph relating to Law Enforcement and E-911: 
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The maximum number of Holiday hours that may be accrued is 80 hours. 

 

and inserting the following sentence: 

The maximum number of Holiday hours that may be carried over to the next calendar year is 80 

hours.   

 

12/04/17 Article VI, Section 2 – Holiday – When Work Required, be amended by deleting the following 

sentence from the third paragraph relating to Other employees: 

The maximum number of Holiday hours that may be accrued is 80 hours. 

 

And inserting the following sentence: 

The maximum number of Holiday hours that may be carried over to the next calendar year is 80 

hours. 

 

12/04/17 Article VI, Section 8 – Annual Leave – At Separation of Employment, be amended by 

inserting the following sentence at the end of the first paragraph: 

Accrued annual leave may not be used to extend time on payroll beyond the last day worked.  

Accrued annual leave will be paid in a lump sum on the next available paycheck following the final 

date the employee worked.   

 

06/17/19 Article VI, Section 10 – Manner of Accrual, be amended by deleting the following sentence: 

Sick leave will accrue on the last day of the month and may be available for use on the first day of the 

following month.  An employee shall accrue sick leave at the end of the first month of full-time 

employment if the date of full-time employment occurs on or before the 15th day of the month. 

 

And inserting the following sentence in its place: 

Sick leave will accrue on the first day of the month provided the employee is in pay status. 

 

06/17/19 Article VI, Section 11 – Sick Leave – Maximum Accrual, be amended by inserting the 

following section: 

Forfeited sick leave hours will roll over into a Retirement Service Sick Leave Account to be applied to 

service upon retirement.  Maximum hours allowed is 2080 for employees not assigned to fire protection 

activities and 2912 for employees assigned to fire protection activities.  Account balance will also include 

sick leave at the time of retirement and shall not exceed the maximum hours allowed.   

 

06/17/19 Article VI, Section 13 – Sick Leave – Buy Back  (New Section) 

As an incentive to encourage employees to report to work on a regular basis, employees will have the option 

of selling back up to 40 hours of sick leave provided: 

• Employee does not use any sick leave during the fiscal year, and  

• Employee maintains a balance of at least 40 hours sick leave following the buy-back payment 

The hours included in the buy-back payment will be subtracted from employees’ sick leave balance.  Buy-

back payments will be: 

• paid according to employee’s current rate of pay;  

• issued in December of the following fiscal year;  

• employee must be employed at the time of payment to be eligible. 

The Buy-Back option is effective July 1, 2019, is subject to annual budget approval, and will require 

employee election to participate in the buy-back. 

 

12/04/17 Article VI, Section 14 – Funeral Leave, be amended by inserting the following after the second 

sentence: 

Full-time Employees will be granted Funeral leave for up to 8 hours with pay if an employee is 
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absent from duty as a result of a death of a family member other than an immediate family member.   

 

09/17/18 Article VI, Section 16 be amended by deleting the following sentence in paragraph one: 

A Regular Full-time or Regular Part-time Employee may be granted a Leave of Absence Without Pay for up 

to one (1) year by the County Manager or Elected Official. 

And replacing with the following sentence: 

A Regular Full-time or Regular Part-time Employee may be granted a Leave of Absence for up to one (1) 

year by the County Manager or Elected Official.  FMLA, accrued leave, donated leave, and Leave without 

pay will run concurrently with the 1-year allowance. 

Delete Leave of Absence Without Pay and replace with Leave of Absence in paragraphs two, three and 

four. 

 

 

12/04/17 Article VI, Section 18 – Workers’ Compensation Leave, be amended by deleting the following 

sentence: 

An employee’s paid leave is not charged for time lost from work on the day of the injury. 

 

and inserting the following sentence in its place: 

An employee’s paid leave is not charged for time lost from work on the day of the injury or for time 

taken for medical appointments, therapy, etc. directly related to the workers’ compensation injury. 

 

08/06/18 Article VI, Section 20 – Civil Leave be amended by deleting the following sentence: 

A Full-time Employee called for jury duty; or as a court witness for the federal government, state 

government, or a subdivision thereof; during his or her scheduled work time, shall receive Civil leave with 

pay for scheduled work time lost as a result of such duty. 

 

And inserting the following sentence in its place:   

A Full-time employee absent from his or her employment for the purpose of attending a judicial proceeding 

in response to a subpoena, summons for jury duty, or other court order or process which requires attendance 

of the employee shall receive Civil leave with pay for scheduled work time lost as a result of such 

attendance. 

