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l. Introduction

President's Welcome

I want to personally welcome you to Georgia Northwestern Technical College. You are
now part of a family that is more than 700 employees strong at Northwest Georgia’s
largest college. The work you do for GNTC is an important part of an effort that services
and educates approximately 20,000 students every year. These students are your
neighbors, co-workers, friends, and family. As a unit of the Technical College System of
Georgia, GNTC is proud to serve the communities, businesses, and families of our
service area every day.

I hope that you find this challenge in your life to be a rewarding one. The most effective
tool or skill that you will bring to your job is, without a doubt, your enthusiastic interest
in our students and their success. GNTC provides every one of us with an opportunity to
serve in a capacity unlike any other.

Again, |1 welcome you to Georgia Northwestern Technical College and wish you all the
best.

Sincerely,

é-,m%./
Craig McDaniel, Ed.D.
President

President’s Biography
https://gnet.gntc.edu/HumanResources/hrindex.cfm

I. Introduction 1


https://gnet.gntc.edu/HumanResources/hrindex.cfm

GEORGIA NORTHWESTERN TECHNICAL COLLEGE
MISSION

The mission of Georgia Northwestern Technical College is to provide accessible, high
quality technical education and workforce development opportunities that lead to careers
in technology, business, health, and public services. Operating under the Technical
College System of Georgia, both on-campus and distance education programs are offered
that lead to certificates, diplomas, and associate degrees. The educational programs of
the college focus on the development of technical competence and critical thinking skills
as well as social, personal, and intellectual values. In addition, Georgia Northwestern
Technical College supports the communities of the northwest Georgia service area by
providing adult education and economic development services, customized business and
industry training, and personal enrichment programs that meet the workforce needs of
area citizens, communities, and companies.

Table of Contents
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GEORGIA NORTHWESTERN TECHNICAL COLLEGE
VISION

Community Focus

Georgia Northwestern Technical College (GNTC) is built upon a close relationship with
the community and a commitment to be responsive to community needs. GNTC meets
the unique needs of each community in Catoosa, Chattooga, Dade, Floyd, Gordon,
Murray, Polk, Walker, and Whitfield counties while helping citizens, companies, and
communities benefit from working together. GNTC helps communities by providing
skilled technical program graduates, training services for local companies, and adult
education services to develop literate families and workers. GNTC will reach out to all
nine counties in the service area while working to enhance the larger community.
GNTC’s purpose will continue to be community development through workforce
development.

Quiality Technical Programs and Services

GNTC will offer a comprehensive range of quality, high-demand associate degree
nursing, associate of applied science degree, technical diploma, and technical certificate
of credit programs to prepare students for careers. The college will be recognized as the
premiere training center in Northwest Georgia for industrial technologies, healthcare
technologies, business technologies, and public service technologies.

Student-Oriented Learning

Instruction and all other activities at GNTC are student centered. GNTC faculty will
provide instruction that enables students to become proficient professionals in their
chosen fields of study. Faculty will be highly qualified and will be real-world
professionals who will help students bridge the gap between classroom instruction and
real-world applications.

Seamless and Accessible Education

A collaborative relationship among high schools, GNTC, and other colleges will provide
students with opportunities to make seamless educational transitions. GNTC will place
emphasis on dual enrollment of high school students in technical programs and on
distance education to make instruction more accessible.

Business Partnerships

An active relationship between businesses and GNTC will continue to grow. Credit
programs will be developed and offered to meet business and industry needs, and
noncredit customized training, human resource development services, and technology
transfer services will be specifically designed to meet the needs of individual companies
and consortia of companies with similar needs.
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GEORGIA NORTHWESTERN TECHNICAL COLLEGE
OUR BELIEFS

The beliefs that are fundamental to all Georgia Northwestern Technical College plans,
programs, services, and operations include:

o Each individual has value and should have access to equal educational opportunity.

o Literacy and English proficiency are essential for people to be self-sufficient in today’s
society.

o The vast majority of area citizens should gain training beyond a high school diploma to
obtain satisfying employment and earn adequate wages.

o The college should be an active partner in the life of the community including educational,
civic, and cultural affairs.

¢ Leading-edge technology should be incorporated into all GNTC’s programs, services and
operations.

e For our colleges to create and sustain a high level of relevance for its service areas, it must
be able to adapt to the economic changes in a dynamic world.

e Our commitments to partnerships between the colleges and businesses and industries in the
communities we serve should be maintained and strengthened.

Table of Contents
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GEORGIA NORTHWESTERN TECHNICAL COLLEGE

Dr. Craig McDaniel, President
https://gnet.gntc.edu/HumanResources/hrindex.cfm
Lisa Odom, Executive Assistant
lodom@gntc.edu
706-295-6928 President’s Office

706-295-6929 Fax

BOARD OF DIRECTORS
http://www.gntc.edu/about/directors.php

Mr. Brian D. Anderson Sr.
President & CEO

Dalton/Whitfield Chamber of Commerce
890 College Drive

Dalton, Georgia 30720-3719
706-278-7373 W * 706-226-8739 Fax
706-428-0280 H

e-mail: anderson@daltonchamber.org
Term: 2011-2013

Ms. Mary Sib Mooney Banks
Vice President

News Publishing Company

P.O. Box 1633

Rome, Georgia 30162-1633
706-290-5297 W + 706-290-5228 Fax
706-291-2419 H

e-mail: mbanks@npco.com

Term: 2009-2012

Mr. Robert L. Berry

Attorney

Brinson, Askew, Berry Law

P.O. Box 5513

Rome, Georgia 30162-5513
706-291-8853 W ¢ 706-234-3574 Fax
706-291-2150 H

e-mail: bberry@brinson-askew.com
Term: 2010-2013

Mr. Vann W. Brown

President

ArrowsStar, LLC

216 Brookhollow Industrial Boulevard
Dalton, Georgia 30720

706-277-2981 W * 706-277-3964 Fax
706-409-0303 Cell

e-mail: vann.brown@star-na.com
Term: 2011-2013

Mr. Christopher L. Corbin
Attorney

Farrar & Corbin

P.O. Box 736

Summerville, GA 30747
706-857-3497 W * 706-857-2236 Fax
706-734-7374 H

e-mail: chriscorbin@windstream.net
Term: 2011-2014

Dr. Paul Ferguson
Retired Physician

9 Hillcroft Drive, NE

Rome, GA 30161
706-291-2419 H

e-mail: jpaul37@comcast.net
Term: 2010-2013

Mr. Randall Fox, Vice Chair
(Certified Board Member)

President and General Manager

Fox Systems Inc.

P.O. Box 1777

Calhoun, GA 30703

706-625-5520 W * 706-602-8416 Fax
706-629-8553 H

e-mail: rfox@foxsystemsinc.com
Term: 2011-2014

Mrs. Penny Grigg
101 Golden Oaks Drive
LaFayette, GA 30728

706-765-1239 X 102 W + 706-764-1086 Fax

706-638-5159 H
e-mail: pbgrigg@nissinbrake.com
Term: 2010-2013

Carl J. Herring, M.D.
Neurosurgeon

Harbin Clinic Specialty Center

550 Redmond Road

Rome, Georgia 30165

706-233-8512 W * 706-233-8513 Fax
770-336-9198 H

e-mail: cjhmd@bellsouth.net

Term: 2010-2013

Mr. Robert Hitchcox

(Certified Board Member)
Chattanooga Coca-Cola

P.O. Box 11128

Chattanooga, TN 37401
423-493-0494 W + 423-622-6134 Fax
706-965-7418 H

e-mail: rhitchcox@cbhcu.com

Term: 2010-2013

Ms. Anne Kaiser

Vice President Northwest Region
Georgia Power

P.O. Box 1147

Rome, GA 30162

706-236-1334 W * 706-236-1203 Fax
e-mail: ahkaiser@southernco.com
Term: 2011-2014

Mr. Andrew Kearton

Vice President

IVC US, Inc.

101 IVC Drive

Dalton, Georgia 30721

706-529-2600 W ¢ 706-529-2602 Fax
706-409-2898 H

e-mail: ake@ivcgroup.com

Term: 2011-2013

Mr. James Lester

P.O. Box 669

Rockmart, GA 30153

770-684-6377 W ¢ 770-684-0142 Fax
770-684-5587 H

e-mail: jimmylester@charterinternet.com
Term: 2011-2014

Mr. Todd Murphy

The HON Company

907 West Avenue

Cedartown, GA 30125

770-749-2413 W * 770-749-2490 Fax
706-291-1560 H

e-mail: murphyt@honcompany.com
Term: 2009-2012

Mrs. Rebecca J. Page
Coordinator

Dade 1% Family Connection

P.O. Box 892

Trenton, GA 30752

706-657-7273 W + 706-657-5368 Fax
706-657-7550 H

e-mail: dadelst@msn.com or pager@tvn.net

Term: 2011-2014

Dr. Vickie L. Reed
Superintendent

Murray County School System

P.O. Box 40

Chatsworth, Georgia 30705
706-695-0383 W

e-mail: vickie.reed@murray.k12.ga.us
Term: 2011-2013

Mr. Scott Tucker, Chair

9699 Rome Blvd.

Summerville, GA 30747
706-857-9245 W * 706-857-9246 Fax
706-857-2662 H

e-mail: Scott_Tucker@ucbi.com
Term: 2009-2012

Mr. Joe W. Yarbrough Jr.

Senior Vice President Adv. Manu.
Engineering

Mohawk Industries

405 Virgil Drive

Dalton, Georgia 30721

706-428-8042 W * 706-428-8069 Fax
706-259-6943 H

e-mail: joe_yarbrough@mohawkind.com
Term: 2011-2013
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EXECUTIVE LEADERSHIP

Dr. Craig MCDANIEI .....c..oiiiiiieieee et President
JETTIEY KNG ottt re e Provost
Dr. Melinda McCannon ..........ccccoeeeieneenesiieneenesenn Vice President of Academic Affairs
Dr. Cathy Vann ........cccovevininiieiciienees Associate Vice President of Academic Affairs
Dr. Ginger MathiS..........ccoocvviiiiniciieiiens Associate Vice President of Academic Affairs
Kelly Barnes........ccocoveiiiiiiienieeseeneee e Vice President of Administrative Services
SUSAN HACKNBY .......ooviiiiiieieese e Vice President of Adult Education
Pete McDonald.........ccccooeiiiiiiiiiieeee e Vice President of Economic Development
Al Hutchison ..., Associate Vice President of Economic Development
Heidi Popham.........c.cccoviiiiiiiiieeee, Vice President of Institutional Effectiveness
Stuart PRillIpS......cooii e Vice President of Student Affairs
Dr. Steve Bradshaw ..........ccccccoviiiiiiiininnnnnn Associate Vice President of Student Affairs
Greg CroSS ..ot Associate Vice President of Student Affairs

GEORGIA NORTHWESTERN TECHNICAL COLLEGE

ORGANIZATIONAL CHART
https://gnet.gntc.edu/HumanResources/hrindex.cfm
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FACULTY AND STAFF PARTICIPATION

Leadership Teams are an essential means of communication between the administration and the faculty and
staff. The faculty and staff of GNTC conduct much of its business through Leadership Teams. Leadership
Teams serve to increase the effectiveness of the planning, research, problem-solving, and decision-making
process through a participatory, pro-active approach. Aligned with the mission of Georgia Northwestern
Technical College, Leadership Teams utilize an articulation by which the faculty, staff, and administration
are involved in the promotion of the quality educational programs and services offered by the institution.

GNTC requires that the members of the faculty and staff be involved in the development and discussion of
institutional policy and procedures. The Leadership Team structure implemented at GNTC is designed to
give all GNTC employees the opportunity to become involved, thus implementing quality enhancement
practices.

Leadership Teams are formed every two years. Full-time faculty and staff members serve on a Leadership
Team. An administrator is assigned to each team to serve in an advisory capacity. Faculty and staff
members are assigned to teams to ensure that each team is representative of the College and to ensure that
each team has broad-based involvement from all campuses and categories of the College’s personnel.
After the Leadership Teams are established, a chair and a co-chair are elected to serve a two-year term.
The co-chair serves as secretary of the team.

PHILOSOPHY

Leadership Teams are dedicated to the premise that involvement of faculty and staff is essential to the
success of an educational organization. Leadership Teams serve to increase the effectiveness of the
planning, research, problem-solving, and decision-making processes through a participatory, pro-active
approach.

Aligned with the mission of Georgia Northwestern Technical College, Leadership Teams utilize an
articulation by which the faculty, staff, and administration are involved in the promotion and improvement
of quality educational programs and services offered by the institution.

LEADERSHIP TEAM MISSION

The mission of the Leadership Team concept is to ensure that the stated mission of GNTC is accomplished
through broad-based involvement by members of the faculty and staff. The work of the College is
accomplished through the efforts of the individuals serving on these teams.

Team1l  Academic Affairs Team 6 Institutional Effectiveness
Team 2  Administrative Services Team 7  Library/Media Services
Team 3  Distance Learning Programs Team 8  Safety and Security
Team 4  Information Technology Team 9  Student Affairs

Team 5 Institutional Advancement

o Requests for team work/input/feedback are submitted to the Vice President of Institutional
Effectiveness from administrators, deans, department chairs, and other GNTC personnel.

e The Vice President of Institutional Effectiveness delegates tasks to respective teams.

e Team chairs and co-chairs serve on the President’s Team which meets twice a year. The team
advisors, provost, vice presidents, and associate vice presidents also meet with the President’s team.

Table of Contents
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GEORGIA NORTHWESTERN TECHNICAL COLLEGE

CAMPUSES
http://www.gntc.edu/
866-983-GNTC (4682)

Floyd County Campus Gordon County Campus

One Maurice Culberson Drive 1151 Highway 53 Spur

Rome, Georgia 30161
706-295-6963
fax 706-295-6944
Hours of Operation
Monday - Friday
7:45am - 4:15 pm

Polk County Campus

466 Brock Road

Rockmart, Georgia 30153

770-684-5696
fax 770-684-8710
Hours of Operation
Monday - Friday
7:45am - 4:15 pm

Calhoun, Georgia 30701
706-624-1100
fax 706-624-1134
Hours of Operation
Monday - Friday
7:45am - 4:15 pm

Walker County Campus
P.O. Box 569
265 Bicentennial Trail
Rock Spring, Georgia 30739

706-764-3510

fax 706-764-3566

Hours of Operation

Monday - Friday

7:45am - 4:15 pm

Whitfield Murray Campus
2300 Maddox Chapel Road
Dalton, Georgia 30721
706-272-2966
fax 706-272-2900
Hours of Operation
Monday - Friday
7:45am - 4:15 pm

GEORGIA NORTHWESTERN TECHNICAL COLLEGE
TRAINING CENTERS

Aviation Training Center Richardson Road Training Center

127 Capitoline Drive N.E. 632 Richardson Road
Rome, Georgia 30165 Calhoun, Georgia 30701
706-802-5085 706-602-3539

GNTC ACADEMIC CALENDAR

http://www.gntc.edu/academics/calendar.php

GNTC VIDEO
http://www.elocallink.tv/vp6/spon-fcsa.php?sponid=CT5QaVU2BWgCOQ==&fvm=1
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ACCREDITATIONS

http://www.gntc.edu/about/accreditations.php

Georgia Northwestern Technical College is accredited by the Commission on Colleges of the Southern
Association of Colleges and Schools to award associate degrees, diplomas, and technical certificates of
credit. Contact the Commission on Colleges at 1866 Southern Lane, Decatur, GA 30033-4097 or call 404-
679-4500 for questions about the accreditation of Georgia Northwestern Technical College.
http://sacscoc.org Inquiries such as admission requirements, financial aid, educational programs, etc.,
should be addressed directly to Georgia Northwestern Technical College (One Maurice Culberson Drive,
Rome, GA 30161, Phone 706-295-6963, Fax 706-295-6944) and not to the Commission’s office.

