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CITY OF COVINGTON, GEORGIA HUMAN RESOURCES POLICY 

ANNUAL LEAVE 

305.01 PURPOSE: 

To enable employees to have approved time 
away from work for vacations, personal activities, 
and/or the conduct of personal business. 

305.02 STATEMENT OF POLICY: 

The City enables eligible employees to earn 
and accrue annual leave which - upon approval -
may be used for vacations, personal business, and 
religious holidays other than those designated as 
official City holidays, and other personal 
activities of the employee. All annual leave 
usage is subject to the written approval of the 
employee's immediate supervisor and the 
Department Manager. 

305.02.1 Accumulation Rates 

Annual leave shall be accrued each month by 
regular or working-test, full-time, employees at 
the following rate: 

NO. 305 

305.02.2 Regular or Working-Test Part-Time 
Employees 

Regular or working-test part-time employees 
who work twenty (20) or more hours per week 
shall accrue annual leave at one-half(½) the rate 
of full-time regular employees with the same 
length of service. Part-time employees who work 
less than twenty (20) hours per week will not earn 
annual leave. 

305.02.3 Temporary Workers 

Temporary workers shall neither earn annual 
leave nor be entitled to annual leave payments 
upon separation. 

305.03 PROCEDURES: 

Immediate supervisors and Department 
Managers are responsible for managing the 
annual leave usage in their respective 
departments and for administering the provisions 

ACCRUALS FOR ANNUAL LEAVE 

Monthly Annual Monthly Annual Monthly Annual 
Total Annual Hours Leave Leave Leave Leave Leave Leave 

Based on FLSA Work Accrual A ccu ra I Accrual 6- Accural 6- Accru a I Accrual 
Weeks (Non- 0-5 yrs 0-5 yrs 1 0 yrs 1 0 yrs 11 + yrs 11 + yrs 

Overtime) (Hou rs) (Hou rs) (Hou rs) (Hou rs) (Hou rs) (Hou rs) 

STANDARD ACCRUAL 

Fire (24 Hour) 2756 8.67 104 12 .67 152 18.67 224 

Fire (8 Hour) 2080 6.67 80 1 0 120 13 .33 160 

Police (12 Hour) 2236 7 .1 7 86 10.75 129 14.32 172 

Police (10 Hour) 2236 7 .1 7 86 10.75 129 14 .32 172 

Police (8 Hour) 2080 6.67 80 1 0 120 13 .33 160 

911 (12 Hour) 2080 6.67 80 1 0 120 13 .33 160 

911 (8 Hour) 2080 6 .67 80 1 0 120 13.33 160 

Others (8 hour) 2080 6.67 80 1 0 120 13.33 160 

Exempt (8 hour) 2080 6 .67 80 1 0 120 13.33 160 
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ANNUAL LEA VE 

of this policy. Use of annual leave shall be 
scheduled at such times as the respective 
immediate supervisor and Department Manager 
find suitable after considering the request of the 
employee and the requirements of the 
department. Approval of annual leave requests 
shall be given only when the efficiency and 
effectiveness of City operations will not be 
adversely affected. 

As a general rule, seruonty among ex1stmg 
job classes should prevail in vacation requests. 
Unless approved by the City Manager, a 
Department Manager and the next highest­
ranking employee in the department shall not take 
annual leave at the same time. 

All requests for annual leave must be 
submitted on a Leave Request Form and 
approved in writing by the immediate supervisor 
prior to the commencement of the requested 
leave. Annual leave shall be requested and 
approved in increments of not less than one (1) 
hour. 

305.03.1 Other Restrictions 

As a general rule, annual leave will not be 
granted before such leave actually accrues to the 
employee's credit unless otherwise approved in 
advance by the Department Manager. 