 

12/04/17 Article VI, Section 20 – Civil Leave, be amended by inserting the following sentence after the 

first sentence: 

The Department Head or Elected Official should provide Civil leave with pay for each hour of 

jury/witness duty served for an employee who is scheduled to work the night before or after the jury 

or witness duty.   

 

12/04/17 Article VI, Section 21 – Adverse Weather Conditions, be amended by deleting the first sentence 

of paragraph three: 

If County offices are closed because of adverse weather, employees who are absent from work due 

to the closing shall charge the time out of work as Adverse Weather leave with pay. 

 

and inserting the following sentence: 

If County offices are closed because of adverse weather, full-time employees who are absent from 

work due to the closing shall charge the time out of work as Adverse Weather leave with pay. 

 

12/04/17 Article VI, Section 22 – Family and Medical Leave, be amended by deleting paragraph 

B.1.(a)(ii): 

A husband and wife who are both eligible for FMLA and both employed by Spalding County may 

take a combined total of up to 12 weeks for the birth, adoption or placement for foster care of the 
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employee’s son or daughter, to care for such child. 

 

and inserting the following paragraph in its place: 

Spouses who are both eligible for FMLA and both employed by Spalding County may take a 

combined total of up to 12 weeks for the birth, adoption or placement for foster care of the 

employee’s son or daughter, to care for such child. 

 

12/04/17 Article VI, Section 23 – Leave Sharing, be amended by deleting the second sentence in the first 

paragraph: 

A Serious Medical Emergency is defined as an illness or injury which requires an inpatient 

admission in excess of 23 hours to a hospital, hospice, or residential medical care facility, including 

any period of incapacity or any subsequent treatment in connection with such inpatient care. 

 

and inserting the following sentence in its place: 

A Serious Medical Condition is a health condition involving a serious illness, injury, impairment, or 

condition that is likely to require the employee's absence from work for an extended period of time. 

Some examples of such conditions include: advanced or rapidly growing cancers, acute serious 

illnesses, chronic life threatening conditions involving failure of bodily organs or systems (e.g., heart 

attack) or chronic conditions requiring extended rehabilitation such as back surgery. The absence 

may be continuous, as in hospitalization following surgery or an accident, or intermittent, as in 

periodic absences for chemotherapy or other procedures. Normal pregnancy without complications 

is not considered a serious medical condition under this program. 

 

12/04/17 Article VI, Section 23 – Leave Sharing, be amended by deleting Serious Medical Emergency as 

stated throughout the Article and replacing with Serious Medical Condition.  

 

12/04/17 Article VI, Section 23 – Leave Sharing, be amended by deleting paragraph A. 2.: 

Have completed at least one (1) year of continuous Full-time service immediately prior to requesting 

donated leave; 

 

and inserting the following paragraph in its place: 

Have completed at least nine (9) months of continuous Full-time service and obtained Regular 

employment status immediately prior to requesting donated leave; 

 

12/04/17 Article VI, Section 23 – Leave Sharing, be amended by deleting paragraph A.4.: 

Have been on a Leave of Absence Without Pay for 72 consecutive scheduled work hours; and  

 

12/04/17 Article VI, Section 23 – Leave Sharing, be amended by deleting paragraph A. 5.:  

Not be receiving short-term disability benefits or Workers’ Compensation income benefits. 

 

12/04/17 Article VI, Section 23 – Leave Sharing, be amended by deleting the following from paragraph 

A.: 

An employee on a leave covered by Workers’ Compensation because of a Serious Medical 

Emergency may be eligible to receive donations of leave under this Section if the employee elects, 

in writing, not to receive Workers’ Compensation income benefits during the period the employee is 

using donated leave. 

 

and inserting the following in its place: 

An employee on a leave covered by Workers’ Compensation because of a Serious Medical 

Condition may be eligible to receive donations of leave under this Section if the employee also 

receives Workers’ Compensation income benefits.  An employee may be eligible to receive 
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donations of leave under this Section if the employee also receives short term disability benefits.  

The combination of donated leave plus either Workers’ Compensation income benefits or short term 

disability benefits may not exceed 100% of the employee’s regular pay.   

 

12/04/17 Article VI, Section 23 – Leave Sharing, be amended by deleting the following sentence: 

2. Used in increments smaller than eight (8) hours;  

 

and inserting the following in its place: 

2. Used in increments smaller than four (4) hours;  

 

12/04/17 Article VI, Section 24 – Time Off to Vote, be amended by deleting the entire section. 

 An employee is permitted time off with pay to vote in any municipal, county, state, or federal 

political party primary or election for which the employee is qualified and registered to vote on the 

day on which such primary or election is held… 

 

12/04/17 Article VII, Section 10 – Reinstatement, be amended to delete the second sentence of paragraph 

two: 

The Reinstated employee’s accrued unused Sick leave balance at the time he or she left employment 

will not be restored. 