Georgia Northwestern Technical College - Program Accrediting Agencies

Accreditation Council for Occupational Therapy Education
Accreditation Review Committee on Education in Surgical Technology (ARC-ST)
American Dental Association (ADA)
Automotive Service Excellence (ASE)
Commission on Accreditation for Health Informatics and Information Management
Education (CAHIIM)
Commission on Accreditation of Allied Health Education Programs (CAAHEP)
Diagnostic Medical Sonography
Echocardiography
Medical Assisting
Surgical Technology
Vascular Technology
Commission on Accreditation of Respiratory Care (COARC)
Council on Occupational Education (COE)
Georgia Board of Examiners of Licensed Practical Nursing
Georgia Office of Secretary of State
Georgia Board of Nursing
Georgia Department of Human Resources
Emergency Medical Services Division
Georgia Health Partnership
Joint Review Committee on Educational Programs in Diagnostic Medical Sonography (JRC-DMS)
Joint Review Committee on Educational Programs in Radiologic Technology (JRCERT)
Radiation Therapy
Radiologic Technology
Medical Assisting Education Review Board (MAERB)
National League for Nursing Accrediting Commission

Georgia Northwestern Technical College - Regulating Agencies

Federal Aviation Administration (FAA)

Georgia Department of Community Health

Georgia Department of Driver Services

Georgia Firefighter Standards and Training Council
Georgia Professional Standards Commission

Georgia State Board of Cosmetology

Georgia State Board of Massage Therapy

Microsoft

National Association of Education of Young Children
National-Interstate Council of State Boards of Cosmetology Testing
Peace Office Standards and Training (POST)

Table of Contents
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STATE OF GEORGIA
CODE OF ETHICS

https://gnet.gntc.edu/HumanResources/hrindex.cfm

ACADEMIC FREEDOM

The Technical College System of Georgia (TCSG) supports the concept of academic freedom. In
the development of knowledge, research endeavors, and creative activities, faculty and students
must be free to cultivate a spirit of inquiry and scholarly criticism. Faculty members are entitled
to freedom in the classroom in discussing their subject. Although caution must be used not to
introduce teaching matters that have no relation to the instructional field, faculty and students
must be able to examine ideas in an atmosphere of freedom and confidence and should feel free
to participate as responsible citizens in community affairs. The Technical College System of
Georgia and its institutions safeguard and protect these rights of academic freedom by providing
faculty and students the right to initiate grievance procedures should they have complaints
dealing with the infringement of or personal penalization as the result of the exercise of this
freedom.

Faculty members must fulfill their responsibilities to society and to their profession by
manifesting competence, professional discretion, and good citizenship. They will be free from
institutional censorship or discipline, when they speak or write as citizens. As professional
educators, faculty members must be accurate, exercise appropriate restraint, show respect for the
opinions of others, and make every effort to indicate they are not speaking for the institution.

The principles of academic freedom shall not prevent the institution from making proper efforts
to ensure the best possible instruction for all students in accordance with the objectives of the
institution. http://www.dtae.org/dtaepolicy/docs/04-01-01.html

Table of Contents

l. Introduction 10


https://gnet.gntc.edu/HumanResources/hrindex.cfm
http://www.dtae.org/dtaepolicy/docs/04-01-01.html

ATHLETIC PROGRAM

http://www.gntc.edu/news/athletics/index.php

Georgia Northwestern Technical College participates in intercollegiate
and intramural athletic competition throughout the calendar year. The
“Bobcats” and “Lady Bobcats” participate
on the intercollegiate level in Men’s
Basketball, Women’s Basketball, and

Women’s Volleyball. The Men’s Head

Basketball Coach is David Stephenson.

The Women’s Head Basketball Coach is Jim Williams and assistant
coach is Robbie Nash.

GEORGIA NORTHWESTERN

TECHMICAL COLLEGE

Men’s Basketball is based on the Walker County Campus. Women’s
Basketball is based on the Floyd County Campus. Women’s Volleyball is
based on the Walker County Campus. All GNTC
students are invited to take part in tryouts for any
athletic program. Invitations will be posted in
traditional media, on campus, www.GNTC.edu
website, and the Georgia Northwestern social
websites prior to each season.

All intercollegiate level teams participate primarily within the Georgia Collegiate Athletic
Association and the National Junior Collegiate Athletic Association. However, Georgia
Northwestern competes regularly in non-conference events with two and four-year programs
from across the Southeastern United States.

Georgia Northwestern offers Bobcat Intramurals on GNTC campuses.
Among the intramural athletic activities offered to all GNTC students
are Bowling, Flag Football, Golf, Softball, and Volleyball. For more
information on intramural athletics at GNTC, you may contact the
Office of Student Affairs at 706-295-6933, or e-mail the Director of
Student Affairs, David McBurnett, at dmcburnett@gntc.edu.

Information on Bobcat athletics on the intercollegiate and intramural
levels can be found on the www.GNTC.edu website throughout the year.
For more information on all Bobcat athletic programs, you may contact
the Office of Sports Information and Social Media at 706-764-3813, or
e-mail the Sports Information and Social Media Manager, Don Foley, at
dfoley@gntc.edu.

Want the latest on GNTC Bobcats? Click on your social media sites to find the latest Bobcat
Broadcast!

Bobcat YouTube Channel!  http://www.youtube.com/user/GNTC1

Bobcat Facebook Page  http://www.facebook.com/GeorgiaNorthwestern?ref=ts

Bobcat MySpace http://www.myspace.com/ganorthwestern
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GNTC E-STORE LANDS’ END

Georgia Northwestern Technical College now has an e-store with Lands’ End Business Outfitters.
This means you can order approved Georgia Northwestern logo apparel whenever you like. The
e-store has a variety of apparel in many styles and colors for men and women. Make sure you
read this document prior to making a purchase at the GNTC Lands’ End e-store.

Important Information — Please Read! If you decide to purchase apparel from the Lands’ End
e-store you are responsible for your order. The Office of Marketing and Public relations has
approved logos for use with this site and this is our only involvement. Any orders at the e-store
are to be handled by you, like any other personal order you would place. In other words, you are
responsible for placing, paying for, tracking, returning, and any other issue with your order. If
you have questions or complaints about your order or about the site, do not contact Marketing as
they cannot resolve the issues for you. You must contact Lands’ End either via email at
businessoutfitters@landsend.com or via phone at 800-587-1541. Many answers to your
questions about the site can be found under the “Customer Service” tab in the upper right hand
corner of the page.

You are not obligated to order anything from the Lands’ End e-store. This is just a way to
simplify the apparel process for those of you that like to order shirts with the college logo on it.
This way, you can order any style and any color shirt you like, at anytime.

Lands’ End Store Information https://gnet.gntc.edu/Visualldentity/Visual ldentity home.cfm

Lands’ End Store Website to place order.
http://ocs.landsend.com/cd/frontdoor?store _name=Georgia_Northwestern Technical&store type
=3

Table of Contents

l. Introduction 12


mailto:businessoutfitters@landsend.com
https://gnet.gntc.edu/VisualIdentity/Visual_Identity_home.cfm
http://ocs.landsend.com/cd/frontdoor?store_name=Georgia_Northwestern_Technical&store_type=3
http://ocs.landsend.com/cd/frontdoor?store_name=Georgia_Northwestern_Technical&store_type=3

GEORGIA NORTHWESTERN TECHNICAL COLLEGE
FOUNDATION

The Georgia Northwestern Technical College Foundation is a non-profit corporation. It was
established to encourage private contributions in order to build and maintain outstanding
academic and support programs at the college. Donations to the GNTC Foundation support areas
of institutional need including scholarships to deserving students, equipment purchases, materials
for the library, and staff development.

Join the Georgia Northwestern Technical College faculty and staff that annually contribute to the
GNTC Foundation and are committed to making Georgia Northwestern Technical College a vital
community center!

Faculty and staff that would like to join may give through payroll deduction.

If you have any questions about Georgia Northwestern Technical College Foundation, please
contact:

Jason T. Gamel Director of Institutional Advancement
Walker County Campus Office 410A
706-764-3810 ~ jgamel@gntc.edu
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History of Georgia Northwestern Technical College
http://www.gntc.edu/about/history.php

On September 4, 2008, the State Board of Technical and Adult Education approved the merger of
Coosa Valley Technical College and Northwestern Technical College to be effective July 1,
2009. Georgia Northwestern Technical College (GNTC) has campuses in Floyd, Gordon, Polk,
Walker, and Whitfield counties. GNTC has the nine counties of Catoosa, Chattooga, Dade, Floyd,
Gordon, Murray, Polk, Walker, and Whitfield as its service area. The Floyd County Campus was
designated as the home campus. The two colleges have individual long, meaningful histories.
The following histories of the two technical colleges demonstrate the impact of the colleges and
how important training and educational opportunities have been and will continue to be to the
citizens of Northwest Georgia.

History of Coosa Valley Technical College

Coosa Valley Technical College began its history as Coosa Valley Tech on July 1, 1962. The
school represented a combined investment by the City of Rome, Floyd County, and state and
federal governments in providing postsecondary vocational education and employment
opportunities to the citizens of Northwest Georgia. Prior to facilities being constructed for Coosa
Valley Tech, vocational education courses were offered in an old fire hall on Shorter Avenue.
The school offered academic training for over 800 veterans of World War 11 and the Korean
Conflict. C. Maurice Culberson was the administrator and later became the first director of
Coosa Valley Vocational Technical School. Today, GNTC’s Floyd County Campus address, One
Maurice Culberson Drive, is dedicated to Mr. Culberson.

Along with the academic training that was offered, the school also offered Practical Nursing.
Programs like this were some of the first local, tax-supported programs for out-of-school adults in
Rome and Floyd County. The veterans’ program was eliminated in 1961, and in 1962 two local
bonds provided Coosa Valley Tech with $250,000, which was then matched by the state. The
money went directly into purchasing a site and beginning construction on the school.

Coosa Valley Vocational Technical School became a reality in 1962 and was one of only 13
technical or vocational schools scattered throughout Georgia. It was born of a community plea to
provide people with the skills and training necessary to succeed in a rapidly changing economy.
Numerous requests began flooding in from local business and industry representatives for the
school to offer more diverse types of training to meet the demand for local employment
opportunities. In 1962, the following programs became operational: Electronic Technology,
Automotive Mechanics, Electrical Appliance Servicing, Heating and Air Conditioning, Machine
Shop, Business Education, and Practical Nursing. The staff consisted of only 13 full-time and 4
part-time instructors, to provide education for 166 full-time and 48 evening students. Enrollment,
however, continued to grow, and as enrollment grew, so did the size of the faculty and facility. In
1969, J. D. Powell was appointed to succeed Maurice Culberson, as director of the school,
followed by Charles E. Earle from 1982-1987. Then in 1987 the name changed to Coosa Valley
Technical Institute. J.D. Powell became the first president of CVT from 1987-1994, followed by
Dr. Ronald Swanson, 1994-1997.

Coosa Valley Tech continued to make a difference in the hearts and lives of the citizens of
Northwest Georgia. In 1997, with continued enrollment growth, CVT added its first branch
campus in Calhoun, the Gordon County Campus. In 1998, the year that Dr. Craig McDaniel
became CVTC’s new president, the Polk County Campus was built. In 2000, the name of the
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school was changed to Coosa Valley Technical College, as a part of Governor Roy Barnes’
Education Reform Package. In 2000, the state approved almost $14 million dollars in designated
funds for expansion of all three CVTC campuses. Then in 2000, CVTC made a commitment to
increase its prominent role in the community’s economic development efforts by establishing a
Business Expansion Center. This facility, located in North Rome, offers businesses of all types
the opportunity to start, grow, and ultimately succeed. In just a short amount of time, CVTC
became one of the fastest growing technical colleges in the state of Georgia. Through the
tremendous growth and expansion of CVTC, there was always one constant as exemplified in
President McDaniel’s statement as Coosa Valley Technical College celebrated her 40th
Anniversary in 2002. "We are a workforce development college, here to help people learn new
skills for the workplace and to improve their quality of life.

Coosa Valley Technical College went through many expansions, renovations, and additions
throughout the years thanks to the strong support of the members of the General Assembly. In
2002, CVTC acquired more land at its Floyd County Campus, including the Woodlee Center
property and the Springwood Center. In 2003, $2.4 million in improvement renovations were
completed on the A, B, C, and D wings of the Floyd County Campus. CVTC completed the
construction of a 54,000 square foot Health Occupations Education Center and Library in 2004.
With 29 health technology programs housed in the Health Occupations Education Center, CVTC
became one of the largest providers of health care occupational training in the state of Georgia.
CVTC’s Polk County Campus added a new Economic Development Center in 2004. In 2006,
Surgical Technology was added to CVTC’s program offerings and CVTC’s Business Technology
programs moved into the newly renovated Springwood Center.

Following an overwhelmingly positive accreditation visit in December 2006, Coosa Valley
Technical College became accredited through the Commission on Colleges of the Southern
Association of Colleges and Schools (SACS-COC).

CVTC continued to add exciting new programs to meet the needs of the community by adding
Environmental Horticulture on the grounds of the Woodlee Center property in 2006, Commercial
Truck Driving in 2007 at the Richardson Road Truck Driving Facility in Calhoun, Georgia
(Gordon County) and by adding Aviation Maintenance Technology in 2008 at the Aviation
Training Center at the Richard B. Russell Regional Airport in Rome, Georgia (Floyd County).

In 2009, at the time of the merger with Northwestern Technical College, Coosa Valley Technical
College was working on a Phase Il facility addition at Gordon Campus and a Culinary Arts
program addition to be located in the Woodlee Center facility. With three campuses in Floyd,
Gordon, and Polk counties, other off-campus sites at Richardson Road and Russell Regional
Airport, in addition to the Business Expansion Center located in Rome, CVTC’s yearly
enrollment averaged 10,000 students with 250 supporting faculty and staff. CVVTC was offering
over 100 programs of study in credit, continuing education, adult education, learning support, and
general education classes. A strong indicator that technical education was moving in the right
direction was CVTC’s growth in numbers. In 2002, Coosa Valley Technical College hit an all
time high record enrollment, and current enrollment numbers continued to be steady. Since its
beginning, over 100,000 people had enrolled in CVTC. CVTC service helped to explain credit
given to the college in April 2007 by Forbes magazine. The article, "Hail Rome," credited Coosa
Valley Technical College with playing a major role in helping draw international companies to
Rome, Georgia. More and more people are discovering how technical education can help them in
their current jobs or prepare them for a better future.
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History of Northwestern Technical College

From its beginnings as a one building campus off of Highway 27 in Walker County, Georgia,
Northwestern Technical College has changed and grown with the communities of Northwest
Georgia over the past five decades. Originally named the Walker County Area Vocational-
Technical School, NTC enrolled 150 students in one of eight programs of study.

