
CITY OF KINGSLAND, GEORGIA 

CITY COUNCIL 

AGENDA ● AUGUST 22, 2022 

 Regular Meeting City Council Chamber 6:00 PM 

  107 South Lee Street - City Hall, Kingsland, GA 31548 

City of Kingsland, Georgia Page 1 Updated 8/22/2022 7:50 AM  

  

I. PUBLIC HEARING - STARTS AT 6:00PM 

1. Public Hearing for Site Plan Amendment - Alexander Properties Group, LLC - 

Map & Parcels K17 01 003 and K17 01 003B  -  

Alexander Properties Group, LLC has submitted an amended site plan for map and 

parcels K17 01 003 and K17 01 003B.  The original site plan was approved with 

the rezoning of the parcels to R-3 (General Commercial).  The parcels are located 

at 715 East King Avenue containing approximately 22.5 acres. 

  

II. CALL TO ORDER AND WELCOME GUESTS 

  

III. ROLL CALL 
 

 

 Charles Grayson Day Jr. Mayor 

 James W Galloway Councilman 

 Farran Fullilove Councilman 

 Kristy Chance Councilwoman 

 Alex Blount Mayor Pro Tem 
 

  

IV. INVOCATION AND PLEDGE TO THE FLAG 

  

V. CONSENT DOCKET 

A. Approve the Council Minutes of the last regular Council Meeting  

B. Approve the Agenda as Presented  

C. Approve the Payments of Accounts Payable as Due and Funds Available  

  

VI. GRANTING AUDIENCE TO THE PUBLIC 

  

VII. OLD BUSINESS 
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VIII. PLANNING AND ZONING 

1. Approval of PD Amendment - Kingsland West Subdivision - Map & Parcels 082 

005 & 082 005A  -  

BBC Investment Group, LLC has submitted an amended PD for Kingsland West 

Subdivision.  The parcels are located on the east and west side of Henrietta Street 

containing approximately 144 acres.  The new PD would include a mix of 

residential uses and amend the original setbacks and lot density.  Zoning is PD/R-

2. 

Planning Commission does not recommend approval. 

  

IX. NEW BUSINESS 

1. Approval Of:  Amended Site Plan for Alexander Properties Group, LLC for Map 

& Parcels K17 01 003 and K17 01 003B  -  

Alexander Properties Group, LLC has submitted an amended site plan for map and 

parcels K17 01 003 and K17 01 003B.  The original site plan was approved with 

the rezoning of the parcels to R-3 (General Commercial).  The parcels are located 

at 715 East King Avenue containing approximately 22.5 acres. 

 

Staff recommends approval. 

2. Approval Of:  Local Option Sales Tax Certificate of Distribution  -  

Pursuant to an Act of the Georgia General Assembly, the governing authorities for the 

qualifying municipalities and the county certify that the proceeds of the Joint 

County and Municipal Sales and Use tax shall be distributed as outlined in the 

Certificate of Distribution. 

3. Approval Of: Senior Community Service Employment Program Agreement  - 

Tourism Director Tonya Harvey 

The Senior Community Service Employment Program (SCSEP) is a short-term, 

work-training program to prepare participants for unsubsidized employment off of 

the program. The purpose of the SCSEP is for a participant to provide community 

service while they actively pursue unsubsidized employment off of the program.  

All wages and other costs including workers compensation coverage in 

accordance with State law are the responsibility of the National Council on Aging 

SCSEP.  

 

Staff recommends approval. 

4. Bid Award: Postage Meter Machine Contract  -  
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The current postage meter machine 5-year contract will be ending in October. The 

current contract was  $4,689 annually.  The City received competitive bids which 

will reduce the current cost significantly.   

Staff recommends low bid, Pitney Bowes, for $1,728.60 annually for a five year 

contract. 

5. Joint Proclamation for Cumberland Island Day  -  

Joint Proclamation with Camden County Board of Commissioners, City of Kingsland, 

City of St. Marys and City of Woodbine for the 50th Anniversary of Cumberland 

Island National Seashore. 

6. FY 2022-23 Budget Presentation  -  

  

X. MAYOR AND COUNCIL ANNOUNCEMENT 

  

XI. ADJOURNED 
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Public Hearing for Site Plan Amendment - Alexander 
Properties Group, LLC - Map & Parcels K17 01 003 and K17 

01 003B 

Alexander Properties Group, LLC has submitted an amended site plan for map and parcels K17 

01 003 and K17 01 003B.  The original site plan was approved with the rezoning of the parcels 

to R-3 (General Commercial).  The parcels are located at 715 East King Avenue containing 

approximately 22.5 acres. 
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Approval of PD Amendment - Kingsland West Subdivision - 
Map & Parcels 082 005 & 082 005A 

BBC Investment Group, LLC has submitted an amended PD for Kingsland West Subdivision.  

The parcels are located on the east and west side of Henrietta Street containing approximately 

144 acres.  The new PD would include a mix of residential uses and amend the original setbacks 

and lot density.  Zoning is PD/R-2. 

Planning Commission does not recommend approval. 
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Planning and Community Development 

Amended Staff Report 

 

Planning Commission Meeting Date:   August 1, 2022 

City Council Meeting Date:    August 22, 2022 

Agenda Item:  Amend Original PD for Kingsland West Subdivision, Map & Parcel 082 005 & 

082 005A 

Summary:  

BBC Investment Group, LLC has submitted an amended PD for Kingsland West Subdivision. The 

parcels are located on the east and west side of Henrietta St. containing approx. 144 acres. The 

original PD was approved by the city council in 2005.  The amended PD would include a maximum 

of 305 units with a mixture of mixture of Single Family homes, Patio homes, and Town Houses. 

The amended PD will also reduce lot sizes, setback requirements, and overall density of the 

development and will create declarations and covenants for Kingsland West H.O.A. This 

development will create affordable housing for city residents on the west side of the city. No 

preliminary or final plat has been issued at this time and there is existing water and sewer and 

available to the immediate area. However, after further research by the planning dept. and public 

works, along with an internal engineering review, Planning staff has come to a decision that this 

PD should not be approved and furthermore, no development should be approved for these parcels 

due to the following reasons.  

1) There is already flooding and drainage issues in this area. Henrietta street usually floods 

during a heavy rain, and several residences in the area experience flooding on their 

properties during the heavy rains as well. 

2) The Wetlands on these parcels have grown significantly since 2005 and any clearing of 

these parcels would enhance the flow of storm water into an already wet area.  

3) The Meadows Subdivision and the Sheffield Plantation area cannot handle any more 

drainage that may result from this development. 

4) The drainage issue at “Stone and More” along Hwy. 40 must first be resolved, (to relieve 

some drainage issues off of Henrietta St), before any more development can be considered 

in this area.  
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5) Lemon St. Lift Station would need to be upgraded to handle the sewer capacity for the 

development.  

6) In KLADO under ARTICLE XVI. - GENERAL REQUIREMENTS AND MINIMUM 

STANDARDS OF DESIGN FOR THE SUBDIVISION OF LAND • Sec. 160. - 

General design requirements.160.1. Suitability of Land. Land subject to flooding, 

improper drainage, or erosion, or which is for topographical, geological or other reasons 

unsuitable for residential use shall not be platted for residential use or for other uses that 

will continue to increase the danger to health, safety, or property destruction, unless the 

hazards can be and are corrected.  

 

The PD is included with the staff report.  

Current Zoning:  PD/R-2  

Is Proposal Consistent with the Comprehensive Plan?   Yes 

Staff Recommendation:    Planning Staff and The Planning Commission do not recommend 

approval  

 

Scott L. Kimball 

Planning Director 
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 City Council Meeting: 08/22/22 06:00 PM 
 107 South Lee Street Department: City Clerk 

 Kingsland, GA  31548 Category: Planning & Zoning 
  Prepared By: Jean Seigler 

 SCHEDULED Initiator: Jean Seigler 

 Sponsors:  

 AGENDA ITEM (ID # 3970) DOC ID: 3970  

Updated: 8/16/2022 2:06 PM by Lee Spell  Page 1 

Approval Of:  Amended Site Plan for Alexander Properties 
Group, LLC for Map & Parcels K17 01 003 and K17 01 003B 

Alexander Properties Group, LLC has submitted an amended site plan for map and parcels K17 

01 003 and K17 01 003B.  The original site plan was approved with the rezoning of the parcels 

to R-3 (General Commercial).  The parcels are located at 715 East King Avenue containing 

approximately 22.5 acres. 