 

and inserting the following in its place: 

The Reinstated employee’s accrued unused Sick leave balance at the time he or she left employment 

will be restored. 

 

08/06/18 Article VIII, Section 2, B. Misconduct be amended by deleting the following sentence: 

17. Unauthorized possession of a weapon or firearm while in a secure County property or building 

where such weapons are prohibited in accordance with the Georgia Safe Carry Protection Act.   

 

And replace with the following sentence: 

17. Carrying or possessing a weapon or firearm while on the job or during the course of performing their 

duties as a County employee except law enforcement personnel under the supervision of the Sheriff, 

Warden, or Chief Magistrate Judge; 

 

12/04/17 Article VIII, Section 2, B. – Reasons for Disciplinary Action, be amended by deleting 

paragraph B.17.: 

Unauthorized possession of weapons or firearms on County property at any time.  

 

and inserting the following paragraph in its place: 

Unauthorized possession of a weapon or firearm while in a secure County property or building 

where such weapons are prohibited in accordance with the Georgia Safe Carry Protection Act. 

 

 

09/17/18 Article XII, Section 2 be amended by deleting the following sentences in paragraph 2 and 3: 

For an employee in an initial Probationary status, a performance appraisal should be conducted at three (3) 

months and six (6) months of employment and immediately prior to completing the nine (9) month initial 

Probationary Period.  For an employee in a Probationary status due to a Promotion, Demotion or Transfer, a 

performance appraisal should be conducted at three (3) months, six (6) months, and immediately prior to 

completing the nine (9) month Probationary Period in the new position. 

For an employee in an Extended Probationary status, a performance appraisal should be conducted 

immediately prior to completing the Probationary Period.  

And replacing with the following paragraph: 



June 18, 2019 

 

 

For an employee in an initial Probationary status, a performance appraisal should be conducted at four (4) 

months, eight (8) months and immediately prior to completing the twelve (12) month initial Probationary 

Period.  For an employee in a Probationary status due to a Promotion, Demotion or Transfer, a performance 

appraisal should be conducted at four (4) months, eight (8) months, and immediately prior to completing the 

twelve (12) month Probationary Period in the new position. 

  
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Position Classification Plan

Job FLSA Workers' EEO-4

Grade Code Job Title Status Comp Occ Cat

Code Code

18 1602 4-H Watershed Program Assistant (Extension Srvc) Non-Exempt 8810 B - Professional

25 1016 800 MHz Communications System Manager (800 MHz) Exempt 9410 C - Technician

21 3905 Accountability Court Coord (Accountability Crt) Exempt 8810 F - Admin Support

13 3506 Accounting Associate (Admin) Non-Exempt 8810 F - Admin Sup

8 3502 Accounting Technician I (Finance) Non-Exempt 8810 F - Admin Sup

10 3502 Accounting Technician II (Finance) Non-Exempt 8810 F - Admin Sup

10 1102 Administrative Assistant I (Animal Ctrl) Non-Exempt 8810 F - Admin Sup

10 1309 Administrative Assistant I (Comm Dev) Non-Exempt 8810 F - Admin Sup

10 2529 Administrative Assistant I (Parks & Grounds) Non-Exempt 8810 F - Admin Sup

10 2522 Office Assistant (Senior Citizens Center) Non-Exempt 8810 F - Admin Sup

10 2623 Administrative Assistant I (Sheriff Administration) Non-Exempt 8810 F - Admin Sup

10 2609 Administrative Assistant I (Sheriff CID) Non-Exempt 8810 F - Admin Sup

10 2652 Administrative Assistant I (Sheriff Court Svcs) Non-Exempt 8810 F - Admin Sup

10 2712 Administrative Assistant I (Sheriff Detention) Non-Exempt 8810 F - Admin Sup

10 2615 Administrative Assistant I (Sheriff Special Ops) Non-Exempt 8810 F - Admin Sup

10 2646 Administrative Assistant I (Sheriff Uniform Patrol) Non-Exempt 8810 F - Admin Sup

10 2617 Administrative Assistant I (Sheriff Warrants/Civil) Non-Exempt 8810 F - Admin Sup

12 1701 Administrative Assistant II (911) Non-Exempt 8810 F - Admin Sup

12 1535 Administrative Assistant II (Correctional Institution) Non-Exempt 8810 F - Admin Sup

12 1804 Administrative Assistant II (Fire) Non-Exempt 8810 F - Admin Sup

12 2504 Administrative Assistant II (Parks & Grounds) Non-Exempt 8810 F - Admin Sup