In addition, no employee may receive pay in 
lieu of vacation time not taken except upon 
retirement in which case the employee shall be 
paid for all vacation leave that he/she is normally 
entitled to during that year. 
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305.03.2 Maximum Accumulation of Annual 
Leave 

In order to be genuinely productive, it is 
widely recognized that employees occasionally 
need some time away from work. Because 
annual leave is a fringe benefit provided by the 
City for the purpose of rejuvenating City 
employees and permitting them time to attend to 
personal business, every employee is encouraged 
to use accrued annual leave during the fiscal year, 
(July 1st through June 30th

) -

Employees who have excess annual leave at 
the end of the City's fiscal year may roll the 
annual leave into subsequent years. As a general 
rule, the amount of unused annual leave that is 
rolled over into an annual leave bank should not 
exceed forty ( 40) hours, or one week of pay. An 
employee who has more than forty ( 40) hours or 
one-week unused annual leave must receive 
approval from the Department Manager and the 
Human Resources Director for the additional 
hours to be banked. This will only be allowed 
where the Department Manager and the Human 
Resources Director agree that extenuating 
circumstances prevented the employee from 
taking his annual leave during the fiscal year. The 
maximum amount of annual leave which may be 
"banked" is 240 hours. Once the employee's 
bank of annual leave is maximized, any unused 
annual leave will be forfeited at the conclusion of 
the fiscal year. 
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ANNUAL LEAVE 

305.03.3 Personal Days 

In addition to the accrual of annual leave, 
employees may receive personal time off which 
shall accrue after twenty (20) years of service at 
the rate of one (1) day or shift off for every ten 
(10) years of service. For example, an employee 
with twenty (20) years service is eligible for two 
(2) personal days; an employee with thirty (30) 
years service is eligible for three (3) personal 
days. Personal days are added to the employee's 
annual leave and may be banked along with 
annual leave as provided herein. 

305.03.4 When an Employee Leaves the City 

All accrued annual leave, including annual 
leave hours that are banked, (as described above) 
will be paid to the employee upon termination 
( either voluntary or involuntary). Un-accrued 
annual leave taken by an employee who resigns 
or is terminated will be deducted from the 
employee's last paycheck. 

In the event of the death of an employee who 
has accrued annual leave, the beneficiary or estate 
of the employee will be entitled to payment for 
all accumulated annual leave credited to the 
employee, up to the maximum allowed. 

Approved and Adopted by the Mayor & Council this 

Jta~.] ~ lt 
Fleeta Sagge~ 

3 

NO. 305 

In the event of retirement an employee will 
be allowed to take before the retirement date for 
the same benefit year (July 1st 

- June 30th
) all 

annual allocated leave. 

<THE REMAINDER OF THIS PAGE IS 
BLANK> 

Approved by Mayor & Council 

MAR 18 ~O"J-4 

MINUTES 

Z t day of_ ti.:....!....ll.CMI..Llc"'-Lh.L.,__ ___ , 2024. 

~3-G:}~ 
E.F. Thomas, City Manager 
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SICK LEAVE COVINGTON 

georg1a 

306.01 PURPOSE: 

To establish guidelines for the use of sick leave during personal illness or injury of a City 
employee, their child, spouse, or parent, or during other medically related activities such as 
physician's appointments, medical examinations, and dental appointments for a City employee or 
their child, incapacitated spouse, or parent, which cannot be scheduled outside of working hours. 

306.02 STATEMENT OF POLICY: 

The City acknowledges that illness or injury can lead to economic hardship. Therefore, the City 
allows both regular and working-test employees to accrue a limited amount of paid sick leave on 
a monthly basis. Sick leave is intended solely for medical-related reasons and should not be used 
for other purposes. Employees who misuse sick leave are subject to disciplinary action, up to and 
including termination. 

306.03 PROCEDURES: 

306.03.1 Accumulation Rates 

Sick leave shall be accrued by regular or working-test full-time employees at the following rate: 

306.03.2 Full-time 

Upon employment, all full-time employees (both regular and working test) shall accrue sick leave. 
The following chart identifies the accrual rates for various work shifts including the public safety 
departments. 