Like other technical colleges within the Technical College System of Georgia, Northwestern
Technical College was founded by an Act of the Georgia General Assembly in 1964. Our goal of
offering our businesses trained workers and our neighbors the training to master those professions
is the foundation of 45 years of education within the walls of NTC.

When NTC first opened its doors in October of 1966, the college fell under the domain of the
Walker County Board of Education. In 1988, NTC left the Walker County Board Of Education
system to work within the Technical College System of Georgia; a relationship which is now in
its 22nd year.

Now retired and living in Mississippi, NTC’s first Director, Dea Pounders, made the mission of
the college clear from the very beginning. In the first college catalog in 1966, Mr. Pounders
wrote, "The skilled and technical courses at our college are designed to fill the needs of youth and
adults and prepare them for a modern world of work. "That statement still holds true in the 21st
century as we train today’s students for tomorrow’s careers.

The first programs at NTC consisted of Appliance Servicing, Auto Mechanics, Business
Education, Drafting and Design, Electronic Technology, Heating and Air Conditioning, Machine
Shop, Marketing and Management, Radio and Television, and Welding. At the time, these were
the programs training NTC students for tomorrow’s jobs. Today, there are new programs which
are headed into the NTC classrooms to prepare students of all ages for a career opportunity of a
lifetime.

In the 1980’s, new job demand called for new programs. Among the selections added to the
curriculum as we headed into the 80’s were Cosmetology, Data Processing, and Practical
Nursing. In the 1990’s, NTC students saw additions to their educational arsenal such as
Computer Programming and Microcomputer Specialist. At the turn of the century, programs
such as Surgical Technology, Occupational Therapy Assisting, and Electrical Controls came on
board to add to the more than 100 program options currently available at NTC.

In 1988, the Northwestern Technical College Foundation was established to assist the
development of Northwestern Technical College as a vital community center and to encourage
private contributions to achieve this goal. Through private donations, the NTC Foundation has
built and maintains outstanding academic support programs. Among those programs is an annual
student scholarship program which gives awards to one deserving student at each of the nine
public high schools in the college’s four-county service area.

Now, as we head into a venture to make us part of the largest college in Northwest Georgia,
programs such as Mechatronics and Cardiovascular Technology will be among more than 200
available at the new Georgia Northwestern Technical College. An educational arena which has a
reputation of generating the best and the brightest in some career fields which are currently in
high demand, as well as some which haven’t even been created yet.
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Today’s campus lies on nearly seventy acres in Rock Spring, Georgia. The college operates at
full capacity on 34 of those acres. The remaining 36 are part of a land purchase made in 2006.
The plans for using that land to improve the educational opportunities available at NTC are still in
the works.

In 2007, the Technical College System of Georgia formed the TCSG Athletic Association. NTC
was one of a several colleges to launch an athletic program on its campus. The first two athletic
programs were Men’s Basketball and Women’s Volleyball. During faculty, staff, and student
surveying in 2007, NTC adopted the "Mustangs" as their official mascot of all athletic ventures.
Today, our neighbors in Catoosa, Chattooga, Dade, and Walker County serve as the focus of our
recruitment efforts at Northwestern Technical College. Students of all ages come from all walks
of life to become a college student at NTC. From online, to hybrid, to traditional on-campus
classes, we offer you a schedule that meets your needs.

The Commission on Colleges of the Southern Association of Colleges and Schools initially
accredited Northwestern Technical College in 1997; then, reaffirming the accreditation in 2002.
Serving as a Level | Institution, the 70-acre Northwestern Technical College campus enrolls more
than 2,300 students quarterly and will serve as Georgia Northwestern Technical College’s Walker
Campus, the largest campus at Northwest Georgia’s largest college.

At countless student, faculty, and community functions over the years, the goal of Northwestern
Technical College was often summed up best by long-time Northwestern Technical College
President, Dr. Ray Brooks. "Our admissions director once told me our job at Northwestern is to
meet the students where they are and take them where they want to be."
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Il. Employment

PURPOSE OF HANDBOOK

All employees of Georgia Northwestern Technical College are “at-will” employees. At-
will employees may be discharged or may quit for any reason not specifically prohibited
by law.

The purpose of this handbook is to provide a guide for personnel policies, programs, and
employee benefits.

It is your responsibility as an employee to read this handbook. If you need further
clarification, please talk with your supervisor and/or Human Resources.

This handbook of policies and procedures does not constitute an employment contract
and should not be interpreted as creating an employment contract.
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STATEMENT OF EQUAL OPPORTUNITY

The Technical College System of Georgia and its constituent Technical Colleges do not
discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion,
disability, age, political affiliation or belief, disabled veteran, veteran of the Vietnam Era, or
citizenship status (except in those special circumstances permitted or mandated by law). This
nondiscrimination policy encompasses the operation of all educational programs and activities
including admissions policies, scholarship and loan programs, athletic and other Department and
Technical College-administered programs, including any Workforce Investment Act of 1998
(WIA) Title I- financed programs. It also encompasses the employment of personnel and
contracting for goods and services. The Department and Technical Colleges shall promote the
realization of equal opportunity through a positive continuing program of specific practices
designed to ensure the full realization of equal opportunity.

The Department and each Technical College shall maintain and publish a grievance procedure for
addressing discrimination concerns. See Complaint Resolution Policy
http://www.dtae.org/dtaepolicy/docs/Complaint%20Resolution.htm These procedures shall, at a
minimum, meet the federal requirements for compliance with Title IX of the Educational
Amendments of 1972 and Section 504 of the Rehabilitation Act and Title I of the Workforce
Investment Act of 1998.

All job announcements published by the Department and each Technical College shall reflect at a
minimum that it is an equal opportunity employer or "EOE."

Inquiries concerning the administration of this nondiscrimination policy should be addressed to
any of the following offices

1. At the Central Office, inquiries should be addressed to the Director of Human Resources or other person
designated by the Commissioner.

2. At a Technical College, inquiries should be addressed to the Equity Coordinator or other person
designated by the President.

This policy of nondiscrimination is consistent with Title IX of the Educational Amendments of
1972, Title VI of the Civil Rights Act of 1964, Title VII of the Civil Rights Act of 1964,
Executive Order 11246, the Equal Pay Act, the Age Discrimination in Employment Act, the
Americans With Disabilities Act, Section 504 of the Rehabilitation Acts of 1973, Section 503 of
the Rehabilitation Act of 1973, Section 402 of the Vietnam Era Veterans Readjustment
Assistance Act of 1974, the Immigration Reform and Control Act of 1986, the Workforce
Investment Act of 1998, and O.C.G.A. § 45-19-21 and other related state statutes.

Recruitment of Underrepresented Employees

The Commissioner and the Technical College Presidents and all others responsible for recruiting
and hiring shall take affirmative action to recruit and hire qualified individuals who are members
of federally designated minority groups and/or women and who are underrepresented in the
workforce of the relevant hiring unit. The Commissioner and the Technical College Presidents
and all others responsible for recruiting and hiring shall notify organizations providing
employment assistance to racial minority groups, women, and/or persons with disabilities of
employment vacancies and shall otherwise notify those organizations of the Department's Equal
Opportunity and Affirmative Action policies. Personnel vacancies shall be filled by selecting the
best qualified applicant on the basis of merit, whether the applicant is an existing employee or
from outside the department.
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The Commissioner and the Technical College Presidents and all others responsible for recruiting
and hiring shall encourage employees, to refer candidates who are members of underrepresented
groups for existing and future job openings.

Training and Promotion

The Commissioner, the Technical College Presidents and all others responsible for recruiting and
hiring shall take affirmative action to provide training opportunities for federally-recognized
minority groups and women.

Policy Dissemination

To ensure that all citizens of the state as well as all members of the Department and the Technical
Colleges communities are aware of our equal opportunity and affirmative action policy, the
following communication efforts shall be made:

1. All employment applications used by the Board shall contain a notice informing prospective employees
that the Department, including its constituent Technical Colleges, is an equal opportunity/affirmative action
employer.

2. Notices shall be posted in public places at the Department's Central Office and in the Technical College
buildings, informing applicants for employment and employees that the Department is an equal
opportunity/affirmative action employer and advising applicants and employees of their rights to notify an
appropriate local, state, or federal agency if they believe they have been the victims of discrimination.

3. When utilizing media for recruitment purposes, help-wanted advertisements and other notices shall
always advise that the Department, including its constituent Technical Colleges, is an equal
opportunity/affirmative action employer and shall contain no indication, either explicit or implied, of a
preference for one class of persons over another except when there is a bona fide occupational requirement
that the position be held by a member of a particular gender or class of persons.

4. All applications for program enrollment shall contain a notice informing prospective students that the
Board, including its constituent Technical Colleges, is an equal opportunity employer.

References
Procedure: Acquired Immunodeficiency Syndrome

Adopted: July 7, 1988

Revised: February 3, 1994, January 17, 2001, June 1, 2006 February 1, 2007
Code: 03-01-01; Code: 05-05-01

Approved

Sonya Richards
Director of New Connections to Work and Title IX Coordinator
Building A Room A126a
Georgia Northwestern Technical College
One Maurice Culberson Drive, Rome, GA 30161
706-295-6932 ~ srichards@gntc.edu
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UNLAWFUL HARASSMENT OF STAFF

l. Purpose

A. It is the policy of the Department of Technical and Adult Education that all employees shall be provided
an environment free of unlawful harassment (including sexual harassment) and intimidation.

B. All employees are expressly prohibited from engaging in any form of harassing behavior or conduct.

C. Any employee who has engaged in harassing behavior or conduct will be subject to disciplinary action,
up to and including dismissal.

D. All employees are required to report any act of unlawful harassment. Reports of unlawful harassment
will be treated in an expeditious and confidential manner.

E. The Department will not tolerate retaliation for having filed a good faith harassment complaint or for
having provided any information in a harassment investigation. Any employee who retaliates against a
complainant or witness in an investigation will be subject to disciplinary action, up to and including
dismissal.

F. Any employee who knowingly makes a false charge of harassment or retaliation, or any employee who
is untruthful during an investigation is guilty of misconduct and may be subject to disciplinary action, up to
and including dismissal.

G. Employees in a supervisory or managerial capacity are prohibited from knowingly permitting harassing
conduct or behavior in assigned work unit(s) and from making sexual advances, welcome or unwelcome,
toward any subordinate.

H. The harassment of a Department employee by a non-employee (e.g. vendor, contractor, etc.) in
conjunction with the performance of his/her assigned duties and responsibilities and the harassment of a
non-employee by a Department employee will not be tolerated.

I1. Applicability

This procedure shall uniformly apply to all Department employees and govern behavior during normal
work hours, at departmental functions at or away from the primary work site before or after normal work
hours, and/or while off duty.

I11. Definitions
Compliance Officer: The person designated by the Commissioner to conduct investigations.
Department: All Department of Technical and Adult Education work units, including associated technical
colleges.
Employees: Any individual employed in a full or part time capacity in any Department work unit.
Human Resources Director: The person holding the position of Human Resources Director at the TCSG
Central Office or that person’s designee.
Intimate Parts of the Body: Intimate parts of the body mean the primary genital area, anus, groin, inner
thighs, or buttocks of a male or female and the breasts of a female.
Local Investigator: The person at the technical college who is responsible for the investigation of unlawful
harassment/retaliation complaints.
Non-Employee: Any third party, (e.g. volunteer, vendor, contractor, etc.) who conducts business with or
on behalf of a Department work unit.
President: The President of the technical college where the accused violator is currently employed.
Retaliation: Unfavorable employment action taken, unfavorable employment condition created, or other
action taken for the purpose of intimidation that is directed toward an employee because the employee
initiated an allegation of unlawful harassment/retaliation or who participates in an investigation.
Sexual Harassment (a form of unlawful harassment): Sexual harassment is defined as unwelcome sexual
advances, unwelcome requests for sexual favors, and other unwelcome verbal, written, electronic or
physical conduct of a sexual nature when:

1. Submission to such conduct is made, either explicitly or implicitly, a term or condition of an

individual’s employment.
2. Submission to, or rejection of, such conduct by an individual is used as the basis for employment
decisions affecting such individual; or
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3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work
performance or creating an intimidating, hostile or offensive working environment.

Examples of Sexually Harassing Conduct or Behavior: Sexually harassing conduct or behavior

(regardless of the gender of the persons involved) includes:

. Physical touching

. Sexual comments of a provocative or suggestive nature

. Suggestive looks or gestures

. Jokes, printed material or innuendoes; or

. Making acceptance of unwelcome sexual conduct, advances, or requests for sexual favors of any
nature a condition for employment, employment decisions, or continued employment (pressure for
sexual favors)

This is a representative list of harassing conduct or behavior and is not intended to be exhaustive.

Unlawful Harassment (Other Than Sexual Harassment): Verbal or physical conduct that disparages or

shows hostility or aversion toward an individual because of that person’s race, color, religion, gender,

national origin, age, or disability. Harassment does one or more of the following:

1. Has the purpose or effect of creating an intimidating, hostile or offensive work environment; or

2. 2. Has the purpose or effect of unreasonably interfering with an individual’s work performance.

Examples of Unlawfully Harassing Conduct or Behavior (Other Than Sexual Harassment) or Generally
Offensive Behavior/Conduct:

1. Offensive remarks, jokes, epithets, slurs, negative stereotyping, or threatening, intimidating or
hostile acts that relate to race, color, religion, gender, sexual orientation, national origin, age or
disability.

2. Displaying offensive written or graphic material, pictures, photographs, or drawings on walls,
bulletin boards, computers, or other work locations, or which are circulated in the work place.

3. Offensive e-mail or voice mail message(s), or inappropriate use of the internet (e.g. downloading
sexually explicit websites and/or information); and

4. Foul or obscene language.

This is a representative list of harassing conduct or behavior and is not intended to be exhaustive.

abdbwnN e

IV. Attachments

Attachment 1 Commissioner’s Statement Prohibiting Unlawful Harassment
Attachment 2 Employee acknowledgment of prohibition of unlawful harassment
Attachment 3 Supervisor’s acknowledgment of prohibition of unlawful harassment
http://www.dtae.org/dtaepolicy/menu.html
https://gnet.gntc.edu/HumanResources/hrindex.cfm

V. Procedure

A. Policy Administration

1. The Commissioner’s Statement Prohibiting Unlawful Harassment should be permanently displayed on
official bulletin boards of the Department.

