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Workshop Agenda
Board of Commissioners


December 1, 2010
 3:30 P.M.


Call to Order.


Acceptance of Agenda.


OLD BUSINESS:
A. Presentation of the monthly update on the County’s 2010 Transportation


Work Plan by Public Works Director Phil Mallon.


B. Update on the 2010  Comprehensive Transportation Plan and a summary of
the recommended projects and policies.  


C. Continued discussion of a request from the City of Fayetteville concerning a
proposed transportation project related to the intersection of State Highway
92, Hood Avenue, and State Route 85.


NEW BUSINESS:
D. Discussion of staff’s request to proceed with updates to the County’s Policies


and Procedures Manual sections for Eligibility Verification of Non-Citizen
Applicants for Benefits, Investments, Travel, and Budget.


E. Discussion of staff’s request to proceed with updates and minor modifications
to various Human Resources policies contained within the County’s Policies
and Procedures Manual.


F. Consideration of a request for the County to abandon a portion of John Street.


G. Discussion of a request from the Sheriff’s Department for funding for repairs
in the shower areas of inmate cell blocks in the Jail.


H. Discussion of a request from the Sheriff’s Department concerning the need
and cost for bringing the former jail facility into temporary operation.


I. Consideration of a request from Peachtree City concerning proposed
transportation projects at Crosstown Road and Peachtree Parkway; and the
Gateway Bridge Multi-Use Path Project.


ADMINISTRATOR’S REPORT


ATTORNEY’S REPORT


STAFF REPORTS


BOARD REPORTS


EXECUTIVE SESSION


ADJOURNMENT


BOARD OF COMMISSIONERS
Jack Smith, Chairman


Herb Frady, Vice Chairman
Lee Hearn


Robert Horgan
Eric Maxwell


i


STAFF
Jack Krakeel, County Administrator


Scott Bennett, County Attorney
Carol Chandler, Executive Assistant
Karen Morley, Chief Deputy Clerk


Floyd Jones, Deputy Clerk


i


MEETING LOCATION
Commissioners Conference Room


Suite 100
Administrative Complex
140 Stonewall Avenue
Fayetteville, GA 30214


i


MEETING TIMES
1  Wednesday each month at 3:30 p.m.st


i


COMMISSION OFFICE
Administrative Complex


Suite 100
140 Stonewall Avenue
Fayetteville, GA 30214
Phone: 770.305.5200


Fax: 770.305.5210


i


WEB SITE


www.fayettecountyga.gov


i


E-MAIL


administration@fayettecountyga.gov



http://www.fayettecountyga.gov

http://www.fayettecountyga.gov

mailto:administration@fayettecountyga.gov






COUNTY DEPARTMENT AGENDA REQUEST 


Department: Presenter(s):


Background/History/Details:


Wording for the Agenda:


What action are you seeking from the Board of Commissioners?


If this item requires funding, please describe:


Has this issue come before the Commissioners in the past? If so, when?


Do you need audio-visual for the presentation?


 STAFF USE ONLY


Administrator's Approval


Back-up Material Submitted?


Approved by Finance


Approved by Purchasing


Reviewed  by Legal


Approved by County Clerk


Type of Request:


Staff Notes:


Meeting Date:


Administration Jack Krakeel, County Administrator


Consideration of a request for the County to abandon a portion of John Street.


Fayette County has been has been asked by two property owners to consider abandoning a portion of John Street from the intersection 


of Inman Road to a southbound curve towards Hillsbridge Road. 


 


A single property owner owns all the property on both sides of John Street from Inman Road to the curve turning toward Hillsbridge Road. 


A second property owner, whose property is located at the curve in consideration, has also joined with this request.  


 


The property owners have requested that abandoned property be returned to them, since the current road is prohibiting them from having 


all their property in a conservation program.


Direction is requested from the Board.  If the Board decides to approve the property owners request, this item will be placed on the 


December 9, 2010 Agenda for formal approval.


Not Applicable at this time.


No


No


Yes


Yes


Not Applicable


Not Applicable


Yes


Yes


New BusinessWednesday, December 1, 2010








COUNTY DEPARTMENT AGENDA REQUEST 


Department: Presenter(s):


Background/History/Details:


Wording for the Agenda:


What action are you seeking from the Board of Commissioners?


If this item requires funding, please describe:


Has this issue come before the Commissioners in the past? If so, when?


Do you need audio-visual for the presentation?


 STAFF USE ONLY


Administrator's Approval


Back-up Material Submitted?


Approved by Finance


Approved by Purchasing


Reviewed  by Legal


Approved by County Clerk


Type of Request:


Staff Notes:


Meeting Date:


County Commissioners Jack Krakeel 


Continued discussion of a request from the City of Fayetteville related to the intersection of Hood Road and State Route 92 at State 


Route 85.


The 2003 County-wide Transportation Plan includes a project that would make changes to the intersection of Hood Road and S.R. 92 


(Forrest Avenue) at S.R. 85. This project was identified as a project to be funded with the "70% funds" from 2004 Transportation  Special 


Purpose Local Option Sales Tax proceeds. 


 


At the Board's November Workshop, City officials presented preliminary designs for the intersection to the County Commissioners. 


 


The City and the County would partner to complete this project, using an Intergovernmental Agreement to define the roles and 


responsibilities of each entity.   


Hear further details about the project design. This is a project identified in the 2003 Transportation Plan for which a  SPLOST referendum 


was approved in 2004.


2004 SPLOST proceeds would fund this project.


Yes Wednesday, November 3, 2010


No


Yes


No


Yes


Not Applicable


Yes


Yes


Old BusinessWednesday, December 1, 2010
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COUNTY DEPARTMENT AGENDA REQUEST 


Department: Presenter(s):


Background/History/Details:


Wording for the Agenda:


What action are you seeking from the Board of Commissioners?


If this item requires funding, please describe:


Has this issue come before the Commissioners in the past? If so, when?


Do you need audio-visual for the presentation?


 STAFF USE ONLY


Administrator's Approval


Back-up Material Submitted?


Approved by Finance


Approved by Purchasing


Reviewed  by Legal


Approved by County Clerk


Type of Request:


Staff Notes:


Meeting Date:


County Commissioners Jack Krakeel 


Review of a request from Peachtree City related to the transportation projects and the use of Special Purpose Local Option Sales Tax 


proceeds.


City officials would like to discuss the use of SPLOST funds with the County Commissioners for two projects: 


 


1.  Construction of a Gateway Bridge  (Wynnmeade/S.R. 54/Planterra) 


2.  Intersection improvements at Crosstown Road and Peachtree Parkway. 


 


Provide information regarding the need for these projects including level of funding being requested from the County's portion of SPLOST 


proceeds.


2004 SPLOST proceeds would fund these projects if the City and County reach agreement.


No


No


Yes


No


Yes


Not Applicable


Yes


Yes


New BusinessWednesday, December 1, 2010

















		Comm-PTC SPLOST Agenda RequestFile.pdf

		Comm-PTC SPLOST Backup-email






COUNTY DEPARTMENT AGENDA REQUEST 


Department: Presenter(s):


Background/History/Details:


Wording for the Agenda:


What action are you seeking from the Board of Commissioners?


If this item requires funding, please describe:


Has this issue come before the Commissioners in the past? If so, when?


Do you need audio-visual for the presentation?


 STAFF USE ONLY


Administrator's Approval


Back-up Material Submitted?


Approved by Finance


Approved by Purchasing


Reviewed  by Legal


Approved by County Clerk


Type of Request:


Staff Notes:


Meeting Date:


Finance Mary S. Holland


Discussion of staff's request to move forward with updates to Policies and Procedures Manual sections for Eligibility Verification of Non-


Citizen Applicants for Benefits (Manual Section 200.23), Investments (Section 300.03), Travel (Section 300.09), and Budget (Section 


300.01).


Legislation was passed in the 2010 Legislative Session that modified state law regarding Eligibility Verification of Non-Citizen Applicants 


for Benefits (Senate Bill 447).  Also, a report by the state's Attorney General removed occupational tax certificates from the list of 'public 


benefits.' 


 


Another bill (Senate Bill 369) was passed that modified legal requirements for investment of bond proceeds. 


 


It has been recognized that the county's travel policy needs clarification that employees cannot be reimbursed for travel costs from home 


to their permanent duty station or a temporary duty station. 


 


In addition, corrections to the budget policy are needed to eliminate duplicated paragraphs.


Approval to place item on 12/9/2010 Board of Commissioners consent agenda for approval of staff's recommended updates to Policies 


and Procedures Manual sections for Eligibility Verification of Non-Citizen Applicants for Benefits (Manual Section 200.23), Investments 


(Section 300.03), Travel (Section 300.09), and Budget (Section 300.01).


N/A


No


No


Yes


Yes


Yes


Not Applicable


Yes


Yes


New BusinessWednesday, December 1, 2010







 


Mailing Address:  140 Stonewall Avenue West, Fayetteville GA 30214 Main Phone:  770-460-5730 Web Site:  www.fayettecountyga.gov


 
 
 
To:  Mary S. Holland 
 
From:  Ted L. Burgess 
 
Date:  November 15, 2010 
 
Subject: Policy and Procedures Updates 
 
Four of the county’s policies and procedures need to be updated.  They are as follows. 
 


1. Policy 200.23 – Eligibility Verification of Non-Citizen Applicants for Benefits:  The 
Georgia Security and Immigration Compliance Act (Senate Bill 529) was passed in 
2006.  It required all local governments to verify that new employees are eligible to 
work in the United States, and that non-citizens are eligible to receive public 
benefits when they apply for them.  The required mechanism for verification of 
work eligibility is the federal government’s E-Verify program, and for public 
assistance eligibility is the Systematic Alien Verification for Entitlements (SAVE) 
program. 


 
In the 2010 legislative session, Senate Bill 447 was passed, which contained 
additional definitions and clarifications.  It defined the term “physical performance 
of service” to assist in determining which contractors must verify work eligibility of 
their employees.  It required contractors to notify the county within five business 
days of hiring a new sub-contractor, and it included additional requirements for 
sub-contractor affidavits. 
 
The county’s permanent E-Verify user identification number and date of 
authorization are added to the policy, since the county is required to publish them 
on its web site. 
 
On August 1, 2010 the state’s Attorney General issued the Report of the Attorney 
General on Public Benefits.  The report includes any local government service that 
should be considered a ‘public benefit.’  It clarifies, for the first time, that the 
county’s occupational tax certificates are not public benefits.  The attached policy 
and procedures are updated to reflect this interpretation of state law. 
 







 
 
 
 
 
 


2. Policy 300.03 – Investments: Senate Bill 369, passed in the 2010 legislative 
session, made changes to Georgia Code Section 36-82-7.  This code section 
establishes the investments that local governments are allowed to make using 
bond issue proceeds.  Senate Bill 369 provides various provisions to update 
investment options and add clarifying language.  Proposed county policy updates 
will provide more flexibility in investment of bond proceeds, and will reflect the 
changes in state statute. 
 
For example, the statute now allows investments in: 


a. Bonds or obligations of other states. 
b. Obligations guaranteed by agencies or instrumentalities of the U.S. 


Government. 
c. Interest-bearing time deposits, repurchase agreements, reverse repurchase 


agreements, rate guarantee agreements, or other similar banking 
arrangements with: 


i. A bank or trust company having capital and surplus of at least $50 
million 


ii. A government bond dealer reporting to, trading with, and recognized 
as a primary dealer by the Federal Reserve bank of New York 


iii. Any corporation which is subject to registration with the Board of 
Governors of the Federal Reserve System 


 
 
3. Policy 300.09 – Travel: Clarification is being added to the policy and procedures 


that regulate the use of county funds for travel reimbursement.  Section 9.c.vii now 
specifies that an employee cannot be reimbursed for travel expenses between 
home and the duty station, even if it is a temporarily assigned duty station.  It 
further clarifies that the employee will not be reimbursed for travel between a 
permanent duty station and a temporary duty station, or when traveling from a 
duty station to pick up a motor pool vehicle. 


 
 
4. Policy 300.01 – Budget: This policy requires only a few edits.  In translation to 


appropriate automated formats, a few statements were duplicated.  This update 
eliminates the duplications. 







 


Fayette County 
 
Policies and Procedures 
 


OPERATIONAL FUNCTIONS 
Eligibility Verification of Non-Citizen Applicants for Benefits 


200.23 
 
 
 
PURPOSE 
 
The Georgia Security and Immigration Compliance Act (Senate Bill 529) was passed in 
2006.  It was amended by House Bill 2 in 2009, and again by Senate Bill 447 in 2010.  
The Act added provisions to Georgia law which require all local governments, their 
contractors and their subcontractors, to verify that new employees are eligible to work in 
the United States.  They also require verification of aliens’ eligibility to receive public 
benefits.  Relevant portions of the Georgia Code are as follows: 
 


• Title 13: Article 3 of this Title was created to require public employers to verify the 
eligibility of every newly hired person for employment in the United States.  It also 
prohibits local governments from entering into a “contract for the physical 
performance of services within this state” unless the contractor verifies the 
employment eligibility status of all employees.  Local governments, their 
contractors, and their subcontractors are to perform the work-eligibility 
verification by using the federal work authorization program (the current program, 
E-Verify, is operated by U.S. Citizenship and Immigration Services [USCIS], 
which is part of the U.S. Department of Homeland Security). 


 
• Title 50: Chapter 36 of this Title was created to require local governments to 


“verify the lawful presence in the United States of any natural person 18 years of 
age or older” who applies for public benefits.  For this purpose, “public benefits” 
include alcoholic beverage licenses, canvasser or solicitor licenses, occupation 
tax certificates, professional licenses, and various other government services as 
defined in Georgia Code Section 50-36-1 [the current federal program for this 
purpose, Systematic Alien Verification for Entitlements (SAVE), is also operated 
by USCIS]. 


 
The purpose of this policy is to assure compliance with the Georgia Security and 
Immigration Compliance Act and related laws, rules, and regulations. 
 
 
DEFINITIONS: 


1. Alien: Any person who is not a citizen or national of the United States. 
2. Breach: In safeguarding personally identifiable information, a “breach” occurs 


when there is a loss of control, unauthorized disclosure, unauthorized access, or 
other compromise of personal information in electronic or physical form. 


3. Immigrant: An alien who has been granted the right by USCIS to reside 
permanently in the U.S., and to work without restrictions. 
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4. National: All U.S. citizens are nationals.  Non-citizen nationals include individuals 
who were born outside the U.S. in territories such as American Samoa or the 
Northern Mariana Islands. 