Figure 1. Accrual Chart 

ACCRUALS FOR HOURS 
BI-WEEKLY ANNUAL MAXIMUM 
ACCRUAL ACCRUAL ACCUMULATION 

SICK LEAVE WORKED 
(HOURS) (HOURS) (HOURS) 

Fire 24 Hours 2756 5.58 145.08 1120 
Fire 8 Hours 2080 3.69 95.94 720 
Police 12 Hours 

2236 3.88 101.88 
1080 

& Police CSR's (720 for retirement purpose) 
Police 8 Hours 2080 3.69 95 .94 720 

911 Dept - 12 Hours 2080 3.88 101.88 
1080 

(720 for retirement purpose) 
911 Dept - 8 Hours 2080 3.69 95.94 720 
10 Hours Employee 2080 3.69 95 .94 720 
8 Hours Employee (2080) 2080 3.69 95 .94 720 

1 
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306.03.3 Part-time 

Upon employment, all part-time employees (both regular and working-test) who work at least 
twenty (20) hours per week shall accrue sick leave at one-half (1/2) the accrual rate of full-time 
employees. 

306.03.4 Accrual during Paid Leave 

Sick leave will accrue to the credit of an employee who is on leave-with-pay status, including such 
purposes as annual, personal, compensatory, jury duty, and military leave with pay. 

306.03.5 Exclusions 

Temporary workers are not eligible for sick leave accruals or payments. 

No accrual of sick leave shall be permitted for employees on leave-without-pay status such as 
Family & Medical Leave, sick leave, leave of absence without pay, Workman Compensation or 
for employees who have been suspended for disciplinary reasons. 

306.03.6 Required Notice 

Whenever an employee goes on sick leave, the employee must personally notify his or her 
immediate supervisor and/or Department Manager as soon as possible. Such notification should 
be made prior to the employee's scheduled workday or shift or within thirty (30) minutes after the 
beginning of such, or as directed by departmental policy. Failure to provide such notification may 
result in the denial of personal leave pay for the period of absence. If possible, the employee 
should also let the immediate supervisor and/or Department Manager know when he or she expects 
to return to work. Whenever an employee's expected time on sick leave shall exceed three (3) 
days, the employee must notify the Department Manager and the Human Resources Department 
and shall be placed on Family and Medical Leave. (See policy entitled "Family and Medical 
Leave.") 

306.03. 7 Proof of Medical Need 

Any employee on sick leave may (at the request of the respective supervisor or department 
manager) be required to provide a written medical statement signed by a licensed physician 
certifying the dates of absence and that the employee was unable to work during that time. 

Use of sick leave, such as doctor's appointments, shall be used in one (1) hour increments. 

306.03.8 Maximum Accumulation 

Regardless of the accumulation rate for various job classifications, the maximum accrual is found 
in Figure 1. Any payouts of accumulated sick leave for the purposes of Paragraph 306.03 .10 of 
this policy shall not exceed hours depicted in Figure 1 for the position held at retirement. 

2 
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Maximum accruals will commence from the effective date of this policy. 

Sick leave will not be credited retroactively for previous accrual losses. 

If an employee has a balance in the SICK BANK from November 2010, they must use this time 
until the balance reaches zero (0). Once the SICK BANK balance is zero, the employee will return 
to using leave from the sick leave bucket. The combined total of the employee's sick leave bucket 
and SICK BANK cannot exceed the maximum accumulation specified in Figure 1; any excess will 
be forfeited. 

Whenever an employee moves to a different bi-weekly accrual rate, the maximum accumulation 
of hours will align with the employee's current position as outlined in Figure 1. Any excess sick 
time will be forfeited. If the employee transitions to a position with a higher maximum 
accumulation, their bank will continue to increase with bi-weekly accruals until the new maximum 
is reached. 

