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Disclaimer

The purpose of this catalog/handbook is to provide general information. It should not be construed as the
basis of a contract between students and Albany Technical College (ATC). While the provisions of this
catalog/handbook will ordinarily be applied as stated, ATC reserves the right to change any provisions listed
without notice. Such changes may include entrance requirements and admissions procedures, courses, and
programs of study, academic requirements for graduation, fees and charges, financial aid, rules and
regulations and the College calendar. It is the student’s responsibility to keep informed of all changes
including academic requirements for graduation.
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President's Message

Dear Student:

Welcome to Albany Technical College and congratulations on your decision to attend Southwest Georgia’s
number one choice for technical education. Our instructors are professionals in their fields and will have much
to offer you in training for your new career.

Our Student Affairs, Financial Aid and Business office staff are also here to serve any needs you may have.
Our Career Development Center is an additional resource to help you build your portfolio, resume, and
narrow that job search when you get close to graduating.

As you begin your journey here at Albany Tech, know that the faculty, staff and administration are all here to
serve you. Should you have any concerns or suggestions on how we may better serve you, please contact
the appropriate administrator in that division:

Instruction (includes Learning Support classes and Adult Education services), Student Affairs (includes
Financial Aid, Admissions, Registrar, Assessment/Testing, Retention, Special Populations, and Career
Services), Administrative Services (Business Office and

Bookstore), and the Center for Business Solutions (includes Lean Six Sigma, Business Logistics
Management, Project Management, Operations Management, and Continuing Education classes).

Additionally, Albany Tech offers an Academic Advisement Center. Through this center, you can receive one-
on-one assistance with understanding your placement into diploma and degree programs, which will provide
you with an optimal balance of your aspirations

and abilities. | encourage you to utilize this resource and take advantage of the services offered to help you
get to your ultimate goal — graduation.

We hope that while you are with us, you will take advantage of all the student activities that take place on
campus throughout the year, as well as the numerous clubs and organizations you could be a part of. Don’t
forget our men and women'’s basketball teams. Join our Titans and Lady Titans on the courts and cheer them
on to victory! We want your student life experience at Albany Tech to be just as rewarding as your academics
will be.

There are many outlets to stay connected to all the happenings at ATC. Please check out our social media
presence by finding us and linking to our pages on FaceBook, Twitter, Pinterest, Instagram, YouTube, and
Google+. Don't miss out!

Again, welcome to Albany Technical College! Best wishes in your academic and career endeavors.
We are glad you are here!

Sincerely,
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Accreditation And Affiliations

Accreditation And Affiliations

« Albany Technical College is accredited by the Southern Association of Colleges and Schools Commission on
Colleges (SACSCOC) to award Technical Certificates of Credit, Diplomas, and Associate of Applied Science
Degrees. Questions about the accreditation of Albany Technical College may be directed in writing to the
Southern Association of Colleges and Schools Commission on Colleges at 1866 Southern Lane, Decatur, GA
30033-4097, by calling (404) 679-4500, or by using information available on SACSCOC's website
(www.sacscoc.org™®?).

» The program in Dental Assisting is accredited by the Commission on Dental Accreditation. The Commission
is a specialized accrediting body recognized by the United States Department of Education. The Commission
on Dental Accreditation can be contacted at (312) 440-4653 or at 211 East Chicago Avenue, Chicago, lllinois
60611.

» The Associate of Science Nursing program is accredited by the Accreditation Commission for Education in
Nursing (ACEN).

3343 Peachtree Road NE, Suite 850
Atlanta, Georgia 30326

Phone: (404) 975-5000

Fax: (404) 975-5020

Email: info@acenursing.org

Web: www.acenursinq.orq%3

» The Associate of Science in Nursing Program is accredited by the approved by the Georgia Board of
Nursing (GBON).

237 Coliseum Drive
Macon, Georgia 31217-3858
Phone: 844-753-7825

e The Albany Technical College Paramedicine diploma and degree programs are accredited by the
Commission on Accreditation of Allied Health Education Programs (CAAHEP)(www.caahep.org) upon the
recommendation of the Committee on Accreditation of Educational Programs for the Emergency Medical
Services Professions (COAEMSP)(www.coaemsp.org)

Commission on Accreditation of Allied Committee on Accreditation of Educational Programs for the
Health Education Programs Emergency Medical Services Professions

CAAHEP CoAEMSP

9355 - 113th St. N, 8301 Lakeview Pkwy

#7709 Suite 111-312

Seminole, FL 33775 Rowlett, TX 75088

727-210-2350 214-703-8992

www.caahep.org WWWw.coaemsp.org

Approval of EMT, AEMT, and PARAMEDIC courses is granted by the Georgia Department of Public
Health/Office of EMS and Trauma and will be processed by the Regional EMS Program Official in the EMS
Region in which the course will be taught. A complete listing of the Regional EMS Offices is located in the
EMS Procedure Manual, Section VIII: Resource Documents, R-01: EMS Regional Offices.
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Accreditation And Affiliations

» The Pharmacy Technology program is accredited by the American Society of Health System Pharmacists.

» The Practical Nursing Program is approved by the Georgia Board of Examiners of Licensed Practical
Nurses.

 The Practical Nursing program is accredited by the Accreditation Commission for Education in Nursing.

3343 Peachtree Road NE, Suite 850
Atlanta, Georgia 30326

Phone: (404) 975-5000

Fax: (404) 975-5020

Email: info@acenursing.org

Web: www.acenursing.org

* The Radiologic Technology Program is accredited by the Joint Review Committee on Education in
Radiologic Technology. Address: 20 North Wacker Drive - Suite 2850 - Chicago, IL 60606-3182;
Www.jrcert.org.

» The Surgical Technology program is in continuing accreditation status and is accredited by the Commission
on Accreditation of Allied Health Education Programs, 9355 - 1113th St. N, 7709, Seminole, FL 33775, Phone
727-210-2350, www.caahep.org based on the recommendation from the Accreditation Review Council on
Education in Surgical Technology and Surgical Assisting (ARC/STSA) located at 6 W. Dry Creek Circle, Suite
#110, Littleton, CO 80120, Phone 303-694-9262, www.arcsta.org.

» The Albany Technical College Medical Assisting Program is accredited by the Commission on Accreditation
of Allied Health Education Programs (www.caahep.org) upon the recommendation of the Medical Assisting
Education Review Board (MAERB).

Commission on Accreditation of Allied Health
Education Programs

9355 - 1113th St. N, #7709

Seminole, FL 33775

727-210-2350

www.caahep.org

 The Nurse Aide Technical Certificate of Credit Program is approved by the Georgia Medical Care
Foundation.

» The Cosmetology Diploma Program is approved by the State Board of Cosmetology. Graduation from the
cosmetology program prepares individuals for the Georgia State Board Master Cosmetology Examination for
licensure.

* The Fire Science Technology program is recognized by the National Fire Academy (NFA).
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Articulation Agreements

ARTICULATION
AGREEMENTS

Albany Technical College provides many
pathways from which students may choose to

continue their education. The following
institutions/programs have articulation
agreements:

Albany State University

Accounting

Business Healthcare Technology
Business Management

Business Logistics Management
Business Technology

Computer Information Systems
Criminal Justice

Culinary Arts

Design & Media Production Technology
Engineering Graphics

Early Childhood Care and Education
Electrical & Computer Engineering Technology
Electronics Technology

Fire Science Technology

Health Information Technology
Hotel/Tourism/Restaurant Management
Law Enforcement Technology
Marketing Management

Nursing (ANS-RN)

Andrew College

Accounting
Business Management
Business Technology

Marketing Management

Columbus State University

Accounting

Criminal Justice

Early Childhood Care and Education
East State Georgia College

Fire Science Technology

East Georgia State College

Fire Science Technology
Fort Valley State University

Electronics Technology
Georgia Military College

Accounting

Business Administrative Technology
Business Logistics

Business Management

Civil Engineering Technology

Computer Programming

Computer Support Specialist

Culinary Arts

Design and Media Production Technology
Drafting Technology

Early Childhood

Electrical & Computer Engineering Technology
Electromechanical Engineering Technology
Electronics Technology

Fire Science Technology

Health Information Technology

Hotel/Tourism/Restaurant Management Industrial
Systems Technology

Information Security Specialist
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Law Enforcement Technology
Marketing Management
Medical Assisting

Networking Specialist
Operations Management
Paramedicine

Pharmacy Technology

Radiologic Technology

Georgia Southwestern State

University

Accounting

Business Management
Computer Networking Specialist
Computer Programming
Computer Support Specialist
Criminal Justice

Cybersecurity

Early Childhood Care & Education
Long Term Care Management
Marketing

Nursing (ASN-RN)

Gordon State College

Accounting
Business Management

Marketing Management

Indiana Wesleyan University

Business
Leadership
Liberal Arts

Nursing

Articulation Agreements

Kennesaw State University

Business Logistics Management
Engineering Graphics

Early Childhood Care and Education
Electronics Technology
Mechatronics

Engineering Technology

Mercer University (TCSG)

Business Management
Criminal Justice
Early Childhood Care and Education

Fire Science Technology

Savannah State University

Business Logistics Management
Civil Engineering Technology

Electronics Technology

The Citadel

Business Management

Valdosta State University

Accounting

Business Management
Business Logistics Management
Business Technology

Civil Engineering Technology
Computer Programming
Computer Support Specialist
Criminal Justice

Culinary Arts

Cybersecurity
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Articulation Agreements

Design & Media Production Technology
Early Childhood Care & Education
Electrical & Computer Engineering
Electronics Technology

Engineering Graphics

Fire Science Technology

Health Information Technology
Hotel/Restaurant/Tourism Management
Marketing Management

Mechatronics

Medical Assisting

Networking Specialist

Nursing (ASN-RN)

Operations Management
Paramedicine Technology

Pharmacy Technology

Radiologic Technology
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Technical Education Guarantee

Technical Education Guarantee

(Warranty Statement)

The Technical College System of Georgia has developed curricula standards with the direct involvement of
business and industry. These standards will serve as the industry-validated specifications for each
occupational program. These standards allow Georgia's technical colleges to offer their business partners this
guarantee:

"If one of our graduates, who was educated under a standard program and his or her employer agrees that
the employee is deficient in one or more competencies as defined in the standards, then Albany Technical
College will retrain that employee at no instructional cost to the employee or employer."”

This guarantee applies to all graduates of ATC who are employed in the field of their training. It is in effect for
a period of two years after graduation.
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Statement Of Equal Opportunity

Statement Of Equal Opportunity

l. Policy:

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,
genetic information, 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 TCSG and technical college-administered programs, federally financed programs, educational
programs and activities involving admissions, scholarships and loans, student life and athletics. It also applies
to the recruitment and employment of personnel and the contracting for goods and services.

All work and campus environments shall be free from unlawful forms of discrimination, harassment and
retaliation as outlined under Title IX of the Educational Amendments of 1972, Title VI and Title VIl of the Civil
Rights Act of 1964, as amended, the Age Discrimination in Employment Act of 1967, as amended, Executive
Order 11246, as amended, the Vietham Era Veteran’s Readjustment Act of 1974, as amended, Section 504 of
the Rehabilitation Act of 1973, as amended, the Americans With Disabilities Act of 1990, as amended, the
Equal Pay Act, Lilly Ledbetter Fair Pay Act of 2009, the Georgia Fair Employment Act of 1978, as amended,
the Immigration Reform and Control Act of 1986, the Genetic Information Nondiscrimination Act of 2008, the
Workforce Investment Act of 1998 and other related mandates under TCSG Policy, federal or state statutes.

TCSG and the technical colleges are expected to promote the full realization of equal opportunity through
affirmative and continuing practices. TCSG and each technical college shall develop Affirmative Action Plans
based on federal guidelines to ensure compliance with applicable mandates. Each is required to report and
monitor Affirmative Action Plan data as directed by federal compliance guidelines.

Il. Applicability:
All work units and technical colleges associated with the Technical College System of Georgia.
lll. Procedure:

1. Publications, advertisements, job announcements, and job and enrollment applications shall contain a
statement of equal opportunity and shall contain no indication, either, explicit or implied, of a preference for
one class of persons over another.

2. Notices shall be conspicuously posted in public places at the System Office and in the technical college
buildings, informing job applicants and employees that the organization is an equal opportunity organization
and advising students, applicants and employees of their rights to notify an appropriate college official, local,
state, or federal agency if they believe they have been subjected to unlawful discrimination.

3. Prior to the beginning of each school year, the college is required to publish the Statement of Equal
Opportunity in the local newspaper(s) in the college’s service area with a statement that all vocational
opportunities will be offered regardless of race, color, national origin, sex or disability. The notice must include
a brief summary of program offerings and admission criteria and the name, office address, and phone number
of persons designated to coordinate compliance under Title IX and Section 504.

4. Each college shall appoint individuals to act as Coordinators to ensure compliance with federal laws
including but not limited to Title IX of the Educational Amendments of 1972, Section 504 of the Rehabilitation
Act of 1973, as amended, and Title VI and Title VII of the Civil Rights Act of 1964, as amended. The names,
locations and contact information for these Coordinators will be widely published in materials/information
distributed by colleges.

5. The Commissioner shall develop procedures for implementing the requirements of this policy and
addressing employee and student complaints of unlawful discrimination.

6. This policy and applicable procedures will be published and executed by each technical college.
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Statement Of Equal Opportunity

7. Inquiries concerning the administration of this policy and applicable procedures may be addressed to any
of the following offices or designated individuals:

College Title VI Officer

Emmett Griswold

Vice President for Academic Affairs

Albany Technical College

1704 S. Slappey Blvd.

Albany, GA 31701

229.430.3511 or egriswold@albanytech.edu

College Title IX Officer

Dorene Aquino

HR Coordinator

Albany Technical College

1704 S. Slappey Blvd.

Albany, GA 31701

229.430.6597 or daquino@albanytech.edu

Special Needs/Section 504 Coordinator
Regina Watts

Director of Special Needs & LEAP Program
Albany Technical College

1704 S. Slappey Blvd.

Albany, GA 31701

229.430.2854 or rwatts@albanytech.edu

College Veterans Benefits Representative
Brittany Roberts

VA Representative/ Financial Aid Technician
Albany Technical College

1704 S. Slappey Blvd.

Albany, GA 31701

229.430.61536 or broberts@albanytech.edu

IV. Record Retention:

Albany Technical College follows the Technical College System of Georgia record retention policy.
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Equal Opportunity Employer

Equal Opportunity Employer

Albany Technical College is an equal opportunity employer and offers career and technical education
programs for all regardless of race, color, creed, religion, sex, marital status, age, disability or national origin.

The two-year residential technical college offers associate of applied science degree, diploma, and technical
certificate of credit programs. Students may obtain associate degrees in accounting, advanced medical
imaging, business technology, business healthcare technology, business management, business logistics
management, civil engineering technology, computer information systems, computer support specialist,
computer programming, cybersecurity, networking specialist, criminal justice, culinary arts, cyber crime
investigation, design and media production technology, e-commerce, early childhood care and education,
electrical and computer engineering technology, electronics technology, engineering graphics technology,
environmental horticulture, fire & ems, fire science technology, health information technology,
hotel/restaurant/tourism management, information technology professional, interdisciplinary studies,
marketing management, mechatronics technology, medical assisting, nursing, operations management,
paramedicine (paramedic) technology pharmacy technology, precision manufacturing, radiologic technology,
and surgical technology.

Albany Tech also offers diploma’s and technical certificate of credits in each of those program areas as well
as air conditioning technology, automotive collision repair technology, automotive technology, barbering,
building and facilities maintenance, cosmetology, dental assisting technology, diesel equipment technology,
electrical construction technology, electronics fundamentals, ems professions, environmental horticulture,
firefighter/emsp, green building technology, health information coding, industrial electrical technology, nccer
carpentry technology, nccer masonry technology, nccer plumbing/pipefitting technology, practical nursing,
professional firefighter, professional fire officer, residential energy efficiency, sustainable renewable &
alternative energy, and welding and joining technology.

A number of specialty technical certificate of credits are also offered at Albany Technical College including
accounting, air conditioning technology, auto collision repair technology, automotive technology, building
maintenance, business healthcare technology, business logistics management, business management,
business technology, carpentry nccer, commercial truck driving, computer programming, computer support
specialist, criminal justice technology, culinary arts, cybersecurity, design & media production technology,
diesel equipment technology, early childhood care and education, electrical construction, engineering
graphics, environmental horticulture, esthetician, fire science technology, green building technology, hotel,
restaurant & tourism management, industrial electrical technology, industrial operations technician, law
enforcement preparatory, marketing management, masonry nccer, mechatronics technology, nail technician,
networking specialist, plumbing nccer, quality, assurance specialist, welding & joining technology, and many
more.

Persons seeking further information concerning the career and technical education offerings and specific pre-
requisite criteria for admission to these programs should contact: the admissions office at 229-430-6193 in
Albany or 229-271-4040 in Cuthbert 229-732-55829 or visit the college website at www.albanytech.edu.

Albany Technical College offers additional services to students with limited English language skills or with
disabilities so that they may benefit from these programs. For additional information regarding these services,
your rights, grievance procedures, or the College’s non-discrimination policies please contact Dorene Aquino,
Title 1X Coordinator. Her phone number is 229-430-6597 and her email address is daquino@albanytech.edu.
Her office is located in room 118 in the Carlton Construction Academy Building. ATC's Section 504
Coordinator is Regina Watts and her office is room 159. Her phone number is 229-430-2854 and her email
address is rwatts@albanytech.edu. Both offices are located at Albany Technical College, 1701 South Slappey
Blvd. Albany, Georgia 31701.

Albany Technical College is a unit of the Technical College System of Georgia.
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Sexual Harassment And Misconduct

SEXUAL HARASSMENT AND MISCONDUCT

Procedure: 6.1.2p.
Sexual Harassment And Misconduct

Revised: August 14, 2020; March 13, 2018; January 12, 2016; July 16, 2014; April
25, 2013; March 9, 2007

Last Reviewed: September 27, 2019; March 13, 2018

Adopted: April 25, 2013

. PURPOSE:

It is the purpose of this procedure to ensure that all students within the Technical College System of Georgia
(TCSG) and its colleges are provided access to a safe educational environment free from any discrimination
on the basis of sex. To that end, this procedure prohibits sex discrimination of any kind, including sexual
harassment and sexual misconduct (“prohibited conduct”). Sexual misconduct includes, but is not limited to,
domestic violence, sexual violence, dating violence, sexual assault, sexual exploitation, and stalking.

All students and employees are expressly prohibited from engaging in any form of prohibited conduct in all
interactions with each other, whether or not the interaction occurs during class or on or off campus. Visitors to
campuses also shall not engage in prohibited conduct, and may be barred from campus.

Any student or employee who has engaged in prohibited conduct will be subject to disciplinary action up to
and including expulsion or dismissal. Nothing in this procedure shall be interpreted to interfere with any
person’s right to free speech as provided by the First Amendment to the Constitution of the United States of
America.

TCSG strongly encourages all students and requires employees to report any instances of sexual harassment
or sexual misconduct promptly and accurately. TCSG will not tolerate retaliation for having filed a good faith
complaint or for having provided any information in an investigation. Any individual who retaliates against a
complainant or witness in an investigation will be subject to disciplinary action, up to and including expulsion
or dismissal.

Employee complaints of unlawful harassment or discrimination shall be conducted pursuant to the process
outlined in the procedure governing Unlawful Harassment, Discrimination, and Retaliation in Employment.

Il. RELATED AUTHORITY:

20 U.S.C. 88 1681 et seq.

0.C.G.A. §19-7-5

Violence Against Women Reauthorization Act of 2013
Campus Sexual Violence Elimination Act (Campus SaVE)
Titles VI and VII of the Civil Rights Act of 1964

Title IX of the Educational Amendments of 1972

lll. APPLICABILITY:

All work units and technical colleges associated with the Technical College System of Georgia.
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Sexual Harassment And Misconduct

IV. DEFINITIONS:

Advisor: the person who will attend the Hearing with a Party and conduct the oral cross-examination of the
other Party and Witnesses. This person may also offer advice and support from the time the Notice of Formal
Complaint is issued and may attend any meetings involved in the investigatory process, but may not speak on
behalf of the party during such meetings. The Advisor may be chosen by the Party and is permitted to be, but
need not be, an attorney. If either Party is unable to select an Advisor, TCSG will furnish an Advisor to the
Party. The Advisors are intended to maintain Privacy and confidentiality to the extent permitted by law.
Affirmative Consent: affirmative, conscious, and voluntary agreement to engage in sexual activity. It is the
responsibility of each person involved in the sexual activity to ensure that the person has the Affirmative
Consent of the other or others to engage in the sexual activity. Lack of protest or resistance does not mean
Affirmative Consent, nor does silence or incapacitation mean Affirmative Consent. Affirmative Consent also
cannot be procured by duress or intimidation, or by the use of anesthetizing or intoxicating substances.
Affirmative Consent must be ongoing throughout a sexual activity and can be revoked at any time. Affirmative
Consent may be based on a condition(s), e.g., the use of a condom, and that condition(s) must continue to be
met throughout an activity, unless there is mutual agreement to forego or change the condition. When there is
no Affirmative Consent present during sexual activity, the activity at issue necessarily occurred “against the
person’s will.”

Appeal Officer: the Commissioner of TCSG or his designee, who will review the Parties’ appeals and issue
the Notice of Outcome of Appeal.

Clinical Site: any off-campus location to which students or faculty are assigned for completion of program
requirements including labs, internships, or practicums.

Complainant: the Party to the process who has allegedly experienced the alleged Title IX Prohibited Conduct
at issue.

Confidential Resource: a person who, by law, is exempted from the obligation to report an allegation of
conduct that could constitute Title IX Prohibited Conduct to any entity, including the College’s Title IX
Coordinator or law enforcement in circumstances in which the reported conduct could be a crime (except, as
to law enforcement, if the Complainant is a minor or if there is a belief that there is an imminent threat of harm
to self or others).

Confidentiality: exists in the context of laws that protect certain relationships, including those who provide
services related to medical and clinical care, mental health providers, counselors, and ordained clergy. The
law creates a privilege between certain health care providers, mental health care providers, attorneys, clergy,
spouses, and others, with their patients, clients, parishioners, and spouses.

Court Order: any formal order issued by a state or federal court or authorized police officer that restricts a
person’s access to another TCSG community member, such as an emergency, temporary or permanent
restraining order.

Dating Violence: violence committed by a person who is or has been in a social relationship of a romantic or
intimate nature with the Complainant, including sexual or physical abuse or the threat of such abuse, but
excluding acts covered under the definition of Domestic Violence.

Decision-Maker: a professional appointed by the TCSG Commissioner experienced and trained in
adjudicating matters of civil rights, sexual harassment and/or sexual violence and trained on this Title IX
Procedure who will preside over the Hearing and will issue the Written Determination Regarding
Responsibility

Domestic Violence: a felony or misdemeanor crime of violence committed: (i) by a current or former spouse or
intimate partner of the Complainant; (ii) by a person with whom the Complainant shares a child in common;
(iii) by a person who is cohabitating with, or has cohabitated with, the Complainant as a spouse or intimate
partner; (iv) by a person similarly situated to a spouse of the Complainant under the domestic or family
violence laws of Georgia; (v) by any other person against an adult or youth Complainant who is protected
from that person’s acts under the domestic or family violence laws of Georgia. To categorize an incident as
Domestic Violence, the relationship between the Respondent and the Complainant must be more than just
two people living together as roommates. The people cohabitating must be current or former spouses or have
an intimate relationship.

Duress: a direct or implied threat of force, violence, danger, hardship, or retribution that is enough to cause a
reasonable person of ordinary sensitivity to do or submit to something that they would not otherwise do or
submit to. When deciding whether the act was accomplished by duress, all the circumstances, including the
age of the Complainant and their relationship to the Respondent, are relevant factors.

Employee: any individual employed in a full or part time capacity in any TCSG work unit or technical college.
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Expert Witness: a Witness identified by a Party or the Title IX Office that has special expertise in a technical
matter, such as forensic evidence.

Force: an act is accomplished by force if a person overcomes the other person’s will by use of physical force
or induces reasonable fear of immediate bodily injury.

Formal Complaint: a document filed and signed by a Complainant or filed and signed by the Title IX
Coordinator alleging Title IX Prohibited Conduct against a Respondent and requesting that TCSG investigate
the allegations.

Hearing: a live hearing conducted with all Parties physically present in the same geographic location or with
participants appearing virtually with technology enabling participants simultaneously to see and hear each
other. During the Hearing, the Decision-Maker permits each Party’s Advisor to ask the other Party and
Witnesses all relevant questions and follow-up questions, including those challenging credibility. A recording
or transcript of the hearing will be made.

Hearing Coordinator: the person who manages Hearings under this Title IX Procedure.

Hearing File: the information collected during the Investigation that is deemed relevant to be considered by
the Decision-Maker.

Hearing Schedule: a time-table specific to each matter that schedules key dates for the matter after it has
been charged.

Human Resources Director: the highest ranking employee responsible for the human resources function at a
technical college or TCSG work unit.

Incapacitation: a state where a person lacks the ability to voluntarily agree (that is, to give Affirmative
Consent) to sexual activity because the person is asleep, unconscious, under the influence of an
anesthetizing or intoxicating substance such that the person does not have control over their body, is
otherwise unaware that sexual activity is occurring, or is unable to appreciate the nature and quality of the act.
Incapacitation is not necessarily the same as legal intoxication.

Informal Resolution: a voluntary process that the Parties may consent to participate in, as described in
Section IV.F.

Initial Report: a report of conduct that may constitute Title 1X Prohibited Conduct, which may be made by any
individual, even if not the person alleged to have experienced the conduct. An Initial Report is made prior to a
Formal Complaint, and triggers the Title IX Coordinator’s obligation to contact the Complainant and inform the
Complainant of Supportive Measures, as described in Section IV.A.1.

Intimidation: includes any threatening statement or conduct made with the intent to prevent or dissuade any
Party or Witness from reporting or participating in the Title X Procedure. Intimidation also includes the use of
implied threats to overcome a person’s freedom of will to choose whether or not to participate in sexual
activity or provide affirmative consent.

Investigation: the phase of the Title IX Procedure when the Parties are invited to provide evidence and identify
Witnesses to the Investigator related to the allegations in the Notice of Formal Complaint.

Investigative Report: a formal written document that fairly summarizes the relevant evidence gathered during
the Investigation, including the parties’ responses to the preliminary report.

Investigator: the person assigned by TCSG to investigate Formal Complaints under this Title IX Procedure.
The Investigator shall have been trained on all elements of an Investigation as required by federal and state
law.

Menace: a threat, statement, or act showing intent to injure someone.

New Evidence: evidence that was not available at the time of the charge decision, could not have been
available based on reasonable and diligent inquiry, and is relevant to the matter.

Nonforcible Sexual Violations: Any of the following acts:

1. Incest: nonforcible sexual intercourse between persons who are related to each other within the degrees
wherein marriage is prohibited by Georgia law.

2. Statutory Intercourse Violation: nonforcible sexual intercourse with a person who is under the statutory age
of consent of Georgia.

Notice of Charge: the formal notification issued by the Title IX Coordinator following an Investigation that the
matter will be charged and will proceed to a Hearing.

Notice of Dismissal: the formal notification issued by the Title IX Coordinator following a determination that the
matter does not meet the definitional or jurisdictional standards of Title IX and stating the reasons for
dismissal.

Notice of Formal Complaint: the formal notification issued by the Title IX Coordinator that a Formal Complaint
has been filed and including the details set forth in Section IV.C.1.

Notice of Outcome of Appeal: a written determination describing the Appeal Officer’s final decision of a matter
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brought forward on appeal.

Party/Parties: the generic or collective term used to refer to Complainant(s) and Respondent(s).
Preponderance of the Evidence: the standard of proof used by the Investigator and the Decision-Maker. A
finding by the Preponderance of the Evidence means that the credible evidence on one side outweighs the
credible evidence on the other side, such that, as a whole, it is more likely than not that the alleged fact or
conduct occurred. It does not mean that a greater number of Witnesses or documents is offered on one side
or the other, but that the quality or significance of the evidence offered in support of one side is more
convincing than the evidence in opposition.

President: the chief executive officer responsible for the management and operation of the technical college
where the complainant and/or accused violator are enrolled or employed.

Privacy: means that information related to a complaint will be shared with only a limited number of TCSG
employees who “need to know” in order to assist in the assessment, Investigation, and resolution of the
report. All employees who are responsible for TCSG’s response to Title IX Prohibited Conduct receive specific
training and guidance about sharing and safeguarding private information in accordance with state and
federal law. The privacy of student education records will be protected in accordance with the Family
Educational Rights and Privacy Act (“FERPA”), and the privacy of employee records will be protected in
accordance with Georgia law and TCSG policy.

Rebuttal Evidence: evidence presented to contradict other evidence in the Hearing File, which could not have
been reasonably anticipated by a Party to be relevant information at the time of the Investigation.

Remedies: individualized measures implemented after a Hearing or as part of an Informal Resolution that are
designed to restore or preserve equal access to College Programs or Activities, and may include Supportive
Measures, but need not be non-disciplinary or non-punitive and need not avoid burdening the Respondent.
Respondent: the person alleged to have engaged in Title IX Prohibited Conduct.

Retaliation: includes, but is not limited to, adverse action related to employment, academic opportunities,
participation in TCSG and/or College programs or activities, or similar punitive action taken against an
individual because that person has made an Initial Report or Formal Complaint, responded to a Formal
Complaint, testified, assisted, or participated or refused to participate in any manner in an Investigation,
proceeding, or Hearing.

Sanctions: individualized measures implemented after a Hearing that may be disciplinary in nature.

Sexual Assault: any of the following acts:

1. Rape: penetration, no matter how slight, of the vagina or anus with any body part or object, or oral
penetration by a sex organ of another person, without the consent of the Complainant.

2. Sodomy: oral or anal sexual intercourse with another person:

« forcibly and/or against that person’s will; OR

« not forcibly or against the person’s will (non-consensually) in instances where the Complainant is incapable
of giving consent because of age or because of temporary or permanent mental or physical incapacity.

3. Sexual Assault with an Object: to use an object or instrument to penetrate, however slightly, the genital or
anal opening of the body of another person:

« forcibly and/or against that person’s will; OR

* not forcibly or against the person’s will (non-consensually) in instances where the Complainant is incapable
of giving consent because of age or because of temporary or permanent mental or physical incapacity.

4. Fondling: the touching of the private body parts of another person (buttocks, groin, breasts) for the purpose
of sexual gratification:

« forcibly and/or against that person’s will (non-consensually); OR

« not forcibly or against the person’s will in instances where the Complainant is incapable of giving consent
because of age or because of temporary or permanent mental or physical incapacity.

Stalking: engaging in a course of conduct directed at a specific person that would cause a reasonable person
to: (i) fear for the person’s safety or the safety of others; or (ii) suffer substantial emotional distress. Course of
conduct means two or more acts, including, but not limited to, acts in which the stalker directly, indirectly, or
through third parties, by any action, method, device, or means, follows, monitors, observes, surveils,
threatens, or communicates to or about a person, or interferes with a person’s property. Reasonable person
means a reasonable person under similar circumstances and with similar identities to the Complainant.
Substantial emotional distress means significant mental suffering or anguish that may but does not
necessarily require medical or other professional treatment or counseling.

Supportive Measures: non-disciplinary, non-punitive individualized services offered as appropriate, as
reasonably available, and without fee or charge to the Complainant or the Respondent before or after the
filing of a Formal Complaint or where no Formal Complaint has been filed. Such measures are designed to
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restore or preserve equal access to TCSG Programs or Activities without unreasonably burdening the other
Party, including measures designed to protect the safety of all Parties or the TCSG educational environment,
or deter sexual harassment. Supportive measures may include extensions of deadlines or other course-
related adjustments, modifications of work or class schedules, campus escort services, mutual restrictions on
contact between the parties, changes in work or housing locations, leaves of absence, increased security and
monitoring of certain areas of the campus, and other similar measures.

Title IX Prohibited Conduct: the collective term used in this Title IX Procedure to refer to the conduct
described in the definitions for Title IX Sexual Harassment, Sexual Assault, Dating Violence, Domestic
Violence, and Stalking.

Title IX Sexual Harassment: conduct, on the basis of sex that satisfies one or more of the following:

1. unwelcome conduct determined by a reasonable person to be so severe, pervasive, and objectively
offensive that it denies a person equal educational access.

2. an employee of the college conditioning the provision of an aid, benefit, or service of the college on an
individual's participation in unwelcome sexual conduct.

TCSG Compliance Officer: the individual designated by the Deputy Commissioner to coordinate TCSG
compliance with Title IX of the Educational Amendments of 1972 and other state and federal laws governing
unlawful discrimination and harassment and educational access by disabled individuals.

TCSG Program or Activity: locations, events, or circumstances over which TCSG and/or the College
exercised substantial control over both the alleged Respondent and the context in which the Title 1X
Prohibited Conduct occurs, and also includes any building owned or controlled by a student organization that
is officially recognized by TCSG and/or the College.

Technical College System of Georgia: all work units and technical colleges under the governance of the State
Board of the Technical College System of Georgia.

Title 1X Coordinator: an individual designated by the president of the college to ensure compliance with Title
IX of the Educational Amendments of 1972, 20 U.S.C. 88 1681 et seq., and related federal regulations. The
Title IX Coordinator may also be assigned the responsibility for compliance with other state and federal civil
rights laws that prohibit discrimination in programs or activities that receive federal financial assistance from
the U.S. Department of Education.

Violence: the use of physical force to cause harm or injury.

Visitor: any third party (e.g. volunteer, vendor, contractor, member of the general public etc.) who conducts
business or regularly interacts with a work unit or technical college.

Witness: a person asked to give information or a statement under this Title IX Procedure.

Written Determination Regarding Responsibility: the formal written notification issued by the Decision-Maker
after a Hearing that includes: (i) identification of the allegations potentially constituting Title IX Prohibited
Conduct; (ii) a description of the procedural steps taken from the receipt of the Formal Complaint through the
determination, including any notifications to the Parties, interviews with Parties and Witnesses, site visits,
methods used to gather other evidence, and Hearing held; (iii) findings of fact; (iv) conclusions about whether
the alleged Title IX Prohibited Conduct occurred, applying the definitions set forth in this Title IX Procedure to
the facts; (v) the rationale for the result as to each allegation; (vi) any disciplinary Sanctions imposed on the
Respondent; (vii) whether Remedies or Supportive Measures will be provided to the Complainant; and (viii)
information about how to file an appeal.

V. ATTACHMENTS:
Attachment 6.1.1p.al. Sources of Counseling, Advocacy and Support

Attachment 6.1.1p.a2. TCSG Usage for Statement of Equal Opportunity
VI. PROCEDURE:

A. Administration and Implementation

1. Each college president shall designate one or more officials to serve as the Title IX Coordinator and post
contact information for the coordinator and the TCSG's Statement of Equal Opportunity in electronic or written
college publications and academic materials as described in the TCSG Usage for Statement of Equal
Opportunity (e.g. bulletin boards, the college website, catalogs, student and employee handbooks, orientation
materials, and flyers). The college president will ensure the designated officials have received appropriate
training.
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2. Instructors/administrators must take ongoing proactive steps to ensure educational opportunities (to include
classrooms, clinics, labs, programs, etc.) and student activities (clubs, sports, etc.) are accessible and free
from any type of sex discrimination or harassment.

3. The Compliance Officer will coordinate training programs and monitor the colleges to ensure the correct
administration and implementation of this procedure, and will ensure that proactive or corrective measures
have been taken to prevent sex discrimination and sexual misconduct. The training materials will be posted
on the college’s website or made available for members of the public to inspect.

4. Colleges are required to provide sexual harassment and sexual violence prevention training to students
and employees and to provide programs for ongoing awareness training as required by VAWA and the Clery
Act. As of the effective date of this procedure, colleges have been provided the Haven training modules for
this purpose and are required to incorporate the training in new student and employee orientation activities.

5. Each technical college shall publish a list of local sources for counseling, support and advocacy in
conjunction with the publishing of this procedure. (See attachment for sample format) Individuals who report
sexual violence, sexual assault, stalking or dating/domestic violence will be provided with and/or referred to
the list of resources.

B. Reporting and Management Action

1. All students are encouraged to report incidents of sex discrimination and sexual misconduct against
themselves or others to the Title IX Coordinator at the technical college. The Title IX regulations define
“sexual harassment” to include three types of misconduct on the basis of sex which jeopardize the equal
access to education that Title IX is designed to protect. These types of misconduct include: any instance of
quid pro quo harassment by a TCSG and/or College employee; any conduct on the basis of sex that in the
view of a reasonable person is so severe and pervasive and objectively offensive that it effectively denies a
person equal access to a TCSG and/or College education program or activity; and any instance of sexual
assault, dating violence, domestic violence, or stalking (collectively “Title IX Prohibited Conduct,” as defined in
this Procedure). Students may find contact information for the Title IX Coordinator on the technical college
website, and in the student handbook and college catalog. Complaints may also be emailed to
unlawfulharassment@tcsg.edu.

2. To utilize this procedure, a Complainant must file a Formal Complaint which is defined herein as a
document filed and signed by a Complainant or filed and signed by the Title IX Coordinator alleging Title 1X
Prohibited Conduct against a Respondent and requesting that TCSG investigate the allegations.

3. Any allegation of sex discrimination, sexual misconduct or retaliation against employees must be reported
to the Human Resources Director and the Title IX Coordinator.

4. All allegations of sex discrimination and sexual misconduct on one of TCSG's college campuses or clinical
locations must be reported to the Title IX Coordinator regardless of whether the allegations involve students
or employees. All students, faculty, staff, and others participating in TCSG and/or College programs and
activities in the United States are subject to this Title IX Procedure. If the allegations do not fall within the
jurisdiction under this procedure, they may be referred and processed under the student code of conduct
procedure.

5. Students have the right to file (or not to file) a criminal complaint for sexual violence with the local law
enforcement authorities before, during, or after filing a complaint with the college. The investigation under this
procedure shall not be unreasonably delayed to await the outcome of any criminal investigation. Sexual
violence reports made to the Title IX Coordinator will be investigated and adjudicated separately from any
criminal complaints. A student may request that the Title IX Coordinator and/or the Investigator assist the
student with notifying local law enforcement authorities. If a technical college’s campus law enforcement
receives a complaint alleging sexual harassment and/or sexual misconduct as defined in this procedure, the
Title 1X Coordinator for the college shall be immediately notified so that appropriate action may be taken by
the Title IX Coordinator regarding the complaint.
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6. If a student filing a complaint alleging sexual misconduct requests confidentiality, anonymity or asks that
the complaint not be pursued, the college must inform the complainant that its ability to respond may be
limited, that retaliation for filing a complaint is prohibited, and that steps to prevent harassment and retaliation
will be taken. Consistent with the request, all reasonable steps to investigate and respond to the complaint
should be made and other steps to limit the effects or recurrence of the alleged misconduct will be taken.

a. Regardless of a student’s request for confidentiality, anonymity of a complaint, or a request that a complaint
not be pursued, if the complaint includes allegations of sexual assault, sexual violence, domestic violence,
dating violence, or stalking, the Title X Coordinator must report the incident to campus law enforcement for
inclusion in the college’s Annual Security Report (“ASR”). The complainant should be informed that their name
will not be disclosed to campus law enforcement if they have requested confidentiality during the processing
of the complaint.

7. Colleges may weigh a request for confidentiality, anonymity or a request they not pursue a complaint
considering the following factors: the seriousness of the alleged conduct, the complainant's age, and the
respondent’s right to receive information about the allegations if the information is maintained as an
“education record” under FERPA. The college must inform the complainant if the request cannot be granted
and the reasons for the denial.

8. Reports concerning all prohibited conduct referenced in this procedure will be processed confidentially to
the extent permitted by law; communications regarding complaints will be disseminated to others on a need-
to-know basis to ensure that necessary steps are taken to protect the community as a whole and that
appropriate corrective actions are considered and taken.

9. If an allegation of sex discrimination or sexual misconduct is made to an employee not designated to
receive such reports, the employee receiving the complaint must report the allegation to the Title IX
Coordinator. The College must take corrective actions to stop harassment to which it has notice, prevent
recurrence of the harassment, and remedy the effects on the complainant promptly and effectively. The
College will be deemed to have notice if a responsible employee knew, or in the exercise of reasonable care
should have known, about the harassment. A responsible employee includes any employee who has the
authority to take action to redress the harassment, who has a duty to report the harassment to the Title IX
Coordinator, or who a student could reasonably believe has this authority or responsibility, including
instructors and staff at the college.

10. Allegations of any sexual conduct involving individuals under the age of 18 must also be reported as an
allegation of child abuse as outlined in O.C.G.A. § 19-7-5.

11. Supportive measures must be offered to the complainant by the college president or the Title 1X
Coordinator or his/her designee before the final outcome of an investigation and until final resolution of the
allegations if failure to take the interim measures would constitute an immediate threat to the safety and well-
being of the complainant, the respondent, or other members of the college, or to ensure equal access to the
college’s programs and activities. Supportive measures may include: adjustments to academic workload
(including extending deadlines); adjustment to class or work schedules; no contact orders; and suspensions,
transfers or reassignments in order to prevent further harassment, discrimination, sexual violence or
retaliation, to facilitate the investigation, or to implement preventive or corrective actions under this procedure;
informal resolutions or discretionary dismissals
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12. Discretionary Dismissal.

a. TCSG and/or the College may dismiss the Formal Complaint if:

i. the Respondent is no longer enrolled or employed by TCSG and/or the College;

ii. specific circumstances prevent TCSG and/or the College from gathering sufficient evidence to reach a
determination; or

iii. the Complainant informs the Title 1X Coordinator in writing that the Complainant desires to withdraw the
Formal Complaint or allegations therein.

b. A Complainant may notify the Title 1X Coordinator at any time that the Complainant does not wish to
proceed with the Investigation and/or Hearing process. If such a request is received, the Title IX Coordinator
will inform the Complainant that the TCSG and/or the College’s ability to respond to the allegation may be
limited if the allegations are withdrawn.

c. The Title IX Coordinator will consider the relevant factors in reaching a determination as to whether to
terminate the Investigation and/or Hearing process. In the event that the Title IX Coordinator determines that
the Investigation will continue, the Title IX Coordinator will notify the Complainant of that determination. The
Title IX Coordinator will include in that notification a statement that the Complainant is not required to
participate in the Investigation and/or Hearing process but that the process will continue. In the event that the
Title IX Coordinator determines that the Investigation will be terminated, both Parties will be notified.

C. Investigations

1. All complaints of prohibited conduct under this procedure will be reported immediately to the Investigator
who will be responsible for conducting the investigation in a fair, prompt, and impartial manner.

2. The Investigator shall disclose to the TCSG Compliance Officer any relationship with the parties that could
call into question his/her ability to be objective prior to taking any action with respect to the investigation. The
TCSG Compliance Officer will reassign alternate individuals if necessary.

3. The Investigator shall send written notice to both parties of the allegations upon receipt of a formal
complaint.

4. Either the complaining party or the respondent may challenge the Investigator or designee to recommend
corrective action on the grounds of personal bias by submitting a written statement to the TCSG Compliance
Officer setting forth the basis for the challenge no later than 3 business days after the party reasonably should
have known of the alleged bias. The TCSG Compliance Officer will determine whether to sustain or deny the
challenge.

5. The investigation should be completed within 45 business days of the receipt of the complaint by the
Investigator. The investigator will notify the parties and the Title IX Coordinator, in writing (typically by email), if
extraordinary circumstances exist requiring additional time.

6. The parties will be notified within 5 business days of receipt of the complaint by the Investigator if the
complaint does not specify facts sufficient to allege sex discrimination, harassment, sexual violence or
retaliation, or if the allegations of sexual misconduct did not occur in the college’s education program or
activity against the complaining party while he or she was located in the United States, and that a formal
investigation will not be conducted pursuant to this procedure, although a referral and investigation may be
made by the Title IX Coordinator as to some or all of the matter for consideration under other applicable
TCSG policy or procedure, if any. The complaining party may appeal the decision in writing to the president
within 5 business days of receiving the notice. The president’s decision will be final.

7. Individuals designated to investigate or recommend corrective actions in response to allegations of sexual
misconduct will be trained annually to conduct investigations in a manner that protects the safety of
complainants, promotes fairness of the process and accountability.

8. Investigations will be conducted by gathering relevant information and interviewing appropriate witnesses.
a. It is important that all parties preserve any documents or other evidence which may pertain to the
investigation.

b. Any medically related evidence is best preserved by trained medical personnel.

c. Students are encouraged to seek medical services both for treatment and preservation of any medical
evidence.
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9. Both the complaining party and the respondent (the parties) will be given equal opportunity to identify
witnesses and offer evidence in person or in writing. Best efforts will be made to interview all withesses
identified by the parties. If a witness identified by either party is not interviewed during the investigation, an
explanation for the decision not to interview the witness should be documented in the investigatory report.
Both parties will be given timely notice of meetings at which one or the other or both parties may be present.
Both the complaining party and the respondent may be accompanied by an advisor of his or her choice during
any meetings involved in the investigatory process in which the advisee is also eligible to be present.
However, the advisor may not speak on behalf of the party.

10. Any evidence collected during the investigation should be maintained in accordance with the record
retention requirements below. Personally-identifiable information, including, but not limited to home address,
telephone number, student ID or social security number should not be maintained in investigative records.

11. A report of investigation will be provided to the college’s Title IX Coordinator within five (5) business days
of completion of the investigation. The Title IX Coordinator will provide both parties simultaneously with a copy
of the report and any supporting evidence. The parties shall be given ten (10) calendar days from receipt of
the report to respond to the report and the supporting evidence, which must be considered by the Investigator
before finalizing the report. Any information prohibited from disclosure by law or policy will be redacted from
any documents prior to distribution. With regard to complaints of sexual misconduct, disclosures made to
comply with the Violence Against Women Reauthorization Act (“VAWA”) do not constitute a violation of
FERPA.

12. If the Investigator determines that all or some of the allegations made in the complaint are substantiated
and that the conduct at issue constitutes a violation of this or other applicable procedure, the Title IX
Coordinator shall forward the report to the appropriate officials at the college for further action in accordance
with the provisions below and the college’s Student Code of Conduct and Disciplinary Procedure or the
Positive Discipline Procedure for employees.

D. Hearings

1. Format of Hearing:

a. Hearings may be conducted with all Parties physically present in the same geographic location or, at the
discretion of the Decision-Maker, any or all Parties, Witnesses, and other participants may appear at the live
Hearing virtually, with technology enabling participants simultaneously to see and hear each other.

b. At the request of either Party, TCSG will provide for the Hearing to occur with the Parties located in
separate rooms with technology enabling the decision-maker(s) and Parties to simultaneously see and hear
the Party or the Witness answering questions.

2. Recording of Hearing:
a. Hearings will be transcribed or recorded through audio or audiovisual means, and TCSG and/or the
College will make the transcript or recording available to the Parties for inspection and review upon request.

3. Role of Advisor:

a. If a Party does not have an Advisor present at the Hearing, TCSG and/or the College will provide, without
fee or charge to that Party, an Advisor of TCSG and/or the College’s choice, who may be, but is not required
to be, an attorney, to conduct cross-examination on behalf of that Party.
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4. Role of the Decision-Maker:

a. The Decision-Maker will:

i. be a professional appointed by the TCSG Commissioner who is experienced and trained in adjudicating
matters of civil rights, sexual harassment and/or sexual violence and trained on this Title IX Procedure;

ii. preside over the Hearing and will issue the Written Determination Regarding Responsibility;

iii. be identified to the Parties before the Hearing at least three calendar days prior to the Hearing.

b. Conflict of Interest:

i. No person who has a conflict of interest may serve as the Decision-Maker.

ii. A conflict of interest exists if the Decision-Maker has prior involvement in or knowledge of the allegations at
issue in the case, has a personal relationship with one of the Parties or Witnesses, or has some other source
of bias.

iii. Either Party may assert, in writing, that a Decision-Maker has a conflict of interest.

iv. A request to recuse a Decision-Maker based on a conflict must be submitted to the Hearing Coordinator
within 1 business day’s receipt of the name of the Decision-Maker.

v. A determination will be made by the Commissioner or his designee whether a Decision-Maker has a conflict
of interest, and if so that Decision-Maker will be replaced by an alternate.

c. At the Hearing, the Decision-Maker will:

i. Permit Cross-examination. At the Hearing, the Decision-Maker will permit each Party’s Advisor to ask the
other Party and any Witnesses all relevant questions and follow-up questions, including those challenging
credibility. Such cross-examination at the Hearing must be conducted directly, orally, and in real time by the
Party’s Advisor of choice and never by a Party personally. The Parties may, however, jointly agree in advance
to waive oral cross-examination and instead submit written cross-examination to the Decision-Maker to
conduct the examination. Even if the Parties so agree, the Parties are still required to have a Advisor present
at the Hearing. The Decision-Maker has discretion to otherwise restrict the extent to which Advisor may
participate in the proceedings.

ii. Determine Relevance of Questions. Only relevant cross-examination and other questions may be asked of
a Party or Witness. Before a Complainant, Respondent, or Witness answers a cross-examination or other
question, the Decision-Maker must first determine whether the question is relevant and explain any decision
to exclude a question as not relevant.

iii. Provide Rape Shield Protections for Complainants. The Decision-Maker will prohibit any questions and
evidence about the Complainant’s sexual predisposition or prior sexual behavior as not relevant, unless such
guestions and evidence about the Complainant’s prior sexual behavior are offered to prove that someone
other than the Respondent committed the conduct alleged by the Complainant, or if the questions and
evidence concern specific incidents of the Complainant’'s prior sexual behavior with respect to the
Respondent and are offered to prove consent.

iv. Exclude Statements, as Relevant, in Reaching a Determination Regarding Responsibility. If a Party or
Witness does not submit to cross-examination at the live Hearing, the Decision-Maker must not rely on any
statement of that Party or Witness in reaching a determination regarding responsibility. The Decision-Maker
cannot draw an inference about the determination regarding responsibility based solely on a Party’s or
Witness’s absence from the live Hearing or refusal to answer cross-examination or other questions.
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5. Hearing Process:

a. The Investigator will be available to answer any questions from the Decision-Maker about the Investigation.
b. The Decision-Maker may meet with the Parties and Witnesses for the purpose of making findings of fact.

c. The Parties and Witnesses may not speak to matters beyond the scope of the Hearing File (for example, by
raising potential misconduct allegations that go beyond the scope of the charged conduct).

d. Parties and Witnesses must not disclose or reference information to the Decision-Maker that was excluded
from the Hearing File.

e. The Decision-Maker may ask questions of the Parties and/or Witnesses.

f. Parties are permitted to listen to Witnesses as they are speaking to the Decision-Maker. The Decision-
Maker is not obligated to speak to all Witnesses.

g. Written Determination Regarding Responsibility:

i. The Decision-Maker shall issue a Written Determination Regarding Responsibility within 10 business days
of the hearing, applying the Preponderance of the Evidence standard (as required by Georgia law), which
shall include:

« identification of the allegations potentially constituting Title 1X Prohibited Conduct;

* a description of the procedural steps taken from the receipt of the Formal Complaint through the
determination, including any notifications to the Parties, interviews with Parties and Witnesses, site visits,
methods used to gather other evidence, and Hearings held;

« findings of fact;

« conclusions about whether the alleged Title IX Prohibited Conduct occurred, applying the definitions set forth
in this Title IX Procedure to the facts;

« the rationale for the result as to each allegation;

« any disciplinary Sanctions imposed on the Respondent;

» whether Remedies or Supportive Measures will be provided to the Complainant; and

« information about how to file an appeal.

ii. Sanctions:

» The Decision-Maker may ask the Parties to submit Sanctions statements at the conclusion of the Hearing.
 The Decision-Maker may also consult with TCSG and/or College personnel, including the Human Resources
Director or Vice President of Student Affairs, regarding any Sanctions and Remedies appropriate to the
specific Respondent and Complainant under the circumstances of the case.

