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EMPLOYEE HANDBOOK 
 

This handbook is designed to acquaint you with Georgia Drywall Systems, Inc. and provide you 
with information about working conditions, employee benefits and some of the policies affecting 

your employment.  You should read, understand and comply with all provisions of the handbook.  

It describes many of your responsibilities as an employee and outlines the programs developed by 

Georgia Drywall Systems to benefit employees.  One of our objectives is to provide a work 

environment that is conducive to both personal and professional growth. 

 

No employee handbook can anticipate every circumstance or question about policy.  As Georgia 

Drywall continues to grow, the need may arise and Georgia Drywall reserves the rights to revise, 
supplement or rescind any policies or portion of the handbook as it deems appropriate, in its sole 

and absolute discretion.  This handbook does not create a contract of employment between 
Georgia Drywall Systems and its employees.  Although we hope that your employment 

relationship with Georgia Drywall Systems will be long-term, Georgia Drywall Systems may 

terminate your employment relationship at any time, with or without cause or notice.  Our 

relationship remains at-will, notwithstanding any provision in this handbook to the contrary.  No 

representative of Georgia Drywall Systems, other than the President, has the authority to enter into 
any agreement with you regarding the terms of your employment that changes our at-will 

relationship or deviates from the provisions of this handbook. 

 

 

1.0 Overview 
Every organization has certain guidelines, which were developed to reflect good business 
practices. Rather, we wish to define the guidelines that protect the rights of all employees 

and to ensure maximum understanding and cooperation.  Therefore, employees are 

expected to be: 

 

• On-time and alert when scheduled to be at work. 

• Careful, safe and conscientious in performance of duties. 

• Thoughtful and considerate of other employees. 

• Courteous, helpful and honest, both when dealing with: customers, vendors and with 

other employees. 
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1.01 Ethical Standards/Conflict of Interest 
We have an excellent reputation for conducting our business activities with integrity, 

fairness and in accordance with the highest ethical standards.  As an employee you enjoy 

the benefits of that reputation and are obligated to uphold it in every business activity.  If 

you are ever in doubt whether an activity meets our ethical standards or compromises 

Georgia Drywall System’s reputation, please discuss it with your supervisor.  A few 
examples of prohibited activities are listed below: 

 

• Using Georgia Drywall Systems’ or our customer’s office resources (PC’s, telephone, 

copier, etc.) for personal use/outside business, 

• Providing product or services to a customer without a purchase order or intent to 
charge for the product or services, 

• Providing product or services to a customer that are knowingly below our quality 

standards, 

• Placing wagers or bets with customers, 

• Using profanity on customer premises. 
 

1.02 Confidentiality 
In the course of performing their duties, employees may have access to or gain knowledge 

of confidential information concerning Georgia Drywall Systems, its customers/vendors 

and other employees.  In accordance with our confidentiality policy the following rules will 

be followed: 

 

• Shredders are provided at our corporate facility to destroy any documents to be 
disposed of that may be considered confidential, i.e., internal memos, calculation 

sheets, proposals/quotes, drawings, customer and vendor documents, all 

accounting documents, pricing related information, any HR or personnel related 

documents, resumes and printed emails. 

• At times, confidentiality agreements are signed between Georgia Drywall Systems 
and customers/vendors.  Therefore, all employees are required to adhere to not 

only our confidentiality policy but theirs. Information should only be shared when it 

is specifically understood that is it in the customers/vendors best interests. 

 

Confidential information (printed, electronic, verbal or otherwise) relating to the Company’s 

past, present, future and contemplated assets, operations, products or services, industrial 

designs, production methods, marketing strategies and objectives, personnel, facilities, 
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equipment, finances, pricing, interest rates, sales, customers, routines, policies, and 

business procedures must never be disclosed to anyone outside the Company’s 

organization, without the Company’s express written authorization. 

 

1.03 Equal Opportunity Employment 
We maintain a strong policy of equal employment opportunity for all employees and 

applicants for employment.  We hire, train, promote, and compensate employees on the 
basis of personal competence and potential for advancement without regard to race, color, 

religion, gender, national origin, age and disability, as well as, other classifications 

protected by applicable federal, state and local laws.  Our equal employment opportunity 

philosophy applies to all aspects of employment including recruiting, hiring, training, 

transfer, promotion, job benefits, pay, and dismissal. All Georgia Drywall Systems policies 

and procedures will be regularly reviewed to assure their full adherence to our equal 

employment opportunity objectives. 