The City considers sick leave to be a form of "insurance" to protect an employee's income in case 
of a serious illness or disability, therefore, the City encourages all employees to make use of their 
sick leave only when absolutely necessary. 

306.03.9 This section was deleted, November 15, 20 I 0. 

306.03.10 Payment of Sick Leave upon Retirement 

Any employee who retires from the city may qualify for payment of their accrued, but unused sick 
leave. To qualify, an employee must apply for and be eligible to receive either an early or normal 
retirement benefit from the City of Covington Employee Retirement Plan and have a minimum of 
ten (10) years' service with the City prior to the election ofretirement. 

Under this section, an employee's sick leave will be paid as their regular bi-weekly salary for up 
to hours depicted in Figure 1 for the position held at retirement during the period immediately 
preceding their retirement date. 

306.03.11 No Payment of Accrued Sick Leave upon Termination of Employment with the City 

Employees who terminate their employment with the City, either voluntarily or involuntarily, in 
any manner other than as specified in Paragraph 306.03.10 of this policy, will not receive payment 
for any accrued sick leave. When an employee is working a notice period prior to the effective 
date of a resignation, termination or layoff, sick leave cannot be used. Rather, the absence will be 
paid if the employee has a sufficient annual leave balance, or the absence will be unpaid. 
Additionally, the city does not reinstate sick leave for re-hired employees. 

306.03.12 Exhausted Sick Leave 

3 
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Employees may not receive sick leave in excess of that which has been accumulated. During an 
extended illness, an employee may elect to use annual leave or, if available, accrued compensatory 
time. If appropriate, an employee may be placed on family and medical leave. (See policy entitled 
"Family and Medical Leave.") 

The City reserves the right at any time to modify, delete, or restructure employee benefit programs 
at its sole discretion with or without prior notice to City employees. 

THIS SPACE 
INTENTIONALLY 

LEFT BLANK 

Approved and Adopted by the Mayor & Council this ff"" day of ...,,.'5tf/-et,t,,beJ,, , 2024. 

E.F. Thomas III, City Manager 
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CITY OF COVINGTON, GEORGIA PERSONNEL POLICY 

TRAVEL EXPENSES 

801.01 PURPOSE: 

To inform all employees and elected officials 
of the procedures for travel and meal 
reimbursement. 

801.02 ST A TEMENT OF POLICY: 

It is the policy of the City of Covington to 
provide reasonable, overnight travel expenses for 
individuals engaged in travel benefiting the City. 

801.03 PROVISIONS: 

801.03.1 Reimbursable Travel Expenses 

I . Transportation Expenses 

Transportation expenses are reimbursable and 
shall include mileage for travel in a personal 
vehicle and fares charged for travel by air, bus, 
rail, or taxi. In all cases, but within reason, the 
most cost effective and efficient manner of travel 
should be sought. When possible, individuals 
should first utilize a city vehicle or carpool in 
order to conserve City funds. Individuals using a 
City vehicle shall be reimbursed actual fuel costs. 
Individuals using a personal vehicle for 
reimbursable travel shall compute their travel 
expenses by using the mileage rate approved and 
authorized by the Internal Revenue Code. 
Employees must obtain the approval of the 
Department Manager prior to using a personal 
vehicle for reimbursable travel. Mileage shall be 
computed to the destination address from the 
employee' s home address reduced by the 
employee' s normal commute. 

When traveling by air, bus or rail, individuals 
shall be reimbursed for reasonable expenses. 
Individuals should reserve the lowest priced fare 
which meets their needs. Direct flights shall be 
considered the standard, even though flights with 
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connections and/or layovers are often less 
expensive. In general, the City will reimburse the 
cost of one checked bag, however, individuals are 
encouraged to utilize carry-on luggage whenever 
possible. If the employee chooses to upgrade their 
fare, the employee will be responsible for the 
difference. 