2. Supervisors must take ongoing proactive steps to ensure their work environments are free from any type
of unlawful harassment and to educate their staff on appropriate conduct.

3. All current and future employees shall be required to read and become familiar with the Department’s
policy regarding harassment.

4. As a condition of employment, all employees (current and future) in a non-supervisory/managerial
capacity are required to read and sign the employee acknowledgment of prohibition of harassment
statement (Attachment 2), which will become a permanent part of the employee’s personnel record.

5. Employees serving in a supervisory/managerial capacity and employees appointed to a position with
supervisory/managerial responsibilities are required to read and sign a supervisor’s acknowledgment
statement (Attachment 3), which will become a permanent part of the employee’s personnel record.

6. Any employee, student, contractor or volunteer who has any questions concerning this procedure should
direct those questions to the Executive Director, Legal Services at 404-679-1605, Human Resources
Director at 404-327-6927, or the Deputy Commissioner at 404-679-1706.

B. Reporting and Management Action
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1. All employees are required to report allegations of unlawful harassment/retaliation against themselves or
others, or other possible policy violations.

o Allegations or suspicions of unlawful harassment/retaliation or other possible policy violations may
be reported by the complainant within the chain of command, or he/she may bypass the normal
chain of command and report an allegation/suspicion directly to the Human Resources Director at
404-327-6927, the Executive Director, Legal Services at 404-679-1605, the Commissioner’s Office
at 404-679-1601, the Deputy Commissioner’s Office at 404-679-1706, or email at
UnlawfulHarassment@dtae.org.

o Such reports can initially be expressed in writing, by telephone, or in person; however, the report
will ultimately be required to be in writing.

2. Supervisors who have reason to believe that unlawful harassment and/or retaliation may exist shall
immediately inform their President, Assistant Commissioner, or one of the persons listed above in 1(a).

3. Other than reporting the information and discussing it with the investigator, he/she must keep the
information confidential unless release is approved, or unless final action has been taken pursuant to this
procedure.

4. An affected President or Assistant Commissioner may suspend with pay, temporarily transfer, or
reassign personnel involved in order to prevent possible further harassment or to facilitate the investigation.
In an emergency situation, a President or Assistant Commissioner or their designee may take appropriate
actions to protect the complainant/alleged victim and/or to deter the alleged violator from any further
harassment of the complainant/alleged victim. The affected President or Assistant Commissioner shall
report all action of this nature and any subsequent change in status or assignment to the Human Resources
Director.

5. Unless otherwise authorized by the Commissioner in writing, no disciplinary action shall be taken
against the alleged violator until an investigation has been completed, a written report has been issued and
action has been taken in accordance with this procedure.

6. All reports or allegations of unlawful harassment/retaliation by a central office employee, Vice President
or President of a technical college shall be referred to the Executive Director, Legal Services for
investigation by the Compliance Officer.

7. Any incident of potentially unlawful harassment/retaliation may be referred by the President of a
technical college to the Executive Director, Legal Services for investigation by the Compliance Officer.
Investigations by the Compliance Officer may be done in conjunction with the local investigator at the
President’s request.

8. The Compliance Officer/local investigator shall notify the affected Assistant Commissioner or President
of the complaint and the pending investigation, unless otherwise directed.

C. Investigations

1. All complaints shall be investigated thoroughly. Any President or local investigator is encouraged to
consult with the Compliance Officer, Human Resources Director or Executive Director, Legal Services
with any questions or concerns.

2. If a complaint does not specify facts sufficient to support an allegation of unlawful
harassment/retaliation or other conduct/behavior prohibited by this policy, the local investigator

may determine that the allegations shall not be investigated. This determination will be done with joint
approval by the local investigator and the President. In the case of an investigation being performed by the
Compliance Officer this shall be done with joint approval of the Human Resources Director and the
Executive Director, Legal Services.

3. Investigations will be conducted by gathering relevant information and interviewing appropriate
witnesses.

4. The local investigator who conducts the investigation will present facts in a written report to their
President. In instances of investigations performed by the Compliance Officer, the facts will be presented
to the Assistant Commissioner, Human Resources Director and Executive Director, Legal Services.

5. Reports or other investigative materials generated through the application of this policy will be
processed and maintained confidentially to the extent permitted by law.

D. Review and Disposition

Il. Employment 23


mailto:UnlawfulHarassment@dtae.org

1. After reviewing the final report, the Assistant Commissioner/President shall make a recommendation as
to whether the facts support a finding that unlawful harassment/retaliation or other policy violation has
occurred. In matters investigated by the Compliance Officer, the Human Resources Director and the
Executive Director, Legal Services will confer and reach a joint finding regarding the existence of unlawful
harassment/retaliation or other violation of this policy.

2. If the recommendation does not support a finding of unlawful harassment or unlawful retaliation or other
violation of this policy, the matter will be closed.

3. If the recommendation supports a finding of unlawful harassment/retaliation or any other policy
violation, appropriate disciplinary action will be recommended and taken.

4. The local investigator/Compliance Officer will provide written notice to the complaining party and
subject employee of the completion of the investigation. Notice should be given as soon as is reasonably
practical, provided that if disciplinary action is to be initiated, no parties will be notified until all
disciplinary actions are served.

V1. Record Retention
o Attachment 1 Georgia Department of Technical and Adult Education Commissioner’s Statement
Prohibiting Unlawful Harassment
o Attachment 2 Employee Acknowledgment Statement - Retain permanently in the official and local
personnel file
o Attachment 3 Supervisor Acknowledgment Statement - Retain permanently in the official and local
personnel file

Investigative Files Shall Be Retained for 4 years after the close of the investigation and any adverse action
hearings.

Approved: March 9, 2007

Students of Georgia Northwestern Technical College should report any alleged discrimination on
the basis of race, color, creed, national or ethnic origin, gender, age, or religion to:

Sonya Richards, Director of New Connections to Work and Title IX Coordinator
Building A Room Al126a

Georgia Northwestern Technical College

One Maurice Culberson Drive, Rome, GA 30161

706-295-6932 srichards@gntc.edu

Employees of Georgia Northwestern Technical College should report any alleged discrimination
on the basis of race, color, creed, national or ethnic origin, gender, age, or religion to:

Peggy Cordell, Director of Human Resources
Building A Office A113

Georgia Northwestern Technical College

One Maurice Culberson Drive, Rome, GA 30161
706-295-6959 pcordell@gntc.edu

Students of Georgia Northwestern Technical College should report complaints concerning
discrimination on the basis of disability to:

Sheila Parker, ADA and Section 504 Coordinator

Building B115 Floyd, Gordon, and Polk County Campuses
Georgia Northwestern Technical College

One Maurice Culberson Drive, Rome, GA 30161
706-295-6517 sparker@gntc.edu
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Michael Walters, ADA and Section 504 Coordinator
Building 200 Room 209 Walker County Campus
Georgia Northwestern Technical College

265 Bicentennial Trail, Rock Spring, GA 30739
706-764-3799 mwalters@gntc.edu

Kevan Watkins, ADA and Section 504 Coordinator
Building 600 Room 622 Whitfield Murray Campus
Georgia Northwestern Technical College

2300 Maddox Chapel Road

706-272-2958 kwatkins@gntc.edu

Employees of Georgia Northwestern Technical College should report complaints concerning
discrimination on the basis of disability to:

Peggy Cordell, Director of Human Resources
Building A Office A113

Georgia Northwestern Technical College

One Maurice Culberson Drive, Rome, GA 30161
706-295-6959 pcordell@gntc.edu
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PERFORMANCE EVALUATION
AND SALARY COMPENSATION

Written performance evaluation for all full-time employees shall generally begin on July 1 and
end on June 30 of the following year.

Annual performance-based salary increase if appropriated by legislation shall be awarded after an
employee receives a performance evaluation.

Evaluation Period

1. The performance evaluation period begins on July 1 and ends on June 30 of the following year.

2. Employees newly hired by the College during the performance evaluation period are to be evaluated on
the date of hire through June 30.

3. Eligible employees hired between April 1 and June 30 for the current evaluation period should receive
written recommendation to either grant or deny performance based salary increase from the evaluating
supervisor.

4. When employees have transferred to new positions during a performance evaluation period, evaluating
supervisors as of June 30 are to complete the evaluations and make the salary increase eligibility
determinations. Evaluating supervisors may take into consideration any evaluation completed during the
performance evaluation period by previous evaluating supervisors.

Adopted: October 6, 1988
Revised: October 3, 2001
Code: 03-05-01
Approved
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EMPLOYMENT OF RELATIVES

It is the position of the Technical College System of Georgia that relatives of current Department
employees may only be employed consistent with the provisions of this policy. In turn, the
Department will take appropriate measures to avoid any situation in which a family relationship
may interfere with the effective and efficient operation of any Department work unit, including its
Technical Colleges. Therefore, the continued employment and/or future promotional
opportunities of related employees, as well as those of a prospective employee, may be prohibited
entirely or limited by these same guidelines. For the purpose of this policy, the term “relatives”
includes: spouse; biological or step parent(s); guardian (as defined by law); biological or step
grandparent(s); biological, step, or half sister or brother; child/grandchild (including biological,
adopted, foster, step child, legal ward, or child for whom an employee stands in loco parentis);
aunt/uncle; niece/nephew; first cousin; or, immediate in-law (i.e., mother-in-law, father-in-law,
sister-in-law, brother-in-law, daughter-in-law or son-in-law).

General Provisions

1. No individual shall be employed in a Central Office or Technical College Work unit which will result in
the existence of a supervisor - subordinate relationship between the individual and any relative of the
individual through any line of authority in the work unit. The term, “line of authority” is defined as
authority extending vertically through one or more organizational levels of supervision or management.

2. Relatives will not be employed or placed in a work environment in which fiscal checks or balances are
among the assigned duties and responsibilities of the positions involved.

3. Relatives will not be placed in a working relationship in which the nature of the assigned duties and
responsibilities may contribute to personal or financial gain, fraud, collusion, other abuses of position, or a
possible conflict of interest.

4. Employees shall not advocate for or cause the advancement, appointment, employment, promotion, or
transfer of a family member/relative to any Department position.

Policy Enforcement

The Deputy Commissioner, the Assistant Commissioners and College Presidents in consultation
with the Department’s Director of the Office of Human Resources are fully responsible for
ensuring that the provisions of this policy are not violated.

Adopted: July 1, 1986; Revised: December 7, 1995; August 21, 2001; August 4, 2005
Code: 03-01-04
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ETHICAL RESPONSIBILITIES

All board members and employees are expected to maintain high ethical standards in the conduct
of their personal and professional affairs. This includes all aspects of their dealings with
businesses, the local communities, and other governmental agencies.

All board members and employees are expected to, at a minimum, conform their behavior to the
standards set forth in the Code of Ethics for Government Services, the Ethics in Government Act
and the criminal laws contained in Article 1, Chapter 10 of Title 16, Abuse of Government
Office. http://www.lexis-nexis.com/hottopics/gacode/default.asp

All board members and employees shall follow the relevant guidelines established by the State
Personnel Board http://www.spa.ga.gov and O.C.G.A. §45-10-20 et seq. Any employee of a
Technical College that accepts federal research dollars shall also be subject to relevant federal
conflict of interest regulations, 45 CFR 602 and 45 CFR 94.

Board Member Conflicts, Attorney General Opinion 2004-7

Code of Ethics for Government Service, O.C.G.A. §45-10-1 et seq.
Conflicts of Interest, O.C.G.A. § 45-10-20 et seq.

Abuse of Government Office, O.C.G.A. §16-10-1 et seq.

Ethics in Government Act, O.C.G.A. §21-5-1 et seq.

45 CFR 602

45 CFR 94
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POLITICAL ACTIVITIES, ELECTION CAMPAIGNS

1. Policy

The Technical College System of Georgia (TCSG) and its associated technical colleges shall
comply with all applicable federal and state laws, rules, and regulations as they pertain to the
ability of state employees to participate in the political process. This procedure outlines the
activities that are specifically prohibited by State Personnel Board Rules and also addresses those
instances in which a state employee may pursue (i.e., offer for) and hold certain elective or
appointive offices. All TCSG employees, regardless of their classified or unclassified status, are
subject to these Rules and are, therefore, covered by the provisions of this procedure.

I1. Applicability
All work units and technical colleges associated with the Technical College System of Georgia.

I11. Definitions
N/A

1V. Attachments
A. Political Activity Request Form

V. Procedures

A. General Provisions

1. No applicant or employee will be subject to an adverse employment action on the basis of any voluntary
disclosure of his/her political opinions or affiliation(s). NOTE: the selectee for any TCSG position will be
required, as a condition of employment, to complete a State Security Questionnaire and Loyalty Oath
which is designed to establish that the individual has no affiliation with any organization that has as one of
its objectives the overthrow of the government of the United States or the State of Georgia.

2. No applicant for employment or any current employee participating in a selection process may be asked
a question that is designed to elicit information as to his/her political, social or religious opinions or
affiliation.

3. Any applicant (to include a current TCSG employee) for a System Office or technical college position
who uses or attempts to use any coercive political pressure to secure an advantage in a selection process
will be disqualified from further consideration and shall not be eligible for appointment or promotion.
Additionally, any current TCSG employee who engages in these actions will be subject to disciplinary
action up to and including separation from employment.

4. All TCSG employees should familiarize themselves with the provisions of this policy and are personally
responsible for determining if they are eligible to pursue, accept, and/or hold an appointment to a public
office, political party office, or an office with a political organization.

5. Unless certain that there are no legal or policy prohibitions to pursuing or holding elective or appointive
office, an employee should seek the advice of the System Office’s General Counsel or Director, Office of
Human Resources, or a technical college’s Human Resources Director/Coordinator before accepting an
appointment to or taking action to further his/her personal candidacy for a public office, political party
office, or an office of a political organization.

6. An employee whose principal employment is in connection with an activity financed in whole or in part
by loans or grants made by the United States or a federal agency is covered by the Federal Hatch Political
Activities Act (5-U.S.C.A. 1501-1508) and may not:

a. Use his/her official authority or influence for the purpose of interfering with or affecting the results of
an election or nomination for office;

b. Directly or indirectly coerce, attempt to coerce, command, or advise a state or local officer or
employee to pay, lend, or contribute anything of value to a party, committee, organization, agency, or
person for political purposes; or,

¢. Be a candidate for public elective office in a partisan election (which may include some part-time
offices of local subdivisions of the State).
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7. Any employee who engages in prohibited political activity will be subject to disciplinary action up to
and including separation from employment.