12 3601 Administrative Assistant II (Public Works) Non-Exempt 8810 F - Admin Sup

12 2626 Administrative Assistant II (Sheriff Administration) Non-Exempt 8810 F - Admin Sup

12 3001 Administrative Assistant II (State Court Solicitor) Non-Exempt 8810 F - Admin Sup

12 3900 Administrative Assistant II (State Court) Non-Exempt 8810 F - Admin Sup

12 3101 Administrative Assistant II (Water) Non-Exempt 8810 F - Admin Sup

12 1510 Administrative Assistant II-HR(Correctional Institution) Non-Exempt 8810 F - Admin Sup

25 2645 Administrative Manager (Sheriff) Exempt 7720 A - Officials/Adm

30 1012 Administrative Services Director (Administration) Exempt 8810 A - Officials/Adm

10 1101 Animal Control Officer (Animal Control) Non-Exempt 8831 D - Protective Srv

19 1104 Animal Shelter Supervisor (Animal Control) Exempt 8831 D - Protective Srv

8 2805 Appraisal Field Assistant (Tax Assessor) Non-Exempt 8810 F - Admin Sup

11 2802 Appraisal Technician (Tax Assessor) Non-Exempt 8810 F - Admin Sup

15 2801 Appraiser - Personal Property (Tax Assessor) Non-Exempt 9410 C - Technician

11 2807 Appraiser I (Tax Assessor) Non-Exempt 9410 C - Technician

13 2804 Appraiser II (Tax Assessor) Non-Exempt 9410 C - Technician

31 1002 Assistant County Manager (Admin) Exempt 8810 A - Officials/Adm

24 3615 Assistant Public Works Director (Public Works) Exempt 5506 A - Officials/Adm

23 3004 Assistant Solicitor (Solicitor) Exempt 8810 F - Admin Sup

30 1015 Assistant to County Manager (Admin) Exempt 8810 A - Officials/Adm

14 2204 Assistant to Human Resources Director (HR) Non-Exempt 8810 F - Admin Sup

26 1802 Battalion Chief (Fire) Exempt 7710 A - Officials/Adm

13 1409 Bookkeeper (Clerk of Court) Non-Exempt 8810 F - Admin Sup

17 1303 Building Inspector I (Com Dev) Non-Exempt 9410 A - Officials/Adm
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Position Classification Plan

Job FLSA Workers' EEO-4

Grade Code Job Title Status Comp Occ Cat

Code Code

19 1307 Building Inspector II (Com Dev) Non-Exempt 9410 A - Officials/Adm

24 1302 Building Official (Com Dev) Non-Exempt 9410 A - Officials/Adm

24 1809 Captain (Fire) Exempt 7710 B - Professional

25 2606 Captain (Sheriff CID) Exempt 7720 B - Professional

25 2613 Captain (Sheriff Special Ops) Exempt 7720 B - Professional

25 2603 Captain (Sheriff Uniform Patrol) Exempt 7720 B - Professional

25 2619 Captain (Sheriff Warrants/Civil) Exempt 7720 B - Professional

5 2515 Ceramic Helper (Leisure Srvcs) Non-Exempt 9102 E - Parapro

6 2514 Ceramics Supervisor (Leisure Srvcs) Non-Exempt 9102 E - Parapro

30 1803 Chief (Fire) Exempt 7710 A - Officials/Adm

29 2803 Chief Appraiser (Tax Assessor) Exempt 9410 A - Officials/Adm

25 1512 Chief Corrections Counselor (Correctional Inst) Exempt 7720 B - Professional

29 2624 Chief Deputy (Sheriff) Excluded 7720 A - Officials/Adm

22 1401 Chief Deputy Clerk (Clerk of Court) Excluded 8810 F - Admin Sup

22 2901 Chief Deputy Tax Commissioner (Tax Comm) Excluded 8810 F - Admin Sup

16 1901 Chief Magistrate Clerk (Magistrate Court) Non-Exempt 8810 F - Admin Sup

15 2301 Chief Probate Clerk (Probate Court) Excluded 8810 F - Admin Sup

24 2001 Chief Probation Officer (Juvenile Court) Exempt 9410 A - Officials/Adm

15 1304 Code Enforcement Officer (Code Enforcement) Non-Exempt 7720 A - Officials/Adm

3 3401 Collection Center Attendant (Solid Waste) Non-Exempt 9403 H - Serv/Maint

11 2622 Communications Officer (Sheriff Uniform Patrol) Non-Exempt 8810 C - Technician