For out-of-state travel where the employee 
requests to use alternative transportation, the City 
will reimburse the most cost effective method 
(i.e., what airfare should have cost, the cost of a 
rental car with unlimited mileage and actual gas 
costs, or mileage reimbursement). 

2. Parking Expenses 

The City will reimburse individuals who 
incur parking and toll expenses while on official 
travel for the City. These expenses are 
reimbursable for travel in both city owned and 
personal vehicles. Receipts are required for 
reimbursement. 

Self-parking shall be utilized, if available. 
Valet parking is allowable if it is the only option 
available. The employee shall pay the difference 
for additional costs of covered parking or valet 
service when other options are readily available. 

Airport Parking: Individuals shall be 
reimbursed airport parking expenses incurred. 
Individuals should seek out the most economical 
parking option at the airport. 

3. Taxis and Rideshare (Uber, Lyft, etc.) 

When an individual is traveling without a City or 
personal vehicle, the individual may be eligible 
for reasonable expenses incurred for taxi and 
rideshare fees. Tips for taxi and rideshare services 
will be reimbursed no greater than 15% of the 
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fare. 
4. Lodging 

Individuals who travel more than fifty (50) 
miles from the City, will be reimbursed of 
lodging expenses associated with approved 
travel. Individuals traveling overnight are 
responsible for ensuring that the most reasonable 
lodging rates are obtained. To accomplish this, 
individuals should: 

• Make reservations m advance, whenever 
practical; 

• Utilize minimum rate accommodations; 
• A void "deluxe" hotels and motels, and 
• Obtain government rates, whenever 

possible. 

Individuals will be reimbursed for the actual 
lodging expenses, provided the expenses are 
reasonable. If the individual chooses to upgrade 
their accommodations, the employee shall be 
responsible for the difference. 

When determining dates of lodging, 
individuals should consider travel time and 
purpose and make the most economical and 
reasonable arrangements. For example: 

Travel Time Conference Start Lodging 
Time 

< 4 Hours 12 PM or later Day of 
> 4 Hours 12 PM or later Day before 

NIA 8AM Day before 

Individuals who stay at a hotel I motel that is 
holding a scheduled meeting or seminar may 
incur lodging expenses that exceed the rates 
generally considered reasonable. The higher cost 
may be justified in order to avoid excessive 
transportation costs between a lower cost hotel I 
motel and the location of the meeting. 
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Individuals are required to submit a copy of 
the hotel I motel tax-exemption form when they 
register at a hotel I motel. In the event a hotel I 
motel refuses to accept the tax-exemption form, 
the individual will be reimbursed the expenses 
paid for the additional tax. If the individual fails 
to submit the tax-exemption forms, taxes incurred 
may not be reimbursed. 

Individuals are required to submit a copy of 
their lodging receipt and lodging expenses along 
with their Travel Expense Form. In addition, any 
expenses that exceed the maximum reasonable 
rates established by the City should be explained 
on the form and must be approved by the 
Department Manager. 

5. Meal Expenses for Overnight Travel. 

The City will provide a reasonable meal 
allowance for overnight traveling individuals. 

The City will follow the U.S. General 
Accounting Office standards for per diem rates 
for meal and incidental expenses (M&IE rates). 
The applicable rate will be based upon the 
locality of the travel of the employee. Rates may 
be found on the Internet at www.gsa.gov._ 

*NOTE*: Meal expenses incurred at training 
seminars not involving overnight travel are not 
subiect to this allowance as provided by the IRS 
guidelines detailed in IRS Publication 463. 

In providing this benefit, individuals are not 
required to produce receipts or statements for 
travel reimbursements. The City will not pay any 
additional expenses above and beyond the per 
diem rate. 

6. Meal Expenses for Regular Travel. 
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Upon the approval of the Department 
Manager, when an employee attends an out of 
town training seminar or other official meeting 
that does not provide a meal, the City will 
provide a reimbursement to an employee for any 
meal obtained. The employee shall provide a 
receipt for reimbursement. The amount for meal 
reimbursement shall not exceed $20.00 per day. 