B. Offering for and Holding Elective or Appointive Office
1. Excluding the Commissioner, any TCSG employee may offer for and hold any elective or appointive
office of a political subdivision of the state, political party, or political organization provided the office is
not full-time, does not conflict with the performance of the employee’s official duties, and is not otherwise
prohibited by law.
2. An employee seeking to hold an elective or appointive office must submit a Political Activity Request
Form (Attachment A) and obtain the approval of the Commissioner or his/her technical college president or
their designee before accepting a political appointment or seeking election to a public office, political party
office, or an office of a political organization.
Note: A Political Activity Request should not be denied without the decision maker first discussing the
Request with the TCSG General Counsel; any denial will be issued without regard to age, race, color,
sex, religion, national origin, disability, veteran status, genetic information, or political affiliation.
3. An employee must resign from employment or he/she will be removed (i.e., separated) from
employment if he/she becomes a candidate for any:
a. Full-time elective office of a political subdivision of this state or any other state;
b. Full-time elective state office of a political party or political organization;
c. Elective state office of this state or any other state; or,
d. Elective civil office of the federal government.
4. An employee will be considered a candidate for public office when he/she personally engages in any
political meetings, canvassing, and solicitation of votes, solicitation of campaign funds, or any activity that
may reasonably be construed as offering a personal candidacy for office to include payment of his/her
qualifying/filing fee.

C. Prohibited Political Activities
Employees are prohibited from engaging in the following political activities:
1. Employees may not hold office or be employed in the legislative or judicial branches of the State of
Georgia.
Note: it is permissible for an employee to request an unpaid leave of absence to serve temporarily as
an employee of the legislative branch while the General Assembly is in session and during any
authorized ““stay-over” period. Any such request must be approved, in advance, by the Commissioner
or technical college president or his/her designee.
2. Participating in any form of political activity during work hours or while in the TCSG System Office or
on any technical college campus including any satellite campus or off-site work location.
3. Soliciting other TCSG System Office or technical college employees for any political purpose at any
time while in the TCSG System Office or on any technical college campus including any satellite campus
or off-site work location.
4. Retaliating against any employee for engaging in permissible political activity.
5. Holding or being a candidate for any political office except as provided in Paragraph V.B.1.
6. Directing, managing, controlling, or participating in a political campaign for state office or for (any)
office in the county of the employee’s employing work unit, except for the employee’s own campaign as
outlined in Paragraph V.B.1.
7. Serving as a watcher, challenger, or partisan worker in any election.
8. Seeking, using, or attempting to use any coercive political pressure to secure for themselves or any other
person an appointment, promotion, salary increase, or any other employment advantage.
9. Using or promising to use, directly or indirectly, any official authority to influence the political
action/decision(s) of any other person, or to affect the results of a nomination, campaign or election to any
public office, political party office, or an office of a political organization.
10. Circulating a recall petition.
11. Transporting any political campaign literature or matter, engaging in soliciting votes, or transporting
any person or persons soliciting votes in any primary or general election while traveling in a vehicle upon
which the state is paying transportation mileage.
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V1. Records Retention

A completed Political Activity Request Form shall be maintained in an employee’s official personnel file
with all other employment-related documents.

Reference
State Personnel Board Rule 3.500 and 3.600

Approved September 15, 2010

Revise and Re-title to: Political Activity
Draft September 1, 2010
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CONSENSUAL RELATIONSHIPS

I. Policy

The Technical College System of Georgia (TCSG) is committed to maintaining learning and
work environments in its System Office and technical colleges that are as free as possible from
conflicts of interests and favoritism.

In situations in which an employee uses his/her position of authority to persuade another
employee or a student to enter into a non-consensual relationship, the harm to that person (i.e., the
subordinate party) and to the TCSG is clear. Behavior of this nature can also subject both the
TCSG and the employee (i.e., superior party) to the risk of liability. Any complaint initiated in
response to such actions will be investigated in conjunction with the TCSG Procedure governing
Unlawful Harassment or Student Unlawful Harassment.

Even in those instances in which the relationship is consensual, there is significant potential for
harm when there is a power difference between the involved parties, e.g., supervisor and
subordinate, faculty member and student, academic advisor and advisee, etc. Trust and respect
are diminished when those in positions of authority abuse or appear to abuse their power or
position.

A supervisor’s consensual relationship with a subordinate or a faculty member’s consensual
relationship with his/her student is likely to interfere with the supervisor’s/faculty member’s
ability to act and make decisions fairly and objectively, without favoritism. Even if the
supervisor/faculty member is able to avoid bias in these actions, others in the workplace or
learning environment are likely to see themselves as being less favored and, therefore,
disadvantaged by the relationship. In particular, voluntary consent by a student or an employee
(in such a relationship) is difficult to determine with any degree of certainty given the
fundamental power differential in the relationship. As such, these relationships may be less
consensual than the individual whose position confers power believes and, as such, the faculty or
staff member bears a special burden of accountability in any such involvement.

Additionally, consensual relationships may provide the basis for complaints by others outside the
relationship when the relationship in question appears to give undue access or advantage to the
participating student or subordinate staff member and/or, which may restrict opportunities or
create a hostile or unacceptable work or academic environment for others outside the relationship.

For these reasons, the TCSG expressly prohibits consensual relationships between: a faculty or
staff member and any student that he/she instructs, advises, supervises, or evaluates; a supervisor
and any employee he/she directly or indirectly supervises/manages within all work units (s) under
his/her span of control (i.e., line of authority); or, any technical college employee and a dually-
enrolled high school student.

By establishing these policy parameters, the TCSG hopes to avoid the types of
problems/situations referenced above and to insulate students and employees from the potential
consequences of an inappropriate subordinate/superior party relationship. Further, the TCSG
hopes to ensure that all members of the TCSG community are treated with dignity and respect
without regard to factors that are not relevant to that person’s assigned duties and responsibilities
and work performance or, a student’s academic achievement.

I1. Applicability
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All work units and technical colleges associated with the Technical College System of Georgia.

I11. Definitions

Advise: A collaborative process designed to assist students in clarifying career objectives and, through the
development of and progress through an educational plan (i.e., an academic program of study), better equip
them to be a successful student and meet career and academic objectives. Advising incorporates
appropriate guidance on course selections, review of academic progress, and referral to college resources
and technologies that are available to students.

Conflict of Interest: In the context of this policy, a conflict of interest or an appearance of a conflict of
interest is created when an individual evaluates, supervises, or has decision making power/authority
affecting another individual (i.e., a fellow employee, student, or student employee) with whom he/she has
an intimate, romantic, and/or sexual relationship. Relationships of this nature, even if consensual, may be
viewed as exploitative or coercive and may negatively impact the integrity of the work or learning
environment.

Consensual Relationship: Involvement in a mutually acceptable (i.e., consenting) romantic, dating, and/or
sexual relationship.

Employee: Anyone employed by the Technical College System of Georgia in a full-time or part-time
capacity.

Evaluation: In the context of a faculty/student relationship, to assess, determine, or influence a student’s
academic performance, progress or potential. In the context of employment, includes, but not limited to,
activities associated with establishing performance expectations as well as coaching and assessing or
participating in the assessment of a subordinate’s performance.

Faculty: Any employee directly responsible for academic instruction to include evaluating and advising
students, or who may otherwise directly or indirectly influence a student’s academic progress, performance
or entitlement or eligibility for any associated academic opportunity.

Immediate Supervisor: A supervisor who establishes performance expectations, coaches, develops, and
assesses the performance of a subordinate employee.

Line of Authority: Authority extending vertically through one or more organizational levels of supervision
or management.

Reviewing Manager: A manager charged with reviewing the performance plans and evaluations prepared
by lower level supervisor(s) in his/her direct line of supervision.

Student: Anyone enrolled in a full- or part-time capacity in any academic program offered by a technical
college associated with the Technical College System of Georgia including adult education programs.
Supervisor: Any employee who oversees, directs, and/or evaluates or participates in the evaluation of the
work of others. The term encompasses employees in a management or administrative role in the System
Office or a technical college possessing responsibility for directing the activities of one or more work units.

V. Attachments
N/A

V. Procedures

A. General Provisions: Employment Relationships

1. No TCSG employee may engage in a consensual relationship with an employee he/she directly or
indirectly supervises. This prohibition extends through all lines of authority and all work unit(s) under the
supervisory employee’s span of control.

2. No TCSG employee serving in a supervisory capacity may participate in any decision impacting another
System Office/technical college employee’s rate of pay, performance evaluation, promotional
opportunities, or other employment action if he/she has had a consensual relationship with the employee as
defined by policy.

3. All employees should be aware that entering into a consensual relationship with his/her supervisor is
contrary to TCSG policy.

4. In the event that a prohibited consensual relationship exists at the time this policy is enacted, the
supervisory employee must disclose the relationship to his/her immediate supervisor or reviewing manager
and cooperate in developing arrangements to address the conflict of interest.
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5. An immediate supervisor or reviewing manager who is notified or becomes aware of a consensual
relationship involving his/her employees shall take immediate measures to eliminate the conflict of interest
or the appearance of a conflict of interest.

6. An employee in a position of authority who enters into or continues a consensual relationship with a
subordinate without reporting it or who fails to cooperate in efforts to eliminate the conflict of interest or
appearance of impropriety will be subject to disciplinary action up to and including separation from
employment.

7. In the event that a complaint of harassment or sexual harassment is brought by the subordinate party
regarding an unreported relationship, there will be no presumption that the relationship was consensual in
nature.

B. General Provisions: Faculty/Staff Member-Student Relationships
1. No faculty or staff member may engage in a consensual relationship with any student that he/she
instructs or advises (i.e., formal academic advisement) or, supervises or evaluates in any manner or
capacity.
2. Students, faculty and staff members should be aware that entering into a consensual relationship is
contrary to TCSG policy and limits the faculty or staff member’s ability to teach and appropriately mentor,
direct the work of, and/or employ the student in a part-time capacity.
3. If a prohibited consensual relationship exists at the time this policy revision is enacted, the relationship
must cease. This may involve the student transferring to another course offering or withdrawing from a
course taught by the faculty member in question, initiating a change in the student’s primary academic
advisor, etc. In such instances, it may be necessary for the faculty/staff member to disclose the relationship
to his/her immediate supervisor or reviewing manager and seek their assistance in remedying the conflict of
interest. The good faith reporting of a consensual relationship in conjunction with the implementation of
the revised policy will not, in and of itself, constitute a policy violation.
NOTE: Any subsequent complaint generated by a student that the relationship was non-consensual
will be investigated under the provisions of the Student Unlawful Harassment Procedure. Further
there will be no presumption that the relationship was consensual in nature.
4. No faculty member should accept authority for/over a student with whom he/she has had a prior
consensual relationship to include: permitting the student to enroll in his/her class; supervising the student
as a work study, lab assistant, etc.; participating in decisions pertaining to a student’s grades, academic
honors, degree/diploma/certificate, etc.; or, discussions centered on possible disciplinary action.
5. A faculty or staff member who enters into or continues a prohibited consensual relationship with a
student after the effective date of this policy revision will be subject to disciplinary action up to and
including separation from employment.

C. General Provisions: Consensual Relationships Outside an Official Supervisory or
Evaluative Context

1. Those consensual relationships between faculty and/or staff members and/or students occurring outside
of an official supervisory or evaluative context prohibited by policy may also be problematic for one or
both parties as well as the System Office or technical college. When participating employees or an
employee and a student are in the same general academic area or work unit or closely aligned work units, a
relationship that the involved parties may view as consensual may, nonetheless, give the appearance of a
conflict of interest by negatively impacting the integrity of the work or learning environment. Such
relationships may also appear to others to be potentially exploitative or coercive; therefore, extreme care
should be taken by both parties in the relationship to reduce these likelihoods.

2. In these situations, the faculty or staff member should always remove themselves from involvement in
any employment or academic-related decision that may reward or penalize the employee or student.

Revise and Re-title to: Consensual Relationship

Draft - September 1, 2010,
Approved - September 15, 2010
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EMPLOYEE GRIEVANCE

I. Policy and Purpose

The Technical College System of Georgia (“TCSG”) is committed to the fair and equitable
treatment of all of its employees. The purpose of this procedure is to provide non-classified
employees with a uniform process for the resolution of employment concerns not addressed by
the Positive Discipline Policy or the Unlawful Harassment Procedure.

This procedure does not alter the at-will employment relationship and is not available to any
employee who has received notice of a pending disciplinary action or has sought relief through
any other administrative or judicial forum.

Employees may file a complaint without fear of reprisal. Any individual who supplies false or
misleading information in conjunction with a complaint or anyone who attempts to harass,
intimidate, or retaliate against an employee for filing a complaint or for providing information in
connection with a complaint filed under this procedure will be subject to disciplinary action
consistent with the provisions of the Positive Discipline Policy.

Employees in the Classified Service must submit a complaint pursuant to the State Personnel
Board Rule governing Employee Grievances. http://www.dtae.org/dtaepolicy/menu.html

I1. Applicability
All work units and technical colleges associated with the Technical College System of Georgia.

I11. Related Authority

Policies: 1. A, Statement of Equal Opportunity
1. T. Positive Discipline
Procedures: 1. A. 1. Unlawful Harassment of Staff

State of Georgia Procedure for Classified Employee Grievances

IV. Definitions
Business day: Any day of the week when the administrative offices of a Technical College or the System
Office are open.
Complaint Coordinator: The individual at the employee’s work site who is designated by the President or
Commissioner (or his/her designee) to receive and evaluate employee complaints covered by this
procedure.
Exception: If the subject of a complaint is the President of the Technical College where the employee
works, the Complaint Coordinator shall be the System Office’s Director of Human Resources.
Immediate Supervisor: An individual charged with developing performance plans and managing and
assessing the performance of employee(s) in those work unit(s) under his/her span of control.
Receipt: The date and time at which a document is delivered to the addressee by mail, facsimile or
personal delivery.
Reviewing Manager: A manager charged with reviewing the performance plans and evaluations prepared
by lower-level supervisor(s) in his/her direct line of supervision.
Reviewing Official: For an employee working in a technical college, the Reviewing Official shall be the
College President. In the System Office, the Reviewing Official shall be the Deputy Commissioner or, as
applicable, an Assistant Commissioner.
Note: If the subject of the complaint is a Technical College President, the Reviewing Official shall be
the System Office’s General Counsel or other attorney in the Office of Legal Services.

V. Attachments
A. Complaint Form
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VI. Procedure
A. Subject Matter of Employee Complaints
1. This procedure MAY be used when an employee’s complaint relates to:
a. An erroneous, arbitrary, or capricious interpretation or application of a State Board of Technical and
Adult Education policy and procedure or a Technical College operating policy or procedure.
b. Unsafe or unhealthy working conditions.
c. Retaliation for filing a grievance or participating in the grievance process or for exercising any right
provided for in a State Board or Technical College policy or procedure.
2. This procedure MAY NOT be used when an employee’s complaint relates to:
a. Allegations of illegal harassment or discrimination, including race, color, national origin, sex, age,
disability, religious or political affiliation.
Note: The employee may, instead, file an unlawful harassment or discrimination complaint pursuant
to the Unlawful Harassment Procedure (I11. A. 1.).
b. A supervisor or manager’s decision concerning the affected employee’s attendance, work
performance or workplace conduct.
Note: If an employee receives a formal disciplinary action pursuant to the Positive Discipline Policy
(I11.T.), the employee shall be provided a right of review in response to the delivery of a Reminder 2, a
day of Decision Making Leave, or if recommended for dismissal.
c. Contract non-renewals.
d. Temporary work assignments.
e. Budgetary matters or organizational structure.
f. The selection or non-selection of an employee for a position, unless the selection violates a written
policy or procedure.
g. Termination, demotion, reassignment, furlough, salary reduction, change in time status, or any other
action that may result from a reduction in force.