5. Nonimmigrant: An alien who has been granted the right by USCIS to reside 
temporarily in the U.S.  Aliens in some nonimmigrant statuses are allowed to be 
employed in the U.S., and others are not.  Examples of nonimmigrant are foreign 
student, diplomat, or a visitor for business. 


6. OMB: The Office of Management and Budget, which is organizationally within the 
Executive Office of the President. 


7. Physical performance of service: As defined in Georgia Code Section 13-10-90, 
this means “the building, altering, repairing, improving, or demolishing of any 
public structure or building or other public improvements of any kind to public real 
property, including the construction, reconstruction, or maintenance of all or part 
of a public road; or any other performance of labor for a public employer under a 
contract or other bidding process.” 


 
 
POLICY 
 
Fayette County will abide by federal and state laws, rules, and regulations to bring about 
reasonable assurance that United States citizens or qualified immigrants receive 
employment opportunities, benefits, or services to which they are legally entitled. 
 
 
PROCEDURES 
 
Georgia Code Section 13-10-91 instructs the Georgia Department of Labor (DOL) to 
“prescribe forms and promulgate rules and regulations” for local governments to use in 
meeting the requirements of the state law for newly hired employees and for 
requirements in dealing with contractors or subcontractors (except for transportation 
contracts).  The same code section instructs the Georgia Department of Transportation 
(DOT) to prescribe forms, rules, and regulations for local governments to follow with any 
contract relating to public transportation.  The resulting DOL and DOT rules are posted 
on the two departments’ web sites. 
 
In complying with Georgia code and state agencies’ rules for verification of employment 
eligibility, and rules for verification of eligibility to receive public benefits, the county will 
employ the following procedures. 
 
 
I. Display of user identification number: 
 
The county will permanently display its federally-issued E-Verify user identification 
number (#47566), as issued by USCIS, and date of authorization (July 2007) on the 
county website, as required by Georgia Code Section 13-10-91(a). 
 
 
II. Newly hired county employees:  
 
DOL Rule 300-10-1-.02 states that every public employer must participate in a “federal 
work authorization program” to verify the eligibility of all new employees to work in the 
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United States.  The current federal program used for this purpose, E-Verify, can be 
accessed from the USCIS internet web site (www.uscis.gov).  The county’s Human 
Resources Department will use this program, or successor programs as applicable, to 
verify that any newly hired person is eligible for employment. 
 
DOL Rule 300-10-1-.05 requires the county to “designate an individual to monitor new 
employee work eligibility verification” and to “maintain a file of all written records required 
under these rules for public inspection,” in accordance with the county’s records 
retention schedule and applicable federal law.  For this purpose, the Director of Human 
Resources, or the Director’s designee, shall be the individual responsible for 
performance of these duties. 
 
Georgia Code Section 50-36-1 requires that anyone who applies for a public benefit 
must sign an affidavit attesting that they are either a U.S. citizen or a legal alien.  The 
term “public benefit” has been interpreted to include retirement, health, and disability 
benefits which are provided by employers.  The Human Resources Department will 
obtain signed, notarized affidavits from all newly-hired county employees that declare 
that they are either U.S. citizens or aliens who are authorized to work in the United 
States (Attachment 1). 
 
The Human Resources Department will verify that all newly hired employees are eligible 
to work in the U.S. through the federal E-Verify program.  This process will be initiated 
within three business days after the new employee has been hired. 
 
The E-Verify program Memorandum of Understanding contains various additional 
responsibilities which the Human Resources Department must comply with.  These 
include, but are not limited to, the following: 
 


• Safeguard the information received through E-Verify, and limit access to the 
information to authorized individuals. 


• Prominently display notices from the Department of Homeland Security regarding 
employment eligibility verification. 


• If an employee presents a DHS Form I-551 (commonly called a Green Card) or 
Form I-766 (Employment Authorization Document) as part of the eligibility 
documentation process, HR staff will make a photocopy of the Form and keep it 
with the employee’s file. 


• Do not use E-Verify for pre-screening purposes. 
• Permit the Department of Homeland Security or the Social Security 


Administration access to review employment records and interview staff 
regarding the use of E-Verify, and cooperate with their compliance monitoring. 


 
 
III. Bids and Contracts:  
 
Georgia Code Section 13-10-91(b) requires that most contractors and subcontractors 
verify the work eligibility status of newly hired employees.  The requirement includes any 
person or entity which contracts for the “physical performance of services within the 
state.”  This term refers to contractors that have a physical presence and employees 
who perform work in the state.  If, for example, the county does business with a software 


3                          N:\Ted Burgess\SAVE\Policy Version 4.doc 



http://www.uscis.gov/





 


company in Texas, and all services are provided via the internet or telephone, then the 
company is excluded from this regulation. 
 
 


1. Bids: In compliance with Georgia Code Section 13-10-91(b)(1), any bid for 
services covered by this policy must include a signed, notarized affidavit which 
includes the following: 
 


• A statement that the bidder has registered with, and is authorized to 
use, the federal work authorization verification program; 


• The bidder’s user identification number as assigned by the U.S. 
Department of Homeland Security, and the date of authorization; and 


• A statement that the bidder is using, and will continue to use, the 
federal work authorization verification program throughout the contract 
period. 


 
The Purchasing Director or the Director’s designee will assure that all invitations 
for bids or requests for proposals comply with this requirement, if the winning bid 
will lead to a contract for the physical performance of services within the state.  In 
the event a bid or request for proposals is prepared without the direct 
involvement of the Purchasing Department, the head of the administering 
department will assure compliance with this requirement. 
 
Attachment 2 is the affidavit to be used for this purpose. 
 
 
2. Contracts (other than contracts related to transportation):  In compliance 
with the Georgia Department of Labor’s regulation 300-10-1-.03, each new 
contract executed by the county shall contain the following language: 
 


a) Contractor agrees to comply with all requirements of Georgia law which 
are contained in O.C.G.A. 13-10-91, and Georgia Department of Labor’s 
Rule 300-10-1-.02. 


 
b) Contractor attests, by placing a checkmark, initials, or other affirmative 


indicator, that contractor currently employs the following number of 
persons: 


_____ 500 or more employees 
_____ 100 or more employees 
_____ Fewer than 100 employees 


 
c) In the event the contractor employs or contracts with any subcontractor(s) 


in connection with this contract, then contractor will secure from the 
subcontractor(s) a statement of the number of people employed by the 
subcontractor, using the same three categories as shown above. 


 
d) Contractor attests to compliance with the requirements of O.C.G.A. 13-


10-91 and the Georgia Department of Labor’s Rule 300-10-1-.02 by 
inclusion of the signed and notarized Contractor Affidavit and Agreement 
as part of this contract. 
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e) Contractor attests to the compliance of any subcontractor(s) connected 
with this contract, with the requirements of O.C.G.A. 13-10-91 and the 
Georgia Department of Labor’s Rule 300-10-1-.02 by inclusion of a 
signed, notarized Subcontractor Affidavit for each subcontractor as part of 
this contract.  Contractor further agrees to maintain records of such 
attestation for inspection by Fayette County at any time. 


 
Attachment 3 is the Contractor Affidavit and Agreement referred to in 2.d above.  
Attachment 4 is the Subcontractor Affidavit referred to in 2.e. 
 
Each new contract will contain a stipulation that requires the contractor to notify 
the county upon the contractor’s hiring a new subcontractor, or if a subcontractor 
hires a new subcontractor.  The contract will require that notification be provided 
within five business days of hiring the new subcontractor.  The notification must 
include an affidavit from the new subcontractor that attests to the new 
subcontractor’s name and address, user identification number, and date of 
authorization to use the federal work authorization program (Attachment 4). 
 
The Purchasing Director or the Director’s designee will incorporate the above 
language and affidavits into all future contracts that are covered by this section.  
In the event a contract is executed without the direct involvement of the 
Purchasing Department, the head of the administering department will assure 
compliance with this requirement. 
 
 
3. Contracts related to transportation: In compliance with DOT rules and 
regulations, a contractor must execute and include as part of the contract an 
affidavit, in the format prescribed by DOT (Attachment 5), which certifies the 
contractor’s participation in the federal work authorization program operated by 
the U.S. Department of Homeland Security (currently E-Verify). 
 
An additional affidavit must be submitted for each subcontractor, as in the format 
prescribed by DOT, if any, for contracts related to transportation (Attachment 6). 
 
Each new transportation-related contract will contain a stipulation that requires 
the contractor to notify the county upon the contractor’s hiring a new 
subcontractor, or if a subcontractor hires a new subcontractor.  The contract will 
require that notification be provided within five business days of hiring the new 
subcontractor.  The notification must include an affidavit from the new 
subcontractor that attests to the new subcontractor’s name and address, user 
identification number, and date of authorization to use the federal work 
authorization program (Attachment 6). 


 
The Purchasing Director or the Director’s designee will incorporate these 
affidavits into all future transportation-related contracts which are covered by this 
section.  In the event a transportation-related contract is executed without the 
direct involvement of the Purchasing Department, the head of the administering 
department will assure compliance with this requirement. 
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IV. Public Benefits: 
 
In compliance with Title 50, Chapter 36 of Georgia Code, the county will verify the lawful 
presence in the United States of any applicant for covered public benefits, whether it is a 
first-time application or renewal, as defined in Code Section 50-36-1.  Public benefits 
applicable to the county, and the Department Director or Director’s designee responsible 
for meeting the requirements of this Policy and Procedures, are as follows: 
 
  Public Benefit    Responsible Department 


Occupational tax certificates       Finance 
Alcoholic beverage licenses       Planning & Zoning 
Canvasser or solicitor licenses      Planning & Zoning 
Business licenses        Marshal 
Taxi / limousine service licenses      Marshal 


 
Note: The term “public benefit” does not include recreation, animal control or 
emergency services, burn permits, or similar services provided by the county. 


 
Each applicant for a tax certificate or license must provide a signed, notarized affidavit 
which declares that the applicant is either: 
 


• A United States citizen; or 
• Other than a United States citizen, but lawfully present in this country. 


 
Attachment 1 is the affidavit to be used for this purpose. 
 
If the applicant for an occupational tax certificate, business license or other benefit is a 
sole proprietorship, the proprietor is the person authorized to sign the affidavit.  If the 
business is a partnership, any of the legally registered partners may sign.  If the 
application is for a corporation, any corporate officer or the corporation’s attorney-in-fact 
may sign the affidavit. 
 
 


A. U.S. Citizens 
 
If the affidavit states that the applicant is a United States citizen, no further action will be 
required to establish citizenship.  It should be noted that any applicant who makes a 
false statement on the affidavit is subject to a maximum of five years in prison or a fine 
of up to $1,000 as provided by Georgia Code Section 16-10-20. 
 
 


B. Non-Citizens 
 
If the affidavit states that the applicant is other than a United States citizen, the county 
must establish eligibility for public benefits through the entitlement verification program 
designated by the U.S. Department of Homeland Security (the SAVE program).   
 
{Note: It is important that the applicant include his or her Alien Registration Number, 
often called an A#, on the affidavit as required by Georgia law at Code Section 50-36-
1(e)(2).   This is an eight- or nine-digit number which appears on Form I-55 (know as a 
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Green Card).  The federal Department of Homeland Security assigns this number when 
an alien applies for a Green Card. 
 
There may be legitimate cases in which a non-citizen applicant for public benefits does 
not have an Alien Registration Number.   In such a case, the applicant must supply their 
federal alien number which has been assigned by the Department of Homeland Security 
or other federal agency, in the space provided at the bottom of the affidavit.  This 
exception to provision of the Alien Registration Number from the Green Card is allowed 
by Georgia Code Section 50-36-1(e)(2).} 
 
Upon receipt of an affidavit from a non-citizen, designated staff will verify eligibility for 
public benefits as follows: 
 


1. Require the non-citizen applicant to present (original) immigration or 
naturalization documentation that contains the information (e.g. name and alien 
registration number) required by the SAVE program.  Physically examine the 
documents to ascertain that the document(s) reasonably appear to be genuine, 
and related to the applicant.  Make a copy of the document(s), and keep with any 
other records for the applicant. 


 
2. Provide the applicant’s information to USCIS’ SAVE program.  If the SAVE 


program confirms the applicant’s eligibility to receive public benefits, the 
verification process is complete.  Staff will issue the license, certificate, or other 
public benefit. 


 
3. If the SAVE program responds that eligibility is not verified, it will prompt the 


county to “institute additional verification”.  Staff will seek to obtain additional 
information from the applicant if necessary.  Upon receipt of the needed 
information, staff will submit it as instructed by SAVE. 


 
4. If the federal agency still cannot verify eligibility, it will send instructions through 


SAVE to resubmit the application by mailing federal Form G-845 (Attachment 7), 
along with copies of the applicant’s immigration document(s), to: 


 
U.S. Citizenship and Immigration Service 
10 Fountain Plaza, 3rd Floor 
Buffalo, NY 14202-2200 
 
Attn: Status Verification Office 


 
5. The SAVE program will respond with the applicant’s eligibility status, or options 


for how to seek resolution of any outstanding issue if it remains unsolved after all 
of the above steps have been completed. 


 
{Note: In the case of a verification which is completed with the first step above, the 
federal response will often take only a few seconds, allowing the public benefit to be 
issued on the spot.  A verification which goes through all three steps may take 
approximately two to three weeks to complete.} 
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C. Process for Notification of Denial of Benefits, or to Correct Erroneous 
Information: 


 
If an applicant’s eligibility for public benefits cannot be established, staff of the 
responsible department will send a certified letter with return receipt, to the applicant, 
notifying him or her of the inability to verify eligibility.  The applicant will be given an 
opportunity to correct USCIS records (see Attachment 8 for a sample letter).  A Fact 
Sheet, developed by USCIS, will accompany the letter and provide the applicant with 
information about how to correct the federal records (Attachment 9).  The letter allows 
the applicant 30 days to resolve any outstanding issues with USCIS.  Otherwise, at the 
end of the 30 days, the application for public benefits will be denied. 
 
{Note: According to Office of Management and Budget Guidelines on the Conduct of 
Matching Programs, non-federal agencies must “not take adverse action against an 
individual as a result of any information developed in a matching program unless the 
information has been independently verified and until 30 days after the individual has 
been notified of the findings and given an opportunity to contest them.”  The guidelines 
also say “the civil remedies provisions of the Privacy Act are available to matching 
record subjects who can demonstrate that they have been harmed by an agency’s 
violation of the Privacy Act or its own regulations.”  A successful litigant is entitled under 
the Privacy Act to receive at least $1,000 and reasonable attorney’s fees.} 
 
Georgia Code Section 50-36-1(f) provides that a properly executed affidavit may be 
presumed to be proof of lawful presence in the United States until federal verification is 
received through the SAVE program.  If there is a delay in verification because of 
computer system unavailability or other processing issues, the signed and notarized 
affidavit may be presumed to be proof of the applicant’s eligibility until the formal 
verification can be completed. 
 
