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CHAPTER ONE / INTRODUCTION 

1.1 STATEMENT OF POLICY 

 
The purpose of this Manual is to provide general information regarding the personnel 
guidelines of the City of Dacula. This Manual does not constitute an employment 
agreement or contract between any employee and the City of Dacula. The guidelines 
set out in this Manual may not apply to every employee or in every situation. The City 
of Dacula may rescind, modify, delete, or deviate from these or other guidelines, 
policies, practices, or procedures relating to employment matters from time to time as 
it considers necessary in its sole discretion, either in individual or City-wide situations, 
with or without notice. · 

 
The information contained in this Manual is designed to be an advisory guide to assist 
the City of Dacula and its department heads with the effective management of personnel. 
The provisions and guidelines contained in this Manual apply to all employees of the City 
except those identified in section 1.5, who shall nevertheless be expected to comply with 
all state and federal laws regarding equal employment opportunity, sexual harassment 
and public records. 

 

It is the policy of the City that all employees comply with all personnel policies, state and 

federal laws, and local ordinances. Any employee violating any of these personnel 

policies may be subject to disciplinary action, including termination, in addition to any 

penalty that may be imposed for the same violation.  

 

1.2 EFFECTIVE DATE OF POLICIES 

 
These policies shall become effective upon adoption by the City Council. This Manual 

supersedes and replaces all prior published or unpublished policies, manuals, or other 

publications or representations relating to personnel matters. 

 

1.3 ADMINISTRATION 

 
The responsibility and authority for the administration and enforcement of these 
policies are assigned to the City Administrator, City Council, or other designated 
representative. 

 

1.4 DEPARTMENT POLICIES 

Departmental operating policies and procedures shall supplement and conform to these 

policies. In the event of a conflict in any section, these personnel policies shall prevail. 

 

 



 

2 
 

1.5 EMPLOYMENT EXCEPTED FROM THIS POLICY 

A. This Employee Personnel Manual shall apply to all employees serving in 

continuing positions in the City of Dacula, Georgia, now existing or hereafter 

established, except the following: 

 

1. Members of the City Council and other elected offices; 

 

2. Members of appointed boards or commissions, judges, the City 

Attorney, and the City Accountant; 

 

3. Persons employed to conduct a temporary or special inquiry, 

investigation, or examination on behalf of the City Council or a 

committee thereof; 

 

4. Volunteer personnel who receive no regular compensation from the City 

of Dacula, Georgia; 

 

5. Temporary positions scheduled for less than one year's duration   unless 

specially covered by the action of the Mayor and the City Council; 

 

6. Persons performing work under contract for the City of Dacula, 

Georgia, who are not carried on the payroll as employees; 

 

7. Marshals, whose employment is addressed by Article II, Chapter 2 

of the Dacula Municipal Code and memorandum of understanding 

or contract; and 

 

8. City Administrator. 

 

B. Nothing herein shall be construed as precluding the City Council from filling 

any excepted position in the manner in which positions that are not excepted are 

filled. 

 

CHAPTER TWO / EMPLOYMENT PRACTICES 

 

2.1 EQUAL EMPLOYMENT OPPORTUNITY 

 

The City of Dacula is committed to maintaining a work environment that is free of unlawful 

conduct. In keeping with this commitment the City will not tolerate harassment, 

discrimination, or the unlawful treatment of employees by anyone, including any 

supervisor, coworker, vendors, client, or customer of the City. The City provides equal 
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employment opportunities for every employee and applicant without regard to race, 

religion, creed, color, sex, age, national origin, disability, or any other legally protected 

status. 

 

Violations of this policy are prohibited and may result in discipline up to and including 

termination. A complaint of unlawful discrimination may be filed by an employee if that 

employee believes that they have been discriminated against in their employment with the 

City. A complaint may be filed, in writing, directly with the City of Dacula, City Council, 

or the appointed authority designated by City Council to handle and investigate complaints 

involving unlawful discrimination. 

 

2.2 UNLAWFUL HARASSMENT 

 

The City of Dacula, as part of its commitment to equal employment opportunities, prohibits 

any acts of harassment on the basis of race, gender, sexual orientation, color, religion, age, 

national origin, disability, or veteran status. The City will not permit conduct, whether 

intentional or unintentional, between employees or between an employee and a client, 

customer or other non-employee that creates an intimidating, hostile, or offensive working 

environment for others. 

 

Prohibited behavior includes, but is not limited to, the following: 

 

1. Conduct or language derogatory to race, color, religion, national origin, gender, 

sexual orientation, age, disability, or veteran status, including jokes, pranks or 

epithets. 

 

2. Written or graphic material that denigrates or shows hostility or aversion toward 

an individual or group because of race, color, religion, national origin, gender, 

sexual orientation, age, disability, or veteran status which is graphically displaced 

and/or circulated in the workplace. 

 

3. Verbal or physical conduct of a sexual nature in which submission or rejection of 

such conduct is used as the basis for any employment decision with regard to the 

harassed individual. 

 

4. Unwelcome sexual advances or touching requests for sexual favors attempts to 

coerce an unwilling person into a sexual relationship subjecting a person to 

unwanted or unwelcome sexual attention sexual jokes, comments or innuendoes or 

other conduct of a sexual nature (including matter involving persons of the same 

gender) which a reasonable person might find offensive. This includes but is not 

limited to, conduct such as: hazing, horseplay, or practical jokes based on an 

individual's gender, and displaying visual material such as posters, cartoons, 
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calendars, or pictures of a sexual nature or depicting partially clad or nude 

individuals. 

 

All employees are required to act in accordance with this policy and to bring violations to the 
City's attention. Any employee who violates this policy will be subject to disciplinary action, 
up to and including termination. 

 

All levels of management are accountable for ensuring compliance with this policy in their 
respective areas of operation. Any supervisor or manager who observes, has knowledge 
of, or receives any complaint concerning harassment, however insignificant it may seem, 
shall immediately contact the City Administrator. 

 

If an employee is a witness to, or subjected to, unlawful workplace harassment, that 
employee should immediately notify his/her supervisor. An employee who feels 
uncomfortable discussing the issue with the supervisor should notify an appropriate 
member of management (such as the City Administrator). 

 

Any employee who feels that a member of supervision is harassing him need not bring 
the matter directly to the attention of that supervisor, but should immediately bring the 
matter directly to the attention of those in higher management such as the City 
Administrator. 

 
The City will take appropriate action to investigate and resolve, where possible, all 
allegations or complaints of harassment. This will ensure that the confidentiality and 
privacy of individuals who report or are accused of harassment will be respected to the 
extent reasonably possible. Each employee is expected to cooperate fully and honestly with 
investigation of possible violations of this policy. Deliberately furnishing inaccurate 
information to investigators will be grounds for disciplinary action, up to and including 
termination.   

 

The City prohibits intimidation, harassment, and/or retaliation against anyone covered 

under this policy due to filing a complaint, assisting or participating in an investigation, 

opposing any lawful act or practice, or exercising any other right protected by law. 

Nevertheless, filing false or entirely frivolous complaints will not be tolerated and will be 

grounds for disciplinary action. 

 

2.3 AMERICANS WITH DISABILITIES ACT 

 

The City of Dacula makes every effort to make employment decisions based on the facts 
applicable to individual applicants or employees and not on the basis of presumptions as 
to what an individual with a disability can or cannot do. It is City of Dacula’s policy not to 
discriminate against individuals with disabilities in regard to application procedures, 
hiring, advancement, discharge, compensation, training, or other terms, conditions, and 
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privileges of employment. The City of Dacula will provide reasonable accommodations to 
both employees (and members of the public), if so requested.  The City will ensure that 
every effort is taken to comply with the regulations issued under the Americans with 
Disabilities Act (ADA) during an individual's pre-employment and employment with the 
City. 

 

The City will strive for prompt resolution of complaints or allegations that any action 

prohibited under the ADA rules, which govern non-discrimination on the basis of a covered 

disability, has taken place. All complaints for ADA noncompliance should be filed with 

the City Administrator or the representative appointed by the City Council to handle and 

investigate ADA complaints. 

 

2.3.5 COMPLAINTS 

 

Complaint Procedure & Investigation 

 

If an employee feels that this policy as set forth in Paragraph 2.1 through 2.3 has been 

violated, regardless of whether it is by a fellow worker, a supervisor, or a member of the 

general public, the employee should ask the offender to immediately stop the behavior. 

The employee will then report the incident(s) immediately to their department head and 

the City Administrator. If the City Administrator is involved in the behavior, the report 

should be made to the City Attorney. Any supervisor who receives a complaint related to 

harassing or offensive behavior or who has reason to believe that such behavior is 

occurring shall report these concerns to the City Administrator or designee. At any point, 

the employee who feels they have been harassed, may go outside the chain of command 

and/or their department and go directly to the City Administrator or his/her designee. 

 
All reports of harassing or offensive behavior will be investigated promptly, fairly and 

discreetly. Investigatory procedures may vary from case to case depending upon the 

circumstances. The investigation will be conducted as confidentially as possible. All 

employees have a responsibility to cooperate fully with the investigation and to keep the 

matter confidential whether the employee is the accused person, the complainant, or 

merely a potential witness. Persons who are interviewed are prohibited from discussing 

the matter outside the course of the investigation with co-workers, friends or 

management. The City will keep the information it gathers as confidential as possible, 

consistent with state and federal laws and the needs of the investigation. 

 

Corrective Action 

 

If management concludes that a complaint of harassment has merit, appropriate action will 

be taken. Resolutions can include, but may not necessarily be limited to, an apology, a 
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transfer, direction to stop the offensive behavior, counseling, training, verbal or written 

warning, suspension with or without pay, and/or termination. In the event that harassment 

or offensive behavior reoccurs, it should be immediately reported to the City Administrator 

or designee. Any employee found to be acting in a harassing manner will be subject to 

disciplinary action up to and including termination. Non-employees may be reported to the 

appropriate law enforcement agency and/or barred from the premises. 

 

2.4 RECRUITMENT 

 

The City of Dacula provides equal employment opportunities for employees and applicants 

without regard to race, religion, creed, color, sex, age, national origin, disability, or any other 

legally protected status. 

 

Vacancies 

 

All announcements for open vacancies will be publicized through the posting of 

announcements in City Hall for at least three (3) days and by the use of any other means 

which the City Council, City Administrator, department head, or supervisor deems 

appropriate. The Mayor and Council shall review the information and determine when the 

vacancy should be filled. 

 

All announcements will include information as to the rate of pay at which the appointment 

is expected to be made, essential duties to be performed, minimum qualifications required, 

other conditions of competition, final date applications will be accepted, and a statement 

that the City is an Equal Opportunity Employer. 

 

Applicants for vacant positions with the City, as determined by the supervisor and City 

Administrator and authorized by the City Council, shall be recruited by a promotional 

competition from existing City employees, or by open competition from current City 

employees and the community at large. 

 

Whenever possible, vacancies should be filled through the promotion of qualified 

employees. To be considered for promotional appointment, City employees must meet the 

minimum qualifications as stated in the job vacancy announcement. 

 

Evaluation of Applicants 

 

The City Administrator or Department Head shall determine the process for evaluating 

applications for all open and promotional vacancies. 

 

An applicant's work history and education record may be investigated for the purpose of 

verifying the statements contained in the application. The City may also ask the applicant to 
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supply professional and/or personal references regarding their qualifications for the job. The 

results of these findings shall be used to evaluate the applicant. 

. 

For any of the following reasons, the City Administrator or department head may disqualify 

an applicant as part of the application review: 

 

1. It is found that the applicant does not meet the minimum qualifications 

required for the job; 

 

2. The applicant has made a false statement of material fact in the application; 

 

3. The applicant has used or attempted to use political pressure or bribery to 

secure an advantage in the recruitment and selection process; 

 

4. The applicant has failed to submit the application correctly or within the 

prescribed time limit; 

 

5. The applicant has previously been separated from the City for cause; or 

 

6. The applicant has been convicted of a felony or a crime involving moral turpitude. 

 

Testing and Physical Examination 

 

In addition to the application review, applicants shall complete an interview and/or test as part 

of the evaluation process. 

 

Pre-employment drug testing shall be required, as well as post-offer (conditional 

employment) physical examinations, in accordance with the Americans with Disabilities Act 

of 1990. Medical examinations are administered only after a conditional offer of 

employment has been extended, when all entering employees in a particular job 

classification are subjected to such exams, regardless of disability, and to potential 

employees only when justified by job related necessity. If physical examinations are 

required, all finalists for vacancies within the respective occupational group will be required 

to undergo a physical examination after a conditional offer of employment has been 

extended. A qualified physician (selected by the City and at the City's expense) who shall 

certify whether the employee is able to perform the essential duties of the job for which they 

have applied, shall perform such examination. 

 

Applicants who are not able to perform the essential duties for the respective jobs determined 

by the attending physician, shall be disqualified from the respective position. 

 

2.5 PROBATIONARY PERIODS 
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Initial employment 

 

A new employee appointed to a position in the City shall not begin their first day of 

employment on a designated official holiday. The first day of employment shall be on a day 

that coincides with the City’s regular work schedule. 

 

New and Reappointment Employees 

 

The first twelve (12) months of service in a position to which a new employee has been hired 

shall constitute a probationary period. The probationary period shall be an essential part of 

the evaluation process and shall be utilized for the most effective adjustment of a new 

employee. A department head shall have the right to extend a probationary period as deemed 

necessary or to terminate a newly hired or appointed employee for any reason. In either case, 

the department head will notify the employee (in writing) and will put a letter in the 

employee's file. An employee performance review shall be completed each 90 days by the 

employee’s supervisor, in writing, and a copy provided to the employee. 

 

An existing employee who is promoted, transferred, or demoted to another position shall be 

required to begin a new probationary period. The employee's status as a regular full-time 

employee in their former position shall remain in effect during this probationary period. 

 

If an employee fails to perform satisfactorily during the probationary period, the employee 

shall be eligible for appointment to a position that is comparable to the previous position 

held prior to the promotion, if such a position is available. 

 

2.6 EMPLOYMENT STATUS 

 

Regular Full - Time Appointment 

 

A regular full - time appointment is normally a position with a standard workweek of forty 

(40) hours. 

 

Regular full-time employees are hired based upon the recommendations of the supervisor, 
department head, City Administrator, and with approval from the City Council. 

 

Part - Time or Internship Appointment 

 

A supervisor and/or department head may request that the City Administrator approve a 

part-time regular or internship position. Internship appointment shall be for a limited 

duration of time, normally not to exceed one year. A supervisor and/or department head 

may be granted the authority to appoint part-time or internship employees by the City 



 

9 
 

council, provided that the part-time and temporary positions have been budgeted for and 

authorized by the City Council. 

 

The acceptance or refusal of a part-time or internship employee shall not affect an 

applicant's eligibility for regular full-time appointment. A person hired for a part-time or 

internship position does not qualify for the benefits conferred through these personnel 

policies. 

