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Message from the President

At Central Georgia Technical College, we are extremely pleased to offer the
communities we serve quality academic programs, world-class economic
development services, and Adult Education/GED® services that help improve
citizens’ quality of life and the economic well-being of our region.

As one of the largest two-year colleges in Georgia, we serve more than 35,000
unique individuals annually through the programs and services we offer,
including contract training, high school dual enroliment courses, continuing
education, and Global Initiatives. Faculty and staff at our three campuses in
Warner Robins, Macon, and Milledgeville and at our centers throughout the 11
counties we serve are fully committed to our mission of developing a strong,
competent workforce.

CGTC works to achieve its mission by ensuring that the educational services we offer are affordable,
attainable, and hold recognized accreditation. Because of the low per-credit hour cost, a quality technical
education is affordable and the majority of our students graduate with little or no debt.

All of our programs are based on the needs of our community. This means, we offer programs that lead to
jobs locally! Over 97 percent of our students find gainful employment upon graduation. And, all of our
degree programs can be completed in two years or less for full time students. Many of our diploma
programs can be completed in 18 months or less, and students can graduate from a certificate program in
considerably less time.

CGTC is accredited by the Southern Association of Colleges and Schools Commission on Colleges
(SACS/COC). This means that many of our credits transfer to University System of Georgia schools in
pursuit of a four-year degree. We have articulation agreements with many colleges throughout the state
that allow our students to further their education, if desired.

As a unit of the Technical College System of Georgia, CGTC guarantees that our graduates are prepared
for the workforce. We work with employers and business leaders to ensure that our graduates can
competently enter the workforce with the knowledge needed to perform their job. Ultimately, CGTC'’s
mission leads to success in economic development initiatives and helps to ensure bright futures for our
graduates.

At CGTC, we are committed to superior customer service and we hope that you will make our College
your educational choice. We look forward to serving you and helping you achieve your educational and
career goals.

Ivan H. Allen, Ed.D.
President



General Catalog

Central Georgia Technical College (CGTC) has prepared this catalog and student handbook for the convenience of
prospective students, current students, faculty, and staff. Information pertaining to course offerings, admissions,
financial aid, regulations, and other special services available to the general public is contained in this document.

The statements in this bulletin are for informational purposes only and are not the basis of a contract between a
student and the College.

While the provisions of this catalog and student handbook will ordinarily be applied as stated, Central Georgia
Technical College reserves the right to change any provision listed, including but not limited to: entrance
requirements and admissions procedures, courses and programs of study, academic requirements for graduation,
fees and charges, financial aid, rules and regulations, and the school calendar, without actual notice to individual
students. Every effort will be made to keep students advised of any such changes and to minimize the inconvenience
such changes might create for students. Information on changes will be available in the Office of Student Affairs. It is
especially important that each student accept personal responsibility to be informed of all changes, including
academic requirements for graduation.

Statement of Equal Opportunity

Central Georgia Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin,
gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status
(except in those special circumstances permitted or mandated by law). The following person(s) has been designated
to handle inquiries regarding the non-discrimination policies:

The Title IX/Section 504/ADA Coordinator for CGTC nondiscrimination policies is Linda Hampton, Executive Director
of Conduct, Appeals & Compliance; Room J-133, 3300 Macon Tech Drive, Macon, GA 31206; Phone: (478) 757-
3408; Fax: (478) 471-5197; Email: Inampton@centralgatech.edu.

Technical Education Warranty

The Technical College System of Georgia warranty guarantees employers that graduates of Georgia technical
colleges have demonstrated competencies as defined by the Industry Technical Committee and which are included in
approved state curriculum standards. Should any student within two years of graduation not be able to perform one or
more of the competencies as specified in the standards, including failure to pass a state required licensure
examination, TCSG agrees to provide specific retraining at any state technical college offering the program to the
former student at no cost to the employer or graduate for tuition or instructional fees.
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About CGTC

Mission Statement

Central Georgia Technical College, a unit of the Technical College System of Georgia, provides traditional and
distance learning educational programs and services. Through credit instruction, adult education, and customized
business and industry workforce training, the College contributes to economic and workforce development within its
eleven-county service area and throughout the State of Georgia.

Philosophy

Consistent with its Mission, as presented by its faculty and staff, Central Georgia Technical College affirms the
following Philosophy that it is the College's responsibility:

e To provide quality academic and technical instruction leading to career preparation at the associate degree
level and below through traditional and distance education modes of delivery.

e To provide appropriate adult educational opportunities to promote literacy among the general public and
workforce personnel.

e To design and staff programs that will meet the needs of business and industry by training, retraining, and
upgrading skills and work habits that promote maximum productivity.

e To establish a foundation for lifelong learning that will enhance the potential of the individuals in the greater
Central Georgia region to become more productive, responsible, and upwardly mobile members of society.

e To promote public awareness of the value of academic and technical education.

e To collaborate with other post-secondary and secondary institutions to provide a seamless educational
system.

Vision

Central Georgia Technical College's vision is that the College will be an integral part of a dynamic, unified system of
technical education, adult education, and customized business and industry training, using current technology with
access to education and training for citizens in its eleven-county service area and the State of Georgia. As a member
of this system, the College will be a part of a seamless educational continuum which students can efficiently transition
from secondary education to technical college and beyond.

The College envisions an educational system that develops a competitive workforce and quality communities, thus
contributing to the greater central Georgia's economic success in the global marketplace. The recognition that this
system will command throughout the state will make it the preferred educational option for that majority of adults
whose career choices require qualifications beyond a high school diploma, for those companies that require
customized training and retraining services, and for those seeking a lifetime of educational experiences.

History of the College

Central Georgia Technical College (CGTC) was officially established to conduct business by the State Board of the
Technical College System of Georgia during its September 2012 meeting when the Board approved the consolidation
of *Middle Georgia Technical College (est.1973), Warner Robins, GA and *Central Georgia Technical College (est.
1962), Macon, GA. The College Leadership then requested and received approval from its regional accrediting
agency, the Southern Association of Colleges and Schools Commission on Colleges (SACSCOC) Board of Trustees
during its June 2013 meeting to continue as an accredited institution with Level | status, granting associate degrees.
The consolidated College officially began doing business as Central Georgia Technical College July 1, 2013. A
Mission statement for the consolidated College was approved by the State Board of the Technical College System of
Georgia during its April 2013 meeting and was distributed throughout the College community.
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The primary campus for CGTC is located at 80 Cohen Walker Drive, Warner Robins, GA 31088. The College
services eleven counties in Georgia as listed here: Baldwin, Bibb, Crawford, Dooly, Houston, Jones, Monroe, Peach,
Pulaski, Putnam, and Twiggs. The College has campuses located in Milledgeville (Baldwin), Macon (Bibb), and
Warner Robins (Houston). Instructional Centers are also located in Eatonton (Putnam), Roberta (Crawford), Gray
(Jones), Forsyth (Monroe), and Hawkinsville (Pulaski). Although the College is assigned a specific service area by
the Technical College System of Georgia (TCSG) it offers distance education opportunities through on-line and hybrid
instruction. In addition, the College offers Adult Education services to citizens within the eleven county service area
listed above and in Macon County therefore servicing citizens with adult education activities in twelve counties at
various locations throughout each.

The consolidated College operates 958,186 square feet of State owned or leased existing facility space with an
expected additional 78,345 sq. ft. Health Services facility being added at its Warner Robins, Houston County campus.

CGTC offers 39 associate degrees, 50 diplomas, and 124 technical certificates of credit in areas of Aerospace, Trade
and Industry, Business and Computer Technologies, Health Sciences, Public Safety and Professional Services and
General Studies. The College also offers continuing education classes and economic development services. The
College is accredited by the Southern Association of Colleges and Schools to award associate degrees and many
programs hold industry-specific accreditations, licensure, and approvals from various state and national agencies.
CGTC, in the tradition of the individual Colleges, will continue to contribute to economic and workforce development
in its eleven county service area and throughout the State of Georgia.

Together, Middle Georgia Technical College and Central Georgia Technical have long histories.

Accreditation

CGTC is accredited by the Southern Association of Colleges and Schools Commission on Colleges. Accreditation
processes are coordinated by the Vice President for Institutional Effectiveness who may be reached by calling (478)
757-3424. The Commission on Colleges is to be contacted only if there is evidence that appears to support an
institution's significant non-compliance with a requirement or standard.

Statement of Accreditation:

Central Georgia Technical College is accredited by the Southern Association of Colleges and Schools Commission
on Colleges to award associate degrees. Contact the Commission on Colleges at 1866 Southern Lane, Decatur,
Georgia 30033-4097 or call 404-679-4500 for questions about the accreditation of Central Georgia Technical College.

Board of Directors

The Local Board of Directors is appointed by the State Board of the Technical College System of Georgia to assist
the State Board in carrying out its mission. The Local Board represents the geographic area served by CGTC and
reflects the population, businesses, and industries of central Georgia. The purpose of the Local Board is to facilitate
the delivery of programs, services, and activities as directed by the State Board, advise the President and the State
Board of local industry and community needs for the programs and services to be provided by CGTC, and advocate
within the community and in the state on issues of importance in support of the technical college system and
Georgia's workforce development efforts.

The Local Board follows by-laws consistent with those approved by the State Board. The Local Board meets at least

eight (8) times per calendar year, and meetings are conducted in compliance with Georgia's Open and Public
Meeting statutes O.C.G.A. § 50-14-1 thru § 50-14-6.

College Divisions

Academic Affairs

The Office of Academic Affairs is responsible for all academic programs that include associate degrees, diplomas,
and technical certificates and the adult education initiative. The faculty and instructional staff report to the Vice
President of Academic Affairs.



Administrative Financial Services

Administrative Financial Services performs the following functions: management and operation of accounting,
budgeting and financial reporting, inventory and asset management, payroll records management, purchasing, Health
and Flexible Benefit Programs, other personnel functions, application of federal guidelines and regulations.

Adult Education

The Office of Adult Education is responsible for the administration of the GED Testing Program, GED Test
Preparation, Adult Basic Education, Adult Specialist Education, Adult Literacy, English as a Second Language,
Citizenship and Accelerating Opportunity programs. Workplace, volunteer, health literacy, financial literacy, and
family literacy programs are a part of Adult Education services. The faculty and staff report to the Vice President for
Adult Education.

Economic Development

The Office of Economic Development is responsible for customized training, business and industry programs and
continuing education. Quick Start programs, the Computer Training Center, and administration of the Georgia Work
Ready Program are part of the College's economic development services.

Executive
Institutional Advancement and Foundation

Institutional Advancement coordinates the solicitation of funds, grants, and properties from corporations, government
agencies and private sources. The CGTC and MGTC Foundations provide private funding for capital expansion and
improvements, equipment, staff and faculty development, scholarships and endowments.

Human Resources

The Office of Human Resources is responsible for the recruitment and evaluation of new employees. It processes
payroll and maintains employment data. The Office of Human Resources administers and manages a variety of
employee benefit plans and advises employees and supervisors regarding work performance and conflict
management.

Marketing and Public Relations

Marketing and Public Relations coordinates all public relations efforts that support the growth and development of the
college. The goal of the department is to enhance the college's presence throughout the middle Georgia community
by developing and maintaining an effective communications strategy that reaches local, state and national media,
business leaders, legislators and prospective students.

Facilities and Ancillary Services

Facilities and Ancillary Services is responsible for coordination and oversight of campus expansion, construction,
renovation, facilities maintenance, grounds, custodial services, safety, security and information technology are
provided.

Institutional Effectiveness

Institutional Effectiveness is responsible for coordination and oversight of educational initiatives, college-wide
professional development, and evaluation and planning processes that support mission fulfillment, quality assurance,



and adherence to accreditation principles. Research and evaluation responsibilities are conducted to support
collegiate planning, policy formation, and decision-making.

Office of the President

The Office of the President supports the educational, economic, and community development missions of the

College. The Office of the President assures the academic and technical education, student support services,

customized business and industry services, continuing education, and adult education services are held to the
highest standards by guiding each division's leaders and staff.

Satellite Operations

The Office of Satellite Operations provides oversight, administration and support to the Milledgeville campus and the
county centers of the College. Satellite operations are divided into North and South divisions to better aid the service
delivery area. Programs and services are geared towards the needs of local business and industry and provides a
community relations presence for the College. The staff of the north and south Office of Satellite Operations reports
to the respective Vice Presidents of Satellite Operations.

Student Affairs

The Office of Student Affairs provides the following services: Admissions, Registrar's Office, Recruitment, Career
Services, Athletics and Student Activities, Disability and Special Populations Services, High School Initiatives,
Student Support Services and Testing Services.

Student Financial Services

The Office of Student Financial Services provides Financial Aid Services to our students who are eligible. Student
Financial Services also assists students with Scholarship, Third Party, WIA, VA, and all other tuition and fee
payments. This office also provides Direct Loan Workshops and assistance with Financial Aid applications to
students.

Technology

The Office of Technology supports the constantly changing high-technology environment of CGTC by providing
comprehensive technology services to advance instruction, college services, and business processes for students,
faculty, staff, administration, and the community. The Office of Technology works together with the college community
by assisting with technology initiatives, planning, securing resources, exploring new technology, and implementing
and maintaining technology projects. The Office of Technology strives to meet the needs of its stakeholders by
staying current with industry changes and receiving input from all parties and the community, along with technology
experts. The staff of the Office of Technology reports to the Vice President of Technology.

College Foundation

The consolidated Central Georgia Technical College Foundation, a nonprofit, 501(c)3 organization, supports Central
Georgia Technical College in its mission to contribute to economic and workforce development in Central Georgia.
The Foundation strives to promote community awareness of the benefits offered by the College and to supplement
available resources through private funding for capital expansion and improvements, equipment, staff and faculty
development, and endowments. The CGTC Foundation serves students, educational initiatives, and community
partnerships in Baldwin, Bibb, Crawford, Dooly, Houston, Jones, Monroe, Peach, Pulaski, Putnam, and Twiggs
Counties.

The CGTC Foundation was established in 2014 when the Board of Trustees voted to consolidate the Central Georgia
Technical College Foundation (established in 1991) and the Middle Georgia Technical College Foundation
(established in 1988) to appropriately reflect the mission of the new Central Georgia Technical College.

The CGTC Foundation is governed by a local board of trustees who solicit gifts, bequests of property, and funds
designated to support educational purposes at the College. The Board of Trustees cultivates and coordinates cash,
grants and other funding, as well as property from industry, business, foundations and friends of CGTC.
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Advisory Committees

At CGTC, each instructional program has an advisory committee which consists of business leaders who counsel and
guide instructors to maintain quality programs and educational training standards. Instructional advisory committees
provide advice for programs of study and make recommendations for improvement to meet employment standards
within the occupation. These committees advise and assist CGTC in conducting community surveys, course
planning, laboratory planning, recruitment of teachers, assistance to teachers, placement of students, and public
relations. Curricula change recommendations made by the Advisory Committees are forwarded through the State
Standards Revision Process.
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Central Georgia Technical College Calendar

2014 — 2015

2014 Fall Semester (201512)
August 18, Monday
August 18 — 20, Monday —
Wednesday

August 23, Saturday
August 30, Saturday
September 1, Monday
October 9, Thursday
October 10, Friday
November 3, Monday
November 11, Tuesday
November 17, Monday
November 24-25, Monday-Tuesday
November 26, Wednesday
November 27, Thursday
November 28, Friday
November 29, Saturday
December 10, Wednesday
December 11, Thursday
December 12, Friday
December 13, Saturday
December 15, Monday
December 16, Tuesday
December 17, Wednesday
December 24, Wednesday
December 25, Thursday
December 26, Friday

2015 Spring Semester (201514)
January 1, Thursday

January 6, Tuesday

January 6 - 8, Tuesday - Thursday
January 10, Saturday

January 19, Monday

February 16, Monday

March 2, Monday

March 16, Monday

March 30 - April 3, Monday -
Friday

April 4, Saturday

April 6, Monday

April 29, Wednesday

April 30, Thursday

May 2, Saturday

May 4, Monday

May 5, Tuesday

May 6, Wednesday

May 8, Friday

2015 Summer Semester (201516)
May 19, Tuesday
May 19 — 21, Tuesday — Thursday
May 25, Monday

Fall Semester Begins
Drop/Add Period/Refund Deadline

Saturday Classes Begin

No Saturday Classes

Labor Day Holiday (College Closed)
Midterm

Student Holiday

Spring Semester Registration Opens (Current & Returning Students)

Veteran's Day Holiday (College Closed)
Spring Semester Registration Opens (New Students)
Student Holiday

Confederate Memorial Day (Observed - College Closed)

Thanksgiving (College Closed)

Robert E. Lee's Birthday (Observed - College Closed)
No Saturday Classes

Last Day of Classes

Final Exams (T/R Classes)

Student Holiday/Work Day

End Saturday Classes/Final Exams

Final Exams (M/W Classes)

Final Exam Make-Up

Grades Due

Columbus Day (Observed - College Closed)
Christmas Day (College Closed)

Washington's Birthday (Observed - College Closed)

New Year's Day (College Closed)

Spring Semester Begins

Drop/Add Period/Refund Deadline

Saturday Classes Begin

Martin Luther King, Jr. Holiday (College Closed)
Student Holiday

Midterm

Summer Semester Registration Opens (Current & Returning Students)

Spring Break Student Holiday

No Saturday Classes

Summer Semester Registration (New Students)
Last Day of Classes

Final Exams (T/R Classes)

End Saturday Classes/Final Exams

Final Exams (M/W Classes)

Final Exam Make-Up

Grades Due

Graduation

Summer Semester Begins
Drop/Add Period/Refund Deadline
Memorial Day Holiday (College Closed)
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May 30, Saturday Saturday Classes Begin

June 18, Thursday Midterm
June 29 - July 2, Monday - Thursday Summer Break Student Holiday
July 3, Friday Independence Day Holiday (Observed - College Closed)
July 4, Saturday No Saturday Classes
July 13, Monday Fall Semester Registration Opens (Current and Returning Students)
July 20, Monday Fall Semester Registration (New Students)
July 28, Tuesday Last Day of Classes
July 29, Wednesday Final Exams (M/W Classes)
July 30, Thursday Final Exams (T/R Classes)
July 31, Friday Final Exam Make-Up
August 1, Saturday End Saturday Classes/ Final Exam
August 3, Monday Grades Due

Information Directory

Warner Robins Campus Macon Campus

Phone: (478) 988-6800 Phone: (478) 757-3400

Fax: (478) 988-6947 Fax: (478) 757-3454

Milledgeville Campus Crawford County Center

Phone: (478) 445-2300 Phone: (478) 836-6001

Fax: (478) 445-2334

Jones County Center Monroe County Center

Phone: (478) 986-4370 Phone: (478) 992-2717/(478) 836-6021
Putnam County Center Twiggs County Center

Phone: (706) 923-5000 Phone: (478) 945-3127

Sam Way, Sr. Hawkinsville E-mail Address: info@centralgatech.edu

Workforce Development Center Web-site: www.centralgatech.edu
(478) 783-3017

Warner Robins Campus (Area Code 478)

Academic Affairs 988-6849
Admissions 988-6850
Adult Literacy 988-6851
Barbering 218-3310
Bookstore 988-6805
Cashier Window 218-3387
Care Center 988-5020
Childcare 988-6824
Cosmetology 988-6913
Economic Development 988-6852
Financial Aid 988-6871
Information Technology 218-2509
Library 988-6863
Maintenance 218-3381
Security 988-6993
Testing Center 218-3390
Macon Campus (Area Code 478)

Academic Affairs 757-3427
Academic Success Center (Tutorial Services) 757-3674
Admissions 757-7452
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Adult Learning Center
Barbering Services

Bookstore

Cashier Window

Career Services

Continuing Education
Cosmetology Services
Distance Learning Coordinator
Economic Development
Financial Aid

GED Testing

CGTC Foundation Office
Library

Maintenance and Operations
President’s Office

Public Relations

Registrar's Office

Security

Special Populations/Disabilities
Student Affairs

Student Support Center
Testing Center

Trade Act Agreement (TAA)
Veterans Affairs

Workforce Investment Act (WIA)

Milledgeville Campus (Area Code 478)
Academic Affairs

Admissions

Bookstore

Career Services

Continuing Education

Financial Aid

Library

Student Affairs

757-6669
757-5290
757-3409
757-7453
757-3431
757-3445
757-3420
757-2507
757-3550
757-7451
757-2512
757-3503
757-3549
757-3440
757-3501
757-3516
757-7454
757-3453
757-3676
757-3507
757-5295
757-3515
757-3417
757-3495
757-6621

445-2302
445-2303
445-7281
445-2313
445-2307
445-2304
445-2333
445-2322
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Campus Maps

Map of the Warner Robins Campus

Legend

- A Administrative Offices, Admissions, Financial Aid, General Education Classrooms

B Classroom and Lab Building - Business & Computer Technology, Health Sciences, Dental
Programs, Criminal Justice and Cosmetology

- C Classroom and Lab Building - Industrial, Aerospace, and Trade Programs
- D Maintenance and Facilities

- E Administrative Services, Bookstore and Human Resources

- F Classroom and Lab Building - Truck Driving and Barbering

G Athletics and Campus Life - Student Pavilion, Multipurpose Facility, Wellness Center, Campus
Food Services
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- H Economic Development

- J Glynn Greenway Building - Science Labs

- K Child Development Center and Early Childhood Care and Education Program
- W Warehouse - Shipping and Receiving

- Designated Smoking Areas

- Public Parking

Map of the Macon Campus
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Legend

- A Administrative Building: President's Office, Human Resources
- B Classroom and Lab Building, Snack Bar

- C Classroom and Lab Building

- D Classroom and Lab Building, Academic Success Center

- E Classroom and Lab Building

- F Classroom and Lab Building

- G Classroom and Lab Building

Health Technology Classroom and Lab Building, Auditorium

elations, Food Court, Bookstore, Library

J J. Melton Palmer, Jr. Classroom and Lab Building, Business Office, Student Affairs,
Professional Testing Center

H

. | Arts and Sciences Classroom and Lab Building, Economic Development and Community
R

- K Adult Learning Center

- L CGTC Bookstore

- Estheticians Lab Modular Building

- Campus Security and Safety Building
Public Parking (except where indicated)

- Restricted Parking

- Plant Operations

Directions to the Milledgeville Campus

Located at 54 Highway 22 West in Milledgeville at the intersection of GA Highway 22 (Gray-Milledgeville Road) and

U.S. Highway 441 By-Pass (Culver Kidd Hwy).
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Campuses and Facilities
Library

The library provides a variety of resources and services in support of the curricular, professional, and individual
development needs of the students, faculty, staff, and community affiliates of CGTC. The academic and personal
success of CGTC's educational community is important to the library, and every effort is made to meet their
informational needs.

Library Phone Numbers

Warner Robins Campus - (478) 988-6863
Macon Campus - (478) 757-3549
Milledgeville Campus - (478) 445-2333

Library Hours

Warner Robins Campus Library
Monday — Thursday 7:30 AM — 9:00 PM
Friday 7:30 AM - 3:30 PM
Saturday/Sunday  Closed

Macon Campus Library
Monday — Thursday 8:00 AM — 10:00 PM

Friday 8:00 AM - 3:00 PM
Saturday 9:00 AM - 1:00 PM
Sunday Closed

Milledgeville Campus Library

Monday — Thursday 8:00 AM — 10:00 PM
Friday 8:00 AM - 3:00 PM
Saturday/Sunday  Closed

NOTE: Hours of operation apply only when classes are in session.
Variations from this schedule occur between semesters and on holidays. Variations are always posted in advance.

Library Borrowing Guidelines

Circulation Policy

Borrowing privileges are extended to all current CGTC students, faculty and staff. Privileges may be extended to
specific user groups. Applications for a CGTC library card are available in the library. If your library card is lost or
stolen, report it immediately to the library.

Loan Periods
Books may be checked out for a two week loan period. To check out materials, present your library card and the
materials you want to borrow at the circulation desk. There is a check out limit of 5 books per patron.

Return
Library materials must be returned to the attendant at the circulation desk. Overdue fines are ten cents ($.10) per day
per item for all library materials. There is a replacement charge for lost or damaged items. Failure to return library
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materials may result in a hold placed on a student's academic record that may affect financial aid, issuance of grades
and transcripts, and graduation status.