B. Procedures

1. Informal Resolution of Complaint: Employees are encouraged to discuss their employment concerns
with their supervisor or manager prior to submitting a formal complaint. If the employee’s concern relates
to his/her immediate supervisor, the employee may discuss his/her concerns with his/her reviewing
manager, or others in the employee’s chain of command. If the employee’s concern cannot be resolved
informally, the employee may submit a formal written complaint.

2. Formal Complaint Procedure

a. The employee must submit a written complaint on the Standard Complaint Form (Attachment A).

b. The complaint must be submitted to the person at the employee’s work location who has been
designated as the Complaint Coordinator. The Coordinator will record the date and time when the
complaint is received, and will maintain a chronological log of all such complaints.

c. When the subject of an employee’s complaint is a college President, the employee must submit
his/her complaint directly to the Director of Human Resources at the System Office. On all such
occasions, the Director shall be designated as the Complaint Coordinator.

d. The complaint must be submitted in writing within ten (10) business days after the occurrence of
the subject of the complaint, or within ten (10) business days after the employee becomes aware of
the problem.

e. The employee shall not be permitted to submit any complaint pursuant to this procedure that
occurred more than ten (10) business days earlier or about which the employee had knowledge for
more than ten (10) business days.

f. The complaint must contain the following information:

i. an explanation of the employee’s specific concern

ii. adescription of how the employee’s employment has been affected

iii. the time, date and place when the event occurred

iv. the identity of any witnesses with knowledge about the event

v. the policy or procedure that has been violated, if any, and

vi. a description of the relief that the employee is seeking
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The Complaint Coordinator shall respond to the employee’s complaint within ten (10) business days
of the date after the employee’s complaint is submitted. The response shall indicate one of the
following:

that the subject matter of the complaint is not appropriate for resolution under this procedure. In

this instance, the Coordinator shall explain the specific reasons for this determination

that the complaint is beyond the ten (10) business day time limit

i. that the employee’s complaint will be investigated pursuant to the procedure governing

complaints of illegal discrimination or harassment; or

that the subject matter of the complaint is appropriate for resolution under this procedure
If the Complaint Coordinator determines that the employee’s complaint is not appropriate for
resolution under this procedure, the employee may request that decision be reviewed by the
President of the technical college where the employee works or by the Commissioner if the
employee works in the System Office. Any such request should be made in writing and within five
(5) business days after receiving the Complaint Coordinator’s determination. The President or
Commissioner decision shall be final and not subject to further review.

C. Procedure for Resolution of Formal Complaints

Step 1

Step 2
. If the complaint is not satisfactorily resolved in Step 1, the complainant may initiate a written appeal

D.

a.

b.

The Complaint Coordinator shall interview the complainant and the person or persons about whom
the employee has complained within five (5) business days of receiving the complaint.

The Coordinator may also conduct an additional fact-finding investigation after the conclusion of
the interviews.

. The Coordinator shall issue a written recommendation as to the appropriate resolution of the

complaint within five (5) business days after the activities in 1. A. and 1. B. have concluded. The
recommendation shall be forwarded to the complainant and to the subject(s) of the complaint. All
materials/documents associated with the complaint shall be maintained in the college or System
Office of Human Resources.

of the Complaint Coordinator’s recommendation to the designated Reviewing Official. This must
be accomplished within five (5) business days after receiving notification of the decision.

. If the employee works in a technical college, the Reviewing Official shall be the President of that

college. If the employee works in the Central Office, the Reviewing Official shall be the Deputy
Commissioner or his/her designee.

Note: If the complainant is dissatisfied with the resolution of a complaint pertaining to a college
President, the complainant may submit an appeal to the Director of Human Resources in the System
Office.

C.

d.

e.

f.

The Reviewing Official may engage in additional investigation by interviewing witnesses and/or
considering additional documentation that may be submitted by the affected parties.

The Reviewing Official shall render a written recommendation to the Commissioner no later than
ten (10) business days after receiving the complainant’s appeal and shall also provide all parties and
with a copy of the recommendation. The recommendation shall include findings of fact and
conclusions sufficient for the Commissioner to render a final decision on the merits of the
complaint.

The Commissioner shall render a written decision on the merits of the employee’s complaint within
a reasonable time period not to exceed thirty (30) business days.

The Commissioner’s decision shall be final and shall not be subject to further review.

Other General Considerations

a.

b.

The investigation and resolution of employee complaints which are submitted pursuant to this
procedure shall be confidential to the extent possible. Information concerning the nature, scope and
resolution of any such complaint shall be made available to persons other than the complaining
employee only on a “need to know” basis absent an Open Records Act request.

A non-employee representative may not participate in the process outlined above.
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c. If the employee submits more than one complaint, those complaints may be consolidated and
resolved at the same time. If multiple employees file complaints that are substantially similar, all
such complaints may be consolidated into one proceeding.

d. Employees may obtain further information concerning the requirements of this procedure by
contacting the Central Office Human Resources Department or Legal Services, or the Office of the
President, Vice President or Human Resources office at their college.

e. A copy of the Complaint Procedure and accompanying Complaint Form shall be made available to
all employees electronically upon request; in the college or System Office of Human Resources; or,
through other means as determined by the college or System Office.

VII. Retention Schedule
All materials/documents relating to an employee grievance shall be destroyed two years after the matter is
concluded.

Revised: July 10, 2009
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DRUG FREE WORKPLACE

The federal Drug Free Workplace Act of 1988 was enacted to ensure that work done under
federal contracts or grants is performed in a drug free work environment. In addition to
prohibiting all employees from engaging in the unlawful manufacture, distribution, dispensation,
possession, or use of a controlled substance, the State Board prohibits all employees from
engaging in such illegal activity at all times and all places. Such activity, even during non-
working hours, clearly affects an employee’s ability to perform public duties.

No employee may illegally engage in the manufacture, distribution, dispensation, possession, or
use of a controlled substance at any time or place, including while at the workplace. Such
unlawful activity shall be considered sufficient grounds for a serious adverse personnel action,
including dismissal from employment.

If an employee is convicted (including a plea of nolo contendere) of violating any criminal drug
statute of any jurisdiction, regardless of whether the alleged violations occurred at the workplace
or elsewhere, the employee or others must notify the Commissioner or President in writing of
each conviction within 5 days of the conviction. All employees shall be advised of this policy.

Actions upon Conviction

Any employee who is found guilty of a violation any criminal drug statute for actions occurring
in the workplace shall no later than 5 days after such conviction notify their supervisor who shall
notify the President or the Commissioner. The Department shall notify the appropriate federal
funding agency within 10 days after receiving notice of the conviction from the employee or
otherwise after receiving the actual notice of conviction.

Within 30 days of notification of conviction, the Department shall with respect to any employee
S0 convicted:

1. Take appropriate personnel action against such employee up to and including termination.

2. Require such employee to participate in a drug abuse assistance or rehabilitation program approved for
such purposes by a federal, state, or local health, law enforcement, or other appropriate agency. See
Georgia’s Drug-Free Public Work Force Act of 1990.

The Commissioner in conjunction with the Presidents shall maintain a drug free awareness
program that shall inform employees of the following:

1. The dangers of drug abuse in the workplace and elsewhere.

2. Any available drug counseling, rehabilitation, and employee assistance programs.

3. Any penalties to be imposed upon employees for drug abuse violations occurring in the workplace.

Reference
41 U.S.C. 8701
Georgia’s Drug-Free Public Work Force Act (link to 45-23-1 through 45-23-9)

Adopted: August 3, 1989; Revised May, 2003 to add Georgia Statute Reference.
Code: 03-01-07
Approved
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TOBACCO FREE WORKPLACE

New Policy Effective August 1, 2011

In the interest of better promoting the health of our staff and students, Georgia Northwestern
Technical College (GNTC) campuses will transition to a tobacco-free environment. Smoking and
use of other tobacco products (e.g., smokeless tobacco) will not be permitted on any college
campus to include, but not limited to, campus buildings, sidewalks, parking lots, building
entrances and common areas, and in college-owned vehicles.

Smoking or the use of any type of tobacco product is only permitted within private vehicles
parked/ driven on designated college parking areas and roads. Persons using tobacco while in
private vehicles must dispose of the tobacco prior to exiting the vehicle.

Monitoring of this policy shall be the responsibility of the security personnel, faculty, and staff.
Those students, faculty, or staff found violating this policy will be governed by the following:

First Offense
Warning

Second Offense
Referral by the security personnel, faculty, or staff to the supervisor of the area in which the
offense occurs.

Additional Offenses

Students

Referral by the supervisor of the area to the Student Disciplinary Officer for further action based
on the Student Code of Conduct and treated as other disciplinary issues per the policies outlined
in the GNTC Catalog and/or the Student Handbook and Planner.

Faculty and/or Staff

Referral made by the supervisor of the area to the offender’s supervisor. Further action based on
the Positive Discipline process and treated as other disciplinary issues per the policies outlined in
the GNTC Employee Handbook.

It is anticipated that all members of the college community will assist in ensuring the success of
GNTC’s tobacco-free policy.
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DEFENSE AND INDEMNIFICATION

In accordance with O.C.G.A. § 45-9-1 and O.C.G.A. 8§ 45-9-4, any department or Technical
College employee, including any member of the State Board or a local board, who is exposed to
personal liability for damages arising out of the performance of their duties or in any way
connected therewith shall be indemnified against expenses, including attorneys' fees, judgments,
fines and amounts paid in settlement.

In order to qualify for defense and indemnification, the board member, officer or employee shall
promptly advise the Commissioner in writing upon being served with any summons, complaint,
process, notice, demand or pleading. Such notice shall include the date the employee was served
and the method of such service. If employee or former employee fails to cooperate completely
with the defense of any such matter, then the employee or former employee shall forfeit any right
to indemnification.

When approved by the Attorney General, the Department shall provide for the reimbursement to
an officer, official or employee for reasonable legal fees and other expenses incurred in the
successful defense of a criminal action arising out of the performance of his or her official duties.

When approved by the Attorney General, the Department shall provide for the reimbursement to
an officer, official or employee who is required to maintain a professional license for reasonable
legal fees and other expenses incurred in the successful defense of a charge arising out of the
performance of his or her official duties in proceedings before a professional licensing board,
disciplinary board or commission.

The Board reserves the right to provide legal counsel for the benefit of any officer, official or
employee, current or former, and to negotiate, settle or otherwise manage the defense of any
action, suit, or proceeding on the employee’s behalf.

The Board authorizes the commissioner of administrative services to provide for the liability
insurance coverage or contracts of indemnification for the Department and Technical College
officers, officials and employees as provided by O.C.G.A. 8§ 45-9-4(a).

References

0.C.G.A. §45-9-1

0.C.G.A. §45-94

Procedure: Defense and Indemnification

Created: July 23, 2001
Approved
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NORMAL WORKING SCHEDULE

All full-time employees will be scheduled to work the designated full time hours of their position
per week exclusive of time off for meals.

Violations, such as habitual tardiness, shall be considered cause for disciplinary action.

The regular work day for each campus is listed below. The vice president of your division is
authorized to vary work schedules of employees for the efficient operation of the college. The
college must be adequately staffed during normal duty hours.

Floyd County Campus Gordon County Campus
Hours of Operation Hours of Operation
Monday - Friday Monday - Friday
7:45 am - 4:15 pm 7:45 am - 4:15 pm
Polk County Campus Walker County Campus
Hours of Operation Hours of Operation
Monday - Friday Monday - Friday
7:45 am - 4:15 pm 7:45 am - 4:15 pm

Whitfield Murray Campus
Hours of Operation
Monday - Friday
7:45 am - 4:15 pm

http://www.gntc.edu/about/campuses/index.php
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INSTRUCTIONAL STAFF WORK ASSIGNMENTS

All full-time instructors shall work a minimum of 40 hours each week (i.e., each established 7-
day work period). The minimum working hour’s requirement includes authorized time-off for
approved leave as well as designated State holidays. Meal periods are unpaid and shall not be
considered “hours worked” for the purpose of meeting this obligation.

Instructors may be required to work additional hours, as necessary, to meet college objectives or
needs of students, without further compensation.

A full-time instructor’s optimal teaching assignment will include 25 instructional hours (i.e.,
direct student contact instructional hours) supplemented by indirect instructional support
activities each work week as required and shall be assigned by the President or his/her designee.

Direct student contact instructional activities are defined as those in a traditional or non-
traditional classroom, laboratory, or clinical setting.

Authorized indirect instructional activities may include such activities as: student advisement;
class preparation; evaluation of instructional-related project(s) or assignment(s); supervising
program(s); registration; job development and placement activities; recruitment; professional
growth and development; consultation with industrial and community representatives;
maintenance of instructional equipment; curriculum design, development, and/or revision;
accreditation activities; instructional committee activities, advisory committee meetings;
recordkeeping; student-related activities; and, any other authorized instructional or college-related
activity, such as graduation.

Adopted: September 1, 1988; Revised: April 2003 (academic hour language added); October 2005;
Revised: January 31, 2007

Code: 03-06-12

Approved
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DRESS CODE

Employees of Georgia Northwestern Technical College (GNTC) serve as representatives of the
college as well as role models for students. For this reason, employees shall refrain from wearing
clothing that detracts from the College’s mission and public image and should always present
themselves in a neat and appropriate manner.

In general, Georgia Northwestern Technical College employees shall dress in an appropriate
manner and maintain personal grooming standards that are acceptable in a typical business
environment. Blue jean pants are not acceptable business attire.

All full- and part-time employees shall maintain a professional appearance and wear attire
appropriate for their occupation. It is understood, however, that some programs and departments
perform work activities that require more casual and/or durable clothing and, therefore, may be
exempt from the business dress requirement. These determinations will be made by the
appropriate Vice President in consultation with the affected supervisor(s)/manager(s) and the
Director of Human Resources.

At the discretion of the President, GNTC may, on certain days, allow employees to dress in a
more casual fashion than is normally required.

Supervisors and managers are responsible for ensuring their employees follow these guidelines.
Requested exceptions to these guidelines based on medical or religious reasons and/or questions
pertaining to acceptable attire should be directed to the Director of Human Resources.

Effective: Feburary 1, 2011

NAME BADGE

Human Resources will furnish each employee a magnetic name badge. The Name Badge/Parking
Permit Request Form is located at GNET https://gnet.gntc.edu/HumanResources/hrindex.cfm
Contact Human Resources humanresources@gntc.edu if you have any questions.

FAMILY MEMBER/VISITORS

Employees may not bring or permit family members or visitors to be present at their workstation
other than a brief, informal visit.

