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I.  PURPOSE AND APPLICABILITY OF HANDBOOK

A. PURPOSE OF HANDBOOK 

The Court’s mission is: (1)  to review decisions of trial courts and to correct errors of law 
which have been properly brought before the Court and (2) to assist litigants to achieve final 
and just resolutions of their disputes and contribute to the orderly development of Georgia 
law through orders and opinions based on logic, reason, persuasion and precedent.  You as 
an employee of the Court are very important to the achievement of this mission.  It depends 
not just on the bench, but on the hard work, loyalty, integrity, professionalism and courtesy 
of all the Court’s employees. 

This handbook provides general information about policies, procedures, and benefits for 
the employees of the Court of Appeals of Georgia.  It is your responsibility to be familiar 
with the contents of this handbook, so you know  what the Court expects from you and what 
you can expect from the Court.  The information in this handbook, however, cannot 
anticipate every situation or answer every question regarding your employment.  

In addition to the policies and procedures in this handbook, additional policies, procedures 
and work rules concerning the operation of your specific position may exist.  Your supervisor
will explain these to you.  

If you have any questions about any of the policies or procedures in this handbook, please 
discuss them with your supervisor or the Clerk of the Court.   You should always keep your 
supervisor, whether it is a judge or the Clerk of the Court, informed of any event affecting 
your work or property of the Court.

B. APPLICABILITY OF POLICIES

These policies apply to all employees of the Court of Appeals.

These policies may be modified at any time by the Court.
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II. EMPLOYMENT

The employment of the clerk/court administrator, deputy administrator, chief deputy clerk, fiscal
officer, floating staff attorneys, information technology specialists, central staff attorneys, and
floating administrative assistants shall be by the Court sitting en banc. Each judge hires and fires
his/her own staff attorneys and administrative assistant.

All persons seeking employment with the Court shall complete an application form which shall be
available from the Fiscal Office.  

The Court relies on the accuracy of the information contained in the applicant’s application, resume
and other data provided during the hiring process.  Any misrepresentations, falsifications, or material
omissions in any information or data may result in exclusion of the individual from consideration
for employment or termination of employment.

A.  EMPLOYMENT AT WILL

All employees of the Court of Appeals are merit exempt employees of the State of Georgia 
who are “at will” employees and serve at the pleasure of the Court.

“Exempt” means that the Court of Appeals is not subject to the State Merit of Georgia 
Personnel System rules and regulations.

“At will” means the Court or the employee may terminate employment, with or without 
cause, at any time. The Court as a matter of courtesy will generally provide a written notice 
of termination ten business days before the effective day of termination, but may terminate 
an employee immediately if circumstances warrant such a termination for cause or for a 
disciplinary action, An employee voluntarily terminating his or her employment with the 
Court shall give written notice to his or her supervisor ten business days prior to the effective 
date of his or her resignation. 

B.  EQUAL OPPORTUNITY

It is the policy of the Court of Appeals of Georgia to provide equal opportunity for 
employment to all employees and applicants for employment on a non-discriminatory basis. 
No person shall, on the basis of race, color, religion, national origin, age, sex, disability or 
other characteristic protected by federal or state law be excluded from employment or be 
subject to discrimination.  It is the policy of the Court of Appeals of Georgia to provide equal
opportunity for employment, compensation, promotion, training, and other conditions of 
employment, on the basis of assessed qualifications, responsibility level and demonstrated 
performance.  
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C. EMPLOYMENT OF RELATIVE

No person who is related by blood or marriage to a sitting judge on the Court of Appeals 
is eligible for employment or to continue in employment by the Court or any of its offices. 
In the event an employee of the Court or any of its offices marries a sitting judge, that 
employee shall, at the instance of marriage, be terminated as an employee of the Court of 
Appeals of Georgia.  

The employment of an individual who is a relative of another Court of Appeals employee by
blood or marriage shall be discouraged.  Such relationship shall not be an automatic barrier
to employment, but shall require the approval of the Court in any situation other than the
employment of an intern. Willful and intentional failure to disclose such relationship may
be cause for disciplinary action.

D.   EMPLOYMENT OF RETIRED STATE EMPLOYEE

The Court may hire retired state employees in compliance with the provisions of O.C.G.A
§47-2-110.  A retired state employee hired as a staff attorney or administrative assistant will
be re-hired at a level no higher than step 2, unless a higher salary is approved by a majority
of the court.  Deviations from hiring at the step 2 level salary are discouraged.  This policy
shall apply to new hires of retired state employees after September 16, 2009.  (Banc Meeting
September 16, 2009)

Rehired retirees hired on or after January 1, 2017 paid on a salary basis are excluded from
paid time off for leave, holidays, and emergency office closures.  Rehired retirees hired
before January 1, 2017 paid on a salary basis are excluded from paid time off for leave but
can receive pay for holidays and emergency office closures if they were scheduled to work
on a holiday or emergency closure day.  All rehired retirees hired on a hourly basis are paid
only for hours worked are excluded from paid time off for leave, holidays and emergency
office closures.

E. INELIGIBILITY FOR EMPLOYMENT - CONTROLLED SUBSTANCE 
CONVICTION

Pursuant to OCGA §45-23-5, anyone who has been convicted of a drug offense is ineligible
for employment for the periods specified in that statute.   

F.  STAFF ATTORNEY RESIGNATIONS/INTERNAL TRANSFERS

The Court recognizes that from time to time Staff Attorneys may resign to seek other
employment.  Because of the potential for conflicts arising out of a Staff Attorney’s
acceptance of employment from an outside law firm, Staff Attorneys are encouraged to notify
their employing Judge of their intent to apply for positions outside of the court and must give

3



notice to their employing Judge once an offer of employment has been extended and
accepted. 

Further, because of the potential disruption to a Judge’s  chambers, internal transfers, without
the employing Judge’s prior approval, are discouraged.  Recognizing, however, that internal
transfers will from time to time take place, Staff Attorneys transferring from one chamber
to another must give at least two week’s notice of the Staff Attorney’s intent to transfer to
the employing Judge.  If the time for transfer falls within one (1) month of a distress date, no
transfers between chambers will take place until the close of the applicable distress date,
unless otherwise approved by the employing Judge. (Banc Meeting September 16, 2009)

G.  ACCOMMODATIONS - AMERICANS WITH DISABILITIES ACT

The Court recognizes that employees may have individual needs with respect to employment.
In accordance with the U.S. Americans with Disabilities Act and its ability as a tenant in
buildings maintained by the Georgia Building Authority, the Court will provide reasonable
accommodations for employees and applicants for hire.  All requests will be decided based
on the following factors, among others:

1. Impact of accommodation on essential employee performance;
2 Impact of accommodation on co-workers and the Court; 
3. Cost considerations for implementing the accommodation;
4. Available alternatives; and
5. Reasonableness of the request.

An employee may submit a request for accommodation to his or her supervisor on a
“Request for Accommodation form available from the Fiscal Office.  The supervisor will
inform the employee about the status of his or her request.

H.  CRIMINAL HISTORY AND CREDIT CHECKS

1.  A condition of employment with the Court is a criminal history check. A credit
check may be required if the position includes fiscal duties. An individual made an
offer of employment shall provide whatever is necessary for release of his or her
credit history and/or criminal history record including, if necessary, fingerprints.  An
applicant who fails to undergo the process for release of his or her criminal history
record shall not be considered any further for employment.  If the results of a
criminal history or credit check contain negative data concerning the job applicant,
the applicant will be given an opportunity to respond. 

The Court may refuse to finalize an offer of employment based on the results of a
credit history and/or criminal history search.
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2.  Employees who by virtue of their positions are authorized by the Court to be
issued a state credit card are required from time to time to provide the permission
needed for a criminal background check and a credit check.  An employee may not
be issued a state credit card if the criminal background check reveals any
misdemeanors or felonies related to financial wrongdoing, theft, or other act of
dishonesty. See OCGA §50-5-83.    

3.  The Court shall keep confidential the results of criminal history or credit history
reports except as needed for use for the above purposes.

I. NEW EMPLOYEE ORIENTATION

New employees should be oriented on the role of the judiciary; the important part each
employee plays in fulfilling the Court's public service role; the court's chain of command;
each person's area of responsibility; the rules of the Court, the Court’s fiscal policies, and the
following:  

1. Confidentiality.
2. Outside employment and activities, including political involvement. 
3. Office hours.
4. Proper attire.
5. Method for ordering supplies.
6.  Punctuality, sick leave, vacation, holidays, lunch breaks, absenteeism.
7.  Health, life insurance and retirement benefits.
8.  Office safety, security and emergency preparedness.  
9.  No smoking policy.
10. Parking arrangements.
11. Court vehicle use and travel reimbursement.
12. Use of electronic legal resources tools available to Court employees, Court

technology equipment, other office machines, and court stationery.
13. Space allocation for staff attorneys.
14. Continuing legal education.
15. Role of summer research associates.
16.  Handling of transcripts and briefs, e.g., no writing on briefs or

transcripts.
17. Opinion drafting.
18. Judge's preferences as to opinion drafting.
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III. EMPLOYEE ETHICS

Court employees shall comply with the provisions in this Section of the Handbook. In addition, Staff
Attorneys shall comply with  the Staff Attorney Code of Conduct which is attached to this handbook. 

A.  PRACTICE OF LAW

Staff attorneys and other personnel shall not engage in the practice of law as defined in
OCGA § 15-19-50, whether for remuneration or not, except in the furtherance of the
business of the Court or except as the Court may permit.  Moreover, in accordance with
OCGA § 15-19-51, an employee who is not an attorney shall not do anything which might
be considered rendering legal advice which could be considered the unauthorized practice
of law.     

B.  EMPLOYEE CONDUCT   

1.  Employees shall respect and comply with the law and shall act at all times in a 
manner that promotes public confidence in the Court.  Employees shall comply with
the Georgia Code of Ethics for Government Service  OCGA §45-10-1. 

2.  Employees shall not allow their family, social, political or other relationships to 
influence their judgment nor advance their private interest, nor convey or permit 
others to convey the impression they are in a special position to influence the Court. 
Employees shall be courteous to all persons they deal with in an official capacity. 

 
3.  Employees of the Court shall be patient, dignified, and courteous to litigants, 
lawyers and others with whom they deal in their official capacity. They shall 
perform their duties without bias or prejudice. Staff attorneys shall not communicate 
directly with the parties or their counsel concerning cases before this Court nor shall 
they make any public comment about the Court’s cases or disclose or use any non
public information.

4.  A staff attorney shall disclose to his or her supervising judge any personal 
knowledge about or relationship with any matter of controversy including a  case, 
its parties, or a party’s attorney that may affect his or her impartiality.

5.  Staff attorneys and other personnel should regulate their outside work  activities 
to minimize the risk of conflict with their Court duties and they should not engage 
in any activities that would detract from the dignity of the Court. 
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C. POLITICAL ACTIVITY

Political activity on state time or property is absolutely prohibited and is subject to
disciplinary action.  

Employees have the right to cast their vote, express their opinions, make political
contributions and support the candidates of their choice.  A non elected employee may not
offer for or hold an elective or appointed office of a political subdivision of this state or any
elective or appointed office of a political party or political organization of this state, which
conflicts with the performance of the official duties of the person as a state employee.  (See
OCGA §45-10-70)  Employees should be mindful that they work in a government
organization, and these activities should be conducted during their off duty hours only. 