 

Staff recommends approval. 
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 City Council Meeting: 08/22/22 06:00 PM 
 107 South Lee Street Department: City Clerk 

 Kingsland, GA  31548 Category: Agreement 
  Prepared By: Jean Seigler 

 SCHEDULED Initiator: Jean Seigler 

 Sponsors:  

 AGENDA ITEM (ID # 3972) DOC ID: 3972  

Updated: 8/18/2022 1:49 PM by Lee Spell  Page 1 

Approval Of:  Local Option Sales Tax Certificate of 
Distribution 

Pursuant to an Act of the Georgia General Assembly, the governing authorities for the qualifying 

municipalities and the county certify that the proceeds of the Joint County and Municipal Sales 

and Use tax shall be distributed as outlined in the Certificate of Distribution. 
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 City Council Meeting: 08/22/22 06:00 PM 
 107 South Lee Street Department: City Manager 

 Kingsland, GA  31548 Category: Agreement 
  Prepared By: Lee Spell 

 SCHEDULED Initiator: Lee Spell 

 Sponsors: Tourism Director Tonya Harvey 

 AGENDA ITEM (ID # 3966) DOC ID: 3966  

Updated: 8/11/2022 10:04 AM by Lee Spell  Page 1 

Approval Of: Senior Community Service Employment 
Program Agreement 

The Senior Community Service Employment Program (SCSEP) is a short-term, work-training 

program to prepare participants for unsubsidized employment off of the program. The purpose of 

the SCSEP is for a participant to provide community service while they actively pursue 

unsubsidized employment off of the program.  All wages and other costs including workers 

compensation coverage in accordance with State law are the responsibility of the National 

Council on Aging SCSEP.  

 

Staff recommends approval. 
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This is an optional form, and does not need to be  attached to the NCOA DCS 
The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging. 
NCOA//SCSEP SCSEP_Host_Agency_Application (1).doc   revised 7/13/12

Senior Community Service Employment Program 

Host Agency Application 
Name of Agency: _______________________________________________________________ 

Street/Mail Address: ____________________________________________________________ 

City: ______________________________ State: ______ Zip Code: _______________ 

Telephone # (______) _______ - __________  Fax # (______) _______ - __________

Name & Title of Contact Person: ___________________________________________________ 

If training is to take place at a different location provide address & phone for training location: 

______________________________________________________________________________ 

Type of Agency: 
[  ] Federal Government [  ] State Government  [  ] County Government [  ] Municipal Government 

[  ] Non-profit organization that is tax exempt under §501c3 of the Internal Revenue Code of 1954. 
(Attach copy of the I.R.S. determination letter of §501c3 status.) 

Funding Sources: 
Please indicate what percentage of the agency’s funding is: 

Federal Gov’t: _____% State Gov’t: _____%   Local Gov’t: _____% Private Sector: _____%

Fiscal Year: 
The agency’s fiscal year is from: ________________________   to   ________________________ 

Purpose of Organization: 
Briefly describe the organization’s purpose and target population: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

continued on other side 

CITY OF KINGSLAND / KINGSLAND VISITORS BUREAU

1190 BOONE AVE

KINGSLAND           GA    31548

912         729              5999         912         729     7258

SARAH BEARD, WELCOME CENTER MANAGER

X

100

October    September

The Kingsland Area Convention & Visitors Bureau (KCVB) Authority, governed by an appointed Board 
of Directors, operates as a component unit of the City of Kingsland and serves as the City’s official 
designation marketing organization (DMO). The primary mission of the KCVB is to position the area as a 
year-round visitor destination and increase travel spending; thereby diversifying the local economy, 
stimulating economic growth and improving the quality of life for residents. The KCVB achieves this 
mission by focusing on increasing and sustaining lodging occupancies within the City of Kingsland. In 
addition to the comprehensive marketing initiatives, the KCVB oversees the operation of the Kingsland 
Welcome Center located at I-95 Exit 3 with the focus of providing superior visitor service and creating 
awareness of local tourism assets; thereby encouraging repeat and extended stays.
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This is an optional form, and does not need to be  attached to the NCOA DCS 
The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging. 
NCOA//SCSEP SCSEP_Host_Agency_Application (1).doc   revised 7/13/12

SCSEP Host Agency Application (continued)
Training: 

Title of on-the-job training position desired: __________________________________________ 

Briefly describe on-the-job training that will be provided: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Name and title of person who will provide supervision and training: 

______________________________________________________________________________ 

Employment: 
Will the agency be able to employ the participant upon successful completion of training? 
[  ] Yes, provided that funding is available. 
[  ] No, there is not a reasonable expectation that funding will be available. 
If no, what will agency do to help participant obtain employment? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Signature / Maintenance of Effort: 
I verify that this training position constitutes a new or expanded service and is not a violation of maintenance of 
effort regulations of the U.S. Department of Labor. (Positions of SCSEP participants shall be in addition to positions which 
otherwise would be funded by the local training site without assistance from SCSEP. Positions funded under SCSEP: shall result in an 
increase in employment opportunities over those which would otherwise be available; may not result in the displacement of currently 
employed workers, including partial displacement such as reduction in hours of non-overtime work, wages or employment benefits; may 
not impair existing contracts for service or result in the substitution of federal funds for other funds in connection with work that would 
otherwise be performed; may not substitute program jobs for existing federally assisted jobs; may not employ or continue to employ a 
trainee to perform work the same or substantially the same as that performed by any other person who is on layoff.) 

__________________________________________ ______________________________ 
signature of authorized agency representative date

__________________________________________ 
name and title of authorized agency representative

VISITOR INFORMATION SPECIALIST

The Visitor Information Specialist is responsible for operating, maintaining and improving the visitor 
experience and tourism services by greeting visitors upon arrival at the Welcome Center, answering 
questions, providing accurate directions and offering suggestions for lodging, shopping, dining and 
recreation. This position requires excellent customer service skills in person and on the telephone.
The Kingsland Welcome Center is open on Monday - Saturday from 9:30PM - 5:00PM and during most 
holidays. Participants will be required to be available during these hours.

SARAH BEARD, WELCOME CENTER MANAGER

X

Lee Spell, Kingsland City Manager
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CITY OF KINGSLAND / KINGSLAND VISITORS BUREAU

CAMDEN

1190 BOONE AVE

KINGSLAND

31548

58-6000601

SARAH BEARD

WELCOME CENTER MANAGER

912-729-5999

SARAH@VISITKINGSLAND.COM

8/9/2022
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Senior Community Service Employment Program 

Host Agency Agreement 

The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging. 
NCOA//SCSEP SCSEP_Host_Agency_Training_Site_Form (3).docx   revised 6/19/12

Host Agency: __________________________________________________Program Year: _________ 
To ensure our host agency partners understand their important role in the daily lives of our participants 
and their responsibilities in supporting each participant’s quest for an unsubsidized job, we ask that each 
host agency supervisor clearly understand and support the following requirements that are part of each 
participant’s agreement with our program: 

1) The purpose of the SCSEP is for a participant to provide community service while they actively pursue
unsubsidized employment off of the program. When an individual enrolls and/or gets a job off the program
they may lose their public benefits. These benefits may include, but are not limited to: Public Housing, Food
Stamps, SSI/SSD, and Medicaid.

2) Participants are asked to cooperate with the Project Director and project staff by:
• Accepting referrals and interviews for employment outside the program;
• Conducting an ongoing search for unsubsidized employment as specified in their IEP and as directed by the

Project Director and/or project staff;
• Accepting regular transfers to other host agency assignments as necessary to further their training and work

experience;
• Maintaining registration with the State Employment service and/or One Stop Center;
• Attending job search training, job clubs, participant meetings, etc., when offered by the Project Office, and

to engage in continuing unsubsidized job search activities.
Note:  These activities may cause the participant to miss some hours at their host agency assignment. 

3) The Senior Community Service Employment Program (SCSEP) is a short-term, work-training program to
prepare participants for unsubsidized employment off of the program. The program is not an entitlement, nor is
it designed to provide income maintenance. SCSEP participants are considered to be in training status,
preparing to accept unsubsidized employment. They, and you, as the host agency supervisor, must understand
and accept the training with the host agency is a short-term training opportunity, NOT a job and those
participants are NOT employees of NCOA, SCSEP, or the host agency to which they are temporary assigned.

4) Host Agency understands that NCOA SCSEP does not conduct background checks or drug screenings. These
screenings are at the sole and exclusive discretion of a Host Agency and must be in accordance with applicable
law. NCOA is not financially or otherwise responsible for any costs, expenses or claims associated with
background checks or drug screenings.

5) Host agencies must not use participants as substitutes for permanent employees in their agency. Federal
regulations prohibit this violation of “maintenance of effect.” Host agencies must not substitute federal dollars
for local dollars. Participants are additions to, not substitutes for, regular staff.

6) To become and remain a Host Agency, the Host Agency agrees to have a fax machine in good working
condition in order to both receive and send participant Time Attendance Reports from and to the Project site
office or designated fax number. “Good working order” includes insuring that the document output settings are
correct so that the fax is readable—not overly dark or overly light. Without good fax copies, NCOA SCSEP
cannot scan timesheets. If NCOA SCSEP is consistently unable to scan your timesheets, NCOA SCSEP
participants cannot be paid and would potentially have to be transferred to a host agency where fax machines
work properly.

7) Host agencies agree to give serious consideration for any permanent job openings in the agency to qualified
assigned participants. Failure to consider qualified participants for these job opening could be cause for
termination for cause of this agreement with that participant’s host agency.  The Host Agency agrees to
provide supervision, training, and a safe work site for each assigned participant.