 


D. Annual Report 
 
The county will file an annual report with the Georgia Department of Community Affairs 
(DCA) on or before January 1 of each year.   It will identify each public benefit provided 
by the county, and other information as prescribed by DCA, in compliance with Georgia 
Code Section 50-36-1(i). 
 
 


E. Safeguarding of Information 
 
OMB Memorandum M-07-16 is titled “Safeguarding Against and Responding to the 
Breach of Personally Identifiable Information.” It provides guidance to federal agencies in 
assuring the security of personally identifiable information, and what they should do if 
there is a breach in the security of this information. 
 
To help assure that personally identifiable information pertaining to the SAVE program is 
not breached or compromised at county offices, the following procedures will be 
followed: 
 


• All documents pertaining to an application by a non-citizen for public benefits will 
be kept in files which will be secured by lock when not in use. 
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• Personally identifiable information that is not needed will be destroyed by 
shredding or other similarly effective means. 


• Files related to the SAVE program will be retained for 10 years, in conformance 
with USCIS’ federal retention schedule (based on the statue of limitations for 
prosecuting most types of crimes involving the misuse of this type of information 
[18 U.S.C. § 3291]).  After that time, they will be destroyed or disposed of in a 
manner that will not put personally identifiable information at risk. 


• Any information obtained from USCIS through the SAVE program will be used 
solely for determining the eligibility of persons applying for public benefits. 


• No information obtained through the SAVE program will be disclosed to any 
unauthorized person without the prior written consent of USCIS. 


 
If there is a suspected or confirmed breach of personally identifying information which 
was obtained through the SAVE program, and the breach has occurred as a result of 
county action or inaction, the incident will be brought to the attention of the County 
Administrator as soon as it is discovered.  If the County Administrator determines that 
the breach causes significant risk of harm to economic or property interests, identity theft 
or fraud, or other harm to affected individuals, the county’s SAVE program coordinator 
will promptly notify the federal SAVE program and SAVE Monitoring and Compliance. 
 
 


F. Financial Records 
 
An allocation of estimated amounts of funds needed for the SAVE program will be 
recorded separately in the county budget.  Expenditures will be recorded so that SAVE 
costs can be distinguished separately from other costs. 
 
 


G. SAVE Training 
 
County staff who verify applicant information through the SAVE program must have the 
opportunity to learn how to use the system.  The SAVE Program Guide, Web tutorials, a 
copy of the SAVE Memorandum of Agreement and any other relevant instructional 
materials will be made available to relevant county staff as they become available to the 
county. 
 
 


H. Access to County Records by SAVE Officials 
 
SAVE Monitoring and Compliance officials have the authority to review the county’s 
SAVE policy, procedures, guidance, training records, financial records, usage patterns 
and other relevant data.  This may involve site visits, desk audits, performance audits, 
interviews, or other methods federal officials may need to employ in conducting their 
reviews.  County staff will provide access to all relevant files, documents, or other 
records to facilitate this work. 



















































 


FISCAL POLICIES 
Investments 


300.03 
 


 
 
 
PURPOSE 
 
This policy provides guidelines for the investment of funds that are not needed immediately to pay 
current obligations. 
 
 
POLICY 
 
There shall be a consistent and uniform process for the investment of Fayette County funds not 
needed for immediate cash.  Funds will be invested in a way that (1) safeguards the principal, (2) 
provides the liquidity required to meet financial obligations in a timely manner, and given these 
two goals, (3) provides the best return on investment. 
 
 
PROCEDURES 
 
The first and foremost consideration in choosing investments is security.  To reduce the risk of 
loss because of the failure of any financial institution, depository, broker, or dealer the county will 
‘pre-qualify’ these entities prior to investing funds with them.  Qualification will include, as 
appropriate, an audited financial statement demonstrating compliance with state and federal 
capital adequacy guidelines, proof of certification by a recognized association, proof of state 
registration, and evidence of adequate insurance coverage.  The investment portfolio will be 
diversified in order to reduce the impact of potential loss from any one type of security or 
individual issuer.  Risk of interest loss will be reduced by assuring that security maturity dates 
coincide with anticipated cash requirements, and by investing operating funds primarily in short-
term securities. 
 
The investments chosen will provide adequate liquidity to meet upcoming cash-flow requirements 
that may be reasonably anticipated.  The investment portfolio will be structured so that investment 
securities mature concurrent with cash needs.  In order to respond to unanticipated cash needs, 
investments will include securities with good resale markets, such as the local government 
investment pool. 
 
While taking care to assure that security and liquidity needs are met, investments will be made in 
a way that can be expected to produce a reasonable return on investment.  Meeting all three of 
these goals at once will mean that the majority of investments are in relatively low-risk securities, 
which will earn a fair return relative to the risk assumed.  Investments will be diversified by 
maturity, issuer, and class of security in order to help meet these goals. 
 
In compliance with Georgia Code Section 36-82-7, the county will invest bond issue proceeds 
only in the following: 
 
1. The local government investment pool. 
 
2. Bonds or other obligations of the State of Georgia or any other state, or any county, municipal 
corporation, or other political subdivision of the State of Georgia. 
 
3. Bonds or other obligations of the United States, or subsidiary corporations of the United States 
government, which are fully guaranteed by the government. 
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4. Obligations of agencies or instrumentalities of the United States government, and obligations 
guaranteed by agencies or instrumentalities of the United States government, including the 
Federal Land Bank, the Federal Home Loan Bank, the Federal Intermediate Credit Bank, and the 
Bank for Cooperatives.  This includes any other such agency or instrumentality now or hereafter 
in existence; provided however, that all such obligations must have a current credit rating from a 
nationally recognized rating service of at least one of the three highest rating categories available 
and have a nationally recognized market. 
 
5. Bonds or other obligations issued by any public housing agency or municipal corporation in the 
United States, if they are fully secured as to the payment of both principal and interest under an 
annual contributions contract with the United States government. 
 
6. Project notes issued by a public housing agency, urban renewal agency, or municipal 
corporation which are fully secured by agreement with the United States government. 
 
7. Certificates of deposit of national or state banks which are located within the State of Georgia, 
and which have deposits insured by the Federal Deposit Insurance Corporation. 
 
8.  Certificates of deposit of federal savings and loan associations, state savings and loan 
associations, or state building and loan associations which are located within the State of 
Georgia, and which have deposits insured by the Savings Association Insurance Fund of the 
Federal Deposit Insurance Corporation or the Georgia Credit Union Deposit Insurance 
Corporation.  Any portion of the certificates of deposit in excess of amounts insured by these 
insurance corporations must be secured by deposit with the Federal Reserve Bank of Atlanta, or 
any national bank, state bank, federal savings and loan association, state building and loan, or 
state savings and loan association located in Georgia, or with a trust office in Georgia.  The 
deposits must at least equal the uninsured excess funds, and must consist of one or more of the 
following securities: 


 
(a) Direct and general obligations of the State or Georgia or other states, or of any county or 


municipal corporation in the State of Georgia. 
 
(b) Obligations of the United States or subsidiary corporations, agencies, or instrumentalities 


of the United States, as well as bonds, obligations, or project notes of public housing 
agencies, urban renewal agencies, or municipalities. 


 
9. Securities or other interests in any no-load, open-end management type investment company 
or investment trust registered under the Investment Company Act of 1940. 
 
10. A common trust fund maintained by any bank or trust company, so long as: 


 
(a) Their portfolio is limited to: 
 


i. bonds or other obligations of the U.S. government, or subsidiary corporations of 
the U.S. government, which are fully guaranteed by the government, 


 
ii. obligations of, or obligations guaranteed by, agencies or instrumentalities of the 


United States government which have a current credit rating from a nationally 
recognized rating service of one of the three highest rating categories available, 
and have a nationally recognized market, or 


 
iii. repurchase agreements fully collateralized by any of the above obligations. 


 
 (b) The company takes delivery of collateral either directly or through an  authorized 
custodian, 
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 (c) The company is managed in such a way as to maintain its shares at a 
 constant net asset value, and 
 


(d) Securities in the company are purchased and redeemed only through the use of 
national or state banks having corporate trust powers and located within Georgia. 


 
11.  Interest-bearing time deposits, repurchase agreements, reverse repurchase agreements, 
rate guarantee agreements, or other similar banking arrangements with: 
 


(a) A bank or trust company having capital and surplus of at least $50 million, 
 
(b) Any government bond dealer reporting to, trading with, and recognized as a primary 


dealer by the Federal Reserve Bank of New York having capital of at least $50 million, or 
 


(c) Any corporation which is subject to registration with the Board of Governors of the 
Federal Reserve System pursuant to the requirements of the Bank Holding Company Act 
of 1956, provided that each such interest-bearing time deposit, repurchase agreement, 
reverse repurchase agreement, rate guarantee agreement, or other similar banking 
arrangement permits funds to be available for use at the time provided with respect to the 
investment or reinvestment of funds. 


 
As authorized by Georgia Code 36-83-4, the county may invest any money within its control 
(other than bond issue proceeds) in any of the following, in order to achieve the goals of security, 
liquidity, and return on investment: 
 
1. The local government investment pool. 
 
2. Obligations of this or other states. 
 
3. Obligations issued by the United States government. 
 
4. Obligations fully insured or guaranteed by a U.S. government agency. 
 
5. Obligations of any corporation of the U.S. government. 
 
6. Prime bankers’ acceptances. 
 
7. Repurchase agreements. 
 
8. Obligations of other political subdivisions of the state. 
 
The Finance Department will prepare a quarterly investment report to be submitted to the County 
Administrator and the Board of Commissioners.  The report will include a list of individual 
securities held at the end of the quarter, average weighted yield-to-maturity on investments, 
maturity dates of investments, and the percent of the portfolio which each type of investment 
represents. 







 


 
 
 


FISCAL POLICIES 
Travel 
300.09 


PURPOSE 
 
The purpose of this policy is to provide guidelines for travel expenses of county employees, non-
county employees, elected officials and Boards performing governmental functions for Fayette 
County 
 
POLICY 
 
There shall be a consistent, equitable and uniform process for the reimbursement of travel 
expenses by Fayette County. 
 
 
PROCEDURE 
 
All travel is contingent upon the availability of funds in the proper budget line item and approvals 
by the appropriate officials. All employees, non-county employees, elected officials and Boards 
performing governmental functions for Fayette County are subject to the provisions of this policy 
and the rates as set forth herein.  Travel expenses shall be reimbursed from County funds for 
amounts not exceeding the rates established by the Board of Commissioners. Under no 
circumstances shall a qualified traveler receive duplicate reimbursement for travel, transportation 
and expense allowances. 
 
1. For purposes of these regulations, the following definitions apply: 
 


a. Boards: Organized bodies appointed to perform specific functions of government 
 in Fayette County.   


 
b. Common Carrier:  Commercial scheduled airplane, train, or bus. 


 
c. Conference:  A formal gathering for the purpose of conducting business and 
 exchanging information.  
 
d. County Administrator:  Executive staff position reporting directly to the County 
 Board of Commissioners. This position is responsible for the day-to-day 
 operations of the County Government. 


 
e. County Employee:  Individuals other than elected officials who work for Fayette 
 County  in exchange for compensation. 
 
f. County Funds:  Any funds deposited with the County Finance Department 
 whether derived from appropriations or County receipts. 


 
g. Designee:  An employee who has been selected to perform a duty or purpose. 


 







 


h. Division Director: Senior staff position reporting directly to County 
 Administrator or Elected Official.   


 
 


i. Duty Station:  While employed by the County, it is the headquarters or job 
 location assigned by the County at which the County employee spends the 
 majority of his/her working hours. 


 
j. Elected Official:  Individual holding a public office by vote of the Fayette 
 County  electorate. 


 
k. In-State:  Within the borders of Georgia. 


 
l. Institute:  A formal gathering for the purpose of training and instruction.  Tuition 
 fees may be paid for instructional costs incurred in such meetings. 


 
m. Non-County Employee*:  A consultant whose compensation will be paid from a 
 non-payroll expense line item.* An employee of another governmental 
 jurisdiction, local or federal, in whose travel the County may have a business 
 interest.* Volunteer - An individual who performs helpful work without pay. 


 
n. Out-of-Country:  Anywhere not included in the In-State and Out-of-State of this 
 subsection. 


 
o. Out-of-State:  All of the continental United States except Georgia. 


 
p. Qualified Traveler:  Any individual authorized to travel for a bona-fide business 
 purpose of Fayette County government.   


 
q. Registration:  The act of registering for a conference, workshop, or professional 
 development course.  Registration fees may be paid for the actual amount 
 expended for such meetings as shown by a valid receipt or invoice. 


 
r. Subsistence:  Lodging, meals, phone calls, and all other items allowed under 
 these regulations, which are not defined above as transportation. 


 
s. Tip:  Payment of money given in exchange for specific services. 


 
t. Transportation:  The means of moving from one physical location to another.  
 The cost of transportation includes: reimbursement paid for the use of  
 private motor vehicles, the fare  paid on public conveyances, tolls, gas for 
 County vehicles, and parking fees. 


 
u. Travel:  All activities involving expenses for transportation, subsistence, and 
 registration, which are authorized to be paid from County funds or which 
 involve vehicles for transportation. 


 
v. Valid Receipts:  Written documentation containing the printed name of the 
 commercial establishment, amount tendered, description of items/services 
 purchased, and transaction date. 


 







 


2. For transportation by privately owned automobiles, the reimbursement rate shall not 
 exceed the maximum rate established by the Internal Revenue Service (IRS) as the 
 business standard mileage rate.  An alternate reimbursement rate not to exceed  82% of 
 the, then established  standard business mileage rate will be used instead of the business 
 standard mileage rate when an  employee chooses to use his/her privately owned vehicle 
 in lieu of a County owned vehicle.  The  Board of Commissioners may establish a rate 
 lower than the maximum as a result of limited budget availability for travel. 
  


NOTE:  The County Finance Department will review the IRS business standard mileage rate 
annually and obtain Board of Commissioners’ approval prior to changing the reimbursement 
mileage rates to the prevailing rates or any amount less than the prevailing rates. 


 
3. For transportation by airline, bus, train or other conveyance, actual economy class fare. 
 
4. For subsistence, One Hundred Fifty Dollars ($150.00) for a 24-hour period when 
 traveling in-state or a total of Two Hundred Eight Dollars ($208.00) for a 24-hour 
 period when traveling out-of-state. Valid receipts will be required. 
 
