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GASPA Best in Class Awards Category for  
Employee Handbooks 

 
 
District submissions will be their eHandbooks (or alternate formats) used to 
disseminate information to employees relative to district expectations, resources, 
operational procedures, etc. The financial resources of the school district will be 
considered in the selection process.  
 
A. Summary of the materials provided, including why the material was developed or 

needed; how it has evolved, been improved, been revised over time, and the rationale for 
this:  The materials that are provided to employees include an electronic version of the 
NCSS Certified Employee Handbook, the NCSS Classified Employee Handbook, the 
NCSS Acknowledgement Form, and the Employee Handbook Acknowledgement Receipt.  
The employee handbooks are developed to provide all employees a single source of 
material to reference regarding their employment, and district procedures, policies, and 
expectations as it relates to being an employee of the school system.  These materials 
are provided to administrators at the beginning of the school year via email and posted 
on the intranet and the online training platform so they can access it and share it with 
their staff.  This has evolved over time by providing multiple ways and platforms for 
administrators and employees to access and review the handbooks, as well as confirm 
receipt of the handbooks each school year.   
 
In the past, administrators were emailed a copy of the handbooks and directed to make 
copies for their staff or have a few copies available in the office to refer employees to 
when they had questions.  They were also expected to review the employee handbook 
and the sections covered in the handbook during their faculty meeting and have each 
staff member sign a sign-in sheet and include handbook review on the agenda.  This 
information was then collected and maintained at the school so that administrators can 
prove that employees received the information relative to employment with NCSS at the 
beginning of each school year.   
 
Over time, however, administrators have been given the option to gather individual 
acknowledgement forms from their employees (when school begins) and file them in 
their employee files at the school.  Furthermore, for the past 4 years, they have been 
able to assign the handbook review and track who has completed it electronically 
through the online platform which eliminates the need for them to maintain hard copies 
of acknowledgment forms each year and continually redeliver this information for late 
hires and other staff who were unable to attend the faculty meeting when the 
handbooks are reviewed in the building.  One rationale for making these changes was 
to enable administrators and employees to have a more convenient way to review and 
obtain the information when it is needed.  It is also beneficial to be able to store and 
maintain these records over time in an electronic platform. 

 
B.  Target audience:  The target audience for district employee handbooks is certified and 
classified employees (including part-time staff and administrators).  There are separate 
handbooks for certified and classified employees (NCSS Certified Employee Handbook and 
NCSS Classified Employee Handbook). 
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C.  Financial resources used to produce/generate the work product (include fund source 
and amount):  The only resources used to produce and generate the handbooks would be 
the Human Resources Director since this is a job responsibility of the employee in that 
position. The fund source is the general fund. 
 
D.  Implementation strategies:  We have utilized several different means of distributing 
employee handbooks to staff and posted electronic versions of the handbook on a variety of 
platforms to ensure that employees can access it in various ways.  There are at least 4 
(four) ways that employees can access the handbooks, such as:   

1. The Newton County School System website on the Human Resources webpage 
(NCSS Employee Handbooks); this makes it available to the general public and 
employees outside of work hours when they don’t have access to the intranet. 

2. The Newton County School System intranet, known as SharePoint, located on the 
Human Resources Information Center page of SharePoint.  From this site, all 
employees can login and access the handbooks for viewing, download an electronic 
copy to their computer, or print a hard copy. 

3. The Target Solutions training website (NCSS Target Solutions).  This is a web-based 
platform that allows employees to access and complete training courses online, and 
also has the capability to store staff manuals and documents for employees to 
electronically review and signoff that they have reviewed them. Staff can access this 
site at any time from any computer and complete training courses and review their 
handbook at their convenience. 

4. The handbook is also shared with staff at the school during in-service meetings with 
employees at the beginning of the school year. 

   
 
E.  Challenges/benefits realized (lessons learned):  The challenges related to employee 
handbooks are ensuring that changes are communicated and that current versions of the 
handbook are always posted.  However, the benefits that have been realized from making 
the handbook electronic and creating multiple ways to distribute handbooks is that this 
gives employees more opportunities to review the  handbooks on their own time and allows 
administrators to track who has received and reviewed the handbook.  In addition, when 
employees are hired throughout the school year, the review of the handbook can be 
assigned via Target Solutions with a deadline for the employee to review it and sign off 
acknowledging that they have done so.  This documentation is used to support and defend 
personnel decisions, employee discipline, and unemployment cases, since we are able to 
prove that employees were notified of policies and procedures prior to committing an 
offense or violating a policy or procedure. 
 
F.  Feedback received from affected parties:  The feedback received from administrators 
regarding the distribution of the employee handbooks and acknowledgement forms through 
Target Solutions has been very positive. It has been reported that this frees up more time 
for them at the beginning of the year to focus on other important matters during pre-
planning and faculty meetings instead of having to devote time to discussing the handbook 
and obtaining signatures.  They still point out important information in the handbook, but 
the process is not as time consuming.  Both employees and administrators appreciate the 
fact that there are multiple ways to access the handbooks and they are able to share it 
with others electronically when that was not the case in the past.   

http://www.newtoncountyschools.org/departments/human-resources/employee-handbooks.aspx
http://www.targetsolutions.com/newtoncountyschools