» The Sanction determination will be provided to the Title IX Coordinator who will be responsible for
implementing the Supportive Measures and/or Remedies, including the continuation of any Supportive
Measures and/or any additional or on-going accommodations for both Parties.

iii. The Title IX Coordinator will cause the Written Determination Regarding Responsibility to be sent to the
Parties.

iv. The Title IX Coordinator will provide copies of the Written Determination Regarding Responsibility and
Sanctions and/or Remedies (if any) for the purpose of maintaining records as follows:

* For students, to the Office of Student Affairs

* For staff, to Human Resources

* For faculty, to the Office of Academic Affairs

v. The Decision-Maker must explain decisions on responsibility and Sanctions (if applicable) and Remedies
with enough specificity for the Parties to be able to file meaningful appeals.

vi. The consideration of whether Remedies and Sanctions go into immediate effect or are temporarily delayed
pending appeal or some combination thereof, will be determined on a case-by-case basis by the Title IX
Coordinator.

vii. The Written Determination Regarding Responsibility becomes final:

- if an appeal is not filed, the date on which an appeal would no longer be considered timely; or

- if an appeal is filed, on the date that TCSG and/or the College provides the Parties with the written
determination of the result of the appeal.

E. Corrective Actions
1. Colleges will take all reasonable steps to prevent unlawful retaliation against complainants and any other
individuals participating in investigations under this procedure.
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2. If prohibited conduct is determined to have occurred following the investigation, steps shall be taken to
prevent a recurrence and to correct the discriminatory effects on the complaining party and others as
appropriate.

a. Steps may include, but are not limited to mandating training or evaluation, disciplinary sanctions, policy
implementation, issuing no-contact orders, or reassignment of students or employees.

b. Disciplinary sanctions for students are defined in TCSG Procedure governing Student Discipline and may
include: reprimand, restriction, disciplinary probation, disciplinary suspension, and disciplinary expulsion.

c. Disciplinary sanctions for employees are defined in TCSG's Positive Discipline Procedure and may include:
formal reminders, decision making leave, or dismissal.

3. The severity of sanctions or corrective actions may depend on the severity, frequency and/or nature of the
offense, history of past discriminatory, harassing, or retaliatory conduct, the respondent’s willingness to accept
responsibility, previous college response to similar conduct, and the college’s interests in performing its
education mission.

a. Should recommended disciplinary sanctions involve academic suspension or expulsion, the matter must be
referred to the Vice President for Student Affairs, as provided by the college’s Student Code of Conduct and
Disciplinary Procedure.

4. Even in the absence of sufficient evidence to substantiate a finding that sex discrimination, sexual
misconduct or retaliation has occurred, colleges are expected to address any inappropriate conduct and take
all reasonable steps to prevent any future sex discrimination, harassment, sexual violence or retaliation.
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5. Individuals who are responsible for conducting investigations, under this procedure, may not also serve as
reviewing officials or Decision-Makers in the appeal of sanctions arising from an investigation.

F. Appeals

1. Appeal of a Written Determination Regarding Responsibility

a. Submission of Appeal

i. Both Parties have the right to an appeal from a Written Determination Regarding Responsibility on the
bases set forth below.

ii. Appeals may be submitted by a Complainant or Respondent in writing to the Hearing Coordinator, who will
forward the appeal to a designated Appeal Officer to decide the appeal.

iii. The Appeal Officer will be the Commissioner of TCSG or his designee.

iv. Each Party may submit a written appeal of up to 6,000 words in length, which will be shared with the other
Party.

v. The Parties must submit the appeal to the Commissioner within ten (10) calendar days from the receipt of
the Written Determination Regarding Responsibility (if any).

b. Grounds for appeal are limited to the following:

i. Were there any procedural irregularities that substantially affected the outcome of the matter to the
detriment of the appealing Party?

ii. Was there any substantive new evidence that was not available at the time of the decision or Hearing and
that could not have been available based on reasonable and diligent inquiry that would substantially affect the
outcome of the decision?

iii. Did the Title IX Coordinator, Investigator(s), or Decision-Maker have a conflict of interest or bias for or
against Complainants or Respondents that affected the outcome of the matter?

iv. For matters that proceeded to Sanctioning and imposition of Remedies, are the Sanction and/or Remedies
ones that could have been issued by reasonable persons given the findings of the case?

NOTE: In composing appeals, Parties should format their arguments following these four grounds as the
organizational structure.

c. Receipt of Appeal

i. Upon receipt of a Party’s appeal, the Hearing Coordinator will share it with the other Party.

ii. Each Party may submit a response to the other Party’s appeal (no more than 3,000 words).

iii. Each Party must submit this response to the Commissioner within 10 calendar days after the other Party’s
appeal has been shared.

iv. The appealing Party will have access to the other Party’s response to the appeal, but no further responses
will be permitted.

d. Response to Appeal

i. The Title IX Coordinator is permitted, but not required, to file a response to a Party’s appeal to respond to
concerns relating to procedural irregularities or bias in the Investigation and Hearing process.

ii. The Title IX Coordinator may submit one response for each Party that files an appeal (that raises a
procedural irregularity).

iii. Each response by the Title IX Coordinator should be no more than 1,500 words.

iv. The Parties will have access to the Title IX Coordinator’s response(s) to the appeal, but no further
responses will be permitted.

e. Appeal Decision

i. The Appeal Officer will provide the Notice of Outcome of Appeal no later than ten (10) business days after
receipt of all appeal documents.

ii. As needed, the Appeal Officer will consult with the Title IX Coordinator regarding the management of
ongoing Remedies.

iii. The Appeal Officer may reject the appeal in whole or in part, issue a new decision regarding responsibility,
issue new or revised Sanctions and Remedies, or refer the matter to a new Decision-maker.
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Sexual Harassment And Misconduct

VII. RECORD RETENTION:

Documents relating to formal complaints including investigations, the investigatory report, witness statements,
evidence, dispositions and the complaint itself shall be held for 7 years after the graduation of the student or
the date of the student’s last attendance. Any of the documents containing confidential information shall be
held in a secure location under the custody and control of the Investigator, Vice President of Student Affairs or
the President’s designee. Documents pertaining to employees that are maintained by the Office of Human
Resources shall be maintained in a secure location and in accordance with the Georgia Archives records
retention schedule, but in no case fewer than 7 years.

Albany Technical College Title IX Coordinator: Dorene Aquino daquino@albanytech.edu; 229-430-6597.
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Mission

MISSION

Albany Technical College (ATC) located in Southwest Georgia, a unit of the Technical College System of
Georgia, offers Technical Certificates of Credit, Diplomas, and Associate Degrees. ATC exists to train
individuals to meet dynamic workforce needs, promote economic and community growth through the delivery
of quality credit instruction, adult education, and customized training using traditional and distance education
formats.
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Adult Education Programs

Adult Education Programs

The Adult Education Program provides services or instruction below the post-secondary level to individuals:
1. Who have attained 16 years of age;
2. Who are not enrolled or required to be enrolled in a secondary school under state law; and

3. Who lack sufficient mastery of basic educational skills to enable the individual to function effectively in
society; do not have a secondary school diploma or its recognized equivalent level of education; or are unable
to speak, read, or write the English Language.

Flexible program hours are offered to accommodate busy schedules including day, evening, virtual and
weekend classes. In addition to basic skills education, and high school equivalency preparation, the Adult
Education Program administers the General Education (GED®) Testing program and awards the General
Educational Development diploma GED® as well as the HiSet® Exam awarding the high school equivalency
diploma to successful examinees.

The General Education Development Test (GED®) and HISET® exam are offered as alternatives to a high
school diploma. The GED® test is made up of four subtests/batteries: Reasoning through Language Arts,
Mathematical Reasoning, Social Studies and Science. The complete battery of the test costs $160.00 and
each test is $40.00 (if taken separately). Applicants may take the in- home version of the GED® test that cost
$184 for the complete battery of tests and $46.00 (if taken separately).

The HiSet exam is made up of 5 subtests: Language Arts — Reading, Language Arts — Writing, Mathematics,
Science and Social Studies. The complete battery of the test costs $133.75 and each test is $26.75 (if taken
separately). Applicants may select the in- home version of the HISET® exam which cost $181.25 for the
complete battery of tests and $36.25 (if taken separately).

4. The Adult Education Program offers workplace education program for area business and industry, English
Literacy (ELP), job readiness, post-secondary transition assistance, dual enrollment focused on employment
and job skills in the following technical education programs under Ability to Benefit which provides financial
aid for tuition, fees and books.

ATB Programs

- Accounting

- Air Conditioning

- Auto Collision Repair Technology

- Automotive Technology

- Building & Facilities Maintenance

- Business Technology

- Business Healthcare Technology

- Business Logistics Management

- Business Management

- Carpentry NCCER

- Computer Programming

- Computer Support Specialist
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Adult Education Programs

- Cosmetology

- Criminal Justice Technology

- Culinary Arts

- Cybersecurity

- Design & Media Production Technology
- Diesel Equipment Technology

- Drafting Technology

- Early Childhood Care & Education
- Electrical Construction Technology
- Electronics Technology

- Engineering Graphics

- Environmental Horticulture

- Fire Science Technology

- Health Information Coding

- Hotel/Restaurant/Tourism Management
- Industrial Electrical Technology

- Industrial Operations Technician

- Marketing Management

- Masonry NCCER

- Medical Assisting

- Networking Specialist

- Nurse aide

- Quality Assurance Specialist

- Pharmacy Technology

- Plumbing NCCER

- Professional Firefighter

- Welding & Joining Technology

The Adult Education Program offers Integrated Education and Training (IET) which is a service approach that
provides adult education and literacy activities concurrently and contextually with workforce preparation
activities and workforce training for a specific occupation or occupational cluster. The IET training prepares
students for employment in an in-demand industry identified in the Georgia Unified State Plan

FREE classes are held in the following locations:
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Adult Education Programs

Baker County Adult Education Center
236 Hoke Smith Drive, Newton, GA
(229) 734-1297

Calhoun County Adult Education Center
665 Manry Street, Edison, GA

(229) 835-2977

Clay County Adult Education Center
155-A Wilson Street, Fort Gaines, GA
(229) 768-3792

Lee County Adult Education Center
1346-G US Highway 19, Leesburg, GA
(229) 759-3040

Randolph County Adult Learning Center
241 Highway 82 E, Cuthbert, GA

(229) 732-5158

Terrell County Adult Education Center
Robert Albritten Neighborhood Service Center
771 Round Tree Drive, Dawson, GA
(229) 995-6172

Dougherty County- Albany Technical College
Artisan Hall, Room 115, Albany, GA
(229) 430-1620

Adult education provides these services:
» Academic Assessment

» Counseling and Advisement

* Individualized Instruction

* No cost Instruction

* Online Instruction

* Test Scholarships (GED and HiSet)

* Child Care Assistance

* Transportation Assistance
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Adult Education Programs

* Fast Track High School Equivalency with includes GED® and HiSet® - 5 weeks

The General Education Development Test (GED®) is offered as an alternative to a high school diploma. The

GED® test is made up of four batteries, including Reasoning through Language Arts, Mathematical
Reasoning, Social Studies and Science. The Complete battery of the test costs ($160.00) and each test is
$40.00 (if taken separately).

There is no cost for Adult Education orientation and classes. Please visit the Adult Education Program located
in Artisan Hall, Room 115 on the Dougherty County campus; or you may contact us at (229)430-1620 or
(229)430-6615 for additional information.
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Information Directory

INFORMATION DIRECTORY

Dougherty County Campus

1704 South Slappey Blvd., Albany, Georgia 31701

Phone: (229) 430-3500
Fax: (229) 430-5115
Website: www.albanytech.edu®*

Albany Technical College (ATC) is located in Albany, Georgia, which is in the heart of Southwest Georgia. The
city is known for its pecan and peanut production. Located in the rich agriculture belt, the city is surrounded by
hunting plantations and filled with diversified industrial growth. Originally built on the Flint River for
transporting its agricultural produce to market, the city is now accessible by major highways, railroads and a
regional airport.

ATC is composed of one campus in Dougherty County and a learning center in Cuthbert, Randolph County,
Georgia. The main campus includes a state-of-the-art Manufacturing Technology Center geared toward
business and industry training and a Business Logistics Education Center that opened in 2011. The campus
is located in the southern portion of the city on Slappey Boulevard and is in close proximity to the airport.
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Regarding

General Information - Albany
Campus

Academic Matters
Administrative Policy

Admissions

Adult Education
Bookstore

Business Office Cashier

Career Development Center (Job
Placement)

Child Development Demonstration
Center

Continuing Education
Disabilities

Distance Learning

Center for Business Solutions
English as Second Language

Facilities Use

Financial Aid

Georgia Work Ready Assessment

GED® Testing

High School Programs
HOPE Grant

Learning Support

Liaison Foundation/Board of
Directors

Personnel

Contact

Vice President for Academic Affairs
President

Vice President of Student Affairs & Enrollment
Management

Vice President of Adult Education

Associate Vice President of Career Services

Dean of Academic Affairs

Director of Continuing Education
Special Needs Coordinator

Dean of Academic Technology

VP of the Center for Business Solutions
Special Needs Coordinator

Economic Development/Conference Center
Office

Director of Financial Aid

Testing Assistant, Economic Development
Programs

Office of Adult Education
High School Coordinator
Director of Financial Aid

Dean of Academic Affairs

Special Assistant to the President

Human Resource Director
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Telephone

(229) 430-3500

430-3518
430-0656

430-2864

430-2751
430-3512

430-3057 or 430-
0580

430-3514

430-3537

430-3867
430-2854
430-3693
430-6618
430-2854

430-3563

430-3505

430-6612

430-1620
430-3500
430-3505
430-3605

430-6624

430-1702
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Information Directory

Publicity Executive Director/Marketing & Public Relations 430-3816
Student Activities Director of Student Activities 430-3588
Student Records/Transcripts Registrar 430-3510
Student Affairs Vice President of Student Affairs & Enroliment 430-2864
Management
Student Special Populations Special Populations Coordinator 430-6144
Testing Services Testing/Admissions Assistant 430-2709
Tours Recruiter/Admissions Counselor 430-1974
Veterans Affairs Financial Aid Office/VA Assistant 430-3505

If you have a disability and need this material in an accessible format, please write to: ADA/Special Needs
Coordinator, Albany Technical College, 1704 S. Slappey Blvd., Albany, Georgia, 31701, or call (229) 430-
2854,
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Academic Calendar

ACADEMIC CALENDAR | FALL SEMESTER 2022

A TERM, E-CAMPUS, T, T1 & T2 TERM (CTDL)

Date

Event

August 1 2022
August 1 - 12 2022
August 5 2022
August 8 2022
August 11 2022
August 12 2022
August 12 2022
August 13 - 18 2022
August 15 2022
August 15 - 16 2022
August 17 2022
August 17 - 24 2022
August 19 2022
August 22 2022
August 23 2022
August 25 2022
August 30 2022
September 1 2022
September 5 2022
September 6 2022
September 12 2022
September 13 2022
September 14 2022
September 26 2022

October 9 2022

Financial Aid Appeal Deadline (A) Term
Faculty Annual Leave Option (College Open)
Pre-Registration begins T-1 Term

Late Fees Start - Fall Semester

Academic Appeal Deadline (A) Term
Payment Deadline

Change Major Deadline

Faculty Annual Leave Option

Confirm Attendance Opens (A) Term

Faculty Workday/Assement Planning

1st Day of Class - Fall Semester (A & T) Terms
Bookstore Rush

Last Day to drop/add

1st Day of Class - Ecampus

Confirm Attendance Closes (A Term)
Financial Aid and No-show purge (A T Terms)
Incomplete Grades Due (summer semester)
Financial Aid Disbursement (A Term)

Holiday Campus Closed (Labor Day )

1st Day of class (T1 Term)

Library Surveys

Pre-registration begins (T2 Term)

Refunds (A Term)

Course Evaluations (T & T1 Terms)

Midterm Grades Due - (ecampus)
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Academic Calendar

October 10 2022

October 11 - 12 2022

October 12 2022

October 13 2022

October 13 - 14

October 14 2022

October 17 2022

October 17 - 21 2022

October 19 2022

October 24 2022

October 24 2022

October 24 - 28 2022

October 26 2022

October 31 2022

October 31 - November 4 2022

November 1 2022

November 11 2022

November 18 2022

November 21 2022

November 23 2022

November 24 - 25 2022

November 28 2022

December 1 2022

December 5 2022

December 8 2022

December 11 2022

December 12 2022

December 12 2022

December 13 2022

Mid Term

PDI Sessions (No Classes except T1 & T2)

Last Day of Class (T Term)

1st Day of Class (T2 Term)

2022 Classes in session (AD T & T2) Terms
Graduation Application/Portfolio Due

National Boss’s Day

Campus Police Week

Advisory Committee Meetings

Pre-registraion Begins (spring semester)

Last Day to withdraw (A Term)

Advisement Week Begins (spring semeter)
Ecampus 60% point-last to withdraw

Last Day of Class (T1 Terms)

Homecoming Week

Election Day

Holiday Campus Closed (Veteran’s Day ) Excluding CTDL
Fall Referrals Due

Course Evaluations (T2 Term)

Faculty Annual Leave Option (College Open) No Classes
Holiday (Thanksgiving) College Closed No Classes
Library Surveys

Albany Technical College Graduation (7:00 pm)
Pre-registration (T Term) fall semester

Last Day of Class (A Term)

Last Day of Class (ecampus)

Final Exams (A Term)

Last Day of Class (T2 Term)

All Grades Due (12:00 Noon)
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Academic Calendar

December 14 - 21 2022

December 22 2022

December 23 2022

December 26 2022

December 27 2022

December 27 - 29 2022

December 29 2022

December 29 2022

December 29 2022

December 29 2022

December 30 2022

B TERM

Faculty Annual Leave Option (College Open) No Classes
Holiday (Confederate Memorial Day) College Closed
Holiday (Washington’s Birthday) College Closed

Holiday (Christmas) College Closed

Pre-registration (T1 Term) spring semester

Faculty Annual Leave Option (College Open) No Classes
Late Fees Start - spring semester

Academic Appeals Due (spring semester)

Change of Major Deadline (spring semester)

Payment Deadline (spring semester)

Holiday (Columbus Day) College Closed

Date

Event

August 1 2022
August 11 2022
August 12 2022
August 15 2022
August 15 2022
August 17 2022
August 17 - 24 2022
August 19 2022
August 23 2022
August 30 2022
September 1 2022
September 5 2022
September 9 2022
September 12 2022
September 14 2022

September 16 2022

Financial Aid Appeal Deadline (B Term)
Academic Appeal Deadline

Payment Deadline

Faculty Workday

Confirm Attendance (B Term)

1st Day of Class (B Term)

Bookstore Rush

Last Day to drop/add

Confirm Attendance Closes (B Term)
Incomplete Grades Due (summer semester)
Financial Aid Disbursment (B Term)
Holiday Campus Close (Labor Day)
Mid-term (B Term)

Library Surveys

Refunds (B Term)

Last Day withdraw (B Term)
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Academic Calendar

September 26 2202
October 5 2022
October 6 2022
October 7 2022

October 10 - 14 2022

C TERM

Course Evaluations (B Term)
Last Day of Class - (B Term)
Final Exams - (B Term)

Grades Due by 12 Noon (B Term)

Success Break ( B Term)

Date

Event

September 6 2022
September 12 2022
September 27 2022
October 10 2022
October 10-14 2022
October 13 2022
October 14 2022
October 17 2022
October 17 - 19 2022
October 17 2022
October 17 - 21 2022
October 18 2022
October 19 2022
October 19 2022
October 24 2022

October 24 - 28 2022

October 31 - November 4 2022

November 1 2022

November 3 2022

November 8 2022

November 11 2022

November 14 2022

Financial Aid Appeal Opens (C Term)
Library Surveys

Finanical Aid Appeal Deadline (C Term)
Academic Appeal Deadline (C Term)
Success Term Break (C Term)

Confirm Attendance Opens (C Term)
Graduation Application/Portfolio Due
1st Day of Class (C Term)

Bookstore Rush ( C Term)

National Boss'’s Day

Campus Police Week

Confirm Attendance Closes (C Term)
Advisory Committee Meetings

No Show Purge (C Term)

Pregistration Begins (spring semester)
Advisment Week Begins (spring semester)
Homecoming Week

Election Day

Financial Aid Disbursement (C Term)
Midterm Grades Due (C Term)

Holiday Campus Closed (Veterans Day) Excluding CTDL

Last Day to witddraw
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November 16 2022

November 18 2022

November 21 2022

November 23 2022

November 24 - 25 2022

November 28 2022

December 1 2022

December 8 2022

December 9 2022

December 12 2022

December 13 2022

D TERM

Refunds (C Term)

Fall referrals due (C Term)

Course Evaluations (C Term)

Faculty Annual Leave Option (College Open) No Classes
Holiday (tdanksgiving) College Closed No Classes
Library Surveys

Albany Technical College Graduation (7:00 pm)

Last Day of Class (C Term)

Final Exams (C Term)

Final Exams

All Grades Due (12:00 Noon)

Date

Event

August 22 2022
August 30 2022
September 1 2022
September 5 2022
September 6 2022
September 7 2022
September 8 2022
September 12 2022
September 26 2022
September 29 2022
October 4 2022
October 11 - 12 2022
Ocober 13 - 14 2022
October 14 2022
October 17 2022

October 17 - 21 2022

Financial Aid Appeal Deadline - (D Term)
Incomplete Grades Due (summer semester)
Confirm attendance opens - (D Term)
Holiday Campus Closed (Labor Day)

First day of class

Confirm attendance closes - (D Term)

No Show Purge - (D Term)

Library Surveys

Course Evalustions (D Term)

Mid-term (D Term)

Last day to withdraw w/o academic penalty (D Term)
PDI Sessions (No Classes except T1 & T2)
Classes in Sessions (D Term)

Graduation Application/Portfolio Due
National Boss’s Day

Campus Police Week
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October 19 2022
October 24 2022
October 24 - 28 2022
October 26 2022
October 27 2022

October 28 2022

Advisory Committee Meetings
PreRegistraion Begins (spring semester)
Advisement Week Begins (spring semester)
Last Day of Class (D Term)

Final Exams (D Term)

Grades Dues (D Term) by 12:00 Noon
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Academic Calendar

ACADEMIC CALENDAR | SPRING SEMESTER 2023

A TERM, E-CAMPUS, T, T1 & T2 TERM (CTDL)

Date

Event

Janaury 2 2023
January 3 - 4 2023
January 3 2023
January 5 2023
January 5 - 12 2023
January 9 2023
January 9 2023
January 13 2023
January 16 2023
January 17 2023
January 19 2023
January 19 2023
January 23 2023
January 23 2023
February 1 2023
February 6 2023
February 6 2023
February 26 2023
February 27 2023
February 28 2023
March 1 2023
March 3 2023
March 6 2023
March 6 - 8 2023

March 12 2023

Holiday Campus Closed (New Year's Day )
Faculty Workday/Assement Planning
Confirm Attendance Opens (A) Term

1st Day of Class - spring semester (A & T) Terms
Bookstore Rush

Last Day to drop/add

1st Day of Class - Ecampus

Confirm Attendance Closes (A) Term
Holiday Campus Closed (MLK'’s Birthday )
No Show Purge (A Term)

Incomplete Grades Due (fall semester)
Financial Aid Disbursement (A Term)

1st Day of Class (T1 Term)

Bookstore Rush (T1 Term)

Refunds (A Term)

Pre Registration starts (T2 Term)

Library Survey’s (A & T Terms)

MidTerm (ecampus)

MidTerm (A Term)

PDI Sessions

PDI Sessions - No classes L (No Classes campus open)
Last Day of Class (T Term)

1st Day of Class (T2 Term)

Bookstore Rush

Daylight Savings Time
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March 13 2023
March 13 2023
March 13 - 17 2023
March 15 2023
March 15 2023
March 15 2023
March 20 2023
March 21 2023
April 3 -7 2023
April 10 2023
April 15 2023
April 17 2023
April 17 2023
April 26 2023
April 27 2023
May 1 2023
May 1 2023
May 2 2023
May 3 2023

May 4 - 12 2023
B TERM

Pre Registration starts - (summer & fall)

60% point - last day to withdraw (A Term)
Advisement Week (summer & fall)

60% point - last day to withdraw (ecampus)
Graduation Applications/Portfolio Due

Advisory Committee Meetings

Last Day of Class (T1 Term)

Spring Fling (Day & Evening)

Spring Break - Excluding CTDL

Library Survey’s (T2 Term)

Tax Day

Course Evalustion (A T2 Terms)

Pre Registration starts - (T Term summer semester)
Administrative Professionals Day

Albany Technical College Graduation - 7:00 PM
Last Day of Class - (A T2 Terms)

Pre Registration - (T1 Term summers semester)
Final Exams

All Grades Due - ( T2 Terms) 12:00 Noon

Faculty Annual Leave Option - Campus Open - No Classes

Date

Event

January 2 2023
Janaury 3 - 4 2023
January 3 2023
January 5 2023
January 5 - 12 2023
January 9 2023

January 13 2023

Holiday Campus Close (New Year’s Day
Faculty Workday Assessment Planning
Confirm Attendance Opens (B Term)

1st Day of Class - spring semester (B Term)
Bookstore Rush

Last Day to drop/add

Confirm Attendance Closes (B Term)
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January 16 2023
January 17 2023
January 19 2023
January 19 2023
January 31 2023
February 1 2023
February 6 2023
February 6 2023
February 13 2023
February 23 2023
February 24 2023
February 27 2023
February 27 - March 3 2023
March 17 2023

C TERM

Holiday Campus Close (MLK'’s Birthday)
No Show Purge (B Term)

Incomplete Grades Due (fall semester)
Financial Aid Disbursement (B Term)
Mid Term Grades Due (B Term)
Refunds (B Term)

Last Day to drop/add

Library Survey’s (B Term)

Course Evaluations (B Term)

Last Day of Class (B Term)

Final Exams (B Term)

Grades Due (B Term)

Success Term Break

Incomplete Grades Due (B Term)

Academic Calendar

Date

Event

February 27 - March 3 2023
February 27 2023
March 1 2023
March 6 2023
March 6 - 8 2023
March 12 2023
March 13 2023
March 13 - 17 2023
March 15 2023
March 15 2023
March 21 2023
March 23 2023

March 29 2023

Success Break

- March 3 2023 Registration (C Term)
Confirm Attendance Opens (C Term)
1st Day of Class (C Term)

Bookstore rush

Daylight Savings Time

Pre Registration starts (summer & fall)
Advisement Week (summer & fall)
Graduation Applications/Portfolio Due
Advisory Committee Meetings

Spring Fling (Day & Evening)
Financial Aid Disbursment (C Term)

MidTerm (C Term)
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April 3 -7 2023
April 52023
April 10 2023
April 12 2023
April 15 2023
April 17 2023
April 26 2023
April 27 2023
May 1 2023
May 2 2023
May 3 2023

May 4 - 12 2023
D TERM

Spring Break - Excluding CTDL

Refunds (C Term)

Library Surveys (C Term)

Last Day to withdraw w/o Academic Penalty
TAX DAY

Course Evaluations

Administrative Professionals Day

Albany Technical College Graduaiton - 7:00 PM
Last Day of Class - (C Term)

Final Exams - (C Term)

All Grades Due (C Term) 12:00 Noon

Faculty Annual Leave Option - Campus Open- No Classes

Date

Event

January 1 2023
January 2 -3 2023
January 11 2023
January 16 2023
January 17 2023
January 19 2023
Janaury 23 2023
January 23 2023
January 24 2023
January 24 2023
February 6 2023
February 14 2023
February 23 2023
February 28 - March 1 2023

March 1 2023

Holiday Campus Closed (New Year’s Day)

Faculty Workday Assessment Planning

Financial Aid Appeal Due - (D Term) spring semester
Holiday Campus Close (MLK'’s Birthday)

Academic Appeals - spring semester (D Term)
Confirm Attendance Opens (D Term)

1st Day of Class (D Term)

Bookstore Rush (D Term)

Confirm Addentance Closes (D Term)

No Show Purge (D Term)

Library Survey’s (D Term)

MidTerm Grades (D Term)

Last Day to drop/add w/o Academic Penalty (D Term)
PDI Sessions (no classes)

PDI Sessions - No classes except CTDL (Campus Open)
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March 12 2023

March 13 2023

March 13 - 17 2023

March 14 2023

March 15 2023

March 16 2023

March 31 2023

Daylight Savings Time

Pre Registration starts (summer & fall)
Advisment Week (summer & fall)

Last day of class ( D Term)

Final Exams

Grades Due

Incompleted Grades Due (D Term)
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Academic Calendar

ACADEMIC CALENDAR | SUMMER SEMESTER 2023

A TERM, E-CAMPUS, T & T1 TERM (CTDL)

Date

Event

May 4 - 12 2023

May 10 2023
May 11 2023

May 15 2023

May 15 - 22 2023

May 17 2023
May 21 2023
May 22 2023
May 23 2023
May 26 2023
May 29 2023
May 30 2023
June 1 2023
June 14 2023
June 14 2023
June 16 2023
June 16 2023
June 19 2023
June 26 2023
June 28 2023
July 3 2023
July 4 2023
July 13 2023
July 14 2023

July 14 2023

Faculty Annual Leave Option (College Open) no classes (A & T Terms)

Payment Deadline - summer semester

Confirm Attendance Open (A Term)

1st Day of Class - (A & T Terms)

Bookstore Rush - (A & T Terms)

Last day to withdraw drop add (A Term)

Confirm Attendance Closes (A Term)

1st Day of Class - (ecampus)

Financial Aid and No Show Purge (A & T Terms)
Incomplete Grades Due (spring semester)

Holiday (Memorial Day) College Closed - No Classes
1st Day of Class - (T1 Term)

Financial Aid Disbursement (A Term)

Advisory Committee Meeting (Make up Day)
Refund (A Term)

Graduation Applications/Portfolio due

Mid Term (A & ecampus Terms)

Holiday (Juneteenth) College Closed - No Classes

Fall Registration starts - fall semester

Last day to withdraw w/o Academic Penalty (A & ecampus Terms)

Faculty Annual Leave Option (College Open) no classes

Holiday (4th of July) (College Closed) no classes
Last Day of Class (T Term)
Grades Due (T Term)

Pre-registration starts (T Term) fall semester
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July 17 2023
July 27 2023
July 28 2023
July 30 2023
July 31 2023
August 1 - 11 2023
August 1 2023
August 4 2023
August 7 2023
August 11 2023
August 11 2023
August 14 2023
August 14 2023
August 14 2023
August 16 2023
August 16 2023

C TERM (CTDL)

Course Evaluations

Last Day of Class (A T1 Terms)

Final Exams

Last Day of Class - (ecampus)

All Grades Due - 12:00 noon

Faculty Annual Leave Option (College Open) no classes
Financial Aid Appeal Deadline - fall semester
Pre-registration starts (T1 Term) fall semester
Late registration - fall semester

Payment Deadline - fall semester

Change of Majoy Deadline - fall semester
Workday/Assessment Planning

Confirm Attendance Opens (A Term)
Academic Appeal Deadline

1st Day of Class - fall semester (A T Terms)

Bookstore Rush - (A & T Terms)

Date Event
May 15 - 26 2023 Faculty Workdays
May 30- 31 2023 Faculty Workdays

May 30 2023
June 1 2023
June 1-52023
June 2 2023
June 5 2023
June 14 2023
June 15 2023
June 16 2023

June 19 2023

Confirm Attendance Opens (C Term)

1st Day of Class - (C Term)

Bookstore Rush - (C Term)

Confirm Attendance - Closes (C Term)

No Show Purge - (C Term)

Advisory Committee Meetings (Make up Day)
Financial Aid Disbursement (C Term)
Graduation Applications/Portfolio Due

Holiday (Juneteenth) College Closed - No Classes
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June 26 2023 Pre Registation starts - fall semester

June 28 2023 Refund

June 29 2023 Mid Term (C Term)

July 3 2023 Faculty Annual Leave Option (College Open) no classes
July 4 2023 Holiday (4th of July) College Closed - No Classes

July 5 2023 Last Day to withdraw w/o academic penalty (C Term)
July 17 2023 Course Evaluations

July 27 2023 Last Day of Class (C Term)

July 28 2023 Final Exams

July 31 2023 All Grades Due - 12:00 Noon

August 1 - 11 2023 Faculty Annual Leave Option (College Open) no classes

August 1 2023 Financial Aid Appeal Deadline - fall semester
August 7 2023 Late registration - fall semester

August 11 2023 Payment Deadline - fall semester

August 11 2023 Change of Majoy Deadline - fall semester
August 14 2023 Workday/Assessment Planning

Note: Dates are subject to change, as needed, without prior notice. Please check the Student Services
webpage for updates. *Some health care programs may have an earlier admissions deadline. Check
your program and apply early!

¥ Withdrawing from a class can affect your Financial Aid, check with the Financial Aid Office for
details.

Student Services & Business Office Hours

e Mon - Thur. 8:00 am - 7:00 pm
e Fri:8:00 am - 4:00 pm

Student Services & Business Office Hours

* Student Services 229.430.5281
+ Disability Services 229.430.2854
* Business Office 229.430.3057
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Admissions Policies and Procedures

ADMISSIONS

Policies And Procedures

The following state Albany Technical College’'s (“the College”) policies and procedures governing the
admissions process:

Nondiscrimination

In accordance with the Statement of Equal Opportunity, Albany Technical College does 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).

The College will:

1. Strive to increase the future student's opportunities,

2. Guide the implementation of all activities related to admissions, its academic programs, student
financial aid and the recruitment, assessment, academic advisement/placement and retention of
students, and

3. Continuously work towards complimenting all academic programs.

Admissions Process

Admission to a Technical College System of Georgia (TCSG) college is a multi-step process which consists of
evaluation of prior academic experience and assessment for postsecondary readiness of eligible applicants.

Albany Technical College adheres to the TCSG policy stated above and defines the following for the purpose
of admissions to the College. Future students must:

1. Submit a completed Application for Admissions and $25.00 non-refundable fee;
2. Take the college entrance exam, if required.

Future students needing special accommodations must self-identify with the Special Needs Coordinator prior
to making an appointment with the Testing Center. The entrance exam may be waived for diploma programs if
the student has completed acceptable college or technical college credit for English and Math with grades of
"C" or higher; meets minimum SAT scores of 310 math and 270 critical reading; or attained ACT scores of 14
Reading, 13 English and 14 Math.

The entrance exam may be waived for degree programs if the student has completed acceptable college or
technical college credit for English, math and psychology with grades of "C" or higher; or meets minimum SAT
scores of 380 math and 290 critical reading; or attained ACT scores of 16 Reading, 14 English and 17 Math;
or a minimum of 525 on the English Language Arts (ELA) Georgia High School Graduation Test (GHSGT) to
exempt the reading and writing portions of the Compass exam.

The entrance exam will be waived if the applicant holds an associate degree or higher. An official transcript is
required for this waiver.

3. Submit official high school transcript or GED® score report showing graduation date and diploma type.
4. Submit official college or technical college transcripts for all previously attended institutions.

5. Attend the College’'s mandatory New Student Orientation and the specific area of study Orientation, if
applicable.

6. Register for classes during the dates specified on the Student Calendar.
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Some Health Care Technology programs require additional admissions assessment exams. Future students
interested in health-related programs should inquire with the Office of Admissions or program Faculty
Advisors for additional admissions information at least 30 days prior to the term they wish to enroll.

Required Academic Criteria

A General Education Development (GED®) diploma or high school diploma (verified by an official transcript
including graduation date and diploma type) will be required for admission to the Technical College unless
otherwise specified by the program’s standards. Home schooled students may follow an alternative path for
admission, described below. High school diplomas from unaccredited institutions, Certificates of Attendance
or special education diplomas are not recognized for admission purposes. Students with diplomas from
secondary schools located outside the United States must have their transcripts evaluated for equivalency by
an approved outside evaluation organization. Applicants who have successfully completed (C or better) a
minimum of 30 semester or 45 quarter credit hours at the degree level may submit official transcripts from all

previously attended colleges accredited by an accepted accrediting agency in lieu of a GED® diploma or high
school diploma. However, if applying for financial aid, a high school transcript is required.

In order to be accepted by a Technical College, the applicant must have been awarded a high school diploma
from a secondary school that is on the TCSG approved accreditation agency list. Graduates of unaccredited

high schools must obtain a GED® diploma.

Applicants of home schools located in Georgia who did not attend a recognized accredited program must
adhere to the following alternative path for admission:

» Submit a Certificate of Attendance form from the local superintendent’s office verifying that (1) the parent or
legal guardian notified the superintendent of intent to home school and (2) that the parent or legal guardian
submitted the required attendance reports as required by O.C.G.A. § 20-2-690.

» Submit annual progress reports or a final transcript for the equivalent of the home-schooled student’s junior
or senior years. The final progress report should include the graduation date.

Applicants of home schools located outside the state of Georgia who did not attend a recognized accredited
program must adhere to the following alternative path for admission:

» Submit annual progress reports or a final transcript for the equivalent of the home-schooled student’s junior
and senior years. The final progress report should include the graduation date.

» Submit SAT or ACT scores that meet the TCSG system minimum requirements.

Presidents of Technical Colleges may waive the GED® diploma/high school diploma requirement for those

secondary students or those pursuing a GED® diploma who are otherwise eligible to enroll in a specific
program of study.

College Entrance Exam

ATC, in accordance with the Technical College System of Georgia (TCSG), uses the ACCUPLACER
instrument for measuring proficiency in reading, writing, algebra and math. An applicant must achieve
minimum admissions scores on these tests as specified in the program state standards. Acceptable scores on
a statistically validated test such as the Scholastic Aptitude Test (SAT), or American College Test (ACT) will be
accepted in lieu of the ACCUPLACER test. Entrance scores vary by program. The program-specific entrance
scores are minimum requirements, and some programs require higher scores. Reasonable accommodations
are made during testing for those who need them and who have self-identified with the Special Needs
Coordinator. Students who apply for associate degree programs must meet the following current score
requirements:
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ACCUPLACER NEXT ACCUPLACER-
GENERATION-
Reading 236 Reading 64
Comprehension
Writing 249 Sentence Skills 70
Quantitative 245 Algebra 57
Reasoning

Assessment results will be valid for placement purposes for a period of 60 months and are transferable to any
TCSG college.

Official transcripts from a regionally or nationally accredited postsecondary institution recognized by the U.S.
Department of Education documenting equivalent program-level English and math coursework successfully
completed (C or better) may be used in lieu of completing the corresponding portion of the TCSG-approved
assessment instrument.

Transfer Admission Requirements

Applicants to ATC who have been previously enrolled at a post-secondary institution will be considered for
admission under the following criteria:

1. Applicants who are in good standing at their previous institution may be accepted in good standing.

2. Applicants who are on academic probation at their previous institution may be accepted only on academic
probation.

3. Applicants who are on academic or disciplinary suspension will not be accepted unless they have satisfied
the conditions of their suspension and are eligible for re-admission into their former college.

Applicants for transfer admission must submit the following to the Admissions Office:

1. Application for Admissions and a $25.00 non-refundable fee;

2. Official transcript(s) from each post-secondary institution attended;

3. Official high school transcript;

4. SAT, ACT or other nationally recognized admissions entrance exam scores, as applicable.

If scores are not available, a student should report when scheduled for the admissions entrance exam.
Incoming Transient Student Admission Requirements

Students wishing to attend Albany Technical College as a transient student must meet the following
conditions:

1. Submit an Application for Admissions and a $25.00 non-refundable fee;

2. Present a Transient Agreement Form (TAF) or letter from the Registrar of the home institution to the
effect that the student is in good standing, which course(s) the student is eligible to register for, and
that the student is eligible to return to that institution.

3. Pay the Albany Technical College schedule of tuition and fees.

The 18 credit hour maximum may be waived for transient students upon the written recommendation of the
home institution.
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Admissions Requirements For Non-Credit Courses

1. Students must submit a completed non-credit application.

2. Students must be 16 years of age or older.

3. A high school diploma or GED® is not required unless specified in the course requirements.

4. An admissions test is required for entry into certain courses.

5. No financial aid is available for non-credit courses.

Notification Of Acceptance

Admissions Applications are processed and the names of applicants placed on a list for program admission

on a first-come priority. Students are notified by regular mail, electronic mail, or in person, of their acceptance
into a program, and how to register for classes.
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ADMISSION CATEGORIES

Students shall be admitted to Albany Technical College in one of the following categories: Regular,
Provisional, Learning Support, Special, or Transient.

Regular

Regular admission of students to a technical certificate of credit, diploma or degree program is contingent
upon their meeting statewide admissions requirements and institutional admissions requirements established
for that specific program and upon their proper completion of application, assessment, and registration
procedures.

Those students for which assessment is required will adhere to the admission requirements as indicated for a
diploma or degree program and will be classified as regular students. Those students for which program
assessment is not required will be exempted from the assessment requirement of this policy, but must comply
with the remainder of the requirements in order to be classified as a regular student. All diploma or degree
students must achieve regular admission status before graduation. Regular admission of transfer students to
a diploma program is contingent upon their meeting the following requirements: a) regular admission and
good standing at a regionally accredited diploma or degree granting institution, b) proper completion of the
Admissions Application and related procedures.

Provisional

Provisional admission of students to a diploma program for which assessment is required is based on an
evaluation of assessment scores and other admission data by the Director of Admissions and program faculty,
and upon proper completion of application, assessment and related procedures.

Provisional admission of transfer students to a diploma program is contingent upon their meeting applicable
licensure and accreditation requirements. Provisionally admitted students must satisfy learning support
requirements and/or take general education courses and may take certain occupational courses as
designated in the program-specific standards. All diploma program students initially admitted on a provisional
basis must have satisfactorily completed the necessary prerequisite and learning support coursework in order
to progress through the State Standards curriculum and must meet regular admissions for that program within
12 months of acceptance.

Students are not admitted on a provisional basis into health care programs, cosmetology, or technical
certificate of credit programs.

Special Admit Status (Non-Credential Seeking)

The special admissions category is designed to be an admission method for non-award seeking students.
The following specifics define the parameters of this classification:

. Be classified as non-award seeking at time of admission.

. Be granted special status upon recommendation of the Admissions Director.

. Receive credit for regular program coursework, which is satisfactorily completed.

. May apply up to a maximum of 18 semester credit hours into a specific program for credential seeking
purposes after achieving regular admit status. The number of hours taken as a special admit student in
no way waives the requirements of the regular admission process, including the state approved
assessment process.

. May enroll in classes only a space-available basis.

. Adhere to the specific institutional prerequisite course requirements when selecting courses.

. Will not be eligible for any financial aid.
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Transient Status

A student in good standing at another accredited institution may be permitted to enroll as a transient student
on a space-available basis at a technical college in order to complete work to be transferred back to the home
institution. Students who submit a Transient Agreement Form or Letter from their home institution are granted
Transient admission status. The Transient Agreement Form or Letter should verify that the student is in good
standing and should list the courses that student is eligible to take. A current Transient Agreement Form or
Letter is required for each term of enrollment.

Auditing Courses - Audit

Applicants must submit an Admissions Application, pay the non-refundable application fee and all regular
fees, and register for the class. Applicants for audit are not required to take the college entrance assessment.
Credit is not awarded for courses taken on an audit basis. Courses taken on an audit basis will not be used
for certification for federal financial aid, HOPE, TANF, Social Security or Veteran’s Administration educational
benefits. Students will be allowed to audit courses on a space available basis.

Admission Of Disadvantaged And/Or Students With A Disability

Within a framework of personal guidance and evaluation, special services are provided for the disadvantaged
and/or disabled student. These services include aiding students in setting realistic goals, developing
individualized programs of study, providing job orientation and job search services, providing assistance in
determining the degree and nature of their disabilities and/or disadvantages, and providing referrals to
community service agencies for additional assistance.

A student may be accepted as a disadvantaged or disabled student when he/she cannot meet the
recommended entrance exam score(s) to enter a program under regular or provisional status but whose
aptitudes and other factors indicate a likelihood of success in at least a segment of the total program. Limited
English speaking students may be included in the disadvantaged group. For further information on
disadvantaged student admissions, contact the Special Needs Coordinator at (229) 430-2854. For information
on hearing impaired and visually impaired student admissions, contact the Director of Special Needs & LEAP
program at (229) 430-2854.

Re-Admission

Students dismissed or suspended from the institution because of administrative action, absenteeism or
academic reasons may apply to re-enter after completing the designated absence. Application to re-enter
must be made through the Office of Admissions; however, reapplying does not guarantee acceptance. Upon
re-entry to the college, regardless of the reason, all students must follow standards, policies, and regulations
that are in effect at the time of re-entry. A change of program is considered a re-admission and applications to
change a program must be made through the Academic Advisement Center, subject to the $15.00 processing
fee if it is your second or greater change. The deadline for change of major is noted on the Academic
Calendar. Re-admission applications are due in the Admissions office no later than 30 days before the start of
a new academic term, and applicants must follow the specific program of study’s admissions process.
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GENERAL ADMISSION REQUIREMENTS FOR THE ASSOCIATE
DEGREE PROGRAMS

Associate of Applied Science Degree Programs

Albany Technical College (ATC) offers an associate of applied science degree (AAS) and an associate of
nursing (ASN) degree in specified credit programs, as approved by the State Board of Technical and Adult
Education, the Technical College System of Georgia. The AAS degree includes a sequence of courses in the
fundamental and specific occupational requirements that prepare the student for an advanced degree in his or
her program choice. The AAS degree programs offer the academic, technical and professional knowledge and
skills required for job acquisition, retention and advancement.

Students may enroll in core courses for associate degree programs each term. Entrance dates for
occupationally specific courses within the associate degree programs vary by program.

Age

The minimum age for students applying to Albany Technical College is 15; however, certain programs require
students to be older. Please refer to each program for specific age requirements.

Education

A high school diploma or a General Education Development diploma (GED®) is required for admission to ATC
for degree programs.

College entrance exam

ATC, in accordance with the Technical College System of Georgia (TCSG), uses the ACCUPLACER
instrument for measuring proficiency in reading, writing, algebra and math. An applicant must achieve
minimum admissions scores on these tests as specified in the program state standards. Acceptable scores on
a statistically validated test such as the Scholastic Aptitude Test (SAT), or American College Test (ACT) will be
accepted in lieu of the ACCUPLACER tests. Entrance scores vary by program. The program-specific entrance
scores are minimum requirements, and some programs require higher scores. Reasonable accommodations
are made during testing for those who need them. Students who apply for associate degree programs must
meet the following current score requirements:

ACCUPLACER NEXT ACCUPLACER-
GENERATION-
Reading 236 Reading 64
Comprehension
Writing 249 Sentence Skills 70
Quanitative 245 Elem. Algebra 57
Reasoning

Students applying for the associate degree programs will be allowed to begin the degree program in
provisional status, except for Health Care Technology programs. Provisional status is defined as requiring no
more that the highest level of remedial course work in the discipline. Student will be required to take the
remedial class within the first two terms of admissions and pass that area before being admitted as a regular
status student. If the score requirement is met in one placement area on the initial ACCUPLACER test, the
student is not required to retest in that particular subject area. Student should consult with office of
admissions for information on specific academic program requirements.

Interviews
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Students are not interviewed for admission to ATC, but may be interviewed for admission to a particular
academic program.

General Education Course Offerings
While the emphasis in technical education is on specialized occupational offerings, each Associate Degree

program includes at least one general education course from each of the areas of humanities/fine arts, social
sciences/behavioral sciences, and natural sciences/mathematics. These courses are listed below.

Associate Degree General Education Courses
See program requirements for specific course selections
AREA | LANGUAGE ARTS/COMMUNICATION (3 CR. MIN.)
English Composition
Communications/Speech
Foreign Language
Required:
ENGL 1101 Composition and Rhetoric 3

Electives offered at ATC:

ENGL 1102 Literature and Composition 3

ENGL 1105 Technical Communications 3

AREA Il SOCIAL/BEHAVIORAL SCIENCE (3 CR. MIN.)

Economics
Ethnology/Ethnic Studies
History

Political Science
Psychology

Sociology

Choose from these courses offered at ATC:

ECON 1101 Principles of Economics 3
PSYC 1101 Introductory Psychology 3
SOCI 1101 Introduction to Sociology 3
POLS 1101 American Government 3
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AREA 1l NATURAL SCIENCE/MATHEMATICS (3 CR. MIN.)

Astronomy
Biology
Chemistry
Computer Science
Geography
Mathematics
Physics
Required:
MATH 1111 College Albegra 3
Electives offered at ATC:

MATH 1101 Mathematical Modeling 3

Choose from these courses offered at ATC:

BIOL 2113 Anatomy and Physiology | 3
BIOL 2113L Anatomy and Physiology Lab | 1
BIOL 2114 Anatomy and Physiology I 3
BIOL 2114L Anatomy and Physiology Lab Il 1
MATH 1113 Precalculus 3
MATH 1131 Calculus | 3
PHYS 1110 Introductory Physics 3

AREA IV HUMANITIES/FINE ARTS (3 CR. MIN.)

Art Appreciation

American Literature
English Literature

Film Studies/Criticism
Humanities
Literature/Cultural Studies
Music Appreciation

Philosophy
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Religion
Theater Appreciation
World Literature

Choose from these courses offered at ATC:

ARTS 1101 Art Appreciation 3
HUMN 1101 Introduction to Humanities 3
ENGL 2130 American Literature 3

PROGRAM-SPECIFIC REQUIREMENTS (3 CR MIN)

An additional 3 credit course must be taken from Area |, Il, Il or IV. See program advisor for recommended
courses.