8) The Department of Labor (DoL) now requires a survey of randomly selected Host Agencies. This survey is
generally done in January. If selected, please complete the survey as it influences continued DoL funding for

CITY OF KINGSLAND / KINGSLAND VISITORS BUREAU         2022-2023
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Senior Community Service Employment Program 

Host Agency Agreement 

The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging. 
NCOA//SCSEP SCSEP_Host_Agency_Training_Site_Form (3).docx   revised 6/19/12

this grant. The DoL will make three attempts to get a completed survey from you. While the survey may have 
up to 20 questions, answering any five completes the survey for DoL purposes and prevents these follow-ups. 

9) Insurance and Safety for SCSEP Participants: NCOA SCSEP will be responsible for providing workers’
compensation insurance for all Participants, in accordance with state law. The Host Agency is responsible for
maintaining a safe work environment for SCSEP Participants during their normal course of duties; and to
ensure that proper equipment, procedures and safe practices are used in conformance with state law. NCOA
has the right to coordinate safety inspections with the Host Agency to ensure that work procedures, equipment
and practices are used to protect the safety of SCSEP Participants. If the Host Agency fails to adhere to
reasonable safe working practices, NCOA SCSEP has the right to terminate the agreement with that agency for
cause and for the protection of SCSEP Participants.
Fourteen key safety issues that the Host Agency must keep in mind at all times:
1. Participants must comply with all safety rules of their Training Site.
2. Ask their Training Site Supervisor they are unsure about any safety precautions.
3. Keeping work areas clear of tripping hazards.
4. Participants must never climb on ladders, step stools or other objects.
5. Participants must use personal protective equipment (gloves, safety glasses, etc.) as required for various

training assignments.
6. Participants must only operate equipment they are qualified and authorized to operate including vehicles

during working hours.
7. Participants must follow proper lifting procedures by bending their legs & keeping their back straight.
8. Participants do not lift loads more than 20 pounds.
9. Participants wear shoes appropriate for the training assignment with good support.
10. Participants do not wear open-toed shoes or high heels.
11. Participants know where emergency exits are located.
12. Participants immediately report safety & health hazards to their Training Site Supervisor and SCSEP staff.
13. Participants immediately tell their Training Site Supervisor about any work related injury no matter how small.
14. Participants immediately tell their SCSEP project staff about any work related injury no matter how small.

10) NCOA SCSEP is a federally funded program and as such, is required by federal regulations to maintain
documentation (timesheets) to substantiate the expenditure of federal funds for wages. It is understood and
agreed that NCOA SCSEP shall pay the wages of participants assigned to the host agency. The host agency
agrees to verify, sign and return completed timesheets to the local SCSEP project for processing. Federal
regulations also require that timesheets be signed by the individual participant and by a responsible supervisory
official having firsthand knowledge of the hours worked by the participant. NCOA SCSEP recognizes that
assigned supervisors change and may not always be available to sign participant timesheet. Therefore, to
ensure compliance with federal regulations , in lieu of providing the names and signatures of all authorized
supervisors in the Host Agency and various Training Sites (if any), by signing this Host Agency Agreement,
the authorized agency representative agrees to ensure that the participant signs his/her timesheet and that a
responsible supervisory official of the agency certifies that the information on the timesheet is correct. If there
is a change to the authorized agency supervisor whose name is on this agreement, the local SCSEP Project
Office must be notified so that the local SCSEP Project Office can update the information in our databases.

Signature: __________________________________________________ Date: ___________________ 

Name & Title of person signing: _________________________________________________________ Mr. Lee Spell, Kingsland City Manager
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The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging 
NCOA/SCSEP Supervisor's Non-Federal In-Kind Contribution form.docx     revised 02/14/13 

Senior Community Service Employment Program 

Supervisor's Non-Federal In-Kind Contribution 
CONFIDENTIAL CONFIDENTIAL 
The following information is required so that a dollar value can be assigned to the amount of time a supervisor spends 
in direct supervision or training of a Senior Community Service Employment Program Participant. The information 
supplied on this form will be kept confidential, and will only be seen by those staff persons involved in computing 
and reporting the Senior Community Service Employment Program's non-federal in-kind contributions, and those 
NCOA and/or DOL staff persons who monitor or audit this information. 

Name of Site: _________________________________________________________ 

Name of Supervisor: ___________________________________________________ 

1. Value of Supervisor’s Time:
a. Supervisor’s actual salary computed on an hourly basis = $_17.62_____ 
b. Value of supervisor’s fringe benefits on an hourly basis (if known) = $_3.70______

  If unknown enter zero ($0). The hourly value of a monthly benefit package can be computed by dividing the monthly
value of the benefit package by the average number of work hours in a month. (A person working forty hours per week works 2,080 
hours per year, or an average of 173.33 hours per month.) For instance, a supervisor who receives a benefit package worth $400.00 
per month, should enter $2.31 as the hourly value of their benefits to reflect benefits that are worth $2.31 per hour ($400/173.33).  

c. Total value of one hour of supervisor’s time (a + b) = $_21.32____ 

2. Percent of supervisor's salary/fringe paid for with non-federal funds (check one below): 
_X a. Supervisor is paid entirely with non-federal funds (100%)
__ b. Supervisor is paid partly with federal funds. Percent that is non-federal funds = _____%
__ c. Supervisor is paid entirely with federal funds (0%)

3. If value of supervisor’s time cannot be determined:
__ a. Supervisor is a volunteer who receives no salary or fringe benefits [value = zero (0)] __ 

b. Supervisor is unable to provide or obtain this information.

Explain why: ____________________________________________________________ 
(Note: Simple refusal to provide this information is not sufficient, and will result in loss of training site status.) 

The starting wage for a similar position in this community is $ ______ per hour. 
The source for determining the above figure is: ___________________________________ 

_________________________________________________________________________________________________ 

I certify that the above information in true and accurate to the best of my knowledge. I agree to inform the 
Senior Community Service Employment Program of any changes in the above information. 

Signature: ___________________________________________          Date: _______________ 

Kingsland Welcome Center

Sarah Beard

Lee Spell, City Manager
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National CouncU. n . � 
Senior Community Servi08 Employment Progrem 

f n1l1al Training Site Safety Checklist 
(page I of 4) 

Training Site: ___________ Inspected by: ________ Date:. ____ _ 

Item Inspected 

Accident report forms on 
site? 

2. Does participanttsupervisor
know bow to complete
accident reports?

3. Does participant/supervisor
know where to send accident
reports?

4. Has training site provided
safety training to participants
within the past 12 months?

5. la well-supplied first aid kit
on.site?

6. Does participant have access
to first aid kit?

7. Have provisions been made
for first aid/medical care in
case of an emergency?

8. Does the participant have
a-tcess to a phone?

9. Is there a fire extinguisher
that is accessible to
participants?

Does the training site have
working fire and smoke
alanns?

12. Has the extinguisher been 
inspected and/or serviced in 
past years? 

OK 

ACTION 
NEEDED NIA 

CORRECTIVE 
ACTION TAKEN 

The S81liOI' Co1111111111ify .81:1'¥ice Employment Pro1r111a is fu1ukd l,r a W!l. Dept. of l.abor JrNt tdmlnittered by dlfl Nd1/o1Kd C,:,;mcfi m1 llgi11g 

�J;!..,_ Tlds form to be srimned 11ml 11plo1tdtd htlo NCOA 'a Sale,ft(lr« l'rafoh:11 Site tab 
WOOMidiBI' SCSll'.Joilllll.Tral,olq_Silo_Safey_Cbe411i•t tovlsed: 5/;!0l:Wl:1 

J'age 165 

Kingsland Welcome Center       Sarah Beard
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Item Inspected ACTION CORRECTIVE 
OK NEEDED NIA ACTION TAKEN 

13. Is there a plan for leaving the
building in case of fire?

14. Are there sufficient exits in
case of fire/emergency'?

15. Does the participant know
the exit plan or alternate
routes?

16. Do doors that swing in both
directions have view panels?

17, Does the training site or the 
participant have emergency 
numbers posted? 

18. Are electrical appliances
grounded?

19. Are cords in good condition?

20. In the food service areas, are
safety procedures practiced
for the use, washing, and
storage of knives?

21. Are spills on floor mopped
and dried promptly?

22. Are aisles and passageways i 

kept clean?

23. Do stairs and steps have
� roils? 

' steos weU Ht? 

25. Ai-e stair.; and steps in good
repair?

! 

26. Do stairs and steps have a
smooth but non�skid I 

surface?

nco� 
�C�WlN,j'Q 

NCONSCSEP 

Ute Senior Conm11mify Servic� ii)npioymw( Program is flll!d¢d by n U.S, Dept of bb,,r grnut administered hy tht Natimtt!I Council mi Aging 
This form to be seamied and up!uaded inru NCOA 's Saltsforce Trrdniog Site tab 

Sd!F».Jnllllll_'.rtaldn;,l,.J;Jia_S•f•W."Cheekllst 
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Senior Community Se/Vice Employment Progrtzm National CoU1cif 
f 
n

I Training Site Safe Checklist 

28. 

29. 

30. 

31. 

Item Inspected 

Are outside steps and walks 
kept clear? 

When floor height changes, 
is the step or ramp clearly 
marked? 

Are electrical cords and 
extension cords properly 
covered when they cross a 
floor? 