Library Resources

* Computer Workstations/Internet Resources

* Reference, General, and Children’s Book Collections
* eBook (Electronic Books Online) Collection

* Current Periodical Subscriptions

* Instructional Videotapes/Viewing Stations

* GALILEO (Georgia Library Learning Online) Databases
* Online Library Services Web Site/Catalog

* Instruction in Library Use

* Reference Services

*Word Processing

* Study and Reading Areas

* Fee Based Photocopy Machine

Food

Snack bars and vending machines are located on all campuses in several locations.

Lost and Found

All lost and found items should be reported/turned in to Campus Police/Security personnel. ltems found will be held in
the Public Safety Office until picked up or disposed with in accordance with applicable procedures.

Telephones

Public telephones are available for student use on all campuses. Office telephones are for CGTC business and not
for student use. Students are not permitted to receive calls during class hours except in cases of emergency.
Students should discourage personal calls at school. No messages will be taken for students except in cases of
emergency. No cellular phones or other electronic devices are permitted unless they are turned off or soundless.

Students having cell phones or other electronic devices must not cause disruption of class by any sounds
coming from these devices. Student must not receive or make calls while in class. Instructors may dismiss
the student from class if disruption occurs.

NOTE: A TDD is located in the Special Populations Coordinator’s Office on the Macon Campus, and in the
Student Affairs Division on Milledgeville Campus for use by hearing impaired.

Housekeeping

Every class is expected to clean the training area at the conclusion of the period or day as an integral part of the
instructional program. Every department will have a routine for this activity, and students are expected to carry out
their share of this duty with a cooperative attitude. No one is exempt from this duty.

Each student should practice good housekeeping throughout the building and grounds. At all times, students, faculty
and staff should make use of the disposal containers on campus.
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Public Safety

Medical Emergency Procedures

First aid kits, safety equipment, and staff trained in first aid are available on campus. In the event of injury or other
medical emergency, the nearest instructor or first aid monitor should be notified. Professional emergency care, if
needed, will be secured by an administrator. In case of serious accident or illness, the College will refer the student to
the nearest hospital, or hospital of student's choice, for emergency care and will notify the person specified by the
student as an emergency contact. It is to be understood that the student or his/her family will be responsible for the
cost of the emergency care, including ambulance services.

To ensure the safety of CGTC employees and students, CGTC has implemented an Exposure Control Plan which
addresses occupational exposure to blood and airborne pathogens. The plan includes prevention, protection, training,
documentation, and follow-up of critical incidents as applied to occupational areas of study. Students must comply
with all prescribed procedures and safety measures as outlined within individual program requirements.

Safety

The health and safety of each student and employee of the College is a prime consideration at CGTC. Safety
instruction and practices are an integral part of each program. Students are expected to follow departmental safety
regulations at all times. Students are not to use any equipment except under the supervision of the instructor.
Students are not permitted in classrooms or labs if supervision is not available. Proper conduct is expected at all
times.

The Emergency Guide is posted throughout the College and must be followed. All accidents must be reported. No
matter how minor an accident appears, the instructor must be notified of the accident/injury so that proper procedures
may be implemented.

All students shall assist in maintaining safe working conditions by notifying the instructor of any dangerous condition,
faulty equipment or tools, or any unsafe practices being conducted. Violation of safety regulations will result in
immediate disciplinary action. In cooperation with the court system of Georgia and section 42 U.S.C. 814071(j) of the
Official Code of Georgia Annotated, CGTC students may obtain information concerning registered sex offenders by
contacting the local police department or by searching the Georgia Bureau of Investigation's website

at http://gbi.georgia.gov/georgia-sex-offender-registry.

Traffic Regulations

PARKING FOR ALL STUDENTS IS CLEARLY DESIGNATED AS STUDENT PARKING IN THE CAMPUS
PARKING AREAS.

Each student enrolled in CGTC is required to display a parking permit on his/her car's rear view mirror. One permit is
presented without charge from the Business Office and must be displayed on each vehicle parked on campus.
Additional permits are $5.00 each. Cars must be parked uniformly facing each other to allow security personnel to
readily view parking permits. Students are to park in designated Student Parking zones at all times. The speed limit
on campus is posted.

Security personnel are authorized to ticket vehicles and/or to have them removed at the owner's expense. Any time a
student receives a ticket for a traffic violation, a fine will be imposed. Fines must be paid within three days of violation.

Students who do not pay fines within three days or who receive three traffic violations during any one academic year
may be subject to disciplinary action. The College will not certify attendance, enrollment, or grades until the fine is
paid. Live work projects being performed on vehicles parked in areas other than student parking must have a work
order form displayed in the front windshield of the vehicle or the vehicle will be ticketed.

NOTE: Handicapped parking areas are designated with a wheelchair emblem. Parking in these areas is
authorized by approved handicapped license plates or permits.
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Jeanne Clery Disclosure Act

The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act, codified at 20 USC 1092
(f) as a part of the Higher Education Act of 1965, is a federal law that requires colleges and universities to disclose
certain timely and annual information about campus crime and security policies. All public and private institutions of
postsecondary education participating in federal student aid programs are subject to it.

This information can be freely accessed through the Central Georgia Technical College website and accessing

the Public Safety link. The daily crime bulletin with the latest crimes reported to the CGTC Police can be accessed as
well as the last report submitted to the U. S. Department of Education. This information will also be provided, free of
charge, to anyone requesting a copy of the reports through the Department of Public Safety.

Emergency Procedures
Fire

The fire alarm and strobe lights will be activated in case of fire or fire drill. Students and all College personnel should
evacuate the building according to evacuation procedures posted in each area. Students should wait at the
designated place until given the signal to return to the building. Both the need to evacuate the building and the fact
that it is safe to return will also be transmitted over the School Messenger alert system.

Bomb Threat

If a bomb threat is received, members of the administrative staff will notify each classroom of the need to evacuate
the building using the posted evacuation procedure. When the building has been declared safe, three short rings of
the bell will let students and personnel know that they may return to the building. The fact that it is safe to return to

the building will also be transmitted over the School Messenger alert system.

Tornado

Tornado evacuation routes to shelters are posted in each area. In case of a tornado or tornado drill, the instructors
will be notified of the need to evacuate the classes and the need to report to the shelter areas. The need to evacuate
to the shelter areas will also be transmitted over the School Messenger alert system. When the danger has passed,
three short rings of the bell will signal the return to class, or an announcement of alternate plans will be made. In case
of power failure, a member of the administrative staff will notify the instructor of proper procedures.

Emergency School Closing

If it is necessary for the College to be closed due to inclement weather or other emergencies, local radio and
television stations will be notified. Notification will also be sent to all students and faculty through the School
Messenger alert system. If a closure is required during the class day, it will be announced through the instructors and
the School Messenger alert system. Any student who finds it necessary to leave school before the official dismissal
must follow regular sign-out procedures.
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College Calendar

The College operates on a fiscal year beginning July 1 and ending June 30 of the following year. The instructional
calendar is based on the semester system and contains three semesters in an academic year. Academic Year 2013-
14 dates follow the general dates below:

Fall Semester August 18, 2014 to December 16, 2014
Spring Semester January 6, 2015 to May 5, 2015
Summer Semester May 19, 2015 to August 1, 2015

Admissions and Financial Aid Deadline calendars can be found on the College's website in the Student Affairs
section.

The current year calendar can be found in the General Information section.

Calendar, holidays and closure dates are posted on the College website. Students are admitted each semester
based upon space availability or as announced.

Instruction is balanced between classroom activities and laboratory experiences and is relevant to the specific
occupation in which the student is training. State standards for curricula and program structure are implemented in all
credit programs.

Credit programs are offered in five primary areas:
Aerospace, Trade & Industry

Business & Computer Technologies

Health Sciences

Public Safety & Professional Services

General Studies

Academic Programs and Services

Associate Degree Programs

An Associate of Applied Science (AAS) Degree may be earned at CGTC in specified credit programs, as approved by
the Technical College System of Georgia. The AAS degree includes a sequence of courses in the fundamental and
specific occupational requirements which prepare the student for an advanced degree in his/her program choice. The
AAS degree programs offer the academic, technical and professional knowledge and skills required for job
acquisition, retention, and advancement. The associate degree programs emphasize theory and practical application.
Electives pertaining to the student's chosen field of interest are also available. The Associate of Applied Science
program must be at least 60 semester credit hours in length.

Diploma Programs

CGTC offers diploma programs on a credit-hour basis on both day and evening schedules. These programs vary in
length from 37 to 59 credit hours. These programs provide the theory, functions, and practical application of skills
needed for entry-level employment and/or re-training to update marketable skills. Diplomas are awarded to those who
successfully complete the program requirements.
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Technical Certificate Programs

CGTC offers Technical Certificates of Credit (TCC). A technical certificate is a coherent grouping of courses taken
from any state approved postsecondary standard curriculum. The technical certificate program must be at least 9
semester credit hours in length and may not exceed 39 semester credit hours.

Georgia Virtual Technical Connection

The Georgia Virtual Technical Connection (GVTC) is made up of contributing postsecondary technical colleges. The
GVTC members work together to create courses and programs using the Internet as a delivery medium. The "hands-
on" portion of the instruction (when required) is made possible through several local and regional centers located
throughout the State of Georgia and the existence of a standardized curriculum among the technical colleges.

Central Georgia Technical College Online Courses

Central Georgia Technical College offers a wide range of online courses. These courses use the Internet to deliver
online learning that is independent of time and location. For more information on distance education, visit our web site
atwww.centralgatech.edu/disted. This section includes registration procedures, specific course information, and a
comprehensive class schedule.

Adult Education

This program enables adult learners to acquire the necessary basic skills to compete successfully in today's
workplace, strengthen family foundations, and exercise full citizenship. English literacy (ESL) classes are also
available for those citizens who are not proficient in speaking and/or writing English. Adult Education provides
services to individuals at least 16 years old and not currently enrolled in public school. Instruction is individualized
and based on an initial assessment. There is no cost for adult education classes, and books are provided in the
classroom at no cost. In addition, one-on-one tutoring is available through our volunteer program. Adult education
programs are organized in separate locations throughout CGTC's service area. Applicants may come by the Adult
Education Office at the Warner Robins or Macon campuses to apply or call the Office of Adult Education at (478)
929-6789 for admissions information and class locations.

General Education Core

The purpose of general education coursework is to ensure that students have attained general essential skills
necessary for educational and career success. Each degree and diploma program at CGTC contains a body of
Essential General Core (general education) courses. The Essential General Core within each degree and diploma
program is designed to produce graduates who, at the competency level appropriate to the credential earned, can
communicate appropriately using oral and written English; utilize information technology in accessing, organizing, and
communicating information; apply appropriate mathematical principles and methods; and use critical thinking skills to
solve problems. Each degree and diploma program additionally requires COMP 1000, Introduction to Computers.

To ensure these competencies, each associate degree program of study contains a minimum of 15 semester credit
hours in general education courses, with at least one course from each of the following areas: English; humanities;
social/behavioral sciences; and natural sciences or mathematics. These courses are listed below.

Associate Degree General Education Core Courses

Area | - Language Arts/Communications

ENGL 1101 Composition and Rhetoric 3
ENGL 1102 Literature and Composition 3
ENGL 1105 Technical Communications 3
SPCH 1101 Public Speaking 3
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Area Il - Social/Behavioral Sciences

ECON 1101
HIST 1111
HIST 2111
HIST 2112
POLS 1101
PSYC 1101

PSYC 1150

PSYC 2250
SOCI 1101

Principles of Economics
World History |

U.S. History |

U.S. History Il

American Government
Introduction to Psychology
Industrial/Organizational
Psychology

Abnormal Psychology
Introduction to Sociology

Area lll - Natural Sciences/Mathematics

BIOL 1111
BIOL 1111L
BIOL 1112
BIOL 1112L
*BIOL 2113
*BIOL 2113L
*BIOL 2114
*BIOL 2114L
*BIOL 2117
*BIOL 2117L
CHEM 1211
CHEM 1211L
CHEM 1212
CHEM 1212L

MATH 1100

MATH 1101
MATH 1111
MATH 1113
MATH 1127
PHYS 1110
PHYS 1110L
PHYS 1111
PHYS 1111L

*May be required by specific program, but not considered general education electives

Biology |

Biology Lab |

Biology Il

Biology Lab I

Anatomy and Physiology |
Anatomy and Physiology Lab |
Anatomy and Physiology Il
Anatomy and Physiology Lab I
Introductory Microbiology
Introductory Microbiology Lab
Chemistry |

Chemistry Lab |

Chemistry Il

Chemistry Lab II

Quantitative Skills and
Reasoning

Mathematical Modeling
College Algebra

Pre-Calculus

Introduction to Statistics
Conceptual Physics
Conceptual Physics Lab
Introductory Physics
Introductory Physics Lab

Area IV - Humanities/Fine Arts

ARTS 1101
ENGL 2130
HUMN 1101
MUSC 1101

Diploma General Education Core Courses

Each diploma program also includes a set of General Education Core courses providing background in mathematics,

Arts Appreciation
American Literature
Introduction to Humanities
Music Appreciation

communications, and interpersonal skills.

Mathematics

MATH 1011
MATH 1012

Business Math
General Mathematics
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MATH 1013 Algebraic Concepts 3
MATH 1015 Geometry and Trigonometry 3

Communications

ENGL 1010 Fundamentals of English | 3
ENGL 1012 Fundamentals of English Il 3

Interpersonal Skills

EMPL 1000 Interper_sonal Relations and
Professional Development
PSYC 1010 Basic Psychology

Learning Support Program

The Learning Support program provides remedial support in reading, language, and math that will aid the student in
mastering the skills needed for the chosen program of study. Assignment to Learning Support courses is based on
the results of standardized placement tests and the competencies needed for the prospective program of study. Each
program of study has established a description of entry-level reading, language, and math competencies. If test
scores indicate that the student is not academically prepared to enter a regular program of study, the student may be
placed in one or more learning support courses and the study skills seminar (COLL 1500) course. Learning Support
Courses are listed below.

Learning Support Courses

ENGL 0090 Learning Support English 3
ENGL 0098 English IlI 3
MATH 0090 Learning Support Math 3
MATH 0098 Elementary Algebra 3
MATH 0099 Intermediate Algebra 3
READ 0090 Learning Support Reading 3
READ 0098 Reading IlI 3

Academic Success Center and Tutorial Services

Tutoring and other academic support services are provided for students at no charge in the Academic Success
Center (ASC) on the Macon, Milledgeville, and Warner Robins campuses. Both faculty tutors and peer tutors are
available for Math, English, Reading, Health Core, Computer, and various other courses. In addition to individual
tutoring, study groups may be available.

The ASC also offers study skills workshops on such topics as Test Taking Skills, Reading Comprehension, and Note
Taking. The tutoring staff also helps students with other academic difficulties such as test anxiety and time
management.

Online course tutoring is available. In addition to face-to-face individual and group tutoring, an online tutoring service,
Smarthinking® is also available for students.

ASC contact information:

Macon Campus (478) 757-3674
Milledgeville Campus (478) 445-2343
Warner Robins Campus (478) 218-3372

Or visit the ASC website: www.centralgatech.edu/success.
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Elective Courses

Elective courses are available to provide the student with extended opportunities to learn skills and competencies
beyond the specific occupational curriculum. Additional electives may be specified in the occupational curriculum as
required electives. These courses serve as support to the established curriculum and allow students to enhance the
learning experiences relevant to their occupational/technical programs. Students should consult their academic
advisor for a list of elective classes appropriate to their program of study.

Academic Evaluation
Grading System

Final course grades are entered by instructional faculty into BANNER, the Student Management Information System.
The Registrar's Office processes the grades and academic standing. All courses in degree, diploma, and certificate
programs of study require a grade of "C" or higher in order to satisfy program requirements. Students are responsible
for viewing their grades, academic history, and academic standing online through BannerWeb using their user ID and
personal identification number (PIN). The following grading system is used:

Grade Points Earned

GRADE GRADE POINTS
A (90-100) Excellent 4.00

B (80-89) Good 3.00

C (70-79) Satisfactory 2.00

D (60-69) Poor 1.00

F (Below 60) Failing 0.00

| Incomplete Not computed

S Satisfactory Not computed

U Unsatisfactory Not computed
AC Articulated Credit Not computed
AU Audit/Warranty Claim Not computed
EX Credit by Exam Not computed
IP In Progress Not computed
TR Transfer Credit Not computed
W Withdrawal (no grade) Not computed
WP Withdrawal Passing Not computed
WF Withdrawal Failing 0.00 (computed)

AC (Articulated Credit) - Advanced placement may be awarded for high school coursework completed under formal
articulation agreements when established competencies have been achieved and verified by examination. A grade of
AC will be given for the course(s). Grades for AC courses over five (5) years of age will not be accepted for credit.

AU (Audit) - Students who request and are approved to audit a course will receive no credit or financial aid. Students
returning to CGTC to repeat a course(s) under the Warranty Claim will receive a grade of AU for the Warranty Claim
course work.

EX (Exemption Exam) - Exemption credit is awarded based on course competency testing. Academic credit is
awarded but not calculated in the GPA. (See Credit by Course Competency Exam under Advanced Placement.)

I (Incomplete) - This grade may be given to a student that has satisfactorily completed a substantial portion of the
coursework, but has not been able to complete all of the requirements of the course. The student must have
instructor approval for an "I" grade to be issued. No credit is given and no grade points are calculated. An Incomplete
must be removed within the first ten school days of the next semester, or a grade of "F" will be issued. Extraordinary
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circumstances may merit an appeal for an extension of time. Extensions of time must be requested by the instructor
and approved by the designated Academic Affairs administrator. If an "I" is received in a prerequisite course, as
student may not register for advanced courses without permission of the instructor and designated Academic Affairs
administrator.

IP (In Progress) - In individualized credit-level courses, this grade indicates that a student is taking a course which
requires coursework beyond the present semester. When students are issued an IP, no credit is given, and no grade
points are calculated. The IP remains on the students' record for the term for which it was issued. There is a limit of
two attempts to complete an IP course (i.e. If a student earns an IP in a course, he/she will need to reregister for the
course and will have one additional semester to finish the incomplete assignments so that a course grade can be
issued for the subsequent term.)

S (Satisfactory) - A grade of "S" indicates that the student has successfully mastered all of the course competencies
and is reserved for learning support /remedial classes only. A grade of "S" carries no quality points, but institutional
credit hours for that course will be awarded to the student.

TR (Transfer Credit) - Indicates that the specific course was taken at an accredited postsecondary institution. For TR
credit to be awarded, an official transcript from that institution must be provided to CGTC's Registrar Office for review.
Academic credit is awarded but not calculated into the GPA. Transfer credit grades may be used for the purpose of
calculating selection GPAs for select competitive programs.

U (Unsatisfactory) - A grade of "U" indicates that the student did not master all of the course competencies and is
reserved for learning support/remedial classes only. A grade of "U" carries no quality points, but does factor into
course completion rate but institutional credit hours for that course will be awarded to the student.

W (Withdrawal) - This grade signifies that a student withdrew up to the published deadline. There is no academic
GPA penalty for "W" grades, but attempted credit hours count toward the student's course completion rate and may
affect academic status and financial aid.

WP (Withdrawal Passing) - This grade signifies that a student withdrew or was administratively withdrawn from the
class with a passing course average. A student may also be granted a WP grade through appeal due to extenuating
circumstances. There is no GPA penalty assigned for "WP" grades, but attempted credit hours count toward the
student's course completion rate and may affect academic status and financial aid.

WF (Withdrawal Failing) - This grade signifies that a student withdrew or was administratively withdrawn with a
failing grade. A WF is given to students under the following conditions: Student withdraws after the published
deadline with a failing average at the time of withdrawal; Student is administratively withdrawn for excessive
absences with a failing average at the time of withdrawal; or Student is administratively withdrawn for code of conduct
violation. This grade is calculated as a failing grade ("F") in the student's GPA and may affect academic status and
financial aid.

Work Ethics Grades

This grade is designated to evaluate student behavior, attendance, and related non-academic factors that constitute
good work habits. The work ethics grade is not calculated in the academic grade point average (GPA). Work Ethic
grade(s) will be printed on Student Transcripts. Prior to Summer semester 2000, the work ethics grade was indicated
by a letter grade of (A, B, C, D, F). The work ethics grade will appear to the right of the academic grade for an
occupational course only. The work ethics rating scale is: 3 — Exceeds expectations, 2 — Meets expectations, 1 —
Needs Improvement, 0 — Unacceptable

Academic Status

A student's cumulative Grade Point Average (GPA) will be calculated at the end of each semester based on the letter
grades A, B, C, D, or F, and the credit hours carried. Grade point averages will be rounded to the nearest hundredth
in determining the semester and the cumulative GPA. The following will establish status:

Good Standing

Academic good standing means that a student is eligible to enroll or re-enroll. To be in academic good standing, a
student must have a cumulative grade point average of 2.0 or higher, must successfully completed at least 67% of all
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coursework attempted and must complete his/her program of study within 150% of the published length of the
program measured in credit hours attempted.

Academic Warning

A student who earns a cumulative grade point average below a 2.00 or fails to successfully complete at least 67% of
the course work attempted will be placed on academic warning the next semester of enrollment and must appeal to
the Office of Student Affairs to regain financial aid eligibility.

Academic Probation

A student who earns a semester-based grade point average below a 2.00 or fails to successfully complete at least
67% of the course work attempted while enrolled on academic warning will be placed on academic probation for the
next semester of enrollment and must appeal to the Office of Student Affairs to regain financial aid eligibility.

Academic Suspension

A student who earns a semester-based grade point average below a 2.00 or fails to successfully complete at least
67% of the course work attempted while enrolled on academic probation will be suspended for one semester and is
no longer eligible to receive financial aid. Upon readmission, a student will be placed on academic probation for the
next semester enrolled. Students placed on academic suspension who have demonstrated Satisfactory Academic
Progress (SAP) in their most recent enrolled term have the right to appeal the suspension to the Vice President for
Academic Affairs and to request reinstatement of eligibility.

Satisfactory Academic Progress (SAP)

Students are considered to be making satisfactory academic progress if they are in good standing or on academic

warning. Any student who is receiving financial aid must maintain satisfactory progress to retain eligibility.
Students on academic probation are allowed to register for classes, but must appeal for financial aid reinstatement.
For more information on satisfactory academic progress and financial aid eligibility, please refer to the financial aid

section of the catalog.

Grade Point Average Computation

The grade point average (GPA) is a way of mathematically computing a student's academic performance. Grade
point average (GPA) is computed by dividing the total number of grade points earned by the total number of credit
hours attempted. To determine the total grade point for a specific course, multiply the grade value by the number of
credit hours for the course. For example, if you take a three credit hour course and receive a grade of "A", your total
grade points would be 12 (3 credit hours x 4 grade points = 12).

To figure your GPA for specific courses total the number of grade points for each course and then divide by the total
number of credit hours.

GRADE POINTS

A = 4 grade points
B = 3 grade points
C = 2 grade points
D =1 grade points
F = 0 grade points
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EXAMPLE:

Course Grade PGoriidtes Credit Hours TOtP"’:)Ii nGtrSade
ENGL 1010 B 3 X 3 X 9
MATH 1012 C 2 X 3 X 6
COMP 1000 A 4 X 3 X 12
Total Credits 9
Total Grade 27

Points Earned

To find the Grade Point Average: 27 (total grade points earned) is divided by 9 (total number of credit hours) = 3.00
GPA.

The symbols "I" (incomplete); "IP" (in progress); "W" (withdrawal); "WP" (withdrawal passing); "AC" (articulated
credit); "AU" (audit); and "EX" (credit by exam); do not have numerical equivalents and are not calculated in the
cumulative grade-point average. "TR" (transfer credit) is also not calculated in a student's institutional grade point
average but may be used for the purpose of calculating selection GPAs for select competitive programs.

Cumulative Grade Point Average

The cumulative grade point average reflects the student's total credit instructional activity and is recorded on the
student's permanent record. The cumulative grade point average is calculated after each semester to include the
current semester grade(s), and is used to determine academic standing and financial aid eligibility. The CGPA is not
affected by program of study, changes in the program of study, or student classification.