7. Expenses for Tipping, and other Incidentals 

Tips for meals, travel to meals, and other 
incidental fees such as mailings are generally 
included in the per diem rates and are therefore 
not reimbursable by the City. However, upon 
review of the employee's expense report and 
approval by the Department Manager, these 
expenses may be reimbursed by the City. 

8. Business Expenses 

Business expenses associated with the City 
incurred by a Department Manager, their 
designee, or member of the City Council shall be 
reimbursed at the actual cost. This includes meals 
associated with in house training seminars, 
official meetings, or business dining sponsored 
by the City. Department Managers, their 
designee, or members of the City Council may be 
reimbursed for the actual costs of meal expenses 
above the normal per diem rates provided that 
those expenses were incurred as a part of a 
meeting related to the official business of the 
City. In these instances, the amount, time and 
place of the expense, and the business purpose 
must be documented on the expense form and a 
receipt is required for reimbursement. The City 
Manager shall have the authority to approve or 
deny all requests for reimbursement of business 
expenses. 

9. Cancellations 
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Non-refundable travel expenses due to the 
individual's last-minute change of plans will be 
reviewed by the department head and/ or City 
Manager and may be the responsibility of the 
individual. 

801.03.2 Expense Reimbursement Procedure 

1. Travel expenses will be reimbursed 
within ten (10) days of receipt of expenses by the 
Finance Department. 

* All Department Directors shall obtain 
approval from the City Manager. 

* All other employees shall obtain initial 
approval from their manager or 
department director. 

2. All reports of travel expenses shall be 
made on forms approved by the City Manager or 
his or her designee. All expense claims for a trip 
shall be reported on one form. Requests for 
reimbursement must include all itemized receipts, 
and must be submitted to the Finance Department 
within thirty (30) days of return from travel. 

3. When the employee is requesting a per 
diem reimbursement of travel expense or settling 
a cash advancement, the following must be 
reported and substantiated: 

* The dates of departure and return, and the 
number of days spent on business; 

* The destination or locality of the travel, 
such as name of town or city; and 

* The business purpose of the trip including 
conference agendas, itineraries, etc .. 

4. To receive a cash advancement for 
expenses, a breakdown of the estimated expenses 
for travel must accompany the request and be 
approved by the Department Manager. When 
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travel is for the purpose of attending a meeting or 
training program, a copy of the program outline 
shall be attached to the breakdown of estimated 
travel expenses. Request for travel expense 
advances must be submitted to the Finance 
Director at least ten (10) days prior to the travel. 

5. All travel, lodging and meal expenses, 
conference or activity registration expenses, and 
any other fees relating to spouses or guests not 
traveling on City of Covington business are the 
responsibility of the individual. 

6. When a direct deposit form is on file with 
Human Resources, employees will be paid via 
ACH to the account listed "net." 

801.03.3 Responsibility 

The City Manager shall be responsible for the 
administration of this policy. Individuals 
traveling on City business are representatives of 
the City and are expected to maintain a high level 
of professionalism and follow all the City's 
policies and rules. 

(For more information about "travel expense" 
allowances, see IRS Publication 463). 

<THE REMAINDER OF THIS PAGE IS 
BLANK> 

Approved and Adopted by the Mayor & Council this _ j,_1.-__ day of f\i\ kYcb 

NO. 801 

, 2024. 

-4Qak \ f:'3-~~ 
Fleeta S. n'Cg# E.F. Thomas, City ~ by Mayor & Council 
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CITY OF COVINGTON, GEORGIA PERSONNEL POLICY 

EDUCATIONAL ASSISTANCE 

805.01 PURPOSE: 

The provision of educational and career 
development training opportunities is regarded as 
a partnership between the City of Covington, (the 
City) and its employees. The City provides 
funds, when available, and employees invest their 
time and effort. The purpose of this partnership 
is to develop a skilled workforce; create a culture 
that supports employee development; provide 
financial assistance to all eligible City employees 
in pursuing personal and professional growth in a 
fair and equitable manner; and to improve 
employee hiring, retention and satisfaction. 