 

Reappointment 

 
Former City employees (with at least one year of previous regular full-time continuous service 
with the City) who are reappointed to regular full-time employment with the City shall retain 
their previous tenure with the City for the purpose of calculating retirement benefits in the 
City's retirement plan. Only years of service since 1985 will be credited to a former regular 
employee's vested retirement benefits. 

 

Former City employees reappointed to regular employment with the City shall be required to 

serve a twelve-month probationary period. 

 

2.7 PROMOTIONS 

 

A promotion is the advancement of a regular full-time employee to a vacant position with a 

higher salary. Salary adjustments for employees who are promoted shall be determined by the 

City Council. 

 

Promotion vacancies are filled through a promotional competitive process and are available to 

existing regular full-time employees with the City. 

 

2.8 TRANSFERS 

 
A transfer is the lateral movement of a regular full-time employee or new employee on 
probation to another position with the same salary of the employee's former position. The 
status and pay of the employee shall remain the same as previously existed. The transfer of an 
employee to a different department shall have the written approval of both department 
supervisors. All transfers shall be approved by City Council. 

 

2.9 DEMOTIONS 

 

A demotion is the movement of a regular full-time employee or a new employee on probation 

to a position with a lower salary. 

 
An employee may be demoted to a position on a voluntary basis or on an involuntary basis. 
An individual's status as a regular full-time employee shall not change with the demotion, 
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although their rate of pay will be reduced as determined by the City Administrator. 

 

2.10 NEPOTISM 

 

It shall be the policy of the City of Dacula not to employ an immediate family member of any 

employee or elected official where it establishes a supervisor/subordinate relationship. 

 

Immediate family members include: spouse, parent, son, daughter, brother, sister, 

grandparent, parents-in-law, and sister/brother-in-law. 

 

2.11 PHYSICAL EXAMINATION 

 

Mandatory physical examination of an employee may be requested by the City 

Administrator (at the City’s expense), if an employee's record for absences due to illness 

is excessive or if the employee's performance is being negatively affected. The physical 

examination would evaluate the ability of the employee to perform essential functions of 

his/her job. Such an examination shall be required only when requirements are job related 

and represent a business necessity. 

 

The City Administrator, pending the examination, may suspend the employee until a 

decision is made on whether the employee should be placed on leave of absence, continued 

in employment, terminated, or subject to other disciplinary action. 

 

If the employee refuses to submit to such physical examination, disciplinary action may be 

taken up to and including termination in accordance with the City's disciplinary action 

policies and procedures. 

 

2.12 STATE OF GEORGIA STATUTORY OATH 

 

By accepting and continuing employment with the City, each Employee agrees to the 

following statutory oath according to O.C.G.A. Sec 45-3-11:  “Being a citizen of the 

United States of America and being an employee of the City of Dacula and the 

recipient of public funds for services rendered as such employee, do hereby solemnly 

swear or affirm that I will support the Constitution of the United States and the 

Constitution of Georgia.” 

 

CHAPTER THREE / HAZARDOUS WEATHER WORK POLICY 

The Mayor of the City of Dacula is hereby authorized to declare a City work day as a 

“Hazardous Work Day.” The Mayor may declare any such day as a Hazardous Work Day 

based on inclement weather prevailing in or near the City of Dacula.  The Mayor shall use 

his best judgement in declaring such day a Hazardous Work Day and such declaration shall 
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be made at his discretion.   

 

On any day declared to be a Hazardous Work Day, employees of the City of Dacula shall 

not be required to appear for work during their regular scheduled hours and the employee 

will not receive any deduction in pay or benefits.   

 

On any day declared to be a Hazardous Work Day, employees of the City of Dacula are 

encouraged to appear for work during their regular scheduled hours, if they can do so 

safely.  Non-Exempt Employees who appear for work on a Hazardous Work Day during 

their regular scheduled hours shall receive additional pay as directed by the Mayor.   

 

CHAPTER FOUR / COMPENSATION 

4.1.    ESTABLISHMENT OF COMPENSATION PLAN 

 

The City Council shall establish the compensation for all employees of the City.  

 

4.2 PAY PERIODS 

 

Employees are paid on a bi-weekly basis, on alternating Fridays. If a regularly scheduled 

payday falls on a City observed holiday, employees will be paid on the last workday that 

precedes the holiday.  

 

4.3 OVERTIME 

 

Non-exempt employees of the City shall be authorized to work overtime hours at the 

discretion of his/her supervisor. Supervisors shall schedule the work of their employees so 

as to accomplish the required work within the standard workweek. If it shall prove 

necessary for an employee to work beyond the hours established for the standard work 

week, the City Administrator shall authorize overtime in accordance with the department 

budget.  Exempt employees are required to perform the job duties assigned them, 

notwithstanding they may be required to work beyond normal work hours.  

 

4.4 RESERVED  

4.5 WITHHOLDINGS 

Procedures for the withholding or garnishment of wages for support obligations such as child 

support, and for other debts such as federal and state taxes, shall follow federal and state laws. 
 

4.6 INDEBTEDNESS 
 

Each employee of the City should promptly pay their debts and manage their personal 
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finances in a way that will not affect their job performance or embarrass the City. 

 

4.7       PAYROLL DEDUCTIONS 

 

Payroll deductions, including federal and state taxes, FICA, etc., shall be made by the City as 

required by federal and state laws. 

 

4.8      TERMINAL PAY 

 

Prior to receiving final monies due, all items of City property in the employee's custody 

shall be returned to the department. Certification to this effect must be submitted by the 

employee to the department head prior to separation and/or receipt of separation pay. All 

unused vacation and sick leave shall be handled in accordance with the policies outlined 

in Chapter 6 of this manual. Deductions for the loss or abuse of City property, or other 

financial obligations that are due to the City, will be deducted from the employee's final 

paycheck; provided however, non-exempt employees shall still receive minimum wage. 

 

4.9     SUSPENSIONS 

 

During the investigation, hearing, or trial of an employee on any criminal charge, or during 

the course of a civil action involving an employee which reflects unfavorably on the City, 

and when suspension would be in the best interest of the City, the Mayor and Council may 

suspend the employee without pay for the duration of the proceedings as a non-disciplinary 

measure. 

 

Ordinarily, back pay shall not be recoverable under these circumstances. 

 

Based on the outcome of an investigation, hearing, trial, or civil action involving a City 

employee, the City Administrator may decide to take disciplinary action as described in 

Chapter Seven. 

 

4.10 PERFORMANCE REVIEW 

 

1. Each employee shall have an annual review at the anniversary date of 

appointment or promotion. 

 

2. If an employee disagrees with the evaluation of their performance, the 

employee may write a letter of explanation stating their concerns with the 

evaluation. Any submittals from an employee regarding their performance 

evaluation will be included in their file.  Evaluations may not be appealed. 
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CHAPTER FIVE / ATTENDANCE LEAVE AND CONDUCT 

 

5.1 HOURS OF WORK 

 

The hours of operation for each department shall be established by the supervisor with the 

approval of the Mayor. 

 

There shall be no compensatory time off.  

 

5.2 HOLIDAYS 

1. All full-time employees receive the following paid 

holidays. 

 

New Year's Day (January 1) 

Martin Luther King Jr. Day (Third Monday in January)  

President's Day (February) 

Good Friday (Friday before Easter Holiday) 

National Memorial Day (Last Monday in May) 

Juneteenth (June 19) 

Independence Day (July 4) 

Labor Day (First Monday in September) 

National Veterans Day (November 11) 

Thanksgiving (Fourth Thursday and Friday in November) 

Christmas (December 24 and 25) 

 

2. Exceptions to above: 

 

(a) When a designated holiday falls on a Saturday, the Friday 

preceding shall be observed as the holiday.  When a holiday falls 

on a Sunday, the Monday following shall be observed as the 

holiday. 

 

(b) Other work days may be declared holidays by the Mayor and 

Council at their discretion.  Holidays which occur during annual 

leave shall not be charged against annual leave. 

 

3. Part-time employees shall not be paid for observed holidays which are not 

worked. 
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5.3 ABSENTEEISM AND TARDINESS POLICY 

 

The City of Dacula employees are expected to act in a professional manner and in such are 

required to adhere to a strict absenteeism and tardiness policy set by the Mayor and Council. 

 

1.  In a sixty-day calendar period, if an employee has four tardies or two unexcused 

absences, or some combination of these incidents, the employee shall receive a 

formal verbal warning. 

 

2.  In the following thirty-day calendar period, if that same employee has two 

tardies or one unexcused absence, or some combination of these incidents, the 

employees shall receive a written warning. 

 

3.  In the thirty day calendar period immediately following (i.e. between 90 and 

120 days from the original incident), if that same employee has two tardies 

or one unexcused absence, or some combination of these incidents, the 

employee shall receive a three-day suspension without pay (see Section 7.5). 

 

4.  If that employee continues to have an attendance problem and has two tardies 

or one unexcused absence, or some combination of these incidents, within 

the following thirty days (now between 120 and 150 days from the original 

incident) the employee shall be terminated from their employment with the 

City. 

***In other words, if an employee develops a history of tardiness 

and/or unexcused absences within a 150 calendar day period (five 

months) and has ten tardies, five unexcused absences, or some 

combination thereof, his/her employment relationship with the 

City of Dacula will be terminated.  

 

The City of Dacula's Absenteeism and Tardiness Policy is subject to neither negotiation 

nor selective enforcement. It is understood by all employees and Department Heads if an 

employee has ten tardies within five months, they will cease to work for the City of Dacula. 

It is the responsibility of all Department Heads to ensure that all employees understand the 

policy and are required to enforce the policy with all of their employees. 

 

5.4 DRESS CODE 

 

In keeping with the City of Dacula's image and appearance to the public, employees are 

required to dress appropriately in accordance with professional standards. Such standards 

include, but are not limited to, the following: 

 

1. Hair must be neat and clean. 
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2. Dresses, skirts, dress blouses, sweaters and dress pants only. 

3. No jeans or sneakers, except on authorized occasions or casual Friday. 

4. No sweat or stretch pants. 

5. Walking shorts no shorter than 3" above the knee with the dress top only. 
6. No sundresses, midriff tops, or crop tops. 

 

Although the City of Dacula's image is standard throughout the City's employees, certain 

dress codes are enforced within particular departments (mainly safety employees, and 

include, but are not limited to, the following: 

 

1. All employees wearing uniforms are expected to keep uniforms clean and neat. 

 

2. In departments where an employee is required to wear a uniform, the cost 

and cleaning of the uniform is charged to the City. 

 

5.5 USE OF CITY VEHICLES AND EQUIPMENT 

 

The City's vehicles, equipment, and supplies shall be used only for official City business 

and not for personal purposes. All equipment, tools, supplies, vehicles, and other property 

shall be returned in good condition to the City prior to termination.  There shall be no 

smoking in City vehicles. 

 

City officials and all employees operating City vehicles shall comply with the following 

guidelines at all times: 

 

1. Possess and maintain a valid Georgia driver's license. 

2. Abide by the Georgia Safety Belt Law. 

3. Understand that all traffic violations received while operating a 

City vehicle are the responsibility of the driver and not the City. 

 

4. Understand that City vehicles are to be used for official City business 

only; personal errands are not allowed while operating a City vehicle. 

 

5. Lock the vehicle at all times when it is not in use. 

6. Ensure records of maintenance and service are properly completed 

and maintained. 

 

7. Notify the City Administrator as soon as possible if a City vehicle is 

involved in an accident either on a public street or on private property. 
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8. Keep the vehicle well maintained, including upkeep such as 

inspections, tags, and mechanical maintenance. 

 

9. Ensure that only authorized personnel operate and/or ride in such vehicles. 

 

In addition to, and not in lieu of those guidelines, the following sets forth the City’s policy 

regarding vehicle use and accident reporting. 

 

5.6      SAFETY & ACCIDENT REPORTING  
 

Policy Statement 
 

The City of Dacula is committed to providing a safe workplace. In accordance with this, 

employees are expected to take an active role in promoting workplace safety by reporting 

unsafe working conditions and by noting where fire extinguishers, first-aid kits, and 

emergency exits are located. Additionally, employees are required to participate in 

identifying and correcting, where possible, the underlying causes of accidents and unsafe 

conditions. 
 

General Provisions 

 

A. Employee Responsibility 
 

Employees are responsible for exercising care and good judgment in preventing accidents 

and for observing safety rules and procedures when performing their duties.  Employees 

are required to: 

 

1. Report all accidents to their supervisor immediately; 

 

2. Report any unsafe work conditions, equipment, or practices to their supervisor as 

soon as possible; 

 

3. Attend scheduled safety meetings and activities; and 

 

4. In the event of an injury resulting in lost work time, continued contact with the 

supervisor is required for the purpose of keeping records on the expected return to 

work status. 
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B. Equipment Repair 
 

Employees have a responsibility to report the need for repairs of any City owned or leased 

property issued to the employee. No employee shall alter, repair, or in any way change, add 

to, or remove any parts or accessories of any City owned or leased property without the 

permission of the Department Head. 
 

Personal Protective Equipment 
 

The City will provide directly, or through an allowance approved in the annual budget each 

year, items for personal protection.  Supervisors will direct use of personal protective items 

when  warranted  and  employees  are  expected  to  comply  with  such direction. 
 

Operation of Vehicles 

 

A. Vehicle Operator Qualifications 

 

In order to operate a city-owned vehicle in the course of business, an employee must: 

 

1. Be at least 18 years of age; 

 

2. Have a valid Georgia Driver’s License for the class of vehicle to be driven or a valid 

Driver’s License from the state in which the employee resides which allows 

employee to legally operate a city vehicle on Georgia roads; 

 

3. Have a record of no more than two moving citations or one moving citation and one 

chargeable accident within a twenty-four (24) month period; 

 

a. The City Administrator or their his/her designee will make the sole 

determination of whether the accident was chargeable in nature. 

 

b. Employees whose primary duty is to drive a city vehicle and do not have an 

acceptable driving history must be relieved of such duties and assigned to 

non-driving positions or non-driving duties until their 24-month record 

reflects an acceptable driving history. If a non-driving position is not 

available, the employee may be terminated. 
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4. Be otherwise qualified under federal and state regulations to drive the vehicle in 

question; and 

 

5. Be trained and authorized to operate the vehicle. 

 

B. Annual License Review 

To ensure the maintenance and validity of employee driver’s licenses, the driving records 

of employees who operate city vehicles will be examined on an annual basis or as needed 

as determined by the City Administrator. The City will check motor vehicle records (MVR) 

of all applicants prior to making offers of employment. As part of the hiring process, 

applicants will be required to sign a written consent form allowing the City to check their 

motor vehicle records at any time prior to or during their employment. The Department 

Head will be responsible for collection of license copies each year and for the submittal of 

licenses to the City Administrator who will have the employee’s license run by an 

authorized agency through GCIC for review. 
 

C. Notification Procedures 
 

Employees who operate vehicles in the course and scope of their employment must notify 

their supervisor: 

 

1. When their driver’s license becomes invalid or suspended for any reason. Such 

employees will immediately be prohibited from operating vehicles on City business. 