Degree and Diploma level students must successfully demonstrate General Education competencies by:

¢ Communicate effectively orally and in writing
¢ Perform basic mathematical calculations
* Demonstrate positive work ethics, interpersonal skills, and the ability to think critically
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GENERAL ADMISSION REQUIREMENTS FOR THE DIPLOMA
PROGRAMS:

Diploma Programs

Albany Technical College offers diploma programs on a credit-hour basis, varying in length from 37-54
semester credit hours, on both day and evening schedules. Students may enroll in core courses for diploma
programs each term. Entrance dates for occupationally specific courses within the diploma program vary by
program. The length of each program is approximate. The actual time required to complete a program will
depend upon various factors, such as scheduling of classes, academic performance and date of entry.
Students enrolled in the evening may have to take some courses during the day in order to complete the
diploma program. Applicants are encouraged to meet with the program advisor for detailed information.

Age

The minimum age for students applying to Albany Technical College is 15, however, certain programs require
students to be older. Please refer to each program for specific age requirements.

Education

A high school diploma or a General Education Development diploma (GED®) is not required for admission to
ATC or to a program area unless specified by program standards. However, prior to graduation from all
diploma programs and specified certificate programs, students must receive a high school diploma or a

GED®. All students will be offered the opportunity to receive remedial instruction, if required.
College Entrance Exam

ATC, in accordance with the Technical College System of Georgia (TCSG), uses the ACCUPLACER
instrument for measuring proficiency in reading, writing, algebra and math. An applicant must achieve
minimum admissions scores on these tests as specified in the program state standards. Acceptable scores on
a statistically validated test such as the Scholastic Aptitude Test (SAT), American College Test (ACT) will be
accepted in lieu of the ACCUPLACER test. Entrance scores vary by program. The program-specific entrance
scores are minimum requirements, and some programs require higher scores. Reasonable accommodations
are made during testing for those who need them. The student must self-identify.

Ability to Benefit Exam

An applicant who does not have a high school diploma or GED® may demonstrate eligibility for entry into

those programs not requiring a diploma/GED® if the applicant achieves acceptable scores on the Ability to
Benefit Examination (ATB), as well as acceptable program entry scores. Passing the ATB exam does not take

the place of having a high school diploma or GED® for those programs that require a diploma or GED® for
admission.

Interviews

Students are not interviewed for admission to ATC, but may be interviewed for admission to a particular
academic program.

Each diploma program also includes a set of general education courses providing background in
mathematics, communications, and interpersonal skills.

Diploma Basic Skills Courses

Choose from these courses accepted at ATC, based on program requirements:
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MATHEMATICS (3 CR. MIN.)

MATH 1011 Business Math

MATH 1012 Foundations of Mathematics
MATH 1013 Algebraic Concepts

MATH 1015 Geometry and Trigonometry

COMMUNICATIONS (3 CR. MIN.)

ENGL 1010 Fundamentals of English |

ENGL 1012 Fundamentals of English Il

INTERPERSONAL SKILLS (2 CR. MIN.)

EMPL 1000 Interpersonal Relations and Professional Development

PSYC 1010 Basic Psychology
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GENERAL ADMISSION REQUIREMENTS FOR THE CERTIFICATE
PROGRAMS:

Technical Certificate Programs

ATC offers technical certificates of credit (TCC’s), an award based on completion of a coherent grouping of
courses taken from any state-approved post-secondary standard curriculum. Any TCC program must be at
least 9 semester credit hours in length and may not exceed 36 semester credit hours.

TCCs are divided into four categories:

1. EMBEDDED CERTIFICATES — These technical certificates of credit are offered to provide students
with a short-term program of study geared toward a specific occupational program of study. Credits
earned through technical certificates may be applied to some diploma programs or other technical
certificates.

Students enrolled in a diploma or degree program will be recorded as a graduate of the technical
certificate program when:

1. the student has completed all of the requirements for the TCC,
2. the student requests the TCC, or
3. the technical college chooses to award a TCC with acknowledgement from the student.

Students enrolled in a major may receive simultaneous awards for a diploma and technical certificate,
if the requirements may have been met, even though they were not enrolled in a secondary major.

2. STAND-ALONE CERTIFICATES — Certificate programs that do not have degree or diploma level
work attached.

3. ADD-ON CERTIFICATES — Related courses that go beyond the competencies in the TCC are added
to provide additional specialization.

4. OCCUPATIONAL SPECIALIZATION CERTIFICATES - These technical certificates of credit are
developed to provide graduates or those with in-field occupational experience the opportunity to
acquire advanced competencies to broaden employment options and to add occupational
specializations to existing skills.

Students must have completed the specified diploma program before entry into the occupational
specialization certificate program.

Age

The minimum age for students applying to Albany Technical College is 15; however, certain programs require
students to be older. Please refer to each program for specific age requirements.

Education

A high school diploma or a General Education Development diploma (GED®) is not required for admission to
ATC or to a program area unless specified by program standards. However, prior to graduation from all
diploma programs and specified certificate programs, students must receive a high school diploma or a

GED®. All students will be offered the opportunity to receive remedial instruction if required.

College Entrance Exam
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ATC, in accordance with the Technical College System of Georgia (TCSG), uses the ACCUPLACER
instrument for measuring proficiency in reading, writing, algebra and math. An applicant must achieve
minimum admissions scores on these tests as specified in the program state standards. Acceptable scores on
a statistically validated test such as the Scholastic Aptitude Test (SAT), American College Test (ACT) will be
accepted in lieu of the ACCUPLACER tests. Entrance scores vary by program. The program-specific entrance
scores are minimum requirements, and some programs require higher scores. Reasonable accommodations
are made during testing for those who need them. The student must self-identify.

Ability to Benefit Exam

An applicant who does not have a high school diploma or GED® may demonstrate eligibility for entry into

those programs not requiring a diploma/GED® if the applicant achieves acceptable scores on the Ability to
Benefit Examination (ATB), as well as acceptable program entry scores. Passing the ATB exam does not take

the place of having a high school diploma or GED® for those programs that require a diploma or GED® for
admission.

Interviews

Students are not interviewed for admission to ATC, but may be interviewed for admission to a particular
academic program.
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GEORGIA RESIDENCY REQUIREMENTS

Legal residence in the State of Georgia requires not only recent physical presence in Georgia, but also the
element of intent to remain indefinitely. Albany Technical College has the responsibility of evaluating each
Admissions Application, while each student has the responsibility of conveying current and accurate residency
information. This information is used in determining the appropriate fees to be paid by each student.

When applying for admission to ATC, an individual must indicate whether or not he/she is a legal resident of
the State of Georgia, and for what period of time. To be classified as an in-state student for tuition purposes,
an individual who is 18 years of age or older must show that they have been a legal resident of Georgia for a
period of no less than twelve (12) consecutive months immediately preceding the first day of class for the
term they wish to enroll. Please refer to the Financial Aid section for Georgia residency requirements that are
specific to Financial Aid eligibility, as those guidelines may differ from general College Admissions guidelines.
When a question arises concerning legal residence, proof of intent to remain in Georgia indefinitely must be
reviewed, with each case being considered unique and evaluated accordingly. Proof of intent to remain in
Georgia indefinitely can be documented by a review of documentation such as driver’'s license, voter
registration card, automobile registration or other documents at the discretion of Albany Technical College.

A dependent student meets the Georgia residency requirements if his/her parent or guardian has established
and maintained domicile in the state of Georgia for a period of at least twelve months immediately preceding
the first day of classes of school term for which the student is seeking in-state tuition. Military personnel and
their dependents stationed in Georgia and on active duty are exceptions.

If a parent or legal guardian of a minor changes his/her legal residence in Georgia, a minor student may
continue to take courses for a period of twelve consecutive months as an instate student. After the twelve-
month period, the student may continue this registration only upon the payment of fees at the out-of-state
rate.

In the event that a legal resident of Georgia is appointed as guardian of a nonresident minor, such minor will
not be permitted to register as an in-state student until the expiration of one year from the date of court
appointment, and then only upon proper evidence that such appointment was not made to avoid payment of
out-of state fees.

Aliens shall be classified as non-resident students; however, an alien who is living in this country under an
immigration document permitting indefinite or permanent residence shall have the same privilege of qualifying
for in-state tuition as a citizen of the United States.

A student must petition the technical college if the student is asking for a change in residency status. Change
in residency status for fee purposes is not automatic. Change in residency status requests should be directed
to the Admissions Office.

EXCEPTIONS TO GEORGIA RESIDENCY REQUIREMENTS

Students meeting the following exceptions are considered as in-state residents, and therefore qualify for the
HOPE program:

1. Employees and their children who move to Georgia for employment with a new or expanding industry
as defined in Georgia Code 20-4-40.

2. Non-resident students who are financially dependent upon a parent, parents, or spouse who has been
a legal resident of Georgia for at least twelve (12) consecutive months immediately preceding the first
day of class for the term they wish to enroll; provided, however, that such financial dependence shall
have existed for at least twelve (12) consecutive months immediately preceding the first day of class
for the term they wish to enroll.

3. Full-time employees of Georgia's Technical Colleges, their spouses, and their dependent children.

4. Full-time teachers in the public schools of Georgia or in a post-secondary college, their spouses, and
their dependent children.

5. Teachers employed full-time on military bases in Georgia.
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6. United States military personnel stationed in Georgia and on active duty and their dependent children
living in Georgia.

7. United States military personnel and their dependent children that are legal residents of Georgia, but
are stationed outside the State.

Students meeting the following exceptions will receive out-of-state tuition waivers but will not be considered
as Georgia residents. These students do not qualify for the HOPE program:

1. Students who are legal residents of out-of-state counties bordering on Georgia counties in the service
areas in which an institution of the Technical College System of Georgia is located and who are
enrolled in said institution.

2. International students selected by the college president or authorized representative, provided
however, that the number of the international students exempted does not exceed one percent of the
total enrollment of full-time students.

3. Career consular officers and their dependents that are a citizen of the foreign nation, which their
consular office represents and who are stationed living in Georgia under orders of their respective
governments. This waiver shall apply only to those consular officers whose nations operate on the
principle of educational reciprocity with the United States.

UNDOCUMENTED IMMIGRANTS

In accordance with 8 USC § 1611 and 1621, Albany Technical College does not provide federal or state
funded financial aid programs to undocumented immigrants. Undocumented immigrants shall be charged out-
of-state tuition (twice that paid by a resident of Georgia) as per 8 USC § 1623.
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REGISTRATION

Upon advisement, eligible students may pre-register/ register for the upcoming academic term. Eligible
students are those who have been officially accepted to ATC, continuing students not on academic
suspension, and students enrolling under the special status provisions are eligible to register. Upon
registration, students must confirm their intent to matriculate by paying tuition and fees or completing the
student financial aid process. It is the responsibility of the student to complete the proper forms and
procedures for registration and to verify that his or her schedule of classes is correct. Registration is complete
when all tuition and fees are paid.

LATE REGISTRATION

Late registration will be allowed on a space-available basis for students who do not register by the specified
deadline date. An additional non-refundable fee of $45.00 will be charged for late registration. The late
registration fee will be charged by the payment due date, according to the student calendar.

ACADEMIC ADVISEMENT

After taking the college entrance exam, students will be initially advised by an Academic Advisor and then
referred to their assigned program faculty advisor and/or online success coach after the student
takes/transfers in 15 credit hours of courses.

ACADEMIC LOAD

Students must register for 12 or more credit hours to be considered full-time. No student will be allowed to
register for more than 18 credit hours without approval from the Registrar &/or Vice President of Academic
Affairs.

PROGRAM CHANGE

Students are permitted to request a change of program once with no charge during their academic tenure at
ATC. Any additional change of programs will incur a $15.00 charge. The student must visit the Registrar's
Office in the Kirkland Building to meet with an Academic Advisor. After determining the status of the program
change the Academic Advisor will direct the student to the next step to pay the $15 charge at the business
office in required. Students must visit the for Financial aid office for counseling and transfer to Registrar. The
Registrar’s office will complete this process and refer student to advisor for registration.

Change of program forms must be submitted by the published deadline date in order to be processed for the
next semester.
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TRANSFER CREDIT
TRANSFER CREDIT FROM OTHER INSTITUTIONS

Albany Technical College recognizes previous postsecondary coursework by accepting credit earned from
other regionally or nationally accredited institutions. Additionally, transfer credit may be awarded for military
training or corporate courses where appropriate. There is no charge for transfer credit.

Criteria for transfer credit:

1. The course is essentially the same in content as the course(s) at Albany Technical College.

2. The course was completed with a grade of “C” or better.

3. An official transcript is on file in the student’s admission file from all postsecondary institutions attended.

4. Occupationally related course work has been evaluated and approved for transfer credit by the appropriate
program dean and instructor, when requested by the Registrar.

5. Occupationally-specific courses were taken fewer than 10 years prior to admissions.
6. Continuing Education Units (CEU), remedial, and study skills courses are not accepted for transfer.

There is no time limit on transferability of general education courses. General education courses earned at
the Doctorate, Master’s, Bachelor of Arts, Bachelor of Science, Associate of Arts, and Associate of Science
levels from any regionally or nationally accredited institution will meet the general education core
requirements of any associate, diploma, or certificate program offered at Albany Technical College.

Grade points are not assigned to transfer credit. Should a student receive advanced standing through transfer
credit, the student will be required to complete at least 25% of the required curriculum for graduation from
Albany Technical College.

It is possible for a combination of courses from another single institution to present the same material as in a
single course at Albany Technical College. Credit may be transferred in an amount equal to the corresponding
Albany Technical College course(s) when the evaluation yields a sufficient degree of comparability in content,
nature, and intensity between the combination of the transfer institution’s courses and the corresponding
courses at Albany Technical College.

Courses to be considered for transfer credit in the practical nursing program from colleges external to the
Technical College System of Georgia must be reviewed and approved by the chairperson of the practical
nursing program.

Credit is awarded once for a completed class. Once the evaluation is complete, the student has access to this
information via their Bannerweb account.

Transfer credit for courses taken at non-accredited postsecondary institutions may be awarded if the course
meets the criteria for transfer credit and the student earns a score of 80% or higher on a course exemption
exam.

Credit for military service colleges is awarded according to the Service Members Opportunity College Guide
(SOC Guide) recommendations.

A student seeking transfer status into the Practical Nursing program while enrolled in a nursing program at
another College must:

1. Have an overall GPA of 2.5.

2. Complete the Practical Nursing Transfer Status Form prior to 30 days before the start of the semester.
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3. Maintain a GPA of 2.7 in each term.
4. Failure in one or more course may result in termination in subsequent semesters.

5. Students who are terminated will be eligible for readmission to the Practical Nursing program after five (5)
years.

A student seeking transfer status into the Practical Nursing program while enrolled in a nursing program from
another College with an overall GPA of less than 2.5 will not be eligible to enroll as a transfer student.

APPEAL OF TRANSFERABILITY OF COURSE EQUIVALENCIES

Students who wish to appeal the evaluation of transfer credit may do so through the Office of the Vice
President of Student Affairs and Enrollment Management. When making an appeal, students must be
prepared to provide supporting documentation (e.g., course syllabus, course description, transfer institution’s
catalog).

TRANSIENT CREDIT

Albany Technical College students desiring to take a course or courses from another accredited institution
must have prior approval from the Albany Technical College registrar and meet the following requirements:

1. Be in good academic standing.
2. Be program-ready/college level.

3. Completed two terms of academic history at Albany Technical College, with a minimum 2.0 grade point
average

4. Completed COMP 1000 or COLL 1020 with a grade of “C” or better

5. Meet all pre-requisite requirements for which transient credit is sought.
6.Requested transient credit must be a required credit for student’s program

7. Transient credit is not offered on home campus during requested semester/term

It is the student’s responsibility to apply to the institution they wish to attend as a transient student and have
an official document sent to Albany Technical College at the end of the term in order for the grade to be issued
as a transfer grade. Only grades of “C” or better are accepted as transfer grades. If transient status is not
approved at the host college, courses will not be eligible for transfer to an Albany Technical College program
of study.

ADVANCED PLACEMENT CREDIT

In order for advanced credit to be considered, students must provide information and written documentation
setting forth the education or qualifications they believe qualify them for advanced credit.

Credit Earned At Foreign Institutions

The foreign government or state governmental agency of a foreign country must be formally recognized as an
educational institution offering post-secondary instruction leading toward a degree or diploma comparable to
that offered at Albany Technical College. Transfer credits or completed degrees from foreign institutions are
evaluated on a case-by-case basis with evaluation from an independent source. Please see Admissions
Director for a list of eligible NACES® service providers. Transfer students from foreign institutions must
provide course descriptions, along with an official transcript evaluation and/or translation.
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International Students

It is the policy of the Technical College System of Georgia that Visa status is not a condition for admissions to
technical colleges; however, prospective students must meet the state approved admissions requirements as
outlined for all students. While Visa status is not a condition for admission; it is critical information that must
be collected for effective student advisement and tuition and fee assessment purposes.

The President of Albany Technical College has the authority to determine if the College will issue 1-20s. If the
President elects to issue I-20s, the College must first obtain approval from The Department of Homeland
Security/Citizenship and Immigration Services (CIS). ATC shall adhere to the policies and procedures as
outlined by CIS for the issuance of 1-20s. The President of ATC shall have the authority to waive out-of-
country tuition rates (four times that paid by a resident of Georgia) for students who are not citizens of the
United States if such waivers do not exceed five percent (5%) of the technical college's full-time enrollment.
This waiver allows the student to pay out-of-state tuition rates but does not qualify the student for HOPE.
Waivers of out-of-country tuition rates are not available to undocumented immigrants. Undocumented
immigrants shall be charged out-of-state tuition (twice that paid by a resident of Georgia) as per 8 USC §
1623.

Exemption Credit

Instructional departments, on an optional basis, may establish approved exams to be administered by the
Special Populations Coordinator for credit exemption purposes. Students with prior military training,
documented prior education and/or work experience may take a course exemption test before registering for
a course. The student must obtain a request for exemption testing from the Special Populations Coordinator
and pay a test administration fee based on the cost per credit hour.

When a student passes a course exemption test, it is reported to the registrar for entry on the student’s
permanent academic record showing the course number and title. Credit hours are awarded, but no grade is
given. No money is refunded if the exam is not passed, and students may only take a course exemption test
once. Exemption testing is scheduled as needed on an individual basis. The following rules govern exemption
tests:

The following rules govern exemption tests:
1. A student cannot take an exemption test for a class if he/she is currently registered for that class.
2. A student cannot withdraw from a course and sign up to take an exemption exam.

3. A student cannot take an exemption exam for a course in which a grade has been earned or has been
previously attempted.

4. All exemption tests must be taken prior to the first day of class for the planned term of entry.

5. A student cannot exempt more than 18 credit hours per term without approval of the Vice President for
Academic Affairs.

6. If a given course has a prerequisite course requirement, the prerequisite must be satisfied by either
exemption or successful completion of the course before exemption may be attempted.

7. The minimum pass rate for an exemption examination is 80%.

8. No grade, grade points or credit hours are assigned to exempted examination credit. A grade of EXE will be
entered on the permanent record if the exemption exam is completed successfully.

9. Any student receiving exemption credit through examination, transfer credit, or transient credit must still
complete at least 25% of the credit hours of the required curriculum for graduation at Albany Technical
College.
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10. Students are responsible for the cost of the exemption exams; financial aid is not available for exemption
exams.

Prior Learning Assessment (PLA)

Albany Technical College recognizes that individuals can develop mastery of course competencies through
non-traditional educational environments such as: employment, military and corporate training, professional
certifications, noncredit courses, and other life experiences. The term "prior learning” is utilized to describe
these methods of learning. ATC accepts credit for prior learning when the equivalency is validated by
academically sound and rigorous assessment.

Credit will be awarded only for demonstrable college level learning, and not for experience. The burden of
proof lies with the student to demonstrate through testing or appropriate documentation, such as transcripts
and certificates, submitted to designated College authorities, that the learning meets specific learning
objectives and standards set forth in course syllabi and programs approved by related accrediting bodies.
Prior Learning may have been required for professional competence; is reasonably current (some learning is
time sensitive); is comparable to courses offered in colleges or universities; implies a conceptual (theoretical)
and practical understanding of the course(s). Any credits awarded through PLA must be in accordance with
the Standards of The Southern Association of Colleges and Schools Commission on Colleges (SACSCOC
Standard 10.7) and policies and guidelines of the Technical College System of Georgia.

Contact the Vice President of Academic Affairs at (229) 430-3518, for more information.

Student requirements for PLA:

1. Students must be admitted as Regular degree/diploma seeking students to a TCSG institution;
2. Student must declare a program of study (major);

3. Student must consult with program faculty advisor about the possibility and advisability of seeking credit for
prior learning;

4. Student must consult with the program faculty advisor to confirm that PLA credit will directly apply to the
curriculum requirements of the declared major;

5. Student must register for specified prior learning opportunity, pay any required fees, and meet defined
learning objectives, standards, and scores for credit to be awarded,;

6. Posting of credit to the student academic transcript will occur following one semester hour completed at the
TCSG institution where admitted:;

7. Student must recognize that any change of degree/diploma program will result in review of all transcripted
credit, including PLA. Transfer and PLA credit must apply directly to the curriculum being studied. Any
deviation may result in the loss of credit obtained utilizing PLA;

8. PLA credit cannot be utilized to fulfill residency requirements of the institution. The TCSG requires that a
minimum of twenty-five percent (25%) of graduation requirements for a particular program of study be
completed at the Technical College granting the award. Contact the Registrar for specific program residency
requirements.

9. PLA credit cannot be used for courses where accreditation or college policies prohibit its use;
10. PLA credit cannot duplicate credit for other courses;
11. Transferability of PLA to another institution cannot be guaranteed,

12. In the event of an appeal, student must follow posted appeal process. Recommendations and scoring by
ACE, CLEP, and other external bodies are under the auspices of the evaluation body and cannot be appealed
at the college level.
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Program Transfer Credit

Program transfer students who transfer from one program to another program within the institution will be
given full credit for all courses common to both programs, provided the occupational classes were completed
within the past 10 years. The procedure for a transfer to another program is as follows: Student must fill out
and complete all steps on the Change of Program form, available in the Registrar's Office located in the
Kirkland Administration Building. The student must meet all admissions requirements for the new program.
The Change of Program Form must be submitted through the Registrar’s Office for the change to be official.
Students are permitted to request a change of program once with no charge during their academic tenure at
Albany Technical College. Any additional change of program request will incur a $15.00 charge. A change of
program request form must be completed and submitted with a receipt from the business office by the
published deadline date in order to be processed for the next semester.

Transfer Credit For Degree — Prior To COC Credentials

This policy addresses request from former students, who have earned diploma awards prior to January 2005
that would like to continue with associate degree programs without repeating occupational classes he/she has
passed satisfactorily prior to January 2005. Coursework added to the curriculum since graduation from their
program would not be exempt.

1. If a former student completed a diploma program prior to January 2005, he/she would be eligible to take a
comprehensive exam. A score of 80 is required for passing this exam. (This is the same score required for
exemption of coursework.) The 10-year rule continues to apply for all occupational classes. Students must
have completed the occupational classes within the last 10 years to be eligible for this opportunity. This
comprehensive exit exam eligibility became effective Summer 2007. (200801)

2. Students who completed prior to January 2005, and are licensed by the state or hold national certification
in their field, would be exempt from this comprehensive exam provided they supply a copy of their current
license or certification. For national certification, this would include, but not be limited to, Radiologic
Technology, Dental Assisting, Medical Assisting, Surgical Technology, Emergency Medical Technician, and
Paramedicine. This exemption became effective Summer 2007. (200801).

Students from other TCSG institutions would also be eligible, provided they supply an official transcript and
meet the same requirements as Albany Technical College graduates.
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HIGH SCHOOL PROGRAMS

Through the Dual Enrolled program High School students have several options to getting a jump start on their
college career at Albany Technical College while still in high school. Contact our ATC Secondary Initiatives
Coordinators at 229-430-6148 or 229-430-3500, or visit the High School Students webpage at
www.albanytech.edu/highschoolstudents for more information.

Articulation

Students take courses at the high school that are part of an articulation agreement between the high school
and the technical college. The student then takes a validation test at Albany Technical College. If the student
makes a 70 or better on the test and enrolls at Albany Technical College, they will receive credit for that class
on their ATC transcript.

Joint Enroliment

Joint enrolled students may take certificate, diploma, or degree courses at Albany Technical College. They
may enroll in any ATC courses. The student will receive credit at ATC only. Contact our ATC Secondary
Initiatives Coordinator at 229-430-6148.

Dual Enrolled

Through the Dual Enrolled program, high school students have the option of getting a jump start on their
college career at Albany Technical College (ATC) while still in high school. Eligible high school students may
enroll in ATC prgrams of study while in high school. Dual credit can be earned from a wide range of courses
and programs. Eligible high school students must be approved by the high school counselor. The high school
student must complete and submit an ATC High School Student Admissions Application, signed by the
appropriate high school official. Also, an online Dual Enrolled Application must be completed. The high school
student must complete the Dual Enrolled Application and submit it to the high school counselor for approval.
Courses taken must appear in the Dual Enrolled Directory. The student can take up to 15 ATC credit hours
per semester. Dual Enrolled will cover tuition. Students will receive credit at their high school and at Albany
Technical College.

ATCEPA

Albany Technical College recently acquired the Albany Technical College Engineering Prep Academy
(ATCEPA) after receiving the Predominantly Black Institute grant from the Department of Education. The
primary objective of the grant is to introduce minority high school students to the field of engineering
technology through the taking of college level courses, and via initiatives geared towards highlighting math
and science engineering concepts. The academic technology programs associated with the project are
Electromechanical Engineering, Electrical and Computer Engineering, Civil Engineering Technology, Drafting
Technology, and Electronics.

High school students are encouraged to take advantage of the five-year project by the way of participating in
the college’s Dual Enrollment program. The academy will accept 25 high school students per semester into an
identified track, which enables selected participants to seek out a degree, diploma, or certificate. Each student
will be provided an Educational Plan to assist them in working towards completion of the aforementioned
credential(s).

To learn more about the academy or to retrieve an application, please contact the ATCEPA Director at
229.430.2882.
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-6148 or 229-430-3500, or visit the High School Students webpage at
www.albanytech.edu/highschoolstudents for more information.

2022-2023 College Catalog
74




Tuition And Fees

TUITION AND FEES

Student Fees for Georgia Residents

A non-refundable Admissions Application fee of $25.00 must accompany the first application. Twelve (12) or
more credit hours will be considered full-time. Tuition and fees for full-time students taking 15 or more credit
hours are as follows:

Tuition (15 or more credit hours) $1500.00
Student Activity Fee 29.00
Registration Fee 50.00
Technology Fee (Dual/Joint Enrolled Students Are Exempt) 105.00
Student Accident Insurance 6.00
Athletic Fee 28.00
Campus Safety Fee 25.00
Instructional Fee 55.00
Total Tuition And Fees — Full Time Student $1798.00
* | ate Registration Fee if applicable $45.00

Fewer than 12 credit hours are considered part-time; fees for part-time enrollment are as follows:

Tution Per Credit Hour $100
Student Activity Fee 29.00
Registration Fee 50.00
Technology Fee (Dual/Joint Enrolled Students Are Exempt) 105.00
Student Accident Insurance 6.00
Athletic Fee 28.00
Campus Safety Fee 25.00
Instructional Fee 55.00
* | ate Registration Fee if applicable $45.00

Stand-alone Technical Certificates of Credits (TCCs) are $100 per credit hour, with the exception of
Commercial Truck Driving (CTD) which is $132 per credit hour (subject to change without notice).

College Entrance Exam - Retest Fee Policy

A fee of $5.00 per part for retest of the ACCUPLACER NEXT GENERATION college entrance exam will be
charged to students. The initial battery of tests is covered in the $25.00 Admissions Application fee; however,
a retest is required if:

2022-2023 College Catalog
75




Tuition And Fees

e The scores are over five years old and the student did not complete an English and Math/Algebra
course requirement;

¢ The student is entering an Associate Degree program and does not have required minimum scores
from a prior test;

¢ The student is entering a diploma program that requires higher minimum entrance scores

ACCUPLACER NEXT GENERATION, ACCUPLACER, COMPASS, and ASSET scores are accepted from
other accredited institutions provided the scores are no more than five (5) years old.

OUT-OF-STATE FEES

Students who reside outside the state of Georgia will pay tuition twice that charged Georgia residents.
Alabama residents of those counties contiguous to the Albany Technical College service delivery area
(Barbour County, Henry County, and Houston County) are exempt from paying out-of-state tuition fees and
will be assessed the same tuition and fees as residents of Georgia. Out-of-state residents do not qualify for
HOPE.

TUITION AND FEES FOR SENIOR CITIZENS

Residents of Georgia who are 62 years of age or older may request a waiver of tuition. This policy applies to
regular and institutional credit courses only. It does not apply to continuous career learning courses, non-
credit courses, or seminars. If tuition is waived under this policy, admission will be granted on a space-
available basis. Senior citizens must meet all other admission requirements as specified. Proof of age must
be presented at registration to receive a waiver. Seniors will be responsible for payment of fees, book, and
additional course charges out of pocket. Seniors cannot use financial aid assistance with waiver of tuition.

PAYMENT OF FEES AND CHARGES

Fees and charges may be paid by cash, check, credit card (VISA, MasterCard, or American Express), money
order, or through financial aid procedures. Payment is expected at the time of registration. Checks cannot be
accepted for payment without proper photo identification of the student or from those students who have
financial obligations to the College. A fee of $30.00 will apply to any returned check.

MISCELLANEOUS FEES AND EXPENSES

Books

Each student is required to purchase books needed for their respective course. Costs will vary. The cost of
books can be viewed by going to www.albanytech.edu®* and selecting Campus Life then ATC Bookstore.
Click on the area that says “buy your books online” and you will be forwarded to the screen that will allow you
to view and price the books for the courses that you are registered.

Tools

In many training programs, students are required to purchase basic tools essential to the occupational field for
which they are training.

Uniforms

Uniforms are required for students in health programs, early childhood care and education, and in
cosmetology. Additional programs may require a uniform. Instructors will provide details.
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FINANCIAL OBLIGATIONS TO ATC

Failure to meet financial obligations to ATC may result in the student's dismissal with no credit for the term.
Additionally, such students may be denied enrollment in subsequent terms. ATC will withhold copies of
educational records of students who have outstanding debts to the College. Students with outstanding debts
are not allowed to participate in any ATC functions, such as the graduation ceremony.
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Financial Assistance

Financial assistance is available to help eligible students pay for their educational expenses at Albany
Technical College. Only U.S. citizens and documented immigrants (eligible non-citizens) can receive financial
aid. Financial Aid Advisors will help qualified students apply for the appropriate financial aid program.
Application for aid must be completed each academic year, which begins each fall semester and ends with
the summer semester. All applications must be completed and processed by the end of the term you attend
(summer semester deadline is June 30th.)

The priority deadline to apply for financial assistance is:

Fall Semester Spring Semester Summer Semester

July 1 December 1 April 15

The deadline to apply and submit all required documents is June 30th of that academic year.

Students may get the necessary forms for financial aid in the Financial Aid Office, by email at
finaid@albanytech.edu, or they may be downloaded from the Financial Aid web page, located at
www.albanytech.edu. If students have any questions, they may call, email, fax or come by the office.

Phone: 229-430-3500, Email: finaid@albanytech.edu

Mail: 1704 S. Slappey Blvd., Albany GA 31701

Student Rights & Responsibilities

Student Rights

As a student, you have the right to know:

» What financial aid programs are available and how you can qualify for them.

» The deadlines for submitting applications for each of the financial aid programs.

» How financial need was determined and what items were considered in your budget.

* How much of your financial need, as determined by Albany Technical College, has been met.
» What portion of the aid received is a loan and what portion is a grant.

» The amount of the monthly loan payment and when the repayment must start.

 The College’s policies concerning required attendance, enroliment, and academic standing.

* How Albany Technical College determines whether you are making satisfactory progress, what happens if
requirements are not met, and how eligibility may be re-established.

» How Albany Technical College distributes student financial aid.
» How and when financial aid will be disbursed.

« Estimated cost for school and text book information.

» Names of accrediting organizations.

* The cost of attendance.
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» How Albany Technical College provides purchase required books and supplies by the seventh day.
* The refund/repayment policy.

» How and when you will be paid.

* What services are available to the disabled and veterans.

« Graduation and/or transfer-out-rate for student athletes and the general student population.
« Athletic participation rate and financial support data for intercollegiate athletics.

* Drug and alcohol abuse prevention information.

» Campus security annual report.

* Privacy rights as prescribed by the Family Education Rights and Privacy Act (FERPA).

* Penalties and institutional policies on copyright infringement.

« Disclosure information on gainful employment programs.

» Campus crime and safety information.

Student Responsibilities

As a student, you have the responsibility to:

» Complete all forms accurately and truthfully.

» Submit all required documents on time.

« Pay special attention to and accurately complete your application for student financial aid.

* Read and understand all documents and forms that must be signed and keep copies of them.
« Accept responsibility for all agreements that you sign.

* Notify Albany Technical College and the lender of any changes in address.

» Know and comply with Albany Technical College refund procedures.

« Perform in a satisfactory manner the work that is agreed upon in accepting a work-study job.
» Know and comply with the deadline for application.

* Notify the Financial Aid Office upon notification that you will receive additional funds from sources outside
our office.

Applying for Financial Aid Assistance

All students must complete and have processed a Free Application for Federal Student Aid (FAFSA), every
year before we can offer federal and state financial aid. The FAFSA is good for only 1 academic year (Fall
semester — Summer semester). Applications must be completed and processed by the end of the semester
you attend (summer semester must be completed by June 30th). Students must also list our school code
005601 on the FAFSA. The FAFSA must be completed at https://studentaid.gov/ in order for us to obtain
your financial aid data. Deadline dates for having a complete application on file are July 1 (Fall Semester and
Academic Year), December 1 (Spring Semester), and April 15 (Summer Semester).
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When completing the FAFSA, it is strongly encouraged that students and parents use the IRS Data retrieval
Tool. This option will allow students to import federal tax information from the IRS to complete their
application. Once Albany Technical College receives the results of your FAFSA, an email will be sent to your
campus and FAFSA email addresses.

Some students will be required to complete the process of Verification. Verification is the process in which the
Financial Aid Office must verify that the information on the FAFSA is accurate. If you are selected for
Verification, you must complete the Verification process before any awards will be finalized. The Financial Aid
Office will contact you by email if any additional documents are needed to complete your file. The Financial
Aid Office will submit any and all changes required as a result of Verification. When you submit any
documents to the office, please make sure that your name and student ID number are included on all
documents. Students may check Banner Student Web to download forms and check the status of required
documents.

If your FAFSA is selected for verification and you did not use the IRS Data Retrieval Tool, you will need to
submit an IRS Federal Tax Return or tax return transcript. An email will be sent to you listing the additional
documents that are needed. The IRS Federal Tax Return transcript can be acquired at the IRS Office, by
phone at 1-800-908-9946, or online at www.irs.gov/transcript. When completing the request, the address used
on the request must match the address on the tax return, even if that address does not match with FAFSA.

Please check our web page at http://www.albanytech.edu, click on Admissions, then click on Financial Aid, for
the most current information.
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Financial Aid Programs

To be eligible for financial aid assistance, you must:

» Complete the FAFSA;

* Be a U.S. citizen or an eligible non-citizen;

* Be enrolled in a diploma or associate degree program;

» Maintain Satisfactory academic progress;

* Not be in default of a federal educational loan or owe a refund on an federal / state educational grant;

» Meet other regulations as noted.
» Have a high school diploma or GED®.
Federal Pell Grant

The Federal Pell Grant is based on the Expected Family Contribution (EFC), which is calculated by the
Department of Education based on the information listed on the FAFSA form, the number of credit hours per
semester and your cost of attendance. If you are enrolled for less than 12 credit hours, the Pell award is
calculated as follows:

Credit Hours Pell Award Calculation

9-11 hours 75% Pell semester award
6-8 50% Pell semester award
5 or less hours 25% Pell semester award

Federal Pell Grant funds are not available for certificate, special admit, transient, non-degree, learning
support and high school students. This grant is also limited to 12 full-time semesters. Federal funds will only
pay for one repeat of a previously passed course.

Ability To Benefit

Beginning July 1, 2015 students enrolled in both Adult Education and Career Pathways Programs can receive
federal Pell Grant funds. These students must maintain enroliment in both Adult Education (GED®) classes

and college credit classes to maintain eligibility for federal Title IV funds. Once a GED® is obtained you will no
longer be classified as an Ability to Benefit student.

Federal Supplemental Educational Opportunity Grant (FSEOG)

The Federal Supplemental Educational Opportunity Grant is awarded based on your EFC number, when you
apply, your financial need and funds available. FSEOG funds are not available for certificate, special admit,
transient, non-degree, learning support and high school students. Students with the lowest EFC numbers
receive priority. FSEOG awards range from $100 to $1,000 a year.
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Federal Work-Study Program

This program provides part-time jobs for students with financial need. Students are paid $12.00 an hour and
are limited to 20 hours a week. Students must first work in order to get paid. Students must be enrolled in at
least 6 credit hours in a Title 1V eligible program.

Georgia Hope Grant

This is a state grant funded by the Georgia Lottery. The HOPE Grant covers some tuition (certificate and/or
diploma). Recipients must be residents of Georgia. Students must have at least a 2.0 GPA at 30 hours and 60
paid semester hours to maintain HOPE Grant. Students can only regain the HOPE Grant one time. The
HOPE Grant is limited to 63 credit hours. The HOPE Grant will pay for learning support courses as a
requirement for the completion of a diploma or certificate program; however, the hours will be counted toward
the 63 Hope credit hour limit. Students cannot receive the HOPE grant after obtaining a bachelor's degree.

Zell Miller Grant

Georgia's Zell Miller Grant is available to Georgia residents who are working towards a certificate or diploma
at a Technical College System of Georgia (TCSG) or University System of Georgia (USG) institution. Zell
Grant covers full tuition. A minimum 3.5 cumulative postsecondary GPA, at the end of each term, is required
in order to maintain eligibility. Students who have earned a bachelor’s degree are ineligible for the Zell Miller
Grant. Like HOPE grant the Zell Miller Grant has a 63 paid grant hour cap.

Georgia College Completion Grant-Per GSFC Regulations

Georgia College Completion Grant Program provides grant aid to assist eligible students who are within 80%
of earning their credential and have an outstanding balance due to Direct Costs at their eligible postsecondary
institution. Georgia College Completion Grant recipients must meet the financial need, academic and eligibility
requirements specific to the grant program. Eligible students may receive a College Completion Grant award
of up to $2,500, depending on the extent of their outstanding balance of Direct Costs.

Georgia Hope Scholarship

This scholarship is funded by the Georgia Lottery. The HOPE Scholarship covers some tuition for students
seeking a degree at a technical college or university. The student must be a 1993 or later high school
graduate with a 3.0 grade point average (GPA) in a college preparatory track or a 3.2 GPA in a technical
curriculum track to be eligible for the HOPE Scholarship.

Students who receive their first HOPE or Zell Miller Scholarship payment Summer term 2019 or later may
receive HOPE or Zell Miller Scholarship payment until ten years after the date of high school graduation, GED
test date, home study completion date, or the date of their petition to receive a high school diploma,
whichever comes first.

Students who received their first HOPE or Zell Miller Scholarship payment between Summer term 2011 and
Spring term 2019, may receive HOPE or Zell Miller Scholarship funding until seven years after the date of
their high school graduation, GED test date, home study completion date, or the date of their petition to
receive a high school diploma, whichever occurs first.

A non-traditional student may qualify for the HOPE scholarship after completing 30 credit hours towards their
degree and maintaining a 3.0 GPA. GPAs are recalculated at 30, 60 and 90 semester hours, and after each
spring semester, at which time the student must maintain a 3.0 GPA to retain the HOPE Scholarship. The
scholarship is limited to 127 combined Hope Grant / Scholarship credit hours. Students can only regain the
HOPE scholarship one time. The student must be a Georgia resident. This scholarship does not pay for
learning support classes.
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Zell Miller Scholarship

This scholarship is funded by the Georgia lottery. The Zell Miller Scholarship covers 100% of tuition for
students who are the Valedictorian or Salutatorian for their graduating class; or received a score of at least
1,200 combined critical reading score and math score on a single administration of the SAT or an ACT
composite scale score of at least 26 and graduated from high school with at least a 3.7 calculated GPA.
Students must be enrolled in a degree program. Students must have a 3.3 GPA at all checkpoints (30, 60 and
90 semester hours), at the end of spring and at the end of 3 part time terms for beginning students. Students
who lose eligibility may regain the scholarship once. Students who lose eligibility for the Zell Miller
Scholarship may continue to receive the HOPE scholarship if they are eligible. Degree classes taken at any
post-secondary institution are counted in the GPA calculation. Funds are disbursed to the students account
during the first week of the term.

HOPE Career Grant

The HOPE Career Grant is for Hope/Zell Grant eligible students in high demand programs: Child
Development Specialist Certificate, Commercial Truck Driving Certificate (1 term only), Comercial Truck
Driving Owner/Operator Certificate, Computer Engineering Technology, Design and Media Production
Technology Diploma, Electronics Fundamentals Diploma, Electronics Technology Diploma, Engineering
Technology Fundamentals Certificate, Computer Forensic & Investigation Specialist, Computer Hardware &
Network Technician Certificate, Computer Programming, Convergent Telecommunications Technology
Diploma, Criminal Justice Technology Diploma,Cybersecurity Diploma, Java Programmer, Early Childhood
Care and Education Diploma, Diesel Equipment Technology Diploma, Infant Toddler Care Specialist
Certificate, Medical Front Office Assistant Certificate, Networking Specialist Diploma, Pharmacy Technology
Diploma, Pipe Welder Certificate, Surgical Technology Diploma, Web Site Design Diploma, Welding and
Joining Technology Diploma.

Please check www.gafutures.org for the most current listing of eligible programs.
Student Loans

Loans are money borrowed that must be repaid, with interest. Eligible students must be enrolled at least 6
credit hours to receive a federal loan. Albany Technical College will process private student loans upon
request.

Other Available Aid

Rehabilitation Services:

Provides assistance to qualified students with physical, mental and/or emotional disabilities. Application is
made through the local office of Rehabilitation Services, and assistance on-campus is provided through the
coordinator of disabled student services.

Social Security Benefits:

For information concerning Social Security payments while attending Albany Tech, the applicant should
contact the local Social Security Office.

Workforce Investment Opportunity Act (WIOA):
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A federally funded program locally operated by the Southwest Georgia Workforce Investment Board,
designed to mobilize and integrate public and private partners to educate, train, and place individuals with the
necessary skills and resources in jobs to fulfil employer needs. Eligible and suitable participants can be
provided assistance with occupational skills training and supportive services while attending training. The
Southwest Georgia Workforce Investment Board can provide services to residents of the following counties:
Baker, Calhoun, Colquitt, Decatur, Dougherty, Early, Grady, Lee, Miller, Mitchell, Seminole, Terrell, Thomas,
and Worth. Please call 229-430-5010. Students in Randolph and Clay counties please contact Lower
Chattahoochee Local Workforce Investment Area at 706-225-3812 for more information. Students in Crisp,
Dooly, Macon, Marion, Schley, Sumter, Taylor and Webster counties please contact Sandhya Muljibhai at 229-
931-5101 for more information.

Bright from the Start/BFTS (Georgia Department of Early Care and Learning):

BFTS provides financial help through its “SCHOLARSHIPS” program. “SCHOLARSHIPS” is for childcare staff
and family daycare home providers who work in licensed centers or registered homes. An individual preparing
for work that is interested in working in a childcare program, but not yet employed, does not qualify for this
financial assistance. “SCHOLARSHIPS” considers wages, position, hours of employment, length of
employment, and work setting in determining eligibility for this financial assistance. SCHOLARSHIPS pays,
directly to the institution, 80% of fees not covered by HOPE or PELL if enrolled in a public two- or four-year
institution in an early childhood care and education program of study. It does not cover course work offered
through Continuing Education—only academic, credit-bearing course work is covered. At private institutions,
SCHOLARSHIPS awards up to $1800 per semester after HOPE and PELL have been applied.

Many teachers may not need tuition assistance but SCHOLARSHIPS also provides a cash stipend of $200,
directly to the teacher each semester or $150 each quarter that he/she is enrolled in an eligible program. The
student receives the stipend regardless of their financial aid status. Finally, there is a one-time CDA (a
national credential) assessment fee scholarship available through this program. For all your questions
regarding “SCHOLARSHIPS” please call Care Solutions directly at 1-800-227-3410 to talk with their trained
staff.

Veterans Education Benefits:

In order for a student to see if they are eligible for veteran benefits, students must first apply through the U.S.
Department of Veterans Affairs (gibill.va.gov) website. Students must also submit their letter of eligibility to the
Financial Aid Office prior to processing eligibility. Please visit va.gov/education for program options.

A Covered Individual is any individual who is entitled to educational assistance under chapter 31, Vocational
Rehabilitation and Employment, or chapter 33, Post-9/11 benefits.

e Your policy must permit any covered individual to attend or participate in the course of education
during the period beginning on the date on which the individual provides to the educational institution a
certificate of eligibility for entitlement to educational assistance under chapter 31 or 33 (a “certificate of
eligibility” can also include a “Statement of Benefits” obtained from the Department of Veterans Affairs’
(VA) website — eBenefits, or a VAF 28-1905 form for chapter 31 authorization purposes) and ending on
the earlier of the following dates:

o The date on which payment from VA is made to the institution.
o 90 days after the date the institution certified tuition and fees following the receipt of the
certificate of eligibility.

¢ Your policy must ensure that your educational institution will not impose any penalty, including the
assessment of late fees, the denial of access to classes, libraries, or other institutional facilities, or the
requirement that a covered individual borrow additional funds, on any covered individual because of
the individual's inability to meet his or her financial obligations to the institution due to the delayed
disbursement funding from VA under chapter 31 or 33.
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Financial Aid Fund Disbursements

Disbursement Of Aid

Financial aid funds must be used first to pay college tuition and fees and then other institutional educational
expenses (books, etc.). Once you have registered, your college Statement of Account will be available. Your
online statement will show tuition, general fees and other appropriate charges. Financial aid awards will
appear as credits. All fees, including penalties, must be paid according to the deadline indicated on your
Statement of Account. Funds must have been received by the college, including outside scholarships or loans
before a disbursement is made. Federal funds pay for attended courses only. Funds for part-of-term classes
pay after the class(es) starts.

Conditions For Aid To Disburse:

* Your application for financial aid must be complete. View any missing requirements in the "My Requirements
and Eligibility" section of Financial Aid on your Banner Student Web.

* You must meet all Satisfactory Academic Progress requirements. You may check your financial aid
Satisfactory Academic Progress (SAP) on your Banner Student Web in the "My Requirements and Eligibility"
section of Financial Aid.

» Funds must have been received by the college, including outside scholarships or loans.

* Timing - Funds will not appear on your account before the beginning of the semester. The disbursement
process will continue daily throughout the registration period.

Financial Aid Eligibility Checks

Please be aware that you must fulfill certain criteria of enrollment status and eligibility to receive your financial
aid funds. Your eligibility is initially checked when aid is posted to your Statement of Account for the term and
is monitored on an ongoing basis. Aid which was initially credited to your Statement of Account for which you
cease to be eligible will be withdrawn. Eligibility checks include incomplete verification, class attendance,
enrollment hours, SAP status, and being in default or owing a refund to a federal and/or state educational aid
program. If you are ineligible for any of the aid originally credited to your account, you will be responsible to
pay, by the deadline date, those charges which were covered by that aid on your original Statement of
Account.

Payment Process

If your financial aid award appears on your Statement of Account and all else remains the same, it will credit
toward your charges and any overage, a credit balance, will be directed to you for other educational expenses
including personal transportation cost, housing, school supplies, etc. Credit balances (the credits exceed the
charges on your account) can be made available to you on your refund debit card. Administrative Services is
responsible for the disbursement of credit balances. Federal law request that the Financial Aid Office does not
handle student refunds (in any form). The first group of refunds are sent the 28th day of the semester and
weekly thereafter.

Reductions in Disbursed Aid

If the Financial Aid Office determines that you are no longer eligible to receive aid that has already been
disbursed to you, you may be asked to repay it. This is a result of the continuous, ongoing eligibility and
reconciliation checks that the Financial Aid Office performs for all aid programs to ensure that funds are going
only to students eligible to receive them. If necessary, a recovery of disbursed funds from you will take one of
the following forms:
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1. The Financial Aid Office may reduce your aid for the current semester to make your award consistent with
your eligibility status. This reduction would take the form of a reduced credit placed on your account that may
increase your personal financial obligation for college charges. (In rare circumstances, a recovery of prior
semester aid is necessary. In this case the reduction would take the form of a charge placed on your current
term account that may increase your personal financial obligation for college charges.)

2. The Financial Aid Office may reduce future disbursements of aid to make your award consistent with your
eligibility status. This reduction might result in an increase of your personal financial obligation for college
charges for those semesters.

3. The Financial Aid Office may initiate a charge to be applied to your account. An increase in your personal
financial obligation will increase the amount you owe for college charges (or reduce your credit balance). If
you have insufficient credits to cover your charges, you will receive a bill from Administrative Services for the
balance due.

If you have questions about your financial aid disbursement to your student account, please contact our
office. If you have questions about a refund check, please contact Administrative Services.

All refunds are disbursed through Bank Mobile. Students are given three choices on how to elect to receive a
refund. The choices are direct deposit to personal checking/savings account, paper check, or a debit card
provided by Bank Mobile.

Withdrawal And Financial Aid Funds

Withdrawal Refund Policy - Tuition & Fees

If a student officially withdraws from the College during or before the first 3 days of the semester, the total
amount paid may be refunded. After the first 3 days of the semester no refunds will be made. This schedule
begins with the first day of scheduled classes regardless of the actual day of enroliment.

Financial Aid will be adjusted in accordance with federal and state regulations.

If a student departs from the College without following official Withdrawal procedures, he/lshe may be
subject to payment of 100 percent of the semester charges.

Treatment of Title IV funds when a student withdraws

Financial aid is awarded to a student under the assumption the student will complete the entire period for
which the aid was awarded. If a student withdraws before the 60% (as measured in calendar days) of the
semester, the student may no longer be eligible for the full disbursement of Title IV aid and other financial aid
awarded. If you make all F's for a semester and it is determined that you received F's because of non-
attendance you will owe back federal funds the same as if you had withdrawn from school.