 
Any person who is aware of any alleged violation of this policy should report such concerns 

to the Human Resource Manager or the President as soon as possible. 

 

A thorough and impartial investigation of all complaints will be conducted in as timely and 

confidential manner as possible.  Any employee of Georgia Drywall Systems who has been 

found in violation of this policy will be subject to disciplinary action up to and including 

termination. 
 

1.04       Anti-Harassment Policy 
In providing a productive working environment, Georgia Drywall Systems believes that its 
employees should be able to enjoy a workplace free from all forms of discrimination, 

including harassment on the basis of race, color, religion, gender, national origin, age and 

disability. 

 

It is against the policy of Georgia Drywall Systems for any employee, whether a manager, 

supervisor or coworker, to harass another employee.  Prohibited harassment occurs when 

verbal or physical conduct that defames or shows hostility toward an individual because of 

his or her race, color, religion, gender, national origin, age and disability or that of the 
individual’s relatives, friends or associates; creates or intends to create an intimidating, 

hostile or offensive working environment; interferes or is intended to interfere with an 

individual’s work performance; or otherwise adversely affects an individual’s employment 

opportunities. 
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Harassing conduct includes, but is not limited to, the following: 

• Epithets, slurs, negative stereotyping or threatening, intimidating or hostile acts, 
which relates to race, color, religion, gender, national origin, age or disability. 

• Written or graphic material that defames or shows hostility or aversion toward an 

individual or group because of race, color, religion, gender, national origin, age or 

disability and that is placed on walls, bulletin boards or elsewhere on Georgia 

Drywall Systems’ premises or that is circulated in the workplace. 

 
Any employee who believes he or she has been harassed in violation of this policy should 

report the conduct immediately to the Human Resource Manager or the President.  No 

retaliation will result from any good-faith complaint under this policy. 

 

A thorough and impartial investigation of all complaints will be conducted in as timely and 

confidential manner as possible.  Any employee of Georgia Drywall Systems who has been 

found in violation of this policy will be subject to disciplinary action up to and including 

termination. 
 

1.05     Sexual Harassment Policy 
It is the policy of Georgia Drywall Systems to provide an environment free from sexual and 

sex-based harassment.  It is against the policy of Georgia Drywall Systems for any 

employee, whether manager, supervisor or coworker, to sexually harass another 

employee.  Sexual harassment or sex-based harassment occurs when unwelcome 

conduct of a sexual nature becomes a condition of an employee’s continued employment, 

affects other employment decisions regarding the employee or creates an intimidating, 

hostile or offensive working environment. 

 
Any employee who believes he or she has been sexually harassed should report the 

conduct immediately to the Human Resource Manager or the President.  No retaliation will 

result from a good-faith complaint made under this policy. 

 

A thorough and impartial investigation of all complaints will be conducted in as timely and 

confidential manner as possible.  Any employee of Georgia Drywall Systems who has been 

found in violation of this policy will be subject to disciplinary action up to and including 

termination. 
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2.0 Employment 
 

2.01 New Employee Introductory Period 
Each new employee will be subject to an introductory period of sixty (60) days.  Upon 

acceptance of a job offer, supervisors will brief the employees on the job description, 
responsibilities and expected performance in their new position.  During the introductory 

period the supervisor will evaluate the new employee’s skills and performance against 

Georgia Drywall Systems’ expectations.  At the sixty (60) day point, the supervisor will 

counsel the employee on observed performance and determine if the new employee will 

remain with Georgia Drywall Systems.  If the employee is found to be unsuitable for 

continued employment, separation procedures will be initiated.   

 

2.02 Personnel Files 
The Human Resource Manager maintains confidential files on all employees, which contain 

personal, financial, benefit information and employee evaluations.  It is the employee’s 

responsibility to ensure that certain critical information is updated to ensure proper benefit 
administration, insurance notification, emergency notification and tax reporting.  