Employees should regulate their activities to minimize the risk of conflict with their court
duties and so those activities will not detract from the dignity of their office or the court.  
No employee shall be required, coerced, expected, induced or encouraged as a condition of
employment in any form whatsoever to make any contribution, loan, subscription, or
assessment for any political purpose, and no employee shall use, seek, or promise to use his
or her position or influence, directly or indirectly, in connection with the solicitation or
receipt of any such contribution, loan, subscription, or assessment. 

D.  CONFIDENTIALITY

1.  The work of each judge with his/her staff shall remain confidential with that staff
unless expressly authorized by the judge and then may be shared only to the extent
permitted.

2.  The work of the Court, and its operations, shall be kept confidential except as
agreed by the Court and to the extent required by law.  The Chief Judge, or his/her
designee specified for the purpose, shall be the spokesperson for the Court.  The
Clerk/Court Administrator serves as the public information officer. 

 E.  OUTSIDE EMPLOYMENT 

It is a violation of the law, OCGA §16-10-9 (a) (2), for members of the Judicial Branch of
state government to accept or to hold office or employment in another branch of state
government. Any outside employment public or private must be disclosed and is subject to
approval by the Court.  Employees of a judicial chambers and central staff attorneys must
disclose any outside employment and obtain prior approval of their supervising judge for
outside employment.  An employee of the Clerk’s office, Fiscal Office or Technical Services
must disclose outside employment and obtain prior approval for outside employment from
the Clerk of the Court.  If the Court determines at any time that an employee’s outside
employment interferes with the employee’s performance or creates an actual or an apparent
conflict of interest, the employee will be asked and expected to terminate the outside
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employment. Failure to disclose outside employment or to resolve actual or apparent
conflicts of interest may result in disciplinary action, up to and including termination of
employment.  

IV.  PERSONAL CONDUCT AND EMPLOYEE RELATIONS

A.  ATTIRE

It is imperative that all employees project a positive image of the Court. Although employees
may be permitted by their supervisor to wear casual business attire, they should always dress
in an appropriate manner that will reflect a professional image.  Wearing inappropriate attire
may subject the employee to disciplinary action as set forth in the Disciplinary Section of this
policy.   

B.  ALCOHOL AND DRUG ABUSE

An employee may not distribute, dispense, possess or use alcohol or any illegal or
unauthorized drug during an employee’s working hours or on property of the State of
Georgia. As an exception, an employee may bring in an item of alcohol (such as a bottle of
wine) to be given as a gift or accept a gift of alcohol and not be in violation of this policy. 
An employee under the influence of alcohol or illegally using a  controlled substance may
not enter, work or remain on the Court premises. Violation of this policy will subject the
employee to disciplinary action, up to and including termination of employment.  In addition,
the Court may condition continued employment on professional counseling, drug testing, or
drug treatment commensurate with the nature and seriousness of the offense.

An employee is subject to suspension or termination for conviction of any criminal offense
involving a controlled substance, marijuana, or a dangerous drug in accordance with OCGA
§45-23-4.    

C.   SMOKING

Smoking and the use of tobacco products of any kind are prohibited in all State buildings by
the Georgia Building Authority pursuant to OCGA§ 31-12A-3. OCGA §16-12-2 makes
violation of OCGA§ 31-12A-3 a misdemeanor.  Therefore, there will be no smoking at any
time by Court employees in any facility in which the Court of Appeals has work areas,
personnel or records.  
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D.  COURTESY

The Georgia Court of Appeals and all of its offices are service oriented and exist for the
purpose of serving the citizens of Georgia.  All employees of this Court are professionals,
and are to conduct themselves as such while at work or when representing the Court at
functions outside the work place.  Generally recognized standards of acceptable conduct and
ethics shall be observed by all employees.

All persons coming to the Court shall be treated with respect and courtesy by all employees
of the Court. 

All interaction between employees of the Court is expected to be courteous and professional
at all times, and especially when members of the public are also present.  Any breach of such
conduct should be reported to the Clerk of Court or the appropriate supervisor.

E. DISCRIMINATION OR HARASSMENT

Discrimination or harassment based on race, color, religion, sex, age, disability,  or national
origin will not be tolerated by the Court.    Employees are expected to be aware of and refrain
from any conduct or behavior that could be construed as harassment.  Violators of this
harassment policy are subject to disciplinary action including termination and/or referral for
criminal prosecution.  While the policy below focuses on sexual harassment, an employee
should report any other type of harassment based on race, color, religion, sex, age, disability,
or national origin.  Malicious or frivolous complaints of harassment shall result in corrective
or disciplinary action against the accuser. Voluntary compliance with this harassment policy
is an indication of professionalism and will create a healthy environment for all.  

This policy shall apply to all judicial and non judicial employees.  This policy governs the
process for the filing, investigation, and resolution of a complaint.

Sexual harassment is of particular concern to court management and any form of sexual
harassment will not be permitted. The purpose of this policy is to achieve a workplace free
from sexual harassment by establishing a procedure for submitting complaints regarding
sexual harassment and for the investigation and resolution of those complaints.

1. SEXUAL HARASSMENT DEFINED

Sexual harassment is defined as “any sexual advances, requests for sexual favors or
other verbal or physical conduct of a sexual nature, which is unwelcome.”  It occurs
when:
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a. Sexual favors are demanded “as a term or condition of employment.”  
Example: A supervisor demands sexual favors from a subordinate and threatens  
the subordinate with termination.

b. Sexual demands, once made, are refused and the employee faces an adverse 
consequence for that refusal.  Example:  An employee rejects the sexual advance 
of the supervisor, is demoted and later fired for the refusal.

c. The acts of verbal abuse, physical touching, sexual demands or other 
conduct of a sexual nature are so pervasive and persistent as to have “the effect of  
unreasonably interfering with an individual's work performance or creating an 
offensive and intimidating working environment” for an employee.  Example: 
Persons tease and insult others in the workplace with obscene jokes, sexual 
innuendoes or similar conduct designed to embarrass and offend.

Sexual harassment, subtle or otherwise, shall not be tolerated. 

2. POLICY

a. No employee shall engage in conduct constituting sexual harassment.  Any 
employee determined after investigation to have engaged in conduct constituting 
sexual harassment shall be disciplined.

b. Supervisors who knew or should have known of incidents of sexual 
harassment and failed to take appropriate action in accordance with this policy shall 
be disciplined.

c. An employee who takes reprisals against another employee for (1) filing 
a complaint alleging sexual harassment or (2) for appearing as a witness for any 
party in a sexual harassment complaint shall be disciplined.  An employee who 
submits a malicious, fraudulent, or frivolous claim of sexual harassment shall be 
disciplined.

d. The process for filing complaints and for investigation and resolution of 
complaints shall be free from bias and intimidation.

e. Conduct occurring off duty or off court premises may constitute sexual 
harassment.

f.  Any employee who has reason to believe that another employee is the 
victim of sexual harassment should encourage the victim to submit a complaint.  
In the alternative, the employee should inform the designated person of the 
existence of a possible complaint.
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3. PROCEDURE

The Court has designated the Clerk/Court Administrator to receive complaints of 
sexual harassment.  In the event the complaint is against the person designated to 
hear complaints, the Chief Judge shall serve in the Clerk/Court Administrator's place.
The Clerk/Court Administrator will inform the Chief Judge of any informal or formal
complaints made against a judge or employee of the Court. If the complaint is made
against the Chief Judge, the Clerk/Court Administrator will inform the most senior
judge of the court in terms of service other than the Chief Judge of the complaint.

The Court shall permit the Clerk/Court Administrator to attend from time to time 
continuing education programs for developing and maintaining the skills necessary
for interviewing witnesses and successful resolution of sexual harassment
complaints.  The Clerk/Court Administrator shall share this information with the
appropriate judges of the court. 

An employee who believes he or she has been sexually harassed should attempt to
resolve the problem with the person with whom there is a problem.  If this is too
difficult for the employee or proves ineffective, the victim should contact either the
Clerk/Court Administrator or Chief Judge, who will investigate the accusation and
recommend to the Court the actions necessary to resolve the problem. 

a. Informal Process for Submitting a Complaint of Sexual Harassment Against 
a Court Employee or Judge

An employee who is the victim of sexual harassment should inform the person 
harassing the victim that the behavior is unwelcome or submit a complaint to the 
person designated in (a) above.

The Clerk/Court Administrator or Chief Judge as appropriate under (a) above  shall 
investigate an informal  complaint of sexual harassment, facilitate communication 
between the parties, and resolve the complaint.

b. Formal Process for Submitting a Complaint of Sexual Harassment Against 
a Court Employee or Judge

A formal complaint shall be written.  Upon request, the designated person 
shall assist the complainant in submitting a written complaint.  A formal complaint 
should be submitted if:

1. the informal process does not resolve the complaint;
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2. the complaint is a second complaint against the same harasser after 
the harasser had been informed that the behavior was unwelcome, 
whether or not submitted by the same complainant; or 

3.  in the discretion of the designated person, or the complainant, the 
conduct complained of is egregious.  In determining the seriousness 
of the conduct, the designated person shall consider but is not bound 
by the request of the complainant. 

The designated person shall receive formal complaints of sexual harassment and refer
them to the Chief Judge or if the complaint is against the Chief Judge to the most
senior judge in terms of service other than the Chief Judge.  The Chief Judge or most
senior judge in conjunction with the Clerk/Court Administrator (unless the
Clerk/Court Administrator is the alleged harasser in which case the Deputy Court
Administrator will act in place of the Clerk/Court Administrator) shall appoint a
three-member panel to handle the formal complaint. The designated person shall
provide the alleged harasser with a copy of the written complaint.

The panel shall investigate the complaint and determine whether the conduct
complained of occurred and whether the conduct constitutes sexual harassment.  The
panel shall prepare a written report of the nature of the investigation and the findings
and conclusions of the investigation.  The panel shall complete the report within
twenty days of the appointment of the panel provided, however, that this time period
may be extended by the panel for a reasonable time for good cause shown.  The panel
shall file the report with the Clerk/Court Administrator and provide a copy to the
parties, the Chief Judge and the Court's Fiscal  Office. 

At the conclusion of the investigation and determination, the Court may impose
discipline in accordance with the applicable policies and procedures regarding
discipline.

If  the complaint was made against a judge of the Court, the complainant may request
the Judicial Qualifications Commission to determine whether there has been a
violation of judicial ethics.  

c. Process for Submitting a Complaint of Sexual Harassment Against a Person
not Employed by the Courts.

An employee who is the victim of sexual harassment should inform the harasser that
the behavior is unwelcome or submit a complaint to the  person designated in (a)
above.  Once a complaint has been submitted to the designated person, he or she shall
use all reasonable means to resolve the complaint including communication with the
alleged harasser and referring the complaint to the employer of the alleged harasser
or to the regulatory agency to which the alleged harasser is subject.
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d. The Investigative Process

Informal Complaint Process
The investigation conducted by the designated person is informal.  The principal
objective of the designated person is not to determine whether sexual harassment
occurred in the past but rather to govern future conduct.  The designated person shall
first talk separately with the complainant and then with the alleged harasser.  The
designated person should not talk with witnesses identified by either party unless
necessary.  The designated person may talk with the parties jointly.

e. Formal Complaint Process

The investigation by the three-member panel is formal and shall include an interview
of the parties and any witnesses identified by the parties.  Other witnesses may be
called by the body conducting the investigation.  In order to provide a
recommendation regarding discipline, the body investigating the complaint shall
consider the Court policies on discipline and the discipline imposed in other cases,
if any, involving similar circumstances.

f. Investigative Panel

No person directly involved in the complaint under investigation may serve on the
panel.  The panel shall not be comprised exclusively of one sex.  The members of the
panel shall select a chairperson from among themselves.

g. Records

All written complaints, notices, correspondence, reports, and other documents
regarding a formal complaint of sexual harassment shall be maintained in a file by
the Court Fiscal Office.  The file shall be considered a private record of personnel
matters involving personnel policy and procedures.