5. For registration fees, the actual amount expended for a conference, workshop, or 
 professional development course as shown by a valid receipt or invoice.   
 
6. Authorization Procedure 
 


a. In-State Travel:  All in-state travel by qualified travelers on County business 
must be approved in advance and in writing by the Division Director, County 
Administrator or Elected Official. In addition, written authorization must be secured in 
advance from the Division Director, County Administrator, or Elected Official for the 
following: 


 
i. Excess lodging 


ii. Registration fees 
   


b. Out-of-State Travel:  All travel out-of-state but within the continental United 
States  (specifically excluding Alaska and Hawaii) by qualified travelers on County 
business must be approved in advance and in writing by the Division Director, County 
Administrator or Elected Official.  (See Attachment 1A: Pre-Authorization for Travel and 
Advance Request.) Out-of-State travel status begins the day the employee leaves the 
State of Georgia and remains in effect through the day the employee returns to Georgia.  
However, in-State allowances and reimbursement rates apply when employees and other 
qualified official travelers use hotel and meal facilities located in Georgia immediately 
prior to and returning from out-of-State travel during the same period.    


 
c. Out-of-Country Travel:  All travel out-of-country (including Alaska and Hawaii) 
by qualified travelers on County business must be approved in advance and in writing by 
the Division Director, County Administrator or Elected Official. (See Attachment 1A: 
Pre-Authorization for Travel and Advance Request.)  


 
d. Blanket Authorization:  Blanket authorization for travel by individuals who must 
frequently travel in-state or out-of-state in the course of carrying out their official duties 
requires the approval of the Division Director, County Administrator, or Elected Official.  
The authorization form, (Pre-Authorization for Travel and Advance Request 







 


Attachment1A), should specify the name(s) of the traveler(s), the purpose for which the 
travel will be made, the modes of travel, and the geographical areas to be visited. 


 
e. Advance:  At the discretion of the Division Director, County Administrator or 
Elected  Official, an advance of funds which does not exceed the estimated travel expense 
may be  issued to a qualified traveler.  Travel advances must be requested at least 3 weeks 
prior to  departure date. Travel advances must be accounted for on a timely basis as 
outlined in this policy at Section VIII (Timely Filing).  Failure to account for a travel 
advance within  the time prescribed will result in an automatic payroll deduction of an 
amount equal to the advance amount on the recipient’s next payroll check.  


 
Exception:  No P-card holder will receive a travel advance. 
 
The County Finance Department must maintain a log of all travel advances and post issuance and 
repayments, for purpose of control. 
 
NOTE: PENALTIES AND CHARGES RESULTING FROM CANCELLATIONS: 
 
Penalties and charges resulting from the cancellation of travel reservations (including airline, 
hotel reservations and/or conference registration) shall be the County’s obligation if the qualified 
traveler’s travel has been approved in advance and the cancellation or change is made at the 
direction of and for the convenience of the County.  If the cancellation or change is made for the 
personal benefit of the qualified traveler, it shall be the qualified traveler’s obligation to pay the 
penalties and charges.  However, in the event of accidents, serious illness, or death within the 
qualified traveler’s immediate family or other critical circumstances beyond the control of the 
qualified traveler, the County will pay the penalties and charges.   
 
7. SUBSISTENCE: 
 


a. 24-Hour Period, Lodging and Meal Allowance 
 


i. Lodging:  Reimbursement of actual costs of overnight lodging whether 
in-state or out-of-state, must be documented by a receipt of actual lodging 
expenses from a commercial establishment.  Lodging cost shall not exceed 
$105.00 per night in-state or $150.00 per night out-of-state unless excess 
subsistence for lodging is approved by the Division Director, County 
Administrator or Elected Official prior to departure. This documentation shall be 
attached to the reimbursement request. 


 
When traveling within the borders of Georgia, the Certificate of Exemption 
of Local Hotel/Motel Excise Tax (Attachment No. 2) should be presented at 
the point of check-in.   


 
Daily hotel allowances are to be reported as incurred on the date on which 
the night’s lodging begins.   


 
ii. Meals:  Reimbursement for actual cost of meals shall not exceed $45.00 
per day for three meals when traveling in-state and shall not exceed $58.00 per 
day for three meals when traveling out-of-state. All meals must be documented 
by a receipt of actual meal expenses from a commercial establishment. 







 


Reimbursement for meals is not allowed when traveler is provided meals as part 
of any scheduled conference or activity. 


 
Supervisory individuals certifying the reimbursement requests as necessary and 
proper must require from the traveler a receipt of actual lodging and meal 
expenses from a commercial establishment.  This documentation shall be 
attached to the reimbursement request.    


 
  IN-STATE   OUT-OF-STATE    


 
   Breakfast     $10.00    $13.00 
   Lunch    13.00      17.00 
   Dinner    22.00      28.00 
 
   Total  $45.00    $58.00 
          


b. Daily travel (Overnight):  Qualified travelers may receive allowance for meals 
for partial days of travel when the partial day is the day of departure or the day of return.  
The travel must involve a travel destination located at least 35 miles from the qualified 
traveler’s regularly assigned duty station (vicinity) or home, whichever is less.   


  
  To be eligible, the traveler must: 
 
  • Breakfast:  depart duty station prior to 6:30 a.m. 
 • Lunch:  depart duty station prior to Noon (day of departure) or return to duty 


station after 2:00 p.m. (day of return). 
 • Dinner:  depart duty station prior to 5:00 p.m. (day of departure) or return to 


duty station after 8:00 p.m. (day of return) 
 
  The time of departure and/or arrival must be stated on the travel reimbursement  
  request. 
  


c. Excess:  No excess will be allowed in advance for meals unless such costs are 
included in registration fees and/or there are predetermined charges or the meals were for 
out-of- country travel.  The Division Director, County Administrator or Elected Official 
may grant excess subsistence for meals while traveling out-of-country. 


 
d. Registration fees:  All registration fees must be approved in advance by the 
Division Director, County Administrator or Elected Official.  Registration fees may be 
paid by the County or the qualified traveler. Qualified travelers may not claim 
reimbursement for meals included in registration fees.  Such workshop must involve the 
active participation of persons other than the qualified travelers of Fayette County, or 
agency thereof and must be necessary for conducting official County business.  When a 
registration fee  includes the cost of one or more meals, it is the responsibility of the 
Division Director, County Administrator or Elected Official to ensure that 
reimbursements for such meals  are not made to the qualified traveler.   


 
e. Tips:  Tips for handling baggage at common carrier terminals and/or when 
arriving at or departing from the place of lodging are allowed and must be itemized under 
“other  expenses”. Reasonable tips for transporting, i.e. taxi, limousine, etc. are 
authorized.  Tips are not counted toward the authorized subsistence maximums. Tips for 







 


room service,  valet (including valet parking), and other hotel services are not 
reimbursable.  The costs of laundry, entertainment, alcoholic beverages, “set-up”, 
between-meal snacks or refreshments, and other personal expenses are not reimbursable.   


  
 Telephone Calls.  
 


• Reimbursement:  (Voice Transmission) Official County business (excluding 
personal) calls may be reimbursed from County funds up to five dollars ($5.00) 
without the point of origin and destination being identified.  Calls over five 
dollars ($5.00) must be identified as to point of origin and destination. 
 


• Allowable Personal Calls:  (Voice Transmission) A qualified traveler who is in 
travel status for two or more consecutive days in a week is allowed one personal 
long distance telephone call for each day for which reimbursement to the 
qualified traveler may not exceed three dollars ($3.00) for each in-state call or 
five dollars ($5.00) for each out-of-state call.   
 


• Employee Emergency Calls:  (Voice Transmission) travelers may be reimbursed 
for a personal long distance call(s) if such call(s) is/are of an emergency nature as 
determined by the County.  Appropriate documentation and justification must be 
filed with the reimbursement request.  An example is a call made when a 
qualified traveler calls home to inform someone that the travel period has been 
extended beyond original plans due to unforeseen reasons.   
 


• Use of Telephone with Computer Hook-ups:  (Data Transmission) Qualified 
travelers on official County business needing to transmit data via their computer, 
should use the most efficient manner available.  Prior to reimbursement, the 
traveler’s supervisor must approve documentation and justification must be 
attached to the request for reimbursement.  Reimbursement may be made from 
County funds for data transmissions. 


 
g. Excess Subsistence Authorization:  Lodging - When the cost of subsistence 
exceeds the rates set forth in this policy, a request for the excess amount may be 
requested. To  qualify, the request must be submitted and approved prior to 
commencing travel.  The authorization form should be submitted to the Division 
Director, County Administrator, or Elected Official to obtain approval.  Reimbursement 
to qualified travelers sharing a  room with members of his or her family will be limited 
to single occupancy rate.  


 
8. Registration Fees. 
 
Registration fees may be paid by the County, or the qualified traveler. To reimburse a qualified 
traveler for a paid registration fee, the qualified traveler must provide documentation of the 
expense by a receipt.  If the registration fee is paid directly by the County, a receipt must be 
obtained and filed with the travel expense report.   
 
Requests for convention or conference registration fees must be approved by the Division 
Director, County Administrator or Elected Official prior to the convention or conference dates.  
Prior to approval of registration fees, the Division Director, County Administrator or Elected 
Official must reduce the cost by unrelated items that are not a direct part of the official 







 


convention or conference, such as tours, or social activities. It is the responsibility of the Division 
Director, County Administrator, or Elected Official to ensure that any meals included in the 
registration fee are not claimed in the daily meal allowances. Approval will not be authorized 
unless full justification is given on the travel authorization form. Travel authorization requests 
should be accompanied by a copy of brochures, fee schedules, or other material listing the 
specific costs included in the registration fee. 
 
9. Transportation. 
 


a. General Policy - Authorization of the mode of travel will be by the most 
economical means.  In order to determine the most economical means, the following cost 
alternatives shall be considered: train fare, airfare, mileage, subsistence including 
lodging, meals,  incidental expenses, and salary costs.   


 
b. County Vehicle Use - Use of County vehicle for business purposes and to attend 
 workshops is encouraged.  A spouse or dependent of an employee will not be 
permitted to be a passenger in a County owned vehicle unless the individual is also an 
employee of  the County or such passenger is pre-approved by the Division Director, 
County  Administrator or Elected Official.   


 
c. Private Cars -  


 
i. Use of Private Car for Convenience of the County:  A qualified traveler may use 
his/her private vehicle at a reimbursement rate approved and adopted by the Board of 
Commissioners not to exceed the maximum rate established by the IRS as the 
business standard mileage rate under the following circumstances: 
 
ii. When the qualified traveler has a physical handicap which requires specialized 
equipment or operation of a motor vehicle that is not available on County owned 
vehicles; or 


 
iii. When such use is to the County’s advantage, due to particular requirements of 
the qualified traveler’s duties, reimbursement is limited to direct mileage between 
stops on the qualified traveler’s itinerary; or  


 
iv. A County owned vehicle is not available. 


 
v. Use of Private Cars for Convenience of the Employee:  An employee who 
chooses to use his/her private vehicle in lieu of a County owned vehicle for County 
business shall use a reimbursement rate approved and adopted by the Board of 
Commissioners not to exceed 82% of the maximum rate established by the IRS as the 
business standard mileage rate. The maximum reimbursement for use of private cars 
under this section is the lowest cost roundtrip airfare obtainable in advance of travel 
plus anticipated tolls and rental car fees.  


 
vi. Reimbursement of costs incurred through use of a private car should be for direct 
mileage between points on the qualified traveler’s itinerary.  Mileage should be from 
the qualified traveler’s assigned duty station or home, whichever is less.  Map Quest 
will be utilized to determine allowable mileage between destination points on the 
qualified traveler’s itinerary.  Excess mileage will not be reimbursed unless proper 
justification accompanies the travel expense report. Tolls and parking are 







 


reimbursable to qualified travelers when using personal vehicles.  Receipts must be 
provided when costs of tolls and parking exceeds four dollars ($4.00) per day.  
Subsistence expense is reimbursable only for the period required for airplane travel.   


 
vii. Reimbursement may not be made for: 


 
(1) Commuting between a qualified traveler’s an employee’s home 


and his/her permanent duty station. 
(2) Commuting between an employee’s home and a temporarily 


assigned duty station. 
(3) Travel between an employee’s duty station and a temporarily 


assigned duty station or another county work site. 
(4) Travel from home or a duty station to pick up a motor pool vehicle 


or other county transportation. 
 


viii.  Reimbursement for travel between the qualified traveler’s duty station and the 
nearest airline terminal and for appropriate parking may be made under the following 
circumstances.  For travel by: 


 
(1) Taxi:  Actual cost when supported by a receipt. 
 
(2) Private Car:  Mileage reimbursement will be paid at a rate not to 


exceed the rate established and adopted by the Board of 
Commissioners, which cannot exceed 82 % of the IRS business 
standard mileage rate.  A maximum of two round trips with no 
parking charge may be reimbursed or one round trip with parking 
may be reimbursed. Receipts are required for all parking claims 
greater than four dollars ($4.00) per day. 


 
(3) Reimbursement for travel to and from the airline terminal at the 


qualified traveler’s destination may be made under the following 
circumstances: 


 
• Airport Shuttle Service - one round trip fare. 
• Bus - one round trip bus fare. 
• Taxi, when shuttle service is available - one round trip shuttle 


fare. 
• Taxi, when shuttle service is not available - one actual fare to 


and from the airline terminal. 
• In situations where round trip costs, other than limousine, exceed 


twenty dollars ($20.00), complete justification and a receipt must 
be presented with the traveler’s expense account. 


 
d. Commercial Airlines:  Tickets for commercial air travel may be purchased by the 
County  or by the traveler and claimed on his/her expense account.  Travel by “air coach” 
must be utilized.   A receipt is required for reimbursement.  Flight insurance is not 
reimbursable. 
 







 


e. Non-commercial Air Travel:  Request for all travel as passengers on non-
commercial (charter flights) aircraft are made and approved in the same manner as 
transportation by other means. 


 
f. Scheduled Bus and Train Service:  The actual cost of coach fare for rail and bus 
service  on County business is reimbursable, as is the actual cost of Pullman fare when 
overnight trips are required. 


 
 g.        Taxis and Limousines:  The actual cost of taxi and limousine fares is 
 reimbursable when required for travel on County business.  Taxi fares are not 
 reimbursable for inter-city transportation except in emergencies when no less 
 expensive mode of transportation is  available within a reasonable period. 
 


g. Rental Cars:  Rental car charges at the least expensive available rate are 
reimbursable when required for inter-city travel when no alternate mode of transportation 
is practical.  No reimbursement may be made for use of a rental car when a County or 
private car is available.  The qualified traveler must present identification and request the 
government discount rate.  If the request for a discount is not approved, the qualified 
traveler should  attempt to find another agency which will provide a discount.  
Deductible insurance beyond that provided by the rental agency should be declined as the 
County will accept liability for deductible coverage beyond this amount.  The traveler 
must also present a valid driver’s license at the time the car is rented.  In order to receive 
reimbursement, the qualified traveler must submit a receipt for these expenses with the 
travel expense report.   