Employees should contact the Human Resource Manager if there are any changes in the 

following: 

 

Home Address Number of Dependents 

Telephone Number Military Status 

Emergency Contact Tax Exemption Status 
Marital Status 

 

Employees may review their personnel files privately, on a periodic basis.  Contact the 

Human Resource Manager to schedule a time for you to review the file in the presence of 

your immediate supervisor or the Human Resource Manager. 

 

The contents of personnel files are considered strictly confidential.  In addition to the 

Human Resource Manager and payroll personnel, only an employee’s supervisory chain 
may have access to the personnel files without written approval from the employee.  

Breach of this confidentiality by any party can result in disciplinary action up to and 

including termination. 
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2.03 Driving Records 
Georgia Drywall Systems will review the driving records of employees (or prospective 

employees) that may be driving a Georgia Drywall Systems vehicle or a private vehicle in 

the conduct of Georgia Drywall Systems business.  These employees must present a valid 

driver license and current proof of insurance, and should expect that the Human Resource 

Department will order an MVR (Motor Vehicle Report) detailing his or her driving record for 

the past five years to ensure eligibility.  These records will be kept in the employee’s 
confidential employment file, which is maintained by the Human Resource Department. 

 

2.04 Attendance Policy 
Punctuality and regular attendance are essential functions of each employee’s job at 

Georgia Drywall Systems as tardiness and/or absences create problems for fellow 

employees and a reduction in profitability for all. 

  

Employees are expected to report to work as scheduled, on time and prepared to start 

work.  The normal work hours for employees are 6:00 AM to 2:30 PM for field personnel 

and 8:00 AM to 4:30 PM for office personnel, Monday through Friday.  Employees are 

expected to remain at work for their entire work shift, except for lunch breaks or when 
required to leave on authorized Georgia Drywall Systems business.  Late arrival, early 

departure or other absences are disruptive and must be avoided.  Compensation will be 

based on actual hours worked; late arrivals, early departures and absences must be noted 

on all time sheets.  

 

In all cases of absence or tardiness, employees must provide their supervisor with an 

honest reason or explanation.  Documentation may be required.  Employees must also 
inform Georgia Drywall Systems of the expected duration of any absence.  In cases of 

absence due to extenuating circumstances, an employee must call in advance of his or her 

regular shift on any day in which the employee is scheduled to work.  Excessive 

absenteeism or tardiness may be grounds for disciplinary action up to and including 

termination of employment.   

 

2.05       Work Rules 
Any activity that jeopardizes the good working relations between Georgia Drywall Systems, 

its employees, suppliers or customers is prohibited, including, but not limited to: 

 

• Fighting, horseplay, boisterous conduct and verbally or physically threatening or 
intimidating other individuals; 
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• Falsification of application, time sheets, or Georgia Drywall Systems records; 

• Dishonesty, theft, destruction or damaging of Georgia Drywall Systems or client 
property; 

• Failure or refusal to perform work assigned, or to comply with proper instructions, 

given by a supervisor or others in authority; 

• Deliberate misconduct such as defacing or damaging client or other property; 

• Use of loud, abusive, profane or obscene language or racial epithets while at work 

directed to any fellow employee, supervisor, office personnel or client or anyone in 

person or on the telephone; 

• Excessive absenteeism, absence without notice, excessive tardiness, or leaving 

work without permission; 

• Sleeping on the job; 

• Violation of GDS, State and Federal safety and/or health policies; 

• Insubordination or other disrespectful conduct; 

• Gambling, selling goods or solicitation of any kind; 

• Working while under (or suspected of being under) the influence of alcohol or 

illegal and/or controlled substances;  

• Possession of weapons, explosives or firearms; 

• Smoking except in designated areas and during designated break times; 

• Leaving your assigned work site, building or work area, without supervisor 

permission; 

• Removing client’s equipment or material, including items found in garbage; 

• Using a customer’s telephone, fax, copier or computer without explicit permission. 

 

2.06 Key Holder Policy  
• Access to the building and property will be during standard business operating 

hours, which are Monday through Friday from 8:00 AM until 4:30 PM, with the 

exception of major holidays.  