All records of informal complaints shall be retained by the Court Fiscal Office as are
records of formal complaints. 

F.   PROFANITY, GOSSIP AND RUMORS

The use of profanity or other forms of rude conduct will not be tolerated. Any employee
participating in or perpetuating the spread of gossip or rumors will be counseled and advised
of disciplinary actions up to and including dismissal that may be taken if there are further
instances of such behavior.  
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G.   THEFT

Theft by a state employee can occur in a variety of ways:

1. Theft of Service - Employees’ misuse of their work time by surfing, shopping or
accessing social media websites can steal enormous amounts of time from the
workday and interfere with productivity.  Employees may be disciplined or even
terminated from employment for excessive non-work related activity during the
workday  which includes but is not limited to non-work related usage of the internet.

2. Theft of property - State property removed from workplace by an employee for
personal use or permanently taken without authorization will be considered to be
theft of state property. An employee found to have stolen property from the State or
from another employee will be cause for termination and subsequently for
prosecution if is warranted.  

3. Theft by deception- An employee found to be guilty of theft by deception for creating 
invoices for fraudulent services or goods or requesting reimbursement for falsified
travel reports or expenses will be subject to termination and prosecution if warranted.

V. PAY 

A. SALARIES

1. Salary scales of all employees are determined by the court and intended to be
generally in line with State personnel pay policies.  All scales are located on
the Court’s “S” drive.

2. One-half of the salaries of the Reporter, Assistant Reporter, Assistant to the
Reporter and Reporter’s Clerk, all as set by the Supreme Court, shall be paid
by the Court of Appeals.

3. The salary of the Deputy Court Administrator shall be the same as that
respective position in the Supreme Court insofar as possible. (IOM, IX,C)

4. The salary of the Court Administrator/Clerk shall be set by the Court.  The
salaries of the employees of the Clerk’s Office shall be set by the Clerk with
the approval of the Court.

5. The salaries of the Research Associates (summer interns) shall be set by the
Court.
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B. FAIR LABOR STANDARDS ACT - MINIMUM PAY AND OVERTIME 

In accordance with the provisions of the United States Fair Labor Standards Act, the
following employee positions are considered exempt from the minimum pay and overtime
provisions of that Act: the Clerk/Court Administrator, the Deputy Administrator, the Deputy
Clerk, all Court Administrative Assistants, all Staff Attorneys, the employees of the Fiscal
Office and the Technical Services employees. 

Employees who are not exempt from minimum pay and overtime under the United States
Fair Labor Standards Act are not authorized to work more than 40 hours per week unless the
employee has been notified by their supervisor in writing that overtime is required.  Any
authorized work more than 40 hours in any work week by a non exempt employee will be
compensated by one and one-half hours leave for each authorized hour worked which must
be taken within the same pay period as the overtime was accumulated. 

VI. BENEFITS

A.  HOLIDAYS
  
Work holidays are those designated by the Governor as official state holidays.  A calendar
is published each year. 

Full-time employees in pay status for 40 hours or more during a pay period earn annual
and sick leave at the end of the pay period.  An employee in pay status for less than 40
hours during a pay period earns no leave for that pay period.  Leave is accrued twice a
month (1st and 15th). 

 B. LEAVE

1. LEAVE POLICY GENERALLY

Full-time employees in pay status for 40 hours or more during a pay period earn 
annual and sick leave at the end of the pay period.  An employee in pay status for less 
than 40 hours during a pay period earns no leave for that pay period.  Leave is 
accrued twice a month (1st and 15th). 

The State Personnel Administration does not offer any employee benefits including 
leave to part-time employees.  The Court of Appeals, however, does allow employees
who job share and work part-time in a full-time benefit eligible position to accrue 
leave.  The leave for part-time employment is prorated on a percentage basis.  
Employees working one-half time would, therefore, accrue leave at one-half (½) the 
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rate of a full-time employee based on their years of service.  Leave accrual is based 
on full-time employment.  Therefore, when an employee changes their work status 
from part-time to full-time, the leave accrual starts at the date of the full-time 
employment.

The following employees are not eligible to earn annual or sick leave: employees on 
hourly, per diem, student, or intermittent appointment, part-time employees who 
work less than 20 hours per week, or part-time rehired annuitants.

It is the employee's responsibility to refrain from overdrawing their leave balances.

Unauthorized Leave Without Pay shall be subject to disciplinary action.

All staff is required to keep a record of the exact dates of any leave taken on the form
provided by the Fiscal Officer and approved by the Chief Judge or respective
supervisor.  Completed forms must include the type of leave and quantity of leave
taken. All leave taken should be posted in hours and quarter of hours (15-minute
increments), i.e.,  4 hours and 15 minutes would be posted as 4 1/4 hours.  Completed 
forms should be submitted to the Fiscal Officer no later than the 5th of the
succeeding month.  

Leave Types are as follows:

A   =    Annual Leave
S    =    Sick Leave
M    =   Military Leave

         C    =   Court Leave 
            W    =   Leave Without Pay

 P    =    Compensatory Leave

2. ANNUAL LEAVE    
                                                                    
The purpose of annual leave is to provide a paid time-off benefit that will allow a

 restful break in routine and support the department's goals to attract and retain quality 
             employees.  The Court encourages employees to use some annual leave on a yearly  
            basis.

Employees are encouraged to take annual leave as paid time off away from work as
needed.  Employees should schedule their leave requests in advance with their judge
or immediate supervisor.  An employee’s check stub will, on a semi-monthly, provide
each employee with his or her accrued leave balance.

 Employees earn annual leave at the following rates, in accordance with Merit System 
 policies:
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0 to 5  years of service     -   5 hours/pay period   (10 hours/month)
 

5 to 10 years of service    -   6 hours/pay period  (12 hours/month)
   

10 years or greater           -   7 hours/pay period   (14 hours/month)

Annual leave is accruable.  Employees do not have to take their annual leave by any 
certain time, but the maximum an employee may accrue is 360 hours  (45 days).  Any
leave of more than 360 hours goes into a forfeited leave account.  Leave in excess of
360 hours is deducted from an employee’s active leave and posted to their forfeited
leave account once a month.  

Forfeited leave may upon the Court's discretion be used if an employee needs it for an 
extended illness or injury. (See Forfeited Leave Section.)

3. SICK LEAVE

The purpose of sick leave is to provide income protection for employees who, because
of illness or accident, are temporarily disabled and absent from work for limited periods.

The Court limits use of sick leave to circumstances involving illness, injury, or time
necessary for professional medical/dental attention for the employee and his/her
immediate family member, if the employee's presence is required.   It also allows for a
limited amount of sick leave for death of the employee's immediate family member.
(See 6 Other Paid Time Off, Bereavement below.)  For the purpose of sick leave
determination, “immediate family” is defined as: the employee's spouse, child, parent,
brother or sister.  Immediate family may also include any person(s) who  reside(s) in the
employee's household and is recognized by law as a dependent of the employee. 
Professional medical/dental appointments should be planned ahead and scheduled
through the employee's judge or immediate supervisor.

All eligible full-time employees earn sick leave at the rate of  five (5) hours per pay
period regardless of length of service.   Sick leave is accruable and employees do not
have to take their accrued sick leave by any certain time.  The maximum sick leave an
employee can accrue is 720 hours (90 days).  Any sick leave accrued over that amount
goes into a forfeited leave account.  

Employees who are absent from work on sick leave are required to notify their
immediate supervisor or judge as quickly as possible.  For employees with frequent
absences, a doctor's letter may be required after three (3) consecutive days of absence.

Upon advance notice to the employee, the employee's judge or supervisor, may require
satisfactory evidence for use of any amount of sick leave, however such evidence will
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not be required for less than (17) hours of sick  leave in any thirty (30) day period unless
the employee has demonstrated excessive or abusive use of sick leave.  Excessive or
abusive use of sick leave is defined as a pattern of intermittent, short-term usage. 
Establishment of this pattern includes but is not limited to the following indicators:

a. Frequent use of sick leave in conjunction with holidays, scheduled off
days or distribution of paychecks;

b. Frequent use of sick leave when scheduled for undesirable temporary
assignments, or during periods of peak work loads;

c. Request of sick leave for an absence for which annual leave has
previously been denied;

d. Frequent occurrences of illness during the work day;

e. Peculiar and increasingly improbable excuses, in the discretion of the
employee's judge or immediate supervisor;

f. Repetitive use of less than 17 hours of sick leave in thirty (30) day
periods;

g. Prior written notification of failure to adhere to procedures for approval
of leave, inappropriate attendance, or inappropriate use of leave.

An employee who does not submit satisfactory evidence for use of ten (10) days or more
of sick leave or disability leave without pay, or for use of any amount of sick leave when
notified in advance that evidence is required may be placed on Unauthorized Absence.

An employee may be separated as if voluntarily resigned after five (5) consecutive days
of Unauthorized Absence.

An employee who is absent from duty with or without pay because of illness or
disability may be required to supply an appropriate medical release or certification when
the employee is able to return to duty.  Such release or certification shall indicate the
extent to which the employee is able to perform the essential functions of the employee's
position and may be required as a precondition to the employee's return to duty.

Sick  leave may be taken as necessary and is charged in 15 minute increments.  It cannot
be taken until earned.  Annual leave can be used as sick leave.  However, sick leave
cannot be used as annual leave.  If an employee suffers a lengthy sickness and uses all
accumulated sick leave, it is up to the discretion of the employee's judge or immediate
supervisor, whether additional days will be charged against forfeited leave or the current
annual leave. 
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At the discretion of the supervisor,  forfeited leave may be restored and used as sick
leave if the employee needs it for an extended illness or injury.  Satisfactory evidence
as to the illness or disability shall be provided to the supervisor.

RESTORATION OF SICK LEAVE 

Upon a break in State service (i.e. separation from State employment for at least
one full workday), an employee’s accrued sick leave is divested and not paid out.  Also,
an employee’s accrued sick leave is divested and not paid when an employee transfers
into a position that is not entitled to earn sick leave (i.e. temporary or hourly positions
for which the employee is paid only for the time worked, or part-time position scheduled
for fewer than 20 hours per week.

Employees who return to State employment on or after July 1, 2003, and remain
employed for a period of two (2) consecutive years in a position entitled to accrue leave
are eligible to regain sick leave divested when their most recent previous period of State
service ended. Divested sick leave includes any sick leave that was available for use at
the time of the employee’s last separation from State service.  It does not include any
sick leave forfeited prior to the employee’s last separation.  The maximum amount of
divested sick leave the employee may regain is 720 hours.  Divested leave will only be
restored to the extent that the restored leave and current unused sick leave total 720
hours.  Any remaining balance of divested sick leave will be credited to the employee’s
current forfeited leave balance.

To obtain restoration of divested sick leave, an employee must complete the
Request for Restoration of Sick Leave Form and include supporting documentation. 
The employee will submit the completed form along with supporting documentation to
the Chief Fiscal Officer who will make his/her recommendation and then forward the
form and supporting documentation to the Executive Council.  Ultimately, the
Executive Council will determine the appropriate amount of divested sick leave to be
restored. 