15 2621 Communications Supervisor (Sheriff Uniform Patrol) Non-Exempt 7720 C - Technician

17 1706 Communications Training Officer (911) Exempt 8810 C - Technician

14 2508 Community Center Supervisor (Leisure Srvcs) Non-Exempt 9102 E - Parapro

30 1305 Community Development Director (Com Dev) Exempt 8810 A - Officials/Adm

13 1902 Constable (Magistrate Court) Non-Exempt 7720 D - Protective Srv

14 1528 Contract Detail Officer (Correctional Institution) Non-Exempt 7720 D - Protective Srv

15 2642 Coordinator, Victim Services Unit (Sheriff Victim Services) Non-Exempt 8810 C - Technician

17 2605 Corporal (Sheriff CID) Non-Exempt 7720 D - Protective Srv

17 2701 Corporal (Sheriff Detention) Non-Exempt 7720 D - Protective Srv

17 2611 Corporal (Sheriff Special Ops) Non-Exempt 7720 D - Protective Srv

17 2601 Corporal (Sheriff Uniform Patrol) Non-Exempt 7720 D - Protective Srv

17 2616 Corporal (Sheriff Warrants/Civil) Non-Exempt 7720 D - Protective Srv

13 1502 Correctional Officer (Correctional Institution) Non-Exempt 7720 D - Protective Srv

24 1513 Corrections Captain (Correctional Institution) Exempt 7720 D - Protective Srv

15 1503 Corrections Corporal (Correctional Institution) Non-Exempt 7720 D - Protective Srv

18 1504 Corrections Counselor (Correctional Institution) Non-Exempt 7720 B - Professional

20 1508 Corrections Lieutenant (Correctional Institution) Exempt 7720 D - Protective Srv

18 1505 Corrections Sergeant (Correctional Institution) Non-Exempt 7720 D - Protective Srv

10 1540 Corrections Support Technician (Correctional Institution) Non-Exempt 8810 F - Admin Sup

11 1545 Corrections Support Technician Senior (Correctional Inst) Non-Exempt 8810 F - Admin Sup

18 1530 Corrections Training Officer (Correctional Institution) Non-Exempt 7720 D - Protective Srv

17 2637 Crime Scene Technician (Sheriff) Non-Exempt 7720 C - Technician

10 2516 Day Camp Director (Leisure Srvcs) Non-Exempt 9102 E - Parapro
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5 2519 Day Camp Supervisor (Leisure Srvcs) Non-Exempt 9102 E - Parapro

22 2811 Deputy Chief Appraiser (Tax Assessor) Non-Exempt 9410 A - Officials/Adm

10 2003 Deputy Clerk (Juvenile Court) Non-Exempt 8810 F - Admin Sup

14 1406 Deputy Clerk I (Clerk of Court) Exempt 8810 F - Admin Sup

16 1408 Deputy Clerk II (Clerk of Court) Exempt 8810 F - Admin Sup

27 1813 Deputy Fire Chief - Administration (Fire) Exempt 7710 A - Officials/Adm

28 1812 Deputy Fire Chief - Operations (Fire) Exempt 7710 A - Officials/Adm

13 1908 Deputy Magistrate Clerk (Magistrate Court) Non-Exempt 8810 F - Admin Sup

13 2702 Deputy Sheriff I - Detention (Sheriff Detention) Non-Exempt 7720 D - Protective Srv

15 2703 Deputy Sheriff II (Sheriff Detention) Non-Exempt 7720 D - Protective Srv

15 2602 Deputy Sheriff II (Sheriff Uniform Patrol) Non-Exempt 7720 D - Protective Srv

15 2618 Deputy Sheriff II (Sheriff Warrants/Civil) Non-Exempt 7720 D - Protective Srv

15 2911 Deputy Tax Commissioner (Tax Comm) Exempt 8810 F - Admin Sup

28 1515 Deputy Warden/Care & Treatment (Correct Inst) Exempt 7720 A - Officials/Adm

28 1501 Deputy Warden/Security (Correctional Institution) Exempt 7720 A - Officials/Adm

26 2102 Director Construction & Maintenance (Const & Mnt) Exempt 9015 A - Officials/Adm

24 1703 E-911 Communications Manager (911) Exempt 8810 A - Officials/Adm

12 1205 Elections Assistant (Elections) Non-Exempt 8810 F - Admin Sup

19 1204 Elections Supervisor (Elections) Exempt 8810 A - Officials/Adm

24 3700 Environmental Specialist (Com Dev) Exempt 9410 A - Officials/Adm

17 2634 Evidence & Accreditation Manager (Sheriff CID) Non-Exempt 8810 C - Technician