FACULTY/STAFF PARKING

All full time and part time faculty/staff will be issued a parking permit by Human Resources.
Reserved faculty/staff parking spaces are marked. The Name Badge/Parking Permit Request
Form is located at GNET https://gnet.gntc.edu/HumanResources/hrindex.cfm Contact Human
Resources at humanresources@gntc.edu if you have any questions.

Parking Permit should be clearly visible at all times while on campus. Upon ending your
employment with GNTC, please return parking permit to Human Resources.
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NEW EMPLOYEE TRAINING

The following is a brief overview of new employee training. Training material with complete
instructions is included in the payroll forms packet upon hire.

ETHICS IN ACTION TRAINING

The training “Ethics in Action”, is a baseline program that will enhance the ability of all
Technical College Systems of Georgia (TCSG) employees to make ethical decisions and maintain
the high standards of conduct required of state employees, regardless of work location, job
position, or future career changes with TCSG and state government. This training is required
for all new hire full-time and part-time employees. http://eserver.dtae.org

HAZARD MATERIAL TRAINING

Georgia Northwestern Technical College is required to have Hazard Material Training for all full-
time and part-time employees. This web-based training is for the education of hazardous
chemicals used on your job or in your work area. A copy of the Right to Know about the
Hazardous Chemicals is located at https://gnet.gntc.edu/HumanResources/hrindex.cfm under
Workplace Safety Certifications. This training is required for all new hire full-time and part-
time employees.

ONLINE FULL TIME FACULTY ORIENTATION
(Credit Classes Only)

Each new faculty member at Georgia Northwestern Technical College must complete the online
faculty orientation. Instructions located at https://gnet.gntc.edu/HumanResources/hrindex.cfm
along with GNTC Faculty Manual and GNTC Credentials Procedures Manual.

For assistance with Angel LMS, the quick start guide can be found at www.gntc.edu under
online learning. Please log into the faculty orientation at http://gntc.angellearning.com

ON LINE ADJUNCT FACULTY ORIENTATION
(Credit Classes Only)

Each new adjunct faculty member at Georgia Northwestern Technical College must complete the
online adjunct faculty orientation. Instructions located at
https://gnet.gntc.edu/HumanResources/hrindex.cfm along with GNTC Adjunct Faculty Manual
and GNTC Credentials Procedures Manual.

For assistance with Angel LMS, the quick start guide can be found at www.gntc.edu under
online learning. Please log into the adjunct faculty orientation at http://gntc.angellearning.com
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GNTC COMPUTER USE GUIDELINES

GNTC Technology Services Handbook
http://www.gntc.edu/technology/index.php

GNTC Acceptable Computer Usage Guidelines
http://www.gntc.edu/pdfs/technology/ComputerUseGuidelines.pdf

TCSG Acceptable Computer and Internet Use
http://www.dtae.org/dtaepolicy/docs/Computer%20Use%20and%20Access%20t0%20the
%20Internet.htm

Georgia Technology Authority Security Policies and Standards
http://gta.georgia.gov/00/channel_title/0,2094,1070969 125406157,00.html

The Official Code of Georgia Annotated, O.C.G.A. §50-25-4(a) (21), related to security policies, standards
and guidelines is broader than the general statutory authority granted GTA with respect to technology
policies. It authorizes GTA to establish statewide security policies and standards that are binding on all
agencies. The GTA Board of Directors has implemented security policies pursuant to state statute through
the Enterprise Information Security Charter, PS-08-005.01.

e Management
o Operations
e Technical
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TRAVEL REGULATIONS

The State Accounting Office and the Office of Planning and Budget are responsible for
establishing Statewide Travel Regulations. This responsibility was assigned to these
organizations through House Bill 293, which was passed into law during the 2005 legislative
session (codified as O.C.G.A. 50-5B-5).

These Regulations are designed to:
e Promote economy and efficiency in State government, and
o Treat employees fairly and equitably

The Statewide Travel Regulations are intended to provide organizations with guidelines relating
to acceptable limits for expenses incurred for in-state and out-of-state travel. All agencies are
required to follow the minimum guidelines outlined in the Statewide Travel Regulations.

Click the link below for a current copy of the Statewide Travel Regulations Manual.

http://sao.georgia.gov/00/channel createdate/0,2095,39779022 138756283,00.html

Georgia Northwestern Technical College
Supplemental Travel Policies
10/28/2010

Part-Time Instructor Travel: Part time instructors can not be paid travel for working on multiple
campuses. That consideration must be made while writing the contract. If a part-time employee travels to
a conference or other required event that is off campus, travel is applicable and a vehicle request should be
made.

Travel in between Campuses for Full Time Employees: If a full time employee has to work on
multiple campuses in the same day, they can get reimbursed for travel. If traveling back to the home
campus, then a vehicle request must be made. If traveling from one campus to another and then going
home, a school vehicle is not required; however mileage can only be claimed from one campus to the other.

Evening and Weekend Travel: If traveling within the 7 county service area after hours or on the
weekends, the higher mileage rate is applicable without requesting a vehicle. If the travel is outside of the
7 county service areas, then a vehicle request must be made. Travel is not included in which the employee
may leave before work hours or arrive back to the campus after hours. This is only for travel which is
started and completed after the normal work day.

Travel to Clinical Sites: Instructors visiting clinical sites who live outside of Floyd, Gordon, Murray,
Walker, or Whitfield Counties and visit a clinic site outside of the county do not have to request a vehicle if
they will not be on campus the day of travel or if they leave from or return to their home. However,
personal commute miles must be deducted if they leave from and/or return to their home.

Exemptions from requesting vehicle for travel within Floyd, Gordon, Murray, Polk,
Walker, and Whitfield Counties:

o Local travel for Economic Development which is short notice

e Local travel in Polk County, no vehicle available

o Local travel for Adult Literacy
Table of Contents
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POSITIVE DISCIPLINE

I. Policy

It is the goal of the Technical College System of Georgia to emphasize quality and excellence in
all aspects of Department operations. As such, the Department’s Positive Discipline process is
designed to promote a high level of employee discipline by correcting performance problems as
they arise, building genuine employee commitment to the organization, and encouraging and
promoting the development of effective working relationships between supervisors and their
subordinate staff. The Positive Discipline process focuses on effective and timely decision-
making coupled with individual responsibility and accountability.

The Positive Discipline process emphasizes an employee’s responsibility and accountability for
his/her own behavior and actions by communicating an expectation of change and improvement
in a respectful, non-threatening way, while maintaining concern for the seriousness of the
situation. Key aspects include recognizing and encouraging good performance, correcting
performance problems through coaching and counseling, building commitment to high work
standards and safe work practices, and promoting excellence in the delivery of services.

I1. Applicability
All work units and technical colleges associated with the Technical College System of Georgia.

I11. Definitions

Appointing Authority: In the Central Office, the Commissioner of the Technical College System of
Georgia as well as those manager(s) to whom the Commissioner has delegated the responsibility for
directing associated work unit activities. In technical colleges, the President or his/her designee.

Business Day: Weekdays that administrative offices are open.

Decision Making Leave (DML): A Decision Making Leave is the third and final step of formal discipline,
consisting of a formal discussion between work unit management and an employee about a serious work
related problem. After the discussion, the employee is suspended from work with pay for the following
day. He/she must then decide either to solve the immediate problem and agree to perform at a fully
acceptable level in all areas of the job or, instead, to resign and pursue other employment opportunities.
Discussion Worksheet: The pre-meeting checklist portion of the Discussion Worksheet helps supervisors
prepare for discussions with their subordinate staff about performance-related problems or issues pertaining
attendance, behavior/conduct, safety, etc. The results of the meeting are recorded on the post-meeting
summary portion of the document.

Informal Coaching: Brief informal discussion(s) between a supervisor and an employee concerning the
need to improve in the areas of attendance, work performance, behavior/conduct, safety, etc. Informal
coaching may include corrective feedback or referral for additional training.

Performance Improvement Discussion: A structured discussion to address a specific problem with an
employee in the areas of attendance, work performance, conduct, behavior, and/or safety. The objective is
to ensure that the employee recognizes that a problem exists, to mutually develop an effective solution, and
to avoid the need for formal disciplinary action.

Reminder 1: The first formal step of the disciplinary process involving a discussion between a supervisor
and an employee concerning work-related problem(s)/difficulties and the need (for the employee) to change
his/her performance, behavior, conduct, etc. During this discussion, the supervisor informs the employee
that this is the first level of discipline and concentrates on gaining the employee’s agreement to change
his/her performance, behavior, conduct, etc.

Reminder 2: The second step of the disciplinary process in which the supervisor holds a formal discussion
with the employee concerning work-related problem(s)/difficulties and the need to change his/her
performance, behavior, conduct, etc.

Reviewing Manager: A manager charged with reviewing the performance plans and evaluations prepared
by lower level supervisor(s) in his/her direct line of supervision.
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IV. Attachments
e Attachment A DTAE Performance Management Matrix - Technical Colleges
Attachment B DTAE Performance Management Matrix - Central Office
Attachment C Discussion Worksheet - Pre-Meeting Checklist
Attachment D Discussion Worksheet - Post Meeting Summary
Attachment E Reminder 2 Sample Memorandum
Attachment F Decision Making Leave Sample Memorandum
Attachment G Suspension With Pay Sample Letter

V. Procedures

A. General Provisions

1. The Positive Discipline process covers all full-time and part-time salaried employees (including those
working under an employment contract) who have been employed with the Department or technical college
for more than six (6) months. Salaried employees who have worked for less than six (6) months, temporary
employees, hourly employees and employees who report directly to the Commissioner are excluded from
coverage.

2. Employees who are on an active step of discipline will be transitioned to the equivalent step of the
Positive Discipline process when the policy is adopted by the State Board of the Technical College System
of Georgia. It is understood that all employees on an active step of discipline will have the opportunity to
be placed on a Decision Making Leave unless a subsequent disciplinary offense is sufficiently serious to
justify dismissal.

3. The Positive Discipline process is designed to address problems in such general areas as performance,
conduct, behavior, attendance, and safety.

4. Each Department or technical college supervisor and manager is responsible for communicating agency
and college rules, practices, and expectations consistent with the guidelines set forth in this policy.

5. This policy is not to be considered an explicit or implied contract between the Department and any
employee or group of employees. The Department reserves the right to adapt, modify, or abandon this
policy at any time for any reason, with or without advance notice to any employee.

6. Every individual initially appointed to or promoted into a supervisory or managerial position is expected
to complete Positive Discipline Training within ninety (90) days of assuming his/her position. Each
technical college as well as the Department’s Central Office will conduct Positive Discipline training
courses at regular intervals to ensure that all newly appointed or promoted supervisors and managers
complete the training within the expected timeline.

7. A summary of the steps and activities associated with the Positive Discipline Process is outlined in the
attached TCSG Performance Management Matrix’ (Attachments A and B).

B. Informal Discussions

1. “Positive Contacts” are designed to recognize good performance and serve to encourage staff to continue
to perform their assigned tasks in an exemplary manner. Employees can be recognized informally (e.g.,
“pat on the back™), placing an employee on a special committee, providing expanded training opportunities,
etc.) or more formally with written commendations (notes to the employee with copies to the President,
etc.). All supervisors and managers are expected to review the performance of subordinate employees
regularly and conduct Positive Contact discussions when appropriate. Positive contacts and other forms of
recognition should be noted in an employee’s productivity file.

2. “Informal Coaching” serves to informally advise an employee of the need to improve in one or more
specific areas. Generally, the outcome of a coaching session is not documented in a formal memorandum
to an employee; however, supervisors are encouraged to make a note of this activity in an employee’s
productivity file.

3. “Performance Improvement Discussions” are more serious conversations about performance problems
before the need for a formal step of disciplinary action arises. A supervisor will prepare the Pre-Meeting
Checklist portion of the Discussion Worksheet (Attachment C) before the meeting. During the meeting, the
supervisor will inform the employee that this is an informal discussion (i.e., not one of the three formal
steps of disciplinary action) and seek to gain the employee’s agreement to change and correct the problem.
Following the meeting, the supervisor will document the discussion using the Post-Meeting Summary
portion of the Discussion Worksheet (Attachment D). He/she will provide the employee with a copy of the
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Post-Meeting Summary and a copy will be maintained in the employee’s productivity file. The supervisor
will provide positive feedback when improvement occurs and document the improvement on the
supervisor’s copy of the Discussion Worksheet.

C. Formal Disciplinary Action
The formal levels of disciplinary action (i.e., Reminder 1, Reminder 2, and Decision Making Leave)
represent increasingly serious and/or repetitive infraction(s) of established policies, rules, guidelines, and/or
directives:
Reminder 1: After consultation with his/her immediate supervisor and HR Coordinator/Director, the
supervisor will prepare for the meeting by completing the Pre-Meeting Checklist portion of the
Discussion Worksheet document.
During the meeting the supervisor will inform the employee that this meeting is a Reminder 1, the first
formal step of TCSG’s Positive Discipline Process. The supervisor will seek to gain the employee’s
agreement to change and return to fully acceptable performance.

Following the Reminder 1, meeting the supervisor will complete the Post-Meeting Summary portion of the
Discussion Worksheet. A copy of the Pre-Meeting Checklist portion of the Discussion Worksheet will be
provided to the employee and the employee will be asked to sign the supervisor’s copy to confirm that the
discussion took place. A copy of the Discussion Worksheet will be maintained in the employee’s
productivity file. A Reminder 1 remains active for 6 months.
Reminder 2: Generally, there are three (3) situations/circumstances which may cause a supervisor to
conduct a Reminder 2 discussion:
¢ When a problem arises within a 6 month period following the issuance of an earlier Reminder 1 in
the same category, or
o After an employee has received a maximum of 3 Reminder 1s for unrelated problems within a
period of 6 months, or
e When a performance, conduct, or attendance problem is sufficiently serious to require this level of
discipline, regardless of any previous coaching sessions or disciplinary discussions.
After consultation with his/her immediate supervisor and HR Coordinator/Director, the supervisor will
prepare for the meeting by completing the Pre-Meeting Checklist portion of the Discussion Worksheet.
During the meeting, the supervisor will inform the employee that this meeting is a Reminder 2, the second
formal step of the Department’s Positive Discipline Process. The supervisor will again (or for the first
time) seek to gain the employee’s agreement to change and return to fully acceptable performance.