• Distribution of keys to employees is strictly monitored by the President and Office 

Manager. Building access is managed so that work productivity can reach its 

maximum potential while still providing a safe, comfortable and efficiently run 

environment. Keys will only be given to employees with a need to access the 

building during non-business hours. Key access can be revoked at any time for 

any reason.  

• Keys are not to leave the possession of the person in which they were distributed 

to. Keys are not to be leant out to any other employees or given to any non- 

company personnel at any time.  Keys will be the sole responsibility of the 
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individual in which they are entrusted by Georgia Drywall Systems. Employees 

with keys will be accountable for the property and its contents while occupying the 

building during which time they are the sole key holders on the property.  

• Access to the building and Georgia Drywall Systems property during non-business hours, 
must be approved by your immediate supervisor for all personnel. Please make all 

arrangements to be in the building before you access the property. You must have prior 

consent before entering the property.  

 

3.0 Compensation Policies 
Salary information is strictly confidential and will only be shared on a need to know basis.  In 

addition to Human Resource, Insurance Underwriters, State Agencies and Payroll Personnel, only 

an employee’s supervisory chain may have access to the personnel files without written approval 

from the employee.  Breach of this confidentiality by any party can result in disciplinary action up 

to and including termination. 

 

3.01 Pay Periods 
Our standard work week runs from Monday to Sunday. Georgia Drywall Systems shall pay 

all employees on Friday for the hours worked the previous week. All timesheets are due 
to the office Monday morning by 10:00AM for payment processing. Payment for 
timesheets received after the cutoff day and time may be delayed to the following week.  

 

When a Friday pay date falls on a holiday, employees will be paid on the last working day 

prior to the beginning of the holiday. 

 

3.02 Position Classifications 
Exempt employees hold executive, administrative, professional or other exempt positions.  

Exempt employees are not eligible for overtime pay. 

 

Non-exempt employees hold hourly positions and are eligible for overtime pay. 

Non-exempt employees work 40 hour work weeks. 
 

3.03 Overtime 
• Time-and-a-half – Georgia Drywall Systems pays one and one-half times an 

employee’s hourly rate for all hours worked over 40 in any work week. 

• Limitation on Overtime Pay – Overtime pay shall not be paid for benefit hours used 

by an employee.  Benefit hours (e.g., PTO, holidays, etc.) will not be counted 

toward the 40 hour workweek when calculating overtime. 
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• Supervisor Authorization – No overtime may be worked by non-exempt employees 

unless specifically authorized in advance by a supervisor.  Any violations of this 

policy shall subject the offending employee to disciplinary action up to and 
including termination. 

 

3.04 Payroll Deductions 
Your earnings and payroll deductions are shown on a voucher with your check.  A list of 

common deductions are: 

 

Required by Federal or State Employee Authorized 
Federal Income Tax Employee & Dependents Insurance 

State Income Tax Other Medical Deductions 

Social Security Tax 401K Benefits  
Medicare 

Garnishment/Wage Attachments 

 

Any questions about payroll should be directed to the Office or Payroll Manager. 

 

3.05 Expense Reimbursement 
Georgia Drywall Systems reimburses employees for reasonable expenses incurred while 

conducting Georgia Drywall Systems business. 

 

Employees need to document the date, business purpose, amount and type of expense 

incurred. Receipts are required for any and all amounts being considered for 
reimbursement. 

 

Expense receipts are due no later than Monday mornings for the previous week’s 
expenses.  Expense receipts turned in later than the following Monday may be delayed in 

payment reimbursement. 

 

4.0 Benefits 
 

4.01 Paid Time Off 
Georgia Drywall Systems provides it employees with paid time off (PTO) benefits in lieu of 

traditional vacation time.   PTO is intended to allow employees paid time off from work for 

reasons such as vacation, personal illness, family illness, medical appointments, religious 
or ethnic holidays and personal or family business. 



Georgia Drywall Systems  Employee Handbook 

 
Page 11 of 20 

 

Employees who are absent from work for any reason are required to take any accrued but 

unused PTO before taking unpaid time off. Employees must speak directly to a 
supervisor or manager when reporting an absence due to illness or any other 
emergency.  
 

All full-time employees have access to earned PTO on a pro-rated calendar year basis 

after he/she has reached their (1) year anniversary.  The established PTO earning period 

is from January 1 through December 31 of the current year.  