A student should report to the Financial Aid Office to review the calculations of the student's unearned aid due
by the school and the unearned aid due by the student to the Department of Education or other agencies.
Albany Technical College will attempt to notify the student no later than 30 days from the official withdrawal
date to return its share of the student's unearned aid and the student has 45 days from the notification date to
return that portion.

An exit interview is required for students that have received federal student loans.
A student that has not completed the verification process as of the withdrawal date, will be ineligible to receive

any financial aid credit to their account. Additional Title IV funds will end if the student fails to repay his portion
of unearned Title IV funds within the proper time frame.
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Satisfactory Academic Progress Policy And Procedures

To be eligible to receive Student Financial Aid funds, which includes financial aid from federal, state and
institutional programs, students must maintain satisfactory academic progress. Albany Technical College
(ATC) is required by the U.S. Department of Education to establish minimum standards of satisfactory
academic progress. Satisfactory Academic Progress (SAP) means the student is proceeding in a positive
manner toward fulfilling educational requirements. SAP is calculated each semester. SAP includes all periods
of the student's enrollment, including periods in which the student does not receive financial aid funds.

1. Satisfactory Academic Progress

Students attending ATC must be in good academic standing and making satisfactory progress with a
minimum GPA and completion rate in accordance with the maximum time frame, as stated below.

a. Grade Point Average Requirement (Qualitative)

Students must maintain at least a 2.0 cumulative grade point average (GPA). If a student's GPA falls below
the required 2.0 minimum cumulative GPA, his or her eligibility to receive financial aid will be jeopardized. A
student will be put on financial aid warning for the semester following the term the student fails to maintain the
required 2.0 minimum cumulative GPA. The student has the next semester of attendance to earn the required
2.0 minimum cumulative GPA. The student may receive financial aid assistance while on financial aid
warning.

At the end of the warning period, if the required 2.0 minimum cumulative GPA is met, the student is taken off
of financial aid warning. If the required 2.0 minimum cumulative GPA is not achieved, then the student will be
put on financial aid suspension during the next semester of attendance. The student will not receive financial
aid assistance while on financial aid suspension.

The total cumulative earned hours consist of hours earned at ATC and accepted transfer credits. Transfer
credits are not included in the computation of the cumulative GPA for financial aid unless the credit was
earned while attending other schools as a Transient student (ATC student taking classes at another institution
as an ATC student). Please note: When courses are repeated, all attempts at repeated courses will count in
your total GPA for financial aid.

b. Completion Rate (Quantitative)

Students must earn a minimum of 67 percent (This number is rounded up when completing calculation) of the
cumulative coursework attempted (including transferred hours). Failure to complete this minimum 67
percentage will result in a student being placed on financial aid warning during the next semester of
attendance.

If the student regains a completion rate of 67 percent of the cumulative coursework attempted during the
warning semester, then the student will be taken off of financial aid warning.

If the student does not regain a completion rate of 67 percent of the cumulative coursework attempted during
the warning semester, then the student will be placed on financial aid suspension for the next attending
semester. Completion rate is calculated by dividing the total number of hours successfully completed by the
total number of hours attempted. Example: 33 credits completed divided by 49 credits attempted equals 67%.
The total hours completed and attempted consist of hours earned at ATC and accepted transfer credits.

c. Maximum Time Frame

All students must complete their program of study within a maximum time frame of one-and-one-half (150
percent) times the length of the program in which they are enrolled. This means that once a student has
attempted one-and-one-half times the minimum number of credit hours necessary for completing program
requirements, the student will be ineligible to receive financial aid assistance.

Example of Maximum Time Frame calculation for one program:
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« If a program requires 62 credits for complete
* Then, 62 X 150% = 93 attempted credits is maximum time frame.

« If a student graduates from a program and wishes to seek an additional degree or diploma then the required
hours for completion of the previous program will be added to the required hours for completion of the second
program plus 50 percent of the total will be used to establish maximum time frame.

» Example of Maximum Timeframe calculation for an additional program after graduation:
« If the sum of a previous program and current programs requires 116 (62 + 52) credits for completion.
* Then, 116 x 150% = 174 attempted credits is maximum timeframe.

« Attempted hours include all attempted hours at ATC and all accepted transfer credit. If the student qualifies
for graduation in a particular major but makes a personal decision to remain in school and take additional
classes, the student is no longer entitled to receive Federal Title IV Aid. If the time limit has been exceeded,
aid eligibility ends. The student will be placed on financial aid suspension status.

2. Grades

The following grades are calculated in the completion rate but do not count towards successfully completion:
IP (In Progress), | (Incomplete), Z, W, WP, F, or WF. Repeat courses will be considered as any other class and
both grades will be counted in the GPA and completion rate. A grade of A*, B*; C*, or D* will be considered
satisfactory completion of a learning support course. A grade of E* will be considered unsatisfactory. Grades
received for learning support courses are not calculated in the GPA but the hours are calculated in the 66.6%
cumulative completion rate.

A grade of Z was assigned because of the COVID-19 pandemic. This grade of Z will not count against the
student's completion rate. The Z grade will also not count as an attempted hour on the student's transcript.

3. Transfer Students

Transfer students accepted by ATC, not previously enrolled at ATC, will be classified as maintaining
satisfactory academic progress for their first semester. At the end of the first semester, the student's grades
will be measured in accordance with the ATC's satisfactory academic progress requirements. Students who
previously attended ATC, transferred to another school, then returned to ATC, will have the SAP status they
earned during their last attendance at ATC. Transfer students will have all of their coursework reviewed at the
end of the first semester attended.

4. Financial Aid Suspension

Once a student is on financial aid suspension, the student must pay for the next attending semester at his or
her own expense. All federal, state and institutional funds are removed for the next semester. Once the
student is meeting SAP requirements, the student's financial aid will be reinstated which could take more than
one semester.

5. Appeal of Financial Aid Suspension

Students have the right to appeal their suspension of financial aid if they have extenuating circumstances that
prevented them from making satisfactory academic progress. Extenuating circumstances are limited to:

a. death or serious illness or injury to an immediate family member,
b.extended hospitalization or medical condition of the student,
c. victimization of a violent crime or natural disaster,

d. work related difficulties, and
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e. other unexpected documented situations.

Lack of transportation to school, poor class performance, and pursuit of a double or dual major are not an
extenuating circumstance.

The appeal must be specific, typed, and address the student's entire previous academic performance as well
as how the circumstances have changed so that the student can meet SAP. Appeals must be submitted
online through ATC's Campus Logic (https://albanytech.verifymyfafsa.com) before the published appeal
deadline.

The Satisfactory Academic Progress Appeals Committee will meet to review appeals prior to the beginning of
each semester. The Financial Aid Office will notify the student of the committee's decision via the
communication preference selected by the student when they originally setup their Campus Logic account.
Decision results will be available on Banner Student Web. The committee's decision is final. A student can
submit a 2nd appeal for the term by providing new documentation.

If approved, the student will be placed on financial aid probation status for the subsequent semester(s). While
on financial aid probation, the Financial Aid Office may require the student to maintain a specified percentage
of semester coursework, cumulative GPA, and tutorial assistance. If any of the prescribed conditions are not
met, eligibility will be denied. The student will be awarded based on funds available. Replacement of
previously awarded funds are not guaranteed.

A student is expected to know the Satisfactory Academic Progress Policy. Students can review their SAP
status on Banner Student Web after final grades have been processed. The Financial Aid Office attempts to
notify students when they are on financial aid suspension; however, sometimes students do not receive
notification due to circumstances beyond the control of the Financial Aid Office.

If a student is not notified of the financial aid suspension, that does not excuse a student from the financial aid
suspension, nor does it exempt a student from appealing in a timely manner.

6. SAP STATUS

a. WARNING: Financial aid warning is a status assigned to a student who fails to make satisfactory academic
progress at the end of the term. Students will be allowed to continue on financial aid (our old Probation-no
appeal necessary).

b. SUSPENSION: Financial aid suspension is a status assigned to a student who fails to make satisfactory
academic progress for two consecutive terms, or at the end of a probationary/AP period. The student has now
lost financial aid and must pay until he/she meets the current SAP standard.

c. ARSTATE: Financial aid probation is a status assigned to a student who fails to make satisfactory
academic progress (after a warning period) and who has appealed and has his/her Financial Aid reinstated for
one term.

d. PLAN (ACADEMIC PLAN): Financial aid plan is a status assigned to a student who fails to make
satisfactory academic progress (after a warning period) and who has appealed and who has completed an
academic plan and has his/her Financial Aid reinstated for more than one term. The student must continue to
pass at least 67% of their attempted hours each semester with at least a 2.0 GPA for each term.

Tuition Refunds

Students dropping from a course(s) by the end of the third instructional day of the semester* and no shows
will receive a 100% refund of applicable tuition and applicable refundable fees, excluding the application fee.
Refunds will be made directly to the student accounts for students who are paying their tuition and fees
through financial aid. Students who have paid their tuition and fees through cash or credit card should allow a
minimum of four weeks for the refund to be processed.

Students who withdraw from a course after the third instructional day of the semester* shall receive no refund
of tuition or fees.
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*The first three instructional days of the semester means: the first day of classes for the semester as listed on
the ATC Academic Calendar plus the next two business days. To be eligible for drop, classes (including those
that meet for the first time on the 4th day of the semester or later) must be dropped within the first 3
instructional days of the semester.

The student is solely responsible for submitting a Drop Form to the Registrar’s Office by the close of business
on the third instructional day of the semester.

This “3-Day No Harm/No Foul” policy was adopted by the Technical College System of Georgia in April, 2008.

On the fourth instructional day of the semester, all courses for which a student is registered will become a
permanent part of the student’s academic record and the student will be held academically and financially
responsible for such courses.

Book Purchase/Supplies Policy

Students may purchase books, utilizing their financial aid or third-party funding, beginning on the first day of
the term. Books may also be purchased using cash, check, credit/debit card or money order. Students may
place online orders for book purchases by accessing our website at albanytech.edu. Click on Campus
Life/Bookstore/Buy Books Online, then, follow steps. Students must present some form of picture ID and a
schedule when purchasing books.

Students will purchase books on a first-come, first-served basis. Students will be allowed to purchase books
using financial aid. The dates for deferring books to financial aid are established each term and are posted
throughout the campus and via student email. After the deferment period has ended, all students will be
required to purchase books using cash, check, credit/debit card or money order.

Book/Supplies Return Policy

Books purchased in the campus bookstore can be exchanged or returned for a refund, *if accompanied by the
original receipt. The dates for the return of books coincide with the dates established for deferment and are
posted throughout the campus and via student email. Books must have been purchased in the current term.
Books that are to be returned may not be written in and cannot be damaged in any way. Shrink wrapped
books cannot be opened. The books must be in the original wrapping in order to be returned. Returns for
books purchased with a credit card must be credited back using the same credit card. Refunds for books
purchased with a check or cash will be refunded with a check from the Business Office. The normal
processing time for these refunds will be 7-10 business days.

Book Purchase/Supplies For Online Orders

Students may place online orders for book purchases by going to our website at albanytech.edu. Click on
Campus Life/Bookstore/Buy Books Online, then, follow steps.

Students may also place online orders for pickup in the bookstore. There is a $5 processing fee for in-store
pickups.

Orders will be processed within 24 hours of receipt of all required information. Books are shipped using UPS
ground shipping and a $20 shipping charge is added to all orders.
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GRADING SYSTEM

Grades are posted online and can be accessed at www.albanytech.edu®™*. A grade of "C" or better is required
in all courses for graduation.

Credit Programs:

Grade Numerical Equivalent Grade Points
A 90 — 100% 4
B 80 — 89% 3
Cc 70 - 79% 2
D 60 — 69% 1
F 0-59% 0

Institutional Credit:

Grade Numerical Equivalent
A* 90 — 100%

B* 80 — 89%

C* 70 - 79%

D* 60 — 69%

F* 0-59%

The following symbols are approved for use in the cases indicated. They are not included in the calculation of
the term average.

| — This indicates that a student has an "incomplete" but has satisfactorily completed a substantial portion of
the coursework. However, for non-academic reasons beyond control, the student has not been able to
complete some specific part or amount of the work required. An "I" must be satisfactorily changed to a letter
grade within 10 college days of the next term or it will be changed to the grade of "F”. The student must get
approval from the instructor before the end of the term to be eligible for an "I" grade. No credit is given and no
grade points are calculated. In order to receive an "I" grade, the student must be currently passing prior to an
"I" grade being given unless approved in writing by the Vice President of Academic Affairs.

IP — This indicates that a student is "in progress" in a course that requires coursework beyond the present
term. The "IP" may not be used to defer grade reporting. Credit is given and grade points are calculated only
during the term of coursework completion. A grade of “IP” is not included in calculating the grade point
average but is counted as coursework attempted.

W— This is awarded to a student who withdraws from a course before the 60% mark of the semester,
whether the work is passing or failing. No credit is given and no grade points are calculated. A grade of “W” is
not included in calculating the grade point average but is counted as coursework attempted. See SAP (p. 49)
under Financial Aid for results against financial aid for withdrawing from a course.

Letter grade* — This indicates performance in a class for which institutional or continuing education credit is
normally awarded.
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EXE — This indicates that a student has exempted a course through examination. Credit is given but grade
points are not calculated.

EXP — This indicates that a student has exempted a course through portfolio of past work. Credit is given but
grade points are not calculated.

TR — This indicates that a student has been awarded transfer credit from another institution. Credit is given
but no grade points are calculated. The official transcript from the previous post-secondary institution must be
received before the student registering for the class and grades must be a "C" or better. Once the student has
enrolled in a particular class, transfer credit will not be granted.

AU — This indicates an audited course. No grade is given, no credit hours are earned and grade points are
not calculated.

Grade Point Averages

The formula to calculate grade point average is: Credit Hours x Grade Point Equivalent = Total Points

Example: Grade Point Equivalents

Grade Point Equivalent Credit Hours Quality Points
A grade of 96 = (4.0) x 2.0 8.0

A grade of 80 = (3.0) x 3.0 9.0

A grade of 71 = (2.0) x 4.0 8.0

A grade of 65 = (1.0) x 5.0 5.0

Total 14 30.0

Total all credit hours. Divide quality points by total credit hours to equal grade point average. For example:
30 divided by 14 = 2.14 GPA.

Graduation Grade Point Average is calculated using only those courses required for graduation. (For
example, if a student took classes in welding but is graduating in cosmetology, then the welding classes are
not calculated in the GPA for graduation.) A 2.0 GPA is needed for graduation. This does not appear on the
final transcript.

The Semester Grade Point Average is that average calculated based on all credit courses taken each
semester. The semester grade point average is used for determining the President's List. A student must be
enrolled in 12 or more credit hours and earn a 4.0 term grade point average to be a Presidential Scholar.

The Cumulative Grade Point Average is that grade point average calculated on all attempts at all credit
courses taken at the institution. It is recalculated after each semester to include the current semester's
grades. The cumulative grade point average is used to calculate Honors with Distinction and Presidential
Scholar for graduation.

Neither transfer credit (from another institution) nor exemption credit (earned at Albany Technical College) is
calculated in the GPA.

Academic Misconduct Procedure

Albany Technical College Academic Misconduct Procedure
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Any student found to have committed any of the following types of misconduct is subject to the disciplinary
sanctions outlined in the Student Disciplinary Policy and Procedure.

A. Academic Misconduct

1. includes, but is not limited to, the following:

a. Aiding and Abetting Academic Misconduct: Knowingly helping, procuring, encouraging or otherwise
assisting another person to engage in academic misconduct.

b. Cheating:

i. Use and/or possession of unauthorized material or technology during an examination, or any other written
or oral work submitted for evaluation and/or a grade, such as tape cassettes, notes, tests, calculators,
computer programs, cell phones and/or smart phones, or other electronic devices.

ii. Obtaining assistance with or answers to an examination or any other written or oral work submitted for
evaluation and/or a grade from another person with or without that person's knowledge.

iii. Furnishing assistance with or answers to an examination or any other written or oral work submitted for
evaluation and/or a grade to another person.

iv. Possessing, using, distributing or selling unauthorized copies of an examination, computer program, or any
other written or oral work submitted for evaluation and/or a grade.

v. Representing as one's own an examination or any other written or oral work submitted for evaluation and/or
a grade created by another person.

vi. Taking an examination or any other written or oral work submitted for evaluation and/or a grade in place of
another person.

vii. Obtaining unauthorized access to the computer files of another person or agency and/or altering or
destroying those files.

viii. Obtaining teacher edition text books, test banks, or other instructional materials that are only intended to
be accessed by technical college officials, college administrator or faculty member.

c. Fabrication:

i. The falsification of any information or citation in an examination or any other written or oral work submitted
for evaluation and/or a grade.

d. Plagiarism:

i. Submitting another's published or unpublished work in whole, in part or in paraphrase, as one's own without
fully and properly crediting the author with footnotes, quotation marks citations, or bibliographical reference.

ii. Submitting as one's own original work, material obtained from an individual or agency without reference to
the person or agency as the source of the material.

iii. Submitting as one's own original work material that has been produced through unacknowledged
collaboration with others without release in writing f rom collaborators.

B. Consequences for Academic Misconduct:

Consequences at the course level will be at the discretion of the instructor and may include but are not limited
to a verbal or written warning, deduction of points, a letter grade of “F” or zero on the assignment, project, or
quiz/test/examination, and referral to the Vice President of Student Services for violation of the Albany
Technical College Model Student Conduct Codes.

Grade Change Policy
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ALBANY TECHNICAL COLLEGE GRADE CHANGE POLICY

Instructor Initiated Grade Change:

If an instructor determines that an assigned grade was issued incorrectly, due to a clerical or procedural error,
or if an instructor fails to report a final grade to the registrar by the announced deadline, the instructor must
follow the Albany Technical College Grade Change Approval Procedure to have the grade changed.

The Grade Change Approval Procedure:

1. The instructor of record will complete an Albany Technical College Grade Change form and include
supporting documentation to substantiate the grade change. The documents will then be forwarded to the
respective dean for review and consideration. Upon the dean’s approval and signature, the form will then be
forwarded to the Vice President of Academic Affairs for review. If the Vice President of Academic Affairs
approves the grade change request, it will be forwarded to the Registrar’s office for processing.

2. Upon receipt of a signed Albany Technical College Grade Change form, the Registrar’s office will make the
approved grade modification in the ATC Banner system. This process occurs every tenth business day into
the following term of the grade change.

Student Requested Grade Change:

If a student determines that an assigned grade has been incorrectly issued, he/she may request a grade
change from the instructor of record for the course. The student must meet with the instructor of record for the
course and provide sufficient supporting documentation which indicates that a grade change is warranted. If
the instructor agrees that a grade change is warranted and approves the grade change request, he/she will
follow the Albany Technical College Grade Change Approval Procedure.

If after review of the student's documents and research, the instructor of record determines that no grade
change is warranted, he/she may deny the grade change request. If the instructor of record denies the
student’s grade change request, the student may appeal the instructor of record’s decision to the respective
Academic Dean.

Upon meeting with the student requesting a grade change, the Academic Dean may request additional
information from the student and or the instructor of record before making a final decision. If the Academic
Dean determines that a grade change is warranted, he/she will grant the student’s request for a grade change
and follow the Albany Technical College Grade Change Approval Procedure. However, if the academic dean
determines that no grade change is warranted, he/she will deny the student’s request for a grade change. The
student may appeal this decision to the Vice President of Academic Affairs.

Upon meeting with the student requesting a grade change, the Vice President of Academic Affairs may
request additional information from the student, instructor of record, and or Academic Dean before making a
final decision. If the Vice President determines that a grade change is warranted, he/she will grant the
student’s request for a grade change and follow the Albany Technical College Grade Change Approval
Procedure. If the Vice President determines that a grade change is not warranted, he/she will deny the
student’s request for a grade change. The Vice President of Academic Affairs’ decision regarding the grade
change shall be final.

All grade change requests must be completed and approved by all required College officials by the
tenth business day of the following semester in which the final grade is being_challenged. Final grade
challenges are prohibited after this point.

Faculty and students with questions regarding the Albany Technical College Grade Change Procedure should
contact the Office of the Registrar: khawkins@albanytech.edu or 229-430-6164.

Work Ethics
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Work ethics will be evaluated in the introductory and capstone courses for each program. The work ethics
evaluation is designed to evaluate and to encourage good work habits. Performance factors and indicators
include, but are not limited to, quality of work, ability to follow instructions, productivity, dependability, honesty,
reliability, attendance and punctuality, attitude, integrity, enthusiasm, interpersonal skills and initiative.

Presidential Scholar

The Presidential Scholar award is awarded to students who graduate with a cumulative 3.95 to 4.0 overall
GPA.

Honors With Distinction

The Honors with Distinction award is awarded to students who graduate with a cumulative 3.75 to 3.94 overall
GPA.

Repeating A Course

When a course is taken more than once, the best grade will be used in calculating the grade point average for
graduation.

Prerequisite Courses

A student cannot enroll in a course if he/she has failed the prerequisite for that same course.

Course Adjustments

A course adjustment is any change to a student’s registered course schedule, including any of the following:
changing a credit option, adding a class, dropping a class, or withdrawing from a class or the college.
Depending on the student’s course load, adding a course may result in a tuition increase. The deadlines for
processing specific course adjustments are stated in the Schedule of Classes.

During the official add period (up to the third class day of the term) a student may add courses. After the add
period, students may not add additional courses; however, they may withdraw from a course(s) with a "W"
grade and no academic penalty through the 60% mark of the semester. The "W" grade is not included in the
calculation of the student's grade point average. Students who withdraw from a course or withdraw from
College after the 60% mark of the semester and are passing, may receive a grade of WP (withdrew passing)
in the case of hardship as determined by the Vice President of Academic Affairs or a designated
representative. Failure to attend class does not constitute a withdrawal.

Withdrawal Procedure
To withdraw from Albany Technical College, students should complete the following steps:
1. See the instructor for each course in which the student is enrolled to complete the withdrawal process.

2. If receiving financial aid, the student should advise the financial aid office of their intent to withdraw from a
course or from the College.

Drop Procedure

Students may drop a course or courses by the end of the third day of the full semester without penalty.
When courses are officially dropped, students will receive a 100% refund of applicable tuition and refundable
fees. The dropped courses will be removed from the student’s academic record and will not be counted as an
attempt for academic or financial aid purposes. Online students must contact instructor via email or direct
communication.
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To initiate a drop, the student must:
1. Obtain a Drop Form from the Office of Student Services.
2. Meet with Financial Aid to ensure that the dropped course(s) will not affect full-time or part-time status.

3. Complete and submit the Drop Form to the Registrar's Office by the close of business on the third
instructional day of the semester.

The first 3 instructional days of the semester means: the first day of classes for the term listed on the ATC
Academic Calendar, plus the next two business days. To be eligible for a drop, classes (including those that
meet for the first time on the 4th day of the semester or later) must be dropped within the first 3 instructional
days of the semester.

On the 4th instructional day of the semester, all courses for which a student is registered will become a
permanent part of the student’'s academic record, and the student will be held academically and financially
responsible for such courses.

The student is solely responsible for submitting a Drop Form to the Registrar’s Office by the close of
business in the 3rd instructional day of the semester.

This “3-Day No Harm/No Foul” policy was adopted by the Technical College System of Georgia in April, 2008.

Academic Probation

A student who fails to maintain the required grade point average in a particular program may be placed on
academic probation. A student who fails to improve his or her academic performance after being placed on
probation shall be suspended or dismissed from either the academic program or Albany Technical College.

In appropriate circumstances, a student may be dismissed from an academic program or the College without
first being placed on probation. A student who is dismissed from the College may appeal the suspension or
dismissal by filing an Academic Appeals Request form with their Academic Program Dean within five business
days from the date of learning, or the date that he/she should reasonably have known, of the suspension or
dismissal. Deadline for filing an Academic appeal is last business day before the first day of class for the term.
Appeals received on or after the first day of classes will be held over for the next semester.

Academic Suspension

Failure to maintain a 2.0 grade point average and to successfully complete the probation term will result in a
student being on academic suspension for one semester. When the student returns after the one term of
academic suspension, he or she remains on probation and must successfully complete that term with a 2.0 to
return to good standing. Failure to do so will result in academic suspension for two consecutive terms. The
student will be notified via student email from the Registrar’s Office.

A student may appeal the suspension or dismissal by filing an Academic Appeals Request form with their
Academic Program Dean with final approval from the Vice President for Academic Affairs within two weeks
from the date of learning or reasonably should have learned of the suspension or dismissal grade. Deadline
for filing an Academic appeal is last business day before the first day of class for the term. Appeals received
on or after the first day of classes will be held over for the next semester.

Attendance Procedure

Attendance Procedure:
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Regular attendance is considered essential for the successful completion of a course. Therefore, students are
expected to be punctual and attend all registered classes (campus, blended, online), laboratories, and clinical
sites as scheduled. Class attendance and participation include completing activities, such as submitting
assignments, taking an exam/quiz, and participating in an interactive tutorial or computer-assisted instruction.

Instructors will keep an accurate record of class attendance. Students are advised that due to program
accrediting requirements and other factors, some programs courses may have specific attendance
requirements and guidelines. Program courses that require attendance taking are noted below:
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Course Subject Course Number Course Description

CTDL 1010 Fundamentals of Commercial Driving

CTDL 1021 Vehicle Basic Operation & Range Work

CTDL 1031 Combination Vehicle Advanced Operations

DENA 1010 Basic Human Biology

DENA 1050 Microbiology and infection Control

DENA 1080 Dental Anatomy

DENA 1340 Dental Assisting |I: General Charside

DENA 1030 Preventive Dentistry

DENA 1070 Oral Pathology and Therapeutics

DENA 1350 Dental Assisting 1l: Dental Specialties and EFDA Skills
DENA 1390 Dental Radiology

DENA 1460 Dental Practicum |

DENA 1090 Dental Assisting National Board Examination Preparation
DENA 1400 Dental Practice Management

DENA 1470 Dental Practicum Il

DENA 1480 Dental Practicum Il

EMSP 1110 Introduction to the EMT Profession

EMSP 1120 EMT Assessment/Airway Management and Pharmacology
EMSP 1130 Medical Emergencies for the EMT

EMSP 1140 Special Patient Populations

EMSP 1150 Shock and Trauma for the EMT

EMSP 1160 Clinical and Practical Applications for the EMT

EMSP 1510 Advanced Concepts for the AEMT

EMSP 1520 Advanced Patient Care for the AEMT

EMSP 1530 Clinical Applications for the AEMT

EMSP 1540 Clinical and Practical Applications for the AEMT

EMSP 2720 Practical Applications for the Paramedic

EMSP 2710 Field Internship for the Paramedic
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EMSP

EMSP

EMSP

EMSP

EMSP

EMSP

EMSP

EMSP

EMSP

EMSP

EMSP

EMSP

EMSP

EMSP

EMSP

FRSC

FRSC

FRSC

FRSC

FRSC

FRSC

FRSC

FRSC

MAST

MAST

MAST

MAST

MAST

MAST

2570

2560

2550

2540

2530

2520

2510

2340

2330

2320

2310

2140

2130

2120

2110

1020

1030

1040

1050

1060

1070

1080

1141

1010

1030

1060

1080

1090

1100

Clinical Applications for the Paramedic - VII
Clinical Applications for the Paramedic - VI
Clinical Applications for the Paramedic - V

Clinical Applications for the Paramedic - IV

Clinical Applications for the Paramedic - IlI

Clinical Applications for the Paramedic - Il
Clinical Applications for the Paramedic - |

Therapeutic Modalities for Special Patient Populations
Therapeutic Modalities of Trauma Care

Therapeutic Modalities of Medical Care

Therapeutic Modalities of Cardiovascular Care
Advanced Cardiovascular Concepts

Advanced Resuscitative Skills for Paramedics

Applications of Pathophysiology for Paramedics

Foundations of Paramedicine
Basic Firefighter-Emergency Services Fundamentals
Basic Firefighter-MODULE |
Basic Firefighter-MODULE I
Fire and Life Safety Educator |
Fire Prevention, Preparedness and Maintenance
Introduction to Technical Rescue
Fireground Operations
Hazardous Materials Operations
Legal & Ethical Concerns in the Medical Office
Pharmacology in the Medical Office
Medical Office Procedures
Medical Assisting Skills |
Medical Assisting Skills I

Medical Insurance Management
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MAST 1110 Medical Administrative Practice Management
MAST 1120 Human Diseases

MAST 1170 Medical Assisting Externship

MAST 1180 Medical Assisting Seminar

MRIM 2300 Orientation and Introduction to MRI

MRIM 2320 MRI Procedureds and Cross Sectional Anatomy
MRIM 2330 MRI Physics and Instrumentation

MRIM 2350 Magnetic Resonance Imaging Clinical Education |
MRIM 2360 Magnetic Resonance Imaging Clinical Education Il
MRIM 2370 MRI Review

NAST 2100 Nurse Aide Accelerated

PHAR 1000 Pharmacy Calculations

PHAR 1010 Pharmacy Technology Fundamentals

PHAR 1020 Principles of Dispensing Medication

PHAR 1030 Principles of Sterile Medication Preparation
PHAR 1040 Pharmacology

PHAR 1050 Pharmacy Technplogy Practicum

PHAR 2060 Advanced Pharmacy Principles

PHAR 2070 Advanced Pharmacy Practicum

PHLT 1030 Introduction to Venopuncture

PHLT 1050 Clinical Practice

PNSG 2010 Intro Pharm/Clinical Calculations

PNSG 2030 Fundamentals of Nursing

PNSG 2035 Fundamentals of Nursing Clinical

PNSG 2210 Medical Surgical Nursing |

PNSG 2220 Medical Surgical Nursing Il

PNSG 2230 Medical Surgical Nursing IlI

PNSG 2240 Medical Surgical Nursing IV

PNSG 2250 Maternity Nursing
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PNSG

PNSG

PNSG

PNSG

PNSG

PNSG

PNSG

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RADT

RNSG

RNSG

RNSG

2255

2310

2320

2330

2340

2410

2415

1010

1030

1060

1065

1075

1085

1200

1320

1330

2090

2201

2210

2220

2230

2250

2260

2265

2340

2360

1002

1003

1004

Maternity Nursing Clinical

Medical Surgical Nursing | Clinical
Medical Surgical Nursing Il Clinical
Medical Surgical Nursing Il Clinical
Medical Surgical Nursing IV Clinical
Nursing Leadership Nursing

Nursing Leadership Nursing Clinical
Introduction to Radiologic Technology
Radiographic Prodcedures |
Radiographic Procedures |l
Radiographic Science

Radiographic Imaging

Radiographic Eqiupment

Principles of Radiation Biology and Protection
Clinical Radiography |

Clinical Radiography Il

Radiographic Procedures Il
Introduction to Computed Tomography
Computed Tomography Physics & Instumentation
Computed Tomography Procedures |
Computed Tomography Procedures Il
Computed Tomography Clinical |
Radiologic Technology Review
Computed Tomography Clinical Il
Clinical Radiography IlI

Clinical Radiography 1V
Maternal-Child Nursing

Medical Surgical |

Medical Surgical Il
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RNSG 1006 Medical Surgical Ill

RNSG 1010 Pharmacology and Dosage Calculations
RNSG 1012 Mental Health

RNSG 1014 Nursing Seminar

RNSG 1016 Fundamentals of Nursing

SURG 1010 Introduction to Surgical Technology
SURG 1020 Principles of Surgical Technology
SURG 1080 Surgical Microbiology

SURG 1100 Surgical Pharmacology

SURG 2030 Surgical Procedures |

SURG 2040 Surgical Procedures |l

SURG 2110 Surgical Technology Clinical |
SURG 2120 Surgical Technology Clinical Il
SURG 2130 Surgical Technology Clinical IlI
SURG 2140 Surgical Technology Clinical IV
SURG 2210 Seminar in Surgical Technology

Please note the list of attendance taking course can change throughout the semester due to
accredation reviews.

Consequently, students should consult with their instructor to determine the specific attendance
requirements for each class.

Any student arriving late for class, lab, clinical, or leaving early before the scheduled ending time will be
marked tardy. Three instances of tardiness are equivalent to one absence from class. However, some
programs may require special attendance policies due to program accrediting requirements and other factors.
Students anticipating an absence or tardiness should contact the instructor at least 24 hours in advance of the
absence. If the student misses class, lab, or clinical meeting, they should (a) provide the instructor with
appropriate documentation indicating the reason for absences; (b) request make-up assignments from the
instructor(s) upon returning to class, lab, or clinical; and (c) if the instructor grants the opportunity, the student
should complete make-up work within the time frame allowed by the instructor. Note: It is the student’s
responsibility to request make-up work. Make-up work may be allowed at the discretion of the
instructor.

Online Course Attendance Procedure:

Attendance is directly tied to academic performance; therefore, regular participation in an online course is
required, and attendance is recorded using a designated weekly attendance assignment. Student
attendance and participation in an online class include completing activities, such as submitting
assignments, taking an examl/quiz (including the Course Attendance Confirmation Quiz), and
participating in interactive tutorials or computer-assisted instruction. Logging into an online class
does not constitute student attendance or participation in the class.
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Students who DO NOT participate in an online course by completing the designated weekly attendance
assignment during any given week will be sent an attendance warning notice via ATC student email. The
attendance warning notice informs students that they must participate in the next designated weekly
attendance assignment. Students who DO NOT patrticipate in their course(s) for any seven (7) consecutive
calendar days of the semester will be notified of their attendance violation and possibly administratively
withdrawn from the course.

Registration for an online course presupposes that the student will attend/fully participate in all online
activities. Each student is responsible for meeting all course requirements. Attendance requirements will be
strictly enforced. A student could do all assignments, tests, and other coursework except the designated
weekly attendance assignments and still be marked absent and possibly be administratively withdrawn from
the class for violating the attendance policy under the same guidelines for attendance in a non-online course.

No Show Status

During the Attendance Verification period, students who do not confirm their attendance and or attend
class will be reported as a “No Show” for that class, and if applicable, tuition will be adjusted, and
financial aid will be reduced accordingly.

The definition of a "no-show" is a student who is registered for a class and meets one of the following criteria:
* Does not attend the first three class sessions of any course that meets daily.

* Does not attend the first two class sessions of a course that meets twice a week.

» Does not attend the first class session of a course that meets once a week.

Any student reported as a "no-show" by an instructor will be administratively removed from that class and will
not be eligible for reinstatement in the current term.

Student Withdrawal

Official Withdrawal

It is the student’s responsibility to officially withdraw from classes. Traditional students may withdraw from a
single class or all classes by contacting the Registrar’'s Office. Students are strongly encouraged to
consult with the ATC Student Navigator and the Financial Aid Office prior to withdrawing from any
classes.

Students that withdraw from a course(s) will receive a final grade of W for each course(s) from which they
withdraw. While a grade of W does not negatively impact the GPA, it will negatively impact the financial aid
requirement to successfully complete 67% of all coursework attempted.

Dual Enrolled students who wish to withdraw from a course must contact their high school counselor
and the ATC High School Coordinator first. Withdrawing from a course may significantly impact the
student’s ability to graduate from high school on time and to receive funding through the Dual Enrollment
program. After speaking with both, he/she will be routed to the Registrar’s Office.

Unofficial Withdrawal

Students who stop attending classes but do not complete the official withdrawal process will receive
zero points for each test, quiz, exam, or assignment that is missed during the class. This will most likely
result in a failing grade for the class(es).

Drop/Add and Reimbursement Policy

1. Students will be allowed to drop/add courses within the first three (3) instructional days of an
academic semester with no penalty.
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2. Students will receive a 100% refund of associated tuition and fees if they withdraw from all registered
courses within the first three instructional days of an academic semester. After the third instructional
day, no refund will be given.

Excused Absences

The following are considered excusable provided documentation is shown to the instructor on return to
college:

* Personal illness (physician’s excuse)

« Serious illness or injury to a member of the immediate family (physician’s statement)
* Death in family

« Military duty (military orders)

* Jury duty (copy of summons)

An excused absence allows your instructor to work with you to complete missed assignments and/or tests. An
excused absence is considered part of the 10% of allowed absences from a class

Make-Up Work

Except in cases of extended absences, students must make up work missed during an excused absence
within five days or according to a plan devised by the instructor.

Assignments Missed During Disciplinary Suspension

When a student is suspended for disciplinary reasons, the student will be allowed to make up assignments
and tests. It is the student's responsibility to schedule all make-up work at the convenience of the instructor.

Policies For Health Programs

(with the exception of Practical Nursing)

A student may not repeat a core or program course that he/she has failed or withdrawn from more than once.
This includes withdrawal from a course before midterm. Any student who withdraws or fails a course twice will
be automatically dropped from the program. A student who withdraws or fails a course for the second time
cannot reenter a health program. Any student in good standing who withdraws from the program must re-
enter within six months, with the exception of Radiologic Technology, which admits yearly. Readmits beyond
the established timelines must repeat all program course work with the exception of general education core
classes.

Practical Nursing Program

Students will be allowed only two (2) failing grades during their enrollment in the program. Upon failing the
first class (whether it is general core courses, allied health science courses, nursing courses, or nursing
practicum courses) the student will attend an appeals hearing with the Dean of Academic Affairs, and selected
nursing faculty. The student will be placed on a probationary status with a prescribed action plan. The student
must adhere to the prescribed action plan completely. If a student fails a second course, that student will be
dropped from the program and unable to re-enter for five (5) years. Any student in good standing who
withdraws from the program must re-enter within six months. Readmits beyond the established timelines must
repeat all program course work with the exception of general education core classes.
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Physical Forms And Reports

Documentation of physical examinations and immunization records are required before the beginning of the
clinical/laboratory phase of training in certain programs as determined by state standards. This documentation
is not required for admission to ATC or to a program of study.

Appeals Procedures For Re-Entry Into Health Programs

Students who were dropped from a health program because of failure or withdrawal can appeal for re-entry.
The student must submit a written appeal to the Dean of the Division of Health Care Technology in order to
make exceptions in extreme circumstances. The program instructor must recommend this appeal. A
committee composed of instructors and the dean from the health care technology division will hear appeals
and determine re-entry status.
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ACADEMIC APPEALS
Grade Appeals

Final grades or other academic decisions may be appealed as follows:

The student may raise the issue with the instructor who awarded the grade by making an informal effort to
correct the error with the instructor who issued the grade within three (3) business days from the date the
grades were posted. If the informal efforts of the student and faculty member have not produced a satisfactory
resolution, a formal Academic Appeals Request should be filed with the Academic Dean within 5 business
days of talking with the instructor. The grade change must be made within one semester after the grade was
initially earned. All grade changes must be submitted and processed during the first 10 days of classes of the
following semester. Any changes after the first 10 days of the following semester will not be included in the
SAP calculation until the next semester of attendance. The instructor is responsible for securing all signatures
required on the Grade Change Request form before submitting the form to the Office of Academic Affairs.
Students are not allowed to secure these signatures.

The decision of the Vice President for Academic Affairs shall be final. If a student is still not satisfied with any
resolution of an appeal, he or she may contact the President of Albany Technical College at (229) 430-0656.

Academic Probation

A student who fails to maintain the required grade point average in a particular program may be placed on
academic probation. A student who fails to improve his or her academic performance after being placed on
probation shall be suspended or dismissed from either the academic program or Albany Technical College.

In appropriate circumstances, a student may be dismissed from an academic program or the College without
first being placed on probation. A student who is dismissed from the College may appeal the suspension or
dismissal by filing an Academic Appeals Request form with the Student Navigator in the Academic
Advisement Center within two weeks from the date of learning of the suspension or dismissal, or two weeks
from the date that he/she should reasonably have known of the date of suspension or dismissal.
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STUDENT RECORDS
FERPA

In accordance with provisions of the Federal Family Educational Rights and Privacy Act of 1974, (FERPA),
Albany Technical College accords all the rights under the law to students who are declared independent. No
one outside the College shall have access to any information from a student’'s educational record without the
written consent of the student, except the following: college personnel, persons or organizations providing
student financial aid, accrediting agencies carrying out their accreditation function, persons in compliance with
a judicial order, persons in an emergency in order to protect the health or safety of students or other persons.

Within the College, only those staff members, individually or collectively, acting in the student's educational
interest are allowed access to student’s educational records. These staff members include administrators, the
registrar, financial aid counselors, and academic personnel - all held within a need-to-know limitation. At the
College’s discretion, directory information may be provided in accordance with the provisions of the Family
Educational Rights and Privacy Act and the Solomon Amendment.

The Technical College System of Georgia and its technical colleges may only release the following student
information:

Full name of student

Major and field(s) of study

Enroliment Status (full time, part-time, etc.)
Degrees and awards and date received
Dates of attendance

« Participation in official sports and activities

¢ Height and weight of athletic team members

The Technical College System of Georgia and its technical colleges define “non-public directory information”
as follows:

e Address

e Email address

¢ Telephone Number
« GPA

Non-public directory information is not available to the public, but is available to any college official.

A student may restrict the release of directory information by filing a signed and date request with the
registrar. Consequences of restricting a student’s directory information may include: denial of access to
current or potential employers, other educational institutions, credit card companies, scholarship committees,
insurance companies (health, auto, life, etc,) and other similar third-parties.

Students may submit an "Authorization for Release of Records to Parent or Guardian Form" in the Registrar's
Office to allow a Parent or Guardian access to the student's records. Any student who wishes to examine his
or her file or desires a hearing to challenge information contained therein should contact the Registrar. A
student has the right to file a complaint with the U. S. Department of Education concerning alleged failures by
State Schools to comply with the requirements of FERPA by contacting the following:

Family Policy Compliance Office
U. S. Department of Education
400 Maryland Avenue, SW

Washington, DC 20202-4605
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Transcript Requests

Students desiring transcripts must direct their requests, by electronic request online through the Albany
Technical College’s website. All transcripts will include the entire academic record, and no partial or
incomplete record will be issued as a transcript. Requests should be made at least 10 business days before
the document is required. A $7.50 fee will be charged for each copy. No student records are released when
the student has financial indebtedness to the college. Trabscript request cannot be processed if a student has
an outstanding business office hold their account.

Albany Technical College has retained Parchment Services to accept transcript orders online. See our
website under Registrar and Records or contact Parchment using the link on our home page.

Please note: Albany Technical College is no longer accepting transcript order via fax, email or in
person.

Release Of Information To A Third Party

Documents submitted by or for the student in support of his or her application for admission or for transfer
credit will not be returned to the student or forwarded to another party or institution.

Enrollment Verification Request

Students desiring enrollment verification must complete a “Request for Registrar Letter” request form either in
person in the Registrar’'s Office or by submitting the completed form, along with proof of identification, via
email or fax to the Registrar’s Office. Enrollment Verifications cannot be processed until ten days into each
term. Enrollment verification requests cannot be processed if a student has an outstanding business office
hold their account.
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GRADUATION POLICY

Graduation exercises are scheduled for the end of Fall and Spring terms. All certificate, diploma, and degree
students must achieve regular admission status before applying for graduation. Each student must submit an
application for graduation to the office of the ATC registrar when they have pre-registered for their last class.
Filing deadlines are March 15th for the Spring ceremony, June 15th for the summer semester (participation in
the Fall ceremony), and October 15th for the Fall ceremony. Degree & Diploma students are expected to
complete a Career Portfolio prior to graduation as a tool for success in employment. Program advisors will
provide details about specific portfolio requirements for each program. Students must also visit the ATC
Career Center to complete a Leaver form, and complete an Exit Interview at the Financial Aid office. Once the
application is received, the Registrar will perform a graduation audit to determine graduation status. A
graduation application processing fee of $40.00 is due at filing. Only those students participating in the
graduation ceremony will receive a diploma cover. Diploma covers are available for purchase in the
Registrar’s Office for $10.00 each for those students not participating or those that would like more than one.

The college recognizes honor graduates of degree and diploma programs when they maintain the following
overall GPA's. Honors with Distinction: 3.75-3.94, and Presidential Scholar: 3.95-4.00.

In order to be eligible for graduation, each student must satisfactorily complete the program of study as
outlined in the state standards. An overall grade point average of at least 2.0 is required for graduation. Upon
request to the registrar, a student may receive a copy of their official transcript.

Graduates only receive ONE free cap and gown during their ATC tenure. Students that graduate
multiple times must purchase additional graduation regalia if needed.

Residency Requirements For Graduation

To receive a credential from Albany Technical College, it is required that a student completes a minimum of 25
percent of the coursework of a particular program from Albany Technical College.

Forfeiture Of Credit

By registering for a course for which the student has already received credit, a student forfeits the previous
credit in that course for graduation purposes unless that grades is their best attempt. The student's official
grade in the course will be the best grade earned. Although both grades remain on the record and are
computed in the quality point average, only the best attempt will be calculated for the purpose of graduation
requirements.

Award Reprints

The first degree, diploma or certificate is provided at no cost. A fee of $25.00 will be charged for each
additional reprint.
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STUDENT SERVICES

The Division of Student Services provides the following services: recruitment and admissions, orientation,
testing, career advising, job placement, student records, service projects, high school programs, special
needs, and retention counseling.

Career Development Center

Albany Technical College’s Career Services Department is committed to assisting active students and
graduates in the pursuit of suitable, rewarding employment. While the Career Services Office does not
guarantee all students employment upon graduation, the Career Services staff, along with instructional staff,
constantly seeks to assist students with employment opportunities before and after graduation.

The Career Services Office will conduct follow-ups on graduates and employers each semester. These
surveys ensure that Albany Technical College is achieving its educational objective of providing students and
graduates with the skills necessary to perform in a competitive workforce environment. The Career Services
Office maintains a database of potential employers in addition to Internet access of employment Web sites.
Contact Judy Jimmerson at 229-430-3514 or jjimmerson@albanytech.edu for more details.

The Career Development Center offers a variety of programs designed to assist students and graduates in
developing and managing effective career planning and resources. The Career Center maintains full-time and
part-time job vacancy announcements as well as individualized job search assistance, resume writing, cover

letters, on-line job search and applications. Students and graduates are encouraged to regularly check the job
vacancy board to stay current with employment opportunities.

The Career Development Center (CCT) is located at the south entrance of the Dougherty County Campus.
The Center is open Monday through Thursday from 8 am to 5 pm and Friday from 8 am to 4 pm. Students
may schedule appointments if necessary, but walk-ins are welcome.

Services include:

« Job Preparation Assistance

* Career Portfolio Development

» Resume Writing Assistance

« Career Development Workshops
» Employment Referrals

« Job Vacancies Postings

* Career Fairs and Recruitment Events
* Networking Tips

* Dressing for Success Tips

* Interviewing Tips

» Employer follow-up to include Thank You Letters
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Academic Advisement Center

The Albany Technical College Academic Advisement Center provides a supportive atmosphere which
promotes the educational development of the students to prepare them to be work-force ready. The staff in
the Academic Advisement Center strives to provide services to all students to ensure that they receive
professional assistance in navigating through curricula and college requirements toward graduation and
placement. Online Success Coaches assist a diverse population of students with the enhancement of their
academic, career, and personal development. Through academic advising, the staff empowers (guides)
students to develop and implement sound educational plans that are consistent with their personal values,
goals and career plans. The Academic Advisement Center is located in the Nathaniel Cross Building.

SPECIAL POPULATIONS PROGRAM

Special Populations Coordinator provides services to students in the following areas:

Single Parent, out-of-workforce individuals, English learners, homeless individuals, youth who are in or have
aged out of foster care, youth with a parent in the armed Single Parent, out-of-workforce individuals, English
learners, homeless individuals, youth who are in or have aged out of foster care, youth with a parent in the
armed forces and on active duty, economically disadvantaged and students enrolled in a non-traditional
program for their gender. The Special Populations Coordinator will provide guidance, referral services, and
basic counseling/career advisement to students in these areas. Students will be provided individualized
academic assessment, educational advising for participants, career trends/awareness for educational
success while enrolled at Albany Technical College. Contact Yolonda Skinner at 229-430-6144 or email
vskinner@albanytech.edu for more details.

SERVICES FOR STUDENTS WITH DISABILITIES

Students with documented disabilities may be eligible for reasonable special accommodations to help ensure
their academic success. However, it is the student’s responsibility to disclose his/her disability prior to
registering for classes at Albany Technical College to assure that accommodations or assistive technology
devices are provided in a timely manner. The Special Needs Coordinator is available to provide assistance
and services to ensure accessibility and to meet the diverse needs of students with disabilities who are
interested in and can benefit from the many programs offered at Albany Technical College. Services may
include, but are not limited to, providing special equipment and support, testing accommodations, agency
referrals, architectural accessibility and individual accommodation planning. All College activities, programs,
services and organizations are open to all students, including those who have disabilities. The disability
services office is located in Room 159 in the Kirkland Building, ADM Building, and is open during regular
business hours throughout the academic year. Contact ATC’s Director of Special Needs & LEAP program at
229-430-2854 or email rwatts@albanytech.edu for more details.

ENGLISH AS A SECOND LANGUAGE

Students with Limited English Proficiency may receive assistance to facilitate their admission and participation
in Albany Technical College’s programs of study and activities. Assistance is provided through the peer tutorial
program as well as individual accommodation the instructional setting. Students may receive assistance by
contacting the Director of Special Needs & LEAP program. Please call Regina Watts, 229-430-2854 for more
details.
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Retention Services

The Office of Retention provides requested and referred services to students for assistance with problems
that prevents program completion and graduation. Occasionally, students are faced with making decisions in
which they need assistance such as: uncertainty of program choice, poor grades, inability to concentrate, lack
of study skills, financial aid concerns, personal or social situations, future educational plans, withdrawing from
a course, and academic guidance. If a student needs assistance, he or she should contact the Retention
Coordinator; student referrals are welcomed from faculty and staff. The Office of Retention is located in the
Kirkland Administration Building Room 157. Students may contact Vanessa Floyd directly via phone
229.430.3558 or by email vfloyd@albanytech.edu for assistance.

Student Tracking And Retention Services

Starting college is a new experience and like all new experiences, it can be both exciting and challenging at
the same time. With the right support, new students can overcome these initial hurdles and get the most out
of their college education. Although the STARS program aims to assist all first-semester students, the STARS
team provides services to all departments campus wide to develop initiatives to support the program’s
overarching goals that benefits all students. By approaching student success from all angles, the STARS
team is able to meet a greater number of individual needs spread far beyond a student’s first semester of
study. The STARS teams talks to students about their social, personal, or academic lives, and help students
identify ways to balance competing priorities. Students may also be referred to outside agencies that can
better assist in addressing the problem area(s). The STARS team consist of Vanessa Floyd, Yolonda Skinner,
and Regina Watts; each individual is committed to help first year students develop self-advocacy and
accountability skills needed throughout college. A STARS representative can be reached via email at one of
the following email addresses:

* Vanessa Floyd (Retention Coordinator): vfloyd@albanytech.edu

« Yolonda Skinner (Special Population): yskinner@albanytech.edu

 Regina Watts (Director of Special Needs & LEAP program) : rwatts@albanytech.edu
The STARS program targets first-semester students and consists of three key objectives:
1. Encourage the development of academic competence

2. Provide ongoing orientation to campus resources and services

3. Help to identify at-risk students early on that require additional support
ACADEMIC ACHIEVEMENT CENTER

The Academic Achievement Center (AAC) provides resources for the reinforcement of Reading, English, and
Math skills and also offers help with historically difficult courses such as COMP 1000®° and Anatomy and
Physiology. Students receive dedicated, expert assistance from a staff of professionals and student (peer)
tutors.