Are extension cords 
adequate for appliances or 
tools connected to them? 

Are throw rugs and carpet 
edges secured? 

re access to a restroom? 

Is the restroom safe and 
sanitary? 

34. Is safe drinking water
available at the training site?

35. Are the participant's work
areas clean and orderly'?

36. Is adequate space provided
for tasks performed?

37. Is the training site clear of
obstacles that might cause 
tripping? 

38. Are scrap} old nails, and
other debris disposed of or
stored safe 

39. Is the temperature
reasonably comfortable
throughout the year? 

(page3 of 4) 

ACTION 
OK NEEDED NIA 

CORRECTIVE 
ACTION TAKEN 

ftie Senior C0!111mmi1y Strvice Employmen! Program is funded by a !J,S, Dept. ofLahor grant administered by !lie NIJ!hmaJ CamwJJ 011 Agit;g 
Tllis form to be sennned and t1Jlmided i11tc NCOA 's Snl-,sFcrce Tr11ining Site tah 

SCSl!P..Jnltfol TrnmiliiL,Sit�'"'Safety_ Ched,lfat 
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National Council 

r1 
$(:)nior Community Service Employment Program 

1al Training Site Safety Checklist 
(page 4 of 4) 

Item Inspected ACTION CORRECTIVE 
OK NEEDED NIA ACTION TAKEN 

Is the air free of smoke, 
fumes, and strong odors? 

4L Is the noise level normal and 
non-irritating? 

42. Have potential job hazards
been pointed out to the
participant?

43, Are participants prohibited 
from lifting excessive 
weight? 

44. Has the participant been
trained in the proper
procedures for lifting?

45, Are all tools/equipment 
properly stored and cared 
for? 

46. Are ladders safe and in good
condition?

47. Have the participants been
trained to operate equipment,
machines, or tools they use
for their jobs?

48, Are participant(s) aware of 
bad weather policy? 

49. Has the participant received 

1 1 First Aid training? 
' ' 

50. Do participants know they 
are not required to exert 
themselves beyond their 
physical capacities? 

�-,, 1'lie Senfor Community Servk-e Employment Program is fonded by u U.S, Dept. of Labor gram .udministffed i;y tile Natkmrlf Com;cii m1 Aging 

��..,,_ TIils form to be �snn.ui and upl®lldtt! iuto N(X'M!u SsiesF'orce Trllining Site tab 
h'C!)NSCSEP SCSITT' .... Wrial_ Trni1lillg_Sit�, .. Stfc1y _Checklist rwfo\><l; Si)O/:¼ll!l 
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The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging 
This form to be scanned and uploaded into NCOA’s SalesForce CSA tab 

NCOA/SCSEP SCSEP_Training_Assignment_Description (21).doc revised: 01/04/05 

Senior Community Service Employment Program 

Training Assignment Description (Optional) 
Participant’s Name: ____________________________________________________ 

Date: __________________________________    [  ] Initial Description [  ] Upgraded Description 

Training Position Title: ____________________________________________________________ 

Training Site: _____________________________________________   Phone #: ________________________ 

Training Site Address: _______________________________________________________________________ 

Supervisor’s Name: _______________________________   Email address: ____________________________ 
__________________________________________________________________________________________ 

Specific training to be provided: 
(Provide dates, anticipated length of training to be provided, subjects to be covered and person(s)/organization providing the training.)

Tasks to be performed by participant: 
(List tasks in order of importance. List any unusual requirements. Continue on additional sheet if necessary.)

 __________________________________________________________________________________________________ 

 Participant's signature: ________________________________________     Date: ____________________
I verify that this training position constitutes a new or expanded service and is not a violation of maintenance of effort regulations of the U.S. Department 
of Labor. (Positions of SCSEP participants shall be in addition to positions which otherwise would be funded by the local training site without assistance from SCSEP. Positions funded under SCSEP: shall result 
in an increase in employment opportunities over those which would otherwise be available; may not result in the displacement of currently employed workers, including partial displacement such as reduction in 
hours of non-overtime work, wages or employment benefits; may not impair existing contracts for service or result in the substitution of federal funds for other funds in connection with work that would otherwise be 
performed; may not substitute program jobs for existing federally assisted jobs; may not employ or continue to employ a trainee to perform work the same or substantially the same as that performed by any other 
person who is on layoff.) 

Supervisor's signature: ________________________________________     Date: ____________________ 

VISITOR INFORMATION SPECIALIST 

Kingsland Welcome Center                    912-729-5999

1190 Boone Ave, Kingsland GA  31548

Sarah Beard       sarah@VisitKingsland.com

Training Provided By:  City of Kingsland - Welcome Center
Dates:     September 2022 - September 2023
Length of Training:  15 - 20 hours/week for 52 weeks
Subjects to Be Covered: Customer service skills, Communication skills, Ability to Provide Clear
     Directions, Phone etiquette, Writing skills, Ability to use positive
    language, Community knowledge, Ability to read customers, Ability to
    handle surprises, Active Listening Skills, Problem Solving Skills and
    Conflict Resolution, Time management skills, Patience, Attentiveness  

• Greet visitors, answer questions and provide information as requested
• Inform visitors about events and activities happening in the area. Track visitors and encourage signing of guest book.
• Perform various clerical duties, such as answer telephone calls, evaluate inquires, and provide the most useful and 

appropriate information applicable.
• Keep the reception area presentable to the public. This includes daily light housekeeping - dusting and vacuuming, 

straightening and organizing public areas, checking restroom for problems, leaks, stocking paper, toilet paper, 
emptying trash, etc.

• Maintain order of reception area daily, including stocking brochures, rack cards, maps, directions and frequently 
asked questions. Ensure up-to-date brochures are available and out of date material is recycled. 

• Perform daily opening, closing, and reporting procedures. Sell merchandise and event tickets through the point of 
sale system. Receive payments, make correct change and balance a cash drawer. 

• Ability to work weekends and holidays. Assist with community events as needed. Knows the work schedule and 
reports to work on time or finds an approved substitute.
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This is an optional form, and does not need to be  attached to the NCOA DCS 
The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging. 
NCOA//SCSEP SCSEP_Host_Agency_Application (1).doc   revised 7/13/12

Senior Community Service Employment Program 

Host Agency Application 
Name of Agency: _______________________________________________________________ 

Street/Mail Address: ____________________________________________________________ 

City: ______________________________ State: ______ Zip Code: _______________ 

Telephone # (______) _______ - __________  Fax # (______) _______ - __________

Name & Title of Contact Person: ___________________________________________________ 

If training is to take place at a different location provide address & phone for training location: 

______________________________________________________________________________ 

Type of Agency: 
[  ] Federal Government [  ] State Government  [  ] County Government [  ] Municipal Government 

[  ] Non-profit organization that is tax exempt under §501c3 of the Internal Revenue Code of 1954. 
(Attach copy of the I.R.S. determination letter of §501c3 status.) 

Funding Sources: 
Please indicate what percentage of the agency’s funding is: 

Federal Gov’t: _____% State Gov’t: _____%   Local Gov’t: _____% Private Sector: _____% 

Fiscal Year: 
The agency’s fiscal year is from: ________________________   to   ________________________ 

Purpose of Organization: 
Briefly describe the organization’s purpose and target population: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

continued on other side 

CITY OF KINGSLAND, CITY HALL

107 S. LEET ST / PO BOX 250

KINGSLAND           GA    31548

912     729  5613          912         729      7618

JO SEIGLER, CITY CLERK

X

100

OCTOBER     SEPTEMBER

The Vision of the City of Kingsland is to provide the highest quality of life to our citizens, 
business owners, and visitors at the lowest cost to the taxpayer. Our mission is to govern 
efficiently to provide public safety, quality public services, and economic opportunity in a 
sustainable, well-planned community providing quality of life for all with a city government 
that is transparent, innovative, and welcoming.
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This is an optional form, and does not need to be  attached to the NCOA DCS 
The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging. 
NCOA//SCSEP SCSEP_Host_Agency_Application (1).doc   revised 7/13/12

SCSEP Host Agency Application (continued)
Training: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Name and title of person who will provide supervision and training: 

______________________________________________________________________________ 

Employment: 
Will the agency be able to employ the participant upon successful completion of training? 
[  ] Yes, provided that funding is available. 
[  ] No, there is not a reasonable expectation that funding will be available. 
If no, what will agency do to help participant obtain employment? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Signature / Maintenance of Effort: 
I verify that this training position constitutes a new or expanded service and is not a violation of maintenance of 
effort regulations of the U.S. Department of Labor. (Positions of SCSEP participants shall be in addition to positions which 
otherwise would be funded by the local training site without assistance from SCSEP. Positions funded under SCSEP: shall result in an 
increase in employment opportunities over those which would otherwise be available; may not result in the displacement of currently 
employed workers, including partial displacement such as reduction in hours of non-overtime work, wages or employment benefits; may 
not impair existing contracts for service or result in the substitution of federal funds for other funds in connection with work that would 
otherwise be performed; may not substitute program jobs for existing federally assisted jobs; may not employ or continue to employ a 
trainee to perform work the same or substantially the same as that performed by any other person who is on layoff.) 