15 1005 Executive Secretary (Administration) Non-Exempt 8810 F - Admin Sup

17 2104 Facilities Maintenance Supervisor Non-Exempt 9015 G - Skilled Craft

13 2103 Facilities Maintenance Technician I (general) Non-Exempt 9015 G - Skilled Craft

15 2105 Facilities Maintenance Technician II (HVAC/Electrical) Non-Exempt 7720 G - Skilled Craft

25 1805 Fire Marshal (Fire) Non-Exempt 7710 A - Officials/Adm

18 1810 Fire Safety Officer (Fire) Non-Exempt 7710 A - Officials/Adm

24 1811 Fire Training Officer (Fire) Exempt 7710 B - Professional

14 1807 Firefighter (Fire) Non-Exempt 7710 D - Protective Srv

19 3606 Fleet Maintenance Supervisor (Public Works) Exempt 8380 G - Skilled Craft

20 1517 Food Service Manager (Correctional Institution) Exempt 7720 D - Protective Srv

15 1506 Food Service Supervisor (Correctional Institution) Non-Exempt 7720 D - Protective Srv

23 1009 GIS Coordinator (Comm Dev) Exempt 8810 C-Technician

29 2202 Human Resources Director (HR) Exempt 8810 A - Officials/Adm

13 2206 Human Resources/Payroll Specialist (HR) Non-Exempt 8810 F - Admin Sup

17 2610 Investigator (Sheriff CID) Non-Exempt 7720 D - Protective Srv

17 2650 Investigator (Sheriff Internal Affairs) Non-Exempt 7720 D - Protective Srv

17 2633 Investigator (Sheriff Juvenile) Non-Exempt 7720 D - Protective Srv

17 2629 Investigator (Sheriff Sex Offender Registry) Non-Exempt 7720 D - Protective Srv

17 2612 Investigator (Sheriff Special Ops) Non-Exempt 7720 D - Protective Srv

26 2710 Jail Administrator (Sheriff Detention) Exempt 7720 A - Officials/Adm

14 1507 Janitorial Detail Officer (Corrections) Non-Exempt 7720 D - Protective Srv

15 2004 Juvenile Probation Officer (Juvenile Court) Non-Exempt 7720 B - Professional

13 1708 Lead Telecommunicator (911) Non-Exempt 8810 F - Admin Sup
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10 2402 Legal Transcriber (Griffin Judicial Circuit) Non-Exempt 8810 F - Admin Sup

28 2501 Leisure Services Manager (Leisure Srvcs) Exempt 9102 A - Officials/Adm

14 1524 Licensed Practical Nurse (Correctional Institution) Non-Exempt 7720 C - Technician

21 1808 Lieutenant (Fire) Non-Exempt 7710 B - Professional

23 2608 Lieutenant (Sheriff CID) Exempt 7720 B - Professional

23 2707 Lieutenant (Sheriff Detention) Exempt 7720 B - Professional

23 2632 Lieutenant (Sheriff Special Ops) Exempt 7720 B - Professional

23 2640 Lieutenant (Sheriff Warrants/Civil) Exempt 7720 B - Professional

18 1529 LPN Supervisor (Correctional Institution) Non-Exempt 7720 C - Technician

8 1903 Magistrate Clerk I (Magistrate Court) Non-Exempt 8810 F - Admin Sup

11 1906 Magistrate Clerk II (Magistrate Court) Non-Exempt 8810 F - Admin Sup

13 3607 Mechanic I (Public Works) Non-Exempt 9102 H - Serv/Maint

15 3608 Mechanic II (Public Works) Non-Exempt 8380 G - Skilled Craft

17 2526 Nutrition Program Coordinator (Leisure Srvcs) Exempt 8810 A - Officials/Adm

7 2531 Office Assistant (Nutrition) (Leisure Srvcs) Non-Exempt 8810 F - Admin Sup

7 2713 Office Assistant (Sheriff Detention) Non-Exempt 8810 F - Admin Sup

15 3002 Office Manager (State Court Solicitor) Non-Exempt 8810 F - Admin Sup

15 2403 Official Court Reporter (Griffin Judicial Circuit) Non-Exempt 8810 F - Admin Sup

15 3902 Official Court Reporter (State Court) Non-Exempt 8810 F - Admin Sup

15 2525 Parks Construction Officer (Parks & Grounds) Non-Exempt 9102 G - Skilled Craft

14 2509 Parks Maintenance Detail Officer (Parks & Grounds) Non-Exempt 9102 H - Serv/Maint

19 2520 Parks Maintenance Supervisor (Parks & Grounds) Exempt 9102 G - Skilled Craft