New applicants who are not satisfied with their entrance exam scores can visit the AAC to brush up on basics
before retesting. Those who choose to take advantage of these services have great success rates. The facility
located in Room 110 of Freedom Hall contains individual study rooms and computer labs for student use.

ANTHONY O. PARKER, PH.D. LIBRARY MEDIA CENTER

The Anthony O. Parker, Ph.D. Library Media Center provides access to resources that support the curriculum
of Albany Technical College. Resources are accessed onsite and online. Some of the library services are as
follows:
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1. Circulation services
o Borrow, renew, hold, recall, return library materials
Appeal fines
Lamination
Reserves
Interlibrary loans
o Fax (Academic use only)
2. Reference
Bibliographic Instruction
Research assistance
Tours
Workshops
Online tutorial
o Displays
. Copying/Printing
o Copyright restrictions
o Debit card operated copier
o Restricted printing
. Study Spaces
o Study in groups or alone
o Study rooms
5. Media Services
o Collections of audiovisual materials
o Media services for faculty
. Special Needs
o Accommodation for individuals who require assistance for disabilities

O O o0 o
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ATC students and patrons from ATC Library Cooperative Agreements Institutions (Albany State University and
Dougherty County Public Library) may utilize library services. Currently enrolled students are required to
present a valid ID card and other persons must present a valid Georgia driver's license and Student ID or
library card. In accordance with ATC policy, children are not allowed to accompany patrons in the library.
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STUDENT LIFE

Alumni Association

All graduates automatically become alumni and are encouraged to actively participate in the ATC Alumni
Association. Students will be inducted into the association upon graduation.

Ambassadors

The ATC ambassadors are student leaders who assist the college with various activities. They are
outstanding students from various programs and they represent their particular program within the community.
Ambassadors assist with campus tours and special events, providing goodwill for the College.

The Ambassador Program assists students with leadership skills, work ethics and communication skills. To
become an ambassador, a student must be nominated by an ATC instructor and go through an interview
process. Potential ambassadors must be enrolled in a diploma or degree program, have not completed more
than 50 percent of their coursework and maintain a GPA of 3.0 or higher.

American Criminal Justice Association Club

The Albany Technical College's Alpha Theta Chi Chapter (ATC) of the American Criminal Justice Association
was granted January 6, 2011. The American Criminal Justice Association- Lambda Alpha Epsilon (ACJA-
LAE) is an Association devoted to the furtherance of professionalism in all areas of criminal justice. It strives
to encourage greater cooperation among criminal justice agencies and to promote greater understanding
between the community and the profession. The Association fosters more responsive training and education
to fulfill the needs of the profession through sponsorships of seminars, technical materials and personal
contacts. The Association serves as a unified national voice on key issues of the profession. Membership is
composed of persons who are formally committed to the field of criminal justice either through their education
or their employment. Memberships are drawn from the total criminal justice spectrum - law enforcement,
prosecution, defense, courts, and corrections.

Foundation Setters For Future Minds (FSFFM)

The Foundation Setters for Future Minds (FSFFM) organization promotes the professional development of
Early Childhood Care & Education students and provides opportunities for interaction with the Early
Childhood professional community and local community.

FSFFM specific objectives:

To promote professional growth.

To provide knowledge of the ECCE profession and its occupations.

To provide programs on contemporary issues in early childhood education to members.

To provide the opportunity to interact on a social and professional level with faculty, students and the
community during FSFFM activities.

« To provide an opportunity for participation in at least one community service event each term
supporting children and their families.
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GOAL

The Georgia Occupational Award of Leadership (GOAL) program was established in 1971 to recognize and
reward excellence among students at Georgia's post-secondary technical colleges. Jointly sponsored and
administered at the State level by the Georgia Chamber of Commerce and the Technical College System of
Georgia, the GOAL Program is an outstanding example of education joining hands with business and
industry. Instructors nominate outstanding students for the GOAL Program and at the local level, finalists are
chosen by a two-party interview process. The ATC winner competes in a regional competition with an eye
toward the State GOAL competition in Atlanta where Georgia's winner is announced.

The objectives of the GOAL Program are as follows:

1. To spotlight the role of technical training in our modern economy.

2. To reward those students who excel in learning a useful skill.

3. To stimulate greater pride in workmanship.

4. To generate greater public awareness of and appreciation for contributions of the working men and
women in Georgia.

5. To emphasize the dignity of work in our society.

Honor Graduate

The college recognizes honor graduates when they maintain the following overall GPA's. Honors with
Distinction: 3.75-3.94, and Presidential Scholar: 3.95-4.00.

National Technical Honor Society

The National Technical Honor Society (NTHS) is an honor organization for students enrolled in technical
colleges. The purpose of NTHS is to promote service, leadership, honesty, career development and skilled
workmanship; to reward student achievement; to encourage and assist student education and career goal-
setting; to promote a stronger linkage between local technical colleges, business and industry; and to promote
the image of technical education in America.

In order to become a member of ATC’s NTHS, students must meet the following criteria:

. Be enrolled at Albany Technical College

. Have completed two (2) consecutive semesters of course work, a minimum of 18 credit hours

. Have and maintain a 3.5 overall GPA

. Exemplify the personal qualities of an honor student: safety conscious, work well with others,
dependable, trustworthy, responsible, and honest.

. Maintain the required grade point average to remain a member of the National Technical Honor
Society.

SkillsUSA

A WN PP

&)

SkillsUSA is the national nonprofit organization serving high school and college students enrolled in technical,
skilled and service careers, including health occupations. It was formerly known as VICA (Vocational Industrial
Clubs of America). SkillsUSA's mission is to help its members become world-class workers, leaders and
responsible American citizens. Membership must be established by March 1 of the current year to be eligible
to compete in the state competitions.
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Student Fellowship For Christians (SFC)

The Student Fellowship for Christians (SFC) promotes a sense of civic and professional responsibility while
embracing the student with fellowship, prayer, and empowerment. As an integral part of the students’
academic lives, SFC works within the Christian framework to encourage the students to achieve their goals at
the college, in their community, and the world around them. SFC provides a Christian atmosphere while
students are developing the competencies needed for their chosen occupational fields of study. Student
Fellowship for Christians helps the student become competent, successful, confident, and self-disciplined.
SFC also assists the student in determining the directions that impact their studies and lives. Student
Fellowship for Christians is a non-denominational organization that is open to all students of the college.

President Leadership Institute

The President's Leadership Institute is a free leadership training program focused on helping students
develop and apply their unique skills through participation in workshops and campus activities. During the
course of the program students will enjoy exposure to the arts, participate in workshops and campus life,
develop civic understanding and give back to the community through service. These experiences will enhance
the life of the student enabling them to make a difference on campus and in the community. Recognition at
graduation and recognition on their college transcripts sets these students apart. Students must complete 15
approved activities or workshops prior to graduation and maintain a GPA of 2.0 or higher.

Students must be currently enrolled in at least six credit hours, have not completed more than 18 credit hours
and complete a leadership program application by the first week of the semester. Contact the Office of
Student Life located in the Logistics Education Center, Room 102 for information and applications or visit
www.albanytech.edu/campus-life/presidents-leadership-institute .

Student Government Association (SGA)

The Student Government Association (SGA) includes senators from all program areas. The purpose of the
organization is to promote better relations between the students, faculty, and administration; to enhance the
physical appearance of the college; to help promote the College and college’s related functions; and help the
College in any way possible. Membership is limited to students enrolled in a program at Albany Technical
College. Each program chooses a representative and an alternate to attend SGA meetings. Students elected
should have at least two terms remaining before graduation. Officers for the association are elected every fall
term.

Veterans Advocacy Group

The purpose of the Veterans Advocacy Group is to provide veterans attending Albany Technical College with
information about veteran’s educational benefits; to advocate for veterans in their quest to gain educational
benefits; and to provide community and camaraderie to veterans attending classes as they undertake the
challenges inherent in their educational pursuits. Membership is open to all veterans who are currently
enrolled at Albany Technical College.

Titan Alliance Club

The Titan Alliance Club promotes the dissemination of engineering and scientific knowledge and the
participation in activities related to engineering and robotics. There are two categories of membership: full
member and mentor member. Full membership is open to persons of good character who are full time Albany
Technical College students and students who are joint or dual enrolled. A Mentor member is one who has
expressed a desire to be a part of the club, but is unable to participate in competitions.
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Phi Beta Lambda (PBL)

The purpose of Phi Beta Lambda is to provide opportunities for post-secondary students to develop
vocational competencies for business and office occupations. This student organization is an integral part of
the instructional program and, in addition, promotes a sense of civic and personal responsibility. Phi Beta
Lambda strives to develop competent, aggressive business leadership, strengthen the confidence of students
in themselves and their work, assist students in the establishment of occupational goals, and facilitate the
transition from college to work. Students participate in leadership conferences, workshops, and competitions
at the district, state, and national levels. A student in good standing with the college is eligible for membership.
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STUDENT DISCIPLINARY PROCEDURE

Procedure: Student Disciplinary Procedure
I. Policy:

The administration reserves the right to maintain a safe and orderly educational environment for students and
staff. Therefore, when, in the judgment of technical college officials, a student’s conduct disrupts or threatens
to disrupt the technical college community, appropriate disciplinary action will be taken to restore and protect
the atmosphere of collegiality and mutual respect on campus. This procedure is intended to provide an
orderly protocol for handling student disciplinary cases in accordance with the principles of due process and
justice.

II. Applicability:

This procedure is applicable to all technical colleges associated with the Technical College System of
Georgia.

lll. Related Authority:
Procedure: Model Student Conduct Codes
IV. Definitions:

1. Academic Misconduct: includes, but is not limited to, the definition found in the Student Code of
Conduct, Article Il, Paragraphs 1-4.

2. Business days: weekdays that the technical college administrative offices are open.

3. Hearing Body: any person or persons authorized by the president of a technical college to provide a
hearing as provided in this procedure.

4. Member of the technical college community: any person who is a student, faculty member, technical
college official or any other person/s involved with the technical college community or employed by the
technical college.

5. Policy: the written regulations of the technical college as found in, but not limited to, the Student Code
of Conduct, Students Handbook(s), Residence Hall Handbook(s), Technical College Catalog(s), the
Technical College Policy Manual, and the Policy Manual approved by the State Board for the Technical
College System of Georgia.

6. Student: all persons taking courses at the technical college full-time, part-time, dual enroliment, joint
enroliment, non-credit and credit. Persons who are not officially enrolled for a particular term but who
have a continuing relationship with the technical college are considered “students.”

7. Student Organization: any number of persons who have complied with the formal requirements for
technical college recognition.

8. Technical college: any college within the Technical College System of Georgia.

9. Technical college official: any person employed by the technical college, performing assigned
administrative responsibilities on a part-time, full-time, or adjunct basis.

10. Premises: all land, buildings, facilities, and other property in the possession of or owned, used, or
controlled by the technical college (including adjacent streets and sidewalks).

V. Attachments: (Forms available in the office of Vice President of Student Affairs)

1. Student Code of Conduct Complaint Form
2. Disciplinary Sanction Appeal Form

VI. Procedure:
A. Filing a Complaint

1. Any person may file a complaint with the Vice President for Student Affairs or the technical college
president’s designee against any student for an alleged violation of the Student Code of Conduct. The
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individual(s) initiating the action should complete a Student Code of Conduct Complaint Form, and
provide it to the Vice President for Student Affairs or the technical college president’s designee.

2. Academic Misconduct may be handled using this procedure or a separate Academic Misconduct
Procedure at the discretion of the technical college president.

3. Investigation and Decision

1. Within five business days after the Student Code of Conduct Complaint Form (the “Complaint”)
is filed, the Vice President for Student Affairs or the technical college president’s designee shall
complete a preliminary investigation of the incident, and schedule a meeting with the student
against whom the complaint was filed in order to discuss the incident and the allegations. In the
event that additional time is necessary, the Student will be notified. After discussing the
complaint with the student, the Vice President for Student Affairs or the technical college
president’s designee shall determine whether the student committed the alleged conduct, and
whether the alleged conduct constitutes a violation of the Student Code of Conduct.

2. The student shall have 5 business days from the date contacted by the Vice President for
Student Affairs or the technical college president’s designee to schedule the meeting. This initial
meeting may only be rescheduled one time. If the student fails to respond to the Vice President
for Student Affairs or the technical college president's designee within 5 business days to
schedule the meeting, reschedules the meeting more than once, or fails to appear at the
meeting, the Vice President for Student Affairs or the technical college president’s designee will
consider the available evidence without student input and make a determination

3. In the event that a Complaint alleges violations of the Student Code of Conduct by more than
one student, each student’'s disciplinary proceeding, as well as any appeals relating to that
proceeding, shall be conducted individually.

4. If the Vice President for Student Affairs or the technical college president’s designee determines
that the student has violated the Student Code of Conduct, he/she shall impose one or more
disciplinary sanctions consistent with those described below. If the Vice President for Student
Affairs or the technical college president’s designee determines that the alleged conduct did not
occur, or that the conduct was not a violation of the Student Code of Conduct, he/she shall not
impose any disciplinary sanctions on the student and the investigation shall be closed.

B. Disciplinary Sanctions
Based on the severity of the incident, the Vice President for Student Affairs may take one of two actions:

1. After a determination that a student has violated the Student Code of Conduct, the Vice President for
Student Affairs or the technical college president's designee may impose, without referral to the
Hearing Body, one or more of the following sanctions. Notification shall be sent to the student and the
person(s) who initially filed the complaint.

1. Restitution — A student who has committed an offense against property may be required to
reimburse the technical college or other owner for damage to or misappropriation of such
property. Any such payment in restitution shall be limited to the actual cost of repair or
replacement.

2. Reprimand — A written reprimand may be given to any student. Such a reprimand does not
restrict the student in any way, but it signifies to the student that he/she is in effect being given
another chance to conduct himself/herself as a proper member of the technical college
community, and that any further violation may result in more serious sanctions.

3. Restriction — A restriction upon a student’s privileges for a period of time may be imposed. This
restriction may include but is not limited to denial of the right to represent the technical college
in any way, denial of use of facilities, alteration or revocation of parking privileges, or restrictions
from participating in extracurricular activities.

4. Disciplinary Probation — Continued enroliment of a student on probation may be conditioned
upon adherence to specified terms. Any student placed on probation will be notified of the terms
and length of probation in writing. Any conduct determined after due process to be in violation
of these terms while on probation may result in the imposition of more serious disciplinary
sanctions, as specified by the terms of probation.

5. Failing or lowered grade — In cases of Academic Misconduct, the Vice President for Student
Affairs or the technical college president’s designee will make a recommendation to the Vice
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President for Academic Affairs or his/her designee who may authorize the instructor to award a
failing or lowered grade in the course, or a loss of credit on the assignment or examination.

2. After a determination that a student has violated the Student Code of conduct, the Vice President for
Student Affairs or the technical college president’s designee may recommend the imposition of one of
the following sanctions if appropriate. The Vice President for Student Affairs’ recommendation will be
forwarded to the Hearing Body, which may impose one or more of the following sanctions, as well as
those described in section VI.B.1 above, following a hearing. A copy of the written recommendation
shall be provided to the student and the person filing the complaint

1. Disciplinary Suspension — If a student is suspended, he/she is separated from the technical
college for a stated period of time. Conditions of reinstatement, if any, must be stated in the
notice of suspension.

2. Disciplinary Expulsion —Removal and exclusion from the technical college, Technical College
controlled facilities, programs, events, and activities. A record of the reason for the student’s
dismissal is maintained by Vice President for Student Affairs or the technical college president’s
designee. Students who have been dismissed from the technical college for any reason may
apply in writing to the Vice President for Student Affairs for reinstatement twelve (12) months
following the expulsion. If approval for reinstatement is granted, the student will be placed on
disciplinary probation for a specified term. The probationary status may be removed at the end
of the specified term at the discretion of the Vice President for Student Affairs or the technical
college president’s designee.

3. System-Wide Expulsion — Where a student has been expelled or suspended three times from
the same or different colleges in the Technical College System of Georgia in the past seven
years, the student will not be permitted to register at any college in the Technical College
System of Georgia for a period of ten years after the most recent expulsion/suspension.

3. Violation of Federal, State, or Local Law

1. If a student is convicted or pleads nolo contendere to an off-campus violation of federal, state,
or local law, but not with any other violation of the Student Code of Conduct, disciplinary action
may be taken and sanctions imposed for misconduct that is detrimental to the technical
college’s vital interests and stated mission and purpose.

2. Disciplinary proceedings may be instituted against a student charged with violation of a law that
is also a violation of the Student Code of Conduct if both violations result from the same factual
situation, without regard to criminal arrest and/or prosecution. Proceedings under this Student
Code of Conduct may be carried out prior to, simultaneously with, or following criminal
proceedings.

3. When a student is charged by federal, state, or local authorities with a violation of law, the
technical college will not request or agree to special consideration for that individual because of
his/her status as a student. The technical college will cooperate fully with law enforcement and
other agencies in the enforcement of criminal law on campus and in the conditions imposed by
criminal courts for the rehabilitation of student violators. Individual students, acting in their
personal capacities, remain free to interact with governmental representatives as they deem
appropriate.

4. Interim Disciplinary Suspension — As a general rule, the status of a student accused of
violations of the Student Code of Conduct should not be altered until a final determination is
made regarding the allegations against him/her. However, interim suspension may be imposed
upon a finding by the Vice President for Student Affairs or his/her designee that the continued
presence of the accused student on campus constitutes a potential or immediate threat to the
safety and well-being of the accused student or any other member of the technical college
community or its guests, or that the continued presence of the student on campus creates a risk
of substantial disruption of classroom or other technical college-related activities. If an interim
disciplinary suspension is imposed, the matter must be referred as soon as possible to the
Hearing Body. The student need not request an appeal.

4. Conditions of Disciplinary Suspension and Expulsion

1. A student who has been suspended or expelled from the technical college shall be denied all
privileges afforded a student and shall be required to vacate technical college Premises at a
time determined by the Vice President for Student Affairs or the technical college president’s
designee.
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2. In addition, after vacating the technical college Premises, a suspended or expelled Student may
not enter upon the technical college Premises at any time, for any purpose, in the absence of
written permission from the Vice President for Student Affairs or the technical college
president’s designee. A suspended or expelled student must contact the Vice President for
Student Affairs or the technical college president's designee for permission to enter the
technical college Premises for a limited, specified purpose.

3. If the student seeks to submit a signed Disciplinary Sanction Appeal Form, the Vice President
for Student Affairs or the technical college president’s designee must accept the form by mail or
fax if he/she refuses the Student’'s request to enter the Technical College Premises for that
specified purpose.

4. A scheduled appeal hearing before the Hearing Body shall be understood as expressed
permission from the Vice President for Student Affairs or the technical college president’s
designee for a student to enter the technical college Premises for the duration of that hearing.

C. Mediation

1. At the discretion of the technical college president the technical college may adopt a mediation
procedure to be utilized prior to the appeals set forth herein. Mediation may never be used in cases of
alleged sexual misconduct.

D. Hearing/Appeals Procedure

1. A student who wishes to appeal a disciplinary decision by the Vice President for Student Affairs or the
technical college president’s designee regarding an assigned sanction of restitution, reprimand,
restriction, disciplinary probation, or failing or lowered grade must file a written notice of appeal through
the technical college president’s office for review by the Hearing Body within five business days of
notification of the decision. The person filing the initial complaint against the student must be notified of
the hearing date.

2. If the Vice President for Student Affairs or the technical college president’s designee recommended a
sanction of disciplinary suspension, disciplinary expulsion, interim disciplinary suspension, or system-
wide expulsion, the matter will be referred to the Hearing Body by the Vice President for Student
Affairs. The student need not file a written notice of his or her desire to appear before the Hearing
Body. The person filing the initial complaint shall also be given notification of the hearing.

3. The student will then have the right to appear in a hearing before a Hearing Body assigned by the
technical college president or his/her designee within 10 business days to present evidence and/or
testimony. If the student has been placed on an interim disciplinary suspension, the hearing must be
held as soon as possible, preferably within five days. The student has the right to be assisted by any
single advisor he/she chooses, at his/her own expense. The student is responsible for presenting
his/her own case and, therefore, advisors are not permitted to speak or to participate directly in any
hearing before a Hearing Body. The Hearing Body may consist of a single person or a group of people
drawn from the technical college community. There shall be a single official record, such as a tape
recording, of all hearings before the Hearing Body. The official record shall be the property of the
technical college. The standard of proof in all hearings shall be a preponderance of the evidence. The
chairperson of the Hearing Body shall notify the technical college president and the Vice President for
Student Affairs in writing of the Hearing Body’s decision. The technical college president or his/her
designee will notify the student in writing of the Hearing Body’s decision.

4. If the student appeared before the Hearing Body to appeal the Vice President for Student Affairs or the
technical college president's designee’s sanction of restitution, reprimand, restriction, disciplinary
probation, or failing or lowered grade, the Hearing Body’s decision regarding the appeal is final. A copy
of the Hearing Body’s written decision will be provided to both the student and the person who filed the
original complaint.

5. If the student appeared before the Hearing Body after the Vice President for Student Affairs or the
technical college president’s designee recommended disciplinary suspension, disciplinary expulsion,
interim disciplinary suspension, or system-wide expulsion, the student shall have the opportunity to
appeal directly to the technical college president.

6. If entitled to an appeal to the technical college president, the student shall have 5 business days after
receiving written notification of the Hearing Body’s decision to request in writing an appeal. The
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student shall ensure that all relevant information is included with this request. The person who filed the
original complaint shall be notified of the student’s appeal.

7. The president of the technical college or his/her designee’s review shall be in writing and shall only
consider evidence currently in the record, new facts not brought up in earlier stages of the appeal shall
not be considered. The technical college president or his/her designee shall deliver the decision to the
student and the person who filed the original complaint within 10 business days. The decision of the
technical college president or his/her designee shall be final and binding.

VIl. Document Retention

The Vice President for Student Affairs or the technical college president’'s designee shall retain a copy of all
documents concerning complaints, investigations, administrative actions, and communications in relation to
any incident that resulted in a disciplinary investigation of any kind against a student. The Vice President for
Student Affairs or the technical college president’s designee will also retain records of any disciplinary appeals
filed by the affected student, as well as the resulting record of appeal and decision submitted by the Hearing
Body and the technical college president or his/her designee. A record of the final decision must also be
retained. All records specified in this section shall be retained for a period of five years.

Effective Date: July 13, 2012.

Replaces Previous Effective Date: November 11, 2010
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Student Complaints

Albany Technical College (ATC) is committed to providing and ensuring an environment conducive for all
students that is fair, respectful, free from illegal or inappropriate conduct or treatment to accomplish the
mission. The institution publishes appropriate and clear procedures for addressing written student complaints,
demonstrates that it follows the procedures when resolving them, and maintains records of student
complaints. The procedures for written student complaints support the ATC mission by providing student
avenues to inform, submit and notify specifically five administrative units on campus determined upon the
basis of the complaint. Complaints can be informal, formal, academic, non-academic, unlawful harassment, or
discrimination. The adopted policies and procedures for addressing written complaints are well publicized in
the ATC student handbook, catalog, and website. Moreover, ATC adheres to the TSCG standards of protocol
with addressing, investigating and resolving complaints including the Model Student Code of Conduct
procedures.

Policies and Procedures:

The College adheres to the fundamentals of complaint resolution by reaching a fair, equitable, and consistent
resolution for students with written complaints. The College has developed adequate procedures for students
who wish to file informal and formal disagreements, disputes and complaints concerning all aspects of the
campus environment both academic and nonacademic. In reporting complaints various categories have been
divided to be handled by different administrative responsibilities to review, investigate, conduct a hearing,
consider preponderance of evidence and

determine a meaningful satisfactory resolution for all parties involved and offer an appeals process

Albany Technical College (ATC) has adopted comprehensive policies and procedures for addressing student
complaints, which are reasonable, and fairly administered. The policies are well-publicized in the catalog and
the on the college website. The college maintains logs of student complaint information within the respective
office responsible for the information. The logs contain data relevant to the student filing the complaint
including student identification number, the student name, ethnicity, gender, date the complaint received, the
sanction, the decision, and the date the student was notified of the decision.
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Unlawful Harassment and Discrimination Complaints

The Vice President of Administration (VPA) serves as the Title IX Officer. The VPA works in collaboration with
campus police and other campus units to investigate unlawful sexual violence and unlawful harassment to
gather facts, conduct interviews, and present findings to a hearing committee, and to make a decision within a
reasonable time frame for a reasonable satisfactory resolution to the student written compliant. The student
can appeal the decision within 5 business days to the College President. The procedures are proactive in
ensuring the campus is free of sexual discrimination, handling complaints of sexual discrimination,
harassment, and sexual violence based upon the preponderance of evidence of investigations and where
applicable appropriate discipline is set forth. The VPA works collaboratively with the VPAA, and the VPSA to
solicit input if a written grievance or violation has occurred either academically or non-academic. The VPA has
referral processes to refer students of whom need assistance based upon the nature of the complaint to
receive assistance in dealing with unlawful harassment or sexual violence.

The VPA ensures that discrimination of transgender students and gender-related cases of unwanted sexual
behavior do not significantly interfere with access to educational opportunities. Further, the grievance policies
prohibit sexual violence, domestic violence, dating, stalking and unwelcomed sexual behavior to address
issues so that vulnerable students can be free from fear of exploitation. In addition, the policies prohibits
sexual discrimination, pregnant parenting students, gender based rape, sexual assault, stalking threats,
abuse and abuse from prior partners. The regulations of the Violence Against Women Act of 2015 (VAWA),
Clery-Act, and the Yearly Safety Report, are presented as annual training for all staff, faculty and students
efforts are led by the VPA. All Title IX written complaint files are housed within the administrative office of the
VPA under a secure and confidential file system within the VPA's office.

Procedure for Reporting Unlawful Harassment and /IDiscrimination

The Sexual Complaint Procedure and the Discrimination and Grievance Complaint Procedure are both multi-
step procedures through which students and members of the faculty, staff or community may file written
complaints against the College. Sexual harassment complaints must be filed in writing with the VPA, as the
Title IX Officer who is directly over the Human Resources Department and campus police. Both procedures
provide levels of appeal and timelines for decisions. In addition, all students have the right to appeal directly
to the Office of Civil Rights, Suite 2702, 101 Marietta Street, Atlanta, Georgia, if the student feels
discriminated against based on gender, race, color, sex, religion, national origin, age, political affiliation,
veteran’s status, or handicap

The Coordinator of Disability Services/ Special Needs (DS) serves as the College’s Section 504 and ADA
coordinator to determine if discrimination based upon a disability, access to programs or services has
occurred. The DS works with collaborative efforts in ascertaining disability related complaints for both informal
and formal written grievances. The procedures for resolving discrimination begins with written notification,
information gathering, investigating, and conducting a hearing if needed, and in asserting an applicable
resolution. The ATC procedures includes an appeals process if the issue and decision has not been
satisfactory resolved. All students are involved in training during new student orientation on how to and who to
respond and report complaints, and grievances of harassment, discrimination at the College. The DS works
closely with the academic faculty and facilities personnel for matters directly related to discrimination based
upon disability, discrimination and access to all programs and services that ATC provides.
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Academic Complaints

ATC is committed to resolving student academic appeals and complaints in a just and timely manner. ATC has
established adequate policies and procedures for students who desire to file written academic complaints
and/or appeals. The established policies and procedures are adhered to in all circumstances. Students with
complaints or appeals are encouraged to seek a resolution for a concern informally by directly addressing the
issue with the individual(s) involved. When matters are beyond informal resolution, students have the
opportunity to submit a written formal complaint or appeal. The College’'s academic written complaint and
appeal procedures are discussed with students during new student orientation and program orientation.

In addition, the formal student complaint and appeal procedure are covered in the ATC 2017-18 student
handbook and college catalog which is accessible through the College’s web page .The College’s distance
education student population is afforded the same opportunity to express concerns as the college’s traditional
student population. Students can access the student complaint and appeal procedure in all Blackboard
courses located under the “Resource” tab. ATC has established a local procedure that addresses the process
for academic appeals. The student academic appeal procedure is categorized in two areas:

1. Academic Probations

A student who fails to maintain the required grade point average in a particular program may be placed on
academic probation. A student who fails to improve his or her academic performance after being placed on
probation shall be suspended or dismissed from either the academic program or ATC. In appropriate
circumstances, a student maybe dismissed from an academic program or the College without first being
placed on academic probation. A student who is dismissed from the College may appeal the suspension or
dismissal by filing an Academic Appeals Request Form with the VPAA within two weeks from the date of
learning of the suspension or dismissal, or two weeks from the date that the student should reasonably have
known of the date of suspension or dismissal.

The VPAA will notify the student of the decision to grant or deny their academic appeal within five business
days of receipt of the student’s appeal. If the student’'s appeal is granted, the VPAA will notify the registrar’s
office in order to allow the student to continue the registration process for the upcoming term. However, if the
student’s appeal is denied the VPAA will advise the student, in writing, that the appeal has been denied and a
hold will be placed on the student account in Banner.
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2. Grade Appeals

Final grades or other academic decisions may be appealed as follows: The student may raise the issue with
the instructor who awarded the grade or made the academic decision within three business days from the
date the grades were posted. If talking with the instructor does not resolve the issue, then the student may
appeal to the Dean of Academic Affairs by filing an Academic Appeals Request form within five business days
of talking with the instructor. If this action does not resolve the issue, the Academic Appeals Request form will
automatically be forwarded to the VPAA. The decision of the VPAA shall be final. If a student is still not
satisfied with any resolution of an appeal, he or she may contact the President of ATC by telephone or by
submitting a Memorandum to the President, located in the main lobby of the Kirkland Building or on the
College’s website.

Student Grievances

The Vice President of Student Affairs (VPSA) serves as the Student Disciplinary Officer, and adjudicates any
infraction of the student code of conduct according to TCSG's published regulations. ATC adheres to a written
grievance process that provides an open and meaningful environment for all students to submit their
grievances. The student grievance procedure can be found on the college’s website If a student has a non-
academic grievance against another student or a member of the ATC staff, administration or faculty, the
student submits a written explanation of the nature of the grievance to the VPSA. If the grievance cannot be
resolved informally, the student may follow the formal process of resolution.

The ATC’s student handbook sets forth the procedure that is to be followed in the proceeding, including
hearing procedure and appeal rights. The Student Grievance Procedure allows students to formally file a
complaint against faculty or staff concerning grievance issues related to academic and nonacademic issues.
The VPAA and the VPSA collaborate to determine which perspective unit the grievance falls under. The VPSA
receives and attempts to resolve allegations of misconduct received on the student code of conduct complaint
form or incident form received from the Campus Police. Following the meeting with the student, the VPSA
shall determine whether the student committed the alleged conduct and whether the alleged conduct is a
violation of the model student conduct code. If the VPSA determines that the student committed the alleged
act and that the student violated the student conduct code, the VPSA may either impose a lesser sanction:
restitution, reprimand, restriction, disciplinary probation, failing or lowered grade, or recommend a more
severe sanction: suspension, expulsion, system-wide expulsion and refer the case to the hearing body. The
hearing body is to be made up of one or more people designated by the VPSA; the VPSA may not serve as
an advisor to the hearing body nor a member of the hearing body.

Elements of Student Complaint Files

Once a student complaint has been fully adjudicated, if the matter was an academic concern, the file is
housed in academic affairs. If it is a student affairs complaint, it's housed in Student Affairs. If it's Title 1X,
Office of Civil Rights, it's housed in the Office of Administrative Services. In the files for Student Affairs,
Academic Affairs and the Office of Administrative Services, we will have the following: name of student,
gender, nature of the offense, when it was adjudicated and when the student was notified of the final
outcome. The information collected is consistent in Academic Affairs and the Office of Administrative Services.

Memorandum to the President

ATC students also have the option of filing a formal written complaint directly with the President of the College
by obtaining a Memorandum to the President form at the Welcome Center reception desk in the lobby of ATC
Kirkland Administration Building or on the College’s website. Although no specific timeline is given for the
President’'s response, experience indicates that the response is typically provided within five days of the
receipt of the complaint.

2022-2023 College Catalog
126




Student Rights And Responsibilities

STUDENT RIGHTS AND RESPONSIBILITIES

Admission into Albany Technical College is voluntary. As an open-door institution, any individual who has the
ability to benefit from the College’s programs can be admitted. Students are entitled to the rights and
protection given to all citizens by the laws of the community. At the same time, students are also subject to all
laws and their enforcement within this community. Violators of civil or criminal laws will be subject to penalties
administered by legal authorities. Likewise, school discipline will be initiated when students violate college
rules and regulations. This policy applies to all persons who actively enroll at the college for credit or non-
credit coursework, special training programs, workshops, seminars, as well as high school students approved
to take classes on the campuses.

Federal and state laws provide individuals with reasonable expectation of privacy in addition to freedom of
unreasonable search and seizure of property. Such guarantees are not unlimited, and must be balanced by
the College’s responsibility to protect health, safety, and welfare of all students.

Students have the right to privacy of their educational records. The Family Education Rights and Privacy Act
(FERPA) applies to all schools that receive funds under an applicable program of the U. S. Department of
Education. These rights transfer to the students or former students who have reached the age of 18 or who
are attending college beyond high school. Schools may disclose, without consent, “directory” type information
such as student’s name, address, telephone number, date and place of birth, honors and awards, and dates
of attendance unless parents or students request that the college not disclose directory information about
them.
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ALBANY TECHNICAL COLLEGE MODEL STUDENT CONDUCT
CODES

l. Policy:

Academic institutions exist for the transmission of knowledge, the pursuit of truth, the development of
students, and the well-being of society. Free inquiry and free expression are indispensable to the attainment
of these goals. As members of this academic community, students are encouraged to develop the capacity for
critical judgment and to engage in a sustained and independent search for knowledge.

Freedom to teach and freedom to learn are inseparable facets of academic conditions in the classroom, on
the campus, other college sites, and in the community. Students are expected to exercise their freedom with
responsibility. As members of the academic community, students are subject to the obligations which accrue
to them by virtue of this membership. As members of the larger community of which the college is a part,
students are entitled to all rights and protection accorded them by the laws of the community. Nothing in this
Code of Conduct shall be interpreted to interfere with any person’s right to free speech as provided by the
First Amendment to the Constitution of the United States of America.

By the same token, students are also subject to all laws, the enforcement of which is the responsibility of duly
constituted authorities. When students violate laws, they may incur penalties prescribed by legal authorities.
In such instances, college discipline will be initiated if the presence of the student on campus is considered a
possible threat to persons or property, or if that person's presence may disrupt the educational process of the
college. However, when a student's violation of the law also adversely affects the college's recognized
educational objectives, or violates the college's Student Code of Conduct, the college will enforce its own
regulations. When students violate college regulations, they are subject to disciplinary action by the college
whether or not their conduct violates the law.

It is the policy of the Technical College System of Georgia (TCSG) to provide technical and adult education
programs for the people of Georgia. TCSG's technical colleges must provide opportunities for intellectual,
emotional, social, and physical growth. Technical college students assume an obligation to act in a manner
compatible with the fulfillment of the mission. The technical college community recognizes its responsibility to
provide an atmosphere conducive to growth. With these principles in mind, the Technical College System of
Georgia establishes this Student Code of Conduct.

Generally, technical college jurisdiction and discipline shall be limited to conduct which occurs on technical
college Premises, off-campus classes, activities or functions sponsored by the technical college, an
examination or any other written or oral work submitted for evaluation and/or a grade, or which otherwise
adversely affects members of the technical college community and/or the pursuit of the technical college's
objectives.

Il. Applicability:

This procedure is applicable to all technical colleges associated with the Technical College System of Georgia
lll. Related Authority:

Procedure: V. D. I. Student Disciplinary Procedure

Procedure: V. A. 1. Unlawful Harassment and Discrimination of Students

IV. Definitions

1. Faculty Member: any person hired by a TCSG technical college to conduct teaching, service, or
research activities.

2. Hearing Body: as defined in the Student Disciplinary Procedure.

3. Member of the technical college community: any person who is a student, faculty member, contractor,
technical college official or any other person/s involved with the technical college, involved in the
community or employed by the technical college.
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4. Policy: the written regulations of the technical college as found in, but not limited to, the Student Code
of Conduct, Student Handbook(s), Residence Hall Handbook(s), technical college Catalog(s), the
technical college Policy Manual, and the Policy Manual approved by the State Board for the Technical
College System of Georgia.

5. Student: all persons taking courses at the technical college, including full-time, part-time, dual

enroliment, joint enrollment, non-credit, and credit. Persons who are not officially enrolled for a
particular term but who have a continuing relationship with the technical college are also considered
"students”.

. System: the Technical College System of Georgia or TCSG.

7. Technical college official: any person employed by the technical college performing assigned
responsibilities on a part-time, full-time or adjunct basis.

8. Premises: all land, buildings, facilities, and other property in the possession of or owned, used, or
controlled by the technical college (including adjacent streets and sidewalks).

»

V. Attachments
None.
VI. Procedure Proscribed Conduct

Any student found to have committed any of the following types of misconduct is subject to the disciplinary
sanctions outlined in the Student Disciplinary Policy and Procedure.

A. Academic

Academic Misconduct Definitions

Academic Misconduct includes, but is not limited to, the following:
1. Aiding and Abetting Academic Misconduct

Knowingly helping, procuring, encouraging or otherwise assisting another person to engage in
academic misconduct.

2. Cheating

1. Use and/or possession of unauthorized material or technology during an examination, or any
other written or oral work submitted for evaluation and/or a grade, such as tape cassettes,
notes, tests, calculators, computer programs, cell phones and/or smart phones, or other
electronic devices.

2. Obtaining assistance with or answers to an examination or any other written or oral work
submitted for evaluation and/or a grade from another person with or without that person's
knowledge.

3. Furnishing assistance with or answers to an examination or any other written or oral work
submitted for evaluation and/or a grade to another person.

4. Possessing, using, distributing or selling unauthorized copies of an examination, computer
program, or any other written or oral work submitted for evaluation and/or a grade.

5. Representing as one's own an examination or any other written or oral work submitted for
evaluation and/or a grade created by another person.

6. Taking an examination or any other written or oral work submitted for evaluation and/or a grade
in place of another person.

7. Obtaining unauthorized access to the computer files of another person or agency and/or
altering or destroying those files.

8. Obtaining teacher edition text books, test banks, or other instructional materials that are only
intended to be accessed by technical college officials, college administrator or faculty member.

3. Fabrication

The falsification of any information or citation in an examination or any other written or oral work
submitted for evaluation and/or a grade.
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4. Plagiarism

1.

2.

3.

Submitting another's published or unpublished work in whole, in part or in paraphrase, as one's
own without fully and properly crediting the author with footnotes, quotation marks, citations, or
bibliographical reference.

Submitting as one's own original work, material obtained from an individual or agency without
reference to the person or agency as the source of the material.

Submitting as one's own original work material that has been produced through
unacknowledged collaboration with others without release in writing from collaborators.

B. Non-Academic Misconduct

Non-Academic Misconduct includes, but is not limited to, the following:

1. Behavior

1.

2.

5.

Indecent Conduct: lewd or indecent conduct; or distribution of obscene or libelous written or
electronic material.

Violence: physical abuse of any person (including dating violence, domestic violence or sexual
violence) on technical college Premises or at technical college-sponsored or technical college-
supervised functions, including physical actions which threaten or endanger the health or safety
of any such persons. This includes fighting and/or other disruptive behavior, which includes any
action or threat of violence which endangers the peace, safety, or orderly function of the
technical college, its facilities, or persons engaged in the business of the technical college.
Note: certain physical abuse may also be considered unlawful harassment.

. Harassment: The technical college prohibits unlawful conduct based on race, color, creed,

national or ethnic origin, gender, religion, disability, age, genetic information, political affirmation
or belief, disabled veteran, veteran of the Vietham Era or citizenship status addressed directly
to any individual or group that has the purpose or effect of unreasonably and objectively
interfering with that individual or group’s: (1) performance, (2) work or educational environment
or (3) ability to participate in an educational program or activity. The technical college also
prohibits stalking, or other behavior which objectively and unreasonably interferes with
another's legal rights or creates an objectively intimidating, hostile, or offensive environment.
(This also includes the display of or navigation to pornography and other inappropriate websites
and materials and inappropriate behavior on social media and/or networking applications.)
Impermissible harassment may include verbal, non-verbal and/or physical conduct.

. Disruption: prohibits activities not otherwise protected by law including the First Amendment to

the Constitution of the United States of America, which intentionally obstructs or interrupts
teaching, research, administration, disciplinary proceedings or other technical college activities,
including public service functions and other duly authorized activities on technical college
Premises or at technical college-sponsored activity sites.

Failure to Comply: Failure to comply with lawful directions of technical college officials and/or
failure to identify oneself to these persons when requested to do so.

2. Professionalism

1.

Personal Appearance:
Refer to Albany Technical College Dress Code Policy.

Dress requirements vary in classrooms, laboratory, and shop areas. Students enrolled in
internships and clinical courses are required to dress appropriately according to the
requirements of the work for which they are being trained.

Students should not dress, groom, wear, or use emblems, insignias, badges or other
symbols or lewd or vulgar words where the effect thereof is offensive to a reasonable
person or otherwise causes disruption or interference with the orderly operations of the
College.
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The supervising administrator shall determine if the particular mode of dress results in
disruptions or interference. Students shall at all times observe rules governing body
cleanliness and not wear short or tight shorts, short skirts or dresses, swimsuits, tank
tops, pants below the waist, bare midriffs, bare buttocks, bare chest or bare feet.

3. Use of Technical College Property

1. Theft and Damage: prohibits theft of, misuse of, or harm to technical college property, or theft of
or damage to property of a member of the technical college community or a campus visitor on
technical college Premises or at a technical college function.

2. Occupation or Seizure: illegal occupation or seizure in any manner of technical college property,
a technical college Premises, or any portion thereof for a use inconsistent with prescribed,
customary, or authorized use.

3. Presence on technical college Premises: prohibits unauthorized entry upon technical college
Premises; unauthorized entry into technical college Premises or a portion thereof which has
been restricted in use; unauthorized presence in technical college Premises after closing hours;
or furnishing false information to gain entry upon technical college Premises.

4. Assembly: prohibits participation in or conducting an unauthorized gathering that objectively
threatens or causes injury to person or property or that interferes with free access to technical
college facilities or that is unprotected by the First Amendment to the Constitution of the United
States of America and objectively harmful, obstructive, or disruptive to the educational process
or functions of the technical college.

5. Fire Alarms: prohibits setting off a fire alarm or using or tampering with any fire safety
equipment on technical college Premises or at technical college-sponsored activity sites, except
with reasonable belief in the need for such alarm or equipment. In the event of a fire alarm
sounding, students must evacuate the building unless otherwise directed by a technical college
official.

6. Obstruction: prohibits obstruction of the free flow of pedestrian or vehicular traffic on technical
college Premises or at technical college sponsored or supervised functions. Refer to Albany
Technical College Parking Policy and Regulations.

4. Drugs, Alcohol and Other Substances

Substances referred to under this policy include all illegal drugs, alcoholic beverages, and misused
legal drugs (both prescription and over-the-counter).

1. Alcohol: Students must comply with all state and federal laws regulating alcohol as well as
TCSG Policy 11.C.6, Alcohol on Campus. Alcoholic beverages may not be served or sold at any
student sponsored function. Students being in a state of intoxication on technical college
Premises or at technical college-sponsored or supervised functions (including off-campus
functions), internships, externships, practicum, clinical sites, co-operative or academic
sponsored programs or activities or in a technical college-owned vehicle is prohibited.

2. Controlled substances, illegal drugs and drug paraphernalia: The technical college prohibits
possession, use, sale, or distribution of any controlled substance, illegal drugs, or drug
paraphernalia except as expressly permitted by law. Any influence which may be attributed to
the use of drugs or of alcoholic beverages shall not in any way limit the responsibility of the
individual for the conduct or consequences of his/her actions.

3. Food: The technical college prohibits eating and/or drinking in classrooms, shops, and labs or
other unauthorized areas on technical college Premises, unless otherwise permitted by
technical college officials.

4. Smoking/Tobacco: The technical college prohibits smoking, or using other forms of electronic,
alternative smoking devices or other forms of tobacco products in classrooms, shops, and labs
or other unauthorized areas on technical college Premises. Refer to the Albany Technical
College Tobacco Policy.®’
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In accordance with the Drug-free Schools and Communities Act Amendments of 1989, ATC is
designated as a drug-free zone. The use/or abuse of alcohol and other illicit drugs by students is
prohibited. School standards of conduct clearly prohibit the unlawful possession, use, or distribution of
illicit drugs and alcohol on campus or at any college-sponsored activities. Sanctions up to and
including suspension, expulsion, and referral for prosecution will be imposed for the violation of these
standards.

On April 3, 2006, in response to a school-wide survey, ATC became a tobacco-free campus, including
all campuses and learning centers, grounds, parking lots and immediate adjacent areas.

Effective January 2014, the following monetary penalties will be implemented for tobacco use/smoking
on campus/learning centers property outside of the personal vehicle:

o Smoking on campus of any type (including e-cigarettes) or use of any tobacco products on
campus: $20.00

o Repeated offenses (within the academic year period-August-July): 2nd offense $30.00; 3rd
offense $40.00

All second and third offense violators will be referred to the College’s disciplinary officer or designee for
appropriate student disciplinary action per the Student Conduct Code and violations by employees of
the College will be addressed through the Positive Discipline Policy.

Fines must be paid to Cashier/Business Office or the designated staff member at the learning center
within five (5) calendar days of the violation. Students who do not pay fines by the 5th calendar day of
the fine will have Business Office holds placed on their student accounts in the Banner Student
System until such time as payment is made. Employees who fail to pay the fine by the fifth calendar
day will be subject to disciplinary action under the Positive Discipline Policy.

Enforcement

Albany Technical College campus police officers and other designated College officials are authorized
to enforce all Tobacco Free Regulations and to issue citations and levy fines to violators at main
campus, as well as learning centers.

Albany Technical College Police Officers are certified law enforcement officers with full powers of
arrest. Police Officers actively patrol the campus and learning centers, and will issue citations as
needed. It is the administration and the Police Officers’ responsibility to enforce Georgia law and
campus rules relating to maintaining a tobacco-free campus. College officials who observe smoking by
students and/or employees should retain the student’s id badge or employee’s name badge in the
absence of an available police officer. The official will then contact the campus police officers at 430-
4711 for assistance in the citation being issued. Students and employees who are violation of this
policy must surrender their student id or employee name badge to the College Official.
5. Use of Technology

1. Damage and Destruction: Destruction of or harm to equipment, software, or data belonging to
the technical college or to others is considered unacceptable usage. This may include altering,
downloading, or installing software on technical college computers, tampering with computer
hardware or software configuration, improper access to the technical college's network, and
disconnection of technical college computers or devices.

2. Electronic Devices: Unless otherwise permitted by technical college officials, the technical
college prohibits use of electronic devices in classrooms, labs, and other instructional, event, or
affiliated facilities on technical college Premises. Such devices include, but are not limited to
cell phones, beepers, walkie talkies, cameras, gaming devices, and other electronic devices,
which may cause unnecessary disruption to the teaching/learning process on campus. The
technical college also prohibits attaching personal electronic devices to college computers
under any circumstances.

3. Harassment: The technical college prohibits the use of computer technology to objectively
interfere with another’s legal right to be free from harassment based on that individual’s race,
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color, creed, genetic information, national or ethnic origin, gender, religion, disability, age,
political affirmation or belief, disabled veteran, veteran of the Vietnam Era or citizenship status.
4. Unacceptable Use: Use of computing facilities to interfere with the work of another student,
faculty member or technical college official. This includes the unauthorized use of another
individual's identification and password. Albany Technical College prohibits any additional
violation to the Department's Acceptable Computer and Internet Use Policy.
6. Weapons

The Technical College System of Georgia is committed to providing all employees, students,
volunteers, visitors, vendors and contractors a safe and secure workplace and/or academic setting.
The possession, carrying, or transportation of a firearm, weapon, or explosive compound/material in or
on college building or property shall be governed by Georgia state law. All individuals are expected to
comply with the related laws. Failure to follow laws pertaining to weapons is considered a violation of

the Student Code of Conduct. Relevant Georgia laws to be aware of and compliant with include but
may not be limited to:

0.C.G.A.8 16-8-12(a)(6)(A)(iii)
0.C.G.A.8 16-7-80
0.C.G.A816-7-81
0.C.G.A.816-7-85
0.C.G.A816-11-121
0.C.G.A.§16-11-125.1
0.C.G.A.§16-11-126
0.C.G.A8 16-11-127
0.C.G.A.§16-11-127.1
0.C.G.A.816-11-129
0.C.G.A.§16-11-130
0.C.G.A.§16-11-133
0.C.G.A.§16-11-135
0.C.G.A.§816-11-137
0.C.G.A.§43-38-10

7. Gambling

The Technical College System of Georgia prohibits the violation of federal, state or local gambling laws
on technical college premises or at technical college sponsored or supervised activities.

8. Parking

The technical college prohibits violation of Albany Technical College regulations regarding the
operation and parking of motor vehicles on or around Albany Technical College Premises.

9. Financial Irresponsibility

The technical college prohibits the theft or misappropriation of any technical college, student
organization or other assets.
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10.

11.

12.

13.

Violation of Technical College Policy

Violation of System or Technical College Policies, rules or regulations including, but not limited to, rules
imposed upon students who enroll in a particular class or program, internships, externships, practicum,
clinical sites, co-operative, or any academic sponsored programs or activities, student organizations or
students who reside in on-campus housing.

Aiding and Abetting

Aiding, abetting, or procuring another person to do an activity which otherwise violates this Code of
Conduct is prohibited.

Falsification of Documentation

Disciplinary proceedings may be instituted against a student who falsifies any documentation related to
the technical college either to the technical college or to others in the community, including, but not
limited to falsification of: technical college transcripts; transcripts or other documentation from other
institutions to obtain credit from or admission to the technical college; technical college report cards or
other grade reports; documentation related to a student’s citizenship status; tests, homework,
attendance records; signature of any technical college employee in his or her official capacity;
signatures of any employee of a clinical or internship site where the student is participating in an
educational program associated with the technical college or records related to any clinical, internship
or other academic activity associated with the technical college.