Graduation Grade Point Average

The Graduation Grade Point Average is calculated only on those courses required for graduation. When a course is
taken more than once, the final grade will be used in calculating the grade point average for graduation. A minimum
2.00 grade point average is required for graduation.

Honors Lists

President's Honor Roll

The President's Honor Roll is compiled each semester. To qualify, students must be in Academic Good Standing,
earn a semester-based grade point average of 4.0 with an earned course load of at least 12 credit hours for the
semester, with a work ethics grade of "2" or higher for each course completed.

Academic Honor Roll

The Academic Honor Roll is compiled each term. Students who attain a semester grade point average of 3.5 or
higher, a work ethics grade of "2" or higher for each course completed in which a work ethics grade is assigned and
are in Academic Good Standing are placed on the Academic Honor Roll. It is not necessary for a student to be
enrolled full-time in order to be placed on the Academic Honor Roll.

Graduation Information

To be eligible to graduate with a degree, diploma, and/or specified technical certificates of credit from Central Georgia
Technical College, a student must satisfactorily complete the program of study in which he/she is enrolled with a
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grade point average of 2.0; must satisfy the college's residency requirement that students complete at least 25% of
the coursework in their program of study at CGTC; and must have completed a high school diploma or GED. In the
final semester of the program of study, graduates must take the appropriate diploma or associate degree assessment
exam. (This exam is used for program assessment purposes only; the score does not affect graduation from the
college).

Applicants for graduation should complete the Application for Graduation when registering for the final semester of
classes. Degrees, diplomas, and certificates are not issued automatically. It is the student's responsibility to submit an
application for a degree, diploma, or technical certificate using the online Graduation Request Form located in the
Student Secure Area of the college's web site. A graduation fee is required at the time of submission of the
graduation petition. This fee is non-refundable. The ACT Work Keys (Georgia Work Ready) test must be completed
prior to receiving the degree or diploma.

A student's academic record will be evaluated by their faculty advisor and the Registrar for any and all credentials
earned to determine if graduation requirements have been met. If a student's enrollment has not been continuous
since initial matriculation and more than one academic term has passed since their last enrollment and matriculation
to the college, his/her record will be evaluated for graduation based on the catalog in effect at the time of
readmission. A graduation request decision may be appealed in writing to the Vice President for Academic Affairs if
extenuating circumstances exist.

It is the student's responsibility to submit an application for a degree, diploma, or technical certificate using the
online Graduation Request Form upon completion of his/her instructional program. Degrees, diplomas, and
certificates are not issued automatically. The Graduation Request Form may be found by logging into the Student
Secure Area of the college's web site.

A graduation fee is required at the time of submission of the graduation petition. This fee is non-refundable.

Graduation Ceremony

Central Georgia Technical College will hold a graduation ceremony for all diploma and degree graduates at least
once each academic year. Prospective graduates must meet all requirements of their program. An online gradation
application indicating they wish to participate must be submitted at least one month prior to the ceremony. In addition,
Regalia will only be ordered for graduates indicating they wish to participate. Graduates are required to wear
appropriate academic regalia. This includes a cap, gown and tassel. All graduates will receive a proxy
diploma/degree at the graduation ceremony. Official diplomas/degrees will be mailed to the address indicated on the
graduation application within eight to ten weeks after the end of each semester. Diplomas will be issued only after all
academic and financial obligations have been met. There is a $35 non-refundable fee that is assessed to all
graduates regardless of ceremony participation. Questions regarding graduation may be posed to the Registrar's
Office.

Honor Graduate

Any student who has a graduate grade point average of 3.5 or above will be named an Honor Graduate and shall be
recognized as such during the graduation ceremony.

Academic Policies

Academic Advisement

Central Georgia Technical College supports a comprehensive advisement system and considers it to be an integral
part of the educational process. It is a continuing interaction between advisee and advisor in exploring life goals,
career/educational goals, selecting educational programs and scheduling classes. Upon entering CGTC, each
student is assigned a faculty advisor to assist him/her in selecting appropriate courses of study and to supervise
his/her academic progress while enrolled in a degree, diploma, or technical certificate program. Additionally, Student
Affairs advisors provide needed advisement each semester to students. It is the student's responsibility, however, to
be aware of courses required for graduation/completion of the chosen major, to meet all graduation/completion
requirements, and to complete the registration process each semester.
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Academic Misconduct

Central Georgia Technical College considers academic integrity an integral part of the learning environment and
expects all members of the college community to conduct themselves professionally and with honesty and integrity.
Any infraction of this policy is detrimental to the students' education and the integrity of the college. Cases of
academic misconduct that are strictly forbidden include:

e Plagiarizing any assignment or part of an assignment. Plagiarizing means to use someone else's ideas or
words as one's own, without giving appropriate credit using quotation marks, if necessary, and citing the
source(s).

e Using unauthorized notes or equipment (programmable calculator, PDA, cell phone, etc.) during an
examination.

e Stealing an examination or using a stolen examination for any purpose.

e Allowing another student to have access to your work, thereby enabling that student to represent the work
as his/her own.

e Having someone else take a quiz or exam in one's place, taking an exam for someone else, assisting
someone in any way during a quiz or exam, or using any unauthorized electronic device or other
unauthorized method of support during a quiz or exam.

e  Falsifying or fabricating information such as data for a lab report.

e Falsifying a patient's medical record, a student's clinical record, or any other student record, including a
record of attendance.

e Using or copying another person's electronic file or copying any electronic information or computer program.
e  Other forms of cheating or misconduct are forbidden, even if not listed here specifically.

Unless otherwise stated in the course syllabus and/or program handbook, students caught in actions of academic
misconduct will, on the first offense, be given a grade of zero (0) on the exam or assignment. On the second offense
students will be dismissed from class and assigned a grade of "WF" (Withdrawal Failing) for the course. Repeated
offenses should be referred to the appropriate administrator for further disciplinary action, which may include
suspension from the college. Suspension is hereby defined to mean the denial to a student of the right to attend
Central Georgia Technical College for a minimum of one semester.

Academic Reinstatement

To be reinstated following the dismissal or suspension period, a student must submit a readmission application at the
beginning of any term. Following an academic suspension, reinstated students will be referred for academic and
career counseling and will be subject to the specific academic requirements of their program. Students reapplying for
admission after their program curriculum has changed will normally be required to meet the requirements of the new
curriculum.

NOTE: Students enrolled in Health Science programs should refer to the specific academic requirements for
the Health Science programs in the Health Science section of the CGTC Catalog.

Advanced Placement

Advanced placement allows a student to receive course credit based on previous training and education or
experience determined equivalent to courses offered at Central Georgia Technical College. Advanced placement
includes:

Transfer Credit
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See Transfer Students and Transfer Student Admission requirements.

Credit by Course Competency Exam

Upon request and approval, a competency exam may be administered to a student to determine if the student has
already gained mastery of the course competencies. Courses may be exempted through competency testing or
nationally normed exams such as College Level Examination Program (CLEP), Proficiency Examination Program
(PEP) and Advanced Placement Examination of the College Entrance Examination Board. Institutional exemption
exams for demonstrating written and/or performance mastery are available within the instructional programs for
certain courses. The cost for the exemption examination is 25% of tuition and must be paid prior to attempting the
exam. Some exemption examinations will also require the student to buy specific testing materials. Students should
contact the Business Office to make payment for the exam.

The student must:

1. Present evidence to indicate that past education, training and/or work experience has been acquired and
was similar to that in the course being challenged,

2.  Submit a request to the course instructor to attempt competency exam no later than the end of the drop/add
period of the semester in which the course to be exempted has been scheduled,

3. Register and pay the exemption fee for the course which he/she is attempting to exempt.

4. Earn a score of 70 or higher on the exam to receive course credit.

If a student has previously attempted, audited, failed, or withdrawn from a course after the drop/add period at CGTC,
the student cannot receive credit for that course by exemption examination. The student will be allowed only one
exemption attempt per course. 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.

If a student exempts a course, credit is given but no grade points are calculated for that course. Exemption credit
earned is considered toward total hours earned but does not count toward hours carried for the semester. Course
exemption may affect the full-time status of a student. A student may exempt no more than 75 percent of the program
course work in order to be eligible for a CGTC degree, diploma, or technical certificate.

Students are responsible for the cost of the exempted classes and financial aid is not available for exempted
courses.

*Students enrolled in Health Technology programs should refer to the specific academic requirements and
transfer policies for the Health Technology programs in the Health Technology section of the CGTC Catalog.

Attendance

CGTC educates students for direct entry into the labor market. Therefore, CGTC stresses regular school attendance
and evaluates attendance and punctuality as part of the Work Ethics grade for each occupational credit course.

Attendance Requirements

The educational programs at Central Georgia Technical College reflect those requirements and standards that are
necessary for future successful employment in business and industry. Employers expect their employees to be
present and to be on time for work each and every day. Likewise, CGTC expects each student to be present and to
be on time each and every day for all classes. Documented absences for military duty, jury duty, and/or observed
religious holidays are excused. Students absent from class for any reason are still responsible for all work missed.
Students should enroll only in those classes that they can reasonably expect to attend on a regular basis.

Instructors have both the right and the responsibility to develop reasonable attendance policies appropriate to the
type, level, delivery method, and frequency of class meetings for their course; to communicate the policies to
students clearly and to apply the policies fairly and consistently to all enrolled students. Specific attendance
requirements are established by each program area and are outlined in the course syllabus.
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NOTE: To remain on the class roster, all enrolled day students are required to attend at least one of the first two days
of class to maintain assurance of enroliment for any assigned class. All evening students are required to attend the
first evening or night of class to maintain assurance of enrollment for any initial assigned class. All online students
must submit their first assignment within the first week of the course. Students not meeting attendance verification
requirements may be dropped from the class.

Attendance for Online Delivery

In the online classroom environment, attendance is demonstrated through active participation. Online students must
complete an academically related activity each week to be considered actively participating. Simply logging into an
online class is not considered being active and does not count toward attendance.

Attendance Records

The official record of attendance for all students in a class is maintained by the course instructor. It is the official
record in all matters pertaining to entrance, attendance, and completion.

Attendance Dismissal

At any time during the semester, faculty may identify students who have stopped attending. Any student who fails to
attend a course for fourteen (14) consecutive calendar days or who violates the respective course attendance policy
may be administratively withdrawn from a course. Students submitted as "stopped attending” will be dismissed from
the class for which they exceeded the attendance policy and will receive a grade of "WP" (withdrawal passing) or
"WF" (withdrawal failing), based on the student's course average at the last date of attendance. This policy applies to
all students regardless of delivery method. Re-entry into the College will vary according to the nature of the
instructional program. The cause of the excessive absenteeism should be resolved prior to re-entry.

Auditing a Course

A student who wishes to register for a credit course for no credit may register to audit the course and will be accepted
on a space availability basis. Some courses may require documentation from the potential student's employer or
evidence of previous postsecondary training before approval for audit may be granted. Courses taken on an audit
basis are non-credit and will not be used for certification for financial aid, WIA, Social Security, or Veterans
Administration educational benefits. A student who audits a course cannot take an advanced standing or credit
examination and receive credit for the audited course. An audit grade may not be changed later to a credit grade.
Students auditing a course(s) must pay the regular enroliment fees. Anyone auditing must attend class observing all
academic policies and procedures. Approval to audit a course must be obtained from the Director of Admissions and
the respective Academic Affairs Dean or designated administrator.

Class Cancellation

Courses are offered when enrollment and instructor availability make it feasible. Courses are subject to cancellation
without prior notice. Every course is not offered every semester at any and/or all locations.

Course Expiration

Central Georgia Technical College has an expiration date on certain courses to ensure that our graduates are current
in their chosen field of study. Courses transferred into CGTC from another accredited postsecondary institution must
meet Registrar guidelines outlined in the Student Affairs (transfer students) section of the CGTC Catalog. For
courses taken at the College, unless otherwise stated, the following time limits apply: Computer Information Systems
(all CIST and COMP 1000 courses) - 5 years; all other occupational program courses - 10 years. General education
courses do not have an expiration date. Exceptions include time limits as published for competitive health program
selection. Expired courses must be retaken or exempted through Credit by Examination. Not all courses can be
exempted. See Credit by Examination (Exemption Exam) in the CGTC catalog for more information. In addition, at
the discretion of the program chair, students may be required to repeat coursework based on changes in the course
content and/or industry standards. Students may appeal course expiration decisions to the Office of Academic Affairs
for review by the appropriate Dean, in consultation with the Registrar.
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Course Load

Twelve or more credit hours per semester constitutes full-time student status. Students who take less than 12 credit
hours per semester are considered to be part-time. Most programs will require registering for a minimum of fifteen
(15) credit hours per term for timely completion of a program of study. A student attempting over 18 credit hours a
semester must receive prior approval from their faculty advisor before registering for those courses. Overload
approval will be granted only to students with a 3.0 GPA or higher, who have demonstrated satisfactory academic
status in their previously attended term, and who have completed all learning support requirements.

Course Progression

The Technical College System of Georgia has mandated the sequence of some courses in each program. These
courses are identified in the course descriptions as prerequisite or co-requisite. A course identified as prerequisite
must be successfully completed with a grade of C or better prior to taking certain courses. A course identified as co-
requisite may be taken in conjunction with other courses. The Course Description Section in the catalog identifies the
prerequisite and co-requisite courses for all courses offered. In addition, other requirements for taking each course
are identified. These requirements include program admission and provisional admission. Requests to waive
prerequisite and co-requisite course requirements must be submitted in writing to the Academic Affairs Dean in the
student's program major area.

Course Schedule

Students can access each term's schedule of diploma, degree, and technical certificate classes on the CGTC
website. Select the Current Students tab and then select Academic Affairs from the drop down menu. The link to
the Schedule of Classes is on the right side of the page.

Curriculum Changes

Central Georgia Technical College is continuously updating and modifying instructional programs to stay abreast of
the rapidly changing technologies in business and industry. Therefore, a curriculum may be changed while a student
is enrolled in a program. If this should occur, the presently enrolled student will not be penalized, nor will the length of
the program be extended for the student because of a curriculum change. However, the student will be converted to
the new curriculum standards at the beginning of a new phase of training, course or semester, whichever is
appropriate for the particular program.

Students who do not maintain continuous semester enrollment will re-enter the College under the most recent
curriculum for their program of study.

Declaration of a Major

A declaration of major is required on the Admission Application to ensure that the student's occupational goals and
objectives can be met by the institution. Students may make a program change prior to enroliment without it counting
as a program change. The student's admission status is determined by the major selected and the admission
requirements for that major.

Dual Majors

The opportunity to pursue a double major is available to students enrolled in programs in which there is a common
core curriculum. All requirements for each selected programs, as listed in the catalog, must be satisfied in order for a
student to receive both awards.

Faculty Office Hours

All faculty (full-time and part-time adjunct) teaching technical certificate, diploma, and degree courses have
advertised hours for providing assistance to students, academic advisement, counseling, and other appropriate
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services. Students seeking access to faculty should consult their course syllabi for available office hours or check the
hours posted on office and/or classroom doors.

Grade Appeals

After informally attempting to have concerns resolved, a student may appeal a final grade or other academic decision
in accordance with the policy outlined below. The procedures below relate to Academic appeals only. Procedures for
submitting appeals for financial aid reinstatement can be found in the financial aid section of this catalog. Issues
related to unfair or poor treatment of students should be addressed to the Executive Director of Conduct, Appeals,
and Compliance following the Student Grievance Procedures outlined in this catalog.

Absent extraordinary circumstances, the appeal must be filed, in writing, within one semester from the date the
disputed grade was issued or other action complained of occurred. *The college reserves the right to refuse
consideration of appeals initiated more than one calendar year following the time that the dispute arose or
the disputed grade was issued.

Appeals concerning the construction or administration of laws, policies, standards or procedures related to the
operation of this institution shall follow the procedures outlined below. Any Central Georgia Technical College
employee engaged in counseling or advising students concerning the appeals process will comply with the provisions
contained in this policy.

Procedures for Grade and Other Academic Appeals

If the student is appealing a final course grade, it is recommended that a student initially discuss their final course
grade with the instructor who assigned the grade. If no solution to the concern is reached, a student has the right to
file a written request for review in accordance with the policy outlined below.

1. Appeals should be addressed in writing, using the Request for Appeal Form, available online or through any
campus Academic Affairs Office. The appeal will be forwarded to the appropriate Academic Affairs Dean or other
administrator who has the authority to resolve the matter. The appropriate administrator will resolve the complaint
within twenty (20) business days, notify the student of the decision in writing, and provide a copy of the record to the
appropriate Academic Affairs Office.

2. If the student is not satisfied with the resolution, the student may appeal the adjudication to the Assistant Vice
President for Academic Affairs. The appeal must be in writing and be filed within ten (10) business days from the time
the student has been notified of the earlier appeal decision. The written statement should clearly outline the student's
concerns with the appeal decision and make a supported case for the requested resolution. The Assistant Vice
President for Academic Affairs will resolve the complaint in a timely manner, in writing, making a record of the
complaint, the resolution, and the process to adjudicate the matter.

3. The final level of appeal is through the Vice President for Academic Affairs following the same procedure outlined
in #2 above. The decision of the Vice President for Academic Affairs shall be final.

NOTE: Communication of the results of the appeal will be provided to the student through their CGTC assigned and
provided email address. Date requirements as outlined in this policy will be based on the date the written appeal is
submitted by the student and the emailed decision is sent to the student by the appeal reviewing administrator.

Students in programs or courses directed by prerequisite courses may continue the next course in the
sequence at their own risk. If a failing grade is not changed, the student must retake the class, if needed for
completion of their program of study and must withdraw from the course requiring the pre-requisite. Tuition
and/or fee refunds will be given only within the guidelines governing refunds.

Grade Change

The official grade change period is the first ten school days of the next semester following when the course grade in
guestion was awarded. If a student has a course grade in question, they should see the appropriate course instructor
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or refer to the Grade Appeal procedures in the catalog. If a grade change is warranted, the course instructor or
designated Academic Affairs administrator will submit the official Grade Change Form to the Registrar's Office.

Live Work Projects

Live work projects are approved for providing realistic training for students according to the guidelines of the
Academic Affairs Projects Policy. Under this policy, college personnel and students may have personal property
repaired in those programs and departments conducting live work. All live work must be approved by the instructor in
the program or department where the live work is to be done. Appropriate paperwork must be completed.

All live work services will be charged according to the service rendered. Seeking or performing live work must not
interfere with the instructional program. All live work is done by students for the purpose of learning. No guarantee,
either actual or implied, is furnished on live work. CGTC is not responsible for loss or damage to property.

Practicum, Internship, Co-Op and Clinical Courses

Practicum, Internships, Co-op and Clinical courses provide valuable experiential learning opportunities for students to
satisfy the credit requirements of a given program. In order to receive academic credit, the experience must be in an
approved site and in the career field for which the student has trained. Students are required to meet all hour
requirements for the duration of the approved work experience; to dress according to the standards set by the
affiliating agency; and to abide by the regulations of the affiliating agency. Failure to meet any of these guidelines
may result in a failing grade or withdrawal from the work experience.

Practicum, Internship, Co-Op and Clinical Courses Travel

Students enrolled in off-campus practicum, internship, externship, co-op or clinical courses will be required to travel to
businesses, industries, and hospitals. All travel arrangements and costs must be provided by the student.

Practicum, Internship, Co-op and Clinical Courses Pay

The employer is under no obligation to pay the student wages or to offer the student a permanent position after the
work experience has been completed.

Program Change

Students wishing to change their major must submit a Request for Program Change form which is available in the
Admissions/Student Affairs Office. Students are only allowed one program change per semester; therefore the
student should consult with a program advisor and financial aid to ensure they are making the best possible choice.
Courses previously satisfactorily completed, which are applicable to the new major, will be utilized. A change of major
may impact the length of time required to meet program requirements. Students must meet the academic criteria for
the new program requested and/or meet any Learning Support requirement(s) for the new program of study.
Financial Aid recipients' eligibility and award may be affected by a program/major change. When students have
completed or graduated from a program, and they wish to enroll in another major, they are required to complete a
readmission application. Program changes must be submitted prior to registration, and are allowed until the fifth day
of the semester.

Program Regulations

Specific programs of study may have written rules and regulations affecting its activities. Each student will be issued
a copy of these regulations during the program orientation. Students should be thoroughly familiar with the program
regulations and the school catalog. Regulations contained in both documents are set forth to guide students in their
daily activities while at CGTC.

Repeating a Course
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To meet academic requirements, a student may be required to repeat a course. With faculty advisor approval,
students may repeat a course to improve their background in a subject area, raise their GPA for graduation, better
position themselves for competitive program selection, or ensure transferability of courses completed. A student who
unsuccessfully attempts a course two times may not be allowed to repeat the course without prior approval from the
designated Academic Affairs Dean. A student has two opportunities to pass any one level of Learning Support. If the
student does not satisfactorily complete the course in two semesters, the student is referred to the Academic
Success Center. A student who unsuccessfully attempts a course online may not re-register for the same online
course without prior approval from the faculty advisor or other program administrator.

Withdrawal and Dropping Courses

To withdraw from one or more courses, the student must complete an official withdrawal form in the Admission's
Office. Following this procedure protects the student's privileges of readmission and transferring credits to another
institution. Any student who withdraws from CGTC without submitting an official withdrawal form does so at the risk of
having future Registration privileges withdrawn and receiving failing grades. Students who officially withdraw from the
College may be entitled to a refund based upon the refund policy. Excessive withdrawals may penalize a student's
academic standing at the College and may also affect a student's financial aid status. Students who have voluntarily
withdrawn and those who were dropped or terminated by the College must reapply if they wish to return.
Readmission to a program will be granted under current curriculum requirements. Withdrawal from any course in a
Health Technology program at any level may affect progression in the chosen program.

Withdrawal Deadlines

Any student who registers for a course must either complete the course requirements or officially withdraw. A
student should not assume that non-attendance constitutes official withdrawal.

A withdrawal or course drop made during the designated drop/add period as indicated on the official College calendar
will incur no academic penalty or tuition/fee charges. For withdrawals after the official drop/add period shown on the
College calendar, full tuition and fees will be assessed. A student who officially withdraws from a course by the official
withdrawal date is assigned a grade of W. A student who withdraws after the published deadline or discontinues
attending a course will be assigned a grade of either WP or WF, based on the student's average in the course at the
time of withdrawal. Refer to the "Grading System" section regarding GPA and course attempt details.
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Admission and Registration

Central Georgia Technical College Application for Admissions is online at: www.centralgatech.edu. Program
information, admission requirements and semester start dates and deadlines are posted on the college website.
Additionally, a paper application, admission and program information are available at any of the College’s locations.

CGTC Warner Robins Campus

80 Cohen Walker Drive

Warner Robins, GA 31088

(478) 988-6800

Toll Free 1-866-430-0135

(outside local calling area)

e-mail: admissionsoffice@centralgatech.edu

CGTC-Milledgeville Campus
54 Highway 22 West
Milledgeville, GA 31061

(478) 445-2303

CGTC Jones County Center
161 West Clinton Street
Gray, GA 31032

(478) 986-4370

CGTC Putnam County Center
580 James Marshall Bypass
Eatonton, GA 31024

(706) 923-5000

CGTC Macon Campus
3300 Macon Tech Drive
Macon, GA 31206
(478) 757-3403

CGTC Crawford County Center
640 GA Highway 128

Roberta, GA 31078

(478) 836-6001

CGTC Monroe County Center
25-A Brooklyn Avenue

Forsyth, GA 31029

(478) 992-2717

CGTC Sam Way, Sr. Hawkinsville Workforce
Development Center

243 Warner Robins Highway

Hawkinsville, GA 31036

(478) 783-3017

Central Georgia Technical College Admissions Policy

The admissions policy and procedures related to the Technical College System of Georgia assure the citizens of
Georgia equal access to the opportunity to develop the knowledge, skills, and attitudes necessary for them to secure
personally satisfying and socially productive employment. By design and implementation, the policy and procedures
governing admission to Central Georgia Technical College will:

Be nondiscriminatory to any eligible applicant regardless of sex, race, color, national origin, age, or disability,

1.
2. Increase prospective students’ opportunities,
3

Guide the implementation of all activities related to admissions to the colleges and their programs; to
students' financial aid; and to the recruitment, placement, and retention of students,
4. Complement the instructional programs of Central Georgia Technical College.