__________________________________________ ______________________________ 
signature of authorized agency representative date

__________________________________________ 
name and title of authorized agency representative

Title of on-the-job training position desired: City Hall Receptionist __________________________________________ 

Briefly describe on-the-job training that will be provided: 
The receptionist performs receptionist duties and directs visitors to the ______________________________________________________________________________ 
proper locations. Answers the phones, directs calls, and provides information to the public;__________________________________________________________________________ ____ 
maintains information materials in the lobby for the public; and performs word processing 
and creates excel files for the assigned department.  
Accepts and records the incoming files and distributes them to the correct department within 
the city and performs overflow typing, word processing, mailing, filing, and errands for the 
department.

Jo Seigler, City Clerk

X

Lee Spell, Kingsland City Manager
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City of Kingsland, City Hall

Camden

107 South Lee Street

Kingsland

31548

58-6000601

Jo Seigler

City Clerk

912-729-5613

jseigler@kingslandgeorgia.com 

8/10/2022
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Senior Community Service Employment Program 

Host Agency Agreement 

The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging. 
NCOA//SCSEP SCSEP_Host_Agency_Training_Site_Form (3).docx   revised 6/19/12

Host Agency: __________________________________________________Program Year: _________ 
To ensure our host agency partners understand their important role in the daily lives of our participants 
and their responsibilities in supporting each participant’s quest for an unsubsidized job, we ask that each 
host agency supervisor clearly understand and support the following requirements that are part of each 
participant’s agreement with our program: 

1) The purpose of the SCSEP is for a participant to provide community service while they actively pursue
unsubsidized employment off of the program. When an individual enrolls and/or gets a job off the program
they may lose their public benefits. These benefits may include, but are not limited to: Public Housing, Food
Stamps, SSI/SSD, and Medicaid.

2) Participants are asked to cooperate with the Project Director and project staff by:
• Accepting referrals and interviews for employment outside the program;
• Conducting an ongoing search for unsubsidized employment as specified in their IEP and as directed by the

Project Director and/or project staff;
• Accepting regular transfers to other host agency assignments as necessary to further their training and work

experience;
• Maintaining registration with the State Employment service and/or One Stop Center;
• Attending job search training, job clubs, participant meetings, etc., when offered by the Project Office, and

to engage in continuing unsubsidized job search activities.
Note:  These activities may cause the participant to miss some hours at their host agency assignment. 

3) The Senior Community Service Employment Program (SCSEP) is a short-term, work-training program to
prepare participants for unsubsidized employment off of the program. The program is not an entitlement, nor is
it designed to provide income maintenance. SCSEP participants are considered to be in training status,
preparing to accept unsubsidized employment. They, and you, as the host agency supervisor, must understand
and accept the training with the host agency is a short-term training opportunity, NOT a job and those
participants are NOT employees of NCOA, SCSEP, or the host agency to which they are temporary assigned.

4) Host Agency understands that NCOA SCSEP does not conduct background checks or drug screenings. These
screenings are at the sole and exclusive discretion of a Host Agency and must be in accordance with applicable
law. NCOA is not financially or otherwise responsible for any costs, expenses or claims associated with
background checks or drug screenings.

5) Host agencies must not use participants as substitutes for permanent employees in their agency. Federal
regulations prohibit this violation of “maintenance of effect.” Host agencies must not substitute federal dollars
for local dollars. Participants are additions to, not substitutes for, regular staff.

6) To become and remain a Host Agency, the Host Agency agrees to have a fax machine in good working
condition in order to both receive and send participant Time Attendance Reports from and to the Project site
office or designated fax number. “Good working order” includes insuring that the document output settings are
correct so that the fax is readable—not overly dark or overly light. Without good fax copies, NCOA SCSEP
cannot scan timesheets. If NCOA SCSEP is consistently unable to scan your timesheets, NCOA SCSEP
participants cannot be paid and would potentially have to be transferred to a host agency where fax machines
work properly.

7) Host agencies agree to give serious consideration for any permanent job openings in the agency to qualified
assigned participants. Failure to consider qualified participants for these job opening could be cause for
termination for cause of this agreement with that participant’s host agency.  The Host Agency agrees to
provide supervision, training, and a safe work site for each assigned participant.

8) The Department of Labor (DoL) now requires a survey of randomly selected Host Agencies. This survey is
generally done in January. If selected, please complete the survey as it influences continued DoL funding for

City of Kingsland, City Hall             2022-2023
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Senior Community Service Employment Program 

Host Agency Agreement 

The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging. 
NCOA//SCSEP SCSEP_Host_Agency_Training_Site_Form (3).docx   revised 6/19/12

this grant. The DoL will make three attempts to get a completed survey from you. While the survey may have 
up to 20 questions, answering any five completes the survey for DoL purposes and prevents these follow-ups. 

9) Insurance and Safety for SCSEP Participants: NCOA SCSEP will be responsible for providing workers’
compensation insurance for all Participants, in accordance with state law. The Host Agency is responsible for
maintaining a safe work environment for SCSEP Participants during their normal course of duties; and to
ensure that proper equipment, procedures and safe practices are used in conformance with state law. NCOA
has the right to coordinate safety inspections with the Host Agency to ensure that work procedures, equipment
and practices are used to protect the safety of SCSEP Participants. If the Host Agency fails to adhere to
reasonable safe working practices, NCOA SCSEP has the right to terminate the agreement with that agency for
cause and for the protection of SCSEP Participants.
Fourteen key safety issues that the Host Agency must keep in mind at all times:
1. Participants must comply with all safety rules of their Training Site.
2. Ask their Training Site Supervisor they are unsure about any safety precautions.
3. Keeping work areas clear of tripping hazards.
4. Participants must never climb on ladders, step stools or other objects.
5. Participants must use personal protective equipment (gloves, safety glasses, etc.) as required for various

training assignments.
6. Participants must only operate equipment they are qualified and authorized to operate including vehicles

during working hours.
7. Participants must follow proper lifting procedures by bending their legs & keeping their back straight.
8. Participants do not lift loads more than 20 pounds.
9. Participants wear shoes appropriate for the training assignment with good support.
10. Participants do not wear open-toed shoes or high heels.
11. Participants know where emergency exits are located.
12. Participants immediately report safety & health hazards to their Training Site Supervisor and SCSEP staff.
13. Participants immediately tell their Training Site Supervisor about any work related injury no matter how small.
14. Participants immediately tell their SCSEP project staff about any work related injury no matter how small.

10) NCOA SCSEP is a federally funded program and as such, is required by federal regulations to maintain
documentation (timesheets) to substantiate the expenditure of federal funds for wages. It is understood and
agreed that NCOA SCSEP shall pay the wages of participants assigned to the host agency. The host agency
agrees to verify, sign and return completed timesheets to the local SCSEP project for processing. Federal
regulations also require that timesheets be signed by the individual participant and by a responsible supervisory
official having firsthand knowledge of the hours worked by the participant. NCOA SCSEP recognizes that
assigned supervisors change and may not always be available to sign participant timesheet. Therefore, to
ensure compliance with federal regulations , in lieu of providing the names and signatures of all authorized
supervisors in the Host Agency and various Training Sites (if any), by signing this Host Agency Agreement,
the authorized agency representative agrees to ensure that the participant signs his/her timesheet and that a
responsible supervisory official of the agency certifies that the information on the timesheet is correct. If there
is a change to the authorized agency supervisor whose name is on this agreement, the local SCSEP Project
Office must be notified so that the local SCSEP Project Office can update the information in our databases.

Signature: __________________________________________________ Date: ___________________ 

Name & Title of person signing: _________________________________________________________ Mr. Lee Spell, Kingsland City Manager
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The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging 
NCOA/SCSEP Supervisor's Non-Federal In-Kind Contribution form.docx     revised 02/14/13 

Senior Community Service Employment Program 

Supervisor's Non-Federal In-Kind Contribution 
CONFIDENTIAL CONFIDENTIAL 
The following information is required so that a dollar value can be assigned to the amount of time a supervisor spends 
in direct supervision or training of a Senior Community Service Employment Program Participant. The information 
supplied on this form will be kept confidential, and will only be seen by those staff persons involved in computing 
and reporting the Senior Community Service Employment Program's non-federal in-kind contributions, and those 
NCOA and/or DOL staff persons who monitor or audit this information. 

Name of Site: _________________________________________________________ 

Name of Supervisor: ___________________________________________________ 

1. Value of Supervisor’s Time:
a. Supervisor’s actual salary computed on an hourly basis = $__________ 
b. Value of supervisor’s fringe benefits on an hourly basis (if known) = $__________

  If unknown enter zero ($0). The hourly value of a monthly benefit package can be computed by dividing the monthly
value of the benefit package by the average number of work hours in a month. (A person working forty hours per week works 2,080 
hours per year, or an average of 173.33 hours per month.) For instance, a supervisor who receives a benefit package worth $400.00 
per month, should enter $2.31 as the hourly value of their benefits to reflect benefits that are worth $2.31 per hour ($400/173.33).  

c. Total value of one hour of supervisor’s time (a + b) = $_________ 

2. Percent of supervisor's salary/fringe paid for with non-federal funds (check one below):
__ a. Supervisor is paid entirely with non-federal funds (100%)
__ b. Supervisor is paid partly with federal funds. Percent that is non-federal funds = _____%
__ c. Supervisor is paid entirely with federal funds (0%)

3. If value of supervisor’s time cannot be determined:
__ a. Supervisor is a volunteer who receives no salary or fringe benefits [value = zero (0)]
__ b. Supervisor is unable to provide or obtain this information.