Violation of Law

1. If a Student is convicted or pleads Nolo Contendere to an on-campus or off-campus violation of
federal, state, or local law, but not has not been charged with any other violation of the Student
Code of Conduct, disciplinary action may nevertheless be taken and sanctions imposed if the
violation of federal, state or local law is detrimental to the technical college's vital interests and
stated mission and purpose.

2. Disciplinary proceedings may be instituted against a student charged with violation of a law that
is also a violation of the Student Code of Conduct if both violations result from the same factual
situation, without regard to criminal arrest and/or prosecution. Proceedings under this Student
Code of Conduct may be carried out prior to, simultaneously with, or following criminal
proceedings.

3. When a student is charged by federal, state, or local authorities with a violation of law, the
technical college will not request or agree to special consideration for that individual because of
his/her status as a student. The technical college will cooperate fully with law enforcement and
other agencies in the enforcement of criminal law on campus and in the conditions imposed by
criminal courts for the rehabilitation of student violators. Individual students, acting in their
personal capacities, remain free to interact with governmental representatives as they deem
appropriate.

14. Abuse of the Student Judicial Process, including but not limited to

1. Failure to obey the notification of the Vice President for Student Affairs or the technical college
president's designee, Hearing Body, Appellate Board or Technical College Official.

. Falsification, distortion, or misrepresentation of information in a judicial proceeding.

. Disruption or interference with the orderly conduct of a disciplinary proceeding.

. Initiating a disciplinary proceeding knowingly without cause.

. Attempting to discourage an individual's proper participation in, or use of, the disciplinary
process.

. Attempting to influence the impartiality of a member of a Hearing Body, or Appellate Board prior
to, and/or during the course of, the disciplinary proceeding.

7. Harassment (verbal or physical) and/or intimidation of a member of a Hearing Body, or

Appellate Board prior to, during, and/or after a disciplinary proceeding.
8. Failure to comply with the sanction(s) imposed under the Student Code.

abhwnN

»

VIl. Record Retention:
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Documents shall be held for no less than three (3) years after the graduation of the student or the date of the
student’s last attendance.

Effective Date: July 16, 2014

Replaces Previous Effective Date: November 7, 2012
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PROCEDURE: UNLAWFUL HARASSMENT AND DISCRIMINATION
OF STUDENTS

. It is the purpose of this procedure to ensure that all students within the Technical College System of Georgia
(TCSG) shall be provided an environment free of unlawful harassment (including sexual harassment and
sexual violence), discrimination, and retaliation.

All students and employees are expressly prohibited from engaging in any form of unlawful harassing,
discriminating, intimidating or retaliatory behavior or conduct (“prohibited conduct”) in all interactions with
each other, whether or not the interaction occurs during class or on or off campus. Visitors to campuses also
shall not engage in prohibited conduct and may be barred from campus for such prohibited conduct.
Allegations of discrimination, harassment or retaliation, occurring at clinical sites to which students are
assigned shall be investigated in accordance with this procedure.

Any student or employee who has engaged in prohibited conduct will be subject to disciplinary action up to
and including expulsion or dismissal. Nothing in this procedure shall be interpreted to interfere with any
person’s right to free speech as provided by the First Amendment to the Constitution of the United States of
America.

All students are encouraged to report any prohibited conduct. Reports will be treated in an expeditious and
confidential manner. TCSG will not tolerate retaliation for having filed a good faith harassment and/or
discrimination complaint or for having provided any information in an investigation. Any individual who
retaliates against a complainant or witness in an investigation will be subject to disciplinary action, up to and
including expulsion or dismissal.

Any individual who knowingly makes a false charge of unlawful harassment/discrimination or retaliation, or
who is untruthful during an investigation may be subject to disciplinary action, up to and including expulsion or
dismissal.

Employee complaints of unlawful harassment or discrimination shall be conducted pursuant to the process
outlined in the procedure governing Unlawful Harassment, Discrimination and Retaliation in Employment.

[I. APPLICABILITY:

All work units and technical colleges associated with the Technical College System of Georgia.
[ll. RELATED AUTHORITY:

College Title VI Officer

Dr. Emmett Griswold

Vice President for Academic Affairs

Albany Technical College

1704 S. Slappey Blvd.

Albany, GA 31701

229.430.3511 or egriswold@albanytech.edu

College Title IX Officer
Kathy Skates
Vice President of Administration

Albany Technical College
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1704 S. Slappey Blvd.
Albany, GA 31701

229.430.3524 or kskates@albanytech.edu

Special Needs/Section 504 Coordinator
Regina Watts

Special Needs Coordinator

Albany Technical College

1704 S. Slappey Blvd.

Albany, GA 31701

229.430.2854 or rwatts@albanytech.edu

State Board Policy 1.B. Statement of Equal Opportunity

Title IX of the Educational Amendments of 1972

20 U.S.C. 88 1681 et seq.

Violence Against Women Reauthorization Act of 2013
Campus Sexual Violence Elimination Act (Campus SaVE)
O.C.G.A. §19-7-5

Titles VI and VII of the Civil Rights Act of 1964

Age Discrimination Act of 1975

Rehabilitation Act of 1973, as amended

Americans with Disabilities Act of 1990

Americans with Disabilities Amendments Act (ADAAA) of 2008
Genetic Information Nondiscrimination Act (GINA) of 2008 Procedure: Student Grievances
IV. Definitions:

Unlawful Harassment (Other Than Sexual Harassment): unlawful 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, genetic information or disability and which:

1. Has the purpose or effect of creating an objectively and unreasonably intimidating, hostile or offensive
educational environment, or

2. Has the purpose or effect of objectively and unreasonably interfering with an individual's educational
performance.
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Unlawful harassing conduct or behavior can include, but is not limited to, epithets, slurs, negative
stereotyping, or threatening, intimidating or hostile acts that relate to race, color, religion, gender, national
origin, genetic information, age or disability. Unlawful harassing conduct can include jokes or pranks that are
hostile or demeaning with regard to race, color, religion, gender, national origin, age or disability. Unlawful
harassing conduct may also include written or graphic material that disparages or shows hostility or aversion
toward an individual or group because of race, color, religion, gender, national origin, age, or disability, and
that is displayed on walls, bulletin boards, computers, or other locations, or otherwise circulated in college
community in any format.

Conduct which threatens, coerces, harasses or intimidates another person or identifiable group of persons, in
a manner that is considered unlawful under state and federal laws pertaining to stalking or dating/domestic
violence while on college premises or at college sponsored activities may also be considered unlawful
harassment under this procedure.

Sexual Harassment (a form of unlawful harassment): 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
education;

2. Submission to, or rejection of, such conduct by an individual is used as the basis for education
decisions affecting such individual; or,

3. Such conduct has the purpose or effect of unreasonably interfering with an individual's academic
performance or creating an intimidating, hostile or offensive educational environment.

Sexually harassing conduct or behavior (regardless of the gender of the persons involved) can include but is
not limited to:

Physical touching, sexual comments of a provocative or suggestive nature, suggestive looks or gestures,
sexually explicit jokes, electronic media/communication, printed material or innuendos intended for and
directed to another, requests for sexual favors, making acceptance of any unwelcome sexual conduct or
advances a condition for grades, continued enrollment or receipt of any educational benefit or determination.

Sexual Violence (a form of unlawful harassment): physical sexual acts perpetrated against a person’s will or
where a person is incapable of giving consent, including but not limited to sexual assault, rape, sexual battery,
and sexual coercion. All acts of sexual violence are considered unlawful sexual harassment, regardless of
gender, for purposes of this procedure.

Unlawful Discrimination: the denial of benefits or admission to the college or to any of its programs or
activities, either academic or nonacademic, curricular or extracurricular, because of race, color, religion, age,
gender, national origin, genetic information or disability.

Unlawful Retaliation: unfavorable action taken, unfavorable condition created, or other action taken by a
student or employee for the purpose of intimidation that is directed toward a student because the student
initiated an allegation of unlawful harassment/retaliation or participated in an investigation of an allegation.

Technical College System of Georgia: all work units and technical colleges under the governance of the State
Board of the Technical College System of Georgia.

Employees: any individual employed in a full or part time capacity in any TCSG work unit or technical college.

Visitor: any third party (e.g. volunteer, vendor, contractor, member of the general public etc.) who conducts
business or regularly interacts with a work unit or technical college.

Clinical Site: any off-campus location to which students or faculty are assigned for completion of program
requirements including labs, internships, or practicums.

President: the chief executive officer responsible for the management and operation of the technical college
where the complainant and/or accused violator are enrolled or employed.
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Human Resources Director: the highest-ranking employee responsible for the human resources function at a
technical college or TCSG work unit.

Local Investigator: the individual(s) at the technical college who is responsible for the investigation of an
unlawful harassment, discrimination and/or, retaliation complaint. Local investigators may be assigned based
upon the subject matter of the complaint or their function within the organization.

Compliance Officer: the individual designated by the Deputy Commissioner to coordinate TCSG compliance
with Title IX of the Educational Amendments of 1972 and other state and federal laws governing unlawful
discrimination and harassment and educational access by disabled individuals.

Title IX Coordinator: an individual designated by the president of the college to ensure compliance with Title
IX of the Educational Amendments of 1972, 20 U.S.C. 88 1681 et seq., and related federal regulations. The
Title 1X Coordinator may also be assigned the responsibility for compliance with other state and federal civil
rights laws that prohibit discrimination in programs or activities that receive federal financial assistance from
the U.S. Department of Education.

Section 504 Coordinator: an individual designated by the president of the college to ensure compliance with
Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act of 1990 as Amended, and
any other state and federal regulations governing disabilities; the responsibilities of the 504 Coordinator will
include, but may not be limited to evaluating students requesting accommodations for a disability and
ensuring equal access to facilities, services and programs.

V. Attachments:

TCSG Usage for Statement of Equal Opportunity
Sources of counseling, advocacy and support
VI. Procedure:

A. Administration and Implementation

1. Each college president shall designate one or more officials to serve as the Title 1X Coordinator and
the Section 504 Coordinator and ensure the designated officials have received appropriate training.

2. Contact information for the Title IX and Section 504 Coordinators and the Statement of Equal
Opportunity should be permanently displayed on official bulletin boards and included in electronic or
written college publications and academic materials as described in the TCSG Usage for Statement of
Equal Opportunity.

3. Instructors/administrators must take ongoing proactive steps to ensure educational opportunities (to
include classrooms, clinics, labs, programs, etc.) and student activities (clubs, sports, etc.) are
accessible and free from any type of unlawful discrimination or harassment.

4. The Compliance Officer will conduct training programs and monitor the colleges to ensure the correct
administration and implementation of this procedure, and will ensure that proactive or corrective
measures have been taken to prevent unlawful discrimination, harassment, or retaliation.

5. Each technical college shall publish a list of local sources for counseling, support and advocacy in
conjunction with the publishing of this procedure. (See attachment for sample format); individuals who
report sexual violence, stalking or dating/domestic violence will be provided with and/or referred to the
list of resources.

B. Reporting and Management Action

1. All students are encouraged to report events of unlawful harassment, discrimination, sexual violence
and/or retaliation (“prohibited conduct”) against themselves or others.

2. Students have the right to file (or not to file) a criminal complaint for sexual violence with the local law
enforcement authorities before, during, or after filing a complaint with the college. The technical college
shall not unreasonably delay investigation under this procedure to await the outcome of any criminal
investigation.
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3. If a student filing a complaint requests anonymity or asks that the complaint not be pursued, the
college must inform the student that its ability to respond may be limited, that retaliation for filing a
complaint is prohibited and steps to prevent harassment and retaliation will be taken. The college
should take all reasonable steps to investigate and respond to the complaint consistent with the
request and pursue other steps to limit the effects of the alleged harassment and prevent recurrence.

4. Colleges may weigh a request for anonymity or a request they not pursue a complaint considering the
following factors: the seriousness of the alleged conduct, the complainant’'s age, whether there have
been other harassment complaints about the same individual, and the alleged harasser’s rights to
receive information about the allegations if the information is maintained as an “education record”
under FERPA. The college must inform the student if the request cannot be granted.

5. Reports concerning all prohibited conduct referenced in this procedure will be processed confidentially
to the extent permitted by law; communications regarding complaints will be disseminated to others on
a need-to-know basis to ensure that necessary steps are taken to protect the community as a whole
and that appropriate disciplinary measures or corrective actions are considered and taken.

6. Allegations or suspicions of unlawful discrimination, harassment, sexual harassment, sexual violence
or unlawful retaliation may be reported to the technical college’s Title IX or Section 504 Coordinators,
the president, or the Human Resources Director (should the complaint involve employees). Complaints
may also be emailed to unlawfulharassment@tcsg.edu.

7. Complaints under this procedure can be expressed in writing, by telephone, or in person; individuals
are, however, encouraged to express complaints in writing to ensure all concerns are addressed.

8. If an allegation of unlawful harassment, discrimination, sexual harassment, sexual violence or
retaliation is made to an employee not designated to receive such reports, the employee receiving the
complaint must report the allegation as provided in section 6 above. Allegations of any sexual conduct
involving individuals under the age of 18 must also be reported as an allegation of child abuse as
outlined in O.C.G.A. § 19-7-5.

9. Students or employees may be suspended, transferred or reassigned employees or students in order
to prevent possible further harassment, discrimination, sexual violence or retaliation; to facilitate the
investigation or to implement preventive or corrective actions under this procedure.

10. Any allegation of unlawful harassment, discrimination, sexual harassment, sexual violence or
retaliation against employees must be reported to the Human Resources Director who may elect to
conduct the investigation in conjunction with other local investigators.

C. Investigations

1. All complaints of prohibited conduct under this procedure shall be investigated by local investigators
thoroughly and should be completed within 45 business days of the receipt of the complaint. The
parties will be notified if extraordinary circumstances exist requiring additional time.

2. A complaining party will be notified within 5 business days of receipt of the complaint if the complaint
does not specify facts sufficient to allege unlawful discrimination, harassment, sexual violence or
retaliation and that a formal investigation will not be conducted pursuant to this procedure. The
complaining party may appeal the decision in writing to the president within 5 business days of
receiving the notice. The president’s decision will be final. Individuals designated to investigate or
recommend corrective actions in response to allegations will be trained to conduct investigations in a
manner that protects the safety of victims and promotes accountability. Individuals assigned as the
investigator for a particular incident shall disclose to the president any relationship with the parties that
could call into question their ability to be objective prior to taking any action with respect to the
investigation. The president will reassign alternate individuals if necessary.

3. Investigations will be conducted by gathering relevant information and interviewing appropriate
witnesses. Both the complaining party and the respondent (the parties) will be given equal opportunity
to identify witnesses and offer evidence in person or in writing. Best efforts will be made to interview all
witnesses identified by the parties. Both the complaining party and the respondent may be
accompanied by an advisor of his or her choice. However, the advisor may not speak on behalf of the
party.

4. The college will evaluate the information collected during the investigation and determine whether a
preponderance of the evidence substantiates that unlawful discrimination, unlawful harassment sexual
violence and/or unlawful retaliation has occurred.

5. Investigations and summary findings will be documented appropriately.
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6. No later than 10 business days after completion of an investigation, both of the parties will be
simultaneously provided the in writing.

7. Any information prohibited from disclosure by law or policy will be redacted from any documents prior
to distribution.

D. Corrective Actions

1. Colleges will take all reasonable steps to prevent unlawful retaliation against complainants and any
other individuals participating in investigations under this procedure.

2. If prohibited conduct is determined to have occurred following the investigation, the college, through
the appropriate officials, shall implement steps to prevent a recurrence and to correct the
discriminatory effects on the complaining party and others as appropriate. Steps may include, but are
not limited to, mandating training or evaluation, disciplinary sanctions, policy implementation or
reassignment of students or employees.

3. Should recommended disciplinary sanctions involve academic suspension or expulsion, the matter
must be referred to either the Vice President for Student Affairs, as provided by the college’s Student
Code of Conduct and Disciplinary Procedure.

4. Individuals who are responsible for conducting investigations or proposing sanctions under this
procedure should not also serve as reviewing officials or hearing officers in the appeal of sanctions
arising from an investigation.

Even in the absence of sufficient evidence to substantiate a finding that unlawful discrimination,
unlawful harassment, sexual violence or retaliation has occurred, colleges are expected to address
any inappropriate conduct and take all reasonable steps to prevent any future unlawful discrimination,
harassment, sexual violence or retaliation.

E. Reviews and Dispositions

1. Any of the parties to a complaint under this procedure may request a review of the investigative
findings within 5 business days of receiving notice of the investigative results by submitting a written
request to the president.

2. The president shall review all investigations conducted under this procedure and ensure that the
appropriate corrective actions have been implemented.

3. Within 10 business days of receiving a request for a review of the investigative findings, the president
of the college will notify the parties in writing of his/her final determination, including any change in the
result of the findings. The notice will inform the parties they have a right to appeal the determination to
the Technical College System of Georgia's Office of Legal Services by submitting a written request
within 3 business days by regular mail or email to one of the following:

Technical College System of Georgia
Office of Legal Services

1800 Century Place, N.E.

Suite 400

Atlanta, Georgia 30345

OR

Unlawfulharassment@tcsg.edu

4. The Office of Legal Services will convene a panel of at least 3 individuals not employed by the
requestor’s college to review the investigative findings. The panel’s decision is final and will conclude
the processing of the complaint. Both parties will be notified in writing simultaneously of the results of
the review and any changes in the results of the investigative findings under appeal.

VII. Record Retention:
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Documents relating to formal complaints including investigations, dispositions and the complaint itself shall be
held for 5 years after the graduation of the student or the date of the student’s last attendance. Any of the
documents containing confidential information shall be held in a secure location under the custody and control
of the Vice President of Student Affairs or the President’s designee. Documents pertaining to employees that
are maintained by the Office of Human Resources shall be maintained in a secure location and in accordance
with the Georgia Secretary of State’s records retention schedule, but in no case fewer than 5 years.

Revised January 12, 2016
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GENERAL INFORMATION

Cancellation Of Classes Due To Inclement Weather

Cancellation of classes due to inclement weather will be determined by the President or designee and
announced through the local media.

Eating Facilities

For the convenience of students, the Titans Café is located inside the Logistics Education Center, and
vending machines are located in designated buildings.

Student’s Role And Participation In Institutional Decision Making

The Student Government Association (SGA) at Albany Technical College is the official governing body of the
students and acts as an intermediary between students, faculty, and administration. The SGA is the primary
avenue by which students can affect College policy and participate in institutional decision-making. Official
recommendations by students regarding the policies, rules, and regulations of the College are made to the
Student Government Advisor directly or through the Student Government Association. The recommendations
are forwarded to the Senior Management Team for assignment to the appropriate cross-functional team or
administrator. The Student Government Advisor nominates the students to be appointed to serve on standing
committees, such as parking, library/media services, and student discipline. The Student Government Advisor
nominates students to meet with the President every semester to discuss current issues, provide input in the
operations of the College, and provide insight on students’ points of view regarding College concerns.
Students can request special open meetings with the President or the Senior Management Team on issues or
concerns; meetings are scheduled from the President’s office.

The Student Government Association oversees the allocation of student activities, fees, and monies received
from vending machines, pay phones, club funds, and fundraisers. Students also contribute to decision making
through input they give on surveys and evaluations such as Course Exit, Student Satisfaction and Awareness,
Graduate Follow-up, Library/Media, and Distance Learning.

HIVIAIDS

Since there is no evidence of non-sexual/non-blood-related transmission of the T-lymph tropic Ill, human
immunodeficiency virus HTLV-III (HIV), students and employees will not be excluded from the College in the
absence of other contraindications. The confidentiality of information and records regarding AIDS or illnesses
will be preserved.

Notice Of Criminal Records Check Requirements

The State of Georgia has a law regarding the placement of persons with criminal records in certain childcare,
pharmaceutical, and medical facilities. According to the Department of Human Resources (DHR), anyone who
has been convicted of a felony offense, or of neglecting or abusing a dependent person, a sexual offense or
any other covered crime will not be allowed to work in certain facilities in these fields as a student, student
intern, co-op student, work-study or paid employee. The following programs are affected by this law:
Biomedical Instrumentation (Electronics), Early Childhood Care and Education, Law Enforcement Technology,
Medical Assisting, Pharmacy Technology, and Practical Nursing. A satisfactory determination on the criminal
records check is not a requirement for program admission. However, a satisfactory records check must be
documented before a student can be placed in any clinical, practicum, lab, or internship settings that are a
part of Biomedical Instrumentation (Electronics), Early Childhood Care and Education, Law Enforcement
Technology, Medical Assisting, Practical Nursing, and Pharmacy Technology programs.
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Criminal record checks are obtained from the Department of Human Resources (DHR) and local law
enforcement agencies. The record checks obtained from DHR are marked satisfactory or unsatisfactory.
Criminal record checks obtained from law enforcement list any known offense that may have to be interpreted
by DHR in accordance with DHR regulations. If an offense on the criminal records check shows up as a
covered crime as designated by DHR, the report is unsatisfactory.

Albany Technical College reserves the right to require a student to obtain a criminal history check at any time
during enroliment at the College.

Criminal records checks are good for a 12-month period and it is the student’s responsibility to keep the
record current. Because this portion of a student’s record is neither permanent nor educational, the criminal
records checks will be maintained in the program department files. Please see your program department chair
for any specifics policy requirements for your program. Criminal records check files may be discarded after a
few years.

A criminal background check is required for students in Healthcare Technology programs by Student Pre-
Check.

Parking Guide

Parking

The authority for administering and enforcing traffic and parking regulations on the Albany Technical College
campus rests with the Albany Technical College Police Department. The administration reserves the authority
to make changes as needed in parking areas, traffic flow, and other changes related to traffic conditions. The
purpose of these regulations is to facilitate safety, maintain orderly conduct of the college’s business, and
provide parking facilities in support of this function within the limits of available space. These regulations are
intended only to supplement the State of Georgia Motor Vehicle Laws, all provisions of which apply to this
campus. These rules and regulations apply to all vehicles, which are self-propelled. The owner or person to
whom the vehicle is registered is ultimately responsible for the safe operation and proper parking of the
vehicle, regardless of who the operator may be. “ATC shall have no responsibility for loss or damage to any
vehicle or its contents while operated or parked on college property”.

"ATC shall have no responsibility for loss or damage to any vehicle or its contents while operated or
parked on College property.”

Who Must Register Their Motor Vehicle?

Each student (including full-time, part-time, evening) taking courses, and each member of the faculty, staff
and administration of Albany Technical College must register any motor driven vehicle operated on campus.
During the first five (5) days of each semester, it is expected for decals to be obtained and properly
displayed.

To Register A Motor Vehicle:

Vehicles may be registered during the official days of registration at the beginning of each term in the
Business Office. A vehicle registration card will be provided at the time of registration. All motor vehicles
operated by students in connection with their attendance at Albany Technical College must properly display
the required current decal. Parking Guides are available in the Business Office where decals can be
purchased.

To secure an ATC parking permit the following information is required at the time of registration:

1. State license plate number

2. Descriptive vehicle information (year, make, model and color)
3. Driver’s license number

4. Date of birth and social security number
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5. Address (present and home)
6. Valid student registration schedule

Vehicles

1. Student decals are $12.00 at the beginning of Fall Term. Fees for decals purchased after the beginning
Fall Semester are pro-rated as follows:

Spring Term Summer Term

$8.00 $4.00

2. Decals are non-transferable and must be removed before the sale of the vehicle.

3. In order for a registered vehicle to be in compliance, the cling parking decal must be affixed to the
inside of the back windshield on the driver's side. The use of tape or any other adhesive to secure the
decal is prohibited. Violators will be cited.

4. Parking decals allow the operator to park only in specified parking areas during the hours of 7:00 am.
to 10:30 pm. daily during scheduled classes and examinations. Parking is relaxed on weekends with
the exception of ADA and yellow-curbed areas, which will be strictly enforced.

5. The replacement fee for decals is $2.00.

6. Temporary permits will be issued at no charge when a registered vehicle is out of order and another
vehicle must be used for a period not to exceed five days.

7. Employees or students with disabilities, either permanent or temporary, who operate a motor vehicle
registered with the College, must display a handicap permit/license plate as issued by the Georgia
State Patrol

Parking Rules

1. No parking is permitted within fifteen (15) feet of fire hydrants or street entrances to sidewalks or
buildings.

. Parking on the lawn or driving on campus where campus streets are not provided is forbidden.

. All ADA parking spaces must be observed and are subject to state enforcement.

. Littering violations will be enforced.

. All traffic violations are subjected to the Traffic Codes of the City of Albany and the State of Georgia.

. Parking in service drives is not permitted. (rear access to Conference Center)

. The speed limit for campus is 15 mph / 10 mph for parking lots.

. Visitors' parking spaces will be strictly enforced.

. Motorcycles are not to be driven or parked on the sidewalks.

. Disabled vehicles are to be removed within seven (7) days after notification from the Campus
Operations Department.
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. Persons enrolled in Continuing Education or Business & Industry training programs will be required to
obtain a special parking permit through Continuing Education/Economic Development offices.

Note: It is the responsibility of the motor vehicle operator to find a legal parking space. Lack of
convenient space is not considered a valid excuse for violation of any parking regulations. Rain or
inclement weather will not alter any of the provisions of these regulations.
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Vehicle Operation

All persons operating a vehicle on ATC property must be properly licensed at all times. ATC identification and
driver's license (if available) must be presented when requested by ATC Campus Operations Department.
Pedestrians have the right-of-way on campus except where traffic is regulated by mechanical devices. Under
normal conditions, the maximum speed limit on campus is 15 mph; however, vehicles may not be operated at
any speed that is excessive for the conditions, which may exist as a result of weather, traffic, congestion,
pedestrians, etc. Traffic control signals, devices and directions of Albany Technical College shall be obeyed.
All persons operating vehicles are responsible for maintaining control and safe operation of their vehicle and
observance of traffic control signs, barriers and devices. All accidents occurring on campus shall be reported
to the Campus Operations Department before the vehicles are moved. There is a charge for copies of
accident reports.

Enforcement And Appeals

Albany Technical College parking citations should be paid at the Business Office (cashier's window) located in
the Administration /Kirkland Building within five business days after issuance. Failure to comply will result in a
one-time $10.00 late fee added to the citation. All persons receiving a parking citation are entitled to appeal
the citation within the same 5-day time period of receiving the citation. The appeal should be submitted in
writing to the Campus Business Office. If an appeal is granted for a citation, no payment is required. If the
appeal is denied the fine is to be satisfied in the Business Office. Persons submitting appeals will be notified
within five working days of the outcome. Failure to file an appeal within the five days forfeits all rights of
appeal. In general, such circumstances as ignorance of the law, inability to find a proper parking space, late to
class, or work appointment or financial hardships caused by fines do not constitute sufficient basis for the
approval of an appeal. All fines not paid within the specified time become financial obligations payable to
Albany Technical College. Persons who display a pattern of disregard for parking regulations are subject to
having their parking privileges revoked for one calendar year. Persons arrested for operating a motor vehicle
under the influence of alcohol or other drugs will be towed and stored with a local towing service. Operators of
vehicles that have been towed should contact the Campus Operations Office for information to assist with the
release of the vehicle by the towing company. Excessive noises by car radios, loud speakers, faulty mufflers
or cut mufflers are prohibited on campus.

Towing Policy

Certain areas on campus are designated as TOW ZONES. These areas include disabled persons’ parking
spaces, parking along the curb. When parked in an area where the curb is painted yellow and the words "no
parking" is labeled, a vehicle is subject to immediate tow. All vehicles towed from campus are towed at the
expense of the owner. The Campus Operations Office will have the towing information on file.

Special Events

On special occasions, emergency parking and traffic limitations may be imposed by the Campus Operations
Department.

Restrictions

Campus streets may not be used by any group, corporation, or persons for commercial use or advertising
without proper authorization.

Color Coded Parking

In an attempt to facilitate parking on campus, color coded parking has been instituted to correctly direct
faculty, staff, students, and visitors to appropriate parking areas. Listed below are the color assignments for
parking decals on campus. The color-coding is indicated by decal, signage, and parking space.
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White Indicates Vistors Parking Only

Light Blue Indicates Disabled Parking Only
Red Indicates Faculty/Staff Parking Only
Blue Indicates Students Parking Only
Yellow Indicates No Parking

Listed below are the designated parking areas on campus. Please adhere to the assigned areas for your

color-coded decal.

Prosperity Hall (PRO)
Freedom Hall (FRE)
Nathanial Cross Health Technology Building (HCT)

Artisan Hall (AED)

Manufacturing Technology Center (MTC)

George M. Kirkland Jr. Building (ADM)

Child Development Demonstration Center (CDV)

Center of Exellence in Information Technology and Electronics
(CEIT)

Facilities Maintenance

Logisitics Education Center (LEC)

Charles B. Gillespie, M.D. Center for Emergency Reponders
(EMR)

Carlton Construction Academy (CCA)

Randolph County Learning Center (RCLC)
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Permit/Decal Violations/Fines

Parking decal or tag not properly affixed.

Failure to display current parking permit.

Decal displayed on vehicle other than vehicle for which it is authorized.
Alteration or reproduction of parking decal.

Knowingly falsifies information on parking permit application.

Unauthorized possession of an ATC parking permit.

Parking Violations

Parking in a no parking zone, service and delivery zone, yellow curb areas, and crosswalks.
Parking in the wrong direction on any street.
Not parking within a marked space.

Blocking or obstructing traffic, street, dumpster, sidewalk, building entrance or exit, or another
vehicle.

Double parking or backing into a parking space. Rear of vehicle must face driving lanes of parking
area for decal to be visible to Parking Monitors.

Parking in unauthorized areas.

Students parking in faculty/staff or visitor parking areas.

Occupying more than one space.

Stopping, standing, or parking where prohibited.

Littering violations will be enforced for dropping litter in parking areas and on the campus grounds.

Parking in Disabled/ADA areas.
Property Violations

Defacing, altering, knocking down or removing any parking or traffic signal, sign or structure.

Littering violations will be enforced for dropping litter in parking areas and on the campus grounds.

2022-2023 College Catalog

$10.00
10.00
10.00
10.00
10.00

10.00

$10.00
10.00
10.00

10.00

10.00

10.00
10.00
10.00
10.00
10.00

100.00

$10.00

10.00

148



General Information

Traffic Violations

Driving under the influence of drugs or alcohol. $25.00
Reckless driving. 25.00

Speeding - Under normal conditions the maximum speed limit on campus is 15 mph. The maximum 25.00
speed limit in parking lots is 10 mph. Vehicles may not be operated at any speed that is excessive
for the conditions, which may exist as a result of weather, traffic congestion, pedestrians, etc.

Failure to obey stop or yield signs. 25.00

Improper change of lanes. 25.00

Driving the wrong way on a one-way street. 25.00
Visitors

Prospective students are invited to visit the campus individually, with parents or friends or in groups
scheduled by high school counselors. Individual students and visitors are prohibited from visiting classes
during class time without express permission from the administration. All visitors must have permission to be
present on our campus.

Please note, that upon admission of the student to the College, minors are not allowed on campus, or to
accompany students while students conduct business with the College (i.e. student orientations, classes,
student related campus activities, etc.)

Campus Security

Students, faculty, and staff should have their ATC identification badges available for verification at all times.
ATC provides security services on campus at all times. For problems or special needs, contact Campus
Security at (229) 430-4711. Report all emergencies, thefts, vehicle accidents, injuries, suspicious persons,
suspicious activities, and solicitors to Campus Security.

In concurrence with Public Law 101-542, annual crime statistics are compiled and distributed to currently
enrolled students and employees each September, and are available upon request at the Student Affairs
Office.

Reporting An Accident

In the case of an accident or emergency, students should inform their instructor, who will then contact security
and the proper administrator.

Drug And Tobacco Free Campus Policy

In accordance with the Drug-free Schools and Communities Act Amendments of 1989, ATC is designated as a
drug-free zone. The use/or abuse of alcohol and other illicit drugs by students is prohibited. School standards
of conduct clearly prohibit the unlawful possession, use, or distribution of illicit drugs and alcohol on campus
or at any college-sponsored activities. Sanctions up to and including suspension, expulsion, and referral for
prosecution will be imposed for the violation of these standards.

On April 3, 2006, in response to a school-wide survey, ATC became a tobacco-free campus, including all
campuses and learning centers, grounds, parking lots and immediate adjacent areas.
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Effective January 2014, the following monetary penalties will be implemented for tobacco use/smoking on
campus/learning centers property outside of the personal vehicle:

¢ Smoking on campus of any type (including e-cigarettes) or use of any tobacco products on campus:
$20.00

* Repeated offenses (within the academic year period-August-July): 2nd offense $30.00; 3rd offense
$40.00

All second and third offense violators will be referred to the College’s disciplinary officer or designee for
appropriate student disciplinary action per the Student Conduct Code and violations by employees of the
College will be addressed through the Positive Discipline Policy.

Fines must be paid to Cashier/Business Office or the designated staff member at the learning center within
five (5) calendar days of the violation. Students who do not pay fines by the 5th calendar day of the fine will
have Business Office holds placed on their student accounts in the Banner Student System until such time as
payment is made. Employees who fail to pay the fine by the fifth calendar day will be subject to disciplinary
action under the Positive Discipline Policy.

Enforcement

Albany Technical College campus police officers and other designated College officials are authorized to
enforce all Tobacco Free Regulations and to issue citations and levy fines to violators at main campus, as well
as learning centers.

Albany Technical College Police Officers are certified law enforcement officers with full powers of arrest.
Police Officers actively patrol the campus and learning centers, and will issue citations as needed. It is the
administration and the Police Officers’ responsibility to enforce Georgia law and campus rules relating to
maintaining a tobacco-free campus. College officials who observe smoking by students and/or employees
should retain the student’s id badge or employee’s name badge in the absence of an available police officer.
The official will then contact the campus police officers at 430-4711 for assistance in the citation being issued.
Students and employees who are violation of this policy must surrender their student id or employee name
badge to the College Official.

Student Accident Insurance

ATC student insurance coverage is handled through Borden Perlman. For questions concerning insurance
coverage, contact the following:

Students (credit):

Vice President of Student Affairs & Enroliment Management
(229) 430-3504

Childcare Participant:

Dean of Academic Affairs/Early Childhood Education

(229) 430-3537

Adult Education Student:

Vice President of Adult Education

(229) 430-2751

Accident insurance provides coverage for medical expenses related to accidents (accidental injury or death)
as specified below:
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1. College - Time coverage protects students while engaged in college activities during the entire term.

2. Travel - Traveling to or from the student's residence and the college to attend classes and as a
member of a supervised group (not as a spectator) traveling in a college-furnished or chartered vehicle
going to or from a college-sponsored activity.

3. On the College's Premises - During the hours of the day when the college is in session or any other
time the student is required to participate in a college-sponsored activity (not as a spectator).

4. Away from the College's Premises - As a member of a supervised group participating in a college-
sponsored activity requiring the attendance of the student (not as a spectator).

Child Care

Qualified non-traditional students and/or single parents may be eligible for childcare assistance. An instructor
must refer the student to the Special Populations Coordinator’s office. Students who receive TANF should
contact a case manager at the local DFCS office.

Please note that minors are not allowed on campus, or to accompany students while students conduct
business with the College (i.e. student orientations, classes, student related campus activities, etc.)

Identification Badges

Identification Badges (ID badges) are provided to students at no charge; replacement ID badges may be
obtained for a fee of $5.00. All students are required to wear their valid ID badges, on the outside and visible,
at all times while on campus. ID badges are required to participate in student activities and may be used to
obtain discounts in some businesses.

Acceptable Use Policy For Internet And Computer Access

Technology is an integral part of the infrastructure of Albany Technical College. Computers and computer
network systems are vital to the institution’s instructional program both directly and indirectly. In addition,
computer resources are used to accelerate administrative functions, aid in expediting the mission of the
institution, enhance communication between faculty and students, and advance communication among
faculty and students with the local, state and world communities.

Rights And Responsibilities

While Albany Technical College promotes the rights of academic freedom of expression and creativity, the
user is expected to comply with the responsibilities and limitations associated with those rights. Users are
expected to maintain the highest level of ethical behavior and avoid activities that are inconsistent with the
mission and policies of the institution. Primary responsibility for maintaining high standards of conduct resides
with the faculty.

General Rules

Computers and technology are intended for academic use or services to support the academic program at
Albany Technical College. So that technology is used appropriately and effectively, usage is governed by the
following rules.

« Computers in labs and the media center are to be used for academic purposes only.

¢ Users of the computer resources at Albany Technical College must comply with state and federal laws
regarding privacy, libel, software licensing agreements, and policies and rules of the institution.

¢ Users must not engage in e-mail and Internet activities during instructional time unless the activity is
part of an assignment and supervised by an instructor.

¢ Chat Room and Instant Message activities are prohibited in computer locations.

e Computers in open labs are to be used only by currently enrolled ATC students who present a valid ID
card.
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e ATC students and patrons from ATC Library Cooperative Agreements Institutions may utilize
computers in the library. Currently enrolled students are required to present a valid ID card and other
persons must present a valid Georgia driver's license and Student ID or library card.

In keeping with policies at ATC, children are not allowed in computer labs.

ADVISORY COMMITTEES

Each department of Albany Technical College maintains contact with private industry through its advisory
committee. An advisory committee is a group of competent and respected businesspersons interested in the
college’s efforts to produce quality graduates.

Advisory committees contribute substantially as consultants regarding current business and industrial needs
as pertains to job skills, job placement and follow-up surveys of ATC graduates.

DISTANCE EDUCATION (ELEARN)

Albany Technical College offers 29 online programs with high quality online courses to help students acquire
advanced technical skills and credentials essential in the 21st century workplace. Credits earned may be
used toward a technical certificate of credit, a diploma, or an associate degree. Albany Tech is a member of
the Georgia Virtual Technical Connection (GVTC). Online course not available through Albany Tech might be
offered by other technical colleges, throughout Georgia through GVTC. For more information about distance
education and online course opportunities, contact dean of Academic Technology at (229)430-3693, or visit
our web site at http://www.albanytech.edu. A list of courses offered through GVTC may be accessed at
http://www.gvtc.org.

INTELLECTUAL PROPERTY

Any member of the faculty, staff or student body at Albany Technical College, both full- and part-time, who
produces educational materials, devices or media for publication or production and who does not in any way
use federal funds, institutional/departmental time, services or materials as outlined in the Technical College
System of Georgia policy shall maintain the full rights for that patent or copyright, and further, any royalties or
profits resulting from said publications or products shall belong solely to that inventor/author. The complete
policy can be accessed at www.tcsgﬂ%s.
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CENTER FOR BUSINESS SOLUTIONS

Albany Technical College’s Center for Business Solutions promotes economic development within the seven
county service delivery areas. The Center works with the public and private sectors to meet the challenges of
the developing global marketplace. Working in partnership with chambers of commerce and other
development organizations and authorities, CBS plays an integral part in promoting economic development
by providing cost effective technical training to ensure the availability of an effective workforce. CBS'’s efforts
are focused through its business and industry services, continuing education and Georgia Quick Start
services. Training is provided in a variety of ways including college credit programs, made to order
customized contract training, and highly flexible continuing education courses. The credit programs can be
supported by the Hope Grant. For additional information on the Center for Business Solutions, please call
(229) 430-3563.

Business And Industry Services

Customized training to fit the needs of the workforce is a main component of CBS’s focus. Workplace skills,
equipment training, safety training, computer training and technical skills training can be integrated into
modules and competencies that allow companies to create their training agenda. CBS is able to design, to
develop and to deliver training specifically to meet the needs of the companies in their time frame. Training is
customized to company-prescribed guidelines and facilitated how, when and where it is convenient to the
customer.

Continuing Education

Continuing Education, offered through CBS at Albany Technical College, consists mostly of non-credit, short-
term courses, workshops, teleconferences and seminars for individuals and groups, including business and
industry. Classes can be tailored to the needs of a particular group or to individuals in a wide variety of
subjects. Courses are generally available in the areas of professional development, occupational training,
personal enrichment, recreation and leisure, and community service. New courses are developed in response
to customer demand.

Continuing Education classes, offered year-round, are normally open to the public and are held on campus at
the Albany Technical College Technology Training Center and Randolph County Learning Center. However,
classes may be provided privately to business and industry at company facilities. For additional information,
call (229) 430-3563 or email chs@albanytech.edu.

Quick Start

Georgia's Quick Start program provides specific training and post-employment services to qualifying new and
expanding businesses at no cost to the client company. The state-funded, growth incentive program's training
content is designed to meet specific skill needs. After the training-needs analysis, a plan is created to provide
high-quality training by an expert staff. For more information, call (229) 430-3563.

Event Services

The George M. Kirkland Conference Center, Logistics Education Center Executive Board Room and
Auditorium, ATC classrooms and Computer labs are scheduled and used to further the educational, cultural,
and social needs of the campus and the community. The State-of-the-art facilities are ideal for training,
workshops, meetings and/or conferences. For more information, call (229) 430-3563.
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Program

Accounting

Air Conditioning

Auto Collision

Automotive Tech.

Advisor’s
Name

Hannah Seo

Kenneth
Delong

Elliot Bonds
James Miller

Sterling Burke

Barbering, Cosmetology, Esthetician, & Nail Arniechesha

Tech.

Building & Facilities Maint.
Business Healthcare Techn.

Business Logistics Tech. & Industrial

Price

April Anderson

VACANT
Emma Johnson

Dr. Gary Frage

Operations & Quality Assurance & Operations

Management

Business Management Tech.

Carpentry NCCER

Civil Enginerring Tech.

Commerical Truck Driving

Nicole Lane

Tin Nelson

Michael
Roberts

Jospeh Ford
Dennis Oliver

Frank Daniel

Computer Support Specialist & Cybersecurity  Katherine

Spraggins

Computer Programming & Network Specialist Cassandra

& Info.Tech. Professional

Criminal Justice Tech.

Henderson

Lynn Miller

(430-
XXXX)
Ext.

3550

3531

3330
3535
6135

6140

3595

3602
3572

3924

1638

3556

3604

3616
1732
1732

3615

3617

2812
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PRO 130

CCA113

AED 127

FRE 116

FRE 117

AED 107

AED
103A

CCA112

PRO 107

MTC 110

PRO
108B

PRO 129

CCA 108

CCA114

OPS

OPS

CEIT 206

CEIT 201

EMR 102

First Letter of
Student’s Last
Name

A-Z

A-Z

A-Z

A-Z

A-Z

A-Z

A-Z

A-Z

A-Z

A-Z

A-Z

A-Z




Cyber Crime Investigation

Culinary Arts

Dental Assisting

Design & Media Production Tech.
Diesel Equipment Tech.

Early Childhood Care & Educ.

ECommerce & Marketing Management

Electrical & Computer Engineering Tech.

Electrical Construction & Industrial Electrical
Tech.

Electronics Technology
Fire Science & Professional Figherfighter &
Fire & Emergency Services Occupation

General Studies

Green Building Tech.

Health Information Management/Coding Tech.

Hotel Restaurant Tourism Management

Masonry NCCER

Mechatronics Tech.

Medical Assisting

Nursing

Lakesha Boone 3869

Matthew Beard 3534
Ivey Spears 3543
VACANT 3544
Joe Bellacomo 3609

Willie Walker 3532

Stephanie 0484
Wilkerson
Arkimberly 3539
Robinson

O’Brian Arnett 1823

Laquata 5785
Sumter

Ebony Johnson 1722
Dr. Bandara 3606
Gamini

Frank Flanigan 4994

Noreen McGee 0598

VACANT 3602
VACANT 3611
Melissa Hall 3571
Clifford 1061
Singelton

Shecky Walters 6614
Latonya Harris 3542
Dialisa Clark 1720

Dr. Latrona 3698
Lanier

Angela Tisdol 3337
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LEC 109

HCT 104

HCT 104

CEIT 128

FRE 118

CDV 128

CDhV 131

FRE 102

CEIT 204

CCA 110

CEIT

EMR 128

PRO
108B

CCA112

HCT 146

FRE 107

CCA109

MTC 115

HCT 132

HCT 111

HCT 107

HCT 152
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Nurse Aide

Paramedicine, EMS Professions

Pharmacy Tech.

Practical Nursing

Radiology Tech. & Advanced Medical Imaging

Residential Energy
Surgical Technology
Sustainable Energy

Welding

Candice Kemp
Tracey Prince

Tracie Naylor-
Griffin

Thad Minick

Brandon “Ace”
Kent

Dr. JaNee
Mobley

Robin Holidat
Teresa Darity

Annette
Holloway

Clarissa Smith

Kaycee
Everson

Sara LeAnn
Watson

Kathryn
Daniels

VACANT
Lori Day
Chedly Yahya

Mark Benton

5296

2832

3093

6073

0694

3596

4290

1025

3062

1042

6086

6049

3546

3602

3552

6075

3528
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HCT 144

EMR 101

EMR 124

EMR 109

HCT 147

HCT 145

HCT 112

HCT 114

HCT 108

HCT 113

HCT 137

HCT 137

CCA112

HCT 139

CCA 102

FRE
119C
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PROGRAMS IN BUSINESS

Accounting

Accounting Degree

Accounting Diploma

Computerized Accounting Specialist
Office Accounting Specialist

Payroll Accounting Specialist

E-Commerce
E-Commerce Degree

Management

Business Management Degree

Business Management Diploma

Human Resource Management Specialist
Service Supervision Specialist
Supervisor/Management Specialist

Marketing

Entrepreneurship

Marketing Management Degree
Marketing Management Diploma
Social Media Specialist

Technology

Administrative Support Assistant
Business Healthcare Technology Degree
Business Healthcare Technology Diploma
Business Office Assistant

Business Technology Degree

Business Technology Diploma

Healthcare Billing and Reimbursement Assistant

Healthcare Office Assistant
Healthcare Practice Manager
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ACCOUNTING DEGREE

Degree

Program Description:

The Accounting Associate Degree program is a sequence of courses that prepares students for a variety of
careers in accounting in today’s technology-driven workplaces. Learning opportunities develop academic,
technical, and professional knowledge and skills required for job acquisition, retention, and advancement.
Program graduates receive an Associate of Applied Science Degree in Accounting.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER Sentence Skills 70
GENERATION — -
Writing 249 Reading 64
Comprehension
Quantitative 245 Algebra 57
Reasoning

High School diploma or equivalent required for admission.
Credits required for graduation: 64

Each course within all of Albany Technical College's diploma/certificate level programs is acceptable for full
credit toward the Occupationally Related Elective or General Elective hours for this associate degree.

Contact program advisor for program-specific courses, and see course options for each area.

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

Albany Technical College is accredited with the Southern Association of Colleges and Schools Commission
on Colleges to award Associate of Applied Science Degrees, Associate of Science in Nursing Degrees,
Diplomas, and Technical Certificates of Credit. Contact the Commission on Colleges at 1866 Southern Lane,
Decatur, Georgia 30033-4097 or call 404-679-4500 for questions about the accreditation of Albany Technical
College.

Curriculum Outline (64 hours)
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General Education Core 15
Areal - Language Arts/ICommunications 3
ENGL 1101 Composition and Rhetoric 3
Area ll - Social/Behavioral Sciences 3

XXXX xxxx Social/Behavioral Science Course

Area lll - Natural Sciences/Mathematics (select one mathematics course below) 3
MATH 1111 College Algebra 3
MATH 1101 Mathematical Modeling 3
Area IV - Humanities/Fine Arts 3

XXXX xxxx Humanities/Fine Arts Course

And one additional course from Area |, II, lll, or IV (3 Hours)(as approved by program advisor) 3
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ACCT 1100

ACCT 1105

ACCT 2000

ACCT 1115

ACCT 1125

ACCT 1130

BUSN 1440

Occupational

Financial Accounting |
Financial Accounting Il
Managerial Accounting
Computerized Accounting
Individual Tax Accounting
Payroll Accounting

Document Production

COMP 1000 Introduction to Computer Literacy

ACCT 2120

ACCT 2140

ACCT 2145

Business Tax Accounting
Legal Environment of Business

Personal Finance

Select one of two courses below for a min. of 4 credits

ACCT 1120

BUSN 1410

Spreadsheet Applications

Spreadsheet Concepts and Applications

Select courses from elective list below for a min. of 9 credits

BUSN 1240

BUSN 1300

BUSN 1400

BUSN 1420

Office Procedures
Introduction to Business
Word Processing Applications

Database Applications

MGMT 1110 Employment Rules & Regulations

MGMT 1115 Leadership

MGMT 1120 Introduction to Business

MGMT 1125 Business Ethics

MKTG 1100 Principles of Marketing

MKTG 1130 Business Regulations and Compliance

MKTG 1160 Professional Selling

MKTG 1162 Customer Contact Skills

2022-2023 College Catalog

160

49




Business

MGMT 1100 Principles of Management 3
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ACCOUNTING DIPLOMA

Diploma

The Accounting Diploma program is a sequence of courses that prepares students for a variety of entry-level
positions in accounting in today’s technology-driven workplaces. Learning opportunities develop academic,
technical, and professional knowledge and skills required for job acquisition, retention, and advancement.
Program graduates receive an Accounting Diploma.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Writing 236 ACCUPLACER - Sentence Skills 60
Reading 224 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.
Credits required for graduation: 42

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Albany Technical College is accredited with the Southern Association of Colleges and Schools Commission
on Colleges to award Associate of Applied Science Degrees, Associate of Science in Nursing Degrees,
Diplomas, and Technical Certificates of Credit. Contact the Commission on Colleges at 1866 Southern Lane,
Decatur, Georgia 30033-4097 or call 404-679-4500 for questions about the accreditation of Albany Technical
College.