If the Executive Council approves restoration of a lesser amount than that
requested, the remaining divested leave will remain credited to Previous Unpaid Leave
unless the maximum leave restoration has been granted to the employee (restored leave
plus current available sick leave cannot be greater than 720 hours).  If the maximum
restoration has been approved, then any remaining balance will be credited to the
employee’s current forfeited leave balance and an adjustment to Previous Unpaid Leave
will occur in the amount of hours credited to the employee’s forfeited leave.
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REQUEST FOR RESTORATION 
OF PREVIOUS UNPAID LEAVE

 EMPLOYEE NAME:                                                   ID:                                      

AMOUNT OF PREVIOUS UNPAID LEAVE                                                              
                                     

AMOUNT REQUESTING TO BE RESTORED                                                         

SUPPORTING DOCUMENTATION INCLUDED WITH THIS REQUEST:

                                                                                                                           
DATE OF REQUEST                                                EMPLOYEE SIGNATURE

  
RECOMMENDATION OF FISCAL OFFICER:                                                     

APPROVED        AMOUNT:                                                           

DISAPPROVED      REASON::                                                           
  

EXECUTIVE COUNCIL:
____________________________

____________________________

____________________________

____________________________

____________________________
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 4.FAMILY MEDICAL LEAVE ACT

All employees of the Court of Appeals of Georgia are subject to the United States
Family Medical Leave Act (FMLA) and have the benefits thereof.  An absence of up
to twelve weeks of unpaid leave may be taken in accordance with  FMLA for one or
more of the following reasons: (1) the birth of the employee’s child; (2) placement of
a child with the employee for adoption or foster care; (3) to care for a child, spouse,

or parent who has a serious health condition; (4) when the employee is unable to
perform the essential functions of his or her position because of a serious health

condition; or (5) for qualifying exigencies arising out of the fact that the employee’s
spouse, son, daughter, or parent is on active duty or call to active duty status as a

member of the National Guard or reserves in support of a contingency operation.  

To be eligible for leave under FMLA, an employee must have been employed for a
total of twelve months and must have worked at least 1250 hours during the twelve-

month period preceding the commencement of the leave.

If the employee is entitled to paid leave under another Court policy such as annual,
sick, or donated leave, the employee must take the paid leave while on FMLA leave. 

If all paid leave has been used before the 12 weeks of FMLA leave have run,
remaining weeks of FMLA leave will be leave without pay.  If the employee has no
paid leave, the 12 weeks of Family and Medical Leave will be leave without pay.  

(Amended en Banc, May 15, 2013)

An employee may take a total of 12 workweeks of unpaid leave for the reasons
specified above during a rolling, 12-month period measured backward from the date

an employee uses any FMLA leave. An eligible employee who is a spouse, son,
daughter, parent or next of kin of a current member of the Armed Forces, including a
member of the National Guard or Reserves, with a serious injury or illness covered

under the military family leave amendments to FMLA up to a total of 26 workweeks
of unpaid leave during a 12-month period to care for the service member.  

To request  family and/or medical leave, the employee must complete, sign, and
submit a Request for Family and Medical Leave form (which is available from the

Fiscal Office) to his or her supervisor.  If the need for the FMLA leave is
foreseeable, the employee must submit the FMLA leave form thirty (30) calendar

days in advance of the effective date of the leave.  When the need for FMLA leave is
not foreseeable, the form should be submitted within the time prescribed by the

Court’s usual and customary leave notice requirements.

An employee requesting leave due to a serious health condition of the employee or a
family member, will be required to provide medical certification of that serious

health condition.  Failure to provide such certification may result in denial of family
medical leave.  The employee will be notified in writing within five business days of
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the submission or the request and medical certification that the leave will or will not
be counted as FMLA leave.  

The employee may be required to provide periodic recertification of the serious
health condition of the family member or himself or herself.  If the FMLA leave was
due to the  employee’s own serious health condition then prior to return to work, the
Court may require a certification that the employee is medically able to return to his

or her job.  Employees returning from FMLA leave will be restored to the same or an
equivalent job.

5. DONATED LEAVE

The purpose of donated leave is to provide income protection for employees who,
because of a catastrophic illness or accident, are temporarily disabled and absent from
work for an extended length of time.  Under no circumstance, shall donated leave be

utilized for  non catastrophic sick leave.

Leave donation shall be from employee to employee and shall be strictly voluntary.
The identity of donors shall be confidential and shall not be provided to the recipient

or to any other individual unless necessary to administer the donation or if it is
required by law.

a.An employee shall not be eligible to solicit leave donations for:

I.Any occupationally related accident or illness which is compensable under Workers'
Compensation benefits or

ii.Disability incurred in the course of committing a felony or assault.

b.An employee is eligible to receive donated  leave if: 
 

I.They have been employed for at least 12 months in a position entitled to earn leave; 
ii.They have used all of their sick, annual and forfeited leave; and

iii.They have been on approved leave without pay for 80 hours.

c.     An employee is eligible to donate leave if:

I.They have been employed for at least twelve (12) months in a position
entitled to earn leave;

ii.They are employed in the same court as the employee needing
donated leave;
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iii.They will have a balance of at least sixty (60) hours of sick leave
after donating sick leave; and

iv.They will have a balance of at least sixty (60) hours of annual             
leave after donating annual leave.

d.Approval and solicitation.

I.The Court shall have the discretion to approve all requests for 
solicitation of leave donations prior to the circulation of such 

solicitation.  

ii.Employees wishing to receive donated leave shall submit a 
“Request for Donated Leave Solicitation” no more than forty (40)
days prior to going into leave without pay status to the Director of
the Fiscal Services.  The Fiscal Office shall submit a Leave Usage
Report covering at least twenty-four (24 months) to the appropriate

judge or supervisor.  

iii.Based on the information provided by the Fiscal Office, the Judge 
or supervisor shall approve or disapprove the Request for Donated

Leave Solicitation for submission to the Banc for approval.

iv.No solicitation for donated leave will be allowed prior to approval
of the Request for Donated Leave Solicitation by the Banc. 

Following approval, the Fiscal Office shall assist the recipient in
developing a solicitation announcement which shall be posted for

not less than ten (10) work days.

e.Donations and Credits.

I.An employee may donate any amount of annual leave and not more than
one hundred and twenty (120) hours of sick leave in a calendar year.  A

donation may not be made from a forfeited leave balance.

ii.All donations must be in increments of whole hours.

iii.Leave may not be donated to any recipient who has not been         
authorized by the Court to receive such donations.

iv.Multiple donations shall be permitted for the same recipient, provided,
however, no recipient shall be credited with more than  one thousand

forty (1040) hours of donated leave in any consecutive two calendar year
periods.
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v.Donations, not to exceed five hundred (520) hours shall be 
credited to the recipient in the order they are received. Donations
received after the yearly maximum (520 hours) has been reached

shall not be accepted and shall be returned to the appropriate
donor.

vi.Once a recipient has returned to duty, no more than forty (40)
hours of previously donated leave may be retained for the

recipient's use. Excess donated leave shall be credited back pro
rata to the employees who donated the leave.

f.No employee shall threaten, coerce or attempt to threaten or coerce another
employee for the purpose of interfering with rights involving the donations,

receipt or use of leave.  Such prohibited acts shall include, but not be
limited to, promising to confer or conferring a benefit such as appointment,
promotion or salary increase, or making a threat to engage in, or engaging

in an act of retaliation against any employee. Violation of the
aforementioned prohibition shall be considered to be misconduct and shall

be subject to disciplinary action.  

6.OTHER PAID TIME OFF

The purpose of paid time off is to provide a means for employees to secure limited
time off when such time is needed for bereavement, jury duty and voting.

Bereavement. 
 

In the event of a death of any of an employee's immediate family, sick leave
may be used, not to exceed five (5) days.  For bereavement purposes,

immediate family is defined as:  spouse, children, parents, grandparents,
brothers and sisters, mother-in-law and father-in-law.  Immediate family

may also include any person(s) who reside(s) in the employee's household
and is recognized by law as a dependent of the employee.  
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Military Duty. 

Employees of the Court of Appeals of Georgia ordered to military duty as defined by
OCGA §38-2-279 shall be entitled to the rights concerning pay, benefits, leave and

reinstatement as set out in that statute. 

Jury Duty. 

The department will pay an employee's normal salary for a period of jury service. This
will allow regular employees to serve on a jury without loss of pay or leave.  A

copy of the subpoena or summons should be included with the leave report, but the
employee may retain any jury pay received as a result of such service.

Time Off to Vote. 
 

        Full-time employees will be permitted to take necessary time off from
employment

without loss of pay to vote in any municipal, county, state, or federal political party,
primary or election for which the employee is qualified and registered to vote, on

the date on which the primary or election is held. 

Temporary Emergencies.

If the Chief Judge believes that existing or imminent weather conditions or other
appropriate        circumstances warrant the closing of an office or center, employees
may be excused from duty without loss of pay for such time as deemed necessary.

Court Leave 

a.An eligible employee may be granted court leave on all days during which the
employee is subpoenaed to serve as a juror, witness, or for other proceedings for

which an employee is subpoenaed or summoned to appear by any federal, state, or
local court.  The following documentation is required for Court Leave:  Subpoena,

Summons for jury duty, or other court order.  

b.An employee shall not be granted court leave for any case or proceeding in which the
employee is a litigant, defendant, or other principal party, or if the employee has any
other personal or family interest in the proceedings.  Personal interest also includes
proceedings in which the employee is interested because of a personal relationship
(i.e., a friend, an associate, a partner, etc.).  Family interest includes proceedings in
which any family member is involved as a principal party.  The employee shall be
released to respond to a subpoena in cases in which the employee has a personal or

family interest, but the absence will be charged to annual leave, accrued
compensatory time, or authorized leave without pay.
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 7.FORFEITED LEAVE

Annual leave in excess of 360 hours (45 days) and sick leave in excess of 720 hours
(90 days) are deducted from annual and sick leave accounts and posted to the

employee's forfeited leave account.  

Forfeited leave can be used in the following circumstances:

a.At the discretion of the supervisor, forfeited leave may be restored and used as sick
leave if the employee needs it for an extended illness or injury.  Satisfactory

evidence as to the illness or disability shall be provided to the supervisor and the
Fiscal Office.

b.Used as service time for retirement purposes as long as upon termination or
retirement of the employee, the forfeited leave account totals at least 960 hours. 960

hours equates to six months of service credit which would be added to the
employee's actual service time.  Please note that all unused sick leave forfeits upon
termination or retirement.  The unused sick leave moves from the sick leave account
into the forfeited account within 30 days of termination.  It, therefore, becomes part

of forfeited leave which must total 960 hours in order to be used  for service time
for retirement purposes.

C.  COURT PARKING 

Parking is available for all full-time employees at the cost determined by Georgia Building
Authority.  The Court of Appeals now controls the parking spaces for its employees.  All
spaces are located in the Judicial-Old Labor, Trinity-Washington, Health and the Judicial-

Old Labor Courtyard parking areas.  Spaces that once were assigned to individuals by
Georgia Building Authority (GBA) are now under the control of the Court.

The following parking facility procedures will be administered by the Chief Judge or
his/her designee:

1. All space assignments and records will be maintained by the Court.

2. An employee of the Court who is eligible for a parking space while employed on the
Court shall not contract directly with the Georgia Building Authority (GBA) for a

parking space except when no parking space is available from the Court.