Explain why: ____________________________________________________________ 
(Note: Simple refusal to provide this information is not sufficient, and will result in loss of training site status.) 

The starting wage for a similar position in this community is $ ______ per hour. 
The source for determining the above figure is: ___________________________________ 

_________________________________________________________________________________________________ 

I certify that the above information in true and accurate to the best of my knowledge. I agree to inform the 
Senior Community Service Employment Program of any changes in the above information. 

Signature: ___________________________________________          Date: _______________ 

Kingsland City Hall

Jo Seigler

29.68
6.23

35.91

X

Lee Spell, City Manager
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National Council 
Senior Community Service Employment Progrem 

1al Training Site Safety Checklist 
(page l of4) 

Training Site: ___________ Inspected by: ________ Date:. ____ _ 

Item Inspected ACTION CORRECTIVE 
OK NEEDED NIA ACTION TAKEN 

1. Accident report forms on
site?

Does participant/supervisor
know how to complete
accident reports?

3. Does participant/supervisor
know where to send accident
reports?

4. Has training site provided
safety training to participants
within the past 12 months?

5. Is well-supplied first aid kit
on site?

6, Does participant have access 
to first aid kit? 

7. Have provisions been made
for first aid/medical care in
case of an emergency?

8. Does the participant have
access to a phone?

9. ls there a fire extinguisher
that is accessible to
participants?

10. Does the training site have
working fire and smoke
alanns?

IL Does the participa
how to use the exf 

, 

12. Has the extinguisher been
inspected and/or serviced in
past years?

Tl111 Senior Commtmily Servi1:e Employment Progmm is flmdllrl lr,r u !J,S, D-ept of Labor grnllt a<lmlnistere<l by !he Natlo1ud Cmmcfi m, ;fgb;g 

!1£0� .. - .

Tl.is form to be ttiumcd 11ml uptoodtd iltto NCOA's S11lesFon:e Training: Site tab 
NOOAISC!lEI' SCSEl'_fnhll!J�Tralm,w,,,S!Je_Saftty_Cbt,;klfs! r,wised: 5/10/V.l/9 

9.3.b

Packet Pg. 50

A
tt

ac
h

m
en

t:
 H

o
st

 A
g

en
cy

 P
ac

ke
t 

C
o

K
 C

it
y 

H
al

l v
08

.1
0.

20
22

  (
39

66
 :

 A
p

p
ro

va
l O

f:
 S

en
io

r 
C

o
m

m
u

n
it

y 
S

er
vi

ce
 E

m
p

lo
ym

en
t 

P
ro

g
ra

m
 A

g
re

em
en

t)



Item Inspected ACTION CORRECTIVE 
OK NEEDED NIA ACTION TAKEN 

13. Is there a plan for leaving the
building in case of fire?

14. Are there sufficient exits in
case of fire/emergency'?

15. Does the participant know
the exit plan or alternate
routes?

16. Do doors that swing in both
directions have view panels?

17, Does the training site or the 
participant have emergency 
numbers posted? 

18. Are electrical appliances
grounded?

19. Are cords in good condition?

20. In the food service areas, are
safety procedures practiced
for the use, washing, and
storage of knives?

21. Are spills on floor mopped
and dried promptly?

22. Are aisles and passageways i 

kept clean?

23. Do stairs and steps have
� roils? 

' steos weU Ht? 

25. Ai-e stair.; and steps in good
repair?

! 

26. Do stairs and steps have a
smooth but non�skid I 

surface?

nco� 
�C�WlN,j'Q 

NCONSCSEP 

Ute Senior Conm11mify Servic� ii)npioymw( Program is flll!d¢d by n U.S, Dept of bb,,r grnut administered hy tht Natimtt!I Council mi Aging 
This form to be seamied and up!uaded inru NCOA 's Saltsforce Trrdniog Site tab 

Sd!F».Jnllllll_'.rtaldn;,l,.J;Jia_S•f•W."Cheekllst 
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Senior Community Se/Vice Employment Progrtzm 
National CoU1cif f n

I Training Site Safe Checklist 

28. 

29. 

30. 

31. 

Item Inspected 

Are outside steps and walks 
kept clear? 

When floor height changes, 
is the step or ramp clearly 
marked? 

Are electrical cords and 
extension cords properly 
covered when they cross a 
floor? 

Are extension cords 
adequate for appliances or 
tools connected to them? 

Are throw rugs and carpet 
edges secured? 

re access to a restroom? 

Is the restroom safe and 
sanitary? 

34. Is safe drinking water
available at the training site?

35. Are the participant's work
areas clean and orderly'?

36. Is adequate space provided
for tasks performed?

37. Is the training site clear of
obstacles that might cause
tripping?

38. Are scrap} old nails, and
other debris disposed of or
stored safe

39. Is the temperature
reasonably comfortable
throughout the year?

(page3 of 4) 

ACTION 
OK NEEDED NIA 

CORRECTIVE 
ACTION TAKEN 

ftie Senior C0!111mmi1y Strvice Employmen! Program is funded by a !J,S, Dept. ofLahor grant administered by !lie NIJ!hmaJ CamwJJ 011 Agit;g 
Tllis form to be sennned and t1Jlmided i11tc NCOA 's Snl-,sFcrce Tr11ining Site tah 

SCSl!P..Jnltfol TrnmiliiL,Sit�'"'Safety_ Ched,lfat 
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National Council 

r1 
$(:)nior Community Service Employment Program 

1al Training Site Safety Checklist 
(page 4 of 4) 

Item Inspected ACTION CORRECTIVE 
OK NEEDED NIA ACTION TAKEN 

Is the air free of smoke, 
fumes, and strong odors? 

4L Is the noise level normal and 
non-irritating? 

42. Have potential job hazards
been pointed out to the
participant?

43, Are participants prohibited 
from lifting excessive 
weight? 

44. Has the participant been
trained in the proper
procedures for lifting?

45, Are all tools/equipment 
properly stored and cared 
for? 

46. Are ladders safe and in good
condition?

47. Have the participants been
trained to operate equipment,
machines, or tools they use
for their jobs?

48, Are participant(s) aware of 
bad weather policy? 

49. Has the participant received 

1 1 First Aid training? 
' ' 

50. Do participants know they 
are not required to exert 
themselves beyond their 
physical capacities? 

�-,, 1'lie Senfor Community Servk-e Employment Program is fonded by u U.S, Dept. of Labor gram .udministffed i;y tile Natkmrlf Com;cii m1 Aging 

��..,,_ TIils form to be �snn.ui and upl®lldtt! iuto N(X'M!u SsiesF'orce Trllining Site tab 
h'C!)NSCSEP SCSITT' .... Wrial_ Trni1lillg_Sit�, .. Stfc1y _Checklist rwfo\><l; Si)O/:¼ll!l 
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The Senior Community Service Employment Program is funded by a U.S. Dept. of Labor grant administered by the National Council on Aging 
This form to be scanned and uploaded into NCOA’s SalesForce CSA tab 

NCOA/SCSEP SCSEP_Training_Assignment_Description (21).doc revised: 01/04/05 

Senior Community Service Employment Program 

Training Assignment Description (Optional) 
Participant’s Name: ____________________________________________________ 

Date: __________________________________    [  ] Initial Description [  ] Upgraded Description 

Training Position Title: ____________________________________________________________ 

Training Site: _____________________________________________   Phone #: ________________________ 

Training Site Address: _______________________________________________________________________ 

Supervisor’s Name: _______________________________   Email address: ____________________________ 
__________________________________________________________________________________________ 

Specific training to be provided: 
(Provide dates, anticipated length of training to be provided, subjects to be covered and person(s)/organization providing the training.)

Tasks to be performed by participant: 
(List tasks in order of importance. List any unusual requirements. Continue on additional sheet if necessary.)

__________________________________________________________________________________________________  

 Participant's signature: ________________________________________     Date: ____________________
I verify that this training position constitutes a new or expanded service and is not a violation of maintenance of effort regulations of the U.S. Department 
of Labor. (Positions of SCSEP participants shall be in addition to positions which otherwise would be funded by the local training site without assistance from SCSEP. Positions funded under SCSEP: shall result 
in an increase in employment opportunities over those which would otherwise be available; may not result in the displacement of currently employed workers, including partial displacement such as reduction in 
hours of non-overtime work, wages or employment benefits; may not impair existing contracts for service or result in the substitution of federal funds for other funds in connection with work that would otherwise be 
performed; may not substitute program jobs for existing federally assisted jobs; may not employ or continue to employ a trainee to perform work the same or substantially the same as that performed by any other 
person who is on layoff.) 