 

First year employees will begin to accrue PTO on a monthly basis after completing sixty 

(60) days of continuous probationary employment.  All PTO earned between the end of an 
established probationary period and the end of the current PTO earning period (December 

31) will be available to an employee after he/she has reached their one (1) year 

anniversary. 

 

Employees who have already completed their first year of service by the start of the new 

PTO period (January 1) will have access to their previous year’s Total Annual Accrual on 

January 1.  Please note that employees will not accrue PTO while on any type of leave. 

 
In a calendar year, full-time employees will accrue PTO according to the following 

schedule.  

 

 

 

 

Employees are not allowed to carry over PTO from one calendar year to the next unless 
approved by your supervisor in advance and prior to the end of the current year in which 

the request is being made.  In the event that a rollover is approved, the maximum amount 

that may be approved for carry over to the next calendar year is 16 hours.  The carry over 

amount must be taken by the end of the first quarter of the next year or it will be forfeited.  

Any accrued unused PTO will not be paid out at the end of the calendar year.   

 

So that the Company may schedule work and plan for business requirements, employees 

should request PTO in as far advance as possible of the requested time off.   Employees 
may take PTO in full-day (eight [8] hour) increments or half-day (four [4] hour) increments.  

If there are conflicting dates, preference will be given to the employee who has the most 

Accrual Per Month Maximum Annual Accrual 

3.334 hrs. 40 hrs. 
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seniority. A more junior employee who already has an approved PTO date will not, 

however, be bumped by a more senior employee. 

 

If the Company has to close during the year due to inclement weather, or for any other 
reasons, and employees do not report to work, the employee has the option of using PTO 

to cover the missed time.  If the company is open for business and the employee cannot 

report to work due to inclement weather, the employee also has the option of using PTO 

to cover this absence. 

 

Subject to applicable state law, if an employee leaves Georgia Drywall Systems, he/she 

will be paid for accrued but unused PTO computed at the rate of pay earned upon 

separation, provided the employee gives two (2) weeks written notice and is not being 
terminated for misconduct.  If a PTO advance is granted to an employee and PTO is owed 

to Georgia Drywall Systems at the time of separation, this will be deducted from the final 

paycheck.   

 

Pay for PTO days will be paid on the regular pay cycle.  PTO days do not count as hours 

worked for purposes of calculating overtime. 

 

**PTO will not be paid out to any terminated employee if the termination was for 
cause.** 
 

4.02 Insurance Benefits (Medical, Dental, Vision) 
To help protect the employees of Georgia Drywall Systems from the rising expense of 

healthcare, voluntary Medical, Dental and Vision insurance plans are made available to 

regular full-time employees who work at least 30 hours per week and have completed their 

sixty (60) day insurance waiting period.  

  

Open enrollment for Medical, Vision and Dental is during the month of May with a June 1st 

deadline.   
 

Because we offer various types of insurance plans with select coverages and exclusions, 

employees are encouraged to study the materials provided by the insurance companies 

during open enrollment to identify the plan that best suits their needs.  

 

Georgia Drywall Systems currently contributes 50% towards the cost of the Employee Only 

Medical Premium if an employee chooses to enroll in one of our company sponsored plans.  
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We do not contribute towards Spousal, Dependent, or Family premiums, nor do we 

contribute to any costs associated with our Dental and Vision plans.   

 

Specific costs associated with any insurance premium will vary according to the plan or 
plans chosen by the employee.  Deductions for insurance policy premiums (if applicable) 

will be paid by the employee through a weekly pre-tax payroll deduction.  

 
 

4.03 401K Retirement Savings 
In an effort to provide employees with the potential for future retirement savings, Georgia 

Drywall Systems currently offers the option to participate in one of our two voluntary 401(k) 

savings plans; the Traditional (pre-tax) and Roth (after-tax) plans. 

 

Employees who have completed six (6) months of service and are over the age of twenty-

one (21) years of age may join during one of our two open enrollment periods. (June with 
a July 1st deadline and December with a January 1st deadline)  

 

Georgia Drywall Systems presently matches 401(k) contributions as follows:  100% match 

up to the first 3% of payroll contributions; 50% match for all contributions between 3.1% - 

5% of payroll contributions.  Georgia Drywall Systems only contributes a match during 

weeks in which the employee has made a contribution; all contributions and matches are 

subject to the annual limits specified by federal law. 