805.02 STATEMENT OF POLICY: 

It is the policy of the City of Covington to 
provide tuition assistance benefits in order to 
assist employees in developing their knowledge, 
skills and abilities in the performance of their 
current job or to qualify for other positions in 
their career path with the City. Tuition assistance 
is dependent upon the availability of funds as 
provided by the Mayor and Council and shall be 
administered in accordance with the guidelines as 
set forth herein. 

805.03 PROCEDURES: 

805.03.1 Availability of Funds 

The funding of tuition reimbursement is a line 
item expense for the Human Resources 
Department and sufficient funds must be included 
in the annual fiscal year budget. Prior to 
preparation for the annual budget, Department 
Managers are required to obtain educational 
commitments from employees prior to submitting 
their budget requests. 

NO. 805 

As budget adjustments are made, the funds for 
tuition reimbursement will be transferred from 
the HR budget to the appropriate department ' s 
budget. 

805.03.2 Eligibility 

All regular-Status, full-time employees are 
eligible for tuition assistance benefits. Employees 
who are in working test status or on disciplinary 
probation are not eligible for tuition assistance. 

805.03.3 Types of Courses 

The following courses are reimbursable 
depending upon the availability of City funds and 
approval by the respective Department Manager 
and Human Resources Director: 

* Courses that are part of a structured 
program to assist the employee in 
attaining his or her high school diploma 
or equivalent (GED). 

* Technical or skills courses offered 
through accredited technical schools if an 
employee's Department Manager and the 
Human Resources Director determine that 
the courses relate to the employee's 
current work assignments or potential 
promotional opportunities within the City. 

* Undergraduate and graduate courses 
offered through accredited colleges or 
universities if an employee's Department 
Manager and the Human Resources 
Director determine that the courses relate 
to the employee's current work 
assignments or potential promotional 
opportunities within the City. 

• Courses that are part of an approved 
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degree-related program that is related to 
the employee's current job or future 
advancement opportunities within the 
City. 

*NOTE: Courses for auditing or 
observation purposes are not considered 
for reimbursement. 

805.03.4 Guidelines for Course Approval 

The City of Covington recognizes the value 
of the University System of Georgia institutions 
of higher education and learning and encourages 
all employees to seek educational opportunities in 
Georgia colleges and universities. All courses of 
study provided through institutions within the 
University System of Georgia are allowed. 

Courses of study provided by institutions 
that are not part of the University System of 
Georgia must have an accreditation recognized 
and approved by the U.S. Department of 
Education and the employee's participation must 
be specifically approved in advance by the 
Human Resources Director. 

Courses of study obtained by distance 
learning, i.e. web based or e-learning courses 
must meet the following criteria: 1) it must be at 
a institution accredited by an accrediting agency 
recognized and accepted by the U.S. Department 
of Education; and, 2) it must be a course of study 
not offered by an institution within the University 
System of Georgia; and, 3) course of study must 
be approved in advance by the Human Resources 
Director. 

805.03.5 Scheduling of Courses 
Employees are expected to attend courses on 
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their own time, unless directed by their supervisor 
or Department Manager to do otherwise (in such 
cases, the Human Resources Director shall be 
notified in writing by the Department Manager). 

805.03.6 Amount of Reimbursement 

In order maximize the use of tuition 
funds; employees must consider obtaining 
instruction at the lowest possible cost to the City. 
Employees who have taken credits at the junior 
college level are encouraged to satisfy 
transferable general education credits before 
taking courses at the university level. 