Admissions Requirements

A. Eligible Applicants

All students must be at least 16 years of age at the time of application to Central Georgia Technical College
(exceptions may be granted by the President of CGTC). Dental Assisting, Dental Hygiene, Medical
Assisting, Practical Nursing, Surgical Technology and Technical Studies applicants must be at least 17 at
the time of application; applicants for the Radiologic Technology program must be 18.

B. Education

1. A General Educational Development (GED®) diploma or high school diploma (verified by an official
transcript including graduation date and diploma type) will be required for admission to Central
Georgia Technical College unless otherwise specified by the program's standards. In order to be
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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.

2. Applicants who have successfully completed (C or better) a minimum of 30 semester or 45 quarter
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.

3. Home school 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.

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

a. Submit a Certificate of Attendance form from the local superintendent's office or Georgia
Department of Education 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.

b. 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.

5. 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:

a. 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.

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

6. The High School/GED diploma requirement is waived for students dually enrolled or jointly enrolled
high school or adult education programs with Central Georgia Technical College.

C. Assessment

1. The ability of a student to succeed in a program at Central Georgia Technical College is greatly
determined by the math and language skills possessed by that student. Central Georgia Technical
College is committed to assisting each student to achieve at their maximum potential. All students
applying for diploma, degree, and certificate programs must be assessed prior to acceptance to a
program of study at Central Georgia Technical College. Students will then be admitted in
accordance with the academic standards applicable to that program.

2. Students applying for degree and diploma programs and most certificate programs are required to
submit scores earned on the ASSET or COMPASS admissions test, SAT, ACT or CPE scores
obtained within the past five years. The placement test is administered regularly at Central Georgia
Technical College.

3. Official transcripts from a regionally or nationally accredited post-secondary institution recognized
by the United States 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.

D. Categories of Admissions
Minimum admissions requirements are established for each program.

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

1. Regular Status
Students who meet all requirements for admission into a selected program and are eligible to take
all courses in the program curriculum are granted regular admission status.
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2. Provisional Status
Students who do not meet all requirements for regular admission into a selected program are
granted provisional admission status. Provisionally admitted students may take learning support
classes, and certain specified occupational courses as long as class pre- and co- requisites are
satisfied.

All certificate, diploma, and associate degree program students initially admitted on a provisional
basis must have satisfactorily completed the necessary prerequisite and learning support course
work in order to progress the curriculum. Students in this category may be required to complete a
college success course.

3. Special Admit Status (Non-credential seeking)
Applicants who wish to take credit coursework, but are not seeking a certificate, diploma, or
associate degree are granted Special Admit status.

E. Student Types
1. Returning Students

a. Students desiring to re-enter Central Georgia Technical College after a term of non-
enrollment must reapply for admission through the Admission Office. Students applying to
return must complete a Student Re-Entry Form indicating the program of study, term of re-
entry, and any applicable changes to their personal data such as name, address and/or
phone number. To receive credit for any coursework completed at another institution while
not enrolled at Central Georgia Technical College, students must provide official
transcripts documenting courses completed. Students should verify their financial aid
eligibility through the Financial Aid Office.

b. Students dismissed or suspended from Central Georgia Technical College may apply to
re-enter at the beginning of any term following the dismissal or suspension period.
Reapplication does not mandate acceptance. Students reapplying for admission after their
program curriculum has changed will normally be required to meet the requirements of the
new curriculum.

2. Transient Students

A student in good academic standing at another accredited institution may be permitted to enroll as
a transient student at Central Georgia Technical College in order to complete work that will be
transferred to the home institution.

a. Students must submit an application for transient admissions through either Central
Georgia Technical College or the Georgia Virtual Technical Connection.

b. Students must submit a Transient Agreement Letter from their home institution. The
Transient Agreement Letter should verify that the student is in good standing and should
list the courses the student is eligible to take.

c. Transient Students must pay all Central Georgia Technical College fees. However,
students whose Transient Agreement is from another college within the Technical College
System of Georgia and the form indicates they are also currently enrolled at their home
college during the same term, that student is not required to pay the Technology Fee at
Central Georgia Technical College.

d. Transient students must submit a Request for Transcripts form at the end of the term to
have their grade sent back to their home institution.

e. A current Transient Agreement Letter is required for each term of enrollment.

3. Transfer Students

Applicants to Central Georgia Technical College who have previously been enrolled at another
accredited post-secondary institution will be considered for admission. Applicants must meet all
admissions requirements of the program for which they are applying
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Transfer students may receive advanced placement based on coursework successfully
completed (grade of "C" or higher) at the previous institution(s) that is essentially the same
in content as those required for the program of study at Central Georgia Technical
College. Official transcripts must be provided for any courses and any institution for which
transfer credit is requested.

Transfer students will be admitted as program ready or provisional based on the
coursework completed at the previous institution. Transfer students will be admitted in
good academic standing upon their initial semester if their standing at the previous
institution was good standing. In all other cases, they will be admitted on academic
probation. To obtain good academic standing, transfer students must satisfy the
conditions of Central Georgia Technical College's academic progress policy.

All courses, other than general education core courses, must have been within the past
five years from the date of admission and be approved by the Registrar. Based on certain
program criteria, other course time limits may apply.

A maximum of seventy-five percent (75%) of program course work may be transferred
from other institutions.

The Registrar's Office will award transfer credit for applicable courses and may consult
with appropriate faculty in the final decision of transfer credit. Students wishing to transfer
credit must complete a Request for Transfer Credit Evaluation form with the Registrar's
Office.

CGTC may award course credit for non-collegiate sponsored instruction (e.g., military
training, corporate training, and standard industry certification/training/licensing). Students
must provide official transcripts, test scores, certificates, and/or licenses as appropriate.
Any credit awards will be granted in compliance with generally accepted guidelines such
as those established by the American Council on Education (ACE) and in consultation
with appropriate program faculty. As a 170 FAR part 147 Aviation Maintenance Technician
Program, CGTC may award transfer credit for certain Aviation Maintenance courses
based on presentation of official Federal Aviation Administration (FAA) license. Credit may
only be awarded based on training experience that meets required competencies of
courses offered at MGTC. Testing (written and/or performance) may be required. Students
with questions regarding awarding of credit should contact the Registrar's office.

4. International Students

Applicants to Central Georgia Technical College from foreign countries who need issuance of a
student VISA I-20 M-N to obtain or change their immigrant status to student must:

a.

NOTE:

Submit a completed application for admission, along with the $20 non-refundable
application fee.

Submit an official English translation and evaluation of secondary and any post-secondary
(if applicable) transcripts. See the Admissions Office for a list of acceptable agencies for
foreign transcript evaluation.

Submit scores earned on the ASSET or COMPASS admissions test, SAT, ACT or CPE
scores obtained within the past five years. The placement test is administered regularly at
Central Georgia Technical College.

Submit copy of 1-94, VISA, and passport.

International students must provide an affidavit of support documenting sufficient funds to
finance their education, living expenses and other associated costs of their education.
International students must pay four times the tuition of the in- state rate.

International students do not qualify for any type of financial aid.

International students are not eligible to be employed outside of the College while on a
student VISA, unless it is a campus job.

International students are required to enroll full-time (12 semester hours) each semester
of attendance.
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5.

=  Enrolled international students must contact the International Admissions Coordinator
each semester to confirm their attendance.

=  Enrolled international students must contact the International Students Office before
withdrawing from classes, the College or leaving the country.

International students must begin the application process 30-60 days prior to the
semester for which they plan to enroll. International students must assume the
responsibility to communicate any difficulties in their studies at CGTC to the
Director of Admissions or his/her designee. All inquiries should be directed to the
International Students Office. Foreign Students are charged tuition that is four
times the rate of in-state Georgia residents.

Special Admit Students (Non-credential seeking)

Applicants who wish to take credit coursework, but are not seeking a certificate, diploma,
or associate degree are granted Special Admit status. The following specifics define the
parameters of this status:

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

b. Should adhere to the specific institutional prerequisite requirements when selecting
courses.

c. Will not be eligible for any financial aid.
d. International students may not be admitted under Special Admit status.
e. Students on academic suspension may not be admitted under Special Admit status.

f.  May apply up to a maximum of 25 quarter or 17 semester credit hours into a specific
program for credential seeking purposes after achieving regular admit status. Should a
Special Admit student decide to pursue a program, he/she will be classified as a transfer
student and must meet the requirements set forth in the catalog. The number of hours
taken as a Special Admit student in no way waives the requirements of the regular
admission process.

Pre-Release Training Students

CGTC offers a limited number of technical certificates of credit programs through an interagency
agreement between the College and the Georgia Department of Corrections (GDC). Admission
requirements are established for these programs in order to maintain and promote a quality
educational experience for each student. Program participation requires a high school diploma or
GED, a minimum TABE assessment of 8.0 and an acceptable inmate disciplinary history (no
disciplinary report within the past 12 months). All students are also SAGE tested to determine what
path the inmate is to follow. The programs are intended to reduce inmate recidivism and enhance
post- release employability. Therefore, these technical certificates of credit are terminal and are not
designed to transfer into any of the College's diploma or degree programs. These programs are not
eligible for Title IV federal financial aid or HOPE grants.

High School Students
High school students have the opportunity to earn college credit now through a variety of options:
Dual Technical Credit (HOPE GRANT)

The Dual Technical Credit offers high school student the opportunity to earn both college
credit and high school credit toward graduation. Student may take technical courses within
a technical certificate of credit (TCC) or diploma program. Core academic courses may
not be taken under the Dual Technical Credit program. To cover the cost of the Dual
Technical — HOPE option, students may qualify for the HOPE Grant which pays 90% of
tuition.

a. Dual Academic Credit (Accel)
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The Dual Academic Credit (Accel) program provides high school students with the
opportunity to earn both college associate degree-level credit and high school credit for
academic courses. Dual Academic Credit (Accel) Course Directory has been updated and
is now available on GACollege411.org. This directory contains the high school courses
and the college equivalents for the Dual Academic Credit program. When a course has
been successfully completed, students can earn both college degree level credit and high
school units toward graduation. Eligible students are awarded the Accel Award.

Joint Enrollment

High school students can take courses at Central Georgia Technical College through Joint
Enrollment. Students receive college credit only for Joint Enroliment. Students may qualify
for the HOPE Grand which pays 90% of tuition.

Move On When Ready

Move On When Ready (MOWR) provides opportunities for high school junior and seniors
to enroll full-time in post-secondary institutions to earn both high school and college credit
simultaneously. Funding for MOWR is provided through the high school full-time
equivalent (FTE) program count. Students are eligible to participate in MOWR if they are
entering 11th or 12th grade, as determined by the local school system, and spent the prior
year in attendance at a public high school in Georgia. Participating students must have
been enrolled for funding purposes during the preceding October and March FTE program
counts. Students who meet these qualifications can apply to Central Georgia Technical
College for admission. Students seeking to enroll under MOWR must meet the admissions
requirements as set by the College. Once admitted, the participating student will take all
coursework at or through Central Georgia Technical College or online courses approved
by the Georgia Department of Education.

Private High School Students

Students attending an accredited private school are eligible for Joint Enroliment under the
regular college admissions requirements. The private school's accreditation must be
approved by the Technical College System of Georgia. A private school student could
enroll as a Dual Technical Credit student, if the private school agrees to offer high school
credit for the CGTC course that the student completes. Private school students could be
eligible for Articulated Course Credit if a signed articulation course agreement with CGTC
is in place for the high school course and the student meets all of the requirements for
articulated course credit.

Home School Students

Home school students are eligible for Joint Enroliment or Dual Enroliment if they met the
College's admissions requirements. For students not in a home study program that is
accredited by an agency specified in the approved list, the parent must furnish proof of
compliance with B.C. 20-2-690. Students who are enrolled in an accredited home study
program may be eligible for HOPE Grant (Dual Technical Credit) or ACCEL (Dual
Academic Credit) funds. Recognizing the uniqueness of each individual student, we
encourage home school students and parents to contact the Office of Student Affairs for
more information.

Program and Course Transfer Agreements

Central Georgia Technical College participates in cooperative programs with multiple colleges and

universities. Articulation Agreements apply to Associate Degree graduates from CGTC and allow those students to
receive transfer credit toward specific degrees at receiving institutions. The aim of these agreements is to allow our
students to transfer the knowledge they have gained at CGTC into programs at other institutions of higher learning.
Course Transfer is an agreement between Central Georgia Technical College and other Colleges and Universities to
accept specific courses that students have taken at CGTC as substitutes for courses required at those institutions.
For more information about these agreements, contact the Registrar at 478-218-3292.
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The Mini-Core agreement is an agreement between the Technical College System of Georgia and the University
System of Georgia. It guarantees the transfer of the courses from the BOR Transfer Chart (with a grade of C or
better) from any TCSG college to University System of Georgia colleges and universities.

Readmission Guidelines

Admission to Central Georgia Technical College is a multi-step process which consists of evaluation of prior
academic experience and assessment for post-secondary readiness of eligible applicants. All students applying for
diploma, degree, and certificate programs must be assessed prior to acceptance to a program of study at Central
Georgia Technical College. Students will then be admitted in accordance with the academic standards applicable to
that program. Admissions steps include:

1. Submit a completed application. Applications may be completed through the college web site at
www.centralgatech.edu or paper applications may be obtained from the Admissions Office. A $20 non-
refundable application fee must be submitted along with the completed application. Applications from
persons who do not actually enroll in Central Georgia Technical College will be maintained for one year from
the date of application.

2. Submit an official copy of high school transcript or GED transcript in either a sealed envelope from the
awarding authority or through an approved electronic verification system. A high school diploma/GED is
required for entrance into all associate degree, diploma, and most technical certificate of credit programs.
NOTE: Applicants who have successfully completed (C or better) a minimum of 30 semester or 45 quarter
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.

3. Submit an official copy of all post-secondary transcripts in either a sealed envelope from awarding authority
or through an approved electronic verification system. Official post-secondary transcripts are required in
order to receive transfer credit and for financial aid purposes.

4. Students applying for degree and diploma programs and most certificate programs are required to submit
scores earned on the ASSET or COMPASS admissions test, SAT, ACT or CPE scores obtained within the
past five years. The placement test is administered regularly at Central Georgia Technical College.

5. For alist of the technical certificate programs that do not require a high school diploma or GED to enter,
contact the Admissions Office. Be advised that a high school diploma or GED must be earned prior to
graduation from an approved technical certificate program. Prior to graduation from CGTC, all students must
have documented graduation from high school or the equivalent.

6. Upon admission to Central Georgia Technical College, all new students should attend a college orientation.

Admissions Procedures

1. Students who have not attended CGTC for over one academic year must submit an Application for Re-
Admission as a returning student.

2. Students re-entering after meeting conditions of suspension will re-enter on Academic Probation.

3. Students are not eligible for readmission until the conditions of their suspension have been met. The
suspension period is based on the academic grade point average and satisfactory academic progress.

4. Students who are readmitted to the college with a cumulative grade point average less than 2.00 or who
have a satisfactory completion rate of less than 67% of course work attempted will reenter on Academic
Probation.

5. Students returning after more than one semester must complete all entrance and curriculum requirements
posted in the most current catalog.

6. Based on certain program criteria, some courses exceeding the five year range may be given consideration
by the Registrar Office.

7. Students must provide official transcripts documenting courses completed to receive credit for any
coursework completed at another institution while not enrolled at CGTC.
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Transient Student Approval

Transient student status is available for current Central Georgia Technical College students wishing to attend another
accredited institution to complete courses for transfer back to CGTC. Students desiring to be approved for transient
study must have at least a 2.00 cumulative grade point average and in good standing. There are some program
specific courses that are not eligible for transient status. It is the students' responsibility to apply to the institution they
wish to attend as a transient student and have a transcript sent to CGTC at the end of the semester in order for the
grade to be issued as a transfer grade. Only grades of "C" or better are accepted as a transfer grade. Students
wishing to be authorized for transient study should complete a Transient Status Request Form that can be obtained
from the Registrar's Office.

Transient status must be approved by the Registrar's Office. If transient status is not approved, courses will not be
eligible to transfer in to a CGTC program of study.

Senior Citizens

Georgia residents 62 years of age or older may request a waiver of tuition charges for regular and institutional credit
courses. Mandatory fees, however, are not eligible for this waiver. This policy applies to regular and institutional
courses only. It does not apply to continuing education courses, noncredit 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 required in the college catalog and pay all fees other than tuition.

Non-Credit and Continuing Education

(See Economic Development and Continuing Education Section)

Health Technology Program Admission

Central Georgia Technical College's Health Technology programs are competitive in their acceptance. In addition to
placement test scores, allied health applicants must submit an official copy of their high school transcript or GED,
official copies of college transcripts (if appropriate), and proof of age. All of Central Georgia Technical College's allied
health programs have specific admission requirements in addition to the College's admission requirements. Program
admission packets are available on the College website, from program advisors, or the Admissions Office. The
program admission packets contain detailed information that relates to the requirements for admission to the program
of study. Students applying to any of the College's allied health programs should request an admissions packet
specific to their chosen program of study.

Refer to the specific selection process listed on the Registrar's Section of the CGTC website, Health Technology
Programs Competitive Selection Process Information link. Also, check the Registrar's Section for updates on
the Health Programs of Study with Criteria for Progression for information on starting terms, required courses, etc.

Students are subject to a background check based on the respective clinical/medical facility's requirements.
If the clinical/medical facility finds the student's background check to be unsatisfactory, the student will be
prohibited from participating in clinical activities and will be unable to complete their program of study.

College Assessment Requirement

Central Georgia Technical College requires all new applicants to submit appropriate test scores or transfer college
credits to determine program readiness.

To serve this purpose, the initial COMPASS test is a proctored exam and is offered free-of-charge once the
application fee is paid. COMPASS testing may be by appointment or during posted assessment hours at many of the
college's campuses. The COMPASS scores indicate areas of strength and areas requiring remediation. If scores are
not high enough for placement directly into the program of study, Learning Support coursework is required.

In lieu of COMPASS scores, applicants may submit official SAT, ACT or ASSET scores, provided these scores are
no more than 5 years old. Students with appropriate transfer credits in English and math from a regionally accredited
college may use those credits in lieu of taking the COMPASS. If an applicant's scores or transfer credits do not meet
the College's minimum program requirements for entry, he or she must take the COMPASS test.
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Compass Test: Evaluates incoming students' skill levels in Reading, Writing Skills and Math.

Retesting Policy: In an effort to improve COMPASS scores, students may retest one time per section. Retests must
be taken more than seven calendar days after the initial test.

Required Scores:

Associate of Applied Science Degree
COMPASS: Reading 79 | Writing 62 | Algebra 37
SAT: Critical Reading 450 | Math 440

ACT: Reading 17 | English 16 | Math 19

Diplomas

COMPASS: Reading 70 | Writing 32 | Pre Algebra 26 | Algebra 28
SAT: Critical Reading 430 | Math 400

ACT: Reading 13 | English 12 | Math 17

Student Orientation

All applicants will be informed concerning their admissions to CGTC and are advised of orientation and registration
procedures.

CGTC provides an orientation program to inform new and returning students on all areas of the College. This brief
session introduces students to the facilities, rules and policies, work ethics, programs of study, and student activities.
All students are responsible for information presented at orientation sessions. Guidance and counseling sessions are
provided to students upon request. This service is designed to help students make appropriate adjustments to the
College, instructional programs, and student services.

Registration Requirements and Procedures

Semester Registration for the upcoming semester opens at designated times on the College calendar of the current
semester. Students are encouraged to meet with an advisor and register promptly; in order, to secure the classes
needed, and to avoid the classes being closed/filled.

Basic Registration Steps:

e  Meet with an advisor to discuss: classes offered for the semester, courses required for the program of study,
and consider your schedule of time.

Receive your Registration PIN.
Register for advised classes on BannerWeb.
e Pay tuition and fees by the semester payment deadline.

Current Student Registration

Currently enrolled students are offered the first opportunity to meet with their advisor and register early for the
upcoming semester. Tuition and Fee payment or financial aid approval is due by the payment deadline.

Drop/Add

Students may drop courses through the third day of the semester through the BannerWeb Student System. Courses
dropped by the third day of the semester are not included on a student's academic history and no tuition and fee
charges are incurred. Courses may be added through the fifth day of the semester.

After the third day of semester a student may withdraw from a course or the college by completing and submitting the
online Withdrawal From to the Registrar's Office. Tuition and fees are charged for withdrawn courses and are
included on the student's academic history and noted with a “W” as Withdrawn. No refund of tuition and fees are
available for withdrawn courses. Please review the Academic Policies and Procedures section for additional
information on how dropping or adding a course or withdrawing from classes can affect your academic progression
and your financial aid.
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Recruitment and Retention

CGTC has a recruiting and retention plan which identifies activities to attract and retain students. Recruitment
activities include visits to area high schools, businesses, and community resources to discuss CGTC and assist
interested persons with admission. Recruitment activities of the College are supported by the Admissions, Early
Intervention Services, and Career Services Offices. Twenty-four hour access to admission materials is available on
the CGTC website. Retention activities include working with students who have absentee problems, furnishing tutorial
assistance, and making referrals for intervention.

Early Intervention Services

Early Intervention Services provides students a pathway to communicate needs and/or concerns that may be
prohibitive as they pursue completion of a program at the College. This office also provides for students who need
assistance with academic problems related to the College. The program helps students clarify educational and career
objectives and develop effective study skills and habits.

Advisement Services

The Office of Student Affairs offers Academic Advisement and Registration assistance for new students, including
assistance with program selection and available support services. Referral services are also offered to students
facing special challenges or personal difficulties.

Email Communication

Email is the official medium for communication with students at Central Georgia Technical College. Each registered
student is assigned an official email address by the college. Students are expected to maintain their accounts and
check their email regularly so that new mail will be properly received and read. Certain communications may be time-
critical. While students may redirect email from their official college email address to another address (e.g.,
@hotmail.com, @aol.com), the college is not responsible for the delivery of email by other service providers. Use of
student email accounts should be in accordance with appropriate conduct as described in the Student Handbook and
the Acceptable Computer and Internet Use policy. Any student who does not own a personal computer or who does
not have an Internet service provider may access his or her email account from the library or from other designated
computers at any of Central Georgia Technical College's locations.
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Financial Information

Tuition and Fees

All students are responsible for paying their tuition and fees with cash, check or credit/debit card, financial aid, third

party (employer, public agency or support program) or by any combination listed. Online credit card, debit card, and
check payments may be made via the CGTC website. However, all charges remain the responsibility of the student.
Students must have tuition and fees paid by the seventh business day of each semester. Students that have not paid
their tuition and fees will be purged (removed) from classes.

No transcripts, grades, applications, or attendance reports will be released for any student who has an outstanding

obligation to the College including tuition, fees, fines, institutional charges, returned checks, or academic obligations.

Credit Hour Tuition

©CoO~NOOUTr,WNPE

*Commercial Truck Driving tuition is $132/credit hour.

Required Student Fees per Semester

Athletic Fee

Instructional Technology Support Fee

Institutional Fee
Registration Fee

Student Activities

Student Accident Insurance

Note: HOPE does not pay for any fees.

Other Fees

Application for Admission (one-time
nonrefundable)

Late Registration Fee

Returned Check Fee

Parking Ticket

Replacement of Student ID
Replacement of Parking Tag

Exemption Examination

$89.00
$178.00
$267.00
$356.00
$445.00
$534.00
$623.00
$712.00
$801.00
$890.00
$979.00
$1,068.00
$1,157.00
$1,246.00
$1,335.00

$30.00
$105.00
$50.00
$40.00
$40.00
$4.00

$20.00

$45.00
$30.00
$5.00
$5.00
$5.00
25% of
tuition
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**Medical Liability Insurance (where required)

: $11.00
one-time charge
Graduation Application Fee $35.00
Diploma Replacement Fee $25.00
Retest Fee (for other colleges) $20.00

*EMT and Paramedic Technical Certificates of Credit have a medical liability insurance charge of $46.00.
Tuition/fees are subject to change at the beginning of any semester.

