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Department of Technical and Adult Education

Technical College System of Georgia

State Board Meeting

1800 Century Place

Atlanta, Georgia 30345
March 6, 2008

1:00 P.M.
                                                                 Minutes
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McGrath Keen





Ben Tarbutton
Ann Purcell






Members Absent

Lee Lee James

CALL TO ORDER
Pursuant to date, time and place stated above, Chairmen Swearingen called the State Board meeting of the Department of Technical and Adult Education, also known as the Technical College System of Georgia, to order.
APPROVAL OF MINUTES
Chairman Swearingen called for a motion to approve the minutes of the February 6, 2008, State Board meeting.  Upon a motion by Allen Rice and a second by Ann Purcell, the Board approved the minutes with revisions noted regarding the addition of the Executive Committee minutes and Executive Session clarification.
CHAIRMAN

GOAL Program May 20-23 – Westin Peachtree Plaza, Atlanta
Mr. Swearingen encouraged the Members to participate as a judge for the GOAL program May 20-23 and to attend the reception and awards banquet on Thursday, May 22.
2008 Georgia Manufacturing Appreciation Week Luncheon April 17 – Cobb Galleria
Mr. Swearingen also encouraged the Members to attend the Manufacturing Appreciation Week (MAW) Luncheon.  He stated that the Governor and the Commissioner attend, and depending on the progress of legislative session, there could be a bill signing opportunity.  
Atlanta Woman Magazine
Mr. Swearingen recognized Ms. Sylvia Anderson’s recognition as one of Atlanta Woman Magazine’s Top 25 Women to Watch.  He commended the work she is doing as president at AT&T Georgia.
COMMISSIONER'S COMMENTS






Commissioner Jackson began his comments by discussing the Leadership Summit in Augusta.  Chairman Swearingen and Ann Purcell attended the opening session and Mary Flanders participated in the entire Summit.  At the Summit, the Commissioner announced his goals and expectations to double dual enrollment and a 50% enrollment increase of the Adult Education program over the next two years.  The progress will be tracked and measured with the new TCSG Scorecard system.

Commissioner Jackson expressed his appreciation to Dr. Tina Anderson for her service as Interim Commissioner for the Technical Education Office for the past two months.  He recognized Dr. Freida Hill as the new Deputy for the System Office and Lisa Eason as the new Assistant Commissioner of the Administration Office.  He plans to move forward to appoint an Assistant Commissioner for the Technical Education Office.  He also introduced Sherry Lyle as his new Executive Administrative Assistant.  The Commissioner presented a 25-year Service Award to Anita Hunnicutt.  
Commissioner Jackson spoke of the many challenges we have in the construction/project management area and working with GSFIC.  He announced that plans are underway to refurbish the whole facilities management process.  The Commissioner asked Dr. Hill to begin a process to develop a flow chart to track bond expenditures, balances,  dissemination of funds, etc. A procedures manual for construction/renovation projects will be developed to include bonds, etc.  
Commissioner Jackson announced that Dr. Daryl Gilley, President, West Georgia Technical College is retiring in August.  He has agreed to help us with a special project before he retires.  Commissioner Jackson commended Dr. Gilley on his creative and innovative renovation of the Raytheon Building. Dr. Gilley has completed two-thirds of the renovation project with local funds, talent and donations from the community.  The $3.4 million that was allotted for the completion of the entire project will now be used to complete the remaining work that needs to be done.     
Commissioner Jackson briefly discussed the progress of the campus security study by Andy Lundell.  A formal presentation will be made to the Board in May.  Each college will require a unique solution, and implementation will occur in a phase-in process.  
Laura Gammage was asked to provide a legislative update.  She reported that the System’s three agency bills have crossed over from each Chamber respectively.  She does not anticipate any problem with the exception of the HOPE Cap that is attached to the Career Academies bill.  Laura feels that a compromise will occur between the House and Senate. Our name change request has gone through the Senate and is now being considered in the House; the Carry Forward legislation has passed out of the House and is scheduled be heard in the Senate Higher Education Committee next week.  
The Commissioner distributed a report from Middle Georgia College containing the Spring and Fall 07 enrollment.  There was a slight decline in enrollment in the two-year programs we offered and an increase in their four-year programs.  The Commissioner noted part of the decline could be contributed to the quarter to semester conversion.  They believe that the two year programs are fine.  However, the Spring 07 to Spring 08 report will provide a truer comparison.  
His final comments were about the collaborative effort between Sandersville Technical College and Central Georgia Technical College.  They are sharing a CDL TCC and EMT programs in Putnam and Hancock Counties.
COMMITTEE REPORTS

ACADEMIC AFFAIRS AND ADULT EDUCATION






Upon a motion
 by Dr. Reed, second by Mr. Rice and Ms. Purcell, the Board approved the college requests listed below to offer diploma and degree programs effective the quarter specified for each request. Any fiscal requirements to begin these programs must be approved through the standard budget approval process.