2. Immediately during work hours or by the next working day if after hours, upon the 

receipt of any ticket or citation for any violation of state law or a local ordinance 

relating to motor vehicle traffic operation, except this shall not apply to parking 

violations received in a personal vehicle. In addition, employees must notify their 

supervisor when at fault in a motor vehicle crash, whether cited by the police or not, 

and whether on duty or off. 

3. An employee who receives a citation for any violation while operating a City vehicle 

will be responsible for paying any fine or penalty incurred and will be subject to 

disciplinary action, up to and including termination. 

 

4. Failure to report a citation received, whether off or on duty, may be grounds for 

disciplinary action, up to and including termination. 
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D. Operation of Vehicles 
 

Employees shall operate any vehicle used for City business in a careful and prudent manner 

and shall obey the laws, policies, regulations, and procedures of the city and state pertaining 

to such operation. Tobacco use in City owned or leased vehicles is prohibited. 

 

E. Duty Restrictions 
 

A physical, mental, or driving skill impairment that cannot be reasonably accommodated 

that affects an employee’s ability to safely operate a motor vehicle, or failure to comply 

with the driver qualifications outlined in this Chapter, precludes that employee from 

operating any City owned or leased vehicle for city business. If the operation of a vehicle 

is an essential job duty, an attempt will be made to place the employee in a non-driving 

position. If such a position is not available, the employee will be immediately relieved of 

said duty. If the vehicle prohibition is due to suspected physical or mental impairment, the 

employee will be subject to a health fitness evaluation as outlined in this handbook. 
 

F. Passenger Restraint Systems 
 

All drivers and passengers in City vehicles are required to wear their seatbelt whether or 

not it is required law. The only exception will be for detainees being transported in the rear 

of the police vehicle if the detainee presents a risk to the Marshal in fastening the seat belt. 

The driver of the vehicle is responsible for compliance. 
 

Accident Involvement 

 

A. Report Required 

All of the following, collectively referred to throughout this Section as an “Accident,” shall 

be reported to the immediate supervisor by the employee involved in the event and any 

City employees who witness the event: 

 

1. All injuries to an employee or other person occurring during the course of 

business; 

2. All accidents involving City owned or issued vehicles or equipment, whether or 

not occurring during the course of business; 

3. All accidents involving personal vehicles or equipment used during the course 

of business; and 

4. All property damage occurring during the course of business. 
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B. Employee Responsibilities 
 

Unless transported from the accident scene for medical treatment, the employee involved in a job 

related accident involving a vehicle or equipment will: 

 

5. Render aid to other parties if possible and necessary; 

 

6. Report the accident and any injuries immediately to local law enforcement in the 

event of a vehicular accident; 

 

7. Immediately notify their supervisor or designee, as soon as possible if the supervisor 

is not available; 

 

8. Record the name, address, and phone number of any witnesses, and note the 

specifics of the accident circumstances, if possible; 

 

9. Be courteous, but not make or sign any statement for anyone other than the police 

officer responding to the scene; 

 

10. Remain at the scene until excused by law enforcement personnel; 

 

11. Not discuss or reveal information or provide statements to non-City personnel 

subsequent to the accident. This does not prohibit cooperation with law enforcement 

investigations outside the City’s jurisdiction; and 

 

12. Submit to all requested post-accident testing as directed by the supervisor or other 

City Management representative. 

 

C. Administrative Accident Investigation 

 

The City Administrator or designee will conduct an administrative investigation into the 

circumstances of the accident and prepare a written report that includes a statement of the facts 

and analysis as to cause. The report will also include recommendations of any corrective action 

necessary to prevent recurrence of such accidents. The City Attorney will facilitate claim/litigation 

management with the City’s insurance carrier. 

 

D. Examinations and/or Tests 

An employee who is involved in a reportable accident may be required to undergo examinations 

and/or tests as specified in the Performance of Duty Standards and Substance Abuse Testing 

chapters of this handbook. 
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5.7 TRAVEL EXPENSE REIMBURSEMENT POLICY 

 

A. AUTHORIZATION FOR TRAVEL AND PAYMENT 

 

The City Administrator will approve all travel prior to expending City funds. If an 

emergency occurs, travel expenses will be reimbursed after approval by the Mayor and 

Council. 

 

1. Travel will be made using the most economical method commensurate with 

the official's needs. Receipts of expenses incurred must be submitted to the 

City.  Travel expenses will be reimbursed in the following manner: 

 

Automobile travel: Whenever possible, the official will utilize a City 

vehicle, thus limiting the expense to the City. When an official must 

use a private car, the City will reimburse the official at the per mile 

rate authorized by the Internal Revenue Service. 

 

Advance of funds: No advance of funds will be made for City 

Officials. City Administrator may authorize advances for City 

employees. Hotel rooms will be paid at the Conference Rate and any 

upgrade will be at the Official's expense. 

 

Airline travel: Purchase of airline tickets will be made through the 

City Administrator's office. The official may request a City check for 

direct advanced payment to the ticket vendor. 

 

Ground travel: Taxi, bus, and other for hire travel expenses will be 

reimbursed at the actual cost incurred by the official. 

 

 

B. REIMBURSEMENT FOR ACTUAL EXPENSES INCURRED 

 

City Officials must retain the actual receipts for all expenditures and submit to the 

City Administrator a Travel Expense Log within two (2) weeks of completion of 

his/her travel unless the Mayor and Council approve an extension. The City 

Administrator will approve all employees' Travel Expenses. If an expense log is not 

submitted within two (2) weeks after travel is completed, the City Administrator 

will determine appropriate administrative action, i.e. non-payment, suspension of 

City charge card privileges etc., until the Travel Log is submitted and approved. 
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5.8 SOCIAL NETWORKING 

 
Purpose 

Given the multitude of concerns (legal, political, and ethical) raised by social networking 

(Facebook, Twitter, etc.) this policy establishes prudent and acceptable practices regarding 

usage of social networking by City of Dacula officials and employees. 

While the City of Dacula encourages its personnel to enjoy and make good use of their off-

duty time, certain activities on the part of its personnel may become a problem if they have 

the effect of impairing the work of any official or employee; harassing, demeaning, or 

creating a hostile working environment; disrupting the smooth and orderly flow of work; 

or harming the goodwill and reputation of the City among its citizens or in the community. 

For these reasons, the City reminds its personnel that the following guidelines apply in their 

use of social media, both on and off duty. 

Under this policy, the City disavows and is not responsible for any sites, posts, opinions, 

or content not coordinated through and approved by the City Administrator or designee. If 

City personnel post data purporting to be on behalf of the City while using a social media 

site without the approval of the City Administrator or designee, the City is not responsible 

for that content; such content is not to be construed as reflecting the views or opinions of 

the Mayor, City Council or other City management, and the City is not responsible for 

archiving such content in accordance with applicable records retention schedules, or 

providing copies in accordance with the Georgia Open Records Act. Furthermore, the 

absence of explicit reference to a particular site does not limit the extent of the application 

of this policy. If you are uncertain as to the propriety of a post, opinion or other content, 

consult your department head before proceeding. 

General Guidelines 

1. While on duty, the use of City equipment or internet service by personnel 

must be limited to work related tasks. Social media activities should never 

interfere with work commitments. 

 

2. No personnel may post online content as a representative of the City, or on 

the City’s behalf, without the City Administrator’s approval. 

 

3. If discussing City related issues, but not posting online content as an approved 

representative of the City or on the City’s behalf, all personnel must make it 

clear that they are speaking for themselves and not on behalf of the City by 

displaying a disclaimer that states: “This is my own opinion and not 
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necessarily an opinion or position held by the City of Dacula, the Mayor or 

the City Council.” 

 

4. Employees who choose to maintain or participate in social media or social 

networking platforms while off-duty shall conduct themselves with 

professionalism and in such a manner that will not reflect negatively upon the 

City, its employees, or themselves. 

 

 

Guidelines for Official City Social Media Sites and Content 

All City-sanctioned social media sites shall be maintained by the City Administrator or 

his/her designee. Any content to be posted on City-sanctioned social media sites must meet 

the approval of the City Administrator or designee before it is posted. 

All personnel that engage in social media activities on the City’s behalf and all City-

sanctioned social media sites shall adhere to applicable federal, state and local laws, 

regulations and policies, including the Georgia Open Records Act and the records retention 

schedules issued by the Georgia Archives. All content must be managed, stored, and 

retrieved to comply with these laws. 

All online content posted as representative of the City, or on the City’s behalf shall clearly 

indicate that it is subject to the records retention schedules issued by the Georgia Archives 

and public disclosure pursuant to the Georgia Open Records Act. All City-sanctioned social 

media sites shall clearly indicate that any articles and any other content posted or submitted 

for posting are subject to the aforementioned records retention schedules and public 

disclosure. Note, for purposes of this Policy each individual posting does not need the 

aforementioned disclaimer when such disclaimer is clearly posted on a social network site 

that contains the disclaimer in a readily accessible area of the site. 

Any content posted as representative of the City, or content posted to a City-sanctioned 

social media site containing any of the following, shall not be allowed: 

1. Comments not topically related to the particular site or blog article being 

commented upon; 

 

2. Profane language or content; 

 

3. Content that promotes, fosters, or perpetuates discrimination on the basis of race, 

creed, color, age, religion, gender, marital status, status with regard to public 

assistance, national origin, physical or mental disability, or sexual orientation; 

 

4. Sexual content or links to sexual content; 

 

5. Conduct or encouragement of illegal activity; 
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6. Information that may tend to compromise the safety or security of the public or 

public systems;  

 

7. Content that violates a legal ownership interest of any other party; or 

 

8. Content submitted for posting on a City-sanctioned social media site that is 

deemed unsuitable for posting by the City Administrator because it violates 

criteria in the preceding item (Item 4, above) of this Policy, shall be retained 

pursuant to the applicable records retention schedules along with a description 

of the reason the specific content is deemed unsuitable for posting.  Where 

hyperlinks are used on a City-sanctioned social media site, the site shall include 

a disclaimer which states: “The City does not guarantee the authenticity, 

accuracy, appropriateness or security of the link, website, or content linked 

hereto”. 

 

5.9 Workplace Violence Policy 

 

Statement of Policy 

 

The City is concerned about the well-being and personal safety of its employees and anyone 

doing business with the City. The City consequently strictly prohibits workplace violence. 

Acts of violence and/or threats of violence, whether expressed or implied toward 

individuals in the City workplace, are prohibited and will not be tolerated. All reports of 

incidents will be taken seriously and will be addressed appropriately. This policy defines 

prohibited conduct, as well as general procedures and potential responsive steps in the 

unfortunate event that workplace violence occurs despite these preventive measures. In 

addition, except as set forth herein, unauthorized, non-city issued firearms, weapons, 

ammunition, or explosives on city property is strictly prohibited. 

 

Scope 

 

This prohibition against threats and acts of violence (including domestic violence) applies 

to all persons involved in the operation of the City, including but not limited to, the City 

personnel, contract and temporary workers, and anyone else on City property. 

 

Definition of Workplace Violence 

 

Workplace violence is any conduct that is severe, offensive or intimidating enough to make 

an individual reasonably fear for his/her personal safety or the safety of family, friends or 

property. Examples of workplace violence include, but are not limited to, threats or acts of 

violence or behavior that causes a reasonable fear or intimidation response that occurs on 

City premises, no matter what the relationship is between the City and the perpetrator or 
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victim of the behavior or off City premises, where the perpetrator is someone who is acting 

as an employee or representative of the City at the time, where the victim is an employee 

who is exposed to the conduct because of work for the City, or where there is a reasonable 

basis for believing that violence may occur against the targeted employee or others in the 

workplace. 

 

Examples of conduct that may be considered threats or acts of violence under this policy 

include, but are not limited to the following: 

 

1. Threatening physical or aggressive contact directed toward another individual or 

engaging in behavior that causes a reasonable fear of such contact. 

 

2. Threatening an individual or his/her family, friends, associates or property with 

physical harm or behavior that causes a reasonable fear of such harm. 

 

3. Intentional destruction or threat of destruction of the City's or another's property. 

 

4. Harassing or threatening physical, verbal, written or electronic communications, 

including verbal statements, phone calls, emails, letter, faxes, website materials, 

diagrams or drawings, gestures and any other form of communication that causes 

a reasonable fear or intimidation response in others. 

 

5. Stalking. Stalking is defined as a pattern of conduct over a period of time, 

however short, which evidences a continuity of purpose and includes physical 

presence, telephone calls, emails and any other type of correspondence sent by 

any means. 

 

6. Veiled threats of physical harm or like intimidation or statements, in any form, 

that lead to a reasonable fear of harm or an intimidation response. 

 

7. Communicating an endorsement of the inappropriate use of firearms or weapons 

of any kind. 

 

8. Illegal possession of weapons of any type. Weapons, include, but are not limited 

to: 

 

a. Any weapon which, per applicable law, is illegal to possess; 

b. Any firearm, loaded or unloaded, assembled or disassembled, including 

pellet, "BB", and stun guns; 

c. Knives (and other similar instruments) other than those present in the 

workplace for approved work purposes or for the specific purpose of food 

preparation and service; 

d. Any switchblade knife; 



 

26 
 

e. Brass knuckles, metal knuckles, and similar weapons; 

f. Bows, cross-bows and arrows; 

g. Explosives and explosive devices, including fireworks, ammunition and/or 

incendiary devices; 

h. Throwing stars, nun chucks, clubs, saps, and any other item commonly used 

as, or primarily intended for use as a weapon; 

i. Self-defense chemical sprays (Mace, pepper spray) in canisters or containers 

larger than two ounces; or 

j. Any object that has been modified to serve as, or has been employed as, a 

dangerous weapon. 

 

[Note: Nothing in this policy is intended to prohibit the legal possession of firearms or 

knives; provided, however, the employee must have all necessary licenses and permits.] 

 

Domestic violence includes activities prohibited by the Family Violence Act of Georgia, 

O.C.G.A. §§ 19-13-1 et seq. or a pattern of coercive tactics carried out by an abuser against 

an intimate partner or family member (the victim) with the goal of establishing and 

maintaining power and control over the victim. Where the abuser's tactics include any of 

the above-described conduct on City premises, this policy applies. Where such tactics 

include any of the above- described behaviors off City premises, this policy applies where 

the abuser is someone who is acting as an employee or representative of the City at the 

time, where the victim is an employee who is exposed to the conduct because of work for 

the City, or where there is a reasonable basis for believing that violence may occur against 

the victim or others in the workplace. The term "intimate partner" or “family member” in 

this section includes people who are parents, children, legally married to each other, people 

who were once married to each other, people who have had a child together, people who 

live together or who have lived together, step or foster relations, and people who have or 

have had a dating or sexual relationship, including same sex couples.   

 

Reporting Complaints 

 

If you observe the possession of unauthorized non-City issued weapons on City premises, 

or if you are subjected to or threatened with firearms by a co-worker or member of the 

public, or if you become aware of another individual who has been subjected to or 

threatened with violence, you must report this information to your supervisor or the City 

Administrator immediately. Supervisors must report all potential violations so the City 

Administrator can handle them appropriately. Do not assume that any violation or threat is 

not serious. All complaints will be thoroughly investigated and all complaints that are 

reported to management will be treated with as much confidentiality as possible. 