Non-resident student tuition is twice the amount charged to Georgia residents. International student tuition is four
times the amount charged to Georgia residents.

Application Fee

A non-refundable application fee of $20.00 is charged with the Application of Admission. The Application fee is a one-
time fee.

Late Registration Fee

A late registration period is provided at the beginning of each semester. A late registration fee of $45.00 may be
charged to students who register after official registration is completed.

Textbooks and Materials

It is recommended that students purchase required books, tools, uniforms and other equipment/supplies appropriate
to their program of study as outlined in departmental regulations. The bookstore is open for extended hours during
the Registration Period. Refer to the website for specific hours. The bookstore has locations on the Warner Robins,
Macon and Milledgeville campuses and offers online purchasing.

Student Accident Insurance

All students enrolled in credit hour programs are provided school-time only accident insurance. Premiums are paid
from the student accident insurance fee. A copy of the insurance plan is on file in the business office. Students are
given a copy of the plan whenever a claim form is requested. Claim forms are available from your instructor. A claim
form must be filed by the student directly with the insurance company's claims office. Students should read the policy
to understand any expenses which will be out-of-pocket expenses for the student. Students are responsible for any
personal medical costs incurred while enrolled at Central Georgia Technical College.

Student Liability Insurance

Students enrolled in selected programs must also purchase personal liability insurance. These programs include
Cosmetology, Barbering, Early Childhood Care and Education, and all medical/health programs. The cost for this
insurance is a one-time fee of $11.00 for all programs except EMT and Paramedic Technology. The premium for
EMT and Paramedic students is $46.00. The liability insurance fee must be paid at the time of registration by the
student. Failure to pay the liability insurance fee will result in the student not being able to participate in the program.
The fee is non-refundable. Please see your advisor for further details concerning this requirement.

Check Policy

CGTC accepts personal checks for tuition and fees for the exact amount due. Separate checks are required for
bookstore purchases. No personal checks are cashed by the College. If a check is returned to the College for
insufficient funds, a student is allowed five days to resolve the debt or be dropped from the class. A $30.00 fee is
charged for returned checks.
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Refunds

A student enrolled in a credit hour program, either day or evening, may receive a full refund of tuition and fees if the
student withdraws or drops through the third day of the semester. No refund will be given for withdrawals after the
third day of the semester.

Refunds, when due, will be made by check or debit card to the address shown as the student's official home of record
on the student record, within 30 days of the last day of a student's attendance if written notification has been provided
by the student, or from the date the institution terminates or determines withdrawal by the student in lieu of written
notification. Students must complete a Withdrawal Form with the Registrar's Office to formally withdraw from a course
or from the College. The College Bookstore allows a full refund on textbooks, with a receipt, fifteen calendar days
from the start of classes or within two days of purchase thereafter. The last day for book refunds is posted in the
bookstore each term. Contact the College Bookstore for details regarding the return policies.

*Financial aid recipients, please see the Financial Aid Refund Policy.

Student Dishursements

Disbursements of financial aid funds are made to eligible students' accounts each semester. Adjustments may be
made to a student's initial disbursement due to any type of eligibility change for a student during the semester.
Refunds due to the student after tuition, fees and books charges are paid will be refunded to the student by debit card
or direct deposit. It is important that a student maintains correct contact information (mailing address, phone number
or email address in the official student database system, BannerWeb.)

Transcripts

There is no charge for an unofficial copy of a transcript, which is available through BannerWeb. CGTC Official
Transcript Request Form is available through BannerWeb or can be filled out in person in the Office of the Registrar.
Requests will require three to five business days to process.

Diplomas

Original diplomas or certificates are issued at no cost to the student. Duplicate diplomas or certificates will be issued
at a cost of $25.00. Requests for a duplicate diploma or certificate should be made to the Registrar's Office.

Financial Aid Information

CGTC offers a comprehensive financial aid program to assist students with the cost of their education. All students
are encouraged to apply for financial aid. After a student submits a completed financial aid application and required
documents, the student's eligibility is determined according to federal and state regulations and institutional policies.
Students are notified of their financial aid status by mail through several types of letters. The actual financial aid that a
student is eligible to receive is related to the student's financial aid status, chosen program of study, the total number
of credit hours enrolled in each semester, and academic standing and history. Any change in a student's financial aid
status or enrollment information can affect the financial aid awarded to the student. CGTC's Financial Aid Specialists
and Director are available to the student to assist with the application process and to discuss in detail his/her financial
aid status. All Financial Aid records are processed and retained at the Macon Campus Financial Aid Office.

How to Apply for Financial Aid

Student must complete the financial aid application process in order for eligibility to be determined. The online
application process is available on the CGTC Financial Aid Website Page

at: http://www.centralgatech.edu/studserv/Finaid.html. The financial aid application must be renewed each year. The
financial aid year begins with Fall Semester, includes Spring Semester and ends with Summer Semester.

1. Students must complete the Free Application for Federal Student Aid (FAFSA). To apply for all the financial
aid funds the college offers, (Federal Pell Grant, Supplemental Educational Opportunity Grant (SEOG),
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Federal Work Study, Georgia HOPE and any possible scholarships. Students who are not applying for
Federal Assistance can apply for the Georgia HOPE Grant or Scholarship by completing the HOPE
application process (GSFAPP). Students can apply for these programs on our Website listed above.

2. The financial aid application is year specific and normal processing time is two to three weeks. Once the
FAFSA Packet is processed, a Student Aid Report (SAR) will be mailed from the U.S. Department of
Education to the applicant. Review the SAR information carefully and verify the information. If corrections
are needed,

3. Ifthe U.S. Department of Education selects an applicant for verification or conflicting information exists on
the application, the Financial Aid Office will malil a letter listing the additional documents required to
complete processing. The applicant is responsible for submitting all required documentation; the student
may make the necessary corrections online and resubmit the FAFSA or submit a corrected and signed SAR
to the Financial Aid Office. Financial aid awards will not be disbursed until the verification process is
complete.

4. Once an applicant has completed the financial aid application process, submitted all required information
and documents and is accepted to enroll in the college by the Admissions Office, the Financial Aid Office will
process the applicant’s information and determine eligibility. The applicant will be mailed an Award Letter
listing maximum awards available.

Note: Assistance with completing the application is available in the Financial Aid Office.

Federal and State Grants

CGTC offers a comprehensive financial aid program that includes grants and scholarships that are non-repayable. All
financial aid is used to assist with educational costs. Financial aid awards are determined based on federal and state
regulations and institutional policy. Financial Aid Students must maintain satisfactory academic progress in their
chosen program of study.

The financial aid application process must be completed each year. The financial aid year begins with Fall Semester
and ends with Summer Semester. For detailed information on any of these financial aid programs, contact the
Financial Aid Office at (478) 757-3422 located in Student Affairs

or http://www.centralgatech.edu/studserv/Finaid.html.

Federal Pell Grant

The Federal Pell Grant provides funds to qualified students enrolled in an associate degree or diploma program of
study to assist them in obtaining the benefits of a post-secondary education. The Pell Grant is based on need, as
determined by the U.S. Department of Education.

Georgia's HOPE Program

Georgia's HOPE Program provides assistance with a portion of tuition to Georgia residents attending Georgia
institutions of higher learning. The HOPE program includes three different categories. 1) The HOPE Scholarship is
available to eligible students enrolled in an associate degree program of study. 2) The HOPE Grant is available to
eligible students enrolled and earning credit in a credit hour diploma or technical certificate program of study. 3) The
HOPE GED Grant is available to eligible residents who have obtained their GED and enroll in a post-secondary
institution. The HOPE GED Grant is a one-time award to those who qualify.

Eligibility and residency requirements for each HOPE program (Scholarship, Grant and GED) are determined by state
regulations. Regulations are subject to change. Academic success, academic progress, high school history, prior
college experience, current enrollment status, and number of HOPE hours previously attempted are eligibility factors
and are monitored by the Financial Aid Office in accordance to state regulations. For further information contact the
Financial Aid Office.

Federal Student Equal Opportunity Grant (SEOG)

The SEOG Program provides non-repayable financial aid to students who demonstrate exceptional financial need
and meet federal regulations and institutional policy.
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Federal Work Study (FWS)

The FWS program is a form of financial aid, which provides part-time employment opportunities to eligible students.
According to federal and state regulations and institutional policy, students must meet the specific eligibility
requirements to be eligible for the Federal Work Study program. Students who have an interest can apply through the
Career Services Office.

Veterans' Benefits

Associate degree, diploma and technical certificate programs at CGTC are approved for Veterans' Educational
Benefits. A staff member is available to provide services to students who qualify for these benefits. For additional
information and applications, contact Central Georgia Technical College's Veterans' Office at (478) 757-6621/6622.

Workforce Investment Act

The Workforce Investment Act (WIA) Program at CGTC provides financial assistance to economically disadvantaged,
special needs populations, and dislocated workers who have lost employment due to technological changes, plant
closures or foreign competition. WIA provides assistance with tuition, textbooks, and required supplies. A daily
stipend for the use of child care, travel expenses, and other expenses may be provided to eligible students. WIA
serves residents of Baldwin, Bibb, Crawford, Hancock, Houston, Jasper, Jones, Monroe, Peach, Putnam, Twiggs,
and Wilkinson counties. Eligibility is determined by economic and employment status, as well as choice of program.
Job placement assistance is offered to all WIA participants upon completion of occupational training. For additional
information and applications, contact the WIA Office at (478) 757-6621/6622.

Other Financial Aid

Qualifying students attending CGTC may also be eligible to participate in other campus and non-campus based
programs: unemployment compensation, TANF, Social Security benefits, Vocational Rehabilitation, Medicaid
benefits, and Welfare Reform Act.

Additional information on the application process and types of aid listed above can be found in the Financial Aid
section of the website or contact the Financial Aid Office at (478) 757-3422 or finaid@centralgatech.edu.

Academic Progress and Financial Aid Policy

In order to receive student financial aid under the programs authorized by Title IV of the Higher Education Act as
amended, students must make satisfactory academic progress in the course of study they are pursuing. Students
must select a program and make qualitative and quantitative progress toward completion of that program in
accordance with the college's academic policies.

e Qualitative- a student must maintain a cumulative GPA of 2.0 or higher

e Quantitative- the maximum time frame in which a student is expected to complete a program of study for
which the student is enrolled is 150% this means that a student must complete at least 67% of all attempted
credit hour of which the student is enrolled per semester.

Financial Aid students who fail to make satisfactory progress may be declared ineligible for financial aid at CGTC until
the deficiency has been removed. Financial Aid recipients are expected to maintain satisfactory progress in
accordance with the college's academic standing policies described in the Academic Information section. A student
failing to demonstrate satisfactory progress may be placed on academic warning or probation for the following
semester. NOTE: Although the college may readmit students on academic probation, in many cases this type of
readmission may not qualify students to receive financial aid.

A student may appeal a decision related to failure to make satisfactory progress on specified relevant grounds. The
student shall appeal in writing to the Financial Aid Director within 10 days after notification of the decision with which
he/she disagrees. Any dispute a student may have with regards to a semester financial aid award amount or
institutional charge (tuition, fee, book) on his/her record may appeal in writing within 10 days of the last day of the
specific semester the award or charge occurred. The student will receive a notification by mail of the decision results
within 30 days of the date the appeal was submitted.
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Financial Aid Refund Policy

Financial aid adjustments are made in accordance with the federal and state regulations and institutional policy.
Financial aid awards are adjusted based on the guidelines of the particular fund. A specific pro-rata formula,
mandated by the U.S. Department of Education, is used to determine the amount of federal student financial aid
assistance that a student has received and/or earned when he/she withdraws during a period of enrollment
(semester). The return of funds requirement is applied to students withdrawing on or before the 60 percent point of
the period of enroliment. Any amount that the student must return is a grant overpayment and the student is held
responsible for the repayment of assistance that he/she was determined not eligible to receive.

Additionally, in the case of an award being made to a student and for whatever reason it is determined he/she is not
eligible for the assistance, the student is held responsible for any overpayment or charge incurred. If a student finds
the need to withdraw from a class or withdraw completely for the semester, he/she is required to contact the
Admissions Office and complete a Course Withdrawal Form or an Official Withdrawal Form. The Financial Aid Office
will be notified and required adjustments will be made to the student's financial aid award(s).

Payment of Federal Aid Fund Credit Balances - Refunds

A Federal Student Aid (FSA) credit occurs whenever the college disburses FSA program funds to a student's account
and the total amount of those FSA funds exceeds the student's allowable charges. The credit balance must be paid
directly to the student no later than 14 days after either the date the balance occurred on the student's account or the
first day of classes if the credit balance occurred on or before the first day of class of the term. CGTC may make
payment by issuing a check, a prepaid debit card, or by initiating an Electronic Funds Transfer (EFT).
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General Code of Behavior
Student Rights

Central Georgia Technical College promotes a climate of academic integrity, rational and critical inquiry, strong work
ethic, intellectual freedom, and freedom of individual thought and expression consistent with the rights of others. The
College protects the rights of its educational mission and objectives. Students have the right:

1. To be in an atmosphere that is conducive to learning and to attend CGTC educational programs, courses, offerings
and activities on campus or any activity sponsored by CGTC off campus in accordance with CGTC policies and
procedures.

2. To obtain the necessary knowledge, skills, and abilities in order to obtain initial employment, maintain advanced
levels of competence or acquire new levels of competence by participating in programs, courses, offerings, and
activities in accordance with CGTC policies and procedures.

3. To develop intellectual, personal and social values.

4. To follow due process procedures.

5. To participate in institutional decision making in accordance with CGTC policies and procedures.

6. To participate in approved student organizations in accordance with CGTC policies and procedures.

7. To privacy as outlined in the Family Education Rights and Privacy Act (FERPA).

Drug Free School and Campuses

CGTC makes every effort to ensure that effective drug and alcohol abuse prevention information is made available to
students and employees. Assistance is provided to students through the Office of Student Affairs.

No student or employee may engage in the unlawful possession, use or distribution of illicit drugs and alcohol on the
College's property or as part of any of its sponsored activities. Such unlawful activity by students may be considered
sufficient grounds for serious punitive action, including expulsion. Violations by employees shall result in disciplinary
action in keeping with the Technical College System of Georgia policy. Central Georgia Technical College reserves
the right to have random drug checks. Central Georgia Technical College complies with the federal Drug Free School
and Communities Act Amendment of 1989 (Public Law 102- 226). Any violation should be reported to the Vice
President of Student Affairs.

Central Georgia Technical College Police Department will be responsible for the investigation of complaints of drug
possession on campus. If they find that a student is in possession of drugs they will be immediately referred to the
Vice President of Student Affairs or the Executive Director of Conduct, Appeals and Compliance for disciplinary
measures. Criminal charges may also be brought at the time to anyone who is found in possession of illicit drugs.
CGTC Police Department may use drug detection dogs to help with the enforcement of this policy and the laws of the
State of Georgia.

Policy

The Federal Drug Free Schools and Communities Act Amendment of 1989 (public Law 102-226) contains Section 22,
Drug-Free School and Campuses, which was enacted to ensure that any institution of higher education that receives
funds under any federal program, had adopted and implemented a program to prevent the use of illicit drugs and
abuse of alcohol by students.

No student may engage in the unlawful possession, use or distribution of illicit drugs and alcohol on the College's
property or as part of any of its sponsored activities. Such unlawful activity may be considered sufficient grounds for
serious punitive action, including expulsion and prosecution.
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If a student is convicted (including a plea of nolo contendere) of committing certain felony offenses involving any
criminal drug and/or alcohol statute of any jurisdiction, regardless of whether the alleged violations occurred at the
College or elsewhere, the student will be suspended immediately and denied state and /or federal funds from the
date of conviction.

The College shall notify the appropriate state/federal funding agency within ten (10) days after receiving notice of the
conviction from the student or otherwise after receiving the actual notice of conviction.

Within thirty (30) days of notification of condition, the College shall, with respect to any student so convicted
a. Take additional appropriate action against such student up to and including expulsion as it deems necessary.

b. Provide such student with a description of any drug or alcohol counseling treatment, or rehabilitation or re-entry
programs that are available for such purposes by federal, state or local health, law enforcement or other appropriate
agency.

Responsibility

1. The College is responsible for ensuring the development and implementation of a drug free awareness program to
inform students of the following:

a. The dangers of drug and alcohol abuse on the campus and elsewhere.
b. Any available drug and alcohol counseling, rehabilitation and assistance program.
c. Any penalties to be imposed upon students for drug and alcohol abuse violations occurring on the campus.

2. The College shall conduct a biennial review of its program to determine its effectiveness and implement changes to
the program if they are needed and to ensure that the sanctions required by the program are consistently enforced.

3. The College shall maintain and make available to the U.S. Secretary of Education and to the public a copy of each
item in the program as required by this policy and applicable law as well as results of the biennial review.

Drug Dogs on Campus

In an effort to maintain a drug-free learning environment, the Central Georgia Technical College Police Department
will, in conjunction with local authorities, periodically utilize drug dogs in conducting sweeps for illicit drugs in all of the
parking lots, common areas and buildings on all CGTC campuses. The Chief of CGTC Police will arrange supervision
and coordinate all canine searches with the assistance of CGTC Police Officers as well as other local law
enforcement agencies.

These sweeps will be performed by handlers and canines trained and certified in the detection of illegal
drugs/narcotics. Canines will be allowed to make sweeps through all common areas, parking lots, and will be utilized
inside of the buildings when it is deemed necessary. Searches will be conducted of vehicles, rooms, and other areas
once the canine alerts which will provide probable cause to believe that drugs are present in that area. Upon
discovery of suspected illegal drugs/narcotics, persons who are determined to be in violation of State or Federal law
and/or College rules and regulations, will face College disciplinary actions and possible arrest.

Statement of Equal Opportunity

Central Georgia Technical College (CGTC) does 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, spouse of military member or citizenship status (except in those special circumstances permitted or
mandated by law). This nondiscrimination policy encompasses the operation of all technical college-administered
programs, programs financed by the federal government including any Workforce Investment Act of 1998 (WIA) Title |
financed programs, educational programs and activities, including admissions, scholarships and loans, student life,
and athletics. It also encompasses the recruitment and employment of personnel and contracting for goods and
services.
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Central Georgia Technical College shall promote the realization of equal opportunity through a positive continuing
program of specific practices designed to ensure the full realization of equal opportunity.

The following person has been designated to handle inquiries regarding the nondiscrimination policies:

The Title I1X, Section 504 and ADA Coordinator for CGTC nondiscrimination policies is Linda Hampton, Executive
Director of Conduct, Appeals & Compliance; Room J-133, 3300 Macon Tech Drive, Macon, GA 31206; Phone: (478)
757-3408; Fax: (478) 471-5197; Email: Ihampton@centralgatech.edu.

Policy

Central Georgia Technical College follows State Board Unlawful Harassment and Discrimination policies and
procedures. A complete copy of the Technical College System of Georgia (TCSG) Unlawful Harassment and
Discrimination of Students Procedure is posted on TCSG website.

Definitions

A. 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.

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. This 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 the 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.

B. 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) includes 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.

C. 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.
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D. 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.

E. 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.

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

G. Local Investigator: the individual(s) at the technical college who is responsible for the investigation of an unlawful
harassment, discrimination and/or, retaliation complaint.

H. TCSG Compliance Officer: the individual designated by the Commissioner to coordinate TCSG compliance with
Title 1X of the Educational Amendments of 1972 and other state and federal laws governing unlawful discrimination
and harassment.

I. Title IX: Title IX provides that 'No person in the United States shall, on the basis of sex, be excluded from
participation in, be denied the benefits of, or be subjected to discrimination under any education program or activity
receiving Federal financial assistance.' Title IX specifically prohibits discrimination against a student based on
pregnancy, childbirth, false pregnancy, termination of pregnancy, or recovery from any of these conditions. The Title
IX regulation also prohibits a school from applying any rule related to a student's parental, family, or marital status
that treats students differently based on their sex.

J. Title IX Coordinator: an individual designated by College President to ensure CGTC compliance with Title IX of
the Educational Amendments of 1972, 20 U.S.C. 8§88 1681 et seq., and related federal regulations. The Title IX
Coordinator for CGTC nondiscrimination policies is Linda Hampton, Executive Director of Conduct, Appeals &
Compliance; Room J-133, 3300 Macon Tech Drive, Macon, GA 31206; Phone: (478) 757-3408; Fax: (478) 471-5197;
Email: Ihampton@centralgatech.edu.

K. 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 Section 504 Coordinator for CGTC nondiscrimination policies
is Linda Hampton, Executive Director of Conduct, Appeals & Compliance; Room J-133, 3300 Macon Tech Drive,
Macon, GA 31206; Phone: (478) 757-3408; Fax: (478) 471-5197; Email: Inampton@centralgatech.edu.

Procedure

A. Administration and Implementation

1. Each college president shall designate one or more officials to serve as the Title IX
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 Statement for 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.

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, regardless of where the incident occurred.
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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. CGTC shall not unreasonably delay investigation
under this procedure to await the outcome of any criminal investigation.

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 to not pursue a compliant 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
ensured.

5. Reports concerning all prohibited conducted 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 and Section 504 Coordinator, the College President, the
Commissioner, 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 initially be expressed in writing, by telephone, or in person; individuals are
encouraged to express complaints in writing on a CGTC Student Formal Form to ensure that all of their 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 forward the
allegation as provided in section 6 above.

9. Allegations of 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.

10. The Commissioner or president may suspend, transfer or reassign 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 action under this procedure.

11. 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.

3. Individuals designated to investigate, review 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.
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4. 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 withesses 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.

5. The colleges 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.

6. Investigations and summary findings will be documented appropriately.

7. No later than 10 business days after completion of an investigation, both of the parties will be simultaneously
provided a summary of the results of the investigation in writing.

8. 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, expulsion or dismissal from
employment, the matter must be referred to either the Vice President for Student Affairs (for students) or the Human
Resources Director (for employees). Allegations regarding students shall be considered and sanctions assigned as
provided by the College's Student Code of Conduct and Disciplinary Procedure. Sanctions for employees shall be
considered as provided by the Positive Discipline Procedure.

4. Individuals who are responsible for conducting or reviewing 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.

5. 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 compliant 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 Legal Services Office 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
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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.

TCSG Reference: Unlawful Harassment and Discrimination of Students Procedure

Student Disciplinary Policy and Procedures

The administration of Central Georgia Technical College (CGTC) 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 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.

A. Filing a Complaint

1. Any person may file a complaint with the Executive Director of Conduct, Appeals & Compliance (Executive
Director of CAC) against any student for an alleged violation of the Student Code of Conduct. The individual(s)
initiating the action should complete a Student Code of Conduct Complaint Form. Violations should be reported to the
Executive Director of CAC.

2. Academic Misconduct is defined in the Student Code of Conduct and the complaint procedure is listed in

the Academic Policies and Procedures section of the College catalogue. Unless otherwise stated in the course
syllabus and/or program handbook, students caught in actions of academic misconduct will, on the first offense, be
given a grade of zero (0) on the exam or assignment. On the second offense students will be dismissed from class
and assigned a grade of "WF" (Withdrawal Failing) for the course. Repeated offenses should be referred to the
appropriate administrator for further disciplinary action, which may include suspension from the college.