 
10. WORKSHOPS 
 


a. Authorization for Holding Formal Workshops 
 


Whenever feasible, workshops should be held in facilities owned by the County.  When 
necessary, other facilities may be rented and the costs charged to participants as part of a 
registration fee.  For subsistence allowance purposes, the 35 mile limitation with regard 
to traveler’s duty station as set forth previously does not apply for travelers attending 
formal meetings. 


 
Workshops sponsored by the County are considered formal when they meet the 
following limitations: 


 
• There are five or more participants. 
• The workshop is planned in detail in advance, with a formal agenda or                     
curriculum. 
• There is a written invitation to participants setting forth the calendar of events 
and the detailed schedule of costs. 


 
When a registration fee is not charged, the County may provide refreshments for “coffee 
breaks” provided there are five (5) or more participants and costs do not exceed five 
dollars ($5.00) per participant per day, per workshop.  For coffee breaks to be paid by the 
County, the following shall be secured: (1) An itemized receipt or invoice; (2) A list of 
participants by name; and (3) Purpose and duration of workshop or a formal agenda. 
       







 


When workshops are to be held under the sponsorship of the County in which the funding 
for all participants is budgeted, lump-sum payments to a conference center or a service 
organization may be made upon written authorization from the Division Director, County 
Administrator or Elected Official.  The authorization must provide 
 


i. the purpose and duration of the workshop; 
 


ii. the number of persons expected to attend; 
 


iii. the specific meals to be served at the workshop; 
 


iv. the approximate daily subsistence cost per person; 
 


v. the name of the conference center, hotel, caterer, or other organization providing    
 the service. 


 
Payments will be made only when the following items are attached to the travel expense 
report: An itemized invoice, approved by the Division Director, County Administrator or 
Elected Official, with a list of names, addresses, and affiliations of those attending. 


 
b. Expense Reimbursement and Payment for Participants at Formal Workshops 


 
Reimbursement for expenses of qualified travelers or payment expenses incurred on 
behalf of qualified travelers participating in any formal conferences, convention, school, 
workshop, institute, seminar, or other organized gathering sponsored by the County shall 
be in accordance with all provisions of these travel regulations and shall be based on in-
state rates. 


 
The County will pay registration fees for qualified travelers when attending meetings.  If 
any portion of the registration fee is to be used to defray meal costs, it is the 
responsibility of the County Administrator, Division Director and Elected Official to 
ensure that qualified travelers are not reimbursed for the same meals charged in the 
registration fees. 


 
c. Informal Meetings: 


 
i. Guests of Fayette County:  The County Administrator, Division Directors, and 
Elected Officials may be reimbursed from County funds for the entire cost of 
business meals for all participants while conducting official County business.  Such 
meals are not subject to the daily maximum limitations on amounts contained in these 
regulations; (the limitations pertaining to minimum distance from duty station does 
not apply.)  To be eligible for reimbursement, all such meals must be approved by the 
Division Director, County Administrator or Elected Official. All such business meals 
must include all valid receipts or invoices as well as the business purpose of the meal 
and the names of all individuals attending the meal.  Cost of meals and other 
expenses for family members of County employees, the County Administrator, 
Division Directors, and Elected Officials are not reimbursable from County funds. A 
report of business meal expenditures shall be made to the Board of Commissioners 
on a quarterly basis. 
 







 


ii. Each qualified traveler is responsible for his/her own request for reimbursement. 
All reimbursement requests shall be filed for approval and payment within thirty (30) 
days after the last day of travel or the reimbursement amount will be forfeited. 
Specific dates of travel and lodging must be listed on the reimbursement request. 
Lodging and meals reimbursement shall be substantiated by a receipt from a 
commercial lodging establishment. For reimbursement to be made, the following 
shall be included separately on each request: destination (include time of departure 
and arrival on the reimbursement request); mileage; mode of transportation; luggage 
handling; parking; registration fee; airport shuttle service fee; etc. 


 
 







FAYETTE COUNTY 
POLICIES AND PROCEDURES 
 


FISCAL POLICY  
Budget  
300.01  


 
PURPOSE  
 
One of the more important responsibilities of the Fayette County Board of Commissioners to its citizens 
is the faithful stewardship of public money. It is the Board’s duty to ensure that this money is expended 
prudently.  
 
The budget serves as the primary vehicle for directing resources to meet current and capital expenditures 
for the upcoming fiscal year and plan for anticipated outlays for the next five fiscal years.  
 
POLICY  
 
There shall be a consistent and uniform process for adopting and operating under an annual balanced 
budget for each fund and operating under a project-length balanced budget for each capital project fund of 
the Fayette County government.  
 
PROCEDURE  
 
1.  The Fayette County annual balanced budget will be divided into two major components: Capital 


and Capital Improvement Program (CIP), and Operating.  
 
2.  A formal budget calendar shall be developed and presented to the BOC for approval, then 


disseminated to the County Administration, Department Heads, Constitutional Officers, the 
Judicial Circuit, and Outside Agencies. The budget calendar shall consist of dates for the 
distribution of budget materials, due dates for the submission of budget requests, dates for budget 
workshops with staff and the BOC, and dates for the public hearings on the proposed budget, to 
include the date of the adoption of the budget.  


 
 I.  Capital Budget/Capital Improvement Program (CIP):  
  
 a. Fayette County will undertake capital projects for the construction and improvement of 
  infrastructure and public facilities, and for the orderly replacement of existing assets to 
  achieve the following goals:  
  A. Promote economic development;  
  B. Enhance the quality of life;  
  C. Improve the delivery of services; and  
  D. Preserve community and historical assets.  
 b. For budgeting purposes, a capital project is generally defined as the acquisition of any 
  asset or construction project with an anticipated cost of $5,000 to $49,999 and an 
  estimated useful life of three or more years.  
 
 c. For budgeting purposes, a CIP project is generally defined as a major capital project with 
  an anticipated cost of at least $50,000 and an estimated useful life of more than three 
  years.  
 
 







 d. Fayette County will develop a five-year Capital Improvements Program (CIP) plan for all 
  CIP projects. The first year of the CIP plan will be part of the annual budget. 
 
 e. The CIP plan will be updated annually to direct the financing of and appropriations for 
  new projects and updates to existing projects. 
 
 f. Fayette County will estimate the impact on operations of capital and CIP projects and 
  will include these operating costs in future operating budgets. 
 
 g. Fayette County will utilize a fund named Capital Projects to account for capital projects. 
 
 h. Fayette County will utilize a fund named Capital Improvement Program to account for 
  CIP projects. 
 
 i. Fayette County will utilize an internal service fund named Vehicle/Equipment Fund to 
  account for the acquisition of vehicles and other motorized equipment. 
 
 j. Operating transfers from the various operating funds will be made annually, as needed to 
  the Capital Projects fund, Capital Improvements Program fund, and the 
  Vehicle/Equipment fund. 
 
 k. Fayette County will aggressively seek public and private grants, contracts and other 
  outside sources of revenue to fund projects included in the Capital Improvements 
  Program. 
 
 1. A project-length budget will be adopted for each capital project. The balances of 
  appropriations for capital projects at year end is understood as being designated by 
  management and re-appropriated in the following years until the project is completed. 
 
 II. Operating Budget: 
 
 a. Fayette County will finance all current expenditures with current revenues. The County 
  will avoid budgetary procedures that fund current expenditures through the obligation of  
  future resources. Fayette County will not use short-term borrowing to meet operating 
  budget requirements. 
 
 b. The operating budget will provide for adequate maintenance of capital equipment and 
  facilities, as well as for their orderly replacement. 
 
 c. All Governmental Funds under the control of the Board of Commissioners are subject to 
  the annual budget process. Flexible or cash flow budgets will be prepared for Proprietary 
  Funds (Enterprise and Internal Service) to establish fees and charges and to control 
  expenses. 
 
 d. The annual operating budget must be balanced for all budgeted funds. Total anticipated 
  revenues and other resources available must be at least equal to estimated expenditures 
  for each fund.  
 
 
 e. All budgets will be adopted on a basis consistent with Generally Accepted Accounting 
  Principles (GAAP). Pursuant to Governmental GAAP, revenues are budgeted when they 
  become measurable and available. Likewise, expenditures are charged against the budget 







  when they become measurable, a liability has been incurred, and the liability will be 
  liquidated with current resources.  
 
 f. All unencumbered operating budget appropriations will lapse at year-end. Encumbered 
  balances will be reserved on the year ending balance sheet and re-appropriated in the 
  following fiscal period in accordance with Generally Accepted Accounting Principles. 
 
 g. Each operating fund budget will be adopted at the total fund level. In looking at 
  compliance with State law, total expenditures for each fund may not exceed the total 
  budget amount. Internal administrative procedures will be adopted to ensure that each 
  individual department or cost enter center does not exceed their allotted appropriation 
amount. 
 
 h. Fayette County will strive to include an amount in the General Fund (i.e., a line item for 
  contingencies) to cover unforeseen operating expenditures of an emergency type. The 
  amount of the contingency reserve will be no more than 5% of the total operating budget. 
 
 i. Fayette County will integrate performance measurement and objectives, and productivity 
  indicators within the budget. 
 
 j. The County will maintain a budgetary control system to ensure adherence to the budget 
  and will prepare timely financial reports comparing actual revenues, and expenditures 
  and encumbrances with budgeted amounts. 
 
 k. The operating budget shall be developed to control both the direct and indirect costs of 
  programs and services whenever practical. 
 
 l. Fayette County shall comply with all State laws applicable to budget hearings, public 
  notices, public inspections, and budget adoption. 
 
 m. Enterprise and Internal Service Funds budgets shall be self-supporting whenever 
  possible. Excess revenues of Enterprise Funds shall not be transferred to other funds 
  unless authorized in the Annual Budget.  
 
 
3. The budget is divided into two major components: Capital and Capital Improvement Program 
 (CIP) and Operating.  
 
The Operating component of the budget is further divided into tracks: Track 1 - Staffing and Track 2 – 
Other Operating. 
  
The budget is developed by levels: budget requests from the departments, budget recommendations from 
Staff, budget recommendations from the BOC, budget proposal, and final adjustments and approval of the 
budget by the BOC. 
 
A budget calendar for the next fiscal year is developed and presented to the Board of Commissioners for 
approval. 
 
A budget kickoff meeting is scheduled for the county departments, at which time the departments receive 
instructions on the budget process and all the budget forms necessary to complete their next year budget 
requests. Any new procedures are specially discussed and clarified.  
 







Letters are sent to the Judicial Circuit and the outside agencies to inform them of the start of the budget 
process and to provide them with the budget calendar.  
 
Requests for funding are received from the Fayette County departments, the Judicial Circuit, and other 
outside agencies.  
 
Capital and Capital Improvement Program (CIP):  
 
The departments receive instructions and all budget forms necessary to complete their capital budgets, 
including forms necessary to provide updates to current capital and CIP projects. Classes are scheduled 
for staff members who are new to the process of next year budget entry.  
Departments submit requests for new capital and CIP projects. Requests for projects detail funding 
sources and expenditures by line-item within the projects. The departments also provide updates on the 
status of capital projects and CIP projects from previous fiscal years.  
 
New project numbers are created by the Finance Department. Budget line- items are assigned to each 
project. Projects are setup to be included in either the Capital Projects fund, the Capital Improvements 
Program fund, the Vehicle/Equipment fund, or any other special capital projects fund. The project 
numbers are then provided to the departments for them to do the budget entry.  
 
New project numbers are created by the Finance Department. Budget line-items are assigned to each 
project. Projects are setup to be included in either the Capital Projects fund, the Capital Improvements 
Program fund, the Vehicle/Equipment fund, or any other special capital projects fund. The project 
numbers are then provided to the departments for them to do the budget entry.  
 
By a predetermined deadline date, the departments submit all budget documentation on capital projects to 
the Finance Department. Budget entry for capital projects beyond this point is done only by the Finance 
Department. All requests of funding for capital projects are finalized.  
 
The Finance Department prepares the capital budget reports to provide to the County Administrator. The 
County Administrator meets with the departments to discuss their new capital projects requests and 
updates on their current capital projects. The County Administrator makes recommendations and the 
capital budget is adjusted accordingly. The adjustments are finalized and the recommended capital budget 
is provided to the BOC. The departments are also provided with their recommended capital budgets. 
  
The Board of Commissioners conducts budget workshops with the departments. New capital projects are 
discussed. The departments provide the BOC with updates of their current capital projects. The BOC 
makes recommendations. The capital budget is adjusted accordingly. The BOC recommended capital 
budget and CIP plan are finalized.  
 
Operating Budget:  
 
Track 1 – Staffing: budgeted salaries and benefits for current approved positions, current vacancies, and 
requests for new positions and promotions. 
 







The county departments are required to include detailed justification with their requests for new positions 
and promotions. The county departments are also responsible for providing a list of the budget contacts 
and the personnel who will be responsible for their budget entry.  
 
The county departments are required to return all budget documentation by a deadline date. This is to 
allow sufficient time for the Finance Department and the Human Resources Department to complete the 
staffing budget process. Requests for positions with a new job title need to be submitted directly to 
Human Resources. These requests need to include a Job Content Questionnaire. Human Resources will 
establish the new job class and the corresponding pay grade for these new job titles.  
 
The cost-of-living adjustment (COLA) is determined based on the CPI-W (Consumer Price Index for 
Urban Wage Earners and Clerical Workers) three month average of July-September of the preceding 
calendar year and provided by the HR Department. The COLA is factored into the current year salaries 
for all County approved positions. The COLA adjusted salaries will be the salaries used in the next fiscal 
year budget. If the BOC decides not to incorporate the COLA, the salaries will be reverted back to the 
current year salaries.  
 
Increases in salary and supplements for constitutional officers that are mandated by law are determined by 
the HR Department and factored in to determine the salaries to be used in the next year budget. The 
Human Resources Department also determines any changes to benefits premiums and payroll deductions 
to be effective for the next year budget.  
 