Curriculum Outline (42 hours)

General Education Core 8
ENGL 1010 Fundamentals of English | 3
Select one of SociallBehav. Sci. courses below for a min. of 2 credits 2
EMPL 1000 Interpersonal Relations and Professional Development 2
PSYC 1010 Basic Psychology 3
Select one of the Math courses below for a minimum of 3 credits 3
MATH 1011 Business Math 3
MATH 1012 Foundations of Mathematics 3
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Occupational 34
ACCT 1100 Financial Accounting | 4
ACCT 1105 Financial Accounting Il 4
ACCT 1115 Computerized Accounting 3
ACCT 1125 Individual Tax Accounting 3
ACCT 1130 Payroll Accounting 3
BUSN 1440 Document Production 4
COMP 1000 Introduction to Computer Literacy 3
Select one of two courses below for a min. of 4 credits: 4
ACCT 1120 Spreadsheet Applications 4
BUSN 1410 Spreadsheet Concepts and Applications 4
Select courses from elective list below for a min. of 6 credits 6
ACCT 2000 Managerial Accounting 3
ACCT 2140 Legal Environment of Business 3
ACCT 2120 Business Tax Accounting 3
ACCT 2145 Personal Finance 3
BUSN 1240 Office Procedures 3
BUSN 1300 Introduction to Business 3
BUSN 1400 Word Processing Applications 4
BUSN 1420 Database Applications 4
MGMT 1110 Employment Rules & Regulations 3
MGMT 1115 Leadership 3
MGMT 1120 Introduction to Business 3
MGMT 1125 Business Ethics 3
MKTG 1100 Principles of Marketing 3
MKTG 1130 Business Regulations and Compliance 3
MKTG 1160 Professional Selling 3
MKTG 1162 Customer Contact Skills 4
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MGMT 1100 Principles of Management
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COMPUTERIZED ACCOUNTING SPECIALIST

Technical Certificate Of Credit

(Embedded in Accounting Diploma)
Program Description:

The Computerized Accounting Specialist technical certificate provides students with skills needed to perform
a variety of accounting applications using accounting software and practical accounting procedures. Topics
include-- principles of accounting, computerized accounting, spreadsheet fundamentals and basic computers.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER — Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.

Credits required for graduation: 21

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Courses 21 credits

ACCT 1100 Financial Accounting | 4
ACCT 1120 Spreadsheet Applications 4
COMP 1000 Introduction to Computer Literacy 3
ACCT 1105 Financial Accounting Il 4
ACCT 1115 Computerized Accounting 3
ACCT xxxx-Accounting Elective Course 3
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OFFICE ACCOUNTING SPECIALIST

Technical Certificate Of Credit

(Embedded in Accounting Diploma & Degree)
Program Description:

The Office Accounting Specialist technical certificate provides entry-level office accounting skills. Topics
include: principles of accounting, computerized accounting and basic computer skills.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER — Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.

Credits required for graduation: 14

Courses 14 credits

ACCT 1100 Financial Accounting | 4
COMP 1000 Introduction to Computer Literacy 3
ACCT 1105 Financial Accounting Il 4
ACCT 1115 Computerized Accounting 3
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PAYROLL ACCOUNTING SPECIALIST

Technical Certificate Of Credit

(Embedded in Accounting Diploma)
Program Description:

The Payroll Accounting Specialist technical certificate provides entry-level skills into payroll accounting.
Topics include: principles of accounting, computerized accounting, principles of payroll accounting,
mathematics and basic computer use.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER — Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.

Credits required for graduation: 17

Courses 17 credits

ACCT 1100 Financial Accounting | 4
COMP 1000 Introduction to Computer Literacy 3
ACCT 1105 Financial Accounting Il 4
ACCT 1115 Computerized Accounting 3
ACCT 1130 Payroll Accounting 3
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E-COMMERCE DEGREE

Degree

Program Description:

E- Commerce AAS degree program is designed for students who are interested in entry level employment in
the fields of Internet Marketing in business-to-business (B2B) and business-to-consumer (B2C) transactions.
This degree program is a blend of business, management, marketing, and information technology courses.
Individuals seeking initial employment in the electronic commerce field or already employed in a related area
and seeking career advancement will benefit from this program.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER- Sentence Skills 70
GENERATION—
Writing 249 Reading 64
Comprehension
Quantitative 245 Algebra 57
Reasoning

High School diploma or equivalent required for admission.
Credits Required for Graduation: 66

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

General Education Core Courses 15 credits

Area I-Language Arts/ICommunications

ENGL 1101 Composition and Rhetoric 3
Area-ll-Social-Behavioral-Sciences

ECON 1101 Principles of Economics 3
Area-lll-Natural-Sciences-Mathematics

MATH 1111 College Algebra 3
Area-IV-Humanities-Fine-Arts

HUMN 1101 Introduction to Humanities 3
Program-Specific-Gen-Ed-Course-Requirements-3

SPCH 1101 Public Speaking 3
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Occupational-Courses-51-credits

COMP 1000 Introduction to Computer Literacy
ACCT 1100 Financial Accounting |

MKTG 1100 Principles of Marketing

BUSN 1300 Introduction to Business

MGMT 1125 Business Ethics

MKTG 1190 Integrated Marketing Communications

SCMA 1015 E-Commerce in Supply Chain Management

MKTG 1370 Consumer Behavior

CIST 1220 Structured Query Language (SQL)
CIST 1510 Web Development |

MKTG 2000 Global Marketing

CIST 2451 Introduction to Networks- CISCO

BUSN 1190 Digital Technologies in Business
MKTG 1190 Integrated Marketing Communications
MKTG 1110 Principles of E-Commerce
Select-one-of-two-following-courses-for-min-3cr
MKTG 2210 Entrepreneurship

MKTG 2010 Small Business Management
Select-one-of-two-following-courses-for-min-3-cr
MKTG 1160 Professional Selling

DMPT 1000 Introduction to Design
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BUSINESS MANAGEMENT DEGREE

Degree

Program Description:

The Business Management program is designed to prepare students for entry into management and
supervisory occupations in a variety of businesses and industries. Learning opportunities will introduce,
develop, and reinforce academic and occupational knowledge, skills, and attitudes required for job
acquisition, retention, and advancement in management. Graduates of the program receive a Business
Management degree with a specialization in General Management, Small Business Management, Service
Sector Management, Operations Management, or Human Resource Management.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER- Sentence Skills 70
GENERATION —
Writing 249 Reading 64
Comprehension
Quantitative 245 Algebra 57
Reasoning

High School diploma or equivalent required for admission.
Credits required for graduation: 64

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Students must chose between MGMT 2150 or MKTG 2010. Students cannot use both courses as elective
choices.

Curriculum Outline (12 hours)
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General Education Core Courses 15 credits

Areal - Language Arts/ICommunications

ENGL 1101 Composition and Rhetoric

Area ll - Social/Behavioral Sciences

PSYC 1101 Introductory Psychology

Area lll - Natural Sciences/Mathematics-Choose One of the Following (3 Hours)
MATH 1111 College Algebra

MATH 1101 Mathematical Modeling

Area IV - Humanities/Fine Arts

HUMN 1101 Introduction to Humanities

Program-Specific Gen. Ed. Course Requirements

ECON 1101 Principles of Economics

Occupational Courses 37 credits

COMP 1000 Introduction to Computer Literacy
MGMT 1100 Principles of Management

MGMT 1105 Organizational Behavior

MGMT 1115 Leadership

MGMT 1120 Introduction to Business

MGMT 1125 Business Ethics

MGMT 2115 Human Resource Management

MGMT 2125 Performance Management

ACCT 1100 Financial Accounting |

MGMT 2135 Management Communication Techniques
MGMT 2215 Team Project

Select from one of the following courses 3 credits
MGMT 1110 Employment Rules & Regulations

MKTG 1130 Business Regulations and Compliance
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Completion of One of Five Specializations:

General Management Specialization-81G3 12 credits
MGMT 2120 Labor Management Relations

MGMT 2140 Retail Management

Select from one of the following courses 3 credits
MGMT 2130 Employee Training and Development
MGMT 2130L Employee Training and Development
Select from one of the following courses 3 credits
MGMT 2150 Small Business Management

MKTG 2010 Small Business Management

Human Resources Management Specialization-82H3 12 credits
MGMT 2120 Labor Management Relations

MGMT 2130 Employee Training and Development
Select one of two following classes for 3 cr.:

MGMT 2205 Service Sector Management

MGMT 2210 Project Management

MGMT 2205L Service Sector Management

Select from one of the following courses 3 credits
MGMT 2155 Quality Management Principles

MGMT 2220 Management Occupation-Based Instructions
Operations Management Specialization-83P3 12 credits
MGMT 2200 Production/Operations Management

MGMT 2210 Project Management

Select from one of the following courses 3 credits
MGMT 2130 Employee Training and Development
MGMT 2130L Employee Training and Development
Select from one of the following courses 3 credits
MGMT 2120 Labor Management Relations

MGMT 2220 Management Occupation-Based Instructions
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Service Sector Management Specialization-84S3 12 credits

MGMT 2130 Employee Training and Development 3
MGMT 2140 Retail Management 3
Select from one of the following courses 3 credits 3
MGMT 2205 Service Sector Management 3
MGMT 2205L Service Sector Management 3
Select from one of the following courses 3 credits 3
MGMT 2120 Labor Management Relations 3
MGMT 2220 Management Occupation-Based Instructions 3
Small Business Management Specialization-85S3 12 credits 12
MGMT 2140 Retail Management 3
MGMT 2145 Business Plan Development 3
Select from one of the following courses 3 credits 3
MGMT 2150 Small Business Management 3
MKTG 2010 Small Business Management 3
Select from one of the following courses 3 credits 3
MGMT 2120 Labor Management Relations 3
MGMT 2220 Management Occupation-Based Instructions 3
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BUSINESS MANAGEMENT DIPLOMA

Diploma

Program Description:

The Business Management program is designed to prepare students for entry into management positions in a
variety of businesses and industries. Learning opportunities will introduce, develop, and reinforce academic
and occupational knowledge, skills, and attitudes required for job acquisition, retention, and advancement in
management. Graduates of the program receive a Business Management diploma with a specialization in
General Management, Small Business Management, Service Sector Management, Operations Management,
or Human Resource Management.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for graduation.
Credits required for graduation: 49

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Students must chose between MGMT 2150 or MKTG 2010. Students cannot use both courses as elective
choices.

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English | 3
MATH 1012 Foundations of Mathematics 3
Select one of Social/Behav. Sci. courses for a min. of 2 credits

EMPL 1000 Interpersonal Relations and Professional Development 2

PSYC 1010 Basic Psychology 3
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Occupational Courses 40 credits

COMP 1000 Introduction to Computer Literacy 3
MGMT 1100 Principles of Management 3
MGMT 1105 Organizational Behavior 3
MGMT 1115 Leadership 3
MGMT 1120 Introduction to Business 3
MGMT 1125 Business Ethics 3
MGMT 2115 Human Resource Management 3
MGMT 2125 Performance Management 3
ACCT 1100 Financial Accounting | 4
MGMT 2215 Team Project 3
Select one of the following courses for min. 3 cr.: 3
MGMT 1110 Employment Rules & Regulations 3
MKTG 1130 Business Regulations and Compliance 3
Select courses from list below for min. of 6 credits (Students can take either MGMT 2150 or 6

MKTG 2010. Students cannot receive credit for both courses. )

MGMT 2120 Labor Management Relations 3
MGMT 2130 Employee Training and Development 3
MGMT 2135 Management Communication Techniques 3
MGMT 2140 Retail Management 3
MGMT 2150 Small Business Management 3
MGMT 2205 Service Sector Management 3
MGMT 2205L Service Sector Management 3
MKTG 2010 Small Business Management 3
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HUMAN RESOURCE MANAGEMENT SPECIALIST

Technical Certificate Of Credit

(Stand Alone and Embedded in Business Management Diploma)
Program Description:

The Human Resource Managment Specialist Certificate prepares individuals to perform human resources
functions in the HR Department in most companies. Learning opportunities will introduce, develop and
reinforce students’ knowledge, skills and attitudes required for job acquisition, retention and advancement in
management. Graduates will receive a Human Resources Management Specialist TCC.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 224 ACCUPLACER Sentence Skills 30
GENERATION — -
Writing 236 Reading 36
Comprehension
Quantitative 229 Arithmetic 23
Reasoning

High School diploma or equivalent required for admission.

Credits required for graduation: 18
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Courses 18 credits

MGMT 1105 Organizational Behavior

MGMT 2115 Human Resource Management
MGMT 2125 Performance Management

MGMT 2130 Employee Training and Development
Select one of the following courses:

MGMT 1110 Employment Rules & Regulations
MGMT 1310 Introduction to Quality Assurance
MGMT 2120 Labor Management Relations

Select one of the following 3 credit hr. guided elective courses
MGMT 1125 Business Ethics

MGMT 2155 Quality Management Principles

MGMT 2205 Service Sector Management
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SERVICE SUPERVISION SPECIALIST

Technical Certificate Of Credit

(Stand-alone and Embedded in Business Logistics Management Diploma and Degree, and Business
Management Diploma and Degree)

Program Description:

A leadership course to meet today’s work environment. Students will develop skills in interpersonal dynamics
with the workplace, principles and methods of sound decision making, and the practice of leadership in
supervision.

Entrance date: Varies
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Applicant must be at least 18 years of age.
High school diploma or equivalent required for admission.

Credits required for graduation: 9

Courses 9 credits

MGMT 1105 Organizational Behavior 3
MGMT 1115 Leadership 3
MGMT 2205 Service Sector Management 3
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SUPERVISOR/IMANAGEMENT SPECIALIST

Technical Certificate Of Credit

(Stand-alone and Embedded in Business Management diploma and degree)
Program Description:

The Supervisor/Manager Specialist Certificate prepares individuals to become supervisors in business,
commercial or manufacturing facilities. Learning opportunities will introduce, develop and reinforce students
knowledge, skills and attitudes required for job acquisition, retention and advancement in management.
Graduates will receive a Supervisor/Manager Specialist TCC.

1

Entrance date: Varies
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for graduation.

Credits required for graduation: 12

Courses 9 credits

MGMT 1100 Principles of Management 3
MGMT 1115 Leadership 3
MGMT 2115 Human Resource Management 3

Select one of three following courses for min. 3 cr.:

MGMT 1110 Employment Rules & Regulations 3
MKTG 1130 Business Regulations and Compliance 3
MGMT 2120 Labor Management Relations 3
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ENTREPRENEURSHIP

Technical Certificate Of Credit

(Stand Alone and Embedded in Marketing Management diploma and degree)
Program Description:

This program generally prepares individuals to perform development, marketing and management functions
associated with owning and operating a business.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.
Credits Required for Graduation: 12

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Curriculum Outline (3 hours)

Courses 12 credits

MKTG 2210 Entrepreneurship 6
Select one of the following courses for min. 3 cr.: 3
MKTG 1100 Principles of Marketing 3
MKTG 2010 Small Business Management 3
Select one of the following courses for min. 3 cr.: 3
MKTG 1130 Business Regulations and Compliance 3
ACCT 2140 Legal Environment of Business 3
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MARKETING MANAGEMENT DEGREE

Degree

Program Description:

The Marketing Management program is designed to prepare students for employment in a variety of positions
in today’s marketing and management fields. The Marketing Management program provides learning
opportunities that introduce, develop, and reinforce academic and occupational knowledge, skills, and
attitudes required for job acquisition, retention, and advancement. Additionally, the program provides
opportunities to upgrade present knowledge and skills or to retrain in the area of marketing management.
Graduates of the program receive a Marketing Management diploma with specializations in marketing
management, entrepreneurship, and retail management.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER- Sentence Skills 70
GENERATION-
Writing 236 Reading 64
Comprehension
Quantitative 245 Algebra 57
Reasoning

High School diploma or equivalent required for admission.
Credits Required for Graduation: 63

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

Curriculum Outline (12 hours)

General Education Core Courses 15 credits

Areal - Language Arts/ICommunications

ENGL 1101 Composition and Rhetoric 3
Area ll - Social/Behavioral Sciences

Area lll - Natural Sciences/Mathematics

MATH 1111 College Algebra 3
Area IV - Humanities/Fine Arts

Program-Specific Gen. Ed. Course Requirements (3)
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Occupational Courses 36 credits

COMP 1000 Introduction to Computer Literacy
ACCT 1100 Financial Accounting |

BUSN 1190 Digital Technologies in Business
MKTG 1100 Principles of Marketing

MKTG 1130 Business Regulations and Compliance
MKTG 1160 Professional Selling

MKTG 1190 Integrated Marketing Communications
MKTG 2090 Marketing Research

MKTG 2300 Marketing Management

MGMT 1100 Principles of Management

Select one of two following courses for min. 3 cr.:
MKTG 2000 Global Marketing

MKTG 2290 Marketing Internship/Practicum
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Completion of one of five specializations is required.

Marketing Management Specialization-8MM3 12 credits
MKTG 1370 Consumer Behavior

MKTG 2060 Marketing Channels

Entrepreneurship Specialization-8EN3 12 credits
MKTG 2210 Entrepreneurship

MKTG 2010 Small Business Management

Retail Management Specialization-8RM3 12 credits
MKTG 1270 Visual Merchandising

MKTG 1370 Consumer Behavior

MKTG 2070 Buying and Merchandising

MKTG 2270 Retail Operations Management

Sports Marketing Specialization-8523 12 credits

MKTG 1280 Introduction to Sports and Recreation Management
MKTG 2080 Regulations and Compliance in Sports

MKTG 2180 Principles of Sports Marketing

MKTG 2280 Sports Management

Social Media Marketing Specialization-8SM3 12 credits
MKTG 2500 Exploring Social Media

MKTG 2550 Analyzing Social Media

MKTG 1370 Consumer Behavior

XXXX xxxx MKTG Occupational Elective
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MARKETING MANAGEMENT DIPLOMA

Diploma

Program Description:

The Marketing Management program is designed to prepare students for employment in a variety of positions
in today’s marketing and management fields. The Marketing Management program provides learning
opportunities that introduce, develop, and reinforce academic and occupational knowledge, skills, and
attitudes required for job acquisition, retention, and advancement. Additionally, the program provides
opportunities to upgrade present knowledge and skills or to retrain in the area of marketing management.
Graduates of the program receive a Marketing Management diploma with specializations in marketing
management, entrepreneurship, and retail management.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.
Credits required for graduation: 44

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

Curriculum Outline (12 hours)

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English | 3
ENGL 1010 Fundamentals of English | 3
Select one of Social/Behav. Sci. courses for a min. of 2 credits 2
EMPL 1000 Interpersonal Relations and Professional Development 2
PSYC 1010 Basic Psychology 3
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MKTG 1100

MKTG 1130

MKTG 1160

MKTG 1190

MKTG 2090

MKTG 2300

Occupational Courses 24 credits

Introduction to Computer Literacy
Principles of Marketing

Business Regulations and Compliance
Professional Selling

Integrated Marketing Communications
Marketing Research

Marketing Management
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Completion of one of five specializations is required.

Marketing Management Specialization-8MM2 12 credits
MKTG 1370 Consumer Behavior

MKTG 2060 Marketing Channels

Entrepreneurship Specialization-8EN2 12 credits
MKTG 2210 Entrepreneurship

MKTG 2010 Small Business Management

Retail Management Specialization-8RM2 12 credits
MKTG 1270 Visual Merchandising

MKTG 2070 Buying and Merchandising

MKTG 2270 Retail Operations Management

MKTG 1370 Consumer Behavior

Sports Marketing Specialization-8SM2 12 credits
MKTG 1280 Introduction to Sports and Recreation Management
MKTG 2080 Regulations and Compliance in Sports

MKTG 2180 Principles of Sports Marketing

MKTG 2280 Sports Management

Social Media Marketing Specialization-8523 12 credits
MKTG 2500 Exploring Social Media

MKTG 2550 Analyzing Social Media

MKTG 1370 Consumer Behavior

XXXX xxxx MKTG Occupational Elective
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SOCIAL MEDIA SPECIALIST

Technical Certificate Of Credit

(Stand Alone and Embedded in Marketing Management diploma and degree)
Program Description:

Social media marketing centers on efforts to create and distribute content through social media outlets that
attracts attention and encourages readers to share it with their social network. This technical certificate of
credit program outlines the fundamentals of computer/ internet use, marketing and promotion, and social
media marketing. Marketing through social media has become increasingly popular, and this TCC will allow
students to examine the fundamentals of this growing phenomenon.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arthmetic 229 Arthmetic 34

High School diploma or equivalent required for admission.
Credits Required for Graduation: 12

Curriculum Outline (12 hours)

Courses 12 credits 12
COMP 1000 Introduction to Computer Literacy 3
MKTG 1100 Principles of Marketing 3
MKTG 2500 Exploring Social Media 3
MKTG 1190 Integrated Marketing Communications 3
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ADMINISTRATIVE SUPPORT ASSISTANT

Technical Certificate Of Credit

(Stand Alone & Embedded in Business Technology Diploma and Degree)
Program Description:

The Administrative Support Assistant program prepares individuals to provide administrative support under
the supervision of office managers, executive assistants, and other office personnel. Courses include:
Introduction to Microcomputers, Word Processing, and Office Procedures. The course prepares students for
the MOS: Microsoft Office Word certification testing.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.
Credits required for graduation: 20

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Albany Technical College is accredited with the Southern Association of Colleges and Schools Commission
on Colleges to award Associate of Applied Science Degrees, Associate of Science in Nursing Degrees,
Diplomas, and Technical Certificates of Credit. Contact the Commission on Colleges at 1866 Southern Lane,
Decatur, Georgia 30033-4097 or call 404-679-4500 for questions about the accreditation of Albany Technical
College.

Curriculum Outline (20 hours)

Occupational 14
COMP 1000 Introduction to Computer Literacy 3
BUSN 1240 Office Procedures 3
BUSN 1400 Word Processing Applications 4
BUSN 1440 Document Production 4
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Electives (select courses from list below for a min. of 6 credits) 6
BUSN 1100 Introduction to Keyboarding 3
BUSN 1300 Introduction to Business 3
BUSN 1320 Business Interaction Skills 3
BUSN 1410 Spreadsheet Concepts and Applications 4
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BUSINESS HEALTHCARE TECHNOLOGY DEGREE

Degree

Program Description:

The Business Healthcare Technology program is designed to prepare graduates for employment in a variety
of positions in today's technology-driven workplaces. The Business Healthcare Technology program provides
learning opportunities, which introduce, develop, and reinforce academic and occupational knowledge, skills,
and attitudes required for job acquisition, retention, and advancement. The program emphasizes the use of
software and technology. Students are also introduced to accounting fundamentals, electronic
communications, internet research, electronic file management, and healthcare regulation and compliance.
The program includes instruction in effective communication skills and terminology that encompasses office
management and executive assistant qualification and technology innovations for the office. Additionally, the
program provides opportunities to upgrade present knowledge and skills or to retrain in the area of
administrative technology.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Reading 236 ACCUPLACER- Sentence Skills 70
Writing 236 Reading Comprehension 64
Arithmetic 229 Algebra 57

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Students may pursue the National Certified Medical Office Assistant (NCMOA) certification exam and become
a certified medical office assistant.

Please see program advisor for guidance with choosing additional electives. Electives must be BUSN, ACCT,
BIOL, CIST, MGMT.

According to BHT standard the Business HealthCare Technology specialization, XXXXxxxx courses for a total
of 15-16 credits. Specific courses are listed in catalog, and it is preferred for courses to remain: but any
guided occupational/specialization BUSN, MGMT, CIST, ACCT, MKTG, HIMT are acceptable.
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General Education Core Courses 16 credits

Areal - Language Arts/ICommunications
ENGL 1101 Composition and Rhetoric
Area ll - Social/Behavioral Sciences
ECON 1101 Principles of Economics
PSYC 1101 Introductory Psychology
SOCI 1101 Introduction to Sociology
Area lll - Natural Sciences/Mathematics
MATH 1111 College Algebra

MATH 1101 Mathematical Modeling
Area IV - Humanities/Fine Arts

HUMN 1101 Introduction to Humanities

Program-Specific Gen. Ed. Course Requirements
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Occupational Courses 31 credits

COMP 1000 Introduction to Computer Literacy 3
ALHS 1090 Medical Terminology for Allied Health Sciences 2
MAST 1120 Human Diseases 3
BUSN 1015 Introduction to Healthcare Reimbursement 3
BUSN 2190 Business Document Proofreading and Editing 3
BUSN 2340 Healthcare Administrative Procedures 4
BUSN 2375 Healthcare Coding 3
BUSN 1440 Document Production 4
ACCT 1100 Financial Accounting | 4
Select from ALHS 1011 or BIOL 2113 & 2113L (Students must take BIOL 2113 & BIO 2113L 4
concurrently )

ALHS 1011 Structure and Function of the Human Body 5
BIOL 2113 Anatomy and Physiology | 3
BIOL 2113L Anatomy and Physiology Lab | 1
Select one of the following courses for min. 2 cr.: 2
BUSN 2350 Electronic Health Records 3
HIMT 1250 Health Record Content and Structure 2
Completion of one of two Specializations: 15
Business Healthcare Specialization-8BH3 15
BUSN 1240 Office Procedures 3
BUSN 1400 Word Processing Applications 4
BUSN 1410 Spreadsheet Concepts and Applications 4
BUSN 1420 Database Applications 4
BUSN 1430 Desktop Publishing and Presentation Applications 4
BUSN 2380 Medical Administrative Assistant Internship | 4
BIOL 2114 Anatomy and Physiology Il 3
BIOL 2114L Anatomy and Physiology Lab Il 1
Practice Management Specialization-8PM3 15
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BUSN 2800 Practice Management Fundamentals
BUSN 2810 Healthcare Compliance

BUSN 2820 Healthcare Practice Law and Ethics
BUSN 2830 Healthcare Delivery Systems

BUSN 2440 Healthcare Leadership and Professional Effectiveness
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BUSINESS HEALTHCARE TECHNOLOGY DIPLOMA

Diploma

Program Description:

The Business Healthcare Technology program is designed to prepare graduates for employment in a variety
of positions in today's technology-driven workplaces. The Business Healthcare Technology program provides
learning opportunities, which introduce, develop, and reinforce academic and occupational knowledge, skills,
and attitudes required for job acquisition, retention, and advancement. The program emphasizes the use of
software and technology. Students are also introduced to accounting fundamentals, electronic
communications, internet research, electronic file management, and healthcare regulation and compliance.
The program includes instruction in effective communication skills and terminology that encompasses office
management and executive assistant qualification and technology innovations for the office. Additionally, the
program provides opportunities to upgrade present knowledge and skills or to retrain in the area of
administrative technology.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.
Credits required for graduation: 46

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Students may pursue the National Certified Medical Office Assistant (NCMOA) certification exam and become
a certified medical office assistant.

Curriculum Outline (9 hours)

Basic Skills Courses 9 credits 9
ENGL 1010 Fundamentals of English | 3
MATH 1012 Foundations of Mathematics 3
PSYC 1010 Basic Psychology 3

Select one of Social/Behav. Sci. courses for a min. of 2 credits
EMPL 1000 Interpersonal Relations and Professional Development 2

PSYC 1010 Basic Psychology 3
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Occupational-Courses-38-credits

COMP 1000 Introduction to Computer Literacy

ALHS 1090

ALHS 1011

MAST 1120

BUSN 1015

BUSN 2340

BUSN 2350

BUSN 2190

BUSN 1440

ACCT 1100

Medical Terminology for Allied Health Sciences
Structure and Function of the Human Body
Human Diseases

Introduction to Healthcare Reimbursement
Healthcare Administrative Procedures
Electronic Health Records

Business Document Proofreading and Editing
Document Production

Financial Accounting |

Select courses from list below for min. of 7 credits

BUSN 1100

BUSN 1240

BUSN 1400

BUSN 1410

BUSN 2380

BUSN 2390

Introduction to Keyboarding

Office Procedures

Word Processing Applications

Spreadsheet Concepts and Applications
Medical Administrative Assistant Internship |

Medical Administrative Assistant Internship 11
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BUSINESS OFFICE ASSISTANT

Technical Certificate Of Credit

(Stand-alone)
Program Description:

This Technical Certificate of Credit Business Office Assistant Certificate is designed to provide inclusive
higher education experiences that supports positive employment outcomes for individuals with intellectual
and/or cognitive disabilities in preparation for a career in any business office. Graduates with this certificate
are prepared to perform a variety of duties in any office clerical occupation that requires knowledge of office
systems and procedures. Along with taking credit classes, the participants will be required to participate in
human resource development workshops, social community integration, job shadowing and internships.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

No High School diploma or equivalent required for admission.

This certificate is a vital component of the - Leveraging Education for Advancement Program (LEAP) for
Inclusive Learning. This is a program of study for unique learners who are highly motivated young adults who
have a developmental or intellectual disability. "Intellectual disability is a disability characterized by significant
limitations in both intellectual functioning and in adaptive behavior, which covers many everyday social and
practical skills" (**AAIDD)

Contact Regina Watts, Special Needs/Disability Services Coordinator/LEAP Director at (229)_.430-2854 for
additional information.

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Courses 18 credits

BUSN 1100 Introduction to Keyboarding 3
BUSN 1240 Office Procedures 3
BUSN 1330 Personal Effectiveness 3
BUSN 1440 Document Production 4
BUSN 2160 Electronic Mail Applications 2
COMP 1000 Introduction to Computer Literacy 3
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Select elective courses from list below for min. of 6 credits:

BUSN 2190 Business Document Proofreading and Editing 3
BUSN 1410 Spreadsheet Concepts and Applications 4
BUSN 1100 Introduction to Keyboarding 3
BUSN 1300 Introduction to Business 3
BUSN 1320 Business Interaction Skills 3
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BUSINESS TECHNOLOGY DEGREE

Degree

(Ending Sprng 2022)
Program Description:

The Business Technology program is designed to prepare graduates for employment in a variety of positions
in today’s technology-driven workplaces. The Business Technology program provides learning opportunities,
which introduce, develop, and reinforce academic and occupational knowledge, skills, and attitudes required
for job acquisition, retention, and advancement. The program emphasizes the use of word processing,
spreadsheet, presentation, and database applications. Students are also introduced to accounting
fundamentals, electronic communications, internet research, and electronic file management. The program
includes instruction in effective communication skills and terminology that encompasses office management
and executive assistant qualification and technology innovations for the office. Additionally, the program
provides opportunities to upgrade present knowledge and skills or to retrain in the area of administrative
technology. Graduates of the program receive a Business Technology, Associate of Applied Science degree.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER- Sentence Skills 70
GENERATION —
Writing 249 Reading 64
Comprehension
Quantitative 237 Algebra 57
Reasoning

High School diploma or equivalent required for admission.
Credits required for graduation: 64

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

BUSN 2240%°, BUSN 2250%!: The internship course is an elective, and selection of too many/other electives
may preclude a student from participating in work-site internship/experience.
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General Education Core Courses 15 credits

Areal - Language Arts/ICommunications

ENGL 1101 Composition and Rhetoric

Area ll - Social/Behavioral Sciences-Choose One of the Following (3 Hours)
PSYC 1101 Introductory Psychology

SOCI 1101 Introduction to Sociology

Area lll - Natural Sciences/Mathematics-Choose One of the Following (3 Hours)
MATH 1111 College Algebra

MATH 1101 Mathematical Modeling

Area IV - Humanities/Fine Arts-Choose One of the Following (3 Hours)
HUMN 1101 Introduction to Humanities

SPCH 1101 Public Speaking

Program-Specific Gen. Ed. Course Requirements-Choose One of the Following (3 Hours)
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Occupational Courses 49 credits

COMP 1000 Introduction to Computer Literacy

BUSN 1400 Word Processing Applications

BUSN 1430 Desktop Publishing and Presentation Applications
BUSN 1440 Document Production

BUSN 1190 Digital Technologies in Business

BUSN 1240 Office Procedures

BUSN 1410 Spreadsheet Concepts and Applications
BUSN 1420 Database Applications

BUSN 2160 Electronic Mail Applications

BUSN 2210 Applied Office Procedures

BUSN 2190 Business Document Proofreading and Editing
MGMT 1100 Principles of Management

ACCT 1100 Financial Accounting |

Select elective courses from list below for min. of 6 credits:
BUSN 1320 Business Interaction Skills

BUSN 1330 Personal Effectiveness

MGMT 1125 Business Ethics

MGMT 2215 Team Project

BUSN 1300 Introduction to Business

BUSN 2240 Business Administrative Assistant Internship |
BUSN 2250 Business Administrative Assistant Internship I
ACCT 1105 Financial Accounting Il

ACCT 1115 Computerized Accounting

MKTG 1100 Principles of Marketing

MGMT 1115 Leadership

HRTM 1130 Business Etiquette and Communication
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BUSINESS TECHNOLOGY DIPLOMA

Diploma

(Ending Sprng 2022)
Program Description:

The Business Technology program is designed to prepare graduates for employment in a variety of positions
in today’s technology-driven workplaces. The Business Technology program provides learning opportunities,
which introduce, develop, and reinforce academic and occupational knowledge, skills, and attitudes required
for job acquisition, retention, and advancement. The program emphasizes the use of word processing,
spreadsheet, and presentation software. Students are also introduced to accounting fundamentals, electronic
communications, internet research, and electronic file management. The program includes instruction in
effective communication skills and technology that encompasses office management and executive assistant
qualification and technology innovations for the office. Also provided are opportunities to upgrade present
knowledge and skills or to retrain in the area of business administrative technology. Graduates of the program
receive a Business Technology Diploma with a specialization in one of the following: Business Administrative
Assistant or Medical Administrative Assistant.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Reading 224 ACCUPLACER - Sentence Skills 60
Writing 236 Reading Comprehension 64
Arithmetic 34 Arithmetic 34

High School diploma or equivalent required for admission.
Credits required for graduation: 50

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Curriculum Outline (6 hours)
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Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English |

Select one of SociallBehav. Sci. courses for a min. of 2 credits
EMPL 1000 Interpersonal Relations and Professional Development
PSYC 1010 Basic Psychology

MATH 1012 Foundations of Mathematics

Select one of Math courses for a minimum of 3 credits

MATH 1011 Business Math

MATH 1012 Foundations of Mathematics

Occupational Courses 18 credits

COMP 1000 Introduction to Computer Literacy

BUSN 1400 Word Processing Applications

BUSN 1440 Document Production

BUSN 2190 Business Document Proofreading and Editing

ACCT 1100 Financial Accounting |
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Completion of all specialization courses is required:

Business Administrative Assistant Specialization-8BA2 24 credits
BUSN 1190 Digital Technologies in Business

BUSN 1240 Office Procedures

BUSN 1410 Spreadsheet Concepts and Applications

BUSN 1430 Desktop Publishing and Presentation Applications
BUSN 2160 Electronic Mail Applications

BUSN 2210 Applied Office Procedures

Select (6) credit hours of guided electives

BUSN 1330 Personal Effectiveness

BUSN 1320 Business Interaction Skills

MKTG 1100 Principles of Marketing

BUSN 2250 Business Administrative Assistant Internship I
BUSN 2240 Business Administrative Assistant Internship |
BUSN 1300 Introduction to Business

BUSN 1100 Introduction to Keyboarding

MGMT 1100 Principles of Management
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HEALTHCARE BILLING AND REIMBURSEMENT ASSISTANT

Technical Certificate Of Credit

(Stand Alone & Embedded in Business Healthcare Technology Diploma and Degree)
Program Description:

The Healthcare Billing and Reimbursement Assistant Certificate program provides instruction in medical
facility reimbursement and compliance regulations.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.

Credits required for graduation: 21

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Courses 21 credits

COMP 1000 Introduction to Computer Literacy 3
ALHS 1090 Medical Terminology for Allied Health Sciences 2
ALHS 1011 Structure and Function of the Human Body 5
MAST 1120 Human Diseases 3
BUSN 1015 Introduction to Healthcare Reimbursement 3
Select courses from list below for min. of 2 credits 2
BUSN 2350 Electronic Health Records 3
HIMT 1250 Health Record Content and Structure 2
Select courses from list below for min. of 3 credits 3
BUSN 2375 Healthcare Coding 3
HIMT 2375 Healthcare Coding 3
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HEALTHCARE OFFICE ASSISTANT

Technical Certificate Of Credit

(Stand Alone & Embedded in Business Healthcare Technology Diploma and Degree)
Program Description:

The Healthcare Office Assistant certificate is designed to provide educational opportunities to individuals that
will enable them to obtain the knowledge and skills necessary to secure an entry level position as a
receptionist in a physician's office, hospital, clinic, or other related area.Technical courses apply to the degree
or diploma program in Business Healthcare Technology.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.
Credits required for graduation: 29

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Curriculum Outline (29 hours)
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Courses 29 credits

ENGL 1010 Fundamentals of English |

COMP 1000 Introduction to Computer Literacy

ALHS 1011 Structure and Function of the Human Body
ALHS 1090 Medical Terminology for Allied Health Sciences
MAST 1120 Human Diseases

BUSN 1440 Document Production

BUSN 1015 Introduction to Healthcare Reimbursement
BUSN 2340 Healthcare Administrative Procedures

Select courses from list below for min. of 2 credits
BUSN 2350 Electronic Health Records

HIMT 1250 Health Record Content and Structure
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HEALTHCARE PRACTICE MANAGER

Technical Certificate Of Credit

(Stand Alone & Embedded in Business Healthcare Technology Degree)
Program Description:

The Business Healthcare Practice Manager Certificate program provides instruction in medical facility practice
management.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 224 ACCUPLACER Sentence Skills 60
GENERATION — -
Writing 236 Reading 55
Comprehension
Quantitative 229 Arithmetic 34
Reasoning

High School diploma or equivalent required for admission.

Credits required for graduation: 15

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Courses 15 credits

BUSN 2800 Practice Management Fundamentals 3
BUSN 2810 Healthcare Compliance 3
BUSN 2820 Healthcare Practice Law and Ethics 3
BUSN 2830 Healthcare Delivery Systems 3
BUSN 2440 Healthcare Leadership and Professional Effectiveness 3
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PROGRAMS IN CONSTRUCTION & MANUFACTURING

Air Conditioning Technology
Air Conditioning Electrical Technician

Air Conditioning Repair Specialist

Air Conditioning Technician Assistant

Air Conditioning Technology Diploma

Industrial/Commercial Air Certificate
Residential Air Conditioning Technician

Alternative Energy

Photovoltaic Systems Installation and Repair Technician (Solar)
Sustainable Renewable and Alternative Energy

Building Maintenance

Building Maintenance Diploma
General Maintenance Mechanic

Carpentry
NCCER Advanced Carpentry

NCCER Carpentry Fundamentals
NCCER Carpentry Technology Diploma

Electrical
Industrial Electrical Technology

NCCER Basic Electrical Systems Technician
NCCER Intermediate Electrical Systems Technician

Electrical Construction
Basic Electrical Technician
Commercial Wiring

Electrical Construction Technology
Electrical Systems Assistant

Green Building
Green Building Technology Diploma
Manufacturing & Maintenance

Precision Manufacturing and Maintenance Degree
Precision Manufacturing and Maintenance Diploma
Programmable Control Technician
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Masonry

NCCER Advanced Masonry

NCCER Basic Masonry

NCCER Masonry Technician Certificate
NCCER Masonry Technology Diploma

Plumbing

NCCER Advanced Plumbing Technician

NCCER Intermediate Plumbing Technician Certificate
NCCER Plumbers Assistant

NCCER Plumbing Diploma

NCCER Plumbing Technician Certificate

Residential Energy Efficiency Technology
Residential Energy Efficiency Technology

Welding

Advanced Shielded Metal Arc Welder

Basic Shielded Metal Arc Welder

Flux-Cored Arc Welder

Gas Metal Arc Welder

Gas Tungsten Arc Welder

Vertical Shielded Metal Arc Welder Fabricator
Welding and Joining Technology
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AIR CONDITIONING ELECTRICAL TECHNICIAN

Technical Certificate Of Credit

(Embedded in the Air Conditioning Diploma)
Program Description:

The Air Conditioning Electrical Technician TCC prepares students in the air conditioning area of study to
acquire competencies in electricity related to installation, service, and maintenance of electrical systems.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 64
Arithmetic 229 Arithmetic 34

Credits required for graduation: 12

Courses 12 credits

AIRC 1030 HVACR Electrical Fundamentals 4
AIRC 1040 HVACR Electrical Motors 4
AIRC 1050 HVACR Electrical Components and Controls 4
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AIR CONDITIONING REPAIR SPECIALIST

Technical Certificate Of Credit

(Embedded in the Air Conditioning Diploma)
Program Description:

The Air Conditioning Repair Specialist TCC is a series of courses designed to prepare students for positions
in the maintenance and repair of air conditioning systems. A combination of theory and practical application
provide for the necessary skKills to support industry requirements.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Credits required for graduation: 20

Courses 20 credits

AIRC 1005 Refrigeration Fundamentals 4
AIRC 1030 HVACR Electrical Fundamentals 4
AIRC 1040 HVACR Electrical Motors 4
AIRC 1070 Gas Heat 4
AIRC 1080 Heat Pumps and Related Systems 4
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AIR CONDITIONING TECHNICIAN ASSISTANT

Technical Certificate Of Credit

(Embedded in the Air Conditioning Diploma)
Program Description:

The Refrigeration Technician Assistant TCC is a series of courses that prepares students to hold positions as
refrigeration technician assistants.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 64
Arithmetic 229 Arithmetic 34

Credits required for graduation: 12

Courses 12 credits

AIRC 1005 Refrigeration Fundamentals 4
AIRC 1010 Refrigeration Principles and Practices 4
AIRC 1020 Refrigeration Systems Components 4
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AIR CONDITIONING TECHNOLOGY DIPLOMA

Diploma

Program Description:

The Air Conditioning Technology Diploma program is a sequence of courses that prepares students for
careers in the air conditioning industry. Learning opportunities develop academic, occupational, and
professional knowledge and skills required for job acquisition, retention, and advancement. The program
emphasizes a combination of air conditioning theory and practical application necessary for successful
employment. Program graduates receive an Air Conditioning Technology diploma and have the qualification
of an air conditioning technician.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER- Sentence Skills 70
GENERATION-
Writing 249 Reading 64
Comprehension
Quantitative 245 Algebra 57
Reasoning

Credits required for graduation: 51

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English | 3
MATH 1012 Foundations of Mathematics 3
EMPL 1000 Interpersonal Relations and Professional Development 2
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Occupational Courses 43 credits

AIRC 1005 Refrigeration Fundamentals

AIRC 1010 Refrigeration Principles and Practices

AIRC 1020 Refrigeration Systems Components

AIRC 1030 HVACR Electrical Fundamentals

AIRC 1040 HVACR Electrical Motors

AIRC 1050 HVACR Electrical Components and Controls

AIRC 1060 Air Conditioning Systems Application and Installation
AIRC 1070 Gas Heat

AIRC 1080 Heat Pumps and Related Systems

AIRC 1090 Troubleshooting Air Conditioning Systems

COMP 1000 or 3 cr. hr. AIRC occupational elective
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INDUSTRIAL/ICOMMERCIAL AIR CERTIFICATE

Technical Certificate Of Credit

(Stand Alone)
Program Description:

A series of courses designed from foundation/introductory (basic-level) courses to intermediate (mid-level)
courses to advanced (high-level) courses. This program is designed to provide the Industrial Refrigeration
operator with the theory and practical knowledge required to successfully operate today’s more sophisticated
and demanding systems.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.

Credits Required for Graduation: 29

Courses 29 credits

AIRC 1005 Refrigeration Fundamentals 4
AIRC 1030 HVACR Electrical Fundamentals 4
AIRC 2091 Industrial Refrigeration Level | 4
AIRC 2101 Industrial Refrigeration Level 2
IDSY 1120 Basic Industrial PLC's 4
IDSY 1220 Intermediate Industrial PLC's 4
AIRC 2070 Commercial Refrigeration Design 3
COMP 1000 or 3 cr. hr. AIRC occupational elective 3
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RESIDENTIAL AIR CONDITIONING TECHNICIAN

Technical Certificate Of Credit

(Embedded in the Air Conditioning Diploma)
Program Description:

The Residential Aid Conditioning Technician TCC is a series of curses designed to prepare students for entry
level positions in the maintenance and repair of residential air conditioning systems.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Credits required for graduation: 16

Courses 16 credits

AIRC 1005 Refrigeration Fundamentals 4
AIRC 1020 Refrigeration Systems Components 4
AIRC 1060 Air Conditioning Systems Application and Installation 4
AIRC 1090 Troubleshooting Air Conditioning Systems 4
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PHOTOVOLTAIC SYSTEMS INSTALLATION AND REPAIR
TECHNICIAN (SOLAR)

Technical Certificate Of Credit

(Stand Alone)
Program Description:

The Photovoltaic Systems Installation and Repair Technician Technical Certificate of Credit provides
individuals with the opportunity to enter the workforce area that specializes in electrical applications of
installing, inspecting, and repairing solar panels in the electrical construction industry.

Entrance Date: Varies
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.

Credits required for graduation: 15

Courses 15 credits

ELTR 1060 Electrical Prints, Schematics, and Symbols 2
IDFC 1007 Industrial Safety Procedures 2
ELTR 1525 Photovoltaic Systems 5
Select one of the following Alternating Current (AC) courses 3
ELTR 1020 Electrical Systems Basics | 3
IDFC 1012 Alternating Current | 3
IDSY 1105 AC Circuit Analysis 3
Select one of the following Direct Current (DC) courses 3
ELTR 1010 Direct Current Fundamentals 3
IDSY 1101 DC Circuit Analysis 3
IDFC 1011 Direct Current | 3
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SUSTAINABLE RENEWABLE AND ALTERNATIVE ENERGY

Diploma

Program Description:

The Renewable and Alternative Energy diploma program concentrates on Solar Photovoltaic (PV) and Small
Wind Technology (50 kW/h and smaller). This program prepares students for entry level positions into the field
of renewable energy technicians and technical maintenance. Emphasis is placed on "green" technologies
including electricity, wind, photovoltaics, solar thermal, energy efficiency, and smart grid technology. Students
develop the practical skills needed to install, troubleshoot, and maintain photovoltaic, wind turbine, and solar
thermal systems. The course work includes theory and lab practice in energy fundamentals, sustainability,
construction practices, electrical currents, and energy measures and efficiency. This program can be taken as
a full-time, part time, or even a high school student. High school students can take courses for dual credit
through the state of Georgia's Dual Enrollment program. The graduates of this unique program will be
prepared to take the North American Board of certified Energy Practitioners (NABCEP) Entry Level exam.
Solar and wind industry employers look for this credential when hiring employees. The program can be
completed in less than two years; therefore graduates are quickly prepared to enter the Solar PV and/or Small
Wind turbine workforce.

Entrance date: Fall semester (Day & Evening)
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 224 ACCUPLACER- Sentence Skills 60
GENERATION-
Writing 236 Reading 55
Comprehension
Arithmetic 229 Arithmetic 34
Quantitative 237 Algebra 41
Reasoning

High School diploma or equivalent required for graduation.
Credits required for graduation: 57

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.
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Basic Skills Courses 11 credits

MATH 1013 Algebraic Concepts

ENGL 1010 Fundamentals of English |

Select from one of the following courses 3 credits

EMPL 1000 Interpersonal Relations and Professional Development

PSYC 1010 Basic Psychology

Occupational Courses 46 credits

ELCR 1003 Introduction to Electrical & Electronics

GRBT 1003 Energy Measures and Efficiency

COFC 1010 Introduction to Construction

ALET 1010 Photovoltaic Systems & Installation

ALET 1100 Foundations of Energy Technologies

ALET 1120 Energy and Power Generation, Transmission & Distribution
ALET 1130 Energy Systems Applications

ALET 1110 Small Wind Systems Fundamentals

IDSY 1130 Industrial Wiring

ELTR 1205 Residential Wiring |

COMP 1000 Introduction to Computer Literacy

Select one of the following Alternating Current (AC) courses
ELTR 1020 Electrical Systems Basics |

IDSY 1105 AC Circuit Analysis

IDFC 1012 Alternating Current |

Select one of the following Direct Current (DC) courses
ELTR 1010 Direct Current Fundamentals

IDSY 1101 DC Circuit Analysis

IDFC 1011 Direct Current |
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BUILDING MAINTENANCE DIPLOMA

Diploma

Program Description:

The Building Maintenance program is a carefully designed sequence of courses that prepares students for
careers in the maintenance and repair of residential and light commercial structures and attendant fixtures

and appliances. Learning opportunities develop academic, technical, and professional knowledge and skills
required for job acquisition, retention, and advancement. The program emphasizes a combination of theory

and practical application necessary for successful entry level employment in a non-manufacturing

maintenance environment. Program graduates receive a Building and Facilities Maintenance diploma and

have the qualifications of a facilities maintenance mechanic.
Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER- Sentence Skills
GENERATION-
Writing 249 Reading
Comprehension
Quantitative 245 Algebra
Reasoning

Credits required for graduation: 53

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English |
MATH 1012 Foundations of Mathematics

EMPL 1000 Interpersonal Relations and Professional Development
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Occupational Courses 45 credits

AIRC 1010 Refrigeration Principles and Practices

AIRC 1020 Refrigeration Systems Components

AIRC 1030 HVACR Electrical Fundamentals

AIRC 1040 HVACR Electrical Motors

AIRC 1050 HVACR Electrical Components and Controls
BFMT 1030 Fundamentals of Structural Maintenance
ELTR 1205 Residential Wiring |

ELTR 1080 Commercial Wiring |

AIRC 1005 Refrigeration Fundamentals

BFMT 1050 Fundamentals of Plumbing

Select 9 Credit Hours of Occupational Electives
AIRC 1060 Air Conditioning Systems Application and Installation
AIRC 1070 Gas Heat

AIRC 1080 Heat Pumps and Related Systems

AIRC 1090 Troubleshooting Air Conditioning Systems

COMP 1000 Introduction to Computer Literacy
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GENERAL MAINTENANCE MECHANIC

Technical Certificate Of Credit

(Stand Alone and Embedded in Building Maintenance Diploma)
Program Description:

The General Maintenance Mechanic Technical Certificate of Credit prepares students for careers in building
and facilities and maintenance entry level positions. Topics include refrigeration fundamentals, plumbing
fundamentals, commercial wiring practices, structural maintenance, and electrical and electrical motor
fundamentals.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for graduation.
Credits required for graduation: 22

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.
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Courses 22 credits

AIRC 1005 Refrigeration Fundamentals

AIRC 1030 HVACR Electrical Fundamentals

BFMT 1030 Fundamentals of Structural Maintenance
Select one of two Plumbing courses for min. 2 cr.:
BFMT 1050 Fundamentals of Plumbing

PLBG 1000 Introduction to Plumbing

Select one of the following Wiring courses for min. of 4 cr.:

ELTR 1080 Commercial Wiring |

IDSY 1130 Industrial Wiring

Select one of two Motors courses for min. 4 cr.:
IDSY 1110 Industrial Motor Controls |

AIRC 1040 HVACR Electrical Motors
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NCCER ADVANCED CARPENTRY

Technical Certificate Of Credit

(Stand Alone & Embedded in the NCCER Carpentry program)
Program Description:

The Advanced Carpentry certificate picks up where the Carpentry Fundamentals certificate ends. This
program introduces the student to the more technically advanced carpentry skills. Topics include introduction
to the interior finishes and trim, door and window installation, steel framing, and stair finishes. The program
emphasizes a combination of carpentry theory and practical application necessary for successful
employment. Program graduates receive an advanced carpentry certificate and have the qualifications of an
entry level finish carpenter.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Writing 224 ACCUPLACER-  Sentence Skills 60
Reading 236 Reading Comp. 64
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.