Employees who become angry, upset, or concerned with the actions of a co-worker, 

supervisor, member of the public or the City in general, are encouraged to seek assistance 

from the City Administrator. 
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A 9-1-1 call may be appropriate first, in the good judgment of the employees or managers 

involved. Under this policy, decisions may have to be made quickly to prevent a threat 

from being carried out, a violent act from occurring, or a life-threatening situation from 

developing. Nothing in this policy is intended to prevent quick action to stop or reduce the 

risk of harm to anyone, including requesting immediate assistance from law enforcement 

or emergency response resources. 

 

Failure to report any threats or acts of violence in violation of this policy is itself a violation 

of this policy, and may subject any employees involved to discipline up to and including 

termination. 

 

Retaliation against anyone for reporting an actual or suspected violation of this policy in 

good faith will not be tolerated and will subject the individual engaging in the retaliation 

to discipline up to and including termination. Any complaints about retaliation should be 

reported in the same manner as violations of this policy are to be reported. 

 

What to Expect from the City 
 

All incidents of violence and threats of violence that are reported will be taken seriously 

and investigated. 

 

City Expectations of Targeted Employees 
 

Stay Away Orders: The City reserves the right to seek orders of protection (also known as 

restraining orders or stay away orders) against any person who violates the Workplace 

Violence Policy. Additionally, employees themselves may seek and obtain orders of 

protection against individuals outside of the workplace. Employees so protected are 

obligated to immediately notify the City Administrator and their supervisor if (a) an order 

of protection extends to the workplace; and/or (b) they reasonably believe that their safety 

(or the safety of others) in the workplace is affected by the order of protection. Employees 

should provide written notification of: 

 

1. the existence of any such order and provide a copy of the order; 

2. any violations or attempted violations of the order; 

3. any changes to the order that affect the workplace; and 

4. the order being lifted. 

 

Employees who are subject to orders of protection requiring them to stay away from or 

refrain from contacting other individuals who are or may be in the workplace (including 

employees, customers, vendors and others) must immediately notify the City Administrator 

and provide a copy of the order. 

 

Upon being notified of an order of protection, the City Administrator will contact the 
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reporting party to gather information about the individual and assess the situation. The City 

will make every effort to maintain confidentiality of such orders with the understanding 

that it will use the information as necessary to maintain safety in the workplace. 

 

Search Policy 

 

If the City reasonably suspects that an employee either has or may have violated this policy, 

or that the employee possesses evidence that others pose a threat of workplace violence as 

defined by this policy, the City may request the individual to submit to a search of his or 

her person, personal effects, vehicles, and locker. In addition, the City may conduct 

searches of any City property including work stations and areas, desks, lockers, credenzas, 

file cabinets, computers and computer-stored information, voicemails, emails, business 

records, City vehicles, and any other property or equipment owned by the City, at any time, 

without notice or permission from affected employees for purposes of enforcing the no 

violence policy. If an individual is asked to submit to a search and refuses, that individual 

will be considered insubordinate and will be subject to discipline up to and including 

termination. 

 

Searches will be conducted by the City Marshal with a second witness and may or may 

not be conducted in the presence of the person whose property is searched. Any weapons 

or evidence of violations of this policy will be confiscated, and may be turned over to law 

enforcement, as appropriate. Any illegal activity discovered during an inspection is 

subject to referral to the appropriate law enforcement authorities. 

 

5.10 DRUG AND ALCOHOL FREE  WORKPLACE POLICY 

The City of Dacula abides by the practices of the "Drug and Alcohol Free Workplace Act of 

1988" that all employees of the City must adhere to. It is the City's intent to provide a working 

environment as free from the use of non-prescribed drugs and alcohol as reasonably 

possible. 

 

Policy Statement 

 

The City has a vital interest in maintaining a safe, healthy, and efficient working 

environment free from the adverse effects of employee drug and alcohol abuse. Employee 

drug and alcohol abuse poses serious safety and health risks to the user and to those who 

work or come in contact with the user in the workplace. Accordingly, the City does not 

and will not tolerate any employee’s consumption, possession, sale, distribution or 

making arrangements to distribute, manufacturing, or presence in the body of illegal drugs 

or alcoholic beverages on City work time, while on City or customer property (including 

in personal vehicles while on City property or offsite at customer property during City 

work time), during lunch or breaks when an employee is scheduled to return to work, 

while in City vehicles, while offsite during attendance at training or meetings in 
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connection with an employee’s work for the City and/or while using, occupying, 

performing or engaging in any activity on City property and facilities. The City further 

expresses its intent, through this policy, to comply with Federal, State and local laws and 

regulations that relate to maintaining a workplace free of illegal drugs and alcohol. If 

possession of an illegal substance is necessary in the course of an investigation, the 

Marshal may grant a waiver to this policy for a finite period of time. 

 

Application 

 

This policy applies to all City employees (whether full-time or part-time), volunteers, 

interns, and any other individuals performing services on the City’s behalf, whether paid 

or unpaid. For purposes of this policy section, all such persons shall be referred to herein 

as City employees. Visitors, vendors, and contractors are governed by this policy to the 

extent they are on City Premises or in City vehicles and will not be permitted to conduct 

business if found to be in violation of this policy. 

 

Definitions 

 

For  purposes of  this  Drug and Alcohol Free Workplace Policy  (the “Policy”), the 

following definitions apply: 

 

A. Alcohol or Alcoholic Beverages 

 

Any beverage or substance that contains alcohol manufactured for the primary purpose of 

consumption, including but not limited to, beer, wine, and distilled spirits. 

 

B. City Premises 

 

Includes all property, facilities, land, platforms, buildings, structures, fixtures, 

installations, parking lots, and vehicles, whether leased or used by the City of Dacula 

government or its officials, managers, supervisors, employees, or other agents. This 

definition also includes locations other than city offices, including all other locations of 

city-sponsored recreational, social, or educational events, and any place where a City of 

Dacula employee is located while traveling to or from such location in the course and 

scope of his duties on behalf of the City, including an employee’s own vehicle when the 

employee is using it for City business, or when the vehicle is parked on City property. 

This definition shall not be interpreted to imply that the City assumes or accepts 

responsibility for any wrongful, tortious, negligent or criminal acts of any person whom 

it employs when such person is not acting pursuant to a City supervisor’s instruction in 

furtherance of the City’s business, nor shall it constitute a waiver of any immunity which 

the City of Dacula or its officials or employees might have under federal, state or local 

laws or ordinances. 
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C. Illegal Drugs/Controlled Substances 

 

Any drug or substance the law prohibits individuals from manufacturing, dispensing, 

using, consuming, possessing, distributing, purchasing, selling, or otherwise transferring, 

including all drugs listed as controlled substances under Title 16 of the Official Code of 

Georgia Annotated. This definition encompasses any measurable amount of any drugs or 

controlled substances such as amphetamines, cannabinoids, cocaine, phencyclidine 

(PCP), methadone, methaqualone, opiates, barbiturates, benzodiazepines, propoxyphene, 

or other drugs made unlawful under Federal or State laws, or a metabolite of any such 

substances, “look-alikes” or “designer drugs” having the same or similar psychotropic 

effects, unauthorized alcoholic beverages, marijuana, hallucinogens (whether natural or 

synthetic), inhalants, unauthorized prescription drugs, or authorized drugs which are not 

prescribed for a verifiable medical  condition and/or are not used in strict accordance with 

this policy and with the prescribing physician’s instructions, or any other substances that 

are mood-altering, mind or consciousness-affecting, or which are likely to have an effect 

upon a person’s perceptions, sensations, thought processes, self-awareness, emotions, or 

other mental or physiological or psychological reactions or behavior. It also includes 

urinaids or other substances, natural or synthetic, of a similar nature or purpose designed 

or used to alter a urine specimen or to conceal illicit chemical substances or other 

metabolites in an initial screening test. 

 

D. Impaired 

 

The condition of being weakened, diminished, or damaged, or of functioning poorly, 

incompetently, uncontrollably, or with less control or ability due to the consumption, use, 

or abuse of illegal drugs, controlled substances, and/or alcohol, or if the employee’s drug 

test results indicate the presence of an illegal drug or controlled substance in an amount 

that constitutes a positive test under accepted scientific standards. 

 

E. Legally Obtained Drug 

 

Includes prescription drugs and over-the-counter medications. 

 

F. Over-The-Counter Medication 

 

Includes any drug or substance that does not require a prescription, but which has the 

capacity to affect a person physically, mentally, emotionally, or which could otherwise 

affect a person’s ability to perform. 
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G. Prescription Drug 

 

Any drug  or  substance  that  is  attainable  only  by lawful  prescription  from  a licensed 

physician. 

 

H. Reasonable Suspicion 

 

A belief based on objective facts sufficient to lead a prudent person to conclude that a 

particular city employee has used, consumed, is impaired by, or is under the influence of 

illegal drugs, controlled substances, and/or alcohol. Reasonable suspicion must be 

directed at a specific person and must be based upon specific and articulable facts and the 

logical inferences and deductions that can be drawn upon such things as observable 

phenomena, such as direct observation of the possession or use of an illegal drug, 

controlled substance, and/or alcoholic beverage, or the direct observation of physical 

symptoms of being impaired by or under the influence of illegal drugs, controlled 

substances, and/or alcohol, such as slurred speech, unsteady gait, a pattern of unusual or 

abnormal conduct or erratic behavior, odor of the employee, information provided by a 

reliable and credible source, and/or involvement in a work-related accident, and/or 

deviation from safe working practices. 

 

I. Safety-Sensitive Positions 

 

Positions of employment with the City where a lapse of judgment or impaired 

physical/mental ability in performing any essential job function could reasonably result 

in a significant threat of harm to the employee, fellow employees, citizens, inmates, or 

others. Safety-Sensitive Positions include, but are not limited to, those which, as a part of 

the essential job functions, (1) require the performance of law enforcement duties as a 

POST-certified law enforcement officer; (2) require or involve possession of a firearm; 

(3) require or involve providing emergency medical, rescue, or fire suppression services; 

(4) require or involve interacting with incarcerated persons; (5) require or involve 

interacting with persons who are on probation for drug charges; (6) directly involve the 

enforcement of drug laws; (7) directly involve access to, the handling of or the testing of 

illegal drugs that have been seized by, confiscated by or taken into custody by law 

enforcement; (8) require or involve performing duties essential to drug interdiction; (9) 

primarily require or involve maintenance or operation of a motor vehicle, motorized 

equipment, heavy machinery or heavy equipment; (10) require the holding of a 

commercial driver’s license; and (11) require or involve performing duties which directly 

affect public health or safety. 

 

Prohibitions 

 

The City prohibits all City employees from engaging in the following conduct or behavior 
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while performing City business, while on City property or City premises, while on 

customer property performing city business, while in use of City property or while 

operating or riding in a City vehicle and/or conducting City business: 

 

1. The use or consumption of illegal drugs, controlled substances, and/or 

alcohol; 

 

2. The possession of illegal drugs, controlled substances, and/or alcohol; 

 

3. The abuse of prescription medications and over-the-counter medications; 

 

4. Being impaired  by  and/or  under  the  influence  of  illegal  drugs,  

controlled substances, and/or alcohol; 

 

5. The manufacture, sale, purchase, transfer, dispensing of, and/or distribution 

of illegal drugs, controlled substances, prescription medications, and/or 

alcohol; and/or 

 

6. The use of City property to store, conceal, or transport illegal drugs, 

controlled substances, and/or alcohol. 

 

Use of Legally Obtained Drugs 

 

The abuse and/or inappropriate use of legally obtained drugs or alcohol while on the job, 

performing City business, on City Premises, in operation of a City vehicle, or in operation 

of any other equipment or vehicle in performance of City business is prohibited and shall 

constitute grounds for disciplinary action, up to and including termination. The following 

policies shall apply to the use of use of legally obtained drugs: 

 

1. City employees must not be on the job, on call, on City Premises, operating 

a City vehicle, or operating any other equipment or vehicle while in 

performance of City business while impaired due to any drug, legal or 

illegal, that renders the City employee unfit for duty. An employee is “unfit 

for duty” if, in the City’s opinion, the employee’s use of legally obtained 

drugs jeopardizes his or her ability to work safely and efficiently. 

 

2. A City employee who is using legally obtained drugs must notify his or her 

immediate supervisor of any and all known or experienced symptoms and 

probable adverse side effects that may render the employee unfit for duty. 

An employee’s failure to notify the City constitutes grounds for disciplinary 

action, up to and including termination. A City employee is not expected to 

notify the City of legally obtained drugs that are unlikely to render him or 
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her unfit for duty. 

 

3. City employees using legally obtained drugs while on the job shall do so in 

strict accordance with physician and/or manufacturer’s directions. It is the 

employee’s responsibility to notify the prescribing physician of the duties 

required by the employee’s position and to ensure that the physician 

approves the use of the prescription medication while the employee is 

performing his or her duties. 

 

4. Any prescription medication brought onto City or customer property or 

taken aboard City vehicles must be retained in its original container labeled 

with the names of the employee and the prescribing physician. 

 

5. No City employee may take another person’s medication. 

 

When Drug Testing is Required 

 

1. Job Applicants for Safety-Sensitive Positions 

 

All applicants for permanent or temporary full-time and part-time Safety-Sensitive 

Positions of employment with the City will be tested for drugs after a conditional offer of 

employment has been extended. No such applicant or new hire shall be permitted to report 

for duty until the results of the drug test are obtained.  

 

2. Transfers to Safety-Sensitive Positions 

 

City employees who are transferred, reclassified, promoted, or demoted from a non-

Safety-Sensitive Position into a Safety-Sensitive Position will be tested for drugs before 

performing any job duties in the new position. 

 

3. Reasonable Suspicion 

 

All City employees will be subject to immediate testing when there is reasonable 

suspicion that the employee has used or misused drugs or alcohol in violation of this 

policy. Any City employee who is required to take a reasonable suspicion test will be 

immediately placed on administrative leave without pay pending the results of the test 

and confirmation of the results. Supervisors or directors who suspect that an employee is 

under the influence of drugs or alcohol shall document all credible evidence on the 

Reasonable Suspicion Incident Checklist provided by the City Administrator and shall 

seek confirmation of the observations from the City Administrator or another employee 

with Reasonable Suspicion training before transporting the employee for testing. A 

reasonable suspicion test may be required based upon, but not limited to the following: 
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1. the personal observation of the City employee’s job performance, 

appearance, behavior, speech, or odor by the trained individual creating 

a reasonable suspicion that the City employee has used drugs or alcohol 

in violation of this policy; 

 

2. personal observation of the City employee by another individual who 

has fully disclosed the observation to the City; 

 

3. observation of the City employee by a nurse or physician engaged in the 

treatment or evaluation of a work-related injury who has disclosed such 

observations to the City; 

 

4. information from a law enforcement agency received by the City; 

 

5. specific and objective facts indicating that a City employee’s drug or 

alcohol use may have caused or been a contributing factor to an on-duty 

motor vehicle accident. The following facts, if present, may 

independently or collectively, depending upon the circumstances, give 

rise to reasonable suspicion in this instance: 

 

a. the appearance, behavior, speech or odor of the City employee 

immediately prior to or after the accident; 

 

b. the City employee left the scene or attempted to leave the 

accident scene without legal authority or permission to do so; 

 

c. the City employee acted contrary to a safety rule, established 

safety practice or otherwise engaged in demonstrably unsafe 

behavior for which there is no reasonable explanation; 

 

d. the City employee was arrested or received a traffic citation; 

 

e. the City employee or any person received medical attention as a 

result of the accident; and 

 

f. the City employee has been involved, in a pattern of repetitive 

on-duty vehicle accidents whether or not they involved actual or 

potential injury. 