3. Most Court parking spaces are marked by red RESERVED signs. Appropriate decals
must be displayed in the car and are available from the Fiscal Office.
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4. No changes in parking spaces may be made without the direct approval of the Chief
Judge or the Fiscal Office.  No changes will be made through GBA; all changes must be

initiated by the Court.

5. Employees may not sublease or rent their assigned space. Abuse of this prohibition may
result in the loss of one’s parking space.

6. Visitor parking is available on a limited basis. Visitor parking is to be used for Court-
related visitors and not for any other purpose. To reserve a space, contact the  Fiscal
Office. Spaces for visitors are available on a first come, first serve basis. The Fiscal
Office will notify the security.  The office requesting the parking must comply with

GBA security requirements.

7.Investigation and towing of illegally parked cars will be initiated only by the Chief Judge
or the Fiscal Office. If another car is parked in a Court of Appeals’ employee space, the
employee should contact the Fiscal Office to initiate action. The employee will be given

a place to park for the day or until the problem is resolved.  G.A. will rely on our
investigation and respond to our request to tow. Please see Vehicle Towing Procedures

at Appendix G.

D.  OTHER BENEFITS

1.The Court will pay basic State Bar dues for all attorneys employed by
the Court. 

The annual National Association of Appellate Court Clerks regular
membership dues for the clerk/court administrator and deputy

administrator shall be paid from court funds. 

2.  Employees may be eligible to participate in a state retirement plan. 
The FiscalOffice shall explain an employee’s rights to participation

during orientation.

3.Health insurance is optional for each judge and employee.  

4.The following additional benefits are available at the employee’s
option under the Georgia Flexible Benefits Plan.  For more

information, about each benefit, qualifications and cost, contact the
Court Fiscal Office.

a.Life insurance
b.Employee dependent life insurance

c.Accidental death and dismemberment insurance
d.Short term/long term disability insurance

e.Legal insurance
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f.Dental insurance
g.Medical and child care spending accounts

h.Long term care insurance
I.Deferred compensation plan

j.Credit union membership
k.Direct pay deposit

l. MARTA and GETA transportation plans

VII.  CARE OF EQUIPMENT AND USE OF TECHNOLOGY RESOURCES

A.  BUSINESS USE 

The Court provides telephones, computers, faxes, electronic mail, access to the internet and other
electronic resources to employees to assist them in performing their jobs. Employees should

endeavor to make sure that every electronic communication is truthful and accurate and to protect
the confidential information of the Court. Electronic communications should always be

professional and business-like. Also, if an employee accidentally accesses an inappropriate
website, he or she must leave the website immediately and report the access to his or her

supervisor. Failure to comply with court policies on the use of technology resources may result in
denial of access to the technology resources and disciplinary action, up to and including dismissal. 

The employee may also be subject to civil or criminal liability.

Employees shall use the Court’s electronic mail system to send emails for business purposes since use
of AOL, GAIL and the like are not secure e-mail systems.  The Court’s work product should only

be stored on Court equipment. Employees shall protect portable hard drives containing Court work
product from loss or inspection by non court personnel. 

 
The Court reserves the right to monitor telephone calls and electronic mail messages in the workplace

as well as to retrieve and read any data composed, transmitted or received through online
connections and/or stored on Court servers, computers, or other Court property. The Court may

monitor employee visits to internet sites, chat groups, newsgroups, and any material downloaded to
Court technology resources.   

If a Court employee would like to send an email regarding a special project or activity which will be
held or conducted at the Court and/or the Courtroom, the email must be approved in advance by

the Chief Judge or the designee of the Chief Judge.

B.PERSONAL USE OF COURT TECHNOLOGY

Occasional personal use of the fixed telecommunication devices, computers, facsimile machines,
photocopy machines, automated legal research tools, internet connectivity, and email that do not
involve any inappropriate use as described below is permitted by the Court.  Any such use should

28



be brief, infrequent, should not result in costs to the court, and should not interfere with the
employee’s job performance, duties or responsibilities.

Personal use of technology resources should not adversely reflect on Court, should not interfere with
the function of the Court, and should not result in additional cost to the Court. The postage meter is
not to be used for personal mail.  No personal long distance calls incur a charge shall  be made on

office telephones unless charged to the employee’s personal credit card or home telephone account. 
No personal long distance faxes which would incur a charge to the Court shall be made on office

fax machines.

C. INAPPROPRIATE USE OF TECHNOLOGY RESOURCES

Inappropriate use of technology resources includes, but is not limited to:

1.   Conducting private or personal for-profit activities.

2.  Conducting unauthorized not-for-profit business activities.

  3.  Conducting any illegal activities as defined by federal, state, and local laws
              or  regulations.

4. Creating, accessing or transmitting sexually explicit, obscene, or pornographic
material.  No court equipment is to be used for viewing  pornographic or salacious

material, sending or receiving same, except as may be necessary in the review of issues
on appeal.

5.Creating, accessing or transmitting material that could be considered discriminatory,
offensive, threatening, harassing or intimidating.

6.   Creating, accessing or participating in online gambling.

7.Infringing of any copyright, trademark, patent or other intellectual property right.

8.   Performing any activity that could reduce the security of the system/network,  degrade
the system/network performance, or cause the loss of, corruption of, or prevent full

access to data.

9.   Attempting to modify or remove computer equipment, software or peripherals  
without proper authorization.

10.   Attempting to libel or otherwise defame any person.

11.   Using another employee’s access for any reason unless explicitly authorized.

12.  Conducting any activity or solicitation for political or religious causes.
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13.   Distributing state data and information without authorization.

     An attempt to use technology resources in appropriately will be treated in the same manner
as actual use of the resources inappropriately. 

D.     COURT WIRELESS OR MOBILE TELECOMMUNICATIONS

 Employees who are authorized to have Court paid wireless or mobile telecommunications
devices are responsible for reimbursing the Court for charges associated with the improper 
use of their telecommunication device and any overages that are directly attributable to non-
business use of their telecommunication device.  Employees authorized to use Court paid
telecommunications devices are required to minimize usage sensitive charges and are
prohibited from using their devices for unauthorized purposes and  “511”, “900” and “976”
phone services unless job related.

Employees shall  use fixed services (such as desktop telephones or computers) rather than
wireless devices when fixed services are readily available and wireless use would generate
usage charges. 

E.LOST OR STOLEN TECHNOLOGY EQUIPMENT AND UNAUTHORIZED 
ACCESS

Employees are responsible for their assigned equipment.  Any incident of lost
equipment, unauthorized access or theft of equipment should be reported to your supervisor
and the Fiscal Office. Laptops or other equipment owned by the Court should not be left in
open view while being transported in either the Court vehicles or an employee’s personal

vehicle.  The equipment should be stowed in the trunk of the vehicle if the vehicle has a trunk
or covered so it is not in sight. An employee may be held personally liable for the value of the
Court property lost or stolen if he or she has not adhered to the policy set out in this paragraph.

If an employee does have assigned equipment stolen, it is the employee’s responsibility to
immediately file a police report and to provide a copy to of this report to his or her supervisor

and the Fiscal Office of the incident.

F.DISCIPLINE FOR VIOLATION OF TECHNOLOGY POLICY 

Employees may be disciplined for inappropriate and/or unauthorized use of Court
technology resources and for failure to protect Court property.
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VIII.TRAVEL/MOTOR VEHICLE USE FOR COURT BUSINESS

All employees shall be subject to the state of Georgia employee travel regulations.

When the court maintains a state vehicle, employees are authorized to use the court’s vehicle only
in accordance with the following requirements..  In advance of driving a state-owned vehicle on
state business, an employee shall provide the Fiscal Office a copy of his or her Georgia driver’s

license and complete a Motor Vehicle Use Form.  Thereafter, each time in advance of traveling on
court business, an employee shall provide the Fiscal Office a newly completed Motor Vehicle Use

Form if the form on file has become

out-dated or inaccurate and/or a copy of his or her driver’s license if it has been renewed since he or
she last traveled on state business.  An employee is not authorized to drive a state-owned vehicle if
the employee did not provide a current Motor Vehicle Use Form and a copy of his or her current

driver’s license to the Fiscal Office in advance of the trip.  See Appendix F.

An employee shall also view an approved Driver Safety video prior to driving on state business for
the first time and annually thereafter.  The employee must sign an acknowledgment that he or she

has seen the video and file the acknowledgment with the Fiscal Office. See Appendix F.

State-owned vehicles are not authorized to be used for any personal trips unrelated to the state business
for which they were assigned or to transport passengers who are not state employees unless on state
business.  Unauthorized use of state vehicles may result in immediate disciplinary action from the

operator’s court. Such action may include suspension of all privileges to operate state vehicles and in
some cases, dismissal.  Furthermore, state drivers are not covered by liability insurance when engaging

in unauthorized use of state vehicles.  The following uses of state vehicles are prohibited:

a.Any use for personal purposes other than commuting which has been authorized.
b.Travel or tasks which are beyond the vehicles’ rated capability.

c.Transport of families, friends, associates or other persons who are not employees of the state or
serving the interest of the state.

d.Transport of hitchhikers.
e.Transport of cargo that has no relation to the performance of official state business.

f.Transport of hazardous materials such as acids, explosives, weapons, ammunition or highly
flammable material, except by specific authorization or in an emergency situation.

g.Transport of any item or equipment projecting from the side, front or rear of the vehicle in a way that
constitutes an obstruction to safe driving or a hazard to pedestrians or to other vehicles.

h.Except when on an official business travel status, transport of other employees from work centers to
restaurants, cafes or drugstores.

I.Attending sporting events including hunting and fishing which are not business.
j.Extending the length of time the vehicle is in your possession beyond that which is required to

complete the official purpose of the trip.
k.To transport any political campaign literature or matter or to engage in soliciting votes or to transport

any person or persons soliciting votes in any election or primary.
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l.The placement of bumper stickers or other placards containing commercial advertising is prohibited. 
This includes any form of markings that could be construed as political in nature, such as the names of

elected officials, agency heads, etc.
m.Smoking is prohibited in all state vehicles.  Vehicle operators are responsible to insure that no

passengers are allowed to smoke in a vehicle they are operating.
 n.Personal property shall not be permanently attached to a state vehicle.

 o. Contractors are not authorized to drive state vehicles except when specifically authorized by state
law.

 

A Court employee shall report any moving traffic citations or accidents while on state business
whether using a Court Vehicle or his or her personal vehicle. The report shall be made no later than 

the next business day by calling the Fiscal Office and calling 1-877-656-7475.

An employee may not operate a vehicle on state business without a valid Georgia driver’s license in
his or her possession and without having provided a copy of the license to the Fiscal Office. An

employee may not drive on state business with an expired, suspended or revoked driver’s license.  

An employee who has more than 10 points on his or her driving record, was convicted of one of the
offenses listed below within the last 6 months, or has had an “at Fault” motor vehicle accident within

the last 6 months and was convicted of one of the offenses listed below within the last 6 months 
does not meet the Court’s safety standard.  

Driving under the influence of alcohol, drugs, or other intoxicating substances (OCGA §40-6-391)

Leaving the Scene of an Accident (OCGA §40-6-270)

Any other charge if a conviction of that charge would result in more than 10 points accumulated on
the employee’s driving record.

If an employee does not meet the Court’s safety standard above, the employee cannot drive on state
business unless the Court determines to give its permission upon the employee’s successful completion

of either one or both of the following tasks: (1) review of an approved driver safety video and (2)
successful completion of an approved defensive driving course.  The employee rather than the Court

shall pay any fees associated with the approved defensive driving course.  If the points were
accumulated or the offense(s) or accident occurred while on the Court’s business, the Court may also

discipline the employee in accordance with any other section of the employee handbook based on his or
her driving conduct.