 
Complete details of the 401(k) savings plan are described in the Summary Plan Description 

provided to all eligible employees during open enrollment.  Please contact Human 

Resources for more information about the 401(k) plan.   

 
4.04 Holidays 
Regular full-time employees are eligible for holiday pay after reaching his/her one (1) year 

anniversary.  Our company observes the following holidays: 

New Year’s Day Memorial Day 

Independence Day Labor Day 

Thanksgiving Day    

Christmas Day      
 

• If an employee is absent the day before or the day after a holiday, they will NOT 

be paid for the holiday unless prior notice was given and approved. 



Georgia Drywall Systems  Employee Handbook 

 
Page 14 of 20 

• If a scheduled holiday falls during scheduled PTO, the day will be counted as a 

holiday, not charged as a PTO day. 

• A holiday that falls on a weekend will be observed on either the preceding Friday 
or the following Monday, as directed by your supervisor. 

 

4.05 Jury Duty  
Georgia Drywall Systems will grant employees unpaid time off for mandatory jury duty.  A 

copy of the court notice must be submitted to the employee’s supervisor to verify the need 

for such leave. Compensation will be provided by the Court System. 

 

4.06 Unpaid Leave of Absence 
Due to our small business status with the Department of Labor, Georgia Drywall Systems 

is not required by law to uphold any portion of the FMLA – Family Medical Leave Act.  

 

Provided that an employee has successfully completed his/her sixty (60) day probationary 
period and has given sufficient notice, Georgia Drywall Systems will attempt to grant its 

employees up to (30) days of unpaid leave during a “single 12-month period”.  

 

During this period all benefits such as Health Insurance, PTO accrual, and 401K matching 

will be suspended. At the conclusion of the employee’s leave, we will attempt to restore 

the employee to a comparable position with equivalent pay and benefits if such a situation 

exists. 
 

Employees who have not successfully completed their sixty (60) day probationary period 

prior to the start of their requested leave of absence, employees who require more than 

thirty (30) days leave, and employees who fail to return after exhausting the maximum 

leave period of thirty (30) days will be terminated; the separation will be reported to the 

DOL as employee initiated.  Ex-employees who terminate their status due to an unpaid 

leave of absence are welcome to reapply for employment at a later date, however, rehire 

offers are not guaranteed.  
 

5.0 Workers’ Compensation 
In accordance with Georgia’s Workers’ Compensation Law, Georgia Drywall Systems provides 

comprehensive workers’ compensation insurance at no cost to employees. 

 

Workers’ compensation insurance generally provides limited benefits to eligible workers in the form 
of medical treatment, compensation for lost wages, and compensation for the loss or use of parts 
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of the body.  If an employee dies in a workplace accident, the employee’s dependents may become 

eligible to collect death benefits.  Benefits are generally available to an employee after a short 

waiting period. 

 
Employees who sustain work-related injuries or illnesses, no matter how minor, must inform their 

supervisor immediately.  Failure to timely report such injury or illness may compromise an 
employee’s eligibility to claim worker’s compensation benefits. 
 

Employees with additional questions regarding workers’ compensation benefits should consult the 

Georgia State Board of Workers’ Compensation Employee Handbook, available by request from 

the Human Resources Manager. 

 

6.0 Open Communication Policy 
Employees are encouraged to share their concerns, seek information, provide input and resolve 

problems/issues through their immediate supervisor and, as appropriate, consult with any member 

of management toward those ends.  Managers and supervisors are expected to listen to employee 

concerns, to encourage their input and to seek resolution to their problems/issues. 

7.0 Miscellaneous 
 

7.01 Safety and Accident Reporting 
We expect our employees to conduct themselves in a safe manner, to use good judgment 

and common sense in matters of safety, to observe all GDS, State and Federal safety 

regulations, and to always use company provided and/or company purchased PPE when 

necessary.  It is company policy that employees are not permitted to work on any job site 

or work location, or to perform any required function when PPE deficiencies exist.  