Increases for COLA, salary increases for constitutional officers, new positions, promotions, and changes 
in premiums/deductions are entered into the payroll system. Salary and Benefits projections and personnel 
(FTE) counts are prepared for each department.  
 
Staff (County Administrator, CFO, and the HR Director) meet to discuss the staffing projections and to 
make recommendations regarding the requests for new positions and promotions. As necessary, the 
County Administrator meets with the departments that requested new positions and promotions to inform 
them of the recommendations by Staff.  
 
Staffing requests and recommendations are provided to the BOC. Budget workshops are held between the 
BOC and the departments to discuss staffing. The BOC makes recommendations on requests for new 
positions and promotions.  
 
This is an important step in the budget process because the departments will base the remainder of their 
operating budget requests on their current year positions and the associated costs of new positions and 
promotions recommended by the BOC. Printouts of staffing budgets are provided to each of the 
departments.  
 
Also during track 1 of the operating budget, the Assistant Director/Controller prepares the estimated 
revenue projections for all funds except the Water System who prepares their own. The revenue 
projections are reviewed by the County Administrator and the CFO and later presented to the BOC.  
 
Track 2 – Other Operating:  
The departments receive instructions and all the budget forms necessary to complete track 2 of the 
budget. The departments are provided data on actual expenditures for the previous two fiscal years, 







current year adjusted budget, and year-to-date actual expenditures by line-item to aid them in projecting 
their next year budget requirements.  
 
Department Heads are instructed to be conservative in their budget projections. The departments enter 
their budgets in the system. Refresher classes are scheduled for staff members on the process of next year 
budget entry.  
 
Funding requests from the Judicial Circuit and other outside agencies are received by the deadline date. 
These budgets are entered by the Finance Department.  
 
At a predetermined deadline date, budget entry beyond this point is done only by the Finance Department. 
Any changes or adjustments from the departments need to be submitted directly to the Budget Officer and 
agreed on by the CFO.  
 
All requests for operating funding are finalized. The Finance Department prepares the reports to provide 
to the County Administrator. The County Administrator meets with the departments to discuss their 
operating budget requests. The County Administrator makes recommendations and the operating budget 
is adjusted accordingly.  
 
The recommendations are finalized and the recommended operating budget is provided to the BOC. The 
departments are also provided with their recommended operating budgets. The Board of Commissioners 
conducts budget workshops with the departments. The BOC makes recommendations.  
 
The budget is adjusted according to the BOC recommendations to produce a balanced budget proposal.  
 
The proposed budget is advertised one week prior to the first public meeting. Two public meetings are 
conducted to allow the citizens an opportunity to speak with the Board regarding the budget proposal.  
 
The recommendations are finalized and the recommended operating budget is provided to the BOC. The 
departments are also provided with their recommended operating budgets. The Board of Commissioners 
conducts budget workshops with the departments. The BOC makes recommendations.  
 
The budget is adjusted according to the BOC recommendations to produce a balanced budget proposal.  
 
The proposed budget is advertised one week prior to the first public meeting. Two public meetings are 
conducted to allow the citizens an opportunity to speak with the Board regarding the budget proposal.  
 
The Board of Commissioners takes official action to adopt the budget. The budget is adopted by 
resolution and it becomes effective with the start of the new fiscal year, July 1st. 
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 STAFF USE ONLY
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Meeting Date:


Human Resources Connie Boehnke


Consideration of request from Human Resources regarding updates and minor modifications to various Human Resources policies 


contained within the County's Policies and Procedures Manual.


The current Policies and Procedures Manual was approved by the Board of Commissioners at their January 22, 2009 meeting.  Since 


that time, typographical and page setup errors have been discovered that need to be corrected.  Several policies require minor additions 


and or deletions to resolve discrepancies.  A summary of the changes as well as the actual changes are provided in the backup 


documentation.   


 


Most of these changes are not sustantative and are of a "housekeeping" nature.


Approval to place item on 12/9/2010 Board of Commissioners consent agenda for approval of staff's recommended cleanup and updates 


to Human Resources Policies in the County Policies and Procedures Manual.
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HR – COMPENSATION 
Demotions 


408.09 
 
PURPOSE 
 
The purpose of this policy is to provide guidelines for handling personnel issues with respect to 
demotions. 
 
POLICY 
 
There shall be a consistent and uniform process for the demotion of a County employee. 
 
PROCEDURE 
 
Compensation 
 
When an employee is demoted as a result of a disciplinary action, they shall receive a salary 
decrease of 10% or be placed at the minimum of the pay grade, whichever is less.  In the event an 
employee requests a voluntary demotion, their salary reduction will be equal to the percentage of 
any promotional increase they received.  In the event an employee is above the pay range of the 
pay grade to which they are requested to be demoted to, the employee shall be placed at the end 
of the pay scale of that pay grade.  Demotion salary decreases shall be effective on the first day of 
the next pay period. 
 
Probationary Period 
 
A twelve-month probationary period shall be in effect for all demotions. 
 
Evaluation 
 
Whenever an employee is demoted to a new position classification his/her evaluation date shall 
be adjusted to the effective date of the demotion and shall thereafter become the date used for 
evaluation purposes.  a demotion evaluation will be due one year after the new effective date.  
Thereafter, beginning with the next calendar year, the employee will receive an annual evaluation 
conducted in the time frame designated by the County.  
 
 
 
 
 
 
 
 
 
 
 
                                                                                                                                                        Approved:  01/22/2009 
  







HR – COMPENSATION 
Performance Pay 


408.13 
PURPOSE 
 
Recognize individual performance. 
  
POLICY 
 
The Board of Commissioners may establish an amount of Performance Pay, by department, 
during the budget process.  The Board of Commissioners will make an annual determination as to 
whether or not funds will be made available for performance pay and if so, the amount of funds 
that will be made available for that purpose. 
 
PROCEDURE 
 
1. Department Heads will forward the completed annual performance evaluations to Human 


Resources by December 15th each year.  Employees will receive an annual evaluation 
conducted in the time frame designated by the County.  Supervisors will enter a 
completed performance appraisal into Munis by the established deadline each calendar 
year. 


 
2. Human Resources will compile a summary of the evaluation data and forward it to the 


County Administrator. for review with the Board of Commissioners who shall determine 
if and what amount of performance pay may be made available for eligible employees. 


 
3. Department Heads will communicate the decision of the Board of Commissioners to their 


employees.  
 
Eligibility Period 
 
1. Twelve months - January 1 through December 31. 
 
Employee Eligibility 
 
1. Employee must have received an evaluation by December 31st of the during the 


preceding year and evaluation period which is documented as received in Human 
Resources (if applicable) as being entered into Munis; and 


 
2. Employee must be classified as regular full-time and hired for an indefinite period of time 


without a stated limitation as to length of service and who is employed to work forty (40) 
hours per week or its equivalency; 


 
3. Employee who have not attained has not reached the end of their pay scale and; 
 
4. Employee performance pay and promotional salary increases do not exceed 10% in a 6 


month period; and 
 
5. Employee must be employed on the date of the Performance Pay is distributed. 
 
 







 
Effective and Process Date 
 
1. Approved performance pay shall be processed and become effective in accordance with 


the time frame designated by the County. during the first quarter of the year following the 
submitted December 31st annual evaluation. 


 
                                 Approved:  01/22/2009 
 







HR – COMPENSATION 
Promotion 


408.15 
 
PURPOSE 
 
The purpose of this policy is to provide guidelines for handling personnel issues with respect to 
promotions. 
 
POLICY 
 
There shall be a consistent and uniform process for the promotion of a County employee. 
 
PROCEDURE 
 
Standards of Employment 
 
Applicants must meet the specifications of the position as defined in the classification plan.  
Other reasonable minimum standards for the position may be established including, but not 
limited to, promotional examinations as established by the County Administrator with the advice 
of the Director of Human Resources and the Department Head.  
 
Compensation 
 
When an employee is promoted, he/she shall receive a minimum salary increase of 10%.  
Whenever an employee receives performance pay within a six month period prior to receiving a 
promotion, said employee shall be limited to a maximum salary increase of 10% for both changes 
(performance pay and promotion), or shall be classified at the minimum of the pay grade, 
whichever is greater.  
 
Probationary Period 
 
A twelve-month probationary period shall be in effect for all promotions. 
 
Evaluation 
 
Whenever an employee is promoted to a new position classification his/her evaluation date shall 
be adjusted to the effective date of the promotion and shall thereafter become the date used for 
evaluation purposes. a promotion evaluation will be due one year after the new effective date.  
Thereafter, beginning with the next calendar year, the employee will receive an annual evaluation 
conducted in the time frame designated by the County. 
  
 
Selection 
 
A promotion will be granted upon recommendation of the Department Head, Division Director 
and approval of Human Resources.  
 
 


               
Approved:  01/22/2009 







FAYETTE COUNTY               
HR – PERFORMANCE APPRAISAL 


Performance Appraisal 
412.01 


 
PURPOSE 
 
The purpose of an annual employee evaluation is to have constructive, open, two-way communication 
that will document and accomplish the following: 
 


♦ Recognize and highlight strengths and achievements; Provide positive feed back; and motivate. 
 
♦ Identify areas that could use improvement, and provide specific ways (plans/training) to improve 


performance. 
 
♦ Help to facilitate the achievement of organizational goals. 
 
♦  Clarify responsibilities and performance expectations.  Determine if job responsibilities are current 


and relevant.  Modify job description if necessary. 
 
♦ Discuss and provide guidance for career growth. 
 
♦ Enhance rapport and working relationship between Management and employee. 
 
♦ If applicable, support disciplinary or other legal issues. 
 
♦ Review County and department policies and procedures. 


 
 
POLICY 
 
It is the policy of Fayette County that conducting a regular dialogue between supervisors and their 
subordinates serves to improve the efficiency of county government by clarifying performance 
expectations and focusing the efforts of the staff on those outcomes and services which advance the 
mission of the organization.  Consequently, annual evaluations will be conducted for all regular full time 
employees. 
 
Although employee evaluation should be an ongoing process, the annual review meeting should be one of 
the most important communications that a manager has with an employee all year.  Therefore, it is 
extremely important to be prepared by keeping notes during the year, be thorough, be honest, and be fair.  
Consider the employee's entire performance and not just the most recent or a single event that stands out.  
Communication is to transpire with the employee to ensure they are informed about the specific job 
responsibilities and goals upon which they will be evaluated on during the evaluation year, January to 
December.  
 
 
 
 
 
 







PROCEDURE 
 
Timetable for Performance Appraisals 
 
1. Employees shall have a performance appraisal conducted prior to the end of the initial 12 month 


probationary period of employment.  It is recommended that a newly hired employee’s 
performance be evaluated after six (6) months in the position and close to the end of their 
probationary period. 


 
2. Performance will be reviewed annually in accordance with the time frame designated by the 


County and entered into Munis. during October and November for the current calendar year.  A 
completed performance appraisal will be submitted by December 10th of each calendar year and 
be documented as being received by Human Resources. 


 
3. The review date is changed to the effective date of the promotion, demotion, reclassification, or in 


case of a transfer, when the job title or pay grade changes.  When an employee is promoted, 
demoted, reclassified, or in the case of a transfer, when their job title or pay grade changes, the  
appropriate evaluation will be conducted one year from the effective date of the respective 
personnel action.  Thereafter, beginning with the next calendar year, the employee’s annual 
evaluation will be conducted in the time frame designated by the County. 


 
4. If an employee accepts a lateral transfer, to the same job title or pay grade, the annual review date 


will remain the same.   
 
5. If a supervisor vacates a position, the supervisor is required to submit performance appraisals on 


all employees under his/her supervision who have not been evaluated within the previous six (6) 
month period. 


 
Review Process 
 
1. Supervisors should prepare employees for periodic performance appraisal sessions by 
 scheduling them 10 to 14 days in advance and by asking the subordinate to complete a 
 separate self-assessment prior to the session.  The supervisor will complete an employee 
 evaluation for each employee.  The supervisor will consolidate and reconcile the results  of the 
 supervisor’s and subordinate’s assessments.  The employee’s self-assessment will be 
 returned to the employee.  All employees should be evaluated using this form.  For each 
 category of appraisal, check the appropriate line or box.  Checks are converted to  numeric scores 
 at the end. 
 
2. The same form will be used for all employees, except that employees who do not have 
 supervisory responsibilities will not use page 6; employees who have supervisory 
 responsibilities  will use page 6.  In using this instrument, the supervisor should consider  the 
 extent to which the employee meets the expected standards for the major job duties and factors 
 listed.  Performance ratings should not be made for job behaviors that were not observed  during 
 the appraisal period, or which were not identified as a performance appraisal factor prior to 
 the review period. Reviewers should indicate the employee’s level of performance by 
 checking the appropriate box.  Although some judgment is required in assessing overall 
 performance, summary findings for each section should  reflect the ratings assigned in sub-
 categories. All employees should complete a self-assessment prior to the face-to-face 
 interview. Employees’ self-assessments will not be retained after the appraisal interview, or 
 become a part of their files. 







 
3. The appraisal process will be conducted in electronic format.  The supervisor will complete the 


appraisal electronically and review it with the employee.  The supervisor will provide the 
employee with an opportunity to add any comments and to electronically sign the performance 
appraisal.  The electronic signature will acknowledge that the employee has read and discussed 
the annual review with their supervisor and that they may or may not agree with all of it contents.  
Employees will be instructed on how they can access their performance appraisal electronically 
from home and print their own copy if they so desire.  The county will provide computer access 
to those individuals who do not have internet access at home.    


 
Ratings 
 
1. The ratings shall be based upon the following three (3) levels of performance: 


 
 Development Needed – means performance is frequently below expected standards and  needs 
 improvement.  Characteristic performance in this category is of the type that clearly fails to meet 
 expected standards. 
 
 Meets Expectations – means performance which meets expected standards.  Overall, work is 
 acceptable and rarely needs improvement. 
 
 Exceeds Expectations – means performance of an exceptional nature.  Performance exceeds 
 expectations when it consistently or frequently surpasses expected standards. 


 
2. EVALUATION INDICATING “DEVELOPMENT NEEDED” - A performance score of   
 63 or below for non-supervisory employees or 87 and below for supervisory employees 
 shall be deemed “development needed” and shall result in the employee being placed on 
 performance probation for 3 months.  The Department Head shall provide the employee 
 with a plan outlining specific steps on how to improve their overall performance.  The 
 employee shall then be reviewed in 30 day increments.  At the end of the 3 months 
 a determination will be made as to the improvement of work and whether to retain 
 or dismiss the employee. 
 