An applicant for a job with the Court that requires driving on the Court’s business, may be required as a
part of the application process to provide a copy of his or her driver’s license and to complete the Motor

Vehicle Use Form as well as submit to a background check for his or her driving record.. 

IX.  INCLEMENT WEATHER
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A.The court will be kept open to the extent possible.

B.The office of the clerk/court administrator will be kept open to the extent possible.  

C.Each judge controls his/her own staff and will decide if that judge’s office shall remain open.  It is
within the discretion of each judge to decide if weather conditions warrant his/her employees’ absence

without being charged leave. 

D.The Chief Judge, after consultation with the Clerk/Court Administrator, shall make the determination
whether the Clerk's office shall close during inclement weather and whether an announcement shall be

made on the radio.

E.While recognizing the independence of the judicial branch of government, if the Governor announces
that State offices will be closed because of inclement weather, the Court of Appeals will likewise close

the Clerk’s offices.

F.Court closings or late openings shall be broadcast, as feasible, on local radio stations.  Once a year the
Court will notify all personnel which radio station(s) will carry the announcements. 

G. Employees should contact their supervisor if they have any questions about Court closings due to
inclement weather.  In any event, an employee should notify his or her supervisor if  he or she thinks

local conditions are too dangerous to come to work. 

X.HEALTH AND SAFETY

The Court is committed to providing its employees a safe environment for working and conducting
business.  Education is key to this effort.  Safety videos are available on the shared drive that is

accessible to all employees.  The videos are on the “S” drive under COURT BBS/COURT FORMS 7
INFO/SAFETY TRAINING/CLAP SAFETY TRAINING.  Each employee must view at least one

video from three different training topics per year.  This is the minimum to be in compliance with the
Comprehensive Loss Control Program.  Employees are encouraged to view more.  The training  topics

are: Accident Prevention; Emergency Preparedness; Employee Theft; Ergonomics Safety Training;
General Liability; Motor Vehicle Safety, and; General Workplace Safety.  
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A.WORKPLACE VIOLENCE 

The Court will not tolerate any threats, threatening behavior, acts of violence or any related
conduct which interferes with or disrupts the Court’s safe working environment. All

employees are responsible for refraining from engaging in any threatening behavior, acts of
violence or disruptive conduct including bringing any dangerous devices into Court offices. 

Failure to abide by this policy is grounds for disciplinary action up to and including
termination.  

An employee should bring all incidents of violence or threats of violence to his or her
supervisor, the Clerk or the Chief Judge.  All complaints will be investigated and treated with

as much confidentially as possible.  

B. ACCIDENTS; EMERGENCIES; BUSINESS CONTINUITY
  

In the event of a fire, accident or emergency, Capitol Hill Police (G.A. Security) can be
reached at 404-656-3281.  (For more details on emergency contacts and what to do in an

emergency see the Court of Appeals Emergency Response Plan).

Each judge’s office, the courtroom, the reception desk on the Fourth Floor of the Judicial
Building, the Clerk’s desk and the intake clerk at the Clerk’s Office front desk  is equipped

with a security call button. 

It is the responsibility of each employee to follow all safety and loss prevention policies and
procedures of the Court of Appeals.    Each employee is required to review the Emergency

Response Plan annually and attend any required training session. 

Each employee shall have the duty to report to the Fiscal Office an accident or injury that
occurs while on duty to that employee or another employee on duty.  If there is a life

threatening injury, call Capitol Police Services immediately 404-656-3281.   If there is a non-
life threatening injury, contact the Fiscal Office so that office can report the injury to the

Injury Report line.  If you are unable to reach someone in the Fiscal Office, call 1-877-656-
7475 to report the injury.  The Managed Care Nurse at that number will assist in getting the
injured employee to the authorized medical services he or she needs. The employee must be

authorized by the Managed Care Nurse to obtain medical services at a specific facility or
doctor so that the services will be compensable under worker’s compensation.  See the

emergency response plan for additional information on necessary reporting of on the job
injuries.  

C.  RETURN TO WORK POLICY   

In the event, an employee suffers an injury which temporarily prevents the employee from
performing his or her full regular job duties, he or she may be eligible for a limited period of
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modified or transitional work duties.  The employee should contact the Fiscal Office to see
the Court’s full Return to Work Policy and to determine his or her eligibility.

D.  SECURITY/IDENTIFICATION CARDS AND PARKING DECALS

Security is the responsibility of all Court employees.  Procedures regarding security are in
effect to help protect you and your property and to safeguard the property of the Court. For

this reason, employees should comply with the Georgia Building Authority security measures
for our facilities. 

Valuable personal items should be stowed out of sight and/or in locked rooms or furniture
when you are away from your office.

State buildings and parking areas are secured and require display of your state identification
badge or electronic access by magnetic card and a Georgia Building Authority parking hang
tag. The parking hang tags indicate the building in which the employee’s parking space is

located.  New employees will be issued a security/identification card by the Georgia Building
Authority security office.  The Fiscal Office will obtain from the new employee the

documentation necessary to request the access card.

The following actions are in violation of the access control policy:

1.Loaning an ID Badge or Card Key to another person.

2.Transferring an ID Badge or Card Key to another person.

3.Tampering with an ID Badge or Card Key in any way.

4.Admitting unauthorized persons into any building or parking facility.

5.Failing to return an ID Badge or Card Key upon leaving employment.

6.Losing an ID Badge or Card Key and not reporting it.

Employees are responsible for preserving their security cars/parking hang tags from loss and
following the rules of G.A. relative to replacement. Even though buildings are protected by

security screening measures, employees are responsible for their personal belongings .  

Employees must surrender all room keys and security/identification badges/car decals
immediately upon termination of employment. 
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XI.OFFICE HOURS

A.The Clerk/Court Administrator’s office will be open to the public from 
8:30 a.m. to 4:30 p.m.

B.Office hours for each judge’s office shall be left to the discretion of each judge.  Staff attorneys
and administrative assistants are subject to the work schedule requirements set by the judge by

whom they are employed.

C.        1.The judge in charge of the Floating Staff Attorneys/central Staff Attorneys shall
schedule the assignments of the Floating Staff attorneys to the judge’s offices on this Court.

Requests for leave shall be made in writing to the Judge in charge of Floating Staff
Attorneys/Central Staff Attorneys, which Judge shall record and send it to the Fiscal

Officer. 

2.The judge to whom the Floating Staff Attorney is assigned shall determine the time of the
daily arrival and departure. 

3.Floating administrative assistants are subject to the work schedule of the judge to whom
they are assigned from time to time and if not assigned, shall abide by the schedule for

Clerk’s Office personnel. 

XII.NAME ON OFFICE DOOR

Staff attorneys shall not have their names on the office doors.

XIII. DISCIPLINE

The following guidelines are provided for supervisors of Court staff other than in-chambers staff
for the correction of unacceptable employee behavior. Each judge shall determine the appropriate

discipline for his or her own chambers staff for violation of Court policy and any misconduct listed
in A or B below.  The listings below do not cover every possible type of offense or disciplinary
action.  For violations not specifically enumerated in these guidelines which impair or reflect
adversely upon the integrity, efficiency, good order or operation of the Court of Appeals, the

disciplinary action taken shall be commensurate with the nature and seriousness of the offense in
each case as determined by the supervisor or the supervisor in conjunction with the Court.  These

guidelines are not intended to exclude additional types of discipline which may be effective in
rehabilitating the employee or preventing future employee misconduct or performance problems. 
For example, the Court may condition continued employment on professional counseling, drug

testing, or drug treatment commensurate with the nature and seriousness of the offense.
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A.COUNSELING AND REPRIMANDS

An employee may be disciplined for deficient work performance or personal misconduct by
counseling or reprimand.  A written reprimand by the Clerk to an employee supervised by
the Clerk shall cite the specific details of the deficiency or misconduct and be copied to the

Judge in Charge of the Clerk’s office. Examples of misconduct which may be subject to
counseling and reprimand include:

1. Violation of or a failure to comply with a policy or procedure of the Court of Appeals of
Georgia.

2.  Action unbecoming an employee of the Court which could reflect adversely on the Court.

3.  Carelessness, negligence or improper use of funds, equipment or other resources of the
Court.

4.  Engaging in outside business activities on court time or using Court resources for such
activity.

5.  Inappropriate and/or unauthorized use of Court technology resources or the failure to
protect Court property.

6.  Failure to maintain a satisfactory and harmonious working relationship with the public or
fellow employees.

7.  Chronic absenteeism or tardiness or unexcused or unauthorized absences.

8.  Indecent conduct which tends to violate commonly accepted standards of decency or
morality.

9.  Disrespect or use of insulting or abusive language to a judge or another employee.

Continuing or repeated incidents of unsatisfactory work performance or personal misconduct
after counseling or a reprimand may subject the employee to additional discipline under

Section C below.

B.SERIOUS OR GRIEVOUS OFFENSES

Employees may be disciplined pursuant to Section C below for committing serious or
grievous offenses.  Examples of such conduct include but are not limited to:

1.  Commission of any action which could cast serious doubt on the employee’s
ability to serve in a position of trust, including but not limited to being arrested,
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charged and/or convicted of any crime, including but not limited to crimes involving
theft, violence, dishonesty, moral turpitude or being in the unlawful possession of

drugs.

2.   Misrepresentation of one’s powers or authority as an employee of the Court.

3.   Being under the influence of alcohol or illicit drugs while on the job, being a
current user of illicit drugs or possessing or selling alcohol or illicit drugs at work.

4.  Accepting or requesting any fee, gift, service or other valuable thing from any
person for the benefit of the employee or employee’s family when it reasonably

appears that the person believes the employee will in the course of or in connection
with the employee’s work perform some favor to that person.

5.  Stealing, diverting or converting money or property belonging to the Court or
another employee or using Court property or resources to conduct outside business

activities.  Any theft of Government property will result in the filing of a police
report, full documentation of the loss, and possible prosecution of the offender and

possible loss of employment.  

6.  Sabotage, vandalism or malicious injury to Court property or property of other
employees.

7.  Acts of workplace violence, including threatening, disruptive or intimidating
behavior, verbal abuse and physical assaults.

8.  Engaging in the practice of law while employed by the Court of Appeals without
the approval of the employee’s supervisor.

9.  Political activity prohibited in this employee’s handbook or conflicts of interests.

10.  Sexual or other workplace harassment.

11.  Knowingly releasing confidential information from the court or its records.

12. Failing or refusing to comply with a direct order or proper direction of a
supervisor.

13.  Willful failure to disclose blood relationship or relationship by marriage to a
sitting Court of Appeals of Georgia judge or other Court employee.

14.  Failure to disclose outside employment.

15.  Intentional misstatement or concealment of material fact in connection with
employment, employment application, work records, reports, or investigations.
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16. Gambling or betting on Court premises.

C.  DISCIPLINARY ACTIONS FOR SERIOUS OR GRIEVOUS OFFENSES

Employees violating Section B above, in addition to any other discipline that may be
provided for in this handbook, may be reprimanded, placed on probation, suspended, be

given a reduction in salary, or terminated from employment.  A disciplinary suspension shall
be for at least one business day. The supervisor shall coordinate any disciplinary action with

the Fiscal Officer.  A notice of the disciplinary action shall be put in writing and shall be
included in the employee’s personnel file.