3. Investigation and Decision

a. Within five business days after receipt of the Student Code of Conduct Complaint Form, the Executive Director of
CAC 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 Executive Director of CAC
shall determine whether the student committed the alleged conduct, and whether the alleged conduct constitutes a
violation of the Student Code of Conduct.

b. The student shall have 5 business days from the date contacted by the Executive Director of CAC to schedule the
meeting. This initial meeting may only be rescheduled one time. If the student fails to respond within 5 business days
to schedule the meeting, reschedules the meeting more than once, or fails to appear at the meeting, the Executive
Director of CAC will consider the available evidence without student input and make a determination.

c. 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.

d. If the Executive Director of CAC determines that the student has violated the Student Code of Conduct, she shall
impose one or more disciplinary sanctions consistent with those described below. If it is determined that the conduct

was not a violation of the Student Code of Conduct, he 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 Executive Director of CAC may take one of two actions:

1. After a determination that a student has violated the Student Code of Conduct, the Executive Director of CAC may
impose, without referral to the Hearing Body, one or more of the following sanctions. Notification shall be sent to the
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student and the person(s) who initially filed the complaint.

a. Restitution - A student who has committed an offense against property may be required to reimburse CGTC 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.

b. 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 College community, and that any further violation may result in more serious sanctions.

c. 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 College in any way, denial of use of facilities, alteration
or revocation of parking privileges, or restrictions from participating in extracurricular activities.

d. Disciplinary Probation - Continued enrollment 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.

e. Failing or lowered grade - In cases of Academic Misconduct, the Executive Director of CAC will make a
recommendation to the Vice 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 Executive Director of CAC may
recommend the imposition of one of the following sanctions if appropriate. The Executive Director of CAC's
recommendation will be forwarded to the Hearing Body, which may impose one or more of the following sanctions, as
well as those described in the section above. A copy of the written recommendation shall be provided to the student
and the person filing the complaint.

a. Disciplinary Suspension - If a student is suspended, he/she is separated from the College for a stated period of
time. Conditions of reinstatement, if any, must be stated in the notice of suspension.

b. Disciplinary Expulsion - Removal and exclusion from CGTC controlled facilities, programs, events, and activities.
A record of the reason for the student's dismissal is maintained by the Executive Director of CAC or the College
President's designee. Students who have been dismissed from the College for any reason may apply in writing to the
Executive Director of CAC or his designee 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 Executive Director of CAC, the Vice
President of Academic Affairs or the College President's designee.

c. System-Wide Expulsion - Where a student has been expelled or suspended three times from the same or a
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

a. 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 College's vital interests and stated mission and purpose.

b. 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.

c. When a student is charged by federal, state, or local authorities with a violation of law, the College will not request
or agree to special consideration for that individual because of his/her status as a student. The 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 Executive Director of CAC or the College President's designee that the continued
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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 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 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.

5. Conditions of Disciplinary Suspension and Expulsion

a. A student who has been suspended or expelled from the College shall be denied all privileges afforded a student
and shall be required to vacate CGTC premises at a time determined by the Executive Director of CAC or the College
President's designee.

b. In addition, after vacating CGTC premises, a suspended or expelled Student may not enter upon CGTC premises
at any time, for any purpose, in the absence of written permission from the Executive Director of CAC or the College
President's designee. A suspended or expelled student must contact the Executive Director of CAC or the College
President's designee for permission to enter CGTC premises for a limited, specified purpose.

c. If the student seeks to submit a signed CGTC Disciplinary Sanction Appeal Form, the Executive Director of CAC or
the College President's designee must accept the form by mail or fax if he/she refuses the Student's request to enter
CGTC premises for that specified purpose.

d. A scheduled appeal hearing before the Hearing Body shall be understood as expressed permission from the
Executive Director of CAC or the College President's designee for a student to enter the CGTC premises for the
duration of that hearing.

C. Mediation

Central Georgia 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. Disciplinary Appeals

1. A student who wishes to appeal a disciplinary decision by the Executive Director of CAC or the 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 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 Executive Director of CA&C or the College President's designee recommends a sanction of disciplinary
suspension, disciplinary expulsion, interim disciplinary suspension, or system-wide expulsion, the matter will be
referred to the Hearing Body. 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 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
College President and the Executive Director of CAC in writing of the Hearing Body's decision. The 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 Executive Director of CAC or the College
President's designee 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 Executive Director of Conduct, Appeal & Compliance or
the technical college president's designee recommends disciplinary suspension, disciplinary expulsion, interim
disciplinary suspension, or system-wide expulsion, the student shall have the opportunity to appeal directly to the
College President.
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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 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 College President 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 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.

E. Academic Appeals

After informally attempting to have concerns resolved, a student may appeal a final grade or other academic decision
in accordance with the Academic Grade Appeal procedure which is listed in the Academic Affairs section of the
catalog.

F. Financial Aid Appeals

A student may appeal a Financial Aid decision with which he/she disagrees. Any dispute a student may have with
regards to a semester financial aid award amount or institutional charge (tuition, fee, book) on his/her record may
appeal in writing within 10 days of the last day of the specific semester the award or charge occurred. Procedures for
submitting appeals for financial aid reinstatement can be found in the Financial Aid section of this catalog,

Student Conduct Rules and Regulations

Part of the mission of CGTC is to provide traditional and distance learning educational programs and services. It is
the policy of the Technical College System of Georgia (TCSG) to provide technical and adult education programs for
the people of Georgia. Central Georgia Technical College (CGTC) 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 College community recognizes its responsibility to provide an
atmosphere conducive to growth. With these principles in mind, CGTC establishes this Student Code of Conduct
Procedure.

Definition

Executive Director of Conduct, Appeals and Compliance (Executive Director of CAC) is the College designated
Compliance Officer who has jurisdiction over the enforcement procedures for Student Code of Conduct, Student
Disciplinary procedures, and Appeals. The Executive Director of CAC also serves as the Title IX Coordinator and the
504/ADA Coordinator for CGTC nondiscrimination policies. The Executive Director of CAC Office is located in
Building J, Room 133, on the Macon Campus.

Faculty Member: any person hired by CGTC to conduct teaching, service, or research activities.

Hearing Body: as defined in the Student Disciplinary Policy and Procedure.

Member of the technical college community: any person who is a student, faculty member, contractors, technical
college official or any other person/s involved with the technical college, involved in the community or employed by
the technical college.

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.

Student: all persons taking courses at the technical college, including full-time, part-time, dual enroliment, joint
enrollment, non-credit, and credit classes. Persons who are not officially enrolled for a particular term but who have a

continuing relationship with the technical college are also considered "students."

Technical college official: any person employed by the technical college performing assigned responsibilities on a
part-time, full-time or adjunct basis.
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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).

Jurisdiction: 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.

Proscribed Conduct Procedure

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

2. Cheating

a. 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.

b. 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.

c. 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.

d. 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.

e. 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.

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

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

h. 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.

4. Plagiarism

a. 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.

b. 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.

c. 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:
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1. Behavior
a. Indecent Conduct: lewd or indecent conduct or distribution of obscene or libelous written or electronic material.

b. 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.

c. 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 Vietnam Era or citizenship status addressed directly to an individual or group that has the purpose or effect of
unreasonably or 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.

d. 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.

e. 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

a. Personal Appearance: Central Georgia Technical College conducts educational programs to prepare students for
employment. Therefore, all students are expected to dress appropriately according to the occupations for which they
are being trained. Students who are deemed inappropriately dressed (who are dressed in a manner which could
present a safety hazard or which might be offensive to others or cause disruption to the College) will not be allowed
to attend class. Shirts, caps or any other article of clothing that implies obscenities or gang affiliation or that can be
construed as offensive or discriminatory are prohibited, as this could symbolize disruptive behavior. Special Note: All
pants must be worn at the waist. Students found in violation are subject to being removed from any further college
participation and may be referred to Campus Safety for disciplinary action. Students should observe, at all times,
generally accepted hygiene practices, neatness of appearance, good grooming, and safety. Many programs have a
more restrictive dress policy that governs students attending class, clinical, and co-ops.

3. Use of Technical College Property

a. 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.

b. 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.

c. 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.

d. 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 is objectively harmful, obstructive, or
disruptive to the educational process or functions of the technical college.

e. 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.

f. Obstruction: prohibits obstruction of the free flow of pedestrian or vehicular traffic on technical college Premises or
at technical college sponsored or supervised functions.
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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).

a. Alcohol: Students must comply with all state and federal laws regulating alcohol as well as TCSG Policy II.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.

b. 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.

c. 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.

d. 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. Tobacco use causes enormous financial, social and public health harm to the citizens of
Georgia.

5. Use of Technology

* 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.

* 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.

* 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, 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.

* 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.
Central Georgia 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 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.816-8-12(a)(6)(A)(iii)
0.C.G.A.§16-7-80
0.C.G.A.§16-7-81
0.C.G.A.§16-7-85
0.C.G.A.§16-11-121
0.C.G.A.§16-11-125.1
0.C.G.A.§16-11-126
0.C.G.A.§16-11-127
0.C.G.A.§16-11-127.1
0.C.G.A.§16-11-129
0.C.G.A.§16-11-130
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0.C.G.A.816-11-133
0.C.G.A.816-11-135
0.C.G.A.816-11-137
0.C.G.A.843-38-10

7. Gambling
CGTC prohibits the violation of federal, state or local gambling laws on College premises or at College sponsored or
supervised activities.

8. Parking

Parking permits are required on all students' cars. Permits will be issued to each student and registered in the
Business Office. There are specific areas for student parking, and all students are required to park their vehicles in
these areas. Parking along the thoroughfares or in the rear of buildings is prohibited. Students are not to park in
reserved or visitor spaces. Students must have a "handicap decal" to park in handicapped spaces. Regular and
handicapped parking spaces are available at all buildings. Failure to observe these parking rules will result in a fine
being levied or the vehicle being towed away at the owner's expense.

9. Financial Irresponsibility

The technical college prohibits the theft or misappropriation of any technical college, student organization or other
assets. CGTC prohibits failure to meet any and all financial obligations to the College. All tuition and fees should be
paid prior to the first day of class.

10. 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.

11. Aiding and Abetting
Aiding, abetting, or procuring another person to do an activity which otherwise violates this Code of Conduct is
prohibited.

12. 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.

13. Violation of Law

a. If a Student is convicted or pleads Nolo Contendere to an on-campus or off-campus violation of federal, state, or
local law, but 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.

b. 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.

c. 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:
a. Failure to obey the notification of the Executive Director of CAC, the Vice President for Student Affairs or the
technical college president's designee, Hearing Body, Appellate Board or Technical College Official.

b. Falsification, distortion, or misrepresentation of information in a judicial proceeding.

c. Disruption or interference with the orderly conduct of a disciplinary proceeding.
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d. Initiating a disciplinary proceeding knowingly without cause.
e. Attempting to discourage an individual's proper participation in, or use of, the disciplinary process.

f. 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.

g. 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.

h. Failure to comply with the sanction(s) imposed under the Student Code of Conduct.

15. Jurisdiction of CGTC: 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.

16. Visitors

Loitering will not be tolerated. Anyone who is not a current student and who has not checked in with appropriate
personnel will be asked to leave the campus. Repeated violations can lead to the person being banned from campus
as well as possible arrest and prosecution.

17. Children: Students are expected to make child care provisions for their children. Children are not allowed on
campus other than in the child care center. Students are not to bring children to class or leave children on campus
while the student is in class. Children will not be left unattended in automobiles, hallways, vending areas, or outside
buildings. Children are not allowed to use the Cosmetology Department.

18. Student Email: Students are assigned CGTC student email accounts. CGTC student email is the official form of
communication between the College and the student.

19. Photo Identification: All students are required to have their Student ID with them at all times while on campus or
while attending a CGTC sponsored event. Students must provide the ID when requested by appropriate school
personnel. Any faculty member, administrative personnel and public safety personnel are considered appropriate
personnel. Replacement IDs are available from the Admissions Office for $5.00.

Student Grievance Procedure

It is the policy of the Technical College System of Georgia (TCSG) and Central Georgia Technical College (CGTC) to
maintain a grievance process available to all students that provides an open and meaningful forum for their
grievances, the resolution of these grievances, and is subject to clear guidelines. This procedure does not address
grievances related to the unlawful harassment, discrimination and/or retaliation for reporting
harassment/discrimination against employees. Those complaints are handled by the Unlawful Harassment and
Discrimination of Staff Procedure.

Definitions

A. Grievable issues: Issues arising from the application of a policy/procedure to the student's specific case is always
grievable. Specifically grievable are issues related to student advisement, improper disclosure of grades, unfair
testing procedures and poor treatment of students; this is a representative list and is not meant to be exhaustive.

B. Non-grievable issues: Issues which have a separate process for resolution (i.e. disciplinary sanctions, FERPA,
financial aid, academic grades, discrimination, harassment etc.) are not grievable and a student must take advantage
of the process in place.

C. Business days: Weekdays that the college administrative offices are open.

D. Vice President for Student Affairs (VPSA): The staff member in charge of the student services division at the
college.

E. Retaliation: Unfavorable action taken, condition created, or other action taken by a student/employee for the
purpose of intimidation directed toward a student because the student initiated a grievance or participated in an
investigation of a grievance.

76



F. Grievant: the student who is making the complaint.

PROCEDURE

A. For all timelines established herein, if a student will need additional time, an extension may be granted at the Vice
President for Student Affairs' discretion.

B. Informal Grievance Procedure: Students with grievable issues should resolve those issues, if possible, on an
informal basis without the filing of a formal grievance.

1. A student has 10 business days from the date of the incident being grieved to resolve the matter informally by
approaching their instructor, department chair or any other staff or faculty member directly involved in the grieved
incident.

2. Where this process does not result in a resolution of the grievable issue, the student may proceed to the formal
grievance procedure below.

C. Formal Grievance Procedure: where a student cannot resolve their grievance informally, he or she may use this
formal grievance procedure.

1. Within 15 business days of the incident being grieved, the student must file a formal grievance by submitting
a CGTC Student Formal Grievance Form to the office of the Executive Director of Conduct, Appeals & Compliance or
the technical college president's designee.

2. If the grievance is against the VPSA, the student shall file the grievance with the technical college president.

3. The VPSA, or the technical college president's designee, will investigate the matter and supply a written response
to the student within 15 business days.

4. If the grieved incident involves possible unlawful harassment, discrimination or retaliation for reporting unlawful
harassment/discrimination, the investigation will be handled pursuant to the Procedure: Unlawful Harassment and
Discrimination of Students.

5. If the grieved incident is closely related to an incident being processed through the harassment/discrimination or
disciplinary procedures, the proceedings under the Unlawful Harassment and Discrimination of Student's procedure
will take precedence, then the disciplinary procedure and then the student's grievance will be addressed. The
grievance will not be processed until after the other procedures have run their course.

6. The VPSA, or the technical college president's designee, shall be granted an additional 15 business days to
investigate the grievance upon notice to the grieving student.

Appeal

The student may appeal the decision from the VPSA or the technical college president's designee to the technical
college president. Only the student has the right to appeal.

1. A student shall file a written appeal to the technical college president within 5 business days of receiving the
response referenced in VI.B.3. above.

2. The appeal will be decided based entirely on documents provided by the student and the administration; therefore
the student must ensure that he or she has provided all relevant documents with his or her appeal.

3. At the sole discretion of the technical college president, grievance appeals at their institution may be held in one of
the following two ways:

a) The technical college president may review the information provided by the student and administration and make
the final decision; or

b) The technical college president may appoint a cross-functional committee to make the final decision.

¢) The decision of either the technical college president or the cross-functional committee shall be made within 10
business days of receipt of the appeal.
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4. Whichever process is chosen by the technical college president, the decision of the grievance appeal is final.
Retaliation against a student for filing a grievance is strictly prohibited.

TCSG Reference: V.D.l. Procedure: Student Grievances

The Family Educational Rights and Privacy Act of
1974

The Family Educational Rights and Privacy Act (FERPA) was designated to protect the privacy of educational
records, to establish the right of students to inspect and review their educational records, and to provide the
guidelines for the correction of inaccurate or misleading data through informal and formal hearings. CGTC fully
complies with this act. Students also have the right to file complaints with FERPA concerning alleged failure by the
College to comply with the Act. Directory information will be treated as public information and will generally be
available on all students and former students at the discretion of the College.

As defined by The Solomon Amendment, directory information includes the following:

The student's name, address, telephone number, date and place of birth, major field of study, participation in officially
recognized activities and sports, height, weight, age, hometown, hobbies, dates of attendance, degrees, honors,
awards applied for and/or received, and previous educational institutions attended by the student.

Student Records

Central Georgia Technical College maintains a student's permanent record and transcript based upon guidelines
established by the American Association of Collegiate Registrars and Admission Officers (AACRAQO) Academic
Record of Transcript Guide. Policies and procedures for release of the official transcript for a student are in
accordance with The Family Educational Rights and Privacy Act of 1974 (FERPA). The retention and disposal of
student records is in accordance with AACRAO guidelines as stated in the Retention of Records - A Guide for
Retention and Disposal of Student Records. A student's official record, maintained for five (5) years, consists of the
application for admission, placement scores, appropriate transcripts (high school, technical college or college). The
student records are kept in the Office of Admissions. Students wishing to examine their file should contact this office.
If a student desires a hearing to challenge any information in his/her file, he/she should contact the Registrar's Office.
Any student who changes his/her legal name or address should notify the Office of the Registrar promptly so that
accurate records may be maintained. The Registrar is the official custodian of all student records.

Student Right to Know Policy

Central Georgia Technical College honors the Student Right to Know and Campus Security Act of 1990 (Public Law
101-542). The yearly crime report to the U. S. Department of Education can be accessed through the Public Safety
link on the CGTC website. The latest reported crimes can also be accessed through the same site through the link for
the daily crime reports.

If a hard copy of either report is desired, it can be obtained by submitting a request through the department of public
safety at (478) 757-3453. It can also be printed directly from the website.

Release of Student Records

Information contained in the student's academic records or on the student's academic transcript is released based
upon the Family Education Rights and Privacy Act (FERPA) regulations. Students have the right to restrict the
release of directory information as outlined by FERPA. Issuance of information contained on the transcript or in the
student's academic record is the responsibility of the Registrar's Office.
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CGTC Intellectual Property

To further its goal of making education accessible to as many people as possible, the Technical College System of
Georgia (TCSG) owns the intellectual property rights in any and all works produced by or for the College.

In order that TCSG may be able to utilize to the best and fullest extent all works produced for it, and all works
provided for its use, anyone producing work for the College and anyone providing work for the College use,
represents and warrants that such works:

e Do not violate any law;

e Do not violate or infringe any intellectual property right (including but not limited to copyright, trademark,
patent, or right of publicity) of any person or firm; and
e Does not libel, defame, or invade the privacy of any person or firm.

The Commissioner may establish a committee to make recommendations concerning the development of intellectual
property not exclusively owned by TCSG or the College.

TCSG Reference: IL.E.1. Intellectual Property

Acceptable Computer and Internet Use

Using a computer without permission is theft of services and is illegal under state and federal laws. Federal law
prohibits misuse of computer resources. In addition, the following specific computer crimes are prohibited by state law
in Georgia (O.C.G.A. § 16-9-90 et seq.):

Computer theft (including theft of computer services, intellectual property such as copyrighted material, and any
other property);

Computer trespass (unauthorized use of computers to delete or alter data or interfere with others' usage);
Computer invasion of privacy (unauthorized access to financial or personal data or the like);
Computer forgery (forgery as defined by other laws, but committed on a computer rather than on paper);

Computer password disclosure (unauthorized disclosure of a password resulting in damages exceeding $500 - in
practice, this includes any disclosure that requires a system security audit afterward); and

Misleading transmittal of names or trademarks (falsely identifying yourself or falsely claiming to speak for a
person or organization by using their name, trademark, logo, or seal).

Maximum penalties for the first four crimes in the list are a $50,000 fine and 15 years of imprisonment, plus civil
liability. The maximum penalties for computer password disclosure are a $5,000 fine and 1 year of imprisonment, plus
civil liability.

The purpose of College-provided Internet access is to facilitate communications in support of research and education.
To remain eligible as users, students' use must be in support of and consistent with the educational objectives of the
Central Georgia Technical College. Access is a privilege, not a right. Access entails responsibility.

Users should not expect files stored on College-based computers to be private. Electronic messages and files stored
on College-based computers shall be treated like other College premises that are temporarily assigned for individual
use. Administrators may review files and messages in an effort to maintain system integrity and in an effort to insure
that users are acting responsibly. Moreover, College officials shall cooperate with law enforcement officials who are
properly authorized to search College computers and computer systems.

All information created, stored or transmitted by College computers or networks is subject to monitoring for
compliance with applicable laws and policies.
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The following uses of College-provided computers, networks and Internet access are not permitted:
a. To create, access or transmit sexually explicit, obscene, or pornographic material;

b. To create, access or transmit material that could be considered discriminatory, offensive, threatening, harassing,
intimidating, or attempts to libel or otherwise defame any person.

c. To violate any local, state or federal statute;
d. To vandalize, damage, or disable the property of another individual or organization;
e. To access another individual's password, materials, information, or files without permission;

f. To violate copyright or otherwise use the intellectual property of another individual or organization in violation of the
law, including software piracy;

g. To conduct private or personal for-profit activities. This includes use for private purposes such as business
transactions, private advertising of products or services, and any activity meant to foster personal gain;

h. To knowingly endanger the security of any College computer or network;
i. To willfully interfere with another's authorized computer usage;

j- To connect any computer to any of the College networks unless it meets technical and security standards set by the
College;

k. To create, install, or knowingly distribute a computer virus, "Trojan horse," or other surreptitiously destructive
program on any College computer or network facility, regardless of whether any demonstrable harm results; and

I. To modify or reconfigure the software or hardware of any College computer or Network without proper
authorization.

m. To conduct unauthorized not-for-profit business activities;
n. To conduct any activity or solicitation for political or religious causes;

0. To perform any activity that could cause the loss, corruption of, prevention of rightful access to, or unauthorized
distribution of College data and information; and

p. To create, access, or participate in online gambling. Occasional access to information or websites of the Georgia
Lottery Corporation shall not constitute nor be considered inappropriate use.

Occasional personal use of Internet connectivity and e-mail that do not involve any inappropriate use as described
above may occur, if permitted be the College. Any such use should be brief, infrequent, and shall not interfere with
User's performance, duties and responsibilities.

Users of College computers and computer systems are subject to the Technical College System of Georgia's policy
on the development of Intellectual Property. Any violation of this policy and rules may result in disciplinary action
against the employee or student. When and where applicable, law enforcement agencies may be involved.

The College makes no warranties of any kind, express or implied, for the computers, computer systems and Internet
access it provides. The College shall not be responsible for any damages users suffer, including but not limited to
loss of data resulting from delays or interruptions in service. The College shall not be responsible for the accuracy,
nature or quality of information gathered through College diskettes, hard drives or servers; nor for the accuracy,
nature or quality of information gathered through College-provided Internet access. The College shall not be
responsible for personal property used to access its computers or networks or for College-provided Internet access.
The College shall not be responsible for unauthorized financial obligations resulting from College-provided access to
the Internet.
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TCSG Reference: Il. C. 4. Acceptable Computer and Internet Use

Identity Theft Prevention

The Identity Theft Prevention Policy is adopted in compliance with the Federal Trade Commission's "Red Flags Rule,
which implements Section 114 of the Fair and Accurate Credit Transactions Act of 2003. The purpose of this policy is
to establish an Identity Theft Prevention Program to detect, prevent and mitigate Identity Theft in connection with the
opening of a Covered Account or an existing Covered Account, and to provide for administration of the Identity Theft
Prevention Program.

TCSG References: Identity Theft Prevention Policy

Penalties

Violations of these policies incur the same types of disciplinary measures as violations of other Central Georgia
Technical College policies or state or federal laws, including criminal prosecution.
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Student Affairs Services

Career Services

The Career Services Office provides a variety of programs designed to assist students in developing and managing
effective career planning. Those programs include: career counseling to help in selection of educational program, job
search services (including current full and part time job announcements), online services, academic/career
workshops, assistance with resume writing, and many other resources. For more information, visit the Career
Services Website located online atwww.centralgatech.edu/careersvcs; call (478) 757-3431 in Macon, (478) 445-2305
in Milledgeville, (478) 218-3306 In Warner Robins; or visit the Career Services Office on each campus.

Current students and graduates are encouraged to regularly view the vacancy listings in the Job Database on the
Career Services web page to stay current with daily updates. Resume review and assistance, as well as
individualized job search counseling, and occupational information services are available. Academic/Career
workshops covering a variety of topics are also offered each semester.

Special Services

Central Georgia Technical College provides equal opportunities to qualified students with documented disabilities.
Assistance is available for students with physical or psychological disabilities or with learning disorders, including but
not limited to attention deficit disorder, acquired brain injury, and specific learning disabilities. To receive services,
students must self-disclose, request accommodations, and provide documentation that meets the guidelines set forth
by the College and by the Technical College System of Georgia. Evaluations submitted as documentation must
clearly indicate that a physical, psychological, or learning disorder is present and substantially limits one or more of
the major life activities. For all types of disabilities, reasonable accommodations are provided in order to offset as
much as possible the effect the disability may have on learning, classroom performance, and testing. Based on the
student's documentation and a personal interview, an accommodation plan is developed by a Special Populations
Coordinator.