 

6. specific and objective facts indicating that a City employee’s drug or 

alcohol use may have caused or been a contributing factor to an on-duty 
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accident involving the use of motorized equipment, heavy machinery or 

heavy equipment. The following facts, if present, may independently or 

collectively, depending on the circumstances, give rise to reasonable 

suspicion in this instance: 

 

a. the appearance, behavior, speech or odor of the City employee 

immediately prior to the accident; 

 

b. the City employee left the accident scene or attempted to leave 

the accident scene without legal authority or authorization to do 

so, or failed to report the accident to the appropriate individual or 

otherwise attempted to keep appropriate persons from learning 

about the accident or the extent of the accident; 

 

c. the City employee acted contrary to a safety rule, established 

safety practices or otherwise engaged in demonstrably unsafe 

behavior without a  reasonable explanation; 

 

d. the City employee or any other person received medical attention 

as a result of the accident; and 

 

e. the City employee has been involved in a pattern of on-duty 

accidents whether or not they involved actual or potential injury. 

 

Additionally, any untrained supervisor or director may require a reasonable suspicion 

test(s) for drugs or alcohol when a trained supervisor or director or the City Administrator 

has reviewed the underlying facts and agrees that reasonable suspicion exists to require a 

test. 

 

4. Required Testing After Certain Accidents 

 

Drug and alcohol testing must be performed within policy guidelines when any City 

employee holding a safety-sensitive position, while in operation of a City vehicle, 

equipment, or heavy machinery, or while in operation of any other vehicle or equipment 

while in the performance of City business, is the apparent cause of an accident that results 

in: (1) a fatality; or (2) a citation issued to the City employee; or (3) an injured person 

requiring immediate medical treatment; or (4) damage to City property; or (5) damage to 

any other property. Alcohol and drug test(s) required after any of the above accidents shall 

be completed within eight (8) hours of such an accident. This testing is to be performed 

in addition to any drug or alcohol test(s) that may be ordered by law enforcement 

authorities. The involved City employee must report immediately for testing or be subject 

to disciplinary action, up to and including termination. 
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5. Random Testing 

 

All City employees holding Safety-Sensitive Positions will be subject to random drug 

testing, as follows: 

 

1. tests will be ordered on a random, unannounced basis from the pool of 

identified City employees holding Safety-Sensitive Positions; 

 

2. a random selection method and test rates as adopted by the City 

Administrator will be used to select City employees, thereby allowing 

each City employee an equal chance of being tested each month. 

Random selection test rates are subject to change as determined by the 

City Administrator. This selection will be facilitated and monitored by 

the City’s occupational medicine provider. 

 

3. a City employee’s name will remain in the pool after being selected so 

that every employee will have an equal chance of being tested each time 

selections are made. Therefore, it is possible that a City employee 

holding a Safety Sensitive Position who is randomly selected for testing 

may be randomly selected again during the same year. 

 

4. the City Administrator will notify the supervisor or director when an 

employee has been selected through the random process. The employee 

will report to the testing facility, taking with them the Chain of Custody 

Form. The supervisor or director is not to inform the associate that he or 

she has been chosen for the test until immediately prior to the time the 

employee is given their notice. 

 

5. City employees are allowed to continue working pending the results of 

the test. If the testing facility notifies the City that the City employee has 

produced a confirmed positive sample, the City Administrator will 

contact the appropriate director with the results. 

 

6. all information received by the City of Dacula as a result of any testing 

procedure is considered confidential but may be entered into evidence 

or disclosed in any civil action or administrative proceeding, when the 

information is relevant to the City’s defense in any such action or 

proceeding. 
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6. After-Care Testing 

 

Persons in Safety-Sensitive Positions returning to work from an approved treatment 

program for drug or alcohol abuse may be subject to unannounced testing at the discretion 

of the City Administrator for a period of one (1) year following the City employee’s return 

to work. 

 

7. Return to Duty Testing 

 

All City employees in Safety-Sensitive Positions who are absent from work for more than 

thirty (30) days, for any reason, or following any workers’ compensation leave, medical 

leave, or short term disability leave shall be tested for drugs immediately upon returning 

to work and prior to performing any job duties. 

 

Procedures for Testing 

 

1. Alcohol screening will be conducted using a federally approved evidential 

breath testing device or the use of a swab/saliva test performed by an 

approved independent medical facility. In the event that it is not reasonable 

under the circumstances to conduct an alcohol test based on a breath test or 

a swab/saliva test, the City reserves the right to test for the presence of drugs 

or alcohol by a blood test analysis. 

 

2. All drug tests shall be administered and accounted for by an approved 

laboratory and/or medical facility that are operating in compliance with the 

U.S. Department of Health and Human Services (DHHS).  Testing will 

involve an initial screening test(s) and confirmation of positive tests by gas 

chromatography/mass spectrometry (GC/MS) analysis, or other test(s) that 

are approved by the DHHS for screening and confirmation of drugs or 

alcohol in a person’s system. Tests will be certified, to the fullest extent 

possible under the circumstances, by a laboratory approved by the DHHS. 

 

3. All positive test results for drugs will be interpreted by a physician approved 

by the City as a medical review officer (MRO) before the results are reported 

to the City. Prior to notifying the City, the MRO will make reasonable 

efforts to contact the City employee for the purpose of allowing the City 

employee to offer an alternative medical explanation for the positive test 

result. If the MRO is able to contact the applicant or City employee and 

determine there is a legitimate medical explanation for the positive test, the 

result will be communicated as negative to the City. The MRO’s inability to 

contact the applicant or City employee before providing test results to the 

City will not void the test results or make the test results unusable in any 
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subsequent disciplinary action. An applicant or City employee who fails to 

respond to an inquiry by the MRO within forty-eight (48) hours of such 

inquiry shall have waived his or her opportunity to offer an alternative 

medical explanation for the positive result or to request confirmation testing. 

Because the City employee is present for interpretation of an alcohol test, 

the procedure concerning prior notification by the MRO is not applicable. A 

MRO will not be used when a blood test for alcohol is conducted. 

 

4. Upon notification by the MRO of a confirmed positive result for drugs, the 

City employee may request, within three (3) calendar days of such 

notification, that the remaining portion of his/her specimen undergo a 

second confirmation test at his/her expense at a DHHS laboratory of his/her 

choice. If the test conducted by the laboratory selected by the City employee 

is negative for the presence of drugs, a third test may be made at the City’s 

sole expense at a separate DHHS facility of its own choosing. The results of 

the third facility will be determinative. If the results from the third facility 

are negative, all prior positive tests will be disregarded and shall not be the 

basis for any disciplinary or adverse action. This option of a confirmation 

test is contingent upon there being enough of the specimen remaining to 

allow for a confirmation test. 

 

Any City employee ordered to be tested based upon reasonable suspicion, shall be 

immediately removed from duty, escorted to the testing facility, and taken home (unless 

other suitable arrangements have been made to transport the City employee). Under no 

circumstances will the City employee be allowed to drive himself or herself home. The 

City employee shall be suspended without pay, pending the results of the test and any 

confirmation tests, if applicable. If the positive test is explained or negated by the MRO 

and/or subsequent confirmation testing, the City employee shall be reinstated with back 

pay and the suspension without pay will be expunged from the City employee’s personnel 

file. 

 

Investigation of Prohibited Drug and Alcohol Use and Searches 

 

All City-issued, City-owned or City-leased equipment, property, and facilities, including, 

but not limited to, desks, workstations, file cabinets, lockers, vehicles, computer 

equipment, or any other property or equipment owned, leased, or provided by the City is 

subject to inspection at any time and for any reason. No employee shall have any privacy 

interest whatsoever in any City-issued, City-owned or City-leased equipment, property 

and facilities. If a search uncovers evidence of City employee wrongdoing, illegal activity, 

or City employee violations of City rules or policies, the evidence may be used to support 

disciplinary action, up to and including termination. In cases involving suspected illegal 

activities, the evidence may be turned over to appropriate legal authorities. The City also 
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reserves the right to conduct searches on City property of City employees and/or their 

personal property when, in the City’s view, there is reasonable suspicion that a City 

employee is buying, selling, transporting, or otherwise in possession of illegal drugs or 

controlled substances on the City’s property or during working time. Refusal to submit to 

or cooperate with a search may result in immediate discipline, including discharge. 

 

A. Consent for Testing 

 

Prior to date of hire, all City employees and job applicants are required to sign a consent 

form consenting to any and all frequency of drug and/or alcohol test(s) set forth in this 

policy and permitting the release of test results to the City and/or the MRO. Signed 

consent forms shall be kept on file by the City Administrator and are enforceable for the 

duration of employment. 

 

B. Refusals to Undergo Testing 

 

The City has a zero tolerance policy regarding test refusals. As such, any City employee 

refusing to immediately proceed as directed will be subject to disciplinary action 

including and up to termination from employment. 

 

Other actions that constitute a test refusal occur when a City employee: 

 

1. fails to appear for any test (excluding pre-employment) within a reasonable time, as 

determined by the City, after being directed to do so by the City; 

 

2. fails to remain at the testing site until the testing process is complete; 

 

3. fails to provide a urine, breath, saliva or blood specimen for any drug or alcohol test 

required; 

 

4. fails to permit the observation or monitoring of his/her provision of a specimen, 

when a directly observed or monitored collection for a drug test is required; 

 

5. fails to provide a sufficient amount of urine or breath when directed, and it has been 

determined through a required medical evaluation that there was no adequate 

medical explanation for the failure; 

 

6. fails or declines to take a second test the City or collector has directed the City 

employee to take; 

 

7. fails to undergo a medical examination or evaluation, as directed by the MRO as 

part of the verification process; 
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8. fails to cooperate with any part of the testing process (for example, refuses to empty 

pockets when so directed by the collector, behaves in a confrontational or 

obstructive way that disrupts the collection process, refuses to be escorted to the 

designated collection site when so directed, is physically absent resulting in the 

inability to conduct testing). 

 

9. City employees who refuse to submit to a test or test positive for alcohol or illegal 

drugs may be disqualified for unemployment compensation benefits. 

 

10. City employees who refuse to submit to a test, or test positive for alcohol or unlawful 

drugs following a workplace injury may be disqualified for worker’s compensation 

benefits. 

 

C. Confidentiality 

 

All reports of test results for drugs and alcohol, searches, or any employee referral or 

participation in an assistance program or treatment program for addictive disorders, will 

be maintained in strict confidence. Any person authorized to have access to such 

confidential information who, without authorization, discloses it to another person shall 

have engaged in gross misconduct and be subject to severe disciplinary action, up to and 

including termination. The confidentiality of such information shall not apply to any use 

by or communication to the City’s attorneys, or where the information is relevant to the 

City’s defense in an administrative proceeding or civil action. Such information may also 

be disclosed to the extent required by any federal, state, local law, statute, ordinance or 

regulation. 

 

D. Discipline for Violations of Policy 

 

1. Immediate Suspension 

 

A City employee who tests positive for drugs or alcohol shall immediately be relieved 

from duty, placed on suspension without pay, and sent home pending disciplinary action. 

If the positive test is explained or negated by the MRO and/or subsequent confirmation 

testing, the City employee shall be reinstated with back pay and the suspension without 

pay will be expunged from the City employee’s personnel file. 

 

2. Disciplinary Action 

 

A City employee who violates any provision of this policy is subject to discipline, up to 

and including termination. If terminated, the City employee will not be eligible for rehire 

for a minimum period of two (2) years. 
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3. Immediate Termination 

 

The following reasons shall be presumed to result in immediate termination of a City 

employee: 

 

a. manufacturing, dispensing, using, consuming, possessing, distributing, purchasing, 

selling, or otherwise transferring an illegal drug(s) or controlled substance(s) while 

on the job, on call, on City property, while operating City equipment or vehicles, or 

while operating any other equipment or vehicles on City property; 

 

b. operating City motorized equipment while unfit for duty due to the use of drugs 

and/or alcohol; 

 

c. conviction for violation of any drug law; 

 

d. refusing to consent to or to take a drug or alcohol test pursuant to this policy; 

 

e. failure to appear at the designated collection site to take a drug or alcohol test when 

so directed; or 

 

f. a confirmed positive test for drugs or alcohol. 

 

5.11 STANDARDS OF ETHICAL CONDUCT 

 

The City of Dacula has a duty to maintain its positive image. Therefore, the City requires 

that all employees practice proper business ethics. 

 

Gifts and Gratuities 

 

No gifts or gratuities shall be accepted by any City employee or official from any person, 

agency, or firms with which the City conducts it businesses. Additionally, a City official 

or employee shall not accept any gift, favor, or thing of value that may tend to influence 

them in the discharge of their duties, or grant in the discharge of their duties any improver 

favor, service or thing of value. This policy does not apply to the acceptance of articles 

having a value of less than $25.00 in any one year. 

 

Employees may not conduct or promote private business for gain during on duty work 

hours or on City premises. Employees who may be in a position to influence actions and 

decisions regarding City administration shall refrain from relationships which may 

adversely affect the exercise of their independent judgment in dealing with businesses, 

organizations, and individuals conducting business with the City. 
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Disclosure of Confidential Information 

 

No official or employee of the City shall disclose confidential information concerning the 

property, government, or affairs of the City without prior approval of their superior. Nor 

shall any official or employee use such information to advance the financial or other private 

interests of anyone under any circumstances. 

 · 

5.12 OUTSIDE EMPLOYMENT 

 

Employment with the City shall have precedence over other occupational interests of 

employees. All outside employment for wages or commissions, and all self-employment, 

must be reported to and approved by the City Administrator or the Mayor and Council. 

This policy applies to all City employees and conflicting outside employment shall be 

grounds for termination. 

 

City employees must adhere to the following concerning outside employment: 

 

1. Such employment shall not interfere with the efficient performance of the 

employee's duties; 

 

2. Such employment shall not involve a conflict of interest or conflict with the 

employee's duties; 

 

3. Such employment shall not involve the performance of duties that the employee 

should perform as part of their employment with the City; and 

 

4. Such employment shall not occur during the employee's regular or assigned 

working hours unless the employee is on either paid vacation leave or leave without 

pay. 