Approval of Diplomas and AAS Degrees

Albany Technical College 
(Main Campus) 
Diploma program in Masonry, effective Summer 2008.
Degree program in Residential Construction Management, effective Summer 2008.

East Central Technical College 
(Coffee County Campus) 
Diploma program in Welding and Joining Technology, effective Summer 2008.

West Central Technical College 
(Carroll Campus) 
Diploma program in Industrial Systems Technology, effective Summer 2008.

Approval of Technical Certificates of Credit

Upon a motion by Dr. Reed, second by McGrath Keen, the Board approved that the college requests listed below to offer technical certificates of credit effective the quarter specified for each request.
Heart of Georgia Technical College 
(Main Campus) 
TCC program in Microsoft Word Application Specialist, effective Summer 2008.
Ogeechee Technical College 
(Screven County Learning Center) 
TCC program in Certified Manufacturing Specialist, effective Spring 2008.
(Main Campus)
TCC program in Flat Shielded Metal Arc Welder, effective Spring 2008.
TCC program in Certified Manufacturing Specialist, effective Spring 2008.
TCC program in Gas Metal Arc Welder, effective Spring 2008.
TCC program in Gas Tungsten Arc Welder, effective Spring 2008.

Savannah Technical College 
(Main Campus) 
TCC program in Green Building Technician, effective Spring 2008.

Swainsboro Technical College 
(Main Campus) 
TCC program in Cosmetology Instructor, effective Spring 2008.
TCC program in Child Development Associate, effective Spring 2008.

West Central Technical College 
(Murphy Campus) 
TCC program in Certified Manufacturing Specialist, effective Summer 2008.
(Coweta (CEC) Campus)
TCC program in Certified Manufacturing Specialist, effective Summer 2008.
(Carroll Campus)
TCC program in Certified Manufacturing Specialist, effective Summer 2008.

Program Terminations

Upon a motion by Dr. Reed, second by Mr. McGrath Keen, the Board approved that the college requests listed below terminate diplomas, degree, and technical of credit programs effective as stated for each program.  The documents for program terminations have been shared with the Facilities Department.

Technical Certificates of Credit

Chattahoochee Technical College

(Marietta Campus)

TCC program in Telecommunications Service and Electronics, effective Spring 2008.

(South Cobb Campus)

TCC program in Computer Information Systems (A+ CompTia Act I), effective Spring 2008.

Flint River Technical College

TCC program in Scopist, effective Winter 2008.

TCC program in Extrusion Molding Technician, effective Winter 2008.

TCC program in Injection molding Specialist, effective Spring 2008.

Diploma and AAS Degrees

Chattahoochee Technical College

(Marietta Campus)

Diploma program in Culinary Arts, effective immediately.

Degree program in Electronic and Computer Engineering, effective Spring 2008.

Diploma program in Electrical Construction and Maintenance, effective Spring 2008.

Diploma program in Biomedical Engineering Technology, effective Spring 2008.

Degree program in Biomedical Engineering Technology, effective Spring 2008

(South Cobb Campus)

Diploma program in Printing Graphics Technology, effectively immediately.

Coastal Georgia Community College

Diploma program in Marketing Management, effective immediately.

Degree program in Marketing Management, effective immediately.

Dalton State College

Diploma program in Law Enforcement, effective Winter 2009.

Degree program in Law Enforcement, effective Winter 2009.

Flint River Technical College

Diploma program in Court Reporting Technology, effective Spring 2009.

Degree program in Court Reporting Technology, effective Spring 2009.

North Georgia Technical College

(Blairsville Campus)

Degree program in CIS/Internet Specialist – Website Design, effective Spring 2008.

(Currahee Campus)

Degree program in Applied Manufacturing Technology, effective Spring 2008.

(Clarkesville Campus)

Degree program in Applied Manufacturing Technology, effective Spring 2008.

Rescind Program Terminations 

Technical Certificates of Credit

Upon a motion by Dr. Reed, second by Mr. McGrath Keen and Mr. Allen Rice, the Board approved that the college requests listed below to rescind the program terminations for the following technical of credit programs effective as stated for each program.  
Central Georgia Technical College

(Macon Campus)

TCC program in Calibration Technician, effective immediately.

DeKalb Technical College

(Covington-Newton Campus)

TCC program in Certified Construction Worker, effective immediately.