Supervisor's signature: ________________________________________     Date: ____________________ 

City Hall Receptionist 

Kingsland City Hall       912-729-5613

107 South Lee Street, Kingsland GA 31548

Jo Seigler              jseigler@kingslandgeorgia.com 

Training Provided By:   City of Kingsland, City Hall
Dates:     September 2022 - September 2023
Length of Training:   15 - 20 hours/week for 52 weeks
Subjects to Be Covered:  Customer service skills, Communication skills, Ability to Provide Clear Directions,
    Phone etiquette, Writing skills, Ability to use positive language, Community
    knowledge, Ability to read customers, Ability to handle  surprises, Active Listening
    Skills, Problem Solving Skills and Conflict Resolution, Time management skills,
    Patience, Attentiveness

• Operates the switchboard to provide customers and citizens with general information and refers calls to others, as 
appropriate. 

• Greet visitors, answer questions and provide information as requested
• Perform various clerical duties, such as answer telephone calls, sorting and processing mail and provides the most 

useful and appropriate information applicable.
• Keep the reception area presentable to the public. This includes daily light housekeeping - dusting and vacuuming, 

straightening and organizing public areas, checking restroom for problems, leaks, stocking paper, toilet paper, 
emptying trash, etc.

• Maintain order of reception area daily, including updates the lobby reader board for daily activities, stocking 
brochures, maps, and frequently asked questions. Ensure up-to-date brochures are available and out of date 
material is recycled.

• Perform daily opening, closing, and reporting procedures.
• Assist with community events as needed. Knows the work schedule and reports to work on time.
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 City Council Meeting: 08/22/22 06:00 PM 
 107 South Lee Street Department: Finance 

 Kingsland, GA  31548 Category: Bid Award 
  Prepared By: Filiz Morrow 

 SCHEDULED Initiator: Filiz Morrow 

 Sponsors:  

 AGENDA ITEM (ID # 3973) DOC ID: 3973  

Updated: 8/18/2022 10:29 AM by Filiz Morrow  Page 1 

Bid Award: Postage Meter Machine Contract 

The current postage meter machine 5-year contract will be ending in October. The current 

contract was  $4,689 annually.  The City received competitive bids which will reduce the current 

cost significantly.   

Staff recommends low bid, Pitney Bowes, for $1,728.60 annually for a five year contract. 
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Bid Tabulation

RFP COK #20-019

Postage Meter Machine

Tuesday, August 2, 2022 @ 5:00 PM

Vendor Number of Months Monthly Annual

Pitney Bowes 60 $144.05 $1,728.60

Docuquest, Inc, 60 $237.00 $2,844.00

Request for Proposal was advertised on City of Kingsland and GMA website.
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 City Council Meeting: 08/22/22 06:00 PM 
 107 South Lee Street Department: City Clerk 

 Kingsland, GA  31548 Category: Proclamation 
  Prepared By: Jean Seigler 

 SCHEDULED Initiator: Jean Seigler 

 Sponsors:  

 AGENDA ITEM (ID # 3971) DOC ID: 3971  

Updated: 8/16/2022 2:08 PM by Lee Spell  Page 1 

Joint Proclamation for Cumberland Island Day 

Joint Proclamation with Camden County Board of Commissioners, City of Kingsland, City of St. 

Marys and City of Woodbine for the 50th Anniversary of Cumberland Island National Seashore. 
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 City Council Meeting: 08/22/22 06:00 PM 
 107 South Lee Street Department: Finance 

 Kingsland, GA  31548 Category: Budget 
  Prepared By: Filiz Morrow 

 SCHEDULED Initiator: Filiz Morrow 

 Sponsors:  

 AGENDA ITEM (ID # 3968) DOC ID: 3968  

Updated: 8/15/2022 10:03 AM by Filiz Morrow  Page 1 

FY 2022-23 Budget Presentation 
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Resolution 2022-__

City of Kingsland
FY 2022-23 Proposed Budget

Summary of Changes                                                                                             

From FY 21-22 Budget to FY 22-23 Proposed Budget

% Change
$ Increase/ 

Decrease

City-wide: Health insurance 12% increase in premiums; health clinic 6.8% increase; liability insurance

4.8% increase. City-wide capital outlay $11,370,231. Budget (excluding CVB) includes 5% COLA (effective 

10/12/22) and up to 3% performance raises on anniversary dates and $350 Christmas bonuses (prorated 

for part-time and probationary employees). Same salary increases for CVB except COLA is 7%. New

positions requested: 1 Grant & Project Manager, 1 Computer Support Specialist, 1 Evidence Technician,

and 1 Firefighter.

General Fund 

Revenues
$12,877,535 $15,037,651 16.77% $2,160,116

Contingency of $655,632; budget is based on reducing the current millage rate of 7.40 by

.90 mills to a rate of 6.50 mills. State calculated rollback is 6.719. Tax digest reflects a 25.32%

increase in value. New growth is 13.78% and reassessments make up 11.54%. Most revenues are

back to pre-covid values and are budgeted conservatively based on current trend. Some taxes are

exceeding pre-covid numbers; such as, sales taxes, real estate transfer tax, and title ad valorem taxes.

It is unknown at this time if these revenues will start to decline based on the future economy. Includes

$1.5m cash carry forward towards funding the police station expansion.

Administration $1,196,444 $1,432,333 19.72% $235,889

Increase in salaries, health clinic, health & liability insurance. Kingsland's portion of PSA funding is

showing an 18% ($97k) increase based on PSA proposed budget and allocation using the new 2020

Census population. Increase in contract labor ($20k) for the election. New hire request for Grant &

Project Manager $55k (at midyr). Capital outlay is $35,000.

Information 

Technology
$190,686 $223,747 17.34% $33,061

Increase in salaries, health clinic, health & liability insurance. Additional increases in computer software 

maintenance. Request for staff promotion to Network Administrator +$5,158 and new hire for a 

Computer Support Specialist $31,200. Capital outlay $43,000.  Shared department with water/sewer 

fund. (60%GF/40%WS)

Finance $311,853 $327,273 4.94% $15,420

Increase in salaries, health clinic, health & liability insurance. Additional increases in building repairs for

reconfiguring cubicle office spaces and new budget book software. Shared department with

water/sewer fund. (60%GF/40%WS)

Municipal Court $704,677 $756,264 7.32% $51,587
Increase in salaries, health clinic, health & liability insurance. Increase in other costs for fine add-ons

based on fines and forfeitures.  Capital outlay $7,000.

Police $4,173,558 $5,662,399 35.67% $1,488,841

Increase in salaries, health clinic, health & liability insurance. Increases PPE & safety supplies ($10k), K-

9 expenditures ($25k), Drug investigative costs ($20k), Community partnership program (+$5k),

uniforms (+$10k), body-worn cameras ($15k), and tasers ($32k). Request for staff promotion to Asst

Chief of Police (freeze captain position) (+$5,926) and new hire request for an Evidence Technician

($29k). Capital outlay $346,246. Includes $1.5m transfers out to capital projects fund for funding the

police station expansion.

Fire $2,346,873 $2,455,430 4.63% $108,557

Increase in salaries, health clinic, health & liability insurance. Increases in contracted services for Fire

management IGA ($70k) and supplies ($18k). Request for staff promotion (2) driver engineers

(+$1461), 2 sergeants (+2,922) and new hire request for one firefighter ($33k). Capital outlay

$372,000 in GF and $460,000 in SPLOST. Decrease in transfer out to capital projects fund.

Public Works $2,131,917 $2,262,326 6.12% $130,409
Increase in salaries, health clinic, health & liability insurance. Capital outlay for $145,000 GF and

$2,470,700 SPLOST.  Decrease in transfer out to capital projects fund.

Variance from                                  

FY 21-22  to                

FY 22-23

Department

FY 22-23 

Proposed 

Budget    
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Resolution 2022-__

City of Kingsland
FY 2022-23 Proposed Budget

Summary of Changes                                                                                             

From FY 21-22 Budget to FY 22-23 Proposed Budget

% Change
$ Increase/ 

Decrease

City-wide: Health insurance 12% increase in premiums; health clinic 6.8% increase; liability insurance

4.8% increase. City-wide capital outlay $11,370,231. Budget (excluding CVB) includes 5% COLA (effective 

10/12/22) and up to 3% performance raises on anniversary dates and $350 Christmas bonuses (prorated 

for part-time and probationary employees). Same salary increases for CVB except COLA is 7%. New

positions requested: 1 Grant & Project Manager, 1 Computer Support Specialist, 1 Evidence Technician,

and 1 Firefighter.

Variance from                                  

FY 21-22  to                

FY 22-23

Department

FY 22-23 

Proposed 

Budget    

  

FY 21-22 

Current   

Budget

Housing & 

Development
$546,234 $623,193 14.09% $76,959

Increase in salaries, health clinic, health & liability insurance. Additional increase in professional fees.

Capital outlay for $64,000.

Econ. Dev./DDA $96,634 $281,739 191.55% $185,105

Increase in salaries, health clinic, health & liability insurance. Decrease in benefits to account for 56%

of benefits allocated from existing staff in admin and CVB to fill vacant position with salary amount

equivalent to prior budget. Additional increases in purchased/contracted services for KDA board training

($1,500), train depot repairs ($10k) and contract labor ($2,400). Decrease in supplies for small

equipment and Catfish Festival. Capital outlay $180,000.