13 2506 Parks Maintenance Technician (Parks & Grounds) Non-Exempt 9102 H - Serv/Maint

19 2534 Parks Special Services Supervisor (Parks & Grounds) Exempt 9102 G - Skilled Craft

30 3600 Parks, Grounds and Public Works Director (Public Works) Exempt 5506 A - Officials/Adm

13 1310 Planning Technician (Com Dev) Non-Exempt 8810 F - Admin Sup

8 2302 Probate Clerk I (Probate Court) Non-Exempt 8810 F - Admin Sup

11 2304 Probate Clerk II (Probate Court) Non-Exempt 8810 F - Admin Sup

21 2502 Programs Supervisor (Leisure Srvcs) Exempt 9102 A - Officials/Adm

14 3603 Public Works Officer (Public Works) Non-Exempt 5506 H - Serv/Maint

14 3613 Public Works Officer (Solid Waste) Non-Exempt 9403 H - Serv/Maint

16 3604 Public Works Officer, Senior (Public Works) Non-Exempt 5506 H - Serv/Maint

15 1003 Purchasing Agent Non-Exempt 8810 F - Admin Sup

8 1404 Records Clerk I (Clerk of Court) Non-Exempt 8810 F - Admin Sup

10 1403 Records Clerk II (Clerk of Court) Non-Exempt 8810 F - Admin Sup

13 1410 Records Clerk III (Clerk of Court) Non-Exempt 8810 F - Admin Sup

12 2530 Recreation Assistant (Leisure Services) Non-Exempt 9102 E - Parapro

5 2512 Recreation Leader (Leisure Srvcs) Non-Exempt 9102 E - Parapro

15 2639 Resource Officer (Sheriff Uniform Patrol) Non-Exempt 7720 D - Protective Srv

19 3617 Road Maintenance Supervisor (Public Works) (July 18) Exempt 5506 G - Skilled Craft

6 2627 School Crossing Guard (Sheriff Uniform Patrol) Non-Exempt 9101 D - Protective Srv

21 2518 Senior Center Supervisor (Leisure Services) Exempt 9061 A - Officials/Adm

17 2809 Senior Personal Property Appraiser (Tax Assessor) Non-Exempt 9410 C - Technician

17 2812 Senior Real Property Appraiser (Tax Assessor) Non-Exempt 9410 C - Technician
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21 2651 Sergeant (Sheriff Admin) Non-Exempt 7720 C - Technician

21 2607 Sergeant (Sheriff CID) Non-Exempt 7720 C - Technician

21 2714 Sergeant (Sheriff Court Services) Non-Exempt 7720 C - Technician

21 2706 Sergeant (Sheriff Detention) Non-Exempt 7720 C - Technician

21 2625 Sergeant (Sheriff Juvenile) Non-Exempt 7720 C - Technician

21 2614 Sergeant (Sheriff Special Ops) Non-Exempt 7720 C - Technician

21 2715 Sergeant (Sheriff Training Coordinator) Non-Exempt 7720 C - Technician

21 2604 Sergeant (Sheriff Uniform Patrol) Non-Exempt 7720 C - Technician

21 2620 Sergeant (Sheriff Warrants/Civil) Non-Exempt 7720 C - Technician

13 3610 Service & Maintenance Officer (Public Works) Non-Exempt 5506 H - Serv/Maint

21 2644 Sheriff's Tactical Air Response (STAR) Helicopter Pilot Non-Exempt 7720 B - Professional

15 1705 Shift Supervisor (911) Non-Exempt 8810 F - Admin Sup

19 3618 Sign Shop Supervisor (Public Works) (July 18) Exempt

13 2523 Small Engine Mechanic (Parks & Grounds) Non-Exempt 9102 H - Serv/Maint

19 3619 Special Projects Supervisor (Public Works) Exempt 9102 G - Skilled Craft

23 3904 Staff Attorney (State Court) Exempt 8810 F - Admin Support

28 3103 Superintendent (Water) Exempt 7520 A - Officials/Adm

22 2628 Systems Administrator (Sheriff) Exempt 8810 C - Technician

13 2907 Tag Supervisor (Tax Commissioner) Exempt 8810 F - Admin Sup

8 2905 Tax/Tag Clerk I (Tax Commissioner) Non-Exempt 8810 F - Admin Sup

10 2904 Tax/Tag Clerk II (Tax Commissioner) Non-Exempt 8810 F - Admin Sup

11 2902 Tax/Tag Clerk III (Tax Commissioner) Non-Exempt 8810 F - Admin Sup

12 1704 Telecommunicator (911) Non-Exempt 8810 F - Admin Sup

16 3106 Utility System Technician, Senior (Water) Non-Exempt 7520 G - Skilled Craft