Adult Education Update – Dr. Sandra Reed reported that during the first two months of this year, enrollment of GED test takers is up by approximately 400 students.  The EAGLE Banquet was a successful event.  Ms. Mary Flanders gave the welcoming remarks.  Chairman Swearingen and Don Chapman also attended the event.
EXTERNAL AFFAIRS AND ECONOMIC DEVELOPMENT





Mr. Michael Sullivan gave the committee report.  He stated there were no motions to come before the Board.  He encouraged everyone to attend the upcoming MAW.  
Mr. Sullivan drew attention to the new add to appear in Georgia Trend Magazine.  
He reported that enrollment is up 4.5% according to the Winter Seven-Day Enrollment Report over last year; of the 21 and younger age group, enrollment is up 7.4% and there is a slight decline in the 35 to 38 year-old bracket.   

Economic Development - Mr. Sullivan reported there were 10 active prospects for 1,835 potential new jobs and 8 announcements for 412 new jobs.

FACILITIES AND REAL ESTATE
Ms. Mary Flanders presented the committee report.  

1. NAMING OF BUILDING
Upon a motion by Ms. Flanders, second by Mr. Allen Rice, the Board approved a request from Columbus Technical College to name Project No. DTAE-201 Health Sciences Building the Dr. Robert L. Wright, Jr. Health Sciences Center in honor of Dr. Robert L. Wright.  

After the motion, Ms. Flanders asked Mr. Bob Jones, President, Columbus Technical College, to tell the Board about Dr. Robert C. Wright, Jr., founder of Dimensions International, Inc., a full service information technology and engineering firm.  Mr. Bob Jones distributed Dr. Wright’s biographical information.  Dr. Wright, a Columbus, Georgia native, donated $1 million to Columbus Tech that triggered the Amos Challenge making Dr. Wright’s donation worth $2 million to the College.  He is the first African-American to give at this level and to be honored at this level in the local community.  Mr. Jones thanked the Board for their consideration and approval of the request.  He invited the Members to the groundbreaking ceremony on May 20.  
2.    REVOCABLE LICENSES, NON-EXCLUSIVE EASEMENT AND GROUND LEASE 
Upon a motion by Ms. Flanders, a second by Mr. McGrath Keen and Ms. Ann Purcell, the Board approved granting a revocable license and a non-exclusive easement to Effingham County Schools across an area of land on the Effingham County campus of Savannah Technical College measuring approximately 50’ x 1,310’ containing approximately 1.5 acres for use by Effingham County Schools as ingress/egress into the site of the Effingham County Career Academy, and the granting of a revocable license and a 30-year ground lease to Effingham County Schools over 7.0 acres on the Effingham County campus of Savannah Technical College for use in the construction and operation of the Effingham County Career Academy, subject to approval of the revocable license agreements and the 30-year ground lease by the State Properties Commission.  Further, construction of the Career Academy project shall have an identification sign indicating both the Effingham Campus of Savannah Technical College, a Unit of the Technical College System of Georgia and the Effingham County Career Academy.  The Facilities and Real Estate Committee shall be informed of and given the opportunity to participate in all design meetings regarding the design of the Career Academy.  
3. MODIFICATION TO APPROVAL OF LAND ACQUISITION

Upon a motion made by Ms. Mary Flanders, a second by Mr. Don Chapman and Ms. Ann Purcell, the Board approved a modification of the motion granted by the Board on August 2, 2007, approving the purchase of 54.03 acres on Crossroads Parkway, Crossroads Business Center, Savannah, Georgia, from the Savannah Technical College Foundation, at an amount not to exceed $1,600,000, and to approval of the purchase of 50.53 acres on Crossroads Parkway, Crossroads Business Center, Savannah, Georgia, from the Savannah Technical College Foundation, at a purchase price of $1,150,000, to comply with the Commitment received from GSFIC under Project No. DTAE-215, Property Acquisition, Crossroads Campus, Savannah Technical College, in the amount of $1,150,000, subject to approval of the State Properties Commission.  This reduction in the area of land to be purchased, and the reduction in the amount to be paid for the land to be purchased, will allow Savannah Technical College to proceed with a public-private partnership for the construction of its Aircraft Technology Building.  Point of clarification was noted that $1,150,000 was the amount approved and the amount of bond funds to make the purchase.  Ms. Purcell expressed her hope that the project would move forward expeditiously. 

