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4.3 Nonexempt Employees 


Nonexempt employees are entitled to overtime pay under specific provisions of federal and 


State laws. Additionally, there are certain minimum wage and time keeping requirements that 


apply to nonexempt employees. 


4.4 Full-Time Employment 


Full-time employees are those employed 20.0 hours or more per week and are generally 


scheduled to work 37.5 hours to 40 hours per week in a budgeted position. Full-time employees 


are eligible for employee benefits, subject to the terms, conditions, and limitations of each 


benefit program. 


4.5 Part-Time (49%) Employment 


Part-time employees are those employed 19.5 hours or less per workweek. Part-time 


employees are considered temporary or emergency employees and are not eligible for 


employee benefits. 


4.6 Temporary-As Needed 


Temporary employees, such as long-term substitute teachers, are employed on a temporary, 


interim basis, to temporarily supplement the work force or to assist in the completion of a 


specific duty. Employment assignments in this category are of a limited duration. Employment 


beyond any initially stated period does not in any way imply a change in employment status. 


Temporary employees retain this status unless and until notified of a change. Temporary 


employees are not eligible for employee benefits. 


5.0 Criminal Background Check 


In order to be employed for the first time or re-employed by the Board, any applicant for a 


position of teacher, administrator, or for any other position must first submit to a fingerprint 


and Federal Bureau of Investigation criminal records check which will be coordinated by and 


through the Human Resources Department. This requirement is authorized by O.C.G.A. § 
20-2-211.1. Such fingerprinting and criminal record check shall be required even though the 


applicant may already undergone fingerprinting and criminal record checks by another school 


district. Additionally, all certificated personnel shall submit to a criminal records check and/or 


fingerprinting, if not previously provided, in order to renew their certificate. All fees associated 


with criminal records check and/or fingerprinting shall be paid by the applicant/employee. All 


employees, certified and classified, must submit to a criminal background check every five 


years. 


6.0 Release from Employment Contract 


During a contract year, any employee desiring to relinquish a position with the LCS shall give the 


superintendent written notice of this intention. This notice shall be given in sufficient time for a 


replacement to be employed. Any employee desiring to relinquish a position prior to the 


beginning of a new school year shall request the release from contract in writing to the 



















1. unethical conduct as outlined in the Code of Ethics for Educators, Standards 1-10


(GaPSC Rule 505-6-.01);


2. disciplinary action against a certificate in another state on grounds consistent with


those specified in the Code of Ethics for Educators, Standards 1-10 (GaPSC Rule 505-6-


.01); 3. order from a court of competent jurisdiction or a request from the Department of


Human Resources that the certificate should be suspended or the application for


certification should be denied for non-payment of child support (O.C.G.A. §19-6-28.1 and


§19-11-9.3);


4. notification from the Georgia Higher Education Assistance Corporation that the


educator is in default and not in satisfactory repayment status on a student loan


guaranteed by the Georgia Higher Education Assistance Corporation (O.C.G.A. §20-3-295);


5. suspension or revocation of any professional license or certificate


6. violation of any other laws and rules applicable to the profession (O.C.G.A. §16-13-


111);


7. any other good and sufficient cause that renders an educator unfit for employment as


an educator; and


8. Any violation of the Georgia Professional Standards Commission Code of Ethics for


Educators.


An individual whose certificate has been revoked, denied, or suspended may not serve as a 


volunteer or be employed as an educator, paraprofessional, aide, substitute teacher or, in 


any other position during the period of his or her revocation, suspension or denial for a 


violation of The Code of Ethics. The superintendent and the educator designated by the 


superintendent/Local Board of Education shall be responsible for assuring that an individual 


whose certificate has been revoked, denied, or suspended is not employed or serving in any 


capacity in their district. Both the superintendent and the superintendent's designee must 


hold GaPSC certification. Should the superintendent's certificate be revoked, suspended, or 


denied, the Board of Education shall be responsible for assuring that the superintendent 


whose certificate has been revoked, suspended, or denied is not employed or serving in any 


capacity in their district. Authority 0.C.G.A. § 20-2-200; 20-2-981 through 20-2-984.5 


11.0 Assignments 


11.1 Assignment - General Guidelines 


The basic consideration in the assignment of professional personnel will be the needs of 


students and the instructional program. Assignments will be considered in light of projected 


student enrollments, a balanced staff and availability of positions for various certification areas. 


Personnel will be assigned based on their qualifications, the needs of the district (including a 


balanced staff) and when possible their expressed desires. When it is not possible to meet all of 


these conditions, an employee will be assigned first in accordance with district needs and 


where the administration feels the employee is most qualified to serve, and second, according 


to the preference of the employee. 























D. Public relations require continuous internal (employee) as well as external


(community) communication. This communication must be a planned, systematic, two


way process.


E. Communication should incorporate the use of a variety of media.


F. Educational communication must be dynamic and sensitive to change as determined


by events and evaluation of the program.


Contact the Director of Public Relations at the Central Office for further information. 


16.0 Attendance 


The Board recognizes that exemplary punctuality and attendance by each member of the staff 


is necessary and expected in order to maintain an efficient and effective school system. Each 


staff member is expected to be in attendance and on time each workday of the work calendar; 


however because the Board recognizes that certain absences are unavoidable, allowances will 


be made in accordance with leave policies approved by the Board. Staff members who must be 


absent from duty are expected to return to active service at the earliest time commensurate 


with good health and safety. (See the Leave of Absence policy.) 