14 3105 Utility Systems Technician (Water) Non-Exempt 7520 H - Serv/Maint

10 2647 Victim Advocate (Sheriff Victim Services) Non-Exempt 8810 E - Parapro

10 3903 Victim Advocate (State Court Solicitor) Non-Exempt 8810 E - Parapro

10 1203 Voter Registration Clerk (Elections) Non-Exempt 8810 F - Admin Sup

30 1511 Warden (Correctional Institution) Exempt 7720 A - Officials/Adm

15 3107 Wastewater Treatment Plant Operator (Wastewater) Non-Exempt 7580 G - Skilled Craft

13 2534 Work Program Coordinator (Parks & Grounds) Non-Exempt 9102 H - Serv/Maint

19 2005 Youth Counselor/Probation Officer (Juvenile Court) Exempt 7720 B - Professional

18 1601 Youth Education Program Assistant (Extension Srvc) Non-Exempt 8810 B - Professional

0 9034 Associate Juvenile Court Judge (Juvenile Court) Exempt 8810 B - Professional

0 9025 Chief Magistrate Judge (Magistrate Court) Excluded 8810 X - Exempt

0 9007 Clerk of Court (Clerk of Court) Excluded 8810 X - Exempt

0 9004 Coroner (Coroner) Excluded 9410 X - Exempt

0 9000 County Commissioner (Admin) Excluded 9410 X - Exempt

6/28/2019 Appendix A - Page 5



Position Classification Plan

Job FLSA Workers' EEO-4

Grade Code Job Title Status Comp Occ Cat

Code Code

0 9022 County Extension Agent (Extension) Exempt 0 B - Professional

0 9021 County Extension Coordinator (Extension) Exempt 0 A - Officials/Adm

0 9023 County Extension Secretary (Extension) Non-Exempt 0 F - Admin Sup

0 9001 County Manager (Admin) Exempt 8810 X - Exempt

0 9012 Day Camp Counselor (Leisure Srvcs) Non-Exempt 9102 E - Parapro

0 9033 Intern Non-Exempt 8810 E - Parapro

0 1904 Magistrate Judge (Magistrate Court) Excluded 8810 B - Professional

0 2524 Motor Coach Operator (Parks & Rec) Non-Exempt 7380 H - Serv/Maint

0 2527 Nutrition Program Delivery Driver (Leisure Srvcs) Non-Exempt 8869 H - Serv/Maint

0 9005 Physician (Correctional Institution) Excluded 7720 B - Professional

0 9008 Probate Judge (Probate Court) Excluded 8810 X - Exempt

0 2511 Security Officer (Parks & Rec) Non-Exempt 7720 D - Protective Srv

0 2517 Security Supervisor (Parks & Rec) Non-Exempt 7720 D - Protective Srv

0 9006 Sheriff (Sheriff) Excluded 7720 X - Exempt

0 9011 State Court Judge (State Court) Excluded 8810 X - Exempt

0 9009 State Court Solicitor (Solicitor) Excluded 8810 X - Exempt

0 9002 Tax Assessor (Tax Assessor) Excluded 8810 X - Exempt

0 9003 Tax Commissioner (Tax Commissioner) Excluded 8810 X - Exempt

0 9027 Tutor (After School Program) Non-Exempt 8868 B - Professional
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FY 20 Pay Scale Effective 7/2/2019

2% COLA

GRADE MINIMUM MID MAXIMUM

1 17,664 22,610 27,380

2 19,077 24,419 29,570

3 20,491 26,227 31,760

4 21,903 28,037 33,951

5 23,316 29,845 36,141

6 24,730 31,654 38,331

7 26,143 33,463 40,522

8 27,556 35,272 42,711

9 28,969 37,080 44,901

10 30,382 38,889 47,092

11 31,795 40,698 49,282

12 33,208 42,506 51,472

13 34,621 44,315 53,663

14 36,035 46,124 55,853

15 37,447 47,933 58,044

16 38,861 49,741 60,234

17 40,274 51,551 62,424

18 41,686 53,359 64,615

19 43,100 55,168 66,805

20 44,513 56,977 68,995

21 46,632 59,689 72,280

22 49,459 63,307 76,661

23 52,285 66,925 81,042

24 55,112 70,542 85,423

25 57,937 74,160 89,803

26 60,763 77,778 94,184

27 63,590 81,395 98,565

28 66,416 85,013 102,945

29 70,655 90,439 109,516

30 76,308 97,674 118,277

31 81,960 104,909 127,038

32 87,613 112,144 135,800