 

5.13 INTERNET ACCESS POLICY 

A. General Provisions 

“Electronic Communication Systems” is defined as Internet, electronic mail, telephone, 

voice mail, facsimiles, pagers, mobile phones, portable radios, computer and computer 

networks, directories, and files. Employees will not have privacy rights with respect to any 

activity using these Electronic Communication Systems. All data, including e-mail 

messages composed, sent, and received are the property of the City of Dacula. 

B. Professionalism 

At all times, users have the responsibility to use Electronic Communication Systems in a 
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professional, ethical, and lawful manner. Users should use the same care in drafting e-mail 

and other electronic documents as they would for any other written communications. Users 

should always strive to use good grammar and correct punctuation. Anything created or 

stored on the Electronic Communication Systems may be reviewed by others and the 

quality of communications is a direct reflection upon the City. 

 

C. Appropriate Use 

 

Personal use of the Electronic Communication Systems is a privilege that may be revoked 

at any time. Occasional, limited, and appropriate personal use of the Electronic 

Communication Systems is permitted if the use does not: 

1. Interfere with the user’s work performance; 

2. Interfere with any other user’s work performance; 

3. Compromise the integrity of the Electronic Communication Systems; or 

4. Violate any other provision of  this  policy  or  any  other  policy, guideline, or 

standard of the City of Dacula 

D. Inappropriate Use 

Under no circumstances should the Electronic Communication Systems be used for 

sending, transmitting, intentionally receiving, copying, or storing any communication that 

is fraudulent, harassing, racially offensive, sexually explicit, profane, obscene, 

intimidating, defamatory, or in the City’s sole opinion otherwise unlawful or 

inappropriate. Users encountering or receiving this kind of material should immediately 

report the incident to their supervisor and City Administrator. Exceptions are limited to 

police investigations into criminal activities, which may require the use of the Internet for 

information and intelligence gathering. This is permissible with the prior approval of the 

City Administrator. Other prohibited uses of the Electronic Communication Systems 

include, but are not limited to: 

1. Sending chain letters; 

2. Sending copies of documents, messages, software, or other materials in 

violation of copyright laws; 

3. Compromising the integrity of the City and its business in any way; and 

4. Use of City computers, Internet connections, or networks to access personal 

social media accounts, to access games or gaming sites, or any other non-

work related computer activities. 
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E. Misuse of Software 

Users who become aware of any misuse of software or violation of copyright law should 

immediately report the incident to the City Administrator. Files obtained from sources 

outside the City include files downloaded from the Internet, files attached to e-mail, and 

files provided by citizens or vendors. These files may contain dangerous computer viruses 

that can damage the City’s computer network. Users should never download files from 

the Internet, accept e-mail attachments from outsiders, or use disks from non-City sources 

without first scanning the material with City-approved virus checking software. If a user 

suspects that a virus has been introduced into the City’s network, they should notify the 

City Administrator immediately. Without prior written authorization from the City 

Administrator, users may not do any of the following: 

1. Copy software for use on their home computers or to other computers; 

2. Provide copies of software to any independent contractors of the City or to 

any third person; 

3. Install software on any of the City’s workstations or servers; 

4. Download any software from the Internet or other online service to any of 

the City’s workstations or servers; 

5. Modify, revise, transform, recast, or adapt any software; or 

6. Reverse-engineer, dissemble, or decompile any software. 

F. Passwords 

Authorized users will be given a login name that allows access to the network. The user 

will have a personalized password, which should be obscure in nature and not divulged to 

others.  However, passwords shall be provided to the City Administrator to aid in 

facilitating normal business operations and investigations. Any user with knowledge of 

any password not their own shall report it to their supervisor immediately. No employee 

shall attempt any unauthorized access to the system. 

 

5.14    LOITERING 

 

Full-time employees of the City of Dacula have been employed to work a full forty-hour 

workweek for which they are compensated with wages and extensive benefits, including 

holidays, sick leave, vacation, medical and dental insurance, life insurance, workman's 

compensation insurance, and other privileges and benefits. In exchange for their 

compensation and benefits all employees, including managers and supervisors, are expected 
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and required to make the best possible efforts to provide the City with expeditious and 

conscientious work performance. 

 

To achieve all of the City's goals, both for employees and for the City of Dacula, 

employees must refrain from and avoid interruptions in their work performance. 

Specifically, during the normal work hours of 8:30 a.m. to 5:00 p.m. (or during any 

scheduled work shift), City employees are not permitted to visit or loiter in local 

businesses, especially eating establishments, except in the businesslike performance of 

their job duties. 

 

All employees are permitted two fifteen-minute breaks, one in the morning and one in the 

afternoon. During these breaks, employees are not to leave the premises unless given 

permission by their department head. 

 

The cooperation of all employees is mandatory. All department heads are required to 

understand and enforce this policy. If there are questions regarding this policy, employees 

should consult their department heads. 

 

5.15 RECORDS AND REPORTS 

 

The City shall maintain payroll and personnel records and make such reports as may be 

required by applicable federal and state laws and regulations. 

 

The City Administrator shall be the official custodian of all personnel records and shall be 

responsible for the monitoring and safekeeping of personnel records to ensure compliance 

with applicable laws concerning access, confidentiality, and retention. 

 

A City employee may submit a written request to the City Administrator to examine his/her 

personnel records. The City Administrator will honor that request within a reasonable 

period of time. Review of personnel records shall be done during regular working hours 

and in the presence of staff assigned to monitor such activity. 

 

Department heads shall have access to personnel records provided that the confidential 

nature of these records is maintained. Access to medical/worker's compensation records 

and other personal information not directly job-related shall be made available to 

department heads and supervisors only on a need-to-know basis. 

 

5.16      POLITICAL ACTIVITY POLICY 

 

City employees shall not engage in any political campaign activities while on duty, while 

in the workplace, while in uniform or while using a City vehicle. This prohibited activity 

includes, but is not limited to, distributing information or soliciting contributions or 

services for any political party, political candidate, or organization while on duty. 
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Additionally, employees may not use City funds, supplies, or equipment for such purposes. 

 

Nothing contained in these policies shall be construed to restrict the right of employees to 

hold membership in and support a political party, to vote as they choose, to express 

personal opinions on all political subjects and candidates, maintain political neutrality, or 

to attend political meetings during non-working hours. 

 

This policy applies to all City employees. Failure to comply with the provisions of this 

section shall be grounds for termination.   

 

CHAPTER SIX / EMPLOYEE BENEFITS 

 

6.1 BENEFIT PLANS AND PROGRAMS 

 

The City of Dacula provides a comprehensive benefit package for full-time regular 

employees. All coverages are subject to terms, conditions, restrictions, and other eligibility 

requirements as set forth in the plans. 

 

Below is a list of the benefits provided by the City of Dacula. Please see the Defined Benefit 

Retirement Plan for more details.  These benefits are subject to change at any time. 

 

Employer Paid Benefits (for employees): 

1. Medical Insurance 

2. Dental Insurance 

3. Basic Life Insurance 

4. Retirement Plan 

5. Prescription Drug Card 

6. Disability Insurance 

 

6.2 WORKER'S COMPENSATION 

 

Employees are covered under the provisions of the Worker's Compensation Act. If an 

employee is injured while on the job, the injury must be reported to his/her supervisor 

immediately. The supervisor should ensure that the injured employee receives any 

required first aid or emergency medical treatment. The City has a panel of physicians and 

facilities that must be used for any job-related illness or injury. Any injured employee 

requiring medical treatment must be accompanied to the treatment facility by the 

supervisor. After medical treatment is administered, the supervisor must immediately 

notify the City Administrator's office with all pertinent information so that a claim may 
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be submitted within 24 hours of the accident or illness. 

 

An employee who becomes temporarily disabled, with a disability covered by Worker's 

Compensation, will be entitled to whatever medical and income benefits are provided 

under the Worker's Compensation Program. Employees who are absent from work one 

(1) or more days should not be permitted to return to work until the employee submits a 

statement from one of the physicians assigned by the City indicating that the employee is 

able to resume all essential functions of the job with (or without) reasonable 

accommodation. 

 

6.3 LEAVE RECORDS 

 
In all cases of leave, the City Administrator or his / her designee shall be responsible for 
ensuring that all accrued leave is posted to each employee's record. The request and use of 
leave (either with pay or without pay) by an employee shall be accurately and promptly 
reported by the department head to the City Administrator for proper recording and filing. 
Leave balances will be maintained and updated on the computerized system by the City 
Administrator or his / her designee. 

 

6.4 LEAVES OF ABSENCE FOR BLOOD DONATIONS 

 

Every officer or employee of the City of Dacula shall be allowed a leave of absence, without 

loss of pay, of not more than eight hours in each calendar year for the purpose of donating 

blood. 

 

This absence shall be computed at the rate of two hours per donation, up to four times per 

year. (Georgia Code 1981, Title 45-20-30 applies) 

 

6.5 SICK LEAVE 

 

1. Sick leave with pay shall be granted to regular full-time employees in the case 

of actual sickness or disability of the employee or family member resulting 

from causes beyond the employee's control or medical or dental examinations 

or treatments for which arrangements cannot be made outside of working 

hours. 

 

2. The employee shall report to his/her supervisor the reason for his/her use of 

sick leave prior to his/her scheduled work time if possible. If this is not 

possible, he/she shall see that his absence is reported within 30 minutes after 

the time he/she is scheduled to report for work. Failure to do so may be cause 

for denial of sick leave with pay for that day and for each subsequent day that 

prior notification has not been given. Special consideration will be given to 

emergency situations. 
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3. A medical certificate signed by a licensed physician may be required by the 

supervisor to substantiate sick leave requests for the following reasons: 

 

a. Any period of absence consisting of three or more consecutive work 

days; or  

 

b. A request for sick leave while on annual leave; 

 

c. to verify Covid-19 for a determination of benefits pursuant to 

federal, State or local law. 

 

4. Full-time employees begin to accrue sick leave immediately upon 

employment at the rate of ten (10) days / eighty (80) hours per year.  

 

5. Unused sick leave may be carried into the next calendar year, with the 

maximum accumulation restricted to twenty (20) days / one hundred sixty 

(160) hours (approximately one month).  

 

6. Part-time employees do not receive sick leave. 
 

7. Employees shall not receive pay for unused sick leave unless they retire 

after completing a minimum of twenty years of continuous service with the 

City.  Except as set forth in section 8 below, the employee shall then be paid 

for a maximum of one hundred sixty (160) hours of accumulated sick leave. 

Payment will be made upon retirement and at the normal rate of pay for an 

eligible employee. 

 

8. After December 31, 2016 no employee may accumulate more than 160 

hours. Employees that have in excess of 160 hours on December 31, 2016 

will retain the accumulated hours they have, but will accumulate no more.  

These employees will continue to accrue eighty (80) hours per year, but will 

accumulate no additional hours unless their accumulated total falls below 

160 hours.  Employees that have more than 160 hours on December 31, 

2016 (and only those employees) will be paid for all hours they retain.  The 

City may determine to compensate those employees for those hours prior to 

retirement, and may do so based upon such employees’ current rate of pay. 

 

9. Employees will not be paid for hours accrued but not taken as sick leave, 

unless paid upon retirement after twenty (20) years of service.  Except as 

provided in section 8, employees will not be paid for hours accrued that 

exceed the 160-hour cap. 
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6.6 TEMPORARY DISABILITY 

 

If an employee becomes temporarily disabled (including disabilities caused by pregnancy), 

he or she may exhaust all sick and vacation leave accumulations. After all sick and vacation 

accumulations have been used, an extension of leave either with or without pay may be 

authorized by the Mayor and Council upon recommendation of the appropriate supervisor. 

 

6.7 LEAVE OF ABSENCE WITHOUT PAY 

 

A leave of absence without pay may be granted by the City Administrator to any regular, 

full-time employee requesting such a leave for a period not to exceed six (6) consecutive 

months. 

 

Approval of a leave of absence shall be determined by giving due consideration to the 

length of the requested leave of absence, the impact of such leave on the organization, and 

the department’s plans to continue the work performed by that employee in their absence. 

 

An employee on leave without pay shall not accrue paid vacation leave or sick leave and 

shall not receive paid leave on holidays. Upon returning to work, the anniversary date of 

the employee on leave without pay shall be adjusted such that time way from work shall 

not be credited as service time. 

 

At the end of the approved leave of absence, the employee shall return to the same position 

or to an alternate position within the same pay rate held prior to the leave of absence. 

 

6.8 FAMILY AND MEDICAL LEAVE 

 

Under the Family and Medical Leave Act (FMLA), eligible employees are permitted to take 

up to twelve (12) weeks of unpaid leave during a twelve (12) month period measured from 

the date the employee's first FMLA leave begins for the following reasons: 

 

1. The birth of a child or placement of a child with the employee for adoption or 

foster care; 

 

2. The care of a spouse, child, or parent with a serious health condition; or 

 

3. A serious health condition of the employee that renders the employee unable to 

perform the functions of his/her job. 

 

Leave taken under this policy may be taken intermittently, in separate blocks of time. If  an 

employee's 12 weeks of Family and Medical leave are exhausted within a twelve (12) month 
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period, any further unpaid  leave will be considered as a leave of absence. 

 

Eligibility 

 

In order to be eligible for leave under this policy, employees must have been employed with 

the City for a least one (1) year of consecutive service. 

 

An employee desiring leave under this policy for foreseeable events (such as expected birth 

or adoption of a child or for planned medical treatments) must provide the City with at least 

thirty (30) days advance notice explaining the reasons for such leave, the anticipated duration 

of the leave and the expected start of the leave. In cases where the need for leave cannot be 

anticipated thirty (30) days in advance, the employee must give notice of the need for leave 

as soon as practicable (ordinarily one or two business days) after the employee learns of the 

need for the leave. The employee must also make reasonable efforts to schedule the leave in 

a manner that does not unduly disrupt City operations. Failure to comply with the notice 

requirements for foreseeable leave under this policy may result in denial of leave until thirty 

(30) days after the employee provides proper notice to the City. 

 

Benefits 

 
During a leave under this policy, an employee's health insurance coverage will be 
continued at the same level of benefits and under the same terms and conditions as the 
coverage currently being provided by the City. Employees who have voluntary coverage 
must continue to make their voluntary insurance contribution payments to the City, at the 
time such payments would be due as made by payroll deduction, for the duration of the 
leave. If the payment is more than thirty (30) days late, the City may discontinue additional 
coverages during the leave period. Sick leave and vacation leave will accrue during any 
paid leave, but will not accrue during unpaid leave. 

 

Reinstatement 

 

Employees returning from leave under this policy will be reinstated to their former position 

or an equivalent position with equal benefits, pay and other terms and conditions of 

employment. 

 

Pay During Leave 

 

Employees who take leave and/or vacation for any reason under this policy must use all 

unused, accrued sick leave and accrued vacation leave prior to going on unpaid status. The 

calculation of time used under FMLA begins on the date that the employee begins to take this 

accrued leave. In all other circumstances, time spent on leave under this policy will be unpaid. 