GOVERNANCE, COMPLIANCE AND AUDIT
Mr. Otis Raybon gave the committee report. Upon a motion made by Mr. Raybon, a second by Mr. Allen Rice, the Board approved that the proposed policies Background Investigations and Direct Deposit of Pay be tabled for consideration at the next regularly scheduled meeting as noted below.  These changes are designed to incorporate the expressed intent of the Board.  
Background Investigations
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I.   Policy

It is the policy of the Georgia Department of Technical and Adult Education that all reasonable measures will be taken to provide a safe and secure environment for employees, students, visitors, contractors, and other individuals working in, attending, and/or visiting any Department work unit or technical college. Based on this objective and in an effort to ensure suitability for employment, a thorough background investigation, including a criminal history records check, shall be conducted on the recommended candidate for any full- and part-time position with the Department or any associated technical college.  Based on this objective, a thorough background investigation, including a criminal history records check, shall be conducted on the recommended candidate for any full- or part-time position with the Department or any associated technical college before a hiring decision is finalized. 

The successful completion of a criminal history records check/investigation will also be required of any contractor/employee of a contractor who works in a full-time or permanent, part-time capacity at any technical college, and whose work assignment(s) include direct contact with students and staff. Consistent with the provisions of this policy, any individual with a documented record of criminal conviction(s), as well as those on active, reporting probation or with outstanding criminal charges or active arrest warrants, may be ineligible for employment with or work assignment involving any Department work unit or technical college.  

II. Applicability 

All work units and technical colleges associated with the Georgia Department of Technical and Adult Education.  

III. Definitions

Applicant: An individual seeking employment with any work unit or technical college associated with the Georgia Department of Technical and Adult Education. This term also includes employees of other state agencies or any college/university affiliated with the University System of Georgia, as well as current or former employees of the Georgia Department of Technical and Adult Education or any technical college. 

Arrest:  the restraining and seizure of an individual by the police or other person acting under the law in connection with a crime.  

Background Investigation:  may include a criminal history records (name)  check, motor vehicle/driver’s history investigation, military service investigation, employment history investigation, credit history investigation, and/or the review, verification, and/or the investigation of information provided on an applicant’s resume, employment application, or State of Georgia Security Questionnaire/Loyalty Oath. 

Business Day:  Weekdays that administrative offices are open. 

Consumer Report: any communication of information by a consumer reporting agency regarding a consumer’s credit worthiness, credit standing, credit capacity, character, general reputation, personal characteristics, or mode of living when such information is used for employment or other purposes. When used in conjunction with a consumer report, the term “employment purposes” is defined as a report used for the purpose of evaluating a consumer for initial employment, promotion, reassignment, or retention. 

Consumer Reporting Agency:  The person (entity) who regularly assembles or evaluates consumer information and furnishes consumer reports to third parties for a fee or on a non-profit basis.  
Conviction:  The result of a criminal trial (proceeding) in which the defendant has been found guilty of a crime (including a plea bargain/agreement and a plea of nolo contendere). 

Crime:  Conviction(s) or pending charge(s) that will disqualify an applicant from further consideration for employment.

Criminal Record:  
· Conviction of a crime;

· Arrest, charge, and sentencing for a crime where: 

a. a plea of nolo contendere was entered to a charge; 

b. First Offender Treatment without an adjudication of guilt pursuant to the charge was granted; provided, however, that this subparagraph shall not apply to a violation of O.C.G.A. Title 16, Chapter 13 relating to controlled substances, or any other offense committed in another jurisdiction which, if committed in this state, would be a violation of Chapter 13, of Title 16 if such violation or offense constituted only simple possession; or, 

c. Adjudication or sentence was otherwise withheld or not entered on the charge; provided however, that this subparagraph shall not apply to a violation of Chapter 13 of Title 16, relating to controlled substances, or any other offense committed in this state, would be a violation of Chapter 13 of Title 16 if such violation or offense constituted only simple possession; or,

· Arrest and being charged for a crime if the charge is pending, unless the time for prosecuting such a crime has expired pursuant to O.C.G.A. Title 17, Chapter 3.

Criminal History Records Check/Investigation:   Use of a computerized database at the state or federal level (GCIC and/or NCIC) to determine whether an individual has a criminal record.

Criminal History Record Information:   Information collected by criminal justice agencies on individuals consisting of identifiable descriptions and notations of arrests, detentions, indictments, information, or other formal criminal charges, and any disposition arising there from including acquittal, sentencing, correctional supervision, and release.  

Disposition:  The result of a criminal proceeding including information disclosing that an arresting agency has elected not to refer the matter to a prosecutor or that a prosecutor elected not to commence criminal proceedings and disclosing the nature of the termination in proceedings or, information disclosing the reason for such postponement. 

Employment History Investigation:  An oral or written verification of an individual’s previous employment as referenced on his/her resume or employment application. 

Fair Credit Reporting Act (FRCA):  Protects prospective employees, existing employees, and other individuals by requiring consumer reporting agencies (CRAs) to adopt procedures that promote confidentiality, accuracy, relevancy, and proper use of consumer information. Employers (in almost all circumstances) are required to follow certain steps, including obtaining an individual’s written consent before pursuing a consumer report from a consumer reporting agency.   