COURT OF APPEALS OF GEORGIA

ACKNOWLEDGMENT OF HANDBOOK &
EMPLOYEE ACCIDENT PREVENTION PLAN

------------------------------------------------------------------------------------------------------------

I hereby acknowledge that I have received a copy of the Employees
Handbook & the Employee Accident Prevention Plan and have read and

understand the contents.
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__________________________________Date:  _________________________
           Signature of Employee

APPENDICES

Appendix A
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Court of Appeals of Georgia Employment Application Form

Name_______________________________________   

Social Security Number:_______________
Date of Birth:___________________
Address_____________________________________________________________________

______________________________________________ County:_____________________

Telephone________________________ 

Are you a legal resident of the United States? ___________________________________

Employment:

Current or Most Recent Employer_____________________________________________

Address__________________________________________________________________

_______________________________________  Telephone________________________

Your Most Recent Title/Position______________________________________________

Immediate Supervisor's Name ________________________________________________

Date of First Employment with Present Employer________________________________

Please list below all employers for the past five years and provide the dates you were
employed, the position(s) you  held, and the reason for leaving that employment

________________________________________________________________________

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Education and Training:

Please describe your education and training. (Include schools or training attended, dates
of 
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attendance, courses attended, degrees or certificates obtained,  and professional licenses
(such as a license to practice law) currently held.
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Please provide copies of  all diplomas or certificates of training or education earned and
listed above and attach to this application.  In lieu of a copy of a diploma or certificate,
please provide a transcript.

If you are an  attorney, please list the names of courts in which you are authorized to
practice law?
________________________________________________________________________

________________________________________________________________________

List the computer applications in which you are proficient?  Also, please provide typing
speed and the office machines you have used, if you are applying for an administrative
assistant or clerical position.

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Have you ever been convicted of a crime?  You may exclude parking violations and
speeding violations in which you exceeded the speed limit by less than 15 miles per hour. 

________________________________________________________________________

If your answer to the above question is yes, please state the crime and date of conviction. 
Conviction of a crime does not automatically bar employment, but the nature of the crime,
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number of convictions and circumstances of the offense, length of time since the offense
occurred, recent employment history and any rehabilitation efforts will be considered in
light of the position to which you are applying and the position's  job requirements, duties,
and responsibilities.

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Are you currently  using any illegal drugs? 

________________________________________________________________________

References:  
List below the  names, addresses and telephone numbers of one or two work references and
one or two character references (who have known you for at least three years) .

Work References
1.  ________________________________________________________________________

________________________________________________________________________

2._______________________________________________________________________

________________________________________________________________________

Character/Personal References

1.  ________________________________________________________________________

________________________________________________________________________

2.  ________________________________________________________________________

________________________________________________________________________

I hereby certify that all the information I have provided in this application is correct to the
best of my knowledge and belief. False information submitted on this application will be
grounds for termination of employment should employment be offered to the applicant.
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 I authorize the Court of Appeals of Georgia to verify this information should the court
choose to do so.  I agree to complete any authorizations necessary to obtain verification of
the information I have provided in this document. 

___________________________________ _________________
Signature of Applicant Date

Appendix B
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Court of Appeals of Georgia 
Disabled Employee  Request for A Reasonable Accommodation

Name:__________________________________________ Date: ___________

1.  Please indicate the work problem posed by a medical condition that you have?

2.  Please describe the nature of your disability and any job function limitations this
disability causes?

3.  Please provide any suggestions you may have for reasonable accommodations that will
permit you to perform your job?

Please note that in order for the Court to determine the nature, severity and duration of
your disability, how it affects the performance of your job, and what accommodations are
reasonable, your may be required to provide a limited release of your medical records.
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Appendix C
Georgia Code of Ethics for Government Service OCGA §45-10-1

Appendix D
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STAFF ATTORNEY STANDARDS OF CONDUCT

Staff attorneys (“SAs”) are employed at the pleasure of their employing judge, and to that end,
are responsible for adhering to any individual office rules imposed by their judge. Nevertheless,
because SAs are responsible for maintaining integrity and public confidence in the judicial
process, these are standards of conduct by which every SA should abide.

(1) Impartiality -  SAs should adhere to the State Bar’s Rules of Professional Conduct as well
as to the pertinent sections of the Code of Judicial Conduct. Any potential conflicts that
a SA may have with working on a case should be discussed with the SA’s judge, and SAs
should take steps to avoid any actions outside the court that would create the appearance
of partiality by the SA’s judge or by the Court.

(2) Confidentiality - SAs should not discuss pending cases, panel assignments, intra-court
conversations or documentation, or any information that would compromise the
confidentiality of the Court or confidentiality of the SA’s judge.

(3) Practice of Law

(a) During Court Employment - SAs may not practice law during employment with
the Court, with the exception of the SA’s personal legal matters. With the approval
of the SA’s judge, the SA may:

(I) engage in activities to promote the law, the legal system,  court 
administration, and the administration of justice, including writing, 
teaching, and participating in projects and committees;

(ii) participate in civic and charitable activities, including service as an 
officer or director so long as the participation does not violate the  Rules of
Professional Conduct or Code of Judicial Conduct and any conflict that
arises from such participation is disclosed to the SA’s judge.

(b) After Court Employment - SAs may practice before the Court after their
employment ends, with the exception of participation on cases that were pending
in the Court during the SAs employment period.

(4) Work Product -  SAs should discuss with their judge whether work product created 
by the SA may be used as a writing sample and to what extent an SA may discuss
the nature of their work to individuals outside the Court.

(5) Political Activity - See Court of Appeals of Georgia Employee Handbook, Section III.
C. 

________________________________ _________________________________
Staff Attorney Signature Date
    (Adopted Banc Meeting September 16, 2009)
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Appendix E
Court of Appeals of Georgia

Request Form for Leave under the Federal Family and Medical Leave Act

Employee Name:___________________________________________________________

Date:____________________________

Date Requested that Leave Commence:_________________________________________

Duration of Requested Leave:________________________________________________

Purpose of Leave:

Birth of Child               __________

Adoption of Child __________

Placement of Child in Foster Care  __________

Care for the Serious Health Condition of Employee’s: 

Parent             _ _________

Spouse __________

Child  __________

Serious Heath Condition of the Employee  __________

 Exigencies Arising from Active Duty or Call to Active Duty in the National Guard or Reserves

of Employee’s:

Parent __________

Spouse __________

Child __________

__________________________________________ ___________________

                   Signature of Employee               Date 

Appendix F
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Motor Vehicle Use Form 
for

USE OF COURT OR PERSONAL VEHICLE FOR COURT BUSINESS

 By signing this form, you are certifying that you are qualified to safely operate a vehicle for Court
business.  If an item is true, please initial the line preceding that statement. If your answer is not
true to every item, the Court may refuse to allow you to use a motor vehicle to perform court
business.

__________ 1.  I have a valid license for operating the vehicle which has not been suspended,
revoked or has not expired.

__________ 2.  I do not currently have more than 10 points on my driving record.

__________ 3. I agree to use vision correction measures while operating the vehicle, if 
required by my driver’s license.

__________ 4.  I agree to report to the Fiscal Officer any traffic citation or warning that I 
receive while operating a vehicle on state business. 

__________ 5.  I have not had an “at fault” motor vehicle accident in the past 6 months.

__________ 6.  I do not have pending charges, or a conviction within the past 6 months, for 
any of the following offenses driving under the influence, leaving the scene 
of an accident, and any other charge if a conviction on the charge would

result in more than 10 points accumulated on your driving record.

__________  7. I viewed the Driver Safety Video required by the Court on ___________ 
___________________________________( provide date).

__________ 8. I agree to notify my supervisor of any changes involving the above initialed 
items before I operate a vehicle for Court business.

______________________________________ Date: _________________________
Employee’s Signature

______________________________________
Employee’s Printed Name

Appendix G
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Towing Procedures

How to proceed if an unauthorized car is parked in your space:

1. Confirm that this is your correct space.

2. Record the following information: license tag number & county; model and make of car; 
           and color and number of parking hang tag.

3. Check with your office to make sure that no one has been told to park in your space.

4. Report the violation to the Fiscal Office and provide the above information.

5. The Fiscal office should assign you to a visitor spot while they confirm the information 
provided.  The Fiscal office will document all actions.

6.  The Fiscal office will contact G.A. to ensure they had not authorized someone to park in
your space and, with the information gathered, contact the violator if possible.

7.  Leave a COA preprinted warning notice on the unauthorized vehicle.

8. If the vehicle is parked in violation the next day, you should return to the temporary space 
           you were assigned and notify the Fiscal Office.  The Fiscal Office will take appropriate    
           action.  If the violator still cannot be contacted, the Fiscal Office may proceed with towing, 
          making a verbal request of G.A. to tow the vehicle and provide G.A. with a copy of the 
      documentation.  The Fiscal office will set up a file for the incident and include a log of

actions through confirmation that space has been cleared.  This file shall be maintained for
one year.

  9. Any judge of this Court or the Clerk thereof, shall be authorized to act at variance with  
          these procedures under emergency circumstances, where they deem it advisable.
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COURT OF APPEALS
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COURT OF APPEALS

EMPLOYEE ACCIDENT PREVENTION PLAN

I. MANAGEMENT RESPONSIBILITY

The management  of the  Court  of Appeals is  charged  with  maintaining a safe and 
healthful  workplace for employees.  This document as well as an Emergency
Response Plan has been developed have been developed  to help reduce lost time 
accidents  and  eliminate  hazards  within  our facilities  and workplaces.  The
COURT SAFETY  COORDINATOR will assist management  in developing safe work
practices for operations as needed.  The ACCIDENT PREVENTION  PLAN
DOCUMENTS shall  be accessible to  all employees at  all times during their
scheduled work shift.

A.         Chief Judge

The Chief Judge assumes the full and final responsibility for safety and loss
control in the Court.  The Chief Judge has the authority to establish
policies, issue directives, delegate authority and take whatever other actions
are legal and proper in the course of establishing and maintaining a safety
and loss control program.  All other Court responsibilities,  authority,
duties and  actions  are derived  from,  delegated  by,  and subordinate to
the Chief Judge.

B.        Court Administrator/Clerk

The overall responsibility of the Court Administrator/Clerk is to  assist the 
Chief Judge in the implementation of the Court’s safety and loss control
program and to attain its goals and objectives.  The Court Administrator/
Clerk is responsible for: 

1.  Providing leadership by setting the example and taking positive
action to increase awareness.

2. Ensuring that State of Georgia and court policies are known and
understood by employees of the Court.

3. Establishing internal operating and reporting procedures to provide
as safe an environment as reasonably possible and to monitor safety.

4.         Insisting that corrections when appropriate be made in a timely
manner to ensure the safety of staff.

5.        Coordinating with the Safety Coordinator for technical assistance,
safety and loss control training and information as required.
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C. Supervisors

           1. Provide leadership by giving daily or frequent safety guidance and by
setting the example.

 

          2. Accept no deviation from safe operating procedures and enforce safety
and policies. 

    3.       Encourage and promptly recognize employees who perform in a safe       
      manner and establish good safety records.

    4.      Train all employees on the safe and proper methods of doing their job.

    5.     Provide remedial training as required.

 Ensure that equipment is checked as required before, during and after        
operation.

1.

      Ensure that employees are properly dressed and equipped for each task,
and are able to work.