Employees, who create unsafe working environments for themselves and/or others 
through their own negligence, will be asked to leave their assigned work location until such 

time as their deficiencies are self-corrected.  Repeated infractions will result in disciplinary 

action, up to and including termination.  

 

All work injuries, accidents and near misses, no matter how slight must be immediately 

reported to the front line supervisor.  Employees who fail to report injuries, accidents 
and near misses will be subject to disciplinary action up to and including 
termination.  Each front line supervisor will be responsible for prioritizing medical attention 
with an approved medical care facility, the timely reporting of incidents, completing 

investigations, and recommending corrective actions following any injury, accident or near 

miss.  
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Any employee who is referred to a Georgia Drywall and/or Worker’s Compensation 

approved medical facility following an injury, accident or near miss shall be asked to submit 

to mandatory drug testing as part of their medical care and treatment.  Employees who 
refuse to submit to testing or who test positive will be subject to disciplinary action up to 

and including termination of employment 

 

7.02 Substance Abuse 
Georgia Drywall Systems is a drug free work place.  We expect employees to report to 

work on time and in appropriate and safe physical and mental conditions, and therefore do 

not condone the possession, use and/or abuse of controlled or illegal substances at any 

time.  Reporting to work or conducting any business under the influence of alcohol or a 

controlled or illegal substance is strictly prohibited.  Violations of our drug free policy will 

result in disciplinary action, up to and including termination and may result in legal 

consequences. 
 

Employees who are using prescription or over-the-counter drugs that causes adverse side 

effects (i.e. drowsiness, impaired reflexes or reaction time) must inform their supervisor of 

the drug’s possible side effects and the expected duration of use.  If a prescription drug 

has the potential to become a safety problem, the supervisor may temporarily reassign the 

person (if an alternative position is available) for the duration of the potential safety risk.  

 
Georgia Drywall Systems reserves the right to test applicants for the use of controlled or 

illegal substances during the employment application process.  Applicants who refuse to 

submit to testing or who test positive for any controlled or illegal substance will be refused 

employment.   

 

Georgia Drywall Systems reserves the right to test current employees for the use of 

controlled or illegal substances at any time.  Moreover current employees shall be subject 

to drug/alcohol testing if Georgia Drywall Systems has reason to suspect that they are 
under the influence of controlled or illegal substances at work or in the course of 

representing Georgia Drywall Systems, or if they are involved in an on-the-job accident, 

near miss, or other incident that did or could have involved personal injury or property 

damages. 

 

Current employees who refuse to submit to testing will be subject to disciplinary action up 

to and including immediate termination of employment.   Current employees who submit to 
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testing and test positive for any illegal substance will be presented with the following two 

options: 

• If an employee contests their failed results as a ‘false positive’, the employee, at 
their own expense, will have the option of submitting a retest specimen to a 

certified DOT testing facility within 24 hours of receipt of any failed notification. The 

employee will be placed on active probation until such time as the retest results 

are known.  Once the retest results are known, Georgia Drywall Systems reserves 

the right to act in its own best business interests with regards to future outcome of 

any employee/employer relationship.   All employee/employer relationships remain 

at-will, notwithstanding any provisions in this handbook, and Georgia Drywall 
Systems reserves the right to terminate any employment relationship at any time, 

with or without cause or notice.     

• If an employee admits to using an illegal or controlled substance after testing 

positive, the employee, will be placed on inactive suspension and will not be 

allowed to work for Georgia Drywall Systems in any capacity until such time as a 

negative test result is forwarded from a certified DOT testing facility.  Once the 

retest results are known, Georgia Drywall Systems reserves the right to act in its 
own best business interests with regards to future outcome of any 

employee/employer relationship.   All employee/employer relationships remain at-

will, notwithstanding any provisions in this handbook, and Georgia Drywall 

Systems reserves the right to terminate any employment relationship at any time, 

with or without cause or notice. If the employee fails to produce a negative test 

result within 30 days of the original failed notification, the employee will be 

terminated on the 31st day.   
 

We recognize alcohol and drug dependency as a major health problem and drug abuse as 

a potential health, safety and security problem.  Employees who need help in dealing with 

such problems are encouraged to use health plan benefits, as appropriate. 