All worktime must be entered in the system time system, VeriTime. Failure to do so may result 


in disciplinary action, including termination of employment. 


17.0 Unauthorized Absence 


Unauthorized absence shall cause an employee to be subject to dismissal with the termination 


of all employment benefits or to have that absence posted as leave without pay. Unauthorized 


absence is defined as follows: 


1. An absence for any reason which is not permissible under the Georgia Code of Ethics or


policies of the Lowndes County Board of Education/ Georgia state Board of Education or;


2. An absence which occurs without the principal or principal's designee receiving ample


advance notice regarding the absence.


18.0 Child Abuse and Neglect 


All employees are required by law to report suspected child abuse and neglect to the 


appropriate authorities. All suspected cases of child abuse shall be reported to the principal or 


designee who in turn will make a report to school social worker and superintendent. The school 


social workers are the official contact persons on child abuse and will make any other necessary 


contacts with the Department of Family and Children Services. (GBOE Rule JGI (160-4-8-.04) 


(O.C.G.A. § 19-0-70519-0-705) (See the Code of Ethics for Educators at www.gapsc.com.) 







19.0 Professional Attire 


All certified instructional employees must understand their choices concerning dress sends a 


clear message to our students, our colleagues, and our community. It is important that those 


choices demonstrate a high level of professionalism. Professional dress enables instructional 


staff to command greater respect from students, and as a result, ensure a learning environment 


more conducive to education. Please consult with your principal or director if you have 


questions concerning appropriate attire. 


20.0 Confidentiality of Information and Test Data 


Employees having access to, or knowledge of, sensitive information are responsible for 


maintaining the confidentiality of such information. This includes but is not limited to test 


scores, evaluations, medical information, criminal history information, disciplinary reports and 


personnel matters. A breach in confidentiality may result in disciplinary action including 


termination of employment and a report to the Ethics Division of the Georgia Professional 


Standards Commission. A breach of confidentiality involving criminal history information may 


also result in civil penalties and criminal prosecution.


20.1 Test Data Specifically 


No student test data or results are to be released or made public in anyway except through the 


appropriate Central Office personnel. All test information, gained in any manner within the LCS, 


falls within the jurisdiction of the school system and is not be used or released by any persons 


except with the written permission of the superintendent of the LCS with the following 


exception: A child's individual test records are open to inspection by the parent or legal 


guardian of that child upon request to the principal.(GBOE Rule II (160-3-1-.07) (O.C.G.A. § 50- 
18-72) (See Code of Ethics for Educators at www.gapsc.com.)


If you have a question regarding this matter, you should contact your test coordinator, 


principal, or LCS Testing Coordinator. 


21.0 Staff Conflict of Interest 


It is the policy of the Board that two employees who are related to each other as defined by this 


policy shall not be assigned within the school system so as to result in one of the related 


employees being in a direct supervisory position (responsible for the evaluation) over the other. 


It is the preference of the Board that no two persons who are related to each other as defined 


in this policy be assigned to the same work site. However, the Board recognizes that in areas of 


critical need, the superintendent may determine that assignment to the same work site is 


appropriate. 


For the purpose of this policy, relatives are defined as persons related by either blood or 


marriage in the following way: spouse, parents, children, brothers, sisters, grandparents, 


grandchildren, and any relatives living in the immediate household of the employee. 















performance. Some examples of Major Infractions that may result in immediate suspension 


and/or termination include, but are not limited to, the following: 


1. Theft or misappropriation of property belonging to LCS, other employees or students;


2. Dishonesty;


3. Insubordinate acts or statements, refusal or failure to carry out instructions or work


assignments;


4. Physical assault of a fellow employee or others while on duty or on LCS property;


5. Threats to others, willful disrespect or use of abusive language toward a supervisor,


employee or student.


6. Careless damage or waste of LCS property or property of another employee or student;


7. Omission or falsification of information on employment forms or other LCS records;


8. Violation of Alcohol/Drug policies;


9. Use of tobacco products or vaping devices while on duty or while on LCS property;


10. Absence for three consecutively scheduled workdays without an approved reason and


without proper notification to LCS;


11. Altering or falsifying timesheets, financial or other LCS records;


12. Leaving your work area without permission;


13. Interfering with or distraction of other employees in their performance of work, restricting,


hindering work, limiting production or attempting to get others to do so;


14. Possession or use of firearms or weapons of any kind while on duty or while on LCS property;


15. Unauthorized possession, copying, use, removal or release of proprietary or confidential


information or records (including Criminal History Information Reports that may result in


civil penalties and criminal prosecution);


16. Violation of safety, security or conduct standards that could result or results in injury to the


employee, other employees students or that could result or results in injury or damage to or


loss of LCS property, or property of other employees or students;


17. Excessive absenteeism or tardiness;


18. Failure to report an on-the-job injury/illness;


19. Horseplay (non-work related activity resulting in an injury to the employee, another


employee or student or damage to LCS property); and


20. Sleeping on the job.


The foregoing is presented for illustrative purposes. There are other examples of Major


Infractions not listed that are unacceptable in the opinion of LCS are serious enough to warrant


immediate suspension and/or discharge without going through any prior notice or disciplinary


proceedings, except as required by law.


22.6 Minor Infractions 


Should unacceptable conduct occur that is less serious than a Major Infraction, LCS likewise 


retains the right to take immediate disciplinary action as it determines appropriate. Disciplinary 


action for Minor Infractions generally takes the form of written warnings given to employees, 


with a copy retained in their personnel files. 


































































































































































