 

 



 

51 
 

Verification Requirements 

 

Employees who request leave under this policy for the serious health condition of the 

employee or family member (spouse, child, or parent) must provide the city with a 

statement of medical certification from a health care provider which explains the condition 

necessitating the leave, the date the condition commenced, the probable duration of the 

condition, and the anticipated regimen of treatment to be prescribed. The statement of 

medical certification should be provided to the City at the time the employee requests leave 

under this policy or shortly thereafter. In the case of unforeseen leave (such as for a medical 

emergency) the statement of medical certification should be provided to the City soon as 

the leave commences. Failure to comply with the medical certification provisions of this 

policy may result in the denial of leave until the employee provides a statement of medical 

certification to the City. 

 

If the City has reason to question the validity of a medical certification provided by the 

employee’s health care provider, the City may require the employee to obtain a second 

opinion, at the City's expense, from a health care provider designated by the City. In the 

event that the second opinion differs from the first, the City may require that the employee 

obtain a third and final opinion, at the City's expense and from a health care provider that 

is approved jointly by the City and the employee. 

 

The City may also require periodic reports during the duration of the leave regarding the 

medical status of the employee or family member and the employee's intention of returning 

to work. An employee returning from leave under this policy due to his/her serious health 

condition must provide the City with a written medical release from a health care provider 

before initiating work. Failure to provide a release may result in denial of restoration of 

employment until the employee provides a medical release to the City. 

 

6.9 VACATION LEAVE 

 

1. Full-time employees must have 90 days of continuous service before any 

vacation leave is allowed. After 90 days of continuous service, full-time 
employees will be allowed 5 days of vacation leave per calendar year; after 
1 year of continuous service, full-time employees will be allowed 10 days of 
vacation leave per calendar year; after 7 years of continuous service, full-
time employees will be allowed 15 days of vacation leave per calendar year; 
and after 15 years of continuous service, full-time employees will be allowed 
20 days of vacation leave per calendar year; and after 20 years of 

continuous service full-time employees will be allowed 25 days of 

vacation leave per calendar year. 

 

Vacation leave must be used during the year in which it is accrued. No 

accumulation of vacation leave will be allowed. All accumulated vacation 
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will be paid at the end of the calendar year. 

 

2. Vacation leave must be scheduled with your department's operations in mind. 

Your supervisor must arrange vacation schedules to meet the best interests of 

the department. You can help by letting him/her know your plans well in 

advance. He/she will then do his/her best to arrange your vacation time to your 

convenience. 

 

3. Employees shall be paid for all unused accrued vacation leave if he/she has 

satisfactorily completed one year of service. 

 

4. No employee shall receive pay in lieu of vacation leave unless such payment 

is recommended by the supervisor and approved by the Mayor. 

 

6.10 COURT LEAVE 

 

Any regular or probationary employee who is subpoenaed by any federal, state, or local court 

to serve as a juror or witness on a workday shall be entitled to paid leave, without loss or 

without effect on performance rating during this time. 

 

Part-time and internship employees shall be eligible for a leave of absence without pay for 

court leave. 

 

Employees attending court for personal litigation or other issues unrelated to work shall not 

use Court leave. Vacation leave or leave without pay must be used for such circumstances. 

 

6.11 BEREAVEMENT LEAVE 

 

A maximum of three (3) workdays of funeral leave may be taken in the event of a death 

in a regular or probationary employee's immediate family. The department head may 

approve a longer absence for extenuating circumstances, but additional time taken must 

be charged to vacation leave or leave without pay. 

 

Part-time and internship employees shall be eligible for funeral leave without pay. 

 

6.12 MILITARY LEAVE 

 

Ordered Military Duty 

 

Any regular or probationary employee who is a member of the National Guard or other 

organized military reserve corps of the United States and who may be called/ordered to 

military duty (active duty for training, summer camp, etc.) will be allowed a leave of absence 
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(with pay) for up to eighteen (18) workdays in one (1) calendar year or continuous period 

of absence. An employee must submit a copy of his/her orders to his/her supervisor. 

Supervisors will then submit a copy of those orders to the City Administrator. 

 

Leave extending beyond this time will be without pay, unless granted by the recommendation 

of the department head and the approval of the Mayor and Council. 

 

This policy shall not apply to part-time or internship employees. 

 

Declared Emergency 

 

In the event that the Governor declares an emergency, regular or probationary employees 

called to State active duty as members of the National Guard shall be placed on leave of 

absence with pay for a period of up to thirty (30) workdays in any one (1) calendar year or 

continuous period of active duty service.  This policy shall  not apply to part-time or 

internship employees. 

 

Reemployment Rights 

 

Regular and probationary employees who leave employment with the City to perform active 

duty for military services with the United States are entitled to reemployment rights with the 

City in accordance with federal laws governing reemployment rights. Such employees are 

entitled to reinstatement if: 

 

1. They reapply for employment within specified time limitations; 

2. They satisfactorily completed their military service; and 

3. They are able to perform the essential duties of their job. 

 

Upon return, such employees are eligible for appointment to the same position or to a 

similar position that was held prior to active duty assignment. Further, such employees are 

protected from discharge, except for cause, for one (1) year after reemployment and are 

reinstated with the same seniority, status, and pay they would have received if they had 

not been inducted into military service. 

 

6.13 FLOWER FUND POLICY 

 
Because the City of Dacula believes in showing support and in offering condolences to 
employees elected and appointed officials of City in times of bereavement, the City of 
Dacula has enacted a "Flower Fund Policy." 

 

The City of Dacula will, at a cost deemed reasonable by the City Administrator, donate 
one (1) flower arrangement to an employee or his/her family in the event of a death of an 
immediate family member. This is to include the employee himself/herself, a spouse, a 
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parent, a sibling, a child, or a grandparent, including any of those persons of a step, in-
law, foster, or adoptive relationship to the employee. Also, flowers may be sent for hospital 
stays and births by City employees or other significant events such as the illness or death of a 
dignitary (elected official of another city, etc.). 

 

6.14 RETIREMENT BENEFITS 

 
The City provides a retirement plan for regular full-time employees. The City's retirement 
plan is with the Georgia Municipal Employees' Benefit System. Employees are fully 
vested (100%) upon the completion of seven (7) years of service as a regular employee, 
regardless of whether it was continuous service. No contributions to the plan are made by 
the City on behalf of a regular employee until the employee completes one (1) year of 
continuous service with the City. 

 

The City's retirement plan contributions for eligible regular employees working at least 

thirty (30) or more hours per week on a regular basis with at least one (1) full year of service 

shall be paid to the Georgia Municipal Association's Retirement System in accordance 

with regulations established by that Agency. These contributions include retirement 

funding, and administrative and guaranty fund expenses, to insure appropriate funding of 

the City's retirement plan and to avoid incurring any debt or loss as a result of the provisions 

of the plan. Nothing herein shall preclude the City's latitude to amend or terminate the 

current retirement plan. 
 

The City's retirement plan for regular full-time employees excludes any employee not 

authorized to be covered under this plan according to applicable state or federal laws or 

regulations. The City shall also maintain payroll and personnel records and make such 

reports as may be required by applicable state and federal laws and regulations. 

 

6.15 HEALTH INSURANCE 

 
The City provides group hospitalization insurance to eligible regular full-time employees. 
The Mayor and Council shall determine employer and employee contributions to the plan. 
Family plans may also be available to covered employees and officials at rates determined 
by the Mayor and Council. 
 

6.16 COVID-19 LEAVE, TESTING AND BENEFITS 

 

a. Background.   The purpose of this subsection is to protect the health, safety and 

welfare of employees who may show symptoms of or contract Covid-19 and the 

well-being of non-infected City employees.  City employees are strongly 

encouraged to wash their hands frequently and thoroughly, maintain physical 

distancing, and follow closely the applicable guidelines from the Centers for Disease 

Control (See https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
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sick/prevention.html) to protect themselves, their families, their co-workers and the 

public.  

  

b. Initial Procedure.  If you have the symptoms of Covid-19 as identified by the Centers 

for Disease Control, do not report to work.  Instead, first contact your health care 

provider and follow the instructions provided.  Then notify your supervisor of your 

symptoms and the instructions provided by your health care provider regarding your 

ability to report to work.   

 

c. Documentation.  To be eligible to receive federal leave related to Covid-19, you 

must complete the Leave Request Form provided by the City.  

 

d. Application.  If you wish to receive sick leave under the FFCRA, complete the forms 

provided by the Human Resources Director and submit them within ten (10) days 

of your return to work.  If you choose not to apply for FFCRA leave, or if the FFCRA 

does not apply, you may elect to substitute any available accrued vacation leave, 

personal leave, or medical or sick leave for your absence. 

 

e. Determination.  The City Administrator will make an initial determination of your 

eligibility for FFCRA leave.  The City Administrator’s decision may be appealed in 

accordance with Section 7.1 of this Manual. 

 

f. Conflict.  Should any provision of this section conflict with applicable federal or 

state law, the applicable federal or state law shall control.  

6.17   FLEX SAVING ACCOUNT AND CAFETERIA PLAN  
 
The City provides certain health, vision, dental, life, accidental death and short-term 
disability insurance paid by employees through a payroll deduction program. A third 
party administers employee funded flexible spending accounts. These accounts allow 
employees to contribute pre-tax dollars as allowed by law. These funds can be used to 
pay for eligible medical, dental and vision expenses. The employees are responsible for 
paying administrative or on-boarding fees to initiate the service. 
 

6.18 EDUCATIONAL ASSISTANCE AND TUITION REIMBURSEMENT 

The City of Dacula recognizes that the skills and knowledge of its employees are critical 

to the success of the organization. The City may reimburse an employee up to a maximum 

amount per calendar year as allowed by the Internal Revenue Service. Reimbursements 

are for continuing education through an accredited school and/or program recognized by 

the US Department of Education that either offers growth in an area related to the 

employee’s current position or that may lead to promotional opportunities. To maintain 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html
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eligibility, employees must remain in an active pay status and be performing their job 

satisfactorily through the completion of each course and/or degree or certification 

program. This education may include college credit courses, continuing education unit 

courses, seminars and certification tests that are job related. 

 

Tuition Reimbursement is based upon budget allocation appropriated on an annual basis 

from the City Council. The allocation of funds in one year does not guarantee additional 

funding in subsequent years. Additionally, the funding of this program is based upon the 

approval of the City Administrator and may be for an amount up to the federally approved 

limit, depending on available funds.  

 

There will be no duplicate payments for the same course. The employee is required to 

first apply for any outside benefits for which he or she may be eligible for including, but 

not limited to, State or Federal Educational benefits (including V.A.), outside agencies, 

grants (HOPE Grant), etc. Awards, grants, and scholarships which do not require 

repayment by the employee are not eligible for reimbursement and must be disclosed. 

The City will provide reimbursement only for qualified cost(s) which exceed the amount 

paid by outside sources up to the maximum approved amount.  

 

An employee must secure a minimum passing grade of a “C” or its equivalent or obtain 

a certification to receive any reimbursement. Expenses must be validated by receipts 

from the institution attended, and a copy of the final grade or certification received. 

 

All full-time employees who have completed 12-months of employment are eligible. 

 

 

Procedures 

To receive reimbursement for educational expenses, employees should follow the 

procedures listed here: 

 Prior to enrolling in an educational course, the employee must provide his or her 

department head with a completed Educational Course or Certification Request 

Form with information about the course or certification he or she would like to 

receive and to discuss the job-relatedness of the continuing education. If the 

Department Head approves of the request, it will then be forwarded to the City 

Administrator for approval. The City Administrator will determine the maximum 

reimbursable amount for an employee.  

 Approved courses may range from obtaining GED certifications to technical 

courses such as electronics, engineering, computers, finance, business 

management up through the master’s degree level of studies. Doctoral degrees are 

not eligible for this benefit.  

 Approved courses are to be taken on the employee’s own time unless the City 

Administrator has approved time on the clock for such courses. 
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 Qualifying courses must directly relate to duties and responsibilities of the 

employee’s current position or must enhance the employee’s potential for 

advancement to a position with the City to which the individual has a reasonable 

expectation of advancing. 

 Once the course or certification has been successfully completed, the employee 

will submit a Tuition Reimbursement Request Form, attaching receipts from the 

school and evidence of a minimum passing grade of a “C” or its equivalent or 

certification. If employee has received any assistance from outside agencies such 

as the HOPE Grant or V.A, (G.I. Bill), etc., please attach supporting 

documentation. There will be no duplicate payments for the same course(s). 

 Reimbursements are for actual tuition fees only and do not include fees paid for 

books or any other miscellaneous fees such as: administrative, graduation, testing 

and examinations, student services, athletics, technology, parking, food, mileage, 

lodging, etc. 

 The Human Resources Department will coordinate the reimbursement with the 

Finance Department following the receipt of all necessary documentation. 

Reimbursements requested more than 60-days after completion of course(s) will 

not be honored. 

 

The employee shall not be eligible for reimbursement for training or education expenses 

under the following conditions:  

 The employee does not obtain prior written approval of his or her Department 

Head; or 

 The employee does not follow the procedures listed; or 

 The employee is terminated voluntarily or involuntarily or resigns before 

receiving the final grade or certification.  

 

The employee shall be responsible for reimbursing the City for the training or 

education expenses under the following conditions:  

 The employee is terminated voluntarily or involuntarily or resigns within two 

years after the completing the education or training program.  Reimbursement to 

the City shall be made according to the following schedule:  

• 100% if terminated or resigns within six months of completing the 

education or training. 

• 75% if terminated or resigns between six months and one year of 

completing the education or training.  

• 50% if terminated or resigns between one year and eighteen months of 

completing the education or training. 

• 25% if terminated or resigns between eighteen months and two years of 

completing the education or training. 

 

If termination or resignation occurs after two years of the education or training, no 

reimbursement is required.  
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While educational assistance is expected to enhance employee performance and 

professional liabilities, the City cannot guarantee that participation in formal education 

will entitle the employee to automatic advancement, a different job assignment, or pay 

increases. 
 

CHAPTER SEVEN / EMPLOYEE RELATIONS 

DISCIPLINE AND SEPARATIONS 

 

7.1 EMPLOYEE RELATIONS - OPEN DOOR POLICY 

The policy of the City of Dacula is to resolve employee problems or complaints informally, 

whenever possible. Immediate supervisors and employees are expected to make every 

effort to discuss and resolve problems as they arise. When this is not possible, however, 

the employee who has a legitimate claim may use the City's Open Door Policy, which 

provides an opportunity to resolve problems at the level of a department head or higher (if 

necessary). 

 

Procedures 

 

A. Step One: 

 

An employee with a complaint shall present the matter to his/her immediate 

supervisor within three (3) working days after the employee knew or, in the exercise 

of due diligence, should have known of the conduct or acts upon which the 

complaint is based. The complaint must be presented in writing and shall state 

specifically the action, or failure of action, upon which it is based. The supervisor 

shall consider the complaint and make a determination as to its validity and whether 

remedial action is justified. The supervisor shall attempt to adjust the matter and 

shall give the employee a response, in writing, no later than three (3) working days 

after the complaint is presented. The supervisor's response shall include a statement 

of his/her decision and the response shall be reported by the supervisor to his/her 

immediate superior. 