Following the Reminder 2 meeting, the supervisor will complete the Post-Meeting Summary portion of the
Discussion Worksheet, a copy of which will be given to the employee. In addition, the supervisor will
prepare a memorandum (using Attachment E) advising the employee of the Reminder 2 transaction. The
employee will be asked to sign the supervisor’s copy of the memorandum to confirm that the discussion
took place. A copy of the Discussion Worksheet and memorandum will be maintained in the employee’s
personnel file. In addition, a copy of the memorandum will be forwarded to the supervisor’s manager. A
Reminder 2 remains active for 9 months. Consistent with provisions of Section 5., Paragraph 1., the
affected employee may request a review of the Reminder 2.
Decision-Making Leave (DML): Generally, three situations may cause a supervisor to conduct a
Decision Making Leave transaction with an employee under his/her supervision:
o When a problem arises within a 9 month period following the issuance of an earlier Reminder 2 in
the same category, or
o After an employee has received a maximum of 3 Reminder 2s for unrelated problems within a
period of 9 months, or
¢ When a performance, conduct, or attendance problem is sufficiently serious to require this level of
discipline, regardless of any previous coaching sessions or disciplinary discussions.
After consultation with his/her immediate supervisor, the HR Coordinator/Director, and, as applicable, the
Vice President over the program area, Assistant Commissioner, or Executive Director, the supervisor will
prepare for the Decision Making Leave transaction by completing the Pre-Meeting Checklist portion of the
Discussion Worksheet. During these discussions, the parties will determine the day on which the employee
will be suspended from work and the manner in which the employee’s work will be covered on that day.
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On the day of the meeting the supervisor will tell the employee that he/she is being placed on a Decision
Making Leave, the final step of the Department’s Positive Discipline process. The supervisor will advise
the employee that immediately after the meeting concludes, he/she is to leave the workplace. Additionally,
the employee should be instructed to spend the following day at home making a final decision about
whether he/she can solve the immediate problem that triggered the Decision Making Leave and commit to
maintaining fully acceptable performance in every area of his/her job or, instead, to resign and seek
employment elsewhere.

The employee will be told that he/she will be paid for the day of Decision Making Leave and that if he/she
returns with a commitment to solve the problem and maintain fully acceptable performance and another
problem requiring disciplinary action arises, he/she will be dismissed.

Upon returning to work, the employee must advise his/her supervisor as to whether he/she has decided to
solve the problem and commit to fully acceptable performance in every area, or, instead, resign. If the
employee chooses to resign, a corresponding personnel action will be generated. If the employee decides
to continue his/her employment, the supervisor will complete the Post-Meeting Summary portion of the
Discussion Worksheet, a copy of which will be given to the employee. In addition, the supervisor will
prepare a memorandum (Attachment F) formally advising the employee of the Decision Making Leave
transaction, including the notification that any further problem(s) requiring the delivery of formal discipline
will result in his/her dismissal. The employee will be asked to sign the supervisor’s copy of the
memorandum to confirm that the discussion took place. A copy of the Discussion Worksheet and
memorandum will be maintained in the employee’s personnel file. In addition, a copy of the document will
be sent to the supervisor’s reviewing manager and, as applicable, Vice President, President, Assistant
Commissioner, or Executive Director.

A Decision Making Leave remains active for 12 months. An employee may request a review of the
Decision Making Leave by following the provisions of Section V., Paragraph I.
o An employee who has been placed on Decision Making Leave is not eligible to receive a
performance-based increase during the performance plan year in which the disciplinary action was
initiated.

D. Dismissal

Within the parameters of the Positive Discipline process, a dismissal normally occurs when the progressive
steps of disciplinary action have failed to bring about a correction in an employee’s work performance,
conduct, behavior, or attendance. Dismissal is the appropriate action when a disciplinary problem re-
occurs within the 12 month active time period of a Decision Making Leave or when a single offense is so
severe that any other disciplinary action would not be an appropriate remedy. The decision to dismiss a
technical college employee must be approved by the President or, as applicable, the Commissioner. In the
Central Office, the dismissal must be approved by the Commissioner.

o Skipping Disciplinary Steps: The Positive Discipline steps outlined in this policy are not required
to be followed in sequence. Should an employee commit a serious offense, the employee may be
placed on a Reminder 2 or Decision Making Leave. Additionally, if an employee has a pattern of
repeating problems after the end of the active period of disciplinary action, progression to a more
serious step of the Positive Discipline Process may be warranted.

E. Note: Section E was accidently omitted on the TCSG website.

F. Repeating Disciplinary Steps

Generally, policy infractions or performance problems are classified into three broad categories: (1)
attendance, (2) work performance, and (3) behavior/conduct. If an employee experiences problems in an
unrelated area, he or she may receive more than one Reminder 1 or Reminder 2.

The maximum number of Reminder 1’s that may be active at one time is three, with no more than one in
each category. Should another performance problem occur in a category after an employee has previously
received a Reminder 1, or after an employee has received three Reminder 1’s in different categories within
a period of 6 months, the next step is a Reminder 2.
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The maximum number of Reminder 2’s that may be active at one time is also three, again with no more
than one in each category. Should another performance problem occur in a category within 9 months after
an employee has previously received a Reminder 2 in that category, the discipline level will escalate to
Decision Making Leave.

Because the Decision Making Leave requires a total performance decision on the employee’s part, an
employee may receive only one such transaction in a twelve (12) month period. If a performance problem
that would normally result in the delivery of formal discipline (i.e., Reminder 1, Reminder 2, or Decision
Making Leave) occurs within the twelve (12) month period, the appropriate action is dismissal. However,
the appointing authority or designee may consider any extenuating or mitigating circumstances before
making a decision to dismiss an employee. Any such decisions should be made after consultation with the
Executive Director of the Office of Legal Services or the Department’s Director of Human Resources.
Note: If an employee is on an active Reminder 2 and experiences a disciplinary problem in an
unrelated category, it is not appropriate to place the employee on a Reminder 1 for that offense since
he or she is already at the Reminder 2 level. In this case a second Reminder 2 would be the
appropriate sanction.

G. Deactivation of Disciplinary Action

The purpose of deactivation of disciplinary action is to recognize and encourage improved performance. If
an employee maintains fully satisfactory performance during the active period of the respective disciplinary
level, the employee may request the appropriate supervisor to remove the record of discipline. It is the
employee’s responsibility to request that the record of disciplinary action be removed. It is the supervisor’s
responsibility to acknowledge the employee’s improvement and arrange for the removal of the
documentation upon the employee’s request.

Upon being notified by the employee that the active period has been completed (Reminder 1 - 6 months;
Reminder 2 - 9 months; Decision Making Leave - 12 months), the supervisor will note that the disciplinary
action has been deactivated on all records in the employee’s productivity file. The supervisor will also
advise all individuals who were initially notified of the taking of the disciplinary action that the active
period has been completed, that the disciplinary action has been deactivated, and that any records of the
action should be so noted about the deactivation. If another disciplinary problem arises with an individual
who has completed the active period for a previous disciplinary offense, the response to the new
disciplinary transaction will be the same as that taken with an employee who has never had any disciplinary
offenses.

H. Performance Management Program

The Positive Discipline process and the Department/technical college performance management process are
closely linked. As such, the employee’s performance appraisal rating will be influenced if the individual is
on an active step of formal discipline.

I. Review Procedure
Reminder 1: A technical college employee who has been issued a Reminder 2 may request a review of
the decision by the appropriate Vice President, or by the President if the Vice President participated
in the review and approval of the disciplinary action. For staff in the Central Office, the request for
review will be directed to the appropriate Assistant Commissioner, Executive Director or, as
applicable, the Commissioner.
To request a review, an employee must notify the designated individual within three (3) business days of
the receipt of the Reminder 2 Memorandum. The employee’s response may be in writing, in person, or
both. The designated reviewing official should provide the employee with a written response within ten
(10) business days of receipt of the review request. This decision of the reviewing official will be final.

Decision Making Leave: A technical college employee placed on a Decision Making Leave may request a
review of the action by the President or his/her designee if the President participated in the review and
approval of the Decision Making Leave. For staff in the Central Office, the request for review will be
directed to the appropriate Assistant Commissioner, Executive Director or, as applicable, the
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Commissioner.

To request a review, an employee must notify the designated individual within three (3) business days of
the receipt of the Decision Making Leave Memorandum. The response may be in writing, in person, or
both. The reviewing official should provide the employee with a written response within ten (10) business
days of receipt of the review request. The reviewer may repeal or modify the Decision Making Leave. The
decision of the reviewing official will be final.

Dismissal: A technical college or Central Office employee in an “at-will” employment status who has
been notified of his/her proposed dismissal may request a review of this action by the Commissioner or
his/her designee. To request a review, an employee must notify the Commissioner, in writing, within three
(3) business days of the receipt of the dismissal notice. The request should contain information and, as
applicable, supporting material(s) which documents why the proposed disciplinary action should not be
effectuated. Any request for review that does not comply with these provisions will not be considered.
The Commissioner or his/her designee will provide the employee with a written response no later than ten
(10) business days following receipt of the review request. If a review is requested consistent with these
provisions, the proposed effective date of the dismissal will be delayed until the Commissioner’s decision
is rendered. The Commissioner’s decision in these matters is final.

Note: A technical college employee working under an employment contract may formally appeal a

proposed dismissal consistent with the provisions of State Board of Technical and Adult Education

Policy III. 1.

Note: The Positive Discipline Process does not permit third party representation in these matters.

J. Employees on TCSG Contracts

All employees, regardless of whether they have an employment contract, are eligible for and subject to the
Positive Discipline process. In addition, Technical College Presidents may decide to renew an employment
contract or not renew an employment contract with any individual regardless of that individual’s status
under the Positive Discipline Process.

However, the intent of the Positive Discipline Process is to replace contract non-renewals as the most
appropriate mechanism for dealing with performance, attendance and conduct/behavior problems.

K. Crisis suspensions

A "crisis suspension” (i.e., a suspension with pay) is not a formal level of disciplinary action. A crisis
suspension is used when an employee's inappropriate behavior is so serious that immediate removal from
the workplace is necessary. Some examples are theft, threat of violence, destruction of college property,
reporting to work under the apparent influence of alcohol or drugs, insubordination, and arrest.

In a crisis suspension situation, the appointing authority will notify the employee that he or she is being
suspended with pay pending investigation for alleged misconduct and is being temporarily relieved of duty.
This conversation is immediately followed the delivery of written notification (of this action) using
Attachment G. Additionally, the employee shall be required to leave Department/Technical College
property immediately. The investigation should be completed as soon as possible and appropriate
disciplinary action initiated if findings are substantiated.

L. Other Action

Other forms of corrective and/or adverse employment action may be taken to address the unique
circumstances of individual cases. All disciplinary actions taken must comply with applicable State Board
of Technical Education policies and other applicable laws, rules, and/or regulations.

M. Status

This Positive Discipline policy is not to be considered an explicit or implied contract between the Technical
College System of Georgia or any of its associated technical colleges and any employee or group of
employees. The Department reserves the right to adapt, modify or abandon this policy at any time and for
any reason, with or without notice to any employee.
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I11. Compensation and Benefits

PAY PERIODS FOR EMPLOYEES

Full time and hourly paid part time employees are paid on a monthly basis. Due to the semester
system adjunct (part time) instructors are not paid monthly but will be paid on the following
schedule during a school year: July, September, November, February, and April. Our payroll
date is the last working day of the month. If the payroll date falls on a weekend or holiday, direct
deposit will be the last state workday before the holiday or weekend. New employees first pay
check will be mailed to their home address, all following pay checks will be direct deposited.
Direct Deposit of your net pay is mandatory as a condition of employment.

PAYROLL DEDUCTIONS

A. Required Payroll Deductions
Employees of the Technical College System of Georgia are subject to the following required
payroll deductions as described below:
1. Social Security Taxes: O.C.G.A. §47-2-71 provides that a state employee who becomes a member of
the Employees’ Retirement System after September 1, 1956, must also contribute to the Social Security
Administration (SSA). The rate and maximum amount of liability are set annually by the Social Security
Administration.
2. Medicare Tax: Public Law 99-272 (the Consolidated Omnibus Reconciliation Act of 1985) provides
that state employees who are not eligible for Social Security Tax must contribute to the Medicare Tax. The
rate is set annually by the Social Security Administration.
3. Federal Income Taxes: Chapter 24 of the Internal Revenue Code provides that all employees must
have income taxes withheld from wages based upon their current Employee’s Withholding Allowance
Certificate (W-4).
4. State Income Taxes: O.C.G.A. 48-7-101 provides that all employees must have income taxes withheld
from wages based upon their current Georgia Employee’s Withholding Allowance Certificate (G-4).
5. Employees’ Retirement System Contributions: O.C.G.A. 47-2-52 provides that employees, with the
exception of students, who are appointed at 35 hours or more per week on positions budgeted nine months
or longer, who select the Employees’ Retirement System must have their contributions deducted from
wages.
6. Teachers Retirement System: O.C.G.A. 20-4-10 thru 20 provides that employees, with the exception
of students, appointed one-half time or more in a Teacher’s Retirement System position budgeted nine
months or longer, who elect the Teachers’ Retirement System must have contributions deducted from
wages.
7. Georgia Defined Contribution Plan: O.C.G.A. 47-22 provides that temporary, seasonal and part-time
employees who are not eligible for membership in the Employees’ Retirement System (or Teachers’
Retirement System) must contribute to the Georgia Defined Contribution Plan.
8. Garnishments: O.C.G.A. 18-4-21 and 18-4-113 provides that creditors may, through the courts, issue a
Summons of Garnishment or a Summons of Continuing Garnishment against an employer (the Technical
College System of Georgia) as the garnishee and the employee as the defendant.

Note: “Garnishment” is defined as any legal procedure by which the earnings of an individual

(employee) are required to be withheld for payment of a debt.
9. Internal Revenue Service Levies: Chapter 64 of the Internal Revenue Code provides that, in order to
satisfy the tax liability of an employee (tax-payer), the Internal Revenue Service may levy upon all wages
and salary of the delinquent taxpayer. The Department is obligated to withhold the prescribed levy from
the date the levy is made until the employee’s tax liability is satisfied or becomes unenforceable.
10. Bankruptcy: Pursuant to U.S.C. 28-2075, an employee may voluntarily file a petition of bankruptcy
and submit a specified portion of future income to the court for payment to creditors. The Department is
required to deduct the specified sum from the earnings of the employee for payment to the Federal Court
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until the employee’s liability to the court is satisfied. Bankruptcies supersede all levies and/or
garnishments.

11. Unemployment Or Wage Substitutes: Opinion 65-55 of the Attorney General of Georgia provides
that when a dismissed employee is reinstated with back pay that those wages be reduced by the amount of
unemployment or other wages received during the period of dismissal.

12. Child Support (Income Deduction Order) O.C.G.A. 19-6-30 provides that the Georgia Office of
Child Support Enforcement may issue an income deduction order to the employer for withholding a
specific amount from the designated employee’s wages.
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DIRECT DEPOSIT OF NET PAY

I. Policy

In response to an April 2010 directive from the State Accounting Officer and Commissioner of
the State Personnel Administration, all full and part time Technical College System of Georgia
(TCSG) employees hired on or after May 1, 2010 shall be required, as a condition of
employment, to use direct deposit to receive all payroll related payments unless specifically
exempted by the State Accounting Officer. At the discretion of the TCSG System Office or
employing technical college, all such employees may also be required to have all other
reimbursements (e.g., travel) directly deposited.

All employees hired prior to May 1, 2010 are subject to the same mandate; however, any
employee who fails to adhere to the directive will continue to receive a paper check for associated
wages. In these instances, pay delivery will be delayed as described in Paragraph V. B. 6. At the
discretion of the TCSG System Office or employing technical college, these employees may be
also required to have all othe