Fleet Services $321,643 $357,315 11.09% $35,672
Increase in salaries, health clinic, health & liability insurance. Capital outlay for $93,000. Shared

department with water/sewer fund. (75%GF/25%WS)

GF Total Expenditures $12,020,519 $14,382,019 19.65% $2,361,500

Revenues for 

Water/Sewer Fund
$7,982,967 $11,699,021 46.55% $3,716,054

Contingency of $787,508; based on current rate structure. Overall increases related to new

growth in water/sewer customers and transfers in from grant fund. Slight decreases in tap and capital

recovery fees related to decreases in new commercial growth.

Administration $498,329 $530,703 6.50% $32,374 Increase in salaries, health clinic, health & liability insurance. No capital outlay.

Information 

Technology
$125,163 $148,473 18.62% $23,310

Increase in salaries, health clinic, health & liability insurance. Additional increases in computer software 

maintenance. Request for staff promotion to Network Administrator +$5,158 and new hire for a 

Computer Support Specialist $31,200. Capital outlay $43,000.  Shared department with water/sewer 

fund. (60%GF/40%WS)

Finance $207,027 $217,638 5.13% $10,611

Increase in salaries, health clinic, health & liability insurance. Additional increases in building repairs for

reconfiguring cubicle office spaces and new budget book software. Shared department with

water/sewer fund. (60%GF/40%WS)

Fleet Services $108,590 $127,046 17.00% $18,456
Increase in salaries, health clinic, health & liability insurance. Capital outlay for $93,000. Shared

department with water/sewer fund. (75%GF/25%WS)

Operations $6,712,760 $9,887,653 47.30% $3,174,893

Increase in salaries, health clinic, health & liability insurance. Increase for new items: 7% annual

replacement plan for lead to copper lines ($120k), software for backflow prevention monitoring ($12k),

explore water plant management services ($85k).  Capital outlays for $4,881,297.  

Water/Sewer Fund 

Total Expenses
$7,651,869 $10,911,513 42.60% $3,259,644
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Resolution 2022-__

City of Kingsland
FY 2022-23 Proposed Budget

Summary of Changes                                                                                             

From FY 21-22 Budget to FY 22-23 Proposed Budget

% Change
$ Increase/ 

Decrease

City-wide: Health insurance 12% increase in premiums; health clinic 6.8% increase; liability insurance

4.8% increase. City-wide capital outlay $11,370,231. Budget (excluding CVB) includes 5% COLA (effective 

10/12/22) and up to 3% performance raises on anniversary dates and $350 Christmas bonuses (prorated 

for part-time and probationary employees). Same salary increases for CVB except COLA is 7%. New

positions requested: 1 Grant & Project Manager, 1 Computer Support Specialist, 1 Evidence Technician,

and 1 Firefighter.

Variance from                                  

FY 21-22  to                

FY 22-23

Department

FY 22-23 

Proposed 

Budget    

  

FY 21-22 

Current   

Budget

Solid Waste          

Revenues
$1,222,010 $1,564,220 28.00% $342,210

Contingency of $123,960; based on current rate structure. Increase related new growth in

solid waste customers and cash carry forward (350,000) for capital outlay purchase.

Expenses $956,167 $1,440,260 50.63% $484,093
Increase in salaries, health clinic, health & liability insurance. Increase in landfill fees and solid waste

containers .  Capital outlays for $372,860.

Confiscated Assets 

Fund
$53,125 $53,125 0.00% $0 Based on estimated confiscated assets and CISCO funds.

CDBG-Planning Grant $13,690 $13,690 0.00% $0 Based on grant award to determine feasibility of grant funding for I-95 forced sewer main project.

CDBG-MIT Grant $1,909,997 $1,869,160 -2.14% -$40,837
Based on remaining grant award for sewer line and manhole rehabilitation and Greentree and

Creekwood lift stations.

CDBG-DR Grant $515,338 $544,500 5.66% $29,162
Based on grant funding for homeowner rehabilitation and reconstruction program to fulfill unmet

housing needs resulting from Hurricane Irma .

TAP Grant $459,848 $416,786 -9.36% -$43,062
Based on remaining grant funds for Phase I of Boone Street Pedestrian and Bicycle Improvement

Project.

Infrastructure Grant $3,276,404 $3,276,404 0.00% $0 Based on previous grant funds received for water/sewer infrastructure projects.

Multiple Grant Fund $394,755 $727,165 84.21% $332,410

Based on various grant awards expected during the fiscal year. Includes police vest grant $10,000;

LMIG 233,148 plus 30% match; Safety grant $16,000; and Health & Wellness grant $9,000; Coastal

Incentive Grant $19,250; and generator grant $439,767.

Georgia Gateway 

Community 

Improvement District

$1,225 $1,153 -5.91% -$72
Special Revenue Fund used to account for the component unit activities of the community improvement

district.  Budgeted funds represent tax revenues generated within the district based on 1 mill.

Tax Allocation District 

#1
$2,303 $1,552 -32.61% -$751

Special Revenue Fund used to account for incremental tax generated for Kingsland TAD #1. Budgeted

funds represent incremental tax from the certified base.

CVB Fund (Tourism) $1,305,931 $1,332,000 2.00% $26,069

Contingency of $415,679. Revenues of $528,000 are based on 44% of lodging tax; cash carry

forward $800,000; & merchandise sales. Revenues restored to pre-COVID values based on current

trend. Includes Board approved 7% C.O.L.A. effective 10/12/2022, 3% performance increase effective

on anniversary dates, and $350 Christmas bonuses.

Hotel/Motel Tax Fund $1,100,000 $1,200,000 9.09% $100,000
Based on estimated lodging tax revenues. Revenues restored to pre-COVID values based on current

trend.
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Resolution 2022-__

City of Kingsland
FY 2022-23 Proposed Budget

Summary of Changes                                                                                             

From FY 21-22 Budget to FY 22-23 Proposed Budget

% Change
$ Increase/ 

Decrease

City-wide: Health insurance 12% increase in premiums; health clinic 6.8% increase; liability insurance

4.8% increase. City-wide capital outlay $11,370,231. Budget (excluding CVB) includes 5% COLA (effective 

10/12/22) and up to 3% performance raises on anniversary dates and $350 Christmas bonuses (prorated 

for part-time and probationary employees). Same salary increases for CVB except COLA is 7%. New

positions requested: 1 Grant & Project Manager, 1 Computer Support Specialist, 1 Evidence Technician,

and 1 Firefighter.

Variance from                                  

FY 21-22  to                

FY 22-23

Department

FY 22-23 

Proposed 

Budget    

  

FY 21-22 

Current   

Budget

Downtown 

Development 

Authority Fund

$50,125 $48,875 -2.49% -$1,250
Funded by DDA fundraising events. All expenses paid directly from the DDA checking account. Cash

carry forward $13,145. 

Kingsland 

Development 

Authority

$37,529 $0 -100.00% -$37,529

Special Revenue Fund used to account for the blended component unit for activity related to financing

the construction of the City's public buildings and any other such powers enacted into law for the

authority.

SPLOST Fund #8 $3,790,459 $3,233,848 -14.68% -$556,611

Based on SPLOST VIII revenues. Distribution at a rate of County-wide SPLOST distribution multiplied by

Kingsland's share (28.83%). Projects include: Fire House 4 remodel, sidewalk projects, road projects,

and drainage projects as outlined in the SPLOST referendum. 

Capital Projects Fund $508,570 $2,040,962 301.31% $1,532,392

Includes public safety and public works radio project to coincide with the County VHF radio

communication system expansion and other projects as designated. Also includes $1.5m towards

funding the police station expansion as outlined in the 5-year CIP.

Debt Service Revenue 

Bond
$187,000 $204,000 9.09% $17,000 17% of the lodging tax is accounted here for the bond payment of the welcome center.  

(SEAL)

Mayor C. Grayson Day, Jr.

The undersigned hereby certifies that he or she is the Clerk of the City of Kingsland, Georgia and that the foregoing is a true copy of the Resolution adopted by the governing body of the City at 

a meeting duly held on the 26th of September 2022, at which a quorum was present and acting throughout, and that the same has not been rescinded or modified and is now effective day of 

the new fiscal year, October 1st, 2022 through September 30, 2023.  Given under the seal of the City, this _____________________________, 2022.
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	II. Call to Order and Welcome Guests
	III. Roll Call
	1. Roll Call

	IV. Invocation and Pledge to the Flag
	V. Consent Docket
	A. Approve the Council Minutes of the last regular Council Meeting
	B. Approve the Agenda as Presented
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	VIII. Planning and Zoning
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	a. Staff Report- Site Plan
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	Printout: 3972 : Approval Of:  Local Option Sales Tax Certificate of Distribution
	a. Certificate of Distribution

	3. 3966 : Approval Of: Senior Community Service Employment Program Agreement
	Printout: 3966 : Approval Of: Senior Community Service Employment Program Agreement
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	b. Pitney Bowes Agreement

	5. 3971 : Joint Proclamation for Cumberland Island Day
	Printout: 3971 : Joint Proclamation for Cumberland Island Day
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