
 

 

 

 

 

 

 

 
April 28, 2018 

 

 

 

Stephanie Dobbins 

GASPA Awards Recognition Committee 

Griffin-Spaulding County School System 

223 S. 6th Street 

Griffin, GA  30224 

 

 Re: Best in Class Awards 

 

Dear Ms. Dobbins, 

 

 Jasper County Charter System submits the following in recognition of GASPA’s Best in 

Class Award.  The submissions fall within the categories of 1) Employee Handbook, 2) Retention 

Practices, 3) Employee Benefits Process, and 4) Strategic Partnerships.  We describe each 

submission by category and link to the materials for each. 

 

Employee Handbook 

 

 JCCS created a new format of employee handbook for the 2017-2018 school year.  Instead 

simply rewriting policies and procedures in on assembled location (handbook), JCCS assembled a 

Personnel Information Guide that consists of tables by subject and links to the policies and 

procedures.  The Personnel Information Guide eliminates the need to rewrite and republish with 

each change to a policy or procedure.  JCCS disseminates the Personnel Information Guide 

through the JCCS email system in which every employee has an address.  JCCS also posts the 

Personnel Information Guide on the JCCS Personnel webpage.  The only cost to JCCS was the 

man-hour cost in creating the guide. 

 

Retention Practices 

 

 JCCS begins its retention practices with orientation and payroll/personnel in-processing.  

JCCS created a new electronic method of orientation and in-processing for the 2017-2018 school 

year.  The Director of Personnel worked with RESA personnel to develop a new method of in-

processing new employees.  Using Google tools, they created a process where all new employees 

received their JCCS IT account credentials prior to orientation, then used those credentials to 

access a secured Google form for new employees to submit information needed for in-processing.  

From their responses, Personnel populated all in-processing forms for review and signature at in-

processing.  This eliminated having to spend valuable time filling out forms.  Although this was 

the primary goal and creating this process, the system realized added benefits.  Not only were all 
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forms populated using Google docs, but Personnel securely shared this information with IT, 

Student Data Records, Professional Learning, and School Food using Google sheets with live 

links.  These departments used Google’s auto notification tools to know when Personnel new 

information.  This allowed for timely collaboration between the departments to setup all new 

employees in JCCS’s data systems.  Another benefit from the process came from using Google 

sheets and live links to populate an import template used by the Payroll department to setup all 

new employees in the payroll system (PCGenesis).  JCCS vetted the process through GASPA 

members and made suggested improvements before implementing the process.  The only cost to 

JCCS was the man-hour cost in creating the guide.  New employees expressed great satisfaction 

with the process.  Slight modifications are being made for the 2018-2019 school year to the live 

links that will improve efficiency in collaborating between departments. 

 

Employee Benefits Process 

 

 JCCS improved its open enrollment process in the 2017-2018 school year by offering five 

benefit presentations to its employees and by providing one-on-one enrollment counseling.  The 

employee benefits webpage contains all the information an employee needs to make an informed 

decision about benefits.  If the employee wants more information they could attend a presentation 

at their location.  If the employee still needed help, they were able to get one-on-one enrollment 

counseling with our partner, Campus Benefits, and our Personnel Director. 

 

Strategic Partnerships 

 

 JCCS partners with Campus Benefits as a benefits broker.  As part of this partnership, 

JCCS’s media program on the high school worked with Campus Benefits to produce a video—

JCCS Captures the Heart--for use in recruiting during the 2017-2018 school year.  The video was 

given to each candidate via a flash drive, was posted on the JCCS webpage, and shared via the 

JCCS’s YouTube channel.  This was a great project for both the system’s recruiting and the 

student’s learning.  The students continue creating videos that share JCCS’s story from its staff, 

students, and stakeholders. 

 

 JCCS appreciates your consideration of these submissions. 

 

      Respectively, 

 

 

 

      L. Michael Newton 

      Superintendent 
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