Felony:  A crime which generally carries a minimum term/sentence of one year or more in a state or federal prison. 

First Offender Act (Probation of First Offenders):  as referenced in O.C.G.A. 42-8-60, a discharge without court adjudication of guilt. Except for registration requirements under the state Sex Offender Registry and except as otherwise provided in O.C.G.A. 42-8-63.1., the discharge completely exonerates the defendant of any criminal purpose and shall not affect any of his or her civil rights or liberties. Additionally, the defendant shall not be considered to have a criminal conviction. 

Georgia Crime Information Center (GCIC):  A Division of the Georgia Bureau of Investigation which provides the intrastate communication of vital information relating to crimes, criminals, and criminal activity. 

Misdemeanor:  a crime punishable by a fine and/or county jail time for up to one year

Name Check:  A criminal record investigation using an individual’s name and social security number as a basis for identification.   

National Crime Information Center (NCIC):  A federal criminal history record information database maintained by the Federal Bureau of Investigation (FBI). 

Nolo Contendere:  a plea entered by a defendant (as an alternative to a pleading of guilty or not guilty) in response to being charged with a crime in which he/she neither admits to nor disputes the charge(s). A conviction arising from a nolo plea is subject to any and all penalties, fines, and forfeitures of a conviction from a guilty plea and can be considered as an aggravating factor in future criminal actions. 

Nolle-Prosequi (Nol Pros): An entry made on the record by a prosecutor in a criminal case stating that he/she will no longer pursue the matter. An entry of nolle prosequi may be made at any time after charges are brought and before a verdict is returned or a plea entered. 

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

State of Georgia Security Questionnaire/Loyalty Oath:   A questionnaire required by the Sedition and Subversive Activities Act of 1953 (O.C.G.A. 16-11-5) designed to establish that there are not reasonable grounds to believe that an applicant/employee is a subversive person. As required by O.C.G.A. 45-3-11, the questionnaire includes an oath stating that an applicant will support the Constitution of the United States and the Constitution of the State of Georgia. 

IV. Attachments

A.  State of Georgia Security Questionnaire/Loyalty Oath

B.  Georgia Driver’s History Consent Form

C. Notice to Applicants/Authorization to Release Background Information Form (Technical College)

D. 
Notice to Applicants/Authorization to Release Background Information Form (Central Office) 

E.  Fair Credit Reporting Act Guidelines

F.  GCIC Awareness Statement

V.  Procedures

A. General Provisions:

1. All applicants, including employees of other state agencies and the University System of Georgia or individuals who were previously employed with the Department or an associated technical college, will be subject to a background investigation which may include the investigation and/or verification of the following information: criminal history; employment history; education history; military service history; driver’s license history/records; credit history;  and/or, any information provided by an applicant on the State of Georgia Security Questionnaire/Loyalty Oath or an application for employment. 

2. All applicants/employees will be required to report all convictions (including those that may have been pardoned), pending charges, as well as traffic violations (i.e., moving violations) for which a fine of $35.00 or more was assessed/imposed on the State of Georgia Security Questionnaire/Loyalty Oath (Attachment A). 

3. Written statements made by an applicant/current employee on applicable Department/technical college forms/hiring documents (e.g., employment application, State of Georgia Security Questionnaire/Loyalty Oath, etc.) will be deemed to have been made under oath as provided in state law. Falsification or misrepresentation of information, including criminal history information and educational achievement (e.g., degree[s] obtained), may result in the withdrawal of an employment offer or, if already employed, dismissal.  Current employees pursuing advancement opportunities or other position(s) who falsify employment related documents/forms shall be subject to disciplinary action up to and including dismissal from employment.  

4. Although it is permissible to provide an applicant a conditional offer of employment pending the successful completion of a criminal history records (name) check/investigation, no applicant may be formally hired until this activity has been finalized. The only exceptions to this provision are referenced in Paragraph V.H. 

5. All current Department/technical college employees are subject to a criminal history records investigation prior to any promotion, change in employment status from part-time to full-time, movement/lateral transfer to a position deemed sensitive given the nature and scope of the individual’s newly assigned duties, or for any other legitimate business reason as determined by the Department/technical college. This provision shall be consistently applied within each technical college and the parameters for application shall be determined by the President or his/her designee. 

6. An applicant’s criminal history records check shall be considered valid for a period of sixty (60) days from the date of the final report. If the recommended candidate is not hired within the sixty (60) day period, this activity must be repeated if he/she subsequently applies for another position or is later considered for the same position. 