2.  Investigate and report accidents/incidents promptly and thoroughly take
corrective action.

3. Provide a thorough safety orientation on job duties, equipment operation
and individual employee reporting requirements.

4. Ensure that appropriate accident reporting forms are carried in all vehicles
under their control.

5. Follow-up with injured workers to demonstrate to employees that the
Court is not only concerned about their well-being, but also with their
obligation to the Court to return to work as soon as they are physically
able.

      6.       Continually observe personnel on the job to detect unsafe acts and   
      conditions.
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D.         All Employees

1. Be aware and alert to potential hazards at all times.

2. Know and follow safety rules in general.

3.   Set an example for co-workers by knowing, reinforcing, and following safety 
measures.

    4.   Request training or guidance if there is doubt as to the correct operating          
  procedures for a particular piece of equipment or operation.

5.   Report hazards, safety violations and/or unsafe conditions to supervisors          
and/or  safety coordinator.

6.  Notify their supervisor and the Fiscal Office immediately if they are involved    
  in an accident.

7.  Attend safety classes/briefings as scheduled.

E.     Court Safety Coordinator

1.  Act as a liaison between the Chief Judge and DOAS Risk Management Services  
 staff.

2. Analyze the court for hazards and coordinate their mediation.

3. Assist in establishing job safety and loss control training programs covering
general and specific Court/Divisional needs.

4. Coordinate the distribution of safety material, accident data, etc., to all divisions
of the Court.

5.       Serves as advisors to the Chief Judge on safety and loss control issues.
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  F. Safety and Loss Control Office, DOAS Risk Management Services

1. Serves as a resource to court personnel regarding safety and loss control issues.

2. Assists the court  in organizing and administering a comprehensive and effective
Employee Accident Prevention

3. Develops and/or presents safety education and training programs to the Court.

4. Conducts safety surveys and studies to evaluate needs and makes
recommendations.

5. Assists with the analysis of accidents and injuries to recommend corrective
action.

6. Prepares, analyzes and evaluates statistical data to provide information for
trends and solutions to work related problems.

II. ANALYSIS

The Court  Safety Coordinator will analyze the effectiveness of the court’s safety       
Program using various information sources.  These include inspections, audits, hazard  

 reviews and worker’s compensation histories.  The Workers’ Compensation
management system (OASIS) is available to identify and monitor loss exposures. 
Workers Compensation histories be reviewed at least quarterly by at the Court Safety
Coordinator.

III. RECORD KEEPING

All  safety program  records  including employee files,  inspections,  audits and 
accident investigation documents will be kept in the Fiscal Office at 47Trinity Avenue
S.W., Suite 505, Atlanta, GA 30334. 
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Retention Schedule

Accident Files 5 years

Inspection Reports 2 years

Training Records 5 years

IV. INSPECTIONS AND AUDITS

Inspections will be utilized to identify hazards within workplaces. The Court Safety
Coordinator will coordinate or request inspections as needed. Upon  completion of an 
inspection,  the Court Safety Coordinator will suggestive corrective actions as
necessary.  Corrective actions will be assigned to responsible staff with suggested
deadlines for correction.

A. Facility Inspections

Court facilities will be continually inspected by Georgia Building Authority. 
The purpose of the inspection program is to ensure that facilities are being
maintained in  accordance with good housekeeping procedures and conform to
the requirements of applicable codes and standards..

B.  Inspections by Supervisors

Supervisors  will keep  constant  vigil over  their  work  areas  with  the 
objective of maintaining high  standards  of safety alertness,  neatness,
cleanliness  and  fire prevention.  The supervisor is responsible for alerting any
hazard noted to the Fiscal  Office who  will in  turn  notify the Georgia
Building Authority for inspection,  resolution and correction of any
deficiencies found.

C. Court Safety Inspections

The Fiscal Office will conduct inspections bi-annually of the defibrillators and
the first aid kits located on each floor.  The testing of the wireless panic buttons
will be performed annually.
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V. ACCIDENT INVESTIGATION

 A  l  l   a  c cidents are to be reported immediately to appropriate supervisor and the Fiscal
O    f f i c  e    s  o   that  investigations  and  analyses  may be conducted  promptly. All  accident 
reports are to be retained for at least five years.  All accidents including near misses, and
those that resulted in an injury, property damage, or a vehicle accident, regardless of

their severity. 

A. Incident Reporting

1. Near Misses

Any undesired occurrence that could have caused an occupational injury
is to be reported  to  the  employee’s supervisor  immediately.  The Court
Safety  Coordinator shall also be notified of the near miss.  An incident
report will be completed for any near misses within 24 hours of the
incident and forwarded to the Fiscal Office.

2. Injuries

Failure of an employee to report an injury when it happens or by the end
of the  day in which the accident happened may result in denial of claim
benefits and/or administrative discipline. The Fiscal  Office will complete 
the  Georgia  First  Report of Injury.  Employees who sustain an
occupational injury or illness will be compensated in accordance with
the State Workers' Compensation Act.  DOAS Risk Management
Services employees are available to assist with reporting.

3. Coordination

The Supervisor and  the Fiscal  Office will coordinate  with  the 
Workers  Compensation representative to ensure that injury reports are
made in a timely manner and return-to-work documents are filed.

B. Motor Vehicle Accidents

1.  Reporting

All  accidents  involving vehicles,  including property damages  or
employee injuries, MUST be reported and investigated in accordance
with court and state policies. Reportable  vehicle accidents  include
damage to  State of Georgia vehicles, whether in transit or parked.  
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   2.         Form - Driver’s Report of a Vehicular Accident

   

Drivers are required to obtain all necessary information regarding other
persons,  vehicles involved and witnesses before leaving the accident
scene.  They are to  use accident forms located on the S Drive under Risk
Management. A complete driver's report will be completed no later than
24 hours after the accident occurs.   The driver's handwritten report will
be reviewed by the Fiscal Office for accuracy and completeness.  

C. Form - Investigation of a Vehicle Accident

                If possible either the supervisor or someone from the Fiscal Office should be  
       notified and  go  to  the scene of the  accident  immediately.  The Supervisor

and or   Safety Officers  or their  representative  lends  support  to  the 
employee and  will gather information for the completion of the Supervisor
Investigation Report of a  Vehicular Accident.  This form should be
completed within 24 hours of the accident. His/her  investigation will
include:

C A thorough, objective and systematic investigation and review of all
circumstances surrounding the accident.

C Determination of all causes

C Extent of damage to property of others and to the State of Georgia
vehicle.

C Documenting persons injured and extent of those injuries.

C Obtaining photographs of the accident scene and damaged
equipment and private property.

C Suggested corrective action

C Indication of what has been or should be done to prevent similar
accidents.

C Prompt notification of appropriate members in the line of authority
(i.e. Judge, Supervisor).
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D. Accident Investigations

Upon  receipt of an incident  report form,  the Court Safety Coordinator
and/or his representative shall  request or perform  an investigation  to
determine the causal factors.  Instructions on the form should be followed
explicitly.  The supervisor is responsible for correcting, or causing  to be
corrected, any hazard that is found as a result of the investigation of an
accident. A written report shall be completed that includes all pertinent
information and details  any corrective actions needed to prevent recurrence of
the incident.  All corrective action must be followed up to ensure completion. 

         Accident  investigation reports  and/or workman’s  compensation  reporting       
    documentation  shall  not be kept  as  part  of the employee personnel  file.  Such 
    documentation  will be maintained  by the Fiscal  Office in a separate file.  The    
    retention period for said documents will be determined in accordance with the    
    State of Georgia approved retention schedule of the court.  When necessary,        
 assistance should be requested from the DOAS Safety and Loss Control Office.

VI. TRAINING REQUIREMENTS

All  employees  must receive  job safety and loss control  training.  Managers and
supervisors  must ensure that  job  training  requirements  are met.  The Court  Safety
Coordinator will ensure that employees complete their required annual training. reports
Mandatory training is available on the S Drive under Court BBS/Court Forms/Safety
Training.. It is up to the first-line supervisor to ensure that employees receive appropriate
training.  

A. New Employee Orientation

Safety orientation of new employees is a highly effective tool of accident
prevention. Safety orientation creates a lasting impression formed during
initial contacts of the new employees with their job, and provides the
opportunity to teach new employees the safe way to perform their tasks before
they form unsafe work habits.

The Department  will be responsible  for informing the new employee during 
orientation  of the required  safety training  as  a requirement for completion
of the orientation  process. The safety orientation  must cover  safety rules, 
hazard  recognition,  and  reporting hazardous  conditions.  The department 
will maintain documentation of training courses showing course topic, names
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of those attending and or participating in online training and the dates such
training was completed.

B. Driving on State Business

Before being permitted to drive a state vehicle on State of Georgia business, a
Court employee is required to complete the following courses in accordance
with the “Do’s & Don’ts of Driving.”  Refresher training is required annually.

C. First Aid and Cardiopulmonary Resuscitation (CPR) Course

In the event of an accident or illness, a sufficient number of trained personnel
within  the Department or within the building must be trained to administer
First Aid or CPR.  First aid kits and Defibrillators are located on every floor
occupied by the Court of Appeals.

The Court Safety Coordinator will coordinate access to training courses for all
interested personnel. Our goal is to have at least two persons on each floor
trained in administering First Aid and CPR.

D. Safety Training Courses

The Court Safety Coordinator will acquire training materials and periodically,
at a minimum of very two years, conduct safety training classes, seminars,
distribute reports  or other documents.  The Safety Coordinator will
coordinate  classes and  other training that might be taught through other
State of Georgia agencies or vendors.  The DOAS Safety and Loss Control
Office may also develop or provide any other specific safety training.

VII. REVIEW AND REVISION

Periodically, the Court  Safety Coordinator shall initiate a review of the department’s
Safety and Loss Control Plan and its associated Procedures and Practices.  Revisions 
shall  be performed  as  necessary based  on analysis of the claim  and  accident  trends,
changes in typical job functions or changes in regulations or standards.  
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A. SAFETY COMMITTEE

Functions

1.  Discuss any potential work hazards which had been reported.

2. Discuss safety policies and recommend their adoption by management.

3. Encourage employees to share in the activities of accident prevention.

4. Familiarize key staff members with safety procedures, techniques.

5. Bring together various viewpoints for discussion.

6. Promote interest in and cooperation for safety among the committee
members.

Membership

The safety committee shall be composed of the Court Clerk/Court Administrator,
the Presiding Judge over the Clerk’s Office, the Director of Fiscal Services, and
the Director of Technical Services.   The chairperson  of the  committee shall be
the Court  Safety Coordinator. 

 and location; prepare an agenda; and prepare and post minutes of the meetings.
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C. SAFE WORK PRACTICES

1. Safe Work Practices

Driving on State of Georgia business

 Back and Lifting Safety

Materials Handling

Electrical Safety

Ladder Safety

Mail Handling

Equipment

Office Safety

2. Emergency Management, Warnings, Watches

The Court will participate in, and follow the directives outlined in the       
    State of Georgia Emergency Management plan.  Employees will follow     
          the instructions of the Chief Judge and respond to weather warnings/       
        watches, and other warnings.

D. FACILITY INSPECTION LIST AND SCHEDULE

    Each Floor and Suite will be inspected annually by the Georgia Building         
Authority for any hazard in accordance with policies and procedures.  

           E.     SAFETY FORMS

  1. Incident Report (used to assist first report of injury and for near miss)

  2. Accident Witness Report

3. Georgia First Report of Injury

4. Accident Investigation
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5. Driver’s Report of a Motor Vehicle Accident 
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