 

 

7.03 Smoking Policy 
In consideration of increasing concerns over the health hazards of smoking in the 

workplace to smokers and nonsmokers, Georgia Drywall Systems has established a 

nonsmoking policy, which prohibits smoking anywhere within Georgia Drywall Systems 

offices or warehouse/production facilities.  Smoking outside the building must be done in a 
safe manner and distance from the building.  All smoking items must be disposed of in a 

safe container outside the office, building or work premises. 
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7.04 Telephone Use 
Telephones are a vital part of our business.  Personal use of the telephone should be 

limited to emergencies and unusual circumstances.  Also, personal calls should be made 

while on break and kept brief.  Personal long distance calls not billed to the employee may 

not be made. 

 

7.05 Electronic Mail 
Please be aware that we use Electronic Mail to communicate important firm information, 

such as safety rules, management memos and meeting agendas.  These tools of 
communication should not be used for personal or unnecessary information.  Users should 

be aware that e-mail messages and internet use cannot be considered private and may be 

monitored by management. 

 

7.06 Solicitations & Distributions 
Employees must not solicit other employees for any purpose during working hours.  Our 

employees are not permitted to distribute literature of any kind at any time on Georgia 

Drywall Systems premises or during working hours. 

 

7.07 Protection of Georgia Drywall Systems & Employee Property 
Respect and protection of Georgia Drywall Systems property and employee personal 

property is everyone’s concern.  If you find property missing or damaged, doors unlocked 

after hours or witness anything that is suspect toward the protection of property, report it 
to your supervisor immediately. 

 

Georgia Drywall Systems is not, nor ever shall be, responsible for personal articles that are 

stolen or lost. 

 

7.08 Problem Resolution 
Georgia Drywall Systems strives to ensure fair and honest treatment of employees.  If a 

situation occurs where an employee believes that a condition of employment or a decision 

affecting his employment is unjust or inequitable, he is encouraged to make use of the 

following grievance procedures. 

 

• An employee should present the problem to a supervisor immediately following the 

incident.   
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• If a supervisor is unavailable or the employee believes it would be inappropriate to 

contact that person, the employee may present the problem to the supervisor’s 

manager.   

• If the employee is not satisfied with the problem resolution, the employee should 

bring it to the attention of the Human Resource Manager or the President.  

Decisions of executive management are final. 

• No employee will be penalized for using the problem resolution procedures. 

 

8.0 Separation 
We hope to retain good employees.  However, employment at Georgia Drywall Systems is for no 

specified time, regardless of length of service.  Just as you are free to leave for any reason, we 

reserve the same right to end our relationship with you at any time, with or without notice, for any 

reason not prohibited by law. 
 

An individual terminating his or her employment with Georgia Drywall Systems is expected to give 

at least two weeks’ notice in writing to his or her supervisor.  At least thirty days’ (30) notice should 

be given if the employee holds a position in management or sales. 

 

If an employee leaves the employment of Georgia Drywall Systems, he or she may be expected to 

meet with the Human Resource Manager to complete an exit interview, return all Georgia Drywall 

Systems property and handle any administrative details including the handling of future personal 
reference requests. 
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9.0 Acknowledgement of Receipt 
 
 

This is to certify that I have read this handbook and understand the contents, requirements, and 

expectations for employees working for Georgia Drywall Systems, Inc.  I agree to abide by the 

policies as a condition of my employment and my continuing employment with Georgia Drywall 
Systems, Inc.  I understand that Georgia Drywall Systems, Inc. reserves the rights to revise, modify, 

supplement or rescind any policies or provisions contained within this handbook at any time, as it 

deems appropriate, in its sole and absolute discretion with or without notice.  I also understand that, 

notwithstanding any of the provisions of this handbook, I am employed on an at-will basis and that 

if I have any questions at any time regarding a policy I will consult with the President of Georgia 

Drywall Systems, the Human Resources Manager, or my immediate supervisor.  I understand that 

no representative of Georgia Drywall Systems, other than the President or Vice President, has any 

authority to enter into any agreement for employment for any specified period of time, or to make 
any agreement contrary to the foregoing. 

 

 

Employee Signature:  
_____________________________  
Employee Printed Name:  
______________________________  
Date:  
______________________________   

                                          