7. An applicant convicted of certain crime(s) as referenced in Paragraph V.B.1. shall be disqualified from employment for a minimum period of five (5) years.  

8. A discharge under the provisions of O.C.G.A. 42-8-63 (Probation of First Offenders), commonly known as the First Offender Act is not a conviction  of a crime under Georgia Law and may not generally be used to disqualify a person in any application for employment or subsequent appointment in the public or private sector. An exception to the above referenced disqualification provision (i.e., O.C.G.A. 42-8-63.1) pertains to an offender (i.e., applicant or employee) discharged under the First Offender Act on or after July 1, 2007 and who applies for employment with an entity (e.g., a technical college) that provides day care or after school care for minor children after prosecution for one of the following offense(s): child molestation; sexual battery; enticing a child for indecent purposes; sexual exploitation of a child; pimping; pandering; and/or incest. 

9. Any current employee convicted of a crime, who is found to have falsified or misrepresented information on employment-related form(s) or document(s), or who fails a drug/alcohol screening test or other background investigation standard established/ administered by a clinical site or other third party referenced in Paragraph V.E., is subject to disciplinary action up to and including dismissal from employment consistent with the provisions of this and other applicable State Board of Technical and Adult Education policies.  

10. Contractors and/or employees of a contractor who work in a full-time or permanent, part-time capacity in a technical college setting and whose work assignments include direct contact with students and staff (e.g., bookstore operations, custodial operations, food service operations) must meet the same criminal history standards as an applicant or any employee subject to the provisions of this policy. 

11. Contractors and/or employees of a contractor whose work assignments in a technical college setting are temporary/time-limited and/or sporadic in nature (e.g., grounds maintenance, construction projects, maintenance/installation/repair/service-related duties/tasks, etc.) are not subject to established criminal history standards.  

B. Employment Restrictions
1.
There is a mandatory disqualification period from 
employment in positions subject to a criminal history records check for a minimum of five (5) years from the date of the most recent conviction, plea of nolo contendere, or release from incarceration, probation, or parole, whichever is later, for any of the following crimes: 

· Any felony, including those serious violent felonies referenced in O.C.G.A. 17-10-6.1, (i.e., murder or felony murder, armed robbery, kidnapping, rape, aggravated child molestation, aggravated sodomy, aggravated sexual battery and other sexual offenses referenced in O.C.G.A. Title 16 (e.g., incest, sodomy, statutory rape, child molestation, enticing a child for indecent purposes, and sexual exploitation of children); 

· Criminal attempt when the crime attempted is any of the crimes specified in the above paragraph;

· Simple battery or simple assault when the victim is a minor, cruelty to children, criminal attempt/battery, and contributing to the delinquency, unruliness or deprivation  of a minor when an applicant is pursuing a position in a technical college’s on-site child care/day care center; 

· Any misdemeanor conviction directly related to the area of assignment; and,

· Any offense committed in another jurisdiction which, if committed in Georgia, would be one of the enumerated criminal offenses referenced in these paragraphs. 

2. Drug-Related Convictions

The following minimum sanctions are to be imposed on applicants who have been convicted of a criminal drug offense pursuant to the Drug-free Public Workplace Act of 1990: 

· Any person who has been convicted for the first time under the laws of Georgia, the United States, or any other state, for any criminal offense involving the manufacture, distribution, sale, or possession of a controlled substance, marijuana or a dangerous drug shall be ineligible for consideration for employment for a period of twelve (12) months from the date of conviction; and;

· Any person who has been convicted two (2) or more times under the laws of Georgia, the United States, or any other state, of any criminal offense involving the manufacture, distribution, sale, or possession of a controlled substance, marijuana, or a dangerous drug shall be ineligible for consideration for employment for period of five (5) years from the most recent date of conviction. 

3. Misdemeanor Conviction(s) 

A recommended candidate possessing a criminal record reflecting one or more misdemeanor conviction(s) not addressed in the Drug-free Public Workplace Act of 1990 may be considered for employment depending upon the specific nature, number of conviction(s), and it’s/their relationship to the position’s work location and assigned duties and responsibilities. 

Other considerations include: when the offense(s) was/were committed; information concerning the character and background of the candidate from designated references, as well as his/her current and former employer(s); the candidates subsequent employment history; and, an assessment as to whether the conviction(s) could potentially pose a safety risk to the Department/technical college and its operations, employees, students, visitors, or others present in the workplace.

4. Active Probation/Parole Status, Active Arrest Warrant(s), or Pending Criminal Charge(s)

An applicant cannot be considered for employment if:

·    He/she is currently on active, reporting probation or parole for any felony offense; 

·    He/she is currently on active, reporting probation for a misdemeanor offense directly related to the area of assignment;

·    He/she has a pending, non-adjudicated charge for any felony or misdemeanor offense; or, 

·    He/she has an active felony or misdemeanor arrest warrant;

No hiring recommendation can be made until the applicant has successfully cleared any pending charge or outstanding arrest warrant by providing a copy of the disposition or documentation that the arrest warrant has been cleared. 