 

B. Step Two: 

 

If the problem is not resolved by Step One, the employee may present the complaint to 

the City Administrator within three (3) working days after the department head's 

decision is rendered or is due, whichever first occurs. The complaint shall be in writing 

shall specifically state the action or failure of action upon which it is based, the essential 

facts of the complaint, and the remedy requested by the employee. 
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The City Administrator shall confer with the employee about the problem within five 

(5) working days after it is presented to him/her. If the employee is to be represented by 

legal counsel, he/she shall so notify the City Administrator at least 24 hours before the 

conference. 

 

The City Administrator shall consider the complaint and the decision of the 

department head. He/she shall determine whether the department head's decision shall 

be affirmed, reversed, or modified and whether any remedial action is justified. The 

City Administrator shall render a written response to the employee within five (5) 

working days after the conference with the employee. 

 

His/her response shall include a statement of his/her decision and shall specify the 

reasons for the decision. The City Administrator's decision may be appealed to the 

Mayor and Council through the appeal process. 

 

Department Heads 

 

A department head that has an employment-related problem may submit his/her concern 

directly to the City Administrator in accordance with the provisions of step three two of 

the Open Door Policy as described above. 

 

7.2 SEPARATIONS 
 

For the purpose of these policies, separation from employment with the City shall be 

considered to be one of the following: resignation, constructive resignation, reduction in 

force, or termination. 

 

A resignation is a voluntary separation by an employee from employment with the City. 

Two weeks shall be the standard period of notification that an employee shall provide the 

City regarding his/her resignation. The department head shall immediately notify the City 

Administrator (or designee) of the employee's resignation. The City Administrator may 

waive the two-week resignation requirement in special circumstances. 

 

In addition, even when an employee gives two (2) weeks notice, the City Administrator 

may accept the resignation effective the date that   the notice is received or at any time 

within the notice period. 

 

Constructive Resignation 

 

Any employee, without valid reason, who fails to report to work for three (3) consecutive 

workdays without authorized leave, may be terminated from employment with the City and 

shall be reported as a constructive resignation. 

 



 

60 
 

Reduction in Force 

 

The City Administrator may effectuate a reduction in force due to a budgetary crisis or 

other material change, such as in the duties or organizational needs of the City. Regular 

employees who are to be laid off due to reduction in force will be given at least one (1) pay 

period notice of anticipated layoff. 

 

Termination 

 

A termination is an involuntary separation of an employee from employment with the City. 

An employee may be terminated for disciplinary reasons including, but not limited to, 

serious offenses and violations of City policies. 

 

7.3 DISCIPLINARY ACTION 

 
Department heads are responsible for the proper and efficient operation of their 
departments and for enforcing City policies and regulations. It is the responsibility of 
employees to observe adopted policies and regulations. Employees who violate adopted 
policies and regulations will be subject to disciplinary action, up to and including 
termination. 

 

The department head is authorized to take appropriate disciplinary action against 

employees who violate established policies and regulations. 

 

Reasons for Disciplinary Action 

 

Employees may be disciplined for the violation of any of the specific actions listed below. 

Any of these infractions are sufficient grounds for disciplinary action, including 

termination.   

 

These violations serve as guidelines for employees, although they are not necessarily 

exclusive. The City retains the right to administer disciplinary actions for offenses not 

specifically reflected in this policies. 

 

Unprofessional Conduct 

 

Employee actions that may warrant disciplinary action up to, and including termination 

are: 

 

1. Failure to perform at an acceptable level of competence as determine by the 

department head (this may include excessive tardiness, lost time, or inefficiency); 
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2. Disregard for and violations of City ordinances, departmental policies, and 

regulations including safety rules; 

 

3. Willful misuse, misappropriation, negligence or destruction of any City property, 

vehicle or equipment, including the use of such items for personal use or gain; 

 

4. Carelessness or negligence with the monies or other property of the City; 

 

5. Tardiness or absence from duty without prior approval; 

 

6. Violation of any reasonable or official order, refusal to carry out lawful and 

reasonable directions given by a supervisor, or any other acts of insubordination; 

 

7. The consumption of alcoholic beverages on City property, on City time, while in City 

uniform, or while in a City vehicle; 

 

8. The abuse or misuse of prescription or non-prescription drugs, other forms of 

medication, or any mind-altering substance; 

 

9. The unlawful manufacture, dispensation, distribution, possession, or use of controlled 

substances; 

 

10. Any violation of the City's Drug and Alcohol Free Workplace Policy; 
 

11. Willfully giving false information to City officials, City employees, or the general 

public; 

 

12. Falsification of a job application or other City records; 

 

13. Violation of privileged information or its use for private gain; 
 

14. Any conduct, on or off duty, that reflects unfavorably on the City as an employer; 

 

15. Refusal to be examined by a City-authorized and licensed doctor when so directed in 

accordance with these policies; 

 

16. Falsification or destruction of official records or documents or use of official position 

for personal benefits, profit, or advantage, or for other improper reasons; 

 

17. Discourteous behavior to the general public or to other City employees; 

 

18. Conviction of a felony or crime involving moral turpitude; 
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19. Failure to answer questions before any local, state, or federal judiciary, administrative 

tribunal, or appeals board; 

 

20. Possession of firearms or other dangerous weapons or articles by non-police personnel 

while on duty; 

 

21. Harassment of other City employees or the general public; 

 

22. Violation of the City's unlawful harassment policy as prescribed in these policies; 

 

23. Organization and/or participation in prohibited political activity or a work strike 

against the City; 

 

24. Sleeping while on duty; 

 

25. Allowing one's self to be in a position or circumstance, other than bona fide illness 

or disability, which inhibits one's ability to properly and professionally perform one's 

job duties; 

 

26. Unsatisfactory or poor job performance; 

 

27. Any action that is detrimental to the City or its operations; and/or 

 

28. Engaging in horseplay or rough play while on the job or in any City facility. Injuries 

as a result of horseplay/rough play are not considered within the scope of 

employment and may not be covered under worker’s compensation. 

 

29. Engaging in unnecessary violence or harassment toward any person, except where 

authorized by law, even in the event of provocation.  

 

Types of Disciplinary Action 

 

Disciplinary action may be taken against an employee in the form of a reprimand and/or 

adverse action. The three (3) types of adverse action are disciplinary suspension without 

pay, disciplinary demotion, and termination. These types of disciplinary actions are 

defined as follows: 

 

A. Reprimand: A means of communicating a warning to an employee that an 

inappropriate behavior in the workplace has occurred or that a work-related 

problem exists and needs to be corrected. 

 

a. Oral Reprimand: The department head shall communicate to the employee 
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their observations of the problem and state the action(s) necessary to correct the 

problem. The oral reprimand shall be documented by the department head to show 

the date and nature of the reprimand and all persons present at the time of the 

incident and/or reprimand. The employee shall be advised that the reprimand will 

be documented in their personnel file and that the employee may submit 

comments for their personnel file relating to the oral reprimand. 

 

b. Written Reprimand: A formal means of communicating in writing to an 

employee a warning that a problem exists and needs to be corrected. The written 

reprimand shall be prepared by the supervisor or City Administrator and shall 

include the date the problem occurred, the date of the written reprimand, and a 

statement of the problem and action(s) necessary to correct the problem. It shall 

be presented to the employee in a private meeting. 

 

The employee should sign the written reprimand. It shall be included in the 

employee's personnel file. The employee shall have the opportunity to submit a 

response in writing for inclusion in their personnel file. 

 

B. Adverse Action:  This is disciplinary action taken by a department head, for 

 cause, that results in suspension without pay, a disciplinary demotion, or a 

 termination. The decision regarding the adverse action to be taken shall be based 

 on the nature of the violation committed by the employee and other related issues 

 as determined by the department head. The three (3) types of adverse actions are 

 defined as follows: 

 

a. Disciplinary Suspension without Pay:  An employee may be suspended 

without pay for violating these policies. An employee may be suspended 

without pay for a minimum of one (1) day up to a maximum of ten (10) 

workdays for any action that does not warrant demotion or termination. 

 

The duration of a suspension shall depend upon the nature of the offense. The 

procedures outlined in Section 7-4 "adverse action procedures" shall be 

followed for disciplinary suspension without pay. 

 

b. Disciplinary Demotion:  An employee may be demoted to a vacant position 

of a lower salary for disciplinary reasons if the employee is qualified to 

perform the work of the lower position. This shall entail a reduction in 

salary as outlined in the "Demotion" section of this manual. 

 

c. Termination: An employee may be involuntary separated from 

employment with the City for disciplinary reasons. The procedures 

outlined in Section 7-4 "Adverse action procedures" shall be followed for 
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termination. 

7.4 ADVERSE ACTION PROCEDURE 

 

(Disciplinary Suspension, Disciplinary Demotion, and Termination, Other than During 

the Probationary Period) 

 

The following procedure will be followed upon the initiation of any action against a regular 

employee involving disciplinary suspension without pay, demotion, or termination. 

 

A.  Step One - Notification: 

 

The Supervisor and City Administrator give the affected employee written 

notification of the proposed adverse action. The notification will contain the 

following: 

 

1. The proposed effective date of the adverse action; 

 

2. The specific charges and reasons for the adverse action; and 

 

3. A statement informing the employee of the opportunity for a hearing in 

person with the City Administrator (or designee) before the adverse action 

is final. 

 

B.  Step Two - Employee Response/Hearing: 

 

The employee is given the opportunity to refute charges and reasons for adverse 

action in an in-person hearing with the City Administrator or designee. An 

interpreter may accompany an employee when it is necessary. Every employee who 

takes advantage of the opportunity to have a hearing has the right to subpoena 

witnesses and to have an attorney present. 

 

C.  Step Three - Final Action: 

 

The City Administrator (or designee) makes a determination as to whether the 

employee successfully refuted the charges and then notifies the employee of his/her 

decision within ten (10) working days after the hearing. 

 

The decision of the City Administrator or designee will be the final action of the City, 

unless the decision to take the adverse action was made by the City Administrator, in 

which case the employee may request a hearing before the Mayor and City Council. 

 

7.5 EMERGENCY ACTION 
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The City Administrator (or designee) may take immediate action against any employee 

under emergency situations. The immediate action will be to suspend the employee with 

pay until an investigation can be conducted. If discipline is appropriate, the procedure 

described in the "Adverse Action Procedure" section of this manual will be followed under 

normal circumstances. If the employee is unable to communicate or respond, the employee 

will be placed on leave without pay until it is determined that the employee can return to 

work or until the employee can respond. Examples of emergency situations include: crimes 

of moral turpitude, commission of a felony, injurious or dangerous behavior, or damage to 

or destruction of public property.  

 

The City Administrator (or designee) may take immediate action against a probationary 

employee, a part-time employee, or an internship employee without the necessity of 

following the procedures outlined in the "Adverse Action Procedure" section of this 

manual. 

 

CHAPTER EIGHT / GENERAL INFORMATION 

 

8.1 DEFINITIONS 

 

For the purposes of these policies, the following words and phrases shall have respective 

meanings ascribed to them in this chapter. 

 

Adverse Action: Disciplinary action taken against a probationary or regular employee, for 

cause, that results in a disciplinary suspension without pay, a disciplinary demotion, or a 

termination. 

 

Applicant: Any person who has filed an application for employment with the City in 

accordance with the provisions of these policies.  

 

Catastrophic Illness: A catastrophic illness has been defined as a serious illness or disease 

that has, or ordinarily has, permanent or detrimental effects on the body and/or leaves a 

permanent injury. A severe illness has an effect on the general health of continuance of life 

of the person affected. It does not mean temporary physical disturbance or ailments 

speedily and entirely recovered from, not interfering materially in pursuit of one's vocation 

producing no permanent effect. 

 

City Official: The Mayor and members of the City Council are deemed to be "City 

Officials" for purposes of policies. 

 

City Administrator: City Administrator is designated to performing all duties and 

responsibilities assigned to a “City Manager” in any ordinance, resolution, policy or other 



 

66 
 

document. 

 

Complaint: A statement made by an employee alleging that the employee's employment 

or productivity has been adversely affected by unlawful discrimination. 

 

Demotion: The movement of a regular full-time employee or a new employee on probation 
to a position with a lower salary than that of the previous position and salary held by the 
employee. 

 
Designee: The Mayor and Council's officially designated representative responsible for 
administering the City's Policies, procedures, etc. 

 

Termination: A discharge or removal of an employee from employment with the City. 

 

Exempt Employee: An employee in a position which is not required to receive overtime 

compensation for hours worked in excess of the standard workweek (according to the Fair 

Labor Standards Act). 

 

Full-time Employee: An employee in a position with a standard workweek of forty (40) 

hours under normal circumstances. 

 

Hours of Work: Any normal workday in which a City employee actually works or would 

work under ordinary circumstances. Saturday or Sunday shall not be considered a workday, 

unless the employee is scheduled on a regular basis to work Saturday or Sunday. 

 

Immediate Family: An employee's spouse, parent, sibling, child, and grandparent. Also 

includes any of these persons of a step, in-law, and foster or adoptive relationship to the 

employee. 

 

Mayor: The chief administrative officer of the City of Dacula, or designated 

representative. 

 

Open Competitive Vacancy: A City position wherein announcement of a vacancy and 

acceptance of applications is solicited from current City employees and from the 

community at large. 

 

Probationary Period: A twelve (12) month period of time in which a new employee or a 

promoted employee is being evaluated on their work performance in the new position. 

 

Promotion: The advancement of a regular full-time employee to a vacant position with a 

higher salary than the previous position and salary held by the employee. 
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Promotional Competitive Vacancy: A City position in which an announcement of a 

vacancy and acceptance of application is limited to regular full-time employees of the City 

of Dacula. 

 

Reappointed Employee: A person who has been previously employed by the City in a 

regular full-time position and who applies for employment with the City and is appointed 

again to a regular full-time position. Unless otherwise stated, all conditions of employment 

for reappointed employees shall follow those of new employees. 

 

Regular Employee: Describes the status of an employee who has been hired and given 

regular status after satisfactorily completing the probationary period (as required for 

regular full-time employees). 

 

Separation: The resignation, constructive resignation or termination of an employee. 

 

Sick Leave: Paid leave accrued by regular fulltime employees to provide time off from 

work for a bona fide illness or injury, temporary disability, and/or other medically related 

necessities for the employee or for the employee's spouse, parent, or child. 

 

Standard Workweek: For City employees not exempt from the Fair Labor Standards Act 

(FLSA), the standard workweek is forty (40) hours in a seven (7) day, 168-hour work week. 

 

Suspension: means the temporary removal of an employee from the City for a period not 

to exceed thirty (30) working days in one (1) calendar year. 

 

Internship Employee: An employee in a position for a limited duration of time, usually 

not to exceed one (1) year. 

 

Transfer: The lateral movement of a regular full-time employee, or new employee, on a 

probationary status to another position with the same pay rate as that of the employee's 

former position. 

 

Vacation Leave: Paid leave accrued by regular full-time employees to provide time off 

from work for vacation purposes or to attend to personal matters. 

 

 

 

 