Scoring 


 
Evaluators should make an overall determination of performance level for each of the ten (or eight for 
non-supervisory personnel) categories.  An overall determination for each of the ten categories will be 
valued as follows: a determination of “Development Needed” will receive a score of one (1), “Meets 
Expectations” will receive a score of two (2), and “Exceeds Expectations” will receive a score of three 
(3). 
 
Compensation Distribution and Eligibility 
 
1. The Board of Commissioners will make an annual determination as to whether or not funds will 
 be made available for performance pay and if so, the amount of funds that will be made available 
 for that purpose. 
 
2. Performance Pay will be distributed to employees no later than the month of March following the 


year for which the appraisal was conducted.  shall be processed and become effective in 
accordance with the time frame designated by the County. 







 
3. The employee must have been employed prior to January 1st of the evaluation year. 
 
4. The employee must have been evaluated as of November 30th of the evaluation period and the 


evaluation must be documented as being received in Human Resources by the deadline.   received 
an evaluation during the evaluation period which is documented as being entered into Munis. 


 
5. The employee must be employed on the date that Performance Pay is distributed and the 
 employee must not have attained the end of their pay scale. 
 
6. Promotion and Performance Pay will continue to be limited to a maximum of 10% in a six (6) 
 month period. 
 
 
Confidentiality of Performance Appraisal 
 
Performance appraisal documents, ratings and final scores are personal matters of business between the 
employee and management.  Supervisory/management personnel shall endeavor to maintain the 
confidentiality of all performance appraisals to the best of their abilities.  It is recognized that disclosure 
under certain circumstances, such as binding legal requests or administrative and/or employment related 
requests, would be required. 


 
Changes in Performance Appraisal 
 
In the event of extenuating circumstances, should a Department Director request a change of a 
performance appraisal after it has been forwarded to Human Resources, that request shall be submitted in 
writing and shall explain in detail the reason(s) for the change.  The Human Resources Director shall 
make requested changes only after it has been demonstrated that such changes have been communicated 
by the Department Director/Elected Official to the respective employee and that the employee has 
received a copy of the changed performance appraisal document.  It will be the department's 
responsibility to forward a copy of the revised/changed performance appraisal document to the respective 
employee. 
 
 







HR – EMPLOYEE DEVELOPMENT 
Training 


416.01 
 
PURPOSE 
 
Establish training to meet position requirements, existence of maintaining a quality workforce, 
and assisting in the progress in skill development and employee advancement. 
 
POLICY 
 
It shall be the responsibility of the Department of Human Resources to pursue and promote, up-
to-date, applicable training programs in accordance with the County Administrator, 
division/department directors, supervisors, and employees. 
 
PROCEDURE 
 
Each employee will be required to participate in the annually established hours of training.  
Required hours of training for new employees will be prorated on the basis of their employment 
date.  This requirement is inclusive to all employee evaluations. 
 
Registration: 
 
Employees enrolling in a course must have their supervisor’s approval.  Enrollment may be 
completed by submitting a request to the designated employee within your department, or 
submitted on the designated registration form for County training accessing Munis Self Service 
and then clicking on Training Opportunities within the specified time frame for each course.  
Munis Self Service will generate an email to the employee confirming their enrollment selection. 
 
Each employee will receive a confirmation of enrollment at least 5 days prior to the class.  This 
will be the final notification communicated. 
 
Required Courses: 
 
Required training by position--A roster of all required courses will be included in the New 
Employee Orientation packet. 
  
Required Equivalency Courses: 
 
Required training for which the employee may select an equivalent course--A roster of all 
equivalency required courses will be included in the New Employee Orientation packet.  
 
Elective Courses: 
 
Suggested elective courses by position--A roster of all elective courses will be included in the 
New Employee Orientation packet. 
 
Number of Participants: 
 
Classes will require a minimum and a maximum number of participants depending upon course 
material.  All technical (computer training) classes carry a minimum registration requirement of 







five, with a maximum of nine participants. 
 
Cancellation Procedures: 
 
Cancellations will be accepted only in the event of an unavoidable situation.  Cancellations must 
be received "in writing" prior to the date of the scheduled course.  Every effort should be 
attempted to send an alternate.  Alternate’s name shall be sent to the Department of Human 
Resources.  Although most courses require no enrollment fee, a cancellation fee may be imposed 
if the cancellation procedure is not adhered to.   
 
Computer training cancellations must be received "in writing" no later than 15 working days prior 
to the date of the scheduled training.  Failure to do so WILL result in a $100 (or applicable fee) 
charge-back to the employee’s department to defray the cost of training. 
 


COURSE EXEMPTIONS & OFF-SITE TRAINING CREDIT REQUESTS 
 
Course Exemptions: 
 
An exemption from a required course may be granted only after the Division/Department 
Director or employee submits the attached “Fayette County Training Credit” form accompanied 
by the required documentation of criteria to the Department of Human Resources. 
 
Off-Site Training: 
 
Request for Off-site training: 
ALL off-site training must be approved by the appropriate Division/Department Head prior to 
registration and attendance.  
 
Training Synopsis: 
 
A brief overview (narrative) of off-site training must be submitted on the Training Synopsis form 
by the employee.  The original shall be retained by the Division/Department Director and a copy 
shall be forwarded to the Department of Human Resources within ten working days of the off-site 
training.  Excluded are off-site training requests submitted for actual certification tests. 
 
Presenter Synopsis: 
 
Employees who are asked to facilitate or conduct training sessions for companies, conferences, 
cities or counties outside Fayette County's training responsibility, shall complete a brief overview 
(narrative) of the training facilitated.  The original shall be submitted to the Division/Department 
Director and a copy shall be forwarded to the Department of Human Resources within ten 
working days of the training conducted. 
 
 
Credit Requests: 
 
Training credit for off-site trainer/training credit (not conducted by Fayette County) must be 
applied for by completing a "Fayette County Training Credit" form, with all required 
documentation of criteria attached. 
 
Application of Training Credit: 







 
It is the responsibility of the Division/Department Director and/or employee to forward 
documentation of participation in off-site training to the Department of Human Resources on the 
appropriate Training Credit Request form, so that accurate training credit and records can be 
maintained.  Following review of credit requests the Department of Human Resources shall 
forward a Training Credit form to the employee indicating credit awarded or denial of training 
credit based on job specific applicability.  Training credit notification will include course title, 
date and hours of credit awarded to employee's training history (hour for hour may not be 
applied).  All training credits should be requested within 60 days of training.  Requests after 60 
days will not be considered. 
 
Training Records 
 
Training records will be maintained in the Department of Human Resources for all employees.  
Division/Department Directors and employees may request, in writing, a copy of an employee’s 
training record.  A copy of the employee's training record will be returned within 5 working days 
of request.  can view and print their training records at any time by accessing Munis Self Service 
and clicking on Training Opportunities and then View My Training.  
 
Location of Training 
 
Every effort will be made to provide required and requested on-site training.  In the event travel is 
required, requests should be submitted to the employee's Division/Department Director for 
approval. 
 
 
 
 
 


                          Approved:  01/22/2009 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                                   







HR – LEAVE MANAGEMENT 
Annual Leave  


420.03 
 
PURPOSE 
 
Annual leave is a type of paid leave accrued by an employee based on length of service and 
utilized under certain conditions.  Annual leave is considered a benefit for eligible employees.   
Employees are eligible to take accrued annual leave from the date of employment.  No employee 
may take annual leave in excess of the number of hours he/she has accrued. Employees separating 
from County employment, who have been employed a minimum of three (3) months, shall be 
paid for unused annual leave, up to the allowed maximum, upon retirement, resignation, 
termination or death.  
 
Provide guidelines for the request and assignment of annual leave. 
 
POLICY 
 
There shall be a consistent process for the accrual and use of annual leave of regular full-time and 
part-time County employees. 
 
PROCEDURE 
    
Eligibility for Annual Leave 
 
All regular full-time and regular part-time employees of Fayette County shall be eligible to accrue 
annual leave. Annual leave shall be charged to the nearest quarter hour. 
 
Accrual Rate of Annual Leave 
 
Annual leave for regular full-time employees shall be calculated on a per hour basis in 
accordance with the following schedule: 
 
       40 Hr. Workweek  43 Hr. Workweek     53 Hr. 
Workweek 
Years of Service Per Hr. Days/year  Per Hr. Days/year  Per Hr. Shifts/year


Up to 1 .0231 6  .0615 16  .0696 8 
         


1 up to 4 .0462 12  .0846 22  .0957 11 
         


5 up to 9 .0577 15  .0961 25  .1088 12.5 
         


10 up to 20 .0692 18  .1076 28  .1219 14 
         


20+ years .0808 21  .1192 31  .1349 15.5 
 
Annual leave accruals for employees on a 43-hour workweek or a 24-hour duty schedule include 
holiday accrual. 
 







Regular part-time employees who work thirty (30) hours or more but less than forty (40) hours 
during a work period shall accrue annual leave at the rate of one-half (() (1/2) the schedule of 
regular full-time employees. 
 
Request for Annual Leave 
 
The earliest possible notice of intent to take annual leave shall be given by employees who are 
eligible to take annual leave.  A request for annual leave shall be submitted to the employee's 
immediate supervisor a minimum of two weeks in advance.  Department heads may grant annual 
leave with a shorter notice if the work load of the department permits.  A Department may 
designate an annual sign up period. 
 
Department heads shall be responsible for the scheduling of annual leave of employees without 
decreasing the operating efficiency of the department.  The annual leave schedule shall be 
arranged in each department so that insofar as practicable, the department can function without 
hiring temporary help. 
 
Annual Leave Carryover 
 
Employees cannot accrue annual leave beyond the following year.  For example, employees who 
accrue annual leave from January through and including December 2007 cannot carry over that 
accrued leave beyond December 2008. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


                   
Approved: 01/22/2009 







HR – LEAVE MANAGEMENT 
Bereavement 


420.05 
 
PURPOSE 
 
Bereavement leave shall be defined as leave with pay granted to regular full-time and regular 
part-time employees only upon the death of a member of the immediate family.  
 
POLICY 
 
There shall be a consistent process for granting bereavement leave to regular full-time and part-
time employees. 
 
PROCEDURE 
 
Bereavement leave shall be granted by the department head if requested by the employee for a 
period not to exceed two (2) consecutive working days following the death of a member of an 
employee's immediate family. Bereavement leave may be extended by the County Administrator 
in unusual circumstances.  Bereavement leave shall commence upon notification and approval by 
the department head.  In the event of multiple deaths in the employee's immediate family, each 
death shall be treated separately and the Bereavement leave shall be granted accordingly. 
 
If more than the allotted number of days leave is required, or if leave is desired for a death other 
than the immediate family, annual leave, leave without pay or accrued compensatory time may be 
used.  Advance emergency leave may be requested. 
 
Public Safety Department employees on a 24-hour duty schedule shall be granted bereavement 
leave not to exceed 24-hours. 
    
 
Immediate Family Member 
 
Immediate family is defined as: spouse, parent, guardian, brother, sister, son, daughter, son-in-
law, daughter-in-law, mother-in-law, father-in-law, sister-in-law, brother-in-law, grandparent, 
grandchild, step-parents and step-children.  
 
 
 
 
 
 
 
 
 
 
 
 
 


                
Approved:1/22/2009 


 







HR – ATTENDANCE   
Time and Attendance Policy 


432.01 
 
PURPOSE 
 
The purpose of this policy is to set standards for time and attendance issues in regards to non-
exempt employees and to also outline disciplinary actions that will be used to enforce these 
standards.  
 
POLICY 
 
There shall be a consistent process for non-exempt employees to clock in and clock out for their 
scheduled work period. 
 
PROCEDURE 
 
Accurately reporting time is the responsibility of every employee.  Fayette County must keep an 
accurate record of time worked in order to calculate employee pay and benefits.  All employees 
will be required to clock in at the beginning and clock out at the end of their scheduled work 
period.  Each employee must clock himself/herself in or out.  Fayette County requires that all 
hourly or non-exempt employees, except poll workers and bailiffs, clock in and out at a time 
reporting device.  Exempt employees will be required to electronically record their arrivals and 
departures for security purposes as a part of the County’s Continuity of Operations Plan.  Their 
actual compensation will be determined by salary, not hours worked. 
 
The normal working hours for employees shall be as scheduled by the various 
Agency/Department Directors, with such schedules to be established so that the needs of the 
department to deliver services to the citizens are met.  Such schedules shall be approved by the 
County Administrator.  Employees are expected to be at their work location and ready to begin 
work at the beginning of their work schedule.  The meal periods should be scheduled to allow for 
continuous staffing of offices with at least one person, except where more personnel are required 
to be on duty. 
  
Recording Time  
 
All payroll administrators are to adhere to the payroll policies and procedures to maintain 
accurate records for reporting and auditing of time.  Payroll administrators are responsible for 
editing and reviewing missed punches, employee sick leave, vacation and other paid absences on 
a daily basis.  Employees without access to the time and attendance system can review their time 
upon request with their payroll administrator.  To ensure accurate reporting, all employees must 
sign their timesheet prior to payroll processing of those hours.  All payroll documentation must be 
approved and forwarded to human resources for processing.   
 
1. Not Clocking In - Employees that do not clock in or out must sign in at the designated 


area for their department at their required start and end time.  Failure to properly record 
time may result in lost wages and disciplinary action up to and including discharge.   


 
2. Miss Rule - Employees are expected to personally clock in and out each workday at their 


designated time and place using proper procedures.  If an employee fails to clock in 







and/or out more than three (3) times within thirty (30) consecutive work days, the 
employee will be subject to disciplinary action. 


 
3. Wrongful Clocking In/Out - Fayette County will consider the action of one employee 


clocking in or out for another employee as an act of fraud.  Improper actions include but 
are not limited to: clocking in or out for another employee, impersonation of one’s 
identity for any purpose and/or any action that is defined by law as illegal.  


 
Payroll Calculations  
 
The automated time and attendance system is programmed to calculate the hours on timecards in 
accordance with the Fayette County Policies and Procedures and the Fair Labor Standards Act 
(FLSA), Section 406, Examples of Non-compensable Time. 
 
1. Clock-ins - The time system rounds the employee’s punch in time to the start time of the 


scheduled work period if the employee punches in within seven minutes prior to their 
scheduled start time.  Example:  If an employee clocks in between 7:53-8:00 8:07, they 
will be paid as arriving at 8:00. 


 
2. Clock-outs - The time system rounds the employee’s punch out time to the end time of 


the scheduled work period if the employee punches out within seven minutes after the 
end of their scheduled shift.  Example:  If an employee clocks out between 4:53-5:07, 
they will be paid as leaving at 5:00. 


 
Time waiting to clock in or out is considered non-compensable time. 