Before an individual on active, reporting probation for a misdemeanor offense can be considered for employment, he/she must first produce a statement from the court of jurisdiction or his/her probation officer indicating that the applicant is currently meeting all terms and conditions of his/her probation, including the payment of associated fines and restitution.  
C. Motor Vehicle Records (MVR) Search

When a position’s essential job responsibilities regularly include driving a state or personal vehicle, or in situations in which an employee may periodically transport other employees, students, a prospective employee must possess a valid Georgia Driver’s License. If the candidate is currently in the process of relocating from another state or will (if selected) relocate, a valid Driver’s License from his/her current/former state of residence will meet this requirement. 

The recommended candidate may be required (as a condition of employment) to consent to a Motor Vehicle Records (MVR) Search/Check as a part of the background investigation process. In these circumstances, the individual must complete the Georgia Driver’s History Consent Form (Attachment B).

No prospective employee shall be considered for a position meeting the above requirements if he/she possesses a suspended or revoked Driver’s License; possesses a pattern of serious moving violations (e.g., speeding, reckless driving, etc.,); or, within the past five (5) years, possesses  two (2) or more Driving Under the Influence (DUI) convictions or pleas of nolo contendere.

Any applicant who refuses to sign the Georgia Driver’s History Consent Form will not be provided further consideration for employment. 

Any current employee who refuses to sign the Georgia Driver’s History Consent Form will not be provided further consideration for the available position and/or may be subject to disciplinary action. 

D. Credit History Investigations

The credit history of a recommended candidate may be investigated when the duties of the position to be filled include responsibility for handling money or, when appropriate for those positions charged with overseeing such activities. Care must be taken to ensure that these investigations and any subsequent employment-related decisions are made consistent with applicable provisions of the Fair Credit Reporting Act (FCRA), the Consumer Credit Protection Act, and the Bankruptcy Reform Act. 

E. Notification and Authorization Requirements

All vacancy announcements/notices shall include a statement advising potential applicants of applicable background investigation requirements. 

All applicants for employment, including current and former employees of other state agencies and the University System of Georgia and, as applicable, current and former employees of the Georgia Department of Technical and Adult Education, shall be verbally notified of the requirement of a criminal history records check as a condition of employment during the interview process. 

The recommended candidate shall complete the applicable Notice to Applicants/Authorization to Release Background Information Form (Attachment C or D) and the State of Georgia Security Questionnaire/Loyalty Oath permitting the Department/ technical college to conduct the criminal history records check through a third party consumer reporting agency or through a state or local law enforcement agency. 

Any prospective contractor/employee of a contractor working in a full-time or permanent part-time capacity in a technical college and whose work assignments include direct contact with staff and students must meet the same criminal history standards as those established for Department/technical college employees.

Any applicant who refuses to sign the Notice to Applicants/Authorization to Release Background Information Form or complete the State of Georgia Security Questionnaire/Loyalty Oath will not be considered further for employment. 

Any current employee who refuses to sign the Notice to Applicants/Authorization to Release Background Information Form or complete the State of Georgia Security Questionnaire/Loyalty Oath will not be considered further for the available position and/or may be subject to disciplinary action.  

All current employees are required to report any post-employment arrest and the subsequent disposition of any pending charge (e.g., conviction, dismissal, etc.) to his/her immediate supervisor and/or reviewing manager no later than two (2) business days following the date of arrest or final disposition.  

F.  Background Checks Imposed by Third Party Organizations

Employees in certain positions, such as those who visit clinical sites as a part of their essential job duties and responsibilities, may be required (as a condition of employment) to undergo additional background screening(s) as dictated by a third party organization or clinical site. These may include: 

· Inquiry with the HHS Office of the Inspector General Exclusion Program; 

· Inquiry with the General Services Administration Excluded Parties List System (EPLS);

· A drug screening; and/or

· An alcohol screening.

An employee who is denied entry to a clinical site on the basis of the results of these additional screening requirement(s) and cannot perform the essential functions of his/her job, may be subject to disciplinary action up to and including dismissal from employment.  

G. Authorization to Employ an Applicant with a Criminal Record 

A Technical College President, Assistant Commissioner, or Executive Director may recommend the employment of an applicant possessing one or more misdemeanor conviction(s) and/or plea(s) of nolo contendere. The recommendation should be consistent with hiring restrictions referenced in Paragraph V. B. and made in the best interests of the College/Department work unit. Before finalizing a hiring decision, the President, Assistant Commissioner, or Executive Director (or his/her designee) must consult with either the Department’s General Counsel or Director of Human Resources.            