Students with disabilities who wish to request accommodations must contact the Special Populations Coordinator for
the student's campus of admission and set an appointment by phone or e-mail to meet with a special populations
staff member to begin the documentation approval and academic adjustment process. Services are available on all
campuses and will be coordinated by the campus's Special Populations Coordinator.

The Special Populations Coordinator for Central Georgia Technical College's northern region (Bibb, Baldwin, Jones,
Putnam, and Monroe Counties) is:

Sabrina Coneway

CGTC Macon Campus

sconeway@centralgatech.edu

The Special Populations Coordinator for Central Georgia Technical College's southern region (Houston, Pulaski,
Peach, Dooly, Crawford, and Twiggs Counties) is:

Donna Dutcher

CGTC Warner Robins Campus

ddutcher@centralgatech.edu

Student Activities and Recognition

GOAL Program

The Georgia Occupational Award of Leadership (GOAL) is an annual honors program jointly sponsored and
administered at the state level by the Technical College System of Georgia and the Georgia Chamber of Commerce.
The program's purpose is to give proper emphasis to the dignity and importance of technical education in today's
world. GOAL candidates represent the new image of Georgia’s technical colleges. Students must recognize technical
education’s critical impact on Georgia’s overall economic health, have a strong work ethic, a dedicated sense of
loyalty, and a healthy enthusiasm for promoting technical education in Georgia.

83


http://www.centralgatech.edu/careersvcs
mailto:sconeway@centralgatech.edu
mailto:ddutcher@centralgatech.edu

Full-time students who have satisfactorily completed one semester are eligible to be nominated for the GOAL Award.
Instructors nominate outstanding students for the local GOAL title. One winner is selected to be the CGTC GOAL
representative at the consortium level competition. Consortium winners go on to compete at the state level. The
winner of the state competition is chosen based on leadership qualities and serves as an ambassador for technical
education.

Student Activities

Central Georgia Technical College encourages students to participate in organizational activities under the
supervision of Student Affairs. The College ensures compliance with Title IX regarding all activities. Students must
maintain a minimum 2.00 grade point average to be eligible to participate. The following student activities are
available to the student body.

Titans Athletics

CGTC is proud to have an intercollegiate athletics program that features men's and women's basketball and men's
and women's cross country. The Titans are members of the Division | National Junior College Athletic Association
(NJCAA) and the Georgia Collegiate Athletic Association (GCAA).

The Wellness Center

CGTC Wellness Centers are located on the Warner Robins, Macon, and Milledgeville campuses. The facilities are
used by CGTC athletes, students, faculty and staff. The facilities have a wide range of exercise equipment.

Student Organizations
Alliance of Cardiovascular Professionals (ACVP)

ACVP has a 40+ year history of service leading the way in representing professionals, supporting credentialing and
providing continuing education for advancement. The goals of ACVP are

e To meet the needs of all cardiovascular and pulmonary providers

e  To promulgate standards

e  To promote recognition of the cardiovascular profession.

e  Connecting over 3000 professionals involved in all levels of cardiovascular service (administration,
management, nursing and technology) and involved in all specialties (invasive, noninvasive, echo,
cardiopulmonary).

Lambda Nu

National honor society for the radiologic and imaging sciences.
National Association of Orthopedic Technologists

NAOQOT is dedicated to the pursuit of excellence through education of orthopedic technologists, and other related allied
health care professionals, and the general public. NAOT believes that the profession of orthopedic technology can
only reach full potential and universal acceptance through widespread educational opportunities. Certification of all
orthopedic technologists underscores NAOT's commitment to these professional goals.

National Technical Honor Society

The National Technical Honor Society is an educational organization established to honor excellence in workforce
education. Membership, by invitation only, is the highest scholastic honor awarded for exceptional performance in this
area of education.
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New Traditions Support Group

A student eligible to participate in NTSG will be a single parent, and/or have a disability, and/or a displaced
homemaker, and/or has limited English proficiency, and/or considered economically challenged, and/or enrolled in a
non-traditional program of study, and is seeking to successfully continue their education while managing the
demands and responsibilities of adult life. The student may be full-time or part-time.

Non-Traditional Student Association

A Non-Traditional Student (NTS) will be defined as enrolled in a non-traditional program of study and is seeking to
successfully continue their education while managing the demands and responsibilities of adult life. The student may
be full-time or part-time.

Phi Beta Lamda

Phi Beta Lambda (PBL) is the post-secondary equivalent of Future Business Leaders of America and is the largest
student leadership organization in the nation. The PBL Club at CGTC is open to all students. There are two chapters,
the Warner Robins Chapter and the Macon Chapter to provide greater access to the majority of our students. The
focus of the organization is on community service, leadership, and both personal and professional development. As a
member, students participate in club fundraisers and community service projects, and serve as officers and
committee members/chairs to develop their leadership skills. Additionally, members have the opportunity to compete
in regional, state, and national competitions against their peers from other technical colleges as well as 4-year
colleges and universities. As a result, students have the opportunity to travel across the state and nation and network
with other students and professionals from the business world. Membership dues are required once per year.

Sigma Alpha Pi: The National Society of Leadership and Success

The National Society of Leadership and Success, or Sigma Alpha Pi, is an organization to help facilitate leadership
and training to students. Once a month, The Society hosts a video conference with one of the nation's top authors
and speakers. Additionally, student members are entered into a national organization which provides training and
networking on the campus.

SkillsUSA

SkillsUSA is a national student organization serving more than 264,500 high school and college students and
professional members enrolled in training programs in technical, skilled, and service occupations, including health
occupations.

Student American Dental Hygienists' Association

The objectives of this organization shall be to cultivate, promote, and sustain the art and science of dental hygiene, to
represent and safeguard the common interest of the members of the dental hygiene profession, and to contribute
toward the improvement of the oral health of the public.

Student Leadership Council

The Student Leadership Council (SLC) is an elected body of students and is available to any student selected by the
student body. SLC promotes the welfare of the College through democratic practices and procedures, plans student
activities, promotes school functions, and provides input to the Vice President of Student Affairs.

Non-Traditional Student Association

A Non-Traditional Student (NTS) will be defined as a student at Central Georgia Technical College who is over the
age of thirty, and/or a single parent, and/or a displaced homemaker, and/or has limited English proficiency, and/or is
considered economically challenged, and/or is enrolled in a non-traditional program of study here at CGTC, and is
seeking to successfully continue their education while managing the demands and responsibilities of adult life. The
student may be full-time or part-time.
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Student Ambassador

An Ambassador is known as an official representative of an organization, and the Student Ambassadors represent
Central Georgia Technical College. Duties of the Ambassadors include taking an active role in various college events
such as Senior Day, various tours, graduation, student registration, career fairs and other events that help to promote
the college. Ambassadors show leadership and are knowledgeable about CGTC, and they assist other organizations
on campus as well. Any student enrolled in a certificate, diploma or degree program that is committed to representing
Central Georgia Technical College are encouraged to apply. Interested students are required to have a minimum
GPA of 2.5 and submit a recommendation letter from a CGTC instructor.
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Adult Education
About Adult Education

The Adult Education Division helps adult learners acquire the basic skills - reading, writing, computation, speaking,
and listening - necessary to compete successfully in today's workplace. This program delivers educational services
responsive to the individual needs of students who are undereducated. It is designed to enable adult learners to
acquire the necessary basic skills to compete successfully in today's workplace, strengthen family foundations, and
exercise full citizenship. English literacy classes are also available for those citizens who are not proficient in
speaking and/or writing English.

Mission Statement

The mission of Central Georgia Technical College's Adult Education Division is to help each student acquire the basic
skills - writing, computation, speaking, and listening - necessary to compete successfully in today's workplace, to
strengthen individual character and family foundations, and to exercise full citizenship.

Central Georgia Technical College's Adult Education Division provides educational support with basic skills, Pre-
GED, GED preparation, job-related skills construction, family literacy, and English literacy programs, at no cost to the
student, at locations in Houston, Peach, Pulaski, Dooly, Peach, Bibb, Baldwin, Crawford, Jones, Monroe, Putham,
and Twiggs counties. The AEP strives to enhance the quality of life for any adult, 16-years of age or older, by
improving his/her ability to read, write, compute, speak, listen and to development English literacy skills.

Each participant is evaluated and assigned a self-paced individualized educational plan to promote optimum growth.
Technology and volunteerism are strong components of the program.

Funding is provided by federal, state and local sources as well as private grants and foundations. Local businesses
and industries support the program through various contributions to include access to the facilities at no cost to them,
designated staffing, GED test scholarships, and other services.

Programs and Services

Transition 360°

Transition 360° is a streamlined process of moving students from GED to College. The Transition Specialist and
Accelerating Opportunities navigator guide the process of enroliment from start to finish by: (1) engaging and
motivating students about the benefits of post-secondary education; (2) explaining eligibility criteria/expectation for
admissions, financial aid, compass test and registration; (3) managing instructor referrals and providing follow-up for
specific needs or resources; (4) providing a continuous support network; (5) dispelling educational myths with facts;
and (6) individualized general advisement. Transition 360° mission is to ensure that all GED students are successful
in completing their education and gain the necessary skills needed to succeed for the 21st Century workforce.

GED Preparation

Pre-GED and GED preparation classes are provided by Central Georgia Technical College's Adult Education
Program at various locations, and are free to participants.

English Literacy/Civics Program

The English Literacy/Civics Program is designed for adults with limited or non- English speaking skills. These classes
provide English instruction and additional skills necessary for students to live and work in Georgia. The Adult
Education program at Central Georgia Technical College offers various levels of instruction from basic literacy to
advanced levels. Help is also offered in obtaining U.S. citizenship.
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Adult Ed 101

This program has been designed to provide students with the opportunity to review and build critical skills needed to
maximize the classroom experience. This program focuses on building the foundational skills needed to ensure
success in an Adult Education classroom. The Adult Ed 101 program has helped many students that have struggled
with reading and spelling challenges.

Accelerating Opportunity

Accelerating Opportunity seeks to improve the way Adult Basic Education (ABE) is delivered by connecting GED
students to the technical college career pathways and enabling lower-skilled adults to enter and complete post-
secondary education. By aligning and accelerating ABE, GED, and developmental programs and providing
nontraditional students with the supports they need, Accelerating Opportunity career pathway programs enable more
low-income adults to complete post-secondary credentials that are of value in the labor market. Accelerating
Opportunity helps our nation's lowest-skilled adults earn higher-wage jobs faster by combining the Adult Basic
Education and career and technical training they need into one integrated curriculum.

Policies and Procedures

Orientation Process

Each of the eleven counties offers orientation weekly. This is the first step to identify academic strengths and the
development of a customized Student Education Plan (SEP) to serve each student's individual needs. The process
consists of several phases.

e Step One — Contact the office nearest you to pre-register.
e  Step Two — Register for an orientation session.
e  Step Three — Complete all phases of orientation prior to starting classes.

Please bring the following when you Pre-Register:

State issued identification; picture required
Letters of referral (from referral agencies, or Central Georgia Technical College); if applicable
Documentation of any accommodations as documented by a physician (Must be dated with the last 5 years)

Underage youth (Ages 16 & 17) must pre-register by a parent. The student will need to bring a state issued
identification and the Withdrawal Form from school. State issued identification is available at no charge at a
county voter registration office.

e If you have taken parts of the GED Test, bring a copy of GED test record

According to Georgia state law, all applicants for Adult Education programs, ages 18 and over, must:

Be United States citizens or legal permanent residents, or

Be qualified aliens or non-immigrants under the Federal Immigration and Nationality Act, Title 8 U.S.C.
These individuals will be required to provide photocopy of a state issued identification card, Alien
Registration Card, Employment Authorization document, Form 1-94 or other documentation as provided by
the Department of Homeland Security.

wnhpE

Code of Conduct

Each student is required to sign a code of conduct agreement during the orientation session. This code guides work
ethics appropriate in the classroom /workplace. Students who fail to adhere to the code of conduct will be considered
for suspension and are subject to dismissal. The following reflects the conditions a student must respect in order to
maintain enrollment:

Punctuality - Each class session has a specific schedule for when it starts and ends: signing in and out of class is
mandatory.
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Dress Code - Each student is expected to maintain a neat, clean and professional appearance. The following dress
is not considered appropriate in the classroom workplace:

Muscle shirts, tank tops, tube tops, strapless or T. strap tops or dresses without a shirt or jacket, exposed midriffs,
ripped or-torn clothing, cutoff jeans, micro mini shorts or skirts, tights or stretch pants (unless covered by a tunic top);
caps, headbands, bandannas, durags; pants below the waist or unbuttoned shirts.

Courtesy - Students are to demonstrate respect for staff, volunteers, and classmates by demonstrating a positive
energy in the classroom, hallways or on the grounds. Loud voices, profanity, and insulting behaviors are not
tolerated. Personal discussions should not be disruptive. Interrupting instructors, classmates or speakers on a
repeated basis will not be tolerated. Maintaining proper ethical behavior at all times is required.

Electronics - While in the classroom and hallway, cell phones, MP3 players, radios, CD players, pagers, or
headsets/earphones are not to be used.

Drug Policy - No use of alcohol or drugs allowed on the school premises. No attendance to class while intoxicated or
under the influence of illegal drugs is allowed.

Attendance - Students are expected to attend class in accordance with the hours of the class selected; should
circumstances prevent attendance on a regular basis the student is expected to communicate with their instructor to
develop a strategy for continued enrollment.

Weapons - No weapons are allowed on premises. These include, but are not limited to, guns, knives or sharp
objects.

Property/Grounds - No food or beverages are allowed in the classroom. Smoking is prohibited except in designated
area. Cigarette butts are considered trash and should be disposed of properly. Litter is to be placed in proper
receptacles.

Loitering - Designated break areas are the only places students can gather. Students are not to remain on campus
at times other than scheduled class periods.

Full-Time Student Status

In order to attain full-time student status, a student must maintain a minimum of 20 hours per week. Every effort will
be made to accommodate requests, however, placement cannot be guaranteed. Students should inform staff of this
need during the orientation program.

Verification of Attendance

Students who are referred to Adult Education are often required to provide the referring agency with a verification of
attendance document. Prior to providing documentation, students must sign a waiver to release records. Three
business days are needed to verify and produce the documentation requested through the Adult Education business
office.

GED Testing Procedures

The GED test is a four-subject, computer-based high school equivalency test that measures skills required in high
school. Successful completion of the GED test results in a GED diploma, the equivalent to a high school diploma. In
Georgia, each subject area test is $40. To be eligible to take the GED test, an individual must be at least 16 years of
age, must not be enrolled in high school, and must not have graduated from an accredited high school or received a
high school equivalency certificate or diploma; state or government issued photo ID is required. All 16 and 17 year
olds must enroll in a state-approved adult education program and receive State underage approval before taking the
official GED test. GED testing is available Monday-Friday at Central Georgia Technical College.

Graduation

A graduation ceremony is held every spring for persons who attained their GED diploma during the academic year or
any previous year. Individuals currently enrolled that qualify will receive a letter informing of the process to follow in
order to participate in the ceremony. Other individuals may contact the office for information.
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Economic Development

The Office of Economic Development provides customized business and industry training and continuing education
services responsive to the needs of citizens, businesses, and industries within the eleven counties served by Central
Georgia Technical College. Programs are offered on and off campus through a variety of delivery systems. Services
include a comprehensive array of personal, technical, and professional development opportunities. The Computer
Training Center, under the auspices of the continuing education program, offers classes in more than thirty software
applications. The Office of Economic Development Programs ensures customer satisfaction by providing high quality
programs, facilities, equipment, and resources employing cutting edge technology. The Office also functions as the
principal management and training liaison for Quick Start projects and administration of Georgia's Retraining Tax
Credits program.

Business and Industry Services

Central Georgia Technical College promotes economic development by providing customized programs to assist
business and industry in specific training and retraining needs. Short term courses are available within the eleven-
county service area during day or evening hours. Courses may be conducted at a business site, an industrial plant, a
local school facility, or any location which is suitable for the type of instruction requested. To obtain information on
short term, customized training call (478) 757-3550. Employers who provide retraining for employees may be eligible
for the Retraining Tax Credit for Existing Industry.

Continuing Education

The Continuing Education Department provides lifelong learning opportunities through a broad spectrum of non-credit
courses, workshops and seminars developed in response to input from individuals and the business community. In
addition to the traditional instructor led course offerings hundreds of online classes that can be accessed anytime
from your internet connected PC as well as online environmental technology classes are also available. These
classes require no application fee or testing and are offered throughout the CGTC service area. Interested
participants may register in person, by mail, or electronically via the CGTC web site, www.centralgatech.edu/ce.
Enrollment fees are charged for each course. Real estate and insurance courses are offered for those interested in
pursuing or renewing real estate or insurance licenses. Students who satisfactorily complete career, professional and
technical courses may receive Continuing Education Units (CEUs). For more information, contact Continuing
Education at (478) 757-3445 in Macon or at (478) 445-2307 in Milledgeville.

Computer Training Center

The Computer Training Center, under the auspices of the continuing education program, offers short-term classes in
today's most popular software applications. Courses are designed to assist the business community with immediate
computer training requirements. Web page design, operating systems, word processing, spreadsheets, database
management, presentation graphics, and desktop publishing are among the many classes offered. Customized
training is also available on campus or at the customer's location. The Computer Training Center is a Microsoft
certified testing center for the Microsoft Office Specialist Certification.

Quick Start

Since 1967, the Quick Start program has served the citizens of Georgia as an incentive for the expansion of existing
businesses and for the location of new businesses in the state. Special funds, authorized by the Georgia Legislature,
are available to provide training for the additional personnel required when industries expand. New or expanding
industries should contact the Vice President of Economic Development at (478) 757-3550 for complete details on the
services available through the Quick Start program.

ACT WorkKeys Services Center

CGTC offers comprehensive systems for improving the workforce by using skill assessments, job profiling and
training. Designed as a workforce development initiative to assess the skills of Georgia's workers and provide
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valuable skills training opportunities, ACT WorkKeys allows employers to match skills with their specific job
requirements. Job profiling offers a concrete way for organizations to analyze the skills needed for specific jobs.

As an ACT WorkKeys Service Center, Central Georgia Technical College plays a major role in the development of a
more highly skilled workforce. Work Keys is a system developed by American College Testing (ACT) to evaluate the
skills required for a specific job. Once a job has been evaluated, or profiled, a match can be found among existing
employees or job applicants to fill the position. Training can then be developed to address the remaining skills the
employee needs. The Work Keys system affords a company increased cost efficiency in managing its human
resources and training allocations.
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AIR CONDITIONING TECHNOLOGY (ACT2)

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.

Diploma Program

Program Length 51 Credit Hours

Education Requirements  High School graduate or GED required; Minimum age: 16
Entrance Dates Every Semester

Offered Macon, Milledgeville and Warner Robins Campuses

Air Conditioning Technology Diploma Curriculum
Credit Hours

General Education Core Courses 8
EMPL 1000 Interpersonal Relations and Professional Development 2
ENGL 1010 Fundamentals of English | 3
MATH 1012 Foundations of Mathematics 3
Occupational Courses 43
COMP 1000 Introduction to Microcomputers 3
AIRC 1005 Refrigeration Fundamentals 4
AIRC 1010 Refrigeration Principles and Practices 4
AIRC 1020 Refrigeration Systems Components 4
AIRC 1030 HVACR Electrical Fundamentals 4
AIRC 1040 HVACR Electrical Motors 4
AIRC 1050 HVACR Electrical Components and Controls 4
AIRC 1060 Air Conditioning Systems Application and Installation 4
AIRC 1070 Gas Heat 4
AIRC 1080 Heat Pumps and Related Systems 4
AIRC 1090 Troubleshooting Air Conditioning Systems 4

Total Hours 51

AIR CONDITIONING ELECTRICAL TECHNICIAN (ACK1)
Technical Certificate of Credit

The Air Conditioning Electrical Technician program prepares students in the air conditioning area of study to acquire

competencies in electricity related to installation, service, and maintenance of electrical systems.

Technical Certificate of Credit

Program Length 12 Credit Hours
Education Requirements  High School graduate or GED recipient; Minimum age: 16
Entrance Dates Every Semester
Offered Macon, Milledgeville and Warner Robins Campuses

Credit Hours
AIRC 1030 HVACR Electrical Fundamentals 4
AIRC 1040 HVACR Electrical Motors 4
AIRC 1050 HVACR Electrical Components and Controls 4

Total Hours 12
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RESIDENTIAL AIR CONDITIONING TECHNICIAN (RA21)
Technical Certificate of Credit

The Residential Air Conditioning Technician TCC is a series of courses designed to prepare students for entry level
positions in the maintenance and repair of residential air conditioning systems.

Technical Certificate of Credit

Program Length 16 Credit Hours

Education Requirements  High School diploma or GED not required; Minimum age: 16
Entrance Dates Every Semester

Offered Warner Robins, Macon, and Milledgeville Campuses

Minimum Test Scores

Test: Asset v Compass " Not Required
Reading 70
English 32
Mathematics 26
Algebra

Credit Hours

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

Total Hours 16

AIR CONDITIONING TECHNICIAN ASSISTANT (AZ31)
Technical Certificate of Credit

The Refrigeration Technician Assistant TCC is a series of courses that prepares students to hold positions as
refrigeration technician assistants.

Technical Certificate of Credit

Program Length 12 Credit Hours
Education Requirements  High School graduate or GED recipient; Minimum age: 16
Entrance Dates Every Semester
Offered Macon, Milledgeville and Warner Robins Campuses

Credit Hours
AIRC 1005 Refrigeration Fundamentals 4
AIRC 1010 Refrigeration Principles and Practices 4
AIRC 1020 Refrigeration Systems Components 4

Total Hours 12
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AIRCRAFT STRUCTURAL TECHNOLOGY (AST2)

The Aircraft Structural Technology diploma is a sequence of courses that prepares students for careers in aircraft
structures manufacture and repair. Learning opportunities develop academic, technical, and professional knowledge
and skills required for job acquisition, retention, and advancement. The program emphasizes a combination of aircraft
structural theory and practical application necessary for successful employment. Program graduates receive an
Aircraft Structural Technology diploma and are qualified as aircraft structural specialists.

Diploma Program

Program Length 52 Credit Hours

Education Requirements  High School graduate or GED required; Minimum age: 16
Entrance Dates Every Semester

Offered Warner Robins and Macon Campuses

Aircraft Structural Technology Curriculum
Credit Hours

General Education Core Courses 8
EMPL 1000 Interpersonal Relations and Professional Development 2
ENGL 1010 Fundamentals of English | 3
MATH 1012 Foundations of Mathematics 3
Occupational Courses 44
COMP 1000 Introduction to Microcomputers 3
ASTT 1010  Basic Blueprint Reading 4
ASTT 1020  Aircraft Blueprint Reading 3
ASTT 1030  Structural Fundamentals 6
ASTT 1040  Structural Layout and Fabrication 5
ASTT 1050  Aerospace Quality Management 3
ASTT 1070  Aerodynamics 2
ASTT 1090  Composites and Bonded Structures 4
ASTT 1100  Sealants 2
ASTT 1110  Corrosion Control 5
ASTT 1120  Aircraft Metallurgy 4
ASTT 1180  Aircraft Technical Publications 3

Total Hours 52

AIRCRAFT ASSEMBLY TECHNICIAN (AA61)
Technical Certificate of Credit

The Aircraft Assembly Technician certificate program will provide technical training to existing industry and individuals

interested in obtaining aircraft structural assembly skills. This program will provide a minimum of training for job

market entry and/or upgrading for existing industry personnel and could lead to continued training for a diploma. This

program results from industry requesting new personnel with the skills addressed in the aircraft structural courses
included in this program.