Credits Required for Graduation: 18

Courses 18 credits

CARP 1025 Intermediate Carpentry Techniques 5
CARP 1035 Advanced Carpentry | 5
CARP 1055 Advanced Carpentry I 4
CARP 1056 Advanced Commercial Carpentry 4
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NCCER CARPENTRY FUNDAMENTALS

Technical Certificate Of Credit

(Embedded in the NCCER Carpentry Program and Stand Alone)
Program Description:

The Carpentry Fundamentals certificate introduces the student to the basic levels of carpentry skills. Topics
include introduction to the trade, safety, hand and power tool usage, site layout, structural framing, building
envelope systems, and exterior finishes. The program emphasizes a combination of carpentry theory and
practical application necessary for successful employment. Program graduates receive a carpentry
fundamentals certificate and have the qualifications of an entry-level framing carpenter.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER - Sentence Skills 60 COMPASS — Writing 32
Reading Comp. 55 Reading 70
Arithmetic 34 Math 26

High School diploma or equivalent required for admission.

Credits Required for Graduation: 13

Courses 13 credits

COFC 1080 Construction Trades Core 4
CARP 1000 Fundamental Carpentry Skills 3
CARP 1015 Structural Framing | 3
CARP 1020 Structural Framing Il 3
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NCCER CARPENTRY TECHNOLOGY DIPLOMA

Diploma

Program Description:

The Carpentry Technology Diploma program is a sequence of courses that prepares students for careers in
the carpentry industry. Learning opportunities develop academic, occupational, and professional knowledge
and skills required for job acquisition, retention, and advancement. The program emphasizes a combination of
carpentry theory and practical application necessary for successful employment. Program graduates receive

a carpentry technology diploma and have the qualifications of an entry-level residential carpenter or entry-
level commercial carpenter.

Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Credits required for graduation: 42

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English | 3
MATH 1012 Foundations of Mathematics 3
EMPL 1000 Interpersonal Relations and Professional Development 2
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COFC 1080

CARP 1000

CARP 1015

CARP 1020

CARP 1025

CARP 1035

CARP 1055

CARP 1056

Occupational Courses 34 credits

Construction Trades Core
Fundamental Carpentry Skills
Structural Framing |

Structural Framing Il

Intermediate Carpentry Techniques
Advanced Carpentry |

Advanced Carpentry I

Advanced Commercial Carpentry

COMP 1000 or 3 cr. hr. occupational elective
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INDUSTRIAL ELECTRICAL TECHNOLOGY

Diploma

Program Description:

The Industrial Electrical Technology program is a sequence of courses designed to prepare students for
careers in industry. Learning opportunities develop academic, technical, and professional knowledge and
skills required for job acquisition, retention, and advancement. The program emphasizes a combination of
theory and practical application necessary for successful employment. Program graduates receive an

Industrial Electrical Technology diploma.
Entrance date: Every Semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 224 ACCUPLACER- Sentence Skills
GENERATION —
Writing 236 Reading
Comprehension
Arithmetic 229 Arithmetic
Quantitative 237 Algebra
Reasoning

High School diploma or equivalent required for graduation.

Credits required for graduation: 43

60

55

34

41

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the

College Success (COLL 1020) course.
Curriculum Outline (5 hours)

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English |

EMPL 1000 Interpersonal Relations and Professional Development
Select one of the following MATH courses

MATH 1012 Foundations of Mathematics

MATH 1013 Algebraic Concepts
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Occupational Core 35 credits

IDFC 1007 Industrial Safety Procedures

ELTR 1060 Electrical Prints, Schematics, and Symbols
ELTR 1080 Commercial Wiring |

ELTR 1090 Commercial Wiring Il

ELTR 1180 Electrical Controls

ELTR 1220 Industrial PLC's

ELTR 1270 N.E.C Industrial Wiring Applications

Select one of the following Alternating Current (AC) courses
ELTR 1020 Electrical Systems Basics |

IDFC 1012 Alternating Current |

IDSY 1105 AC Circuit Analysis

Select one of the following Direct Current (DC) courses
ELTR 1010 Direct Current Fundamentals

IDSY 1101 DC Circuit Analysis

IDFC 1011 Direct Current |

Occupational Elective Courses 5 Hours

ELTR 1520 Grounding and Bonding
ELTR 1530 Conduit Sizing

COMP 1000 Introduction to Computer Literacy
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NCCER BASIC ELECTRICAL SYSTEMS TECHNICIAN

Technical Certificate Of Credit

(Stand Alone and Embedded in NCCER Electrical Systems Construction and Maintenance Technician
Diploma- ES22)

Begins: Spring 2023

Program Description:

The Basic Electrical Systems Technician Certificate provides training in basic electrical wiring skills enabling
students to gain entry level employment in the construction and maintenance industry. Topics include basic

electrical principles and practices, blueprint interpretation, industrial safety procedures, and basic wiring
operations.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills- 60
Writing 236 Reading Comprehension 55
Arthmetic 229 Arthmetic 34

High School diploma or equivalent required for admission.
Credits Required for Graduation: 12

Length of Program: 12

Curriculum Outline (12 hours)

Courses 12 credits 12
COFC 1080 Construction Trades Core 4
ELTR 1000 Fundamental Electrical Concenpts 4
ELTR 1015 Intermediate Electrical Concepts | 4
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NCCER INTERMEDIATE ELECTRICAL SYSTEMS TECHNICIAN

Technical Certificate Of Credit

Begins: Spring 2023
Program Description:

The Intermediate Electrical Systems Technician Certificate is a continuation of the skills needed to be
successful as an Electrical Systems Technician. Topics include terminations and splices, circuit breakers and
fuses, control systems, load calculations, conductors, lighting applications, hazardous locations, over-current
protection, distribution equipment,transformers, commercial electrical services, motor calculations, and voice,
data and video.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arthmetic 229 Arthmetic 34

High School diploma or equivalent required for admission.
Credits Required for Graduation: 12

Curriculum Outline (12 hours)

Courses 12 credits 12
ELTR 1025 Intermediate Electrical Concepts Il 4
ELTR 1035 Advanced Electrical Concepts | 4
ELTR 1055 Advanced Electrical Concepts I 4
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BASIC ELECTRICAL TECHNICIAN

Technical Certificate Of Credit

(Standalone & Embedded in Electrical Construction Technology Diploma, Industrial Electrical Technology
Diploma, and Technical Studies Degree)

Program Description:

The Basic Electrical Technician Technical Certificate of Credit provides fundamental instruction in electrical
construction principles and practices. Topics include safety, mathematical applications, reading and
interpreting blueprints, and direct and alternating current circuits.

Entrance date: Each semester
Admission requirements:
Minimum Test Scores

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Curriculum Outline (13 hours)

Courses 13 credits 13
MATH 1012 Foundations of Mathematics 3
IDFC 1007 Industrial Safety Procedures 2
ELTR 1060 Electrical Prints, Schematics, and Symbols 2
Select one of the following Alternating Current (AC) courses 3
ELTR 1020 Electrical Systems Basics | 3
IDSY 1105 AC Circuit Analysis 3
IDFC 1012 Alternating Current | 3
Select one of the following Direct Current (DC) courses 3
ELTR 1010 Direct Current Fundamentals 3
IDSY 1101 DC Circuit Analysis 3
IDFC 1011 Direct Current | 3
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COMMERCIAL WIRING

Technical Certificate Of Credit

(Embedded in Electrical Construction Technology and Industrial Electrical Technology Diplomas)
Program Description:

The Commercial Wiring Technical Certificate of Credit provides instruction in the knowledge and skills
necessary to perform wiring functions in a commercial setting. Topics include safety practices, blueprint and
schematic reading and interpretation, and wiring procedures and practices.

Entrance date: Fall semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Credits required for graduation: 18

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Courses 18 credits

ELTR 1060 Electrical Prints, Schematics, and Symbols 2
ELTR 1080 Commercial Wiring | 5
ELTR 1090 Commercial Wiring Il 3
IDFC 1007 Industrial Safety Procedures 2
Select from one of the following AC courses 3 credits 3
ELTR 1020 Electrical Systems Basics | 3
IDFC 1012 Alternating Current | 3
IDSY 1105 AC Circuit Analysis 3
Select from one of the following DC courses 3 credits 3
ELTR 1010 Direct Current Fundamentals 3
IDFC 1011 Direct Current | 3
IDSY 1101 DC Circuit Analysis 3
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ELECTRICAL CONSTRUCTION TECHNOLOGY

Diploma

Program Description:

The Electrical Construction Technology program provides instruction in the inspection, maintenance,
installation, and repair of electrical systems in the residential and commercial industries. A combination of

theory and practical application is emphasized to develop academic, technical, and professional knowledge
and skills. Program graduates receive a diploma in Electrical Construction Technology.

Entrance date: Every Semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 224 ACCUPLACER- Sentence Skills
GENERATION-
Writing 236 Reading
Comprehension
Arithmetic 229 Arithmetic
Quantitative 237 Algebra
Reasoning

High School diploma or equivalent required for graduation.

Credits required for graduation: 43

60

55

34

41

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College

Success (COLL 1020) course.

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English |

EMPL 1000 Interpersonal Relations and Professional Development
Select one of the following MATH courses

MATH 1012 Foundations of Mathematics

MATH 1013 Algebraic Concepts
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Occupational Courses 25 credits

IDFC 1007 Industrial Safety Procedures

ELTR 1060 Electrical Prints, Schematics, and Symbols
ELTR 1080 Commercial Wiring |

ELTR 1090 Commercial Wiring Il

ELTR 1180 Electrical Controls

ELTR 1205 Residential Wiring |

ELTR 1210 Residential Wiring I

Select one of the following Alternating Current (AC) courses
ELTR 1020 Electrical Systems Basics |

IDFC 1012 Alternating Current |

IDSY 1105 AC Circuit Analysis

Select one of the following Direct Current (DC) courses
ELTR 1010 Direct Current Fundamentals

IDSY 1101 DC Circuit Analysis

IDFC 1011 Direct Current |

XXXX xxxx Occupational Elective-7 cr. hrs

COMP 1000 Introduction to Computer Literacy

ELTR 1530 Conduit Sizing

ELTR 1520 Grounding and Bonding
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ELECTRICAL SYSTEMS ASSISTANT

Technical Certificate Of Credit

(Embedded in Electrical Construction Technology and Industrial Electrical Technology Diplomas)
Program Description:

The Electrical Systems Assistant Technical Certificate provides students with the occupational knowledge and
skills necessary for entry level employment as an electrician. Topics include mathematical applications, safety
procedures, and direct and alternating current fundamentals.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 41

High school diploma or equivalent required for graduation.

Credits required for graduation: 11

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Courses 11 credits

IDFC 1007 Industrial Safety Procedures 2
MATH 1012 Foundations of Mathematics 3
Select One of the Following DC Courses 3
IDFC 1011 Direct Current | 3
IDSY 1101 DC Circuit Analysis 3
ELTR 1010 Direct Current Fundamentals 3
Select One of the Following AC Courses 3
ELTR 1020 Electrical Systems Basics | 3
IDFC 1012 Alternating Current | 3
IDSY 1105 AC Circuit Analysis 3

2022-2023 College Catalog
236




Construction & Manufacturing

GREEN BUILDING TECHNOLOGY DIPLOMA

Diploma

Program Description:

The Green Building Technology diploma program is designed to prepare students for a future in the growing
field of weatherization and energy efficiency assessment for new and existing houses and buildings.
Improving the energy efficiency, health and safety, comfort, and durability of both new and exisiting houses
and buildings is emphasized. Students are taught to conduct comprehensive building performance
evaluations, assessments, analysis, and testing to determine appropriate performance improvements.
Program includes applied hands-on building diagnostics, commissioning, energy auditing and modeling , and
weatherization retrofit strategies. The program is designed for individuals wanting to enter the energy
efficiency assessment and retrofit industry, and for contractors wanting to work towards becoming certified
weatherization technicians, and/or energy auditors. This program will prepare students to take the HERS
national rater exam, and the BPI building analyst exam.

Entrance date: Fall semester (Day & Evening)
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 224 ACCUPLACER- Sentence Skills 60
GENERATION-
Writing 236 Reading 55
Comprehension
Arithmetic 229 Arithmetic 34
Quantitative 237 Algebra 41
Reasoning

High School diploma or equivalent required for graduation.

Credits required for graduation: 54

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English | 3
EMPL 1000 Interpersonal Relations and Professional Development 2
MATH 1012 Foundations of Mathematics 3
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Occupational Course 46 credits

COMP 1000 Introduction to Computer Literacy

GRBT 1100 Green Building Technology |

GRBT 1110 Green Construction

GRBT 1120 Green Building Technology I

GRBT 1130 Green Construction Il

GRBT 1140 Building Analyst Professional

GRBT 1150 Residential Estimating and Bidding

GRBT 1160 Energy Auditing and Modeling

GRBT 1180 Weatherization for New and Existing Homes
GRBT 1200 Energy Efficient Building and Design

GRBT 2500 Green Building Technology Internship
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PRECISION MANUFACTURING AND MAINTENANCE DEGREE

Degree

Program Description:

The Precision Manufacturing and Maintenance associate degree program is designed to develop versatile
Skills required for a variety of manufacturing positions, with emphasis on diagnosing and maintaining complex
integrated systems. The planned sequence of courses prepares students to install, program, operate,
maintain, service, and diagnose electromechanical equipment and produce precision parts used in
manufacturing applications.

Entrance date: Each semester
Admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER- Sentence Skills 60
GENERATION—
Writing 249 Reading 55
Comprehension
Quantitative 237 Algebra 57
Reasoning

High School diploma or equivalent required for admission.
Credits required for graduation: 60

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

General Education Core Courses 15 Credits

Area-l-Language-Arts/ICommunications-3-credits

ENGL 1101 Composition and Rhetoric 3
Program-Specific-Gen-Ed-Course-Requirements-3-credits
Area-llI-Social-Behavioral-Sciences-3-credits

Area-lll-Natural-Sciences-Mathematics-3-credits

MATH 1111 College Algebra 3
MATH 1101 Mathematical Modeling 3

Area-lV-Humanities-Fine-Arts-3-credits
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Occupational Courses 26 credits

AUMF 1110 Flexible Manufacturing Systems | 5
AUMF 1560 Manufacturing Production Requirements 1
IDSY 1101 DC Circuit Analysis 3
IDSY 1105 AC Circuit Analysis 3
IDSY 1170 Industrial Mechanics 4
IDSY 1240 Maintenance for Reliability 4

Occupational Electives-6 credit hours

AUMF 1210 Flexible Manufacturing Systems I 5
AUMF 1580 Automated Manufacturing Skills 3
ELCR 1280 Introduction to Embedded Systems 3
ELCR 2110 Process Control 3
IDSY 1110 Industrial Motor Controls | 4
IDSY 1120 Basic Industrial PLC's 4
IDSY 1130 Industrial Wiring 4
IDSY 1220 Intermediate Industrial PLC's 4
IDSY 1230 Industrial Instrumentation 4
IDSY 1260 Machine Tool for Industrial Repairs 4
MCHT 1011 Introduction to Machine Tool 4
MEGT 1010 Manufacturing Processes 3

Completion of one of two specializations

Customized Training Specialization (8C73) 20
AUMF 1130 Applied Hydraulics, Pneumatics, and Mechanics 2
IDSY 1110 Industrial Motor Controls | 4
IDSY 1120 Basic Industrial PLC's 4
IDSY 1160 Mechanical Laws and Principles 4
IDSY 1220 Intermediate Industrial PLC's 4
WELD 1330 Metal Welding and Cutting Techniques 2
Mechatronics Specialization (8M43) 19
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IDSY 1120 Basic Industrial PLC's
AUMEF 1150 Introduction to Robotics
IDSY 1005 Introduction to Mechatronics
IDSY 1230 Industrial Instrumentation

IDSY 2830 Networking Industrial Equipment
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PRECISION MANUFACTURING AND MAINTENANCE DIPLOMA

Diploma

Program Description:

The Precision Manufacturing and Maintenance diploma program is designed to develop versatile skills
required for a variety of manufacturing positions. The planned sequence of courses prepares students to
install, program, operate, maintain, service, and diagnose electromechanical equipment used in
manufacturing applications.

Entrance date: Every semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High school diploma or equivalent required for admission.

Credits required for graduation: 50

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

Basic-Skills-Courses-8-Credits

ENGL 1010 Fundamentals of English | 3
MATH 1012 Foundations of Mathematics 3
EMPL 1000 Interpersonal Relations and Professional Development 2

Occupational-Courses-20-Credits

AUMF 1110 Flexible Manufacturing Systems | 5
AUMF 1560 Manufacturing Production Requirements 1
IDSY 1101 DC Circuit Analysis 3
IDSY 1105 AC Circuit Analysis 3
IDSY 1170 Industrial Mechanics 4
IDSY 1240 Maintenance for Reliability 4
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Completion of one of two specializations

Customized Training Specialization-8C62 23 credits

AUMF 1130 Applied Hydraulics, Pneumatics, and Mechanics

AUMF 1580 Automated Manufacturing Skills
IDSY 1110 Industrial Motor Controls |

IDSY 1120 Basic Industrial PLC's

IDSY 1160 Mechanical Laws and Principles
IDSY 1220 Intermediate Industrial PLC's
WELD 1330 Metal Welding and Cutting Techniques
Mechatronics Specialization-8M62 22 credits
AUMF 1150 Introduction to Robotics

AUMF 1580 Automated Manufacturing Skills
IDSY 1005 Introduction to Mechatronics

IDSY 1230 Industrial Instrumentation

IDSY 2830 Networking Industrial Equipment

IDSY 1120 Basic Industrial PLC's
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PROGRAMMABLE CONTROL TECHNICIAN

Technical Certificate Of Credit

(Standalone & Embedded in Precision Manufacturing Diploma & Degree & Embedded in Mechatronics
Diploma & Degree)

Program Description:

The Programmable Controller Technician | certificate program offers specialized training in programmable
controllers. Topics include motor control fundamentals, and instruction in basic and advanced PLC'’s.

Entrance Date: Varies
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.

Credits required for graduation: 12

Courses 12 credits

IDSY 1110 Industrial Motor Controls | 4
IDSY 1120 Basic Industrial PLC's 4
IDSY 1220 Intermediate Industrial PLC's 4
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NCCER ADVANCED MASONRY

Technical Certificate Of Credit

(Stand Alone & Embedded in NCCER Masonry program)
Program Description:

The Advanced Masonry Technical Certificate of Credit program utilizes the National Center for Construction
Education and Research (NCCER) curriculum for instructional purposes and customized labs and classroom
for practical and project-based learning. The program includes mixing cement and concrete materials; setting
and laying block, brick, chimney block, and ornamental brick work. Practical work and projects include laying
masonry units to the line; erecting walls, chimneys, brick and block piers, brick arches, plastering, stone
veneer work; and an actual working fireplace. Students will learn how to square and build foundations, as well
as forming and pouring concrete. Basic skill development in the use of trowels, brick rule, levels, trasnits,
blueprint reading and proper work ethics are highly emphasized.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER - Sentence Skills 60 COMPASS — Writing 32
Reading Comp. 55 Reading 70
Arithmetic 34 Math 26

High School diploma or equivalent required for graduation.

Credits required for graduation: 17

Courses 17 credits

MSNR 1035 Intermediate Masonry | 4
MSNR 1055 Intermediate Masonry I 4
MSNR 1105 Advanced Masonry | 4
MSNR 1115 Advanced Masonry Il 5
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NCCER BASIC MASONRY

Technical Certificate Of Credit

(Stand Alone)
Program Description:

The Basic Masonry Technical Certificate of Credit program utilizes the National Center for Construction
Education and Research (NCCER) curriculum for instructional purposes and customized labs and classrooms
for practical and project-based learning. The program includes mixing cement and concrete materials; setting
and laying block, brick, chimney block, ornamental brick work. Practical work and projects include laying
masonry units to the line; erecting walls, chimneys, brick and block piers, brick arches, plastering, stone
veneer work; and an actual working fireplace. Students will learn how to square and build foundations, as well
as forming and pouring concrete. Basic skill development in the use of trowels, brick rule, levels, transits,
blueprint reading and proper work ethics are highly emphasized.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER - Sentence Skills 60 COMPASS — Writing 32
Reading Comp. 55 Reading 70
Arithmetic 34 Math 26

High School diploma or equivalent required for graduation.

Credits required for graduation: 11

Courses 11 credits

COFC 1080 Construction Trades Core 4
MSNR 1015 Introduction to Masonry 3
MSNR 1025 Masonry Installation Techniques 4
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NCCER MASONRY TECHNICIAN CERTIFICATE

Technical Certificate Of Credit

(Stand Alone & Embedded in NCCER Masonry Diploma)
Program Description:

The Masonry Technician Technical Certificate of Credit program utilizes the National Center for Construction
Education and Research (NCCER) curriculum for instructional purposes and customized labs and classroom
for practical and project-based learning. The program includes mixing cement and concrete materials; setting
and laying block, brick, chimney block, and ornamental brick work. Practical work and projects include laying
masonry units to the line; erecting walls, chimneys, brick and block piers, brick arches, plastering, stone
veneer work; and an actual working fireplace. Students will learn how to square and build foundations, as well
as forming and pouring concrete. Basic skill development in the use of trowels, brick rule, levels, transits,
blueprint reading and proper work ethics are highly emphasized.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER - Writing 236 ACCUPLACER - Sentence Skills 60
Reading 224 Reading Comp. 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for graduation.

Credits required for graduation: 28

Courses 28 credits

COFC 1080 Construction Trades Core 4
MSNR 1015 Introduction to Masonry 3
MSNR 1025 Masonry Installation Techniques 4
MSNR 1035 Intermediate Masonry | 4
MSNR 1055 Intermediate Masonry I 4
MSNR 1105 Advanced Masonry | 4
MSNR 1115 Advanced Masonry Il 5
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NCCER MASONRY TECHNOLOGY DIPLOMA

Diploma

Program Description:

The Masonry Technician Technical Certificate of Credit program utilizes the National Center for Construction
Education and Research (NCCER) curriculum for instructional purposes and customizes labs and classroom
for practical and project-based learning. The program includes mixing cement and concrete materials; setting
and laying block, brick, chimney block, ornamental brick work. Practical work and projects include laying
masonry units to the line; erecting walls, chimneys, brick and block piers, brick arches, plastering, stone
veneer work; and an actual working fireplace. students will learn how to square and build foundations, as well
as forming and pouring concrete. Basic skill development in the use of trowels, brick ruler, levels, transits,
blueprint reading and proper work ethics are highly emphasized.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for graduation.
Credits Required for Graduation: 39

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

Curriculum Outline (28 hours)

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English | 3
MATH 1012 Foundations of Mathematics 3
COMP 1000 Introduction to Computer Literacy 3
EMPL 1000 Interpersonal Relations and Professional Development 2
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Occupational Courses 28 credits

COFC 1080 Construction Trades Core
MSNR 1015 Introduction to Masonry

MSNR 1025 Masonry Installation Techniques
MSNR 1035 Intermediate Masonry |

MSNR 1055 Intermediate Masonry Il

MSNR 1105 Advanced Masonry |

MSNR 1115 Advanced Masonry I
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NCCER ADVANCED PLUMBING TECHNICIAN

Technical Certificate Of Credit

(Stand Alone & Embedded in NCCER Plumbing Diploma)
Program Description:

The Advanced Plumbing Technician program of study is the culmination of a series of plumbing trades
programs. The program emphasizes a combination of plumbing theory and practical application necessary for
successful employment in the plumbing trade. Program graduates earn an Advanced Plumbing Technician
certificate and have the qualifications of an apprentice plumber.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Writing 224 ACCUPLACER- Sentence Skills 60
Reading 236 Reading Comp. 64
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for graduation.

Credits required for graduation: 14

Courses 14 credits

PLBG 1045 Advanced Plumbing Concepts | 4
PLBG 1055 Advanced Plumbing Concepts Il 3
PLBG 1065 Specialty Plumbing Applications | 4
PLBG 1068 Specialty Plumbing Applications Il 3
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NCCER INTERMEDIATE PLUMBING TECHNICIAN CERTIFICATE

Technical Certificate Of Credit

(Stand Alone & Embedded in NCCER Plumbing Diploma)
Program Description:

The Intermediate Plumbing Technician program of study is a sequence of courses that builds on fundamental
plumbing skills. The program emphasis a combination of plumbing theory and practical application necessary
for successful employment. Prior to enrolling in this program, students must have a thorough understanding of
basic plumbing fundamentals. Program graduates receive an Intermediate Plumbing Technician Certificate of
Completion and have the qualification of a plumbing technician.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Writing 236 ACCUPLACER- Sentence Skills 60
Reading 224 Reading Comp. 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for graduation.

Credits required for graduation: 12

Courses 12 credits

COFC 1080 Construction Trades Core 4
PLBG 1025 Intermediate Plumbing | 4
PLBG 1035 Intermediate Plumbing Il 4
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NCCER PLUMBERS ASSISTANT

Technical Certificate Of Credit

(Stand Alone & Embedded in NCCER Plumbing Diploma)
Program Description:

The Plumbers Assistant program of study is a sequence of courses that prepares students for entry level
careers in plumbing and related fields. The program emphasis a combination of plumbing theory and practical
application necessary for successful employment. Program graduates receive a Plumbers Assistant
Certificate of completion and have the qualification of an entry level plumber's assistant.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Writing 236 ACCUPLACER- Sentence Skills 60
Reading 224 Reading Comp. 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for graduation.

Credits required for graduation: 12

Courses 12 credits

COFC 1080 Construction Trades Core 4
PLBG 1005 Plumbing Fundamentals | 4
PLBG 1015 Plumbing Fundamentals Il 4
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NCCER PLUMBING DIPLOMA

Diploma

Program Description:

The Plumbing and Pipefitting Technology program of study is a sequence of courses that prepares students
for careers in plumbing, pipefitting, and related fields. Learning opportunities develop academic, technical,
and professional knowledge and skills required for job acquisition, retention, and advancement. The program
emphasis a combination of plumbing theory and pipefitting theory and practical application necessary for
successful employment. Program graduates receive a Plumbing and Pipefitting Technology diploma and have
the qualification of an apprentice plumber or pipéefitter.

Entrance date: Each semester
Admissions requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High school diploma or equivalent required for graduation.

Credits required for graduation: 42

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English | 3
MATH 1012 Foundations of Mathematics 3
Select from one of the following courses 3 credits 2
EMPL 1000 Interpersonal Relations and Professional Development 2
PSYC 1010 Basic Psychology 3
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Occupational Courses 4 credits

COFC 1080 Construction Trades Core

PLBG 1005 Plumbing Fundamentals |

PLBG 1015 Plumbing Fundamentals I

PLBG 1025 Intermediate Plumbing |

PLBG 1035 Intermediate Plumbing Il

PLBG 1045 Advanced Plumbing Concepts |

PLBG 1055 Advanced Plumbing Concepts Il

PLBG 1065 Specialty Plumbing Applications |

PLBG 1068 Specialty Plumbing Applications Il
Select from one of the following courses 3 credits
COFC 1050 Construction Print Reading Fundamentals

PLBG 1330 Plumbing Codes
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NCCER PLUMBING TECHNICIAN CERTIFICATE

Technical Certificate Of Credit

(Stand Alone)
Program Description:

The Plumbing Technician program of study is a sequence of courses that prepares students for careers in
plumbing and related fields. Learning opportunities develop academic, technical, and professional knowledge
and skills required for job acquisition, retention, and advancement. The program emphasis a combination of
plumbing theory and practical application necessary for successful employment. Program graduates receive a
Plumbing Technician certificate and have the qualification of an apprentice plumber.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Writing 224 ACCUPLACER-  Sentence Skills 60
Reading 236 Reading Comp. 64
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for graduation.

Credits required for graduation: 34

Courses 34 credits

COFC 1080 Construction Trades Core 4
PLBG 1005 Plumbing Fundamentals | 4
PLBG 1015 Plumbing Fundamentals II 4
PLBG 1025 Intermediate Plumbing | 4
PLBG 1035 Intermediate Plumbing Il 4
PLBG 1045 Advanced Plumbing Concepts | 4
PLBG 1055 Advanced Plumbing Concepts Il 3
PLBG 1065 Specialty Plumbing Applications | 4
PLBG 1068 Specialty Plumbing Applications Il 3
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RESIDENTIAL ENERGY EFFICIENCY TECHNOLOGY

Diploma

Program Description:

The Residential Energy Efficiency Technology Diploma program introduces students to the tenets and
practices behind the sustainable construction movement. Students are introduced to the methods and
philosophies behind green building and energy efficient residential structures. Classroom lecture combined
with real hands on experience gained from insepction of existing homes. the program includes a Live Work
component that provides students an opportunity to learn real world skills while performing testing and
calculations on actual homes. The curriculum mirrors that required from BPI (Building Performance Institute,
Inc.) to achieve BPI certifications. Graduates should complete a week long certification course with an
approved BPI test center to achieve BPI Building Analyst Certification. This program prepares students for the
BPI course and other certification courses.

Entrance date: Fall semester (Day & Evening)
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 224 ACCUPLACER- Sentence Skills 60
GENERATION-
Writing 236 Reading 55
Comprehension
Arithmetic 229 Arithmetic 34
Quantitative 237 Algebra 41
Reasoning

High School diploma or equivalent required for graduation.

Credits required for graduation: 51

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

Basic Skills Courses 8 credits

ENGL 1010 Fundamentals of English | 3
EMPL 1000 Interpersonal Relations and Professional Development 2
MATH 1012 Foundations of Mathematics 3
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Occupational Courses 43 credits

COMP 1000 Introduction to Computer Literacy

GRBT 1001

GRBT 1003

GRBT 1004

GRBT 1005

CMTT 2200

CMTT 2210

CMTT 2220

CMTT 2230

Introduction to Green Building

Energy Measures and Efficiency
Energy Efficient Mechanical Systems
Green Building Construction Techniques
Building Analyst Professional

Envelope Professional

Energy Audit Heat Specialist

Home Energy Audit AC/Heat Pump

ALET 1010 Photovoltaic Systems & Installation

COFC 1000 Safety

CMTT 2050

Residential code Review
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ADVANCED SHIELDED METAL ARC WELDER

Technical Certificate Of Credit

(Stand alone & Embedded in Welding Diploma)

The Advanced Shielded Metal Arc Welder Technical Certificate of Credit is a continuation of the basic
certificate. The advanced program provides instruction in shielded metal arc welding in the overhead,
horizontal, and vertical positions.

Entrance date: Each semester

Admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Credits required for graduation: 12

Albany Technical College is accredited with the Southern Association of Colleges and Schools Commission
on Colleges to award Associate of Applied Science Degrees, Associate of Science in Nursing Degrees,
Diplomas, and Technical Certificates of Credit. Contact the Commission on Colleges at 1866 Southern Lane,
Decatur, Georgia 30033-4097 or call 404-679-4500 for questions about the accreditation of Albany Technical
College.

Courses 12 credits

WELD 1050 Horizontal Shielded Metal Arc Welding 4
WELD 1060 Vertical Shielded Metal Arc Welding 4
WELD 1070 Overhead Shielded Metal Arc Welding 4
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BASIC SHIELDED METAL ARC WELDER

Technical Certificate Of Credit

(Embedded in Welding Diploma)
Program Description:

The Basic Shielded Metal Arc Welder Technical Certificate of Credit prepares students for careers in the
welding and joining industry. This certificate emphasizes arc welding in the flat position and is pre-requisite to
the advanced certificate.

Entrance date: Each semester

Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 218 ACCUPLACER- Reading Comprehension 36
Writing 222 Sentence Skills 30

Arithmetic 223 Arithmetic 23

Credits required for graduation: 12

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Courses 12 credits

WELD 1000 Introduction to Welding Technology 4
WELD 1010 Oxyfuel Cutting 4
WELD 1040 Flat Shielded Metal Arc Welding 4
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FLUX-CORED ARC WELDER

Technical Certificate Of Credit

(Stand alone & Embedded in Welding Diploma)
Program Description:

The Flux Cored Arc Welder Technical Certificate of Credit introduces students to and provides instruction in
flux cored arc welding practices. Topics include an introduction to the welding industry, oxyfuel cutting
techniques, and flux cored arc welding practices.

Entrance date: Each semester
Admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Credits required for graduation: 15

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Courses 15 credits

WELD 1000 Introduction to Welding Technology 4
WELD 1010 Oxyfuel Cutting 4
WELD 1153 Flux Cored Arc Welding 4
XXXX xxxx Occupational Elective 3
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GAS METAL ARC WELDER

Technical Certificate Of Credit

(Stand alone & Embedded in Welding Diploma)
Program Description:

The Gas Metal Arc Welder Technical Certificate of Credit prepares students for welding careers in the MIG
process. Topics include an introduction to welding technology, oxyfuel cutting techniques, and MIG welding
techniques and processes.

Entrance date: Each semester
Admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Credits required for graduation: 15

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

*See program advisor for list of approved electives.

Courses 15 credits

WELD 1000 Introduction to Welding Technology 4
WELD 1010 Oxyfuel Cutting 4
WELD 1090 Gas Metal Arc Welding 4
XXXX xxxx Occupational Elective 3
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GAS TUNGSTEN ARC WELDER

Technical Certificate Of Credit

(Stand alone & Embedded in Welding Diploma)
Program Description:

The Gas Tungsten Arc Welder Technical Certificate of Credit provides instruction in TIG welding techniques.
Topics include understanding the nature and culture of the welding industry,oxyfuel cutting techniques,and
TIG welding processes.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION — Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Credits required for graduation: 15

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Courses 15 credits

WELD 1000 Introduction to Welding Technology 4
WELD 1010 Oxyfuel Cutting 4
WELD 1110 Gas Tungsten Arc Welding 4
XXXX xxxx Occupational Elective 3

2022-2023 College Catalog

262



Construction & Manufacturing

VERTICAL SHIELDED METAL ARC WELDER FABRICATOR

Technical Certificate Of Credit

(Standalone & Embedded in Welding Diploma)
Program Description:

The Vertical Shielding Metal Arc Welding Fabricator technical certificate of credit prepares students for
careers in shielded metal arc welding fabrication.

Entrance date: Each semester
Admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Credits required for graduation: 11

Courses 11 credits

WELD 1050 Horizontal Shielded Metal Arc Welding 4
WELD 1060 Vertical Shielded Metal Arc Welding 4
XXXX xxxx Occupational Elective-3 cr. hrs. 3
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WELDING AND JOINING TECHNOLOGY

Diploma

Program Description:

The Welding and Joining Technology diploma is designed to prepare students for careers in the welding
industry. Program learning opportunities develop academic, technical, professional knowledge and skills
required for job acquisition, retention, and advancement. The program emphasizes welding theory and
practical application necessary for successful employment. Program graduates receive a Welding and Joining
Technology diploma, have the qualifications of a welding and joining technician, and are prepared to take
qualification tests.

Entrance date: Each semester
Admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

Credits required for graduation: 54

Curriculum Outline (54 hours)

Basic Skills Courses 8 credits 8
MATH 1012 Foundations of Mathematics 3
ENGL 1010 Fundamentals of English | 3
EMPL 1000 Interpersonal Relations and Professional Development 2
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WELD 1000

WELD 1010

WELD 1030

WELD 1040

WELD 1050

WELD 1060

WELD 1070

WELD 1090

WELD 1110

WELD 1120

Occupational Courses 46 credits

Introduction to Welding Technology
Oxyfuel Cutting

Blueprint Reading for Welding Technology
Flat Shielded Metal Arc Welding
Horizontal Shielded Metal Arc Welding
Vertical Shielded Metal Arc Welding
Overhead Shielded Metal Arc Welding
Gas Metal Arc Welding

Gas Tungsten Arc Welding

Preparation for Industrial Qualification

XXXX xxxx WELD Occupational Elective-6 cr. hrs.
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PROGRAMS IN ENGINEERING & ELECTRONICS

Civil Engineering

Civil Engineering Technology Degree
Engineering Technology Fundamentals

Electrical & Computer

Computer Engineering Technology Fundamentals
Electrical and Computer Engineering Technology
Engineering Technology Basics

Unmanned Aerial Systems Technology

Wireless Networking Technician Certificate

Electronics

Basic Electronics Technician

Electronics Technology Degree

Electronics Technology Diploma

NCCER Electrical Systems Construction and Maintenance Technician Diploma
NCCER Specialty Electrical Services

Graphics & Drafting

3D Printing and Rapid Prototyping Certificate
Autocad Refresher

CAD Operator

Drafter's Assistant

Engineering Graphics Technology Degree
Engineering Graphics Technology Diploma

Mechatronics

Basic Mechatronics Specialist

Fundamentals of Robotics

Industrial Electrical Assistant

Industrial Instrumentation Technician Certificate
Industrial Maintenance Electrical Assistant Certificate
Industrial Mechatronics Certificate

Industrial Systems Mechanic Certificate
Mechatronics Specialist Certificate
Mechatronics Technician Certificate
Mechatronics Technology Degree
Mechatronics Technology Diploma

Robotics Technician

Wireless

Wireless Engineering Technology
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CIVIL ENGINEERING TECHNOLOGY DEGREE

Degree

Program Description:

The program will prepare students for inmediate employment at the technical level in engineering design,
drafting, surveying and construction. The program will provide theory and practice to move into the workforce
with engineering consultants, surveying firms, state and local government, public works, construction
companies, highway departments, and soil and material testing firms. The program will consist of two
specializations, a general track or surveying specialization. Students may choose to complete either track for
an A.A.S. degree.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER- Sentence Skills 70
GENERATION-
Writing 249 Reading 64
Comprehension
Quantitative 245 Algebra 57
Reasoning

High School diploma or equivalent is required for admission.
Credits required for graduation: 69

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.
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General Education Core Courses 18 credits

Areal - Language Arts/ICommunications 3 credits

ENGL 1101 Composition and Rhetoric

ENGL 1105 Technical Communications

Area Il - Social/Behavioral Sciences 3 credits

Area lll - Natural Sciences/Mathematics 3 credits

MATH 1111 College Algebra

Area IV - Humanities/Fine Arts-Choose One of the Following (3 Hours)
HUMN 1101 Introduction to Humanities

ENGL 2130 American Literature

MUSC 1101 Music Appreciation

ARTS 1101 Art Appreciation

Program-Specific Gen. Ed. Course Requirements-Choose One of the following (3 credits)
MATH 1112 College Trigonometry

MATH 1113 Precalculus
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Occupational Courses 40 credits

DFTG 1101 CAD Fundamentals

CETC 1114 Intermediate CAD

DRFT 2050 Surveying |

ENGT 1000 Introduction to Engineering Technology
CETC 1113 Engineering Economics

PHYS 1111 Introductory Physics |

PHYS 1111L Introductory Physics | Lab
MEGT 2030 Statics

MEGT 2080 Strength of Materials

CETC 1115 Advanced CAD

CETC 1111 Fundamentals of Hydrology
CETC 1112 Fundamentals of Soil Mechanics

CETC 1117 Fundamentals of Road Design

Completion of one of two specializations:

General Specialization-8GS3 11 credits

CETC 1118 Construction Materials

CETC 1121 Hydraulics and Fluid Mechanics

ENGT 2300 Capstone Project

CETC 1116 Surveying Il

Surveying Specialization-8S13 12 credits

CETC 1116 Surveying Il

CETC 1119 Surveying with Global Positioning Systems

CETC 1120 Evidence and Procedures for Boundary Locations

ENGT 2400 Surveying Internship
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ENGINEERING TECHNOLOGY FUNDAMENTALS

Technical Certificate Of Credit

(Stand Alone and Embedded in Civil Engineering Technology Degree)
Program Description:

The intent of the Engineering Technology Fundamentals Technical Certificate of Credit is to expose students
to Engineering Technology and the Civil Engineering Technology program at Albany Technical College. It
provides training in core engineering techniques. These techniques include drafting and design, and complex
mathematical calculations. Topics also include engineering project write-ups, presentation, evaluation, and
safety.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.
Credits Required for Graduation: 13

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

*PHYS 1111 & PHYS 1111L must be taken together
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Occupational Courses 14 credits

ENGT 1000 Introduction to Engineering

MATH 1111 College Algebra

Technology

Select one of the following two courses for a min. of 3 cr.:

ALET 1130 Energy Systems Applications

MATH 1113 Precalculus

Select 4 cr. from the courses below:
DFTG 1101 CAD Fundamentals
DFTG 1105 3D Mechanical Modeling
DFTG 2010 Engineering Graphics
PHYS 1111 Introductory Physics |

PHYS 1111L Introductory Physics | Lab
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COMPUTER ENGINEERING TECHNOLOGY FUNDAMENTALS

Technical Certificate Of Credit

(Stand Alone and Embedded in Electrical and Computer Engineering Technology Degree)
Program Description:

The Computer Engineering Technology Fundamentals Technical Certificate of Credit (TCC) provides students
with an opportunity to exit the Electronics and Computer Engineering Technology program with the basic
technical skills required to enter the computer engineering technology field through a short-term certificate
program. The courses in the Computer Engineering Technology TCC are embedded with the Electronics and
Computer Engineering Technology A.A.S. degree program. The completion of this certificate shows a current
employer or prospective employer that progress has been made in the program and that basic skills have
been achieved. The Computer Engineering Technology Fundamentals Technical Certificate of Credit
programs are planned sequences of carefully developed college-level courses designed to prepare students
to work in the field of electronics and computer engineering technology. The program emphasizes the
application of scientific, mathematics, and engineering knowledge and methods combined with technical skills
in support of engineering activities.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.

Credits Required for Graduation: 14

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Occupational Courses 14

ENGT 1000 Introduction to Engineering Technology 3
ECET 1101 Circuit Analysis | 4
ECET 1191 Computer Programming Fundamentals 3
ECET 1110 Digital Systems | 4
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ELECTRICAL AND COMPUTER ENGINEERING TECHNOLOGY

Degree

Program Description:

The Electrical and Computer Engineering Technology program is a planned sequence of carefully developed
college level courses designed to prepare students to work in the field of electronics and computer
engineering technology. They program of study emphasizes the application of scientific, mathematics, and
engineering knowledge and methods combined with technical skills in support of engineering activities.
Program graduates will receive an Electronics and Computer Engineering Technology Associate of Applied
Science degree, qualifying them as engineering technicians with a specialization in computer engineering
technology, electronics engineering technology, or instrumentation and control engineering technology.

Entrance date: Each semester
Admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER- Sentence Skills 70
GENERATION —
Writing 249 Reading 55
Comprehension
Quantitative 245 Algebra 57
Reasoning

High School diploma or equivalent required for admission.
Credits required for graduation: 62

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the College
Success (COLL 1020) course.

Albany Technical College is accredited with the Southern Association of Colleges and Schools Commission
on Colleges to award Associate of Applied Science Degrees, Associate of Science in Nursing Degrees,
Diplomas, and Technical Certificates of Credit. Contact the Commission on Colleges at 1866 Southern Lane,
Decatur, Georgia 30033-4097 or call 404-679-4500 for questions about the accreditation of Albany Technical
College.
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General Education Core Courses 19 credits

Areal - Language Arts/ICommunications 3 credits

ENGL 1101 Composition and Rhetoric

Area ll - Social/Behavioral Sciences 3 credits

Area lll - Natural Sciences/Mathematics 7 credits

MATH 1111 College Algebra

PHYS 1111 Introductory Physics |

PHYS 1111 Introductory Physics |

Area IV - Humanities/Fine Arts 3 credits

Program-Specific Gen. Ed. Course Requirements 3 credits

MATH 1113 Precalculus

Occupational Courses 26 credits

ENGT 1000 Introduction to Engineering Technology
ECET 1101 Circuit Analysis |
ECET 1110 Digital Systems |
ECET 1191 Computer Programming Fundamentals
ECET 2101 Circuit Analysis Il

Choose from elective courses listed below for min. 8 cr., if not required for specialization of
choice:

DFTG 1101 CAD Fundamentals
ECET 2110 Digital Systems I

ECET 2210 Networking Systems Il
ECET 2220 Electronic Circuits Il
ELCR 1005 Soldering Technology
ICET 2010 Electromechanical Devices

UAST 1100 Drone Applications
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Completion of one of three Specializations:

Computer Engineering Technology Specialization-8C13 17 credits
ECET 1210 Networking Systems |

ECET 2110 Digital Systems I

ECET 2120 Electronic Circuits

ECET 2210 Networking Systems |l

ENGT 2300 Capstone Project

Electromechanical Engineering Technology Specialization-8E83 19 credits
ECET 2120 Electronic Circuits

ICET 2010 Electromechanical Devices

DFTG 2010 Engineering Graphics

MEGT 1010 Manufacturing Processes

EMET 2060 Controls |

Electronics Engineering Technology Specialization-8EE3 17 credits
ECET 1210 Networking Systems |

ECET 2110 Digital Systems I

ECET 2120 Electronic Circuits

ECET 2220 Electronic Circuits Il

ENGT 2300 Capstone Project
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ENGINEERING TECHNOLOGY BASICS

Technical Certificate Of Credit

(Stand Alone and Embedded in Electrical and Computer Engineering Technology Degree)
Program Description:

The Engineering Technology Basics certificate program provides training in core engineering techniques.
These techniques include drafting and design, complex mathematical calculations, and force evaluation.
Topics include engineering project write-ups, presentation, evaluation and safety.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.
Credits Required for Graduation: 20

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

*PHYS 1111 & PHYS 1111L must be taken together
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Courses 20 credits

ENGL 1101 Composition and Rhetoric
MATH 1111 College Algebra
MATH 1113 Precalculus

ENGT 1000 Introduction to Engineering Technology

Select one of the Drafting courses below for min. 4 cr.:

DFTG 1101 CAD Fundamentals

DFTG 2010 Engineering Graphics

Select one of the clusters below for min. 4 cr.:
PHYS 1111 Introductory Physics |

PHYS 1111L Introductory Physics | Lab

ECET 1101 Circuit Analysis |
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UNMANNED AERIAL SYSTEMS TECHNOLOGY

Technical Certificate Of Credit

(Stand Alone)

Program Description: The Unmanned Aerial Systems Technology TCC provides students the opportunity to
expand their Electrical and Computer Engineering training with the basic skills to repair and operate
Unmanned Aerial Vehicles, also known as Drones. The completion of this certificate shows employers that the
progress has been amde in the program and basic skills have been achieved. The program emphasizes the
application of computer engineering in the development of technology, as well as the training on operation,

inspection, maintenance, service, and repair fo drones.
Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER - Sentence Skills 236
Reading Comp. 224
Arithmetic 229

High School diploma or equivalent required for graduation.

Credits required for graduation: 18

Courses 18 credits

ENGT 1000 Introduction to Engineering Technology
ELCR 1005 Soldering Technology

ECET 1191 Computer Programming Fundamentals
ICET 2010 Electromechanical Devices

DFTG 1101 CAD Fundamentals

UAST 1100 Drone Applications

COMPASS — Writing 32
Reading 70
Math 26

3

1

3

3

4

3
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WIRELESS NETWORKING TECHNICIAN CERTIFICATE

Technical Certificate Of Credit

(Stand Alone & Embedded in Electrical & Computer Engineering)
Program Description:

The Wireless Network Technician certificate provides the student the basic skills to install, configure, and
repair wireless networking equipment.

Entrance date: Each semester
Program admission requirements:
Minimum Test Scores:

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Reading Comp. 55
Writing 236 Sentence Skills 55
Arthmetic 229 Arthmetic 34

High School diploma or equivalent required for admission.

Credits required for graduation:22

Curriculum Outline (22 hours)

Courses 22 credits 22
ENGT 1000 Introduction to Engineering Technology 3
CIST 1122 Hardware Installation and Maintenance 4
CIST 1401 Computer Networking Fundamentals 4
CIST 1601 Information Security Fundamentals 3
CIST 2451 Introduction to Networks- CISCO 4
Select one of the following UNIXI/Linus Introduction courses 4
CIST 2431 UNIX/Linux Introduction 4
WLET 1000 Introduction to UNIX & Linux with Scripting 4
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BASIC ELECTRONICS TECHNICIAN

Technical Certificate Of Credit

(Stand Alone and Embedded in Electronics Technology AAS and Electronics Technology Diploma)
Program Description:

TheBasic Electronics Technician Certificate will give students a basic understanding of electronic circuits.
Students will take courses on DC circuits, AC circuits and soldering techniques. This will prepare them for a
career as an Electrician Technician 1 or equivalent.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT GENERATION- Reading 224 ACCUPLACER- Sentence Skills 60
Writing 236 Reading Comprehension 55
Arithmetic 229 Arithmetic 34

High School diploma or equivalent required for admission.

Credits Required for Graduation: 14

Occupational Courses 14

ELCR 1005 Soldering Technology 1
ELCR 1010 Direct Current Circuits 6
ELCR 1020 Alternating Current Circuits 7
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ELECTRONICS TECHNOLOGY DEGREE

Degree

The Electronics Technology Degree program is a sequence of courses designed to prepare students for
careers in electronics professions. Learning opportunities develop academic, technical, and professional
knowledge and skills required for job acquisition, retention, and advancement. The program emphasizes a
combination of electronics technology theory and practical application necessary for successful employment
using both manual and computerized electronics systems. Program graduates receive an Electronics
Technology Associate of Science Degree which qualifies them as electronics technicians with a specialization
in biomedical instrumentation, communication electronics, computer electronics, industrial electronics, general
electronics, or telecommunication electronics.

Entrance date: Each semester
Program admission requirements:

Minimum Test Scores

ACCUPLACER NEXT Reading 236 ACCUPLACER- Sentence Skills 70
GENERATION-
Writing 249 Reading 64
Comprehension
Quantitative 245 Algebra 57
Reasoning

High School diploma or equivalent required for admission.
Credits required for graduation: 61

Beginning Spring 2022 (January 2022), ALL FIRST TIME college students will be required to take the
College Success (COLL 1020) course.

*Program Advisor may recommend other specialization-related courses

Curriculum Outline (61 hours)
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General Education Core

Areal - Language Arts/ICommunications

ENGL 1101 Composition and Rhetoric

Area ll - Social/Behavioral Sciences

Area lll - Natural Sciences/Mathematics (select one mathematics course below)

MATH 1111 College Algebra

Area IV - Humanities/Fine Arts

Gen. Ed. Elective

ARTS 1101 Art Appreciation

ECON 1101 Principles of Economics
ECON 2105 Macroeconomics

ECON 2106 Microeconomics

ENGL 1102 Literature and Composition
ENGL 2130 American Literature

ENGL 1105 Technical Communications
HUMN 1101 Introduction to Humanities
MUSC 1101 Music Appreciation

PSYC 1101 Introductory Psychology
SOCI 1101 Introduction to Sociology
SPCH 1101 Publi