Tuition reimbursement will be provided for 
all courses taken by an eligible employee during 
the academic term. Total reimbursement for 
tuition and books assistance will be determined 
by the City Manager. 

Reimbursement applies only to tuition and 
required text books. The City will not reimburse 
employees for additional fees imposed by the 
college or university such as student activity fees, 
student support service fees, registration fees, lab 
fees, technical fees, parking, meals or other 
related expenses such as notebooks, binders, 
paper, calculators, computers, software, pencils, 
pens, and suggested reading materials. 

Employees who receive other forms of 
financial aid, such as private scholarships or 
grants, assistance from a government agency, 
and/or veterans' benefits will be reimbursed only 
for the difference between reimbursable expenses 
and the aid received from elsewhere. Employees 
who receive other assistance must provide 
evidence of such assistance to the Human 
Resources Director. 
805.03.7 Effect of Employment Termination 
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To be reimbursed, employees must still be 
employed by the City when evidence of 
satisfactory course completion is submitted to the 
City. 

805.03.8 Submission of Request 

Before registering for a course, an employee 
must submit a completed "Request for Tuition 
Reimbursement" to his or her Department 
Manager prior to the start of the course. The 
employee must attach a copy of the course 
description from the course catalog or other 
publication. The employee and the Department 
Manager will discuss the relevance of the 
course(s) to the employee's position and/or future 
goals with the City before submitting the request 
to the Human Resources Director. 

"Request for Tuition Reimbursement" forms 
are available upon request from the Human 
Resources Office. 

805.03.9 Human Resources Director's Role 

The Human Resources Director will review 
the request and decide whether or not the course 
fulfills the requirements of the policy and 
whether or not adequate funds are available. He 
or she will either approve or deny the request. In 
the event the request is denied, the Human 
Resources Director will notify the Department 
Manager and the employee. Rejections may be 
appealed in writing to the Human Resources 
Director within seven (7) calendar days of 
receiving the decision. 

805.03.10 Registration 

The employee may register for the course 
once the application is approved. 
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805.03.11 Evidence of Satisfactory Completion 

Upon the satisfactory completion of approved 
course(s), the employee is required to submit 
certified transcripts of his or her grade(s) and 
canceled checks) or receipts for the approved 
course(s) to the Human Resources Director. 
Satisfactory completion shall mean that the 
employee received a grade of at least "C" or 
"Pass." 

Courses where the employee receives a final 
grade of "D" or "Fail" will not be reimbursed. 
These documents must be attached to the original 
"Request for Tuition Reimbursement" form and 
submitted to the Human Resources Director 
within thirty (30) days of completing the course. 

805.03.12 Authorization and Payment 

The Human Resources Director will review 
the submitted documents, authorize payment (if 
warranted) and send the approved request to the 
Finance Department, which will issue a 
reimbursement check to the employee. If a 
course is not satisfactorily completed, no 
reimbursement will be made. 

805.03.13 Reimbursement of City Costs if 
Employee Resigns 

If an employee who has received educational 
assistance voluntarily leaves the City's 
employment within two (2) years of receiving 
educational / financial assistance, he or she will 
be required to reimburse the City for the cost of 
their educational program for the past two years 
prior to their resignation as paid on their behalf 
by the City for books and tuition. (Ex. If an 
employee resigns on April 15th 2023 - he or she 
will be responsible for reimbursing the City for 
any educational costs incurred by the City back to 
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the date of April 151
\ 2021 ). At resignation, if it 

is determined that an employee owes 
reimbursement to the City - a repayment contract 
will be drawn up for reimbursement to the City in 
a timely manner. 

Every employee rece1vmg educational / 
financial assistance provided on their behalf by 
the City will sign a contract with the City 
guaranteeing financial reimbursement, as stated 
above, to the City should they leave the City 
within two years of receiving the 
educational/financial assistance. 

<THE REMAINDER OF THIS PAGE IS 
BLANK> 
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