Technical Certificate of Credit

Program Length
Education Requirements
Entrance Dates

13 Credit Hours

Every Semester

High School Diploma or GED required, Minimum Age: 16

Offered Warner Robins and Macon Campuses

Credit Hours
ASTT 1010  Basic Blueprint Reading 4
ASTT 1020  Aircraft Blueprint Reading 3
ASTT 1030  Structural Fundamentals 6

Total Hours 13
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AUTOMOTIVE COLLISION REPAIR (ACR2)

The Automotive Collision Repair Program is a sequence of courses designed to prepare students for careers in the
automotive collision repair profession. Learning opportunities develop academic, technical and professional
knowledge and skills required for job acquisition, retention, and advancement. The program emphasizes either maj
automotive collision repair or automotive painting and refinishing depending on the specialization area a student
chooses to complete. Program graduates receive an Automotive Collision Repair diploma which qualifies them as
major collision repair technicians or painting and refinishing technicians.

Diploma Program

Program Length 49 Credit Hours
Education Requirements  High School diploma or GED required; Minimum age: 16
Entrance Dates Every Semester
Offered Macon Campus

Minimum Test Scores

Test: Asset Compass Not Required
Reading 70

English 32

Mathematics 26

Algebra

Automotive Collision Repair Diploma Curriculum
Credit Hours

General Education Core Courses 8
EMPL 1000 Interpersonal Relations and Professional Development 2
ENGL 1010 Fundamentals of English | 3
MATH 1012 Foundations of Mathematics 3
Occupational Courses 41
COMP 1000 Introduction to Computers 3
ACRP 1000 Introduction to Auto Collision Repair 4
ACRP 1005 Automobile Component Repair and Replacement 4
ACRP 1010 Foundations of Collision Repair 5
ACRP 1015 Fundamentals of Automotive Welding 4
ACRP 1017 Mechanical and Electrical Systems | 4
OR
ACRP 1018 Mechanical and Electrical Systems (4)
ACRP 1019 Mechanical and Electrical Systems Il 5
COMPLETE ONE OF THE FOLLOWING SPECIALIZATIONS:
Refinishing Specialization
ACRP 2000 Introduction to Refinishing 5
OR
ACRP 2001 Introduction to Auto Painting and Refinishing (5)
ACRP 2002 Painting and Refinishing Techniques 5
ACRP 2009 Refinishing Internship 2
Major Collision Repair Specialization
ACRP 2010 Major Collision Repair 5
ACRP 2015 Major Collision Replacements 5
ACRP 2019  Maijor Collision Repair Internship 2
Minimum Total Hours 49

or
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AUTOMOTIVE COLLISION REPAIR ASSISTANT | (AB51)
Technical Certificate of Credit

The Automotive Collision Repair Assistant | certificate program prepares students for employment as assistants to
lead and master technicians in an automotive collision repair shop. Topics covered include work safety, hand and
power tools, basic component replacement, automotive welding techniques, and mechanical and electrical systems.

Technical Certificate of Credit

Program Length 21 Credit Hours
Education Requirements  High School diploma or GED required; Minimum age: 16
Entrance Dates Every Semester
Offered Macon Campus
Minimum Test Scores
Test: I Asset v Compass P Not Required
Reading 70
English 32
Mathematics 26
Algebra
Credit Hours
ACRP 1000 Introduction to Auto Collision Repair 4
ACRP 1005 Automobile Component Repair and Replacement 4
ACRP 1015 Fundamentals of Automotive Welding 4
ACRP 1017 Mechanical and Electrical Systems | 4
ACRP 1019 Mechanical and Electrical Systems Il 5
Total Hours 21
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AUTOMOTIVE FUNDAMENTALS (AF12)

The Automotive Fundamentals Diploma program is a sequence of courses designed to prepare students for careers
in the automotive service and repair profession. Learning opportunities enable students to develop academic,
technical and professional knowledge and skills required for job acquisition, retention, and advancement. The
program emphasizes a combination of automotive mechanics theory and practical application necessary for
successful employment. Program graduates receive an Auto Fundamentals diploma that qualifies them as entry-level

technicians.

Diploma Program

Program Length 43 Credit Hours
Education Requirements

Entrance Dates Every Semester
Offered

High School diploma or GED required; Minimum age: 16

Macon, Milledgeville and Warner Robins Campuses

Automotive Fundamentals Diploma Curriculum

General Education Core Courses

EMPL 1000
ENGL 1010
MATH 1012

Interpersonal Relations and Professional Development

Fundamentals of English |
Foundations of Mathematics

Occupational Courses

COMP 1000

AUTT 1010

Introduction to Computers
Automotive Technology Introduction

Automotive Electrical Course Options

AUTT 1020

AUTT 1021

AUTT 1022

AUTT 1030

Automotive Electrical Systems
OR

Automotive Electrical Systems |
AND

Automotive Electrical Systems Il

Automotive Brake Systems

Automotive Engine Performance Course Options

AUTT 1040

AUTT 1041

AUTT 1042

AUTT 1050
AUTT 1060

Automotive Engine Performance
OR

Automotive Engine Performance |
AND

Automotive Engine Performance Il

Automotive Suspension and Steering Systems
Automotive Climate Control Systems

Choose one (1) of the following:

AUTT 1070

AUTT 2100

WELD 1000

Automotive Technology Internship
OR

Automotive Alternative Fuel Vehicles
OR

Introduction to Welding Technology

Credit Hours
8

2
3
3

(4)
(3)

(3)
(4)

(4)
(3)

Total Hours 43
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AUTOMOTIVE TECHNOLOGY (AT14)

The Automotive Technology Diploma program is a sequence of courses designed to prepare students for careers in
the automotive service and repair profession. Learning opportunities enable students to develop academic, technical
and professional knowledge and skills required for job acquisition, retention, and advancement. The program
emphasizes a combination of automotive mechanics theory and practical application necessary for successful
employment. Program graduates receive an Automotive Technology diploma that qualifies them as well rounded
entry-level technicians.

Diploma Program

Program Length
Education Requirements
Entrance Dates

Offered

55 Credit Hours

Every Semester

High School diploma or GED required, Minimum age: 16

Macon, Milledgeville and Warner Robins Campuses

Automotive Technology Diploma Curriculum

General Education Core Courses

EMPL 1000
ENGL 1010

MATH 1012

Interpersonal Relations and Professional Development

Fundamentals of English |
Foundations of Mathematics

Occupational Courses

COMP 1000

AUTT 1010

Introduction to Computers
Automotive Technology Introduction

Automotive Electrical Course Options

AUTT 1020

AUTT 1021

AUTT 1022

AUTT 1030

Automotive Electrical Systems
OR

Automotive Electrical Systems |
AND

Automotive Electrical Systems Il

Automotive Brake Systems

Automotive Engine Performance Course Options

AUTT 1040

AUTT 1041

AUTT 1042

AUTT 1050
AUTT 1060

Automotive Engine Performance
OR

Automotive Engine Performance |
AND

Automotive Engine Performance Il

Automotive Suspension and Steering Systems
Automotive Climate Control Systems

Automotive Engine Repair Course Options

AUTT 2010

AUTT 2011

AUTT 2012

AUTT 2020
AUTT 2030

Automotive Engine Repair
OR

Automotive Engine Repair |
AND

Automotive Engine Repair Il

Automotive Manual Drive Train and Axles

Automotive Automatic Transmissions and Transaxles

Credit Hours
8

2
3
3

(4)
(3)

(3)
(4)

3)
(3)

(G208

Total Hours 55
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AUTOMOTIVE ENGINE PERFORMANCE TECHNICIAN (AE51)
Technical Certificate of Credit

The Automotive Engine Performance Technician certificate program introduces students to the knowledge and skills
they will need as entry level automotive engine performance technicians. Topics covered include: shop safety,
electrical/electronic diagnosis, and diagnosis and service of fuel, ignition, emission and electronic engine controls.

Technical Certificate of Credit

Program Length 16 Credit Hours

Education Requirements  High School diploma or GED required, Minimum age: 16
Entrance Dates Every Semester

Offered Macon, Milledgeville and Warner Robins Campuses

AUTT 1010  Automotive Technology Introduction

Automotive Electrical Course Options

AUTT 1020  Automotive Electrical Systems
OR

AUTT 1021  Automotive Electrical Systems |
AND

AUTT 1022  Automotive Electrical Systems I

Automotive Engine Performance Course Options

AUTT 1040  Automotive Engine Performance
OR

AUTT 1041  Automotive Engine Performance |
AND

AUTT 1042  Automotive Engine Performance I

Total Hours

Credit Hours
2

(4)
3)

®3)
(4)
16
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AUTOMOTIVE ENGINE REPAIR TECHNICIAN (AE61)
Technical Certificate of Credit

The Automotive Engine Repair Technician certificate program provides the student with entry level automotive engine
repair skills. Topics include: basic shop safety, basic electrical/electronic diagnosis, principles of engine operation,
basic engine diagnosis, and basic engine repair procedures.

Technical Certificate of Credit

Program Length 15 Credit Hours

Education Requirements  High School diploma or GED required, Minimum age: 16
Entrance Dates Every Semester

Offered Warner Robins, Macon, and Milledgeville Campuses

Minimum Test Scores
Test: Asset v Compass P Not Required
Reading 70
English 32
Mathematics 26
Algebra
Credit Hours
AUTT 1010  Automotive Technology Introduction 2
Automotive Electrical Course Options
AUTT 1020  Automotive Electrical Systems 7
OR
AUTT 1021  Automotive Electrical Systems | 4)
AND
AUTT 1022  Automotive Electrical Systems I 3)

Automotive Engine Repair Course Options

AUTT 2010  Automotive Engine Repair 6
OR
AUTT 1041  Automotive Engine Repair | 3)
AND
AUTT 1042  Automotive Engine Repair Il 3)
Total Hours 15
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AUTOMOTIVE CLIMATE CONTROL TECHNICIAN (AH21)
Technical Certificate of Credit

The Automotive Climate Control Technician certificate program provides students with skills for entering the
automotive service industry as an entry level climate control technician. Topics covered include: basic shop safety,
electrical/electronic theory and diagnosis, and the theory, operation, diagnosis and servicing of automotive climate

control systems.

Technical Certificate of Credit

High School diploma or GED required, Minimum age: 16

Macon, Milledgeville and Warner Robins Campuses

Program Length 14 Credit Hours
Education Requirements

Entrance Dates Every Semester
Offered

AUTT 1010  Automotive Technology Introduction
AUTT 1020  Automotive Electrical Systems
AUTT 1060  Automotive Climate Control Systems

AUTOMOTIVE CHASSIS TECHNICIAN SPECIALIST (ASG1)
Technical Certificate of Credit

Credit Hours
2
7
5

Total Hours 14

The Automotive Chassis Technician Specialist certificate program provides students with skills needed to enter the
automotive industry as an entry level chassis technician. Topics covered include: shop safety, basic
electrical/electronic theory and diagnosis, chassis components and types, steering system components and service,
alignment theory and procedures, and brake system operation, diagnosis and repair.

Technical Certificate of Credit

High School diploma or GED required, Minimum age: 16

Credit Hours
2

(4)
3)

Program Length 17 Credit Hours
Education Requirements
Entrance Dates Every Semester
Offered Macon, Milledgeville and Warner Robins Campuses
AUTT 1010  Automotive Technology Introduction
Automotive Electrical Course Options
AUTT 1020  Automotive Electrical Systems
OR
AUTT 1021  Automotive Electrical Systems |
AND
AUTT 1022  Automotive Electrical Systems I
AUTT 1030  Automotive Brake Systems
AUTT 1050 Automotive Suspension and Steering Systems

Total Hours 17
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AUTOMOTIVE ELECTRICAL/ELECTRONIC SYSTEMS TECHNICIAN (AE41)

Technical Certificate of Credit

This certificate program provides students with the knowledge and skills necessary to diagnose, service, and repair
basic electrical/electronic automotive systems as an entry level technician. Topics covered include automotive shop
safety, electrical theory and circuit diagnosis, automotive batteries, starting and charging systems, instrumentation,

lighting, and various vehicle accessories.

Technical Certificate of Credit

Program Length 9 Credit Hours
Education Requirements
Entrance Dates

Offered

Every Semester

Minimum Test Scores

Test: Asset
Reading

English

Mathematics

Algebra

AUTT 1010
AUTT 1020

Automotive Technology Introduction
Automotive Electrical Systems

High School diploma or GED required; Minimum age: 16

Warner Robins, Macon, and Milledgeville Campuses

Compass
70
32
26

Not Required

Credit Hours
2
7

Total Hours 9
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AUTOMOTIVE TRANSMISSIONS/TRANSAXLE TECH SPECIALIST (AA71)

Technical Certificate of Credit

The Automotive Transmission/Transaxle Tech Specialist certificate program provides students with the skills to enter
the automotive industry as an entry level transmission, transaxle, and drive line technician. Topics covered include:

shop safety, basic electrical/electronic theory and diagnosis, manual transmission/transaxle operation and diagnosis,
automatic transmission/transaxle operation and diagnosis, axles operation and diagnosis, differentials operation and
diagnosis, and 4WD/AWD systems operation and diagnosis.

Technical Certificate of Credit

Program Length 18 Credit Hours

Education Requirements  High School diploma or GED required; Minimum age: 16
Entrance Dates Every Semester

Offered

Warner Robins, Macon, and Milledgeville Campuses

Minimum Test Scores

Test: B Asset 2 Compass Not Required
Reading 70
English 32
Mathematics 26
Algebra
Credit Hours
AUTT 1010  Automotive Technology Introduction 2
Automotive Electrical Course Options
AUTT 1020 Automotive Electrical Systems 7
OR
AUTT 1021 Automotive Electrical Systems | (4)
AND
AUTT 1022 Automotive Electrical Systems Il 3)
AUTT 2020  Automotive Manual Drive Train and Axles 4
AUTT 2030  Automotive Automatic Transmissions and Transaxles 5
Total Hours 18
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AUTOMOTIVE MAINTENANCE AND LIGHT REPAIR TECHNICIAN (ALR1)
Technical Certificate of Credit

The Auto Maintenance and Light Repair Technician TCC prepares students for entry-level maintenance and repair
positions in auto service shops. Students will learn the basic repair and maintenance operations in all eight ASE
areas of passenger vehicles and light trucks. Graduates of this TCC will be able to pursue master level auto

knowledge in the Automotive Technology diploma program.

Technical Certificate of Credit
Program Length 20 Credit Hours
Offered High School / Dual Enrollment Only

Minimum Test Scores

Test: Asset Compass
Reading 70
English 32
Mathematics 26
Algebra

AUTT 1010  Automotive Technology Introduction
AUTT 1011  Basic Auto Maintenance and Light Repair |
AUTT 1012  Auto Maintenance and Light Repair Il
AUTT 1013  Auto Maintenance and Light Repair IlI

Not Required

Credit Hours
2
6
6
6

Total Hours 20
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AVIATION MAINTENANCE TECHNOLOGY (AM43)

The Aviation Maintenance Technology degree program is intended to provide students with an introduction to the
occupational area of aviation maintenance as currently understood and practiced by Federal Aviation Administration
(FAA) mechanic certificate holders with airframe and/or power plant ratings. In addition, the combined power plant
and airframe curriculum is designed to provide students with the technical knowledge and skills required to diagnose
problems and repair aircraft power plants, both reciprocating and turbine, their systems and components; and
airframes, both metal and wood, their systems and components. Satisfactory completion of all program courses
entitles students to participate in FAA power plant and airframe examinations and certification processes. CGTC is a

FAA Part 147 Certificated school.

Associate Degree

Program Length 97 Credit Hours

Education Requirements  High School Diploma or GED required, Minimum Age: 16
Entrance Dates Every semester

Offered Warner Robins Campus

Minimum Test Scores
Test: Asset 2 Compass Not Required
Reading 79
English 62
Mathematics
Algebra 37

Aviation Maintenance Technology Associate Degree Curriculum

General Education Core Courses
Area | - Language Arts/Communication
ENGL 1101  Composition and Rhetoric

Area Il - Social/Behavioral Sciences
XXXX XXXX Social/Behavioral Sciences Elective

Area lll - Natural Sciences/Mathematics

Choose one (1) Math course from the following three courses:
MATH 1100 Quantitative Skills and Reasoning

MATH 1101  Mathematical Modeling

MATH 1111 College Algebra

Area IV - Humanities/Fine Arts
XXXX XXXX Humanities/Fine Arts Elective

XXXX XXXX General Education Core Elective (Areas | - 1V)

Occupational Courses
COMP 1000 Introduction to Computers

The following courses are FAA approved:
General

AVMT 1000 Aviation Mathematics

AVMT 1010 Aircraft Maintenance Regulations
AVMT 1020 Aircraft Applied Sciences |

AVMT 1025  Aircraft Applied Sciences Il
AVMT 1030 Aircraft Electricity and Electronics
AVMT 1210  Aviation Physics

Credit Hours
15

3

(3)
3)

NORODNDN
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Airframe
AVMT 2010
AVMT 2011

AVMT 2020
AVMT 2025
AVMT 2030
AVMT 2040
AVMT 2050
AVMT 2060
AVMT 2070
AVMT 2080
AVMT 2085
AVMT 2090
AVMT 2095

Powerplant
AVMT 2210
AVMT 2220
AVMT 2230
AVMT 2240
AVMT 2260
AVMT 2270
AVMT 2275
AVMT 2280
AVMT 2285

Choose one (1) of the following two courses:
Aircraft Airframe Structures

OR

Aircraft Wood Structures, Coverings and Finishes

Airframe Sheet Metal

Airframe Non-Metallic Structure

Airframe Welding

Airframe Assembly and Rigging

Airframe Inspection

Airframe Hydraulic and Pneumatic Systems
Aircraft Landing Gear Systems

Aircraft Environmental Control Systems
Aircraft Fuel and Instrument Systems
Aircraft Electrical Systems

Aircraft Communication and Navigation Systems

Reciprocating Engine Powerplants |
Reciprocating Engine Powerplants I

Gas Turbine Powerplants |

Gas Turbine Powerplants II

Aircraft Engine Fuel and Fuel Metering Systems

Powerplant Instruments, Fire Protection and Electrical Systems

Powerplant Ignition and Starting Systems
Aircraft Powerplant Accessory Systems
Aircraft Propeller Systems

=Y
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Total Hours
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AVIATION MAINTENANCE TECHNOLOGY (AM34)

The Aviation Maintenance Technology diploma program is intended to provide students with an introduction to the
occupational area of aviation maintenance technology as currently understood and practiced by Federal Aviation
Administration (FAA) mechanic certificate holders with airframe and/or power plant ratings. In addition, the combined
power plant and airframe curriculum is designed to provide students with the technical knowledge and skills required
to diagnose problems and repair aircraft power plants, both reciprocating and turbine, their systems and components;
and airframes, both metal and wood, their systems and components. Satisfactory completion of all program courses
entitles students to participate in FAA power plant and airframe examinations and certification processes. Central
Georgia Technical College is a FAA Part 147 Certificated School.

Diploma Program

Program Length 90 Credit Hours

Education Requirements  High School Diploma or GED required, Minimum Age: 16
Entrance Dates Every semester

Offered Warner Robins Campus

Minimum Test Scores
Test: Asset 2 Compass Not Required
Reading 38 70
English 37 32
Mathematics 35 26
Algebra 37 28

Aviation Maintenance Technology Diploma Curriculum
Credit Hours
General Education Core Courses 8
EMPL 1000 Interpersonal Relations and Professional Development 2

Choose one (1) of the following two English courses:

ENGL 1010 Fundamentals of English | 3
OR
ENGL 1101  Composition and Rhetoric 3)
Choose one (1) of the following two Math courses:
MATH 1013  Algebraic Concepts 3
OR
MATH 1111 College Algebra 3)
Occupational Courses 82
COMP 1000 Introduction to Computers 3
The following courses are FAA approved:
General
AVMT 1000 Aviation Mathematics 2
AVMT 1010 Aircraft Maintenance Regulations 2
AVMT 1020  Aircraft Applied Sciences | 5
AVMT 1025  Aircraft Applied Sciences I 4
AVMT 1030 Aircraft Electricity and Electronics 5
AVMT 1210  Aviation Physics 2
Airframe
Choose one (1) of the following two courses:
AVMT 2010  Aircraft Airframe Structures 2
OR
AVMT 2011  Aircraft Wood Structures, Coverings and Finishes 1
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AVMT 2020
AVMT 2025
AVMT 2030
AVMT 2040
AVMT 2050
AVMT 2060
AVMT 2070
AVMT 2080
AVMT 2085
AVMT 2090
AVMT 2095

Powerplant
AVMT 2210
AVMT 2220
AVMT 2230
AVMT 2240
AVMT 2260
AVMT 2270
AVMT 2275
AVMT 2280
AVMT 2285

Airframe Sheet Metal

Airframe Non-Metallic Structure

Airframe Welding

Airframe Assembly and Rigging

Airframe Inspection

Airframe Hydraulic and Pneumatic Systems
Aircraft Landing Gear Systems

Aircraft Environmental Control Systems
Aircraft Fuel and Instrument Systems
Aircraft Electrical Systems

Aircraft Communication and Navigation Systems

Reciprocating Engine Powerplants |

Reciprocating Engine Powerplants I

Gas Turbine Powerplants |

Gas Turbine Powerplants Il

Aircraft Engine Fuel and Fuel Metering Systems

Powerplant Instruments, Fire Protection and Electrical Systems
Powerplant Ignition and Starting Systems

Aircraft Powerplant Accessory Systems

Aircraft Propeller Systems

Total Hours
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AVIATION MAINTENANCE TECHNICIAN (AM24)
Technical Certificate of Credit

The Aviation Maintenance Technician technical certificate of credit program prepares students for employment in the

field of aviation maintenance as currently regulated by the Federal Aviation Administration (FAA). The program
emphasizes a combination of aircraft maintenance theory and aircraft maintenance application. Satisfactory
completion of all AMT program courses entitles students to participate in FAA airframe and powerplant (A&P)
examinations and certifications. Central Georgia Technical College is a FAA Part 147 Certificated School.

Technical Certificate of Credit

Program Length
Education Requirements
Entrance Dates

Offered

79 Credit Hours

Every Semester
Warner Robins Campus

High School Diploma or GED required, Minimum Age: 16

Minimum Test Scores

Test: ¥ psset v Compass Not Required
Reading 38 70
English 37 32
Mathematics 35
Algebra 37 28

The following courses are FAA approved:

General

AVMT 1000
AVMT 1010
AVMT 1020
AVMT 1025
AVMT 1030
AVMT 1210

Airframe
AVMT 2010
AVMT 2011

AVMT 2020
AVMT 2025
AVMT 2030
AVMT 2040
AVMT 2050
AVMT 2060
AVMT 2070
AVMT 2080
AVMT 2085
AVMT 2090
AVMT 2095

Powerplant
AVMT 2210
AVMT 2220
AVMT 2230
AVMT 2240

Aviation Mathematics

Aircraft Maintenance Regulations
Aircraft Applied Sciences |
Aircraft Applied Sciences Il
Aircraft Electricity and Electronics
Aviation Physics

Choose one (1) of the following two courses:
Aircraft Airframe Structures

OR

Aircraft Wood Structures, Coverings and Finishes

Airframe Sheet Metal

Airframe Non-Metallic Structure

Airframe Welding

Airframe Assembly and Rigging

Airframe Inspection

Airframe Hydraulic and Pneumatic Systems
Aircraft Landing Gear Systems

Aircraft Environmental Control Systems
Aircraft Fuel and Instrument Systems
Aircraft Electrical Systems

Aircraft Communication and Navigation Systems

Reciprocating Engine Powerplants |
Reciprocating Engine Powerplants I
Gas Turbine Powerplants |
Gas Turbine Powerplants II

Credit Hours
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AVMT 2260
AVMT 2270
AVMT 2275
AVMT 2280
AVMT 2285

Aircraft Engine Fuel and Fuel Metering Systems

Powerplant Instruments, Fire Protection and Electrical Systems

Powerplant Ignition and Starting Systems
Aircraft Powerplant Accessory Systems
Aircraft Propeller Systems

AVIATION MAINTENANCE TECHNICIAN — AIRFRAME (AMT1)
Technical Certificate of Credit

Total Hours
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The Aviation Maintenance Technician-Airframe program prepares students for employment in the field of aviation
maintenance. The program emphasizes a combi