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The Georgia
Chamber of Commerce

The Georgia Chamber of Commerce, one of the nation’s oldest and largest state business
organizations, is pleased to present the 2010 edition of Georgia Human Resources Manual.
We hope it will help you operate your business more efficiently and avoid the hidden pitfalls
that lurk among the maze known as HR.

Targeted, timely and comprehensive, this manual is considered the cornerstone guide of the
compliance library. It covers more than thirty primary topics directly related to the employment
process, from job descriptions through termination and beyond. Each includes practical advice
on what should be done, solid advice on how to do it and a complete explanation of why it is
important.

This updated and revised edition of the Georgia Human Resources Manual was not written
as a response to employee-related problems, but to help you avoid them. The guidelines and
checklists will make that easier and the examples, FAQ’s and step—by-step instructions will give
you the confidence to know that you are on solid ground.

This manual is part of a series of publications prepared exclusively for Georgia employers and
made available by the Georgia Chamber of Commerce in a continuing effort to provide reliable
and practical information for our members and the Georgia business community.

If you would like to know more about the Georgia Chamber of Commerce, we would welcome
your call at 404-223-2264 or a visit to our web site at www.gachamber.com.
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About Troutman
Sanders LLP

Troutman Sanders LLP, founded in 1897, is an Atlanta-based international law firm with more
than 750 attorneys serving clients from 15 offices in North America, Europe and Asia. With over
50 areas of legal practice, the full-service firm offers a broad array of practice areas including
corporate, finance, real estate, litigation and public law.

The Troutman Sanders LLP Labor & Employment Practice Group consists of 45 attorneys
located in the Firm’s Atlanta, Chicago, New York, Norfolk, Orange County, Richmond, San
Diego, Virginia Beach, and Washington, D.C. offices. The Labor and Employment Group
provides clients with comprehensive advice and counsel in all areas of labor and employment law,
including litigation, human resources consulting, and training, as well as business immigration law
and traditional labor law. Likewise, the Compensation and Employee Benefits Practice Group at
Troutman Sanders LLP provides legal and consulting advice on the full spectrum of federal laws
impacting employee benefit plans, compensation, and privacy issues. Together, the Labor and
Employment Group and Compensation and Employee Benefits Group represent numerous
Fortune 500 companies across a wide variety of industries.



vi



About the Editor

Seth T. Ford is a partner in the Atlanta office of Troutman Sanders LLP. Mr. Ford regularly
advises clients on a host of labor and employment law matters under both state and federal law,
including claims of all types of harassment and discrimination, employment contract and non-
compete disputes, reductions in force and issues arising under disabilities laws and the Family
Medical Leave Act. Mr. Ford provides advice on day-to-day issues confronted by management
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Editor's Foreword

The landscape of labor and employment law is ever-changing and Georgia employers are
consistently forced to re-evaluate their policies to keep them current. Recent passage of new
laws prohibiting discrimination against employees based on their genetics and additional
protections to employees on military leave are only a few of the developments which have lately
forced Georgia employers to re-evaluate their policies, and more are sure to come. An up-to-
date, comprehensive legal reference is therefore essential for every employer and human resources
professional.

This book is intended to serve as such a reference. It affords an overview of all major labor and
employment laws which impact the Georgia employer’s workplace. Of course, no text can
precisely contemplate all of the legal consequences which should be considered by a particular
employer, and these pages are no substitute for consulting your legal counsel in evaluating the
effect of the law upon a particular issue. I hope, however, that this reference will be your first
step in considering most any legal issue important in the employment arena.

A remarkable collaborative effort produced this book. I wish to sincerely thank the following
attorneys from the offices of Troutman Sanders for their substantial contributions: Matthew
Almand, Chad Almy, Caroline Anderson, Tina DeNapoli, Laura McAlister, Kristina Klein, Jana
Korhonen, and Tashwanda Pinchback. Thanks also to Shannon Monson and Hanna Ernst of
American Chamber of Commerce Resources for their patient and expert assistance.

I welcome your questions or comments about the material presented in this publication. Please
contact me at seth.ford@troutmansanders.com.

Seth T. Ford
Atlanta, Georgia
April 18,2010
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