 
3. Late Arrivals – Time recorded after the scheduled start time will be considered late and 


the employee will be subject to disciplinary action.   
 
Request for Leave Time  
 
The earliest possible notice of intent to take leave shall be given by the employee.  All requests 
for leave shall be submitted to the employee’s immediate supervisor at least two weeks in 
advance.  Department heads may grant leave with a shorter notice if the work load of the 
department permits.  A copy of the leave request form must be attached to the department’s 
payroll for the appropriate time period.  Failure to submit forms for approved leave within the 
appropriate pay period will result in loss of wages. 
 
Tardiness and Absences  
 
Vacation and compensatory time can not be used to compensate the employee for wages lost due 
to late arrivals, early departures and unauthorized absences. 
 
Type      Description 
 
Late Arrival  
  


• Reporting to work station after the start time of the scheduled 
work period; 


• Returning to work station late from lunch.   
Early Departure • Leaving work station and/or clocking out before normal 


scheduled work period or assigned lunch period  







No call/no show • Not reporting to work at beginning of normal scheduled work 
period; 


• Failure to notify supervisor of absence no later than 1 hour prior 
to reporting time; 


• Failure to report to work for three (3) consecutive work days. 
Authorized Absence
  


• Personal illness – a doctor’s statement may be required;  
• Death in family – if covered by Funeral Leave;  
• Jury Duty and other court appearances required by law;  
• Military leave; 
• Event covered under the Family And Medical Leave Act;  
• County paid vacations and holidays; 
• Compensatory time;  
• Other absences approved by supervisor. 


Unauthorized 
Absence 


• Absence from the job during a scheduled work period without 
approval of the employee’s supervisor or department head. 


 
Unauthorized Time Off Corrective Process  
 
Unauthorized time away from work, either tardy or absent, shall be subject to the following 
corrective actions: 
 
Occurrence Type    Accumulation Period   Corrective  
 
Late Arrivals, Early 
Departures, 
Unauthorized 
Absences 


3 occurrences within 3 consecutive months  
4 occurrences within 12 consecutive months 
5 occurrences within 12 consecutive months 
6 occurrences within 12 consecutive months


- verbal reprimand   
- written reprimand   
- suspension   
- termination 


No call/no show 1st occurrence within 12 consecutive 
months  
2nd occurrence within 12 consecutive 
months  
3rd occurrence within 12 consecutive 
months 


- written reprimand   
- suspension   
- termination 


 
* In order to be excluded from corrective action, employees with qualifying events must fulfill 
their reporting and status update requirements as outlined in the County’s FMLA Policy. 
 
Overtime/Compensatory Time 
 
All overtime/compensatory time must have supervisor’s approval prior to commencing the work.  
Overtime/compensatory time must have the approval of the County Administrator.  No 
overtime/compensatory time shall be paid to employees and other parties exempt from, or not 
covered by, FLSA. 
 
Overtime is paid to all non-exempt employees in accordance with federal and state wage and hour 
restrictions.  Overtime pay is based on actual hours worked.  Time off for sick leave, 
compensatory time or leave without pay will not be considered hours worked for purposes of 
performing overtime calculations. 
  
Attendance at Training Classes or Meetings  







 
Employees scheduled to attend a training class or meeting at the start or end of their normal 
scheduled work period, at an onsite location other than their normal work area, should clock in at 
the designated time clock for that area.  If the training or meeting is offsite, time will be manually 
entered for that day by the payroll administrator.  These exceptions should be approved in 
advance by the employee’s supervisor.  
 
Lunch Period  
 
The County designates a specific lunch period for each employee.  Employees who take extended 
lunch periods will be subject to disciplinary action and will not be compensated for time not 
worked unless prior approval has been granted. 
 
Holiday Pay  
 
In order to receive Holiday Pay, employees must work their scheduled hours before and after the 
holiday, or be on paid leave on the days before and after the holiday.  
 
Violations  
 
Clocking in or out for another employee will result in termination for all employees involved.  All 
County employees are expected to abide by this policy and record their work hours.  Failure to do 
so will result in disciplinary action up to and including discharge. 
 
Editing timecards in order to falsify an employee’s time will result in termination for all 
employees involved. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Approved:  01/22/200 
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COUNTY DEPARTMENT AGENDA REQUEST 


Department: Presenter(s):


Background/History/Details:


Wording for the Agenda:


What action are you seeking from the Board of Commissioners?


If this item requires funding, please describe:


Has this issue come before the Commissioners in the past? If so, when?


Do you need audio-visual for the presentation?


 STAFF USE ONLY


Administrator's Approval


Back-up Material Submitted?


Approved by Finance


Approved by Purchasing


Reviewed  by Legal


Approved by County Clerk


Type of Request:


Staff Notes:


Meeting Date:


Public Works Phil Mallon


Update of 2010 Comprehensive Transportation Plan and summary of the recommended projects and policies.


The 2010 CTP has been under development for approximately two years and is now scheduled for Board of Commissioners 


consideration and approval at the December 9th, 2010 Public Meeting.  The purpose of the December 1, 2010 Workshop presentation is 


to provide an update on the CTP and discuss the plan's recommendations.  Staff will also discuss comments received during the public 


comment period in October 2010 and the status of plan approval by Tyrone, Fayetteville and Peachtree City.   


 


An electronic copy of the plan is not included with this agenda request but will be provided to the Board prior to the workshop.   


 


No action is required.  The presentation is for informational purposes only.  


NA


Yes May 5th, 2010


Yes


Yes


No


Not Applicable


Not Applicable


Yes


Old BusinessWednesday, December 1, 2010








COUNTY DEPARTMENT AGENDA REQUEST 


Department: Presenter(s):


Background/History/Details:


Wording for the Agenda:


What action are you seeking from the Board of Commissioners?


If this item requires funding, please describe:


Has this issue come before the Commissioners in the past? If so, when?


Do you need audio-visual for the presentation?


 STAFF USE ONLY


Administrator's Approval


Back-up Material Submitted?


Approved by Finance


Approved by Purchasing


Reviewed  by Legal


Approved by County Clerk


Type of Request:


Staff Notes:


Meeting Date:


Public Works / Road Department Phil Mallon and Staff


Presentation of the monthly update on the County's 2010 Transportation Work Plan by Public Works Director Phil Mallon.


Each month at the Board's Workshop, the Director of Public Works, along with appropriated staff if needed, will present an update of the 


Department's 2010 Transportation Work Plan.  This update will include an overview of the County's road improvement projects, whether 


newly begun, on-going, or planned.  These projects include roadway construction, resurfacing, intersection improvements, signalization, 


and bridge improvements.  Funding for Fayette County's transportation improvements comes from the County's budget, the Georgia 


Department of Transportation, the special purpose local option sales tax (SPLOST) funds, or a combination of these revenue sources.


This is intended to be a monthly update to the Board of Commissioners.  Staff from time to time may need feedback or further direction 


from the Board.


Not Applicable.


Yes Wednesday, November 3, 2010


No


Yes


No


Not Applicable


Not Applicable


Yes


Yes


Old BusinessWednesday, December 1, 2010








COUNTY DEPARTMENT AGENDA REQUEST 


Department: Presenter(s):


Background/History/Details:


Wording for the Agenda:


What action are you seeking from the Board of Commissioners?


If this item requires funding, please describe:


Has this issue come before the Commissioners in the past? If so, when?


Do you need audio-visual for the presentation?


 STAFF USE ONLY


Administrator's Approval


Back-up Material Submitted?


Approved by Finance


Approved by Purchasing


Reviewed  by Legal


Approved by County Clerk


Type of Request:


Staff Notes:


Meeting Date:


Sheriff-Jail Major Charles Cowart


Discussion of a request by the Sheriff's Department for funding for repairs in shower areas of inmate cell blocks in the jail.


The current jail facility has been occupied now for nearly eight years. The inmate shower area needs some repairs. Major Cowart will be 


present to discuss these issues. The request includes a request for funding in the amount of approximately $71,000.00. Mallett 


Consulting, Inc. enlisted the services of "IPG," specifically Mr. Jim Ingram, architect of the jail facility, who has rendered his 


recommendations (see support documents) for repairs to the showers to prevent future issues. 


 


 


If the Board concurs with this request, this item should be placed on the December 9 Board Agenda for approval and authorization to 


proceed. 


$71,000.00 total current expected costs. This includes $60,000.00 actual construction/repairs & $11,000.00 in management fees by 


Mallett Consulting, Inc. A maximum of $71,000 to be funded from General Fund contingency. 


No


No


Yes


Yes


Yes


Not Applicable


Yes


Yes


New BusinessWednesday, December 1, 2010
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COUNTY DEPARTMENT AGENDA REQUEST 


Department: Presenter(s):


Background/History/Details:


Wording for the Agenda:


What action are you seeking from the Board of Commissioners?


If this item requires funding, please describe:


Has this issue come before the Commissioners in the past? If so, when?


Do you need audio-visual for the presentation?


 STAFF USE ONLY


Administrator's Approval


Back-up Material Submitted?


Approved by Finance


Approved by Purchasing


Reviewed  by Legal


Approved by County Clerk


Type of Request:


Staff Notes:


Meeting Date:


Sheriff-Jail Major Charles Cowart


Discussion of a request from the Sheriff's Department concerning the need and costs for bringing the former jail facility into temporary 


operation.


Due to current inmate populations in the new (current) Jail facility, imminent repair work (exercise yard E & mold eradication) to the new 


(current) Jail facility & the need to evacuate one or more cell blocks of the current Jail facility during said repairs, the old Jail (building C) 


needs repairs to bring it into operation. The old Jail can be used to house a limited number of inmates during the repairs to the new 


current Jail facility. 


 


Preliminary findings & estimates (see attachments)to repair the old Jail were determined to be $30,000.00+ for repairs to boilers, A/C 


cooling units/systems, replacement of rusted out window frames. Other areas not yet checked were heating systems and a full check of 


plumbing systems. It is known that there are plumbing valves (toilets, sinks, etc.) that will need to be replaced/retro-fitted. 


 


Because of the magnitude of possible repairs needed, Mallett Consulting, Inc. has been enlisted to obtain estimates for all systems of the 


old Jail in order to provide a comprehensive repair/cost list. 


 


Because of the need to move & house inmates during the repair of the current Jail facility, the request is that work begin on the old Jail, 


prior to obtaining a complete list of repairs and costs for all the repairs at the old jail.


The Board needs to discuss this request with Major Cowart. If there is agreement that funding will be provided, this issue should be 


placed on the December 9 Board agenda for approval.


At least $30,000.00 and an estimate of up to $60,000.00 A maximum of $30,000 to be funded from the General Fund contingency. 


Additional funding beyond $30,000 would need to be re-submitted for Board approval. 


No


No


Yes


Yes


Yes


Not Applicable


Yes


Yes
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SIEMENS	 Industry, Inc. 


August 24th 2010 


Rex McDonald 
Fayette County Jail 
155 Johnson Avenue 
Fayetteville, GA 30214 


Re Building C Repairs 
Proposal: TB082410-001 


Rex, 


Siemens is pleased to present a quote for the HVAC repairs required in Bldg C Please see the following 
proposed scope of work: 


Unit 6 Compressor' $3660 
Remove the failed compressor 


•	 Install a new compressor and refrigerant
 
Run the unit and verify operation
 


Unit 4 Compressor: $4026 
•	 Remove the failed compressor 
•	 Install a new compressor and refrigerant 
•	 Run the unit and verify operation 


Unit 7 Control Board: $1582 
Install a new furnace control board 


•	 Run the unit and verify operation 


Boiler Repairs: $3310 
•	 Repair damaged burners 
•	 Replace gas valves 
•	 Run the unit and verify operation 


Total Price for all Work: $12,578 


Miscellaneous. 
This proposal is subject to the attached terms and conditions. 


•	 This pricing will be held until 1011/10 


Thank you for allowing Siemens the opportunity to present this proposal. Should you have any
 
questions, please do not hesitate to call.
 


Respectfully,
 
Siemens Industry, Inc.
 
Building Technologies
 


Accepted By: 


Date:	 _ 


Tyson Baker
 
Service Account Engineer PO: _
 


Siemens Industry, Inc.	 1745 Corporate Drive, Suite 240 
Building Technologies	 Norcross, Georgia 30093 


Telephone (770) 935-2000 
Fax (770) 935-2950 
www.siemens.com 


Sle;je-iS Inc.Js!fY Inc '" 







AFFORDABL~ 
W£:LDING ~­


INC. 
170 Shamrock Indus/rial Blvd
 


Tyrone, GA 30290
 
O/lice: 70-487-9702
 
Fax: 770-/87-4702
 


affordabtewe!dinfj;be[fsouth. net
 


August 18,2010 


Fayette County SherriffDepartment
 
2 CenJer Drive
 
Fayetteville, GA 30214
 
Fax: 770-716-4850
 


Attn: Captain Eric Henkel 


This is a Quote for Shower Repairs. 


To install (14)fourteen Stainless Steel Shower Pans and (14) fourteen Stainless Steel Window 
Covers. 


Estimates time 3 days. 


One (1) week noh'ce before start ofjob. 


Labor, _Mileage, and Materials $18,500.00 


This Quote! Estimate is good for 30 days. After the 30 days you are required to gel another quote. If any cbanges are made [0 the job th.is quote!
 
estimate is null and void.
 
Only sign and relum this quote! e~imale if you would like us to perform the job.
 


Approved by: Date 







Proposal
 


0& LMobile Welding, Inc 
1739 Alps Rd. Gay GA 3021.8 
PH: 404-725-2303 
FAX: 706--538-0095 


Attn: Captain Eric Henkle
 
Fayette County Sheriffs Of/ice
 
lax:
 
o& Mobile Welding will furnish material and labor to perform the following: 


Shower rooms (14): Install formed pans on inside of exterior walls as discussed with Captain 
Henkle. These pans will be approx. 36" x 96" with 4" flanges for anchoring to side walls. 
Anchoring will be done with 1/4" pin anchors. Edges of pan will be caulked. (14) exterior 
windows approx 10" x 96" will be covered over with 14 Ga carbon steel &primed. Must be 
painted to match building by others. Window covers will be anchored with self tapping screws 
and sealed with caulk. 


Option 1 
(14) 316 Stainless steel shower pans $13,657.50 
(14) Carbon steel 14Ga window covers $3685.00 


$17,342.50
 
Option 2
 


(14) 14 Ga carbon steel pans $9055.00 
(14) Carbon steel 14Ga window covers $3685.00 


$12,740.00 
( Option 2 is not recommended, will rust out and have to be replaced and painted 
frequently.) 
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