Any recommendation to employ an applicant with one or more prior felony conviction(s) must be made in writing to the Commissioner. The request must include a synopsis of the applicant’s past criminal history, the accompanying rationale, and a copy of the completed State Security Questionnaire/ Loyalty Oath. No hiring decision in this situation can be finalized until the Commissioner and/or his/her designee has authorized the appointment in writing.

H.  Exception Waiver

To avoid a delay in providing instructional services to students, a Technical College President or his/her designee may permit a prospective full- or part-time faculty member or GED examiner to commence work prior to the completion of a criminal history records check. A waiver of this nature can only be authorized if an on-line review of the National/Georgia Sex Offender Registry database has been accomplished, a thorough reference check has been conducted, and the following employment-related documents have been completed and screened: the employment application; the State of Georgia Security Questionnaire/ Loyalty Oath, and the Notice to Applicants/Authorization to Release Background Information.  

I.  Notification of Adverse Employment Decision

If an applicant is eliminated from consideration for a position solely on the results of a criminal history records check, or if an employee is separated from employment on the same basis, the applicant/employee must be provided one or more separate written notice(s) that disclose the specific information used in making the determination. 

For those technical colleges or department work units using a third party consumer reporting agency to access criminal history information, the college must follow all pertinent notification provisions of the Fair Credit Reporting Act (FCRA) (Attachment E).

For those technical colleges using criminal history information generated from the Georgia Crime Information Center (GCIC) database by a state or local law enforcement agency, the college must follow all pertinent procedures established pursuant to GCIC Council Rules.


J.  Maintenance of Criminal History Records

Records and documents concerning/generated/obtained in response to an applicant’s or an employee’s criminal history must be maintained separately from any personnel, management, or selection file. 

When not being reviewed, this information must be stored in a locked cabinet. Areas in which the information is processed and handled must be out of public view and restricted to authorized personnel in the performance of their official duties. 

K.  Access to Criminal History Information

Criminal history records and other related information will only be accessible to authorized Department/technical college staff. 

Any employee who has access to or reviews criminal history records/investigation reports generated by a state or local law enforcement agency must sign a GCIC Awareness Statement (Attachment F) which is designed to ensure confidentiality and proper handling of the information. The Rules of the GCIC Council require signed Awareness Statements to be placed in each employee’s official personnel file.

Criminal history records will not be released or otherwise disseminated or disclosed to unauthorized individuals or employees. 

An employee’s unauthorized release of an applicant’s or other staff member’s criminal history information to unauthorized individual(s) may subject the employee to disciplinary action up to and including dismissal. 

The Georgia Crime Information Act (O.C.G.A. 35-3-38) establishes specific criminal penalties for the unlawful access of the criminal justice system or dissemination of criminal history information. 

VI.  Records Retention

      
Criminal history records must be retained for seven (7) years.   
Attachment A

STATE OF GEORGIA


                      STATE SECURITY QUESTIONNAIRE

LOYALTY OATH

NOTICE TO APPLICANTS/EMPLOYEES:  The Sedition and Subversive Activities Act of 1953 (Ga. Laws, 1953), as amended, requires each applicant/employee to complete and sign, prior to his/her employment in State government, a questionnaire which is designed to establish that there are no reasonable grounds to believe that he/she is a subversive person.  A subversive person is defined as one who commits acts, advocates, or teaches the overthrow of the government of the United States or government of the State of Georgia by force or violence, or who is a knowing member of a subversive organization.  Georgia Code 45-3-11 requires all employees of State government to take an oath that they will support the Constitution of the United States and the Constitution of the State of Georgia.

INSTRUCTIONS:  All items must be completed on a typewriter or printed in ink.  If more space is needed for any item, or explanation, continue under item 10.  This questionnaire and loyalty oath will be filed in the employee's personnel file in the employing agency.  The employee may request that a copy be executed for his/her personal files.
	FULL NAME, INCLUDING MAIDEN NAME, NAMES OF FORMER MARRIAGES, FORMER NAMES CHANGED LEGALLY OR OTHERWISE, ALIASES AND NICKNAMES AND THE DATES USED.

	1.
	LAST NAME:  

     
	FIRST NAME:
     
	MIDDLE NAME:
     
	PHONE #:
(     )       

	
	MAIDEN NAME:  

     
	DATES USED:

     
	NICKNAMES:  

     
	DATES USED:

     

	
	OTHER NAMES, INCLUDING ALIASES & FORMER MARRIAGES:  

	
	NAME:  

     
	DATES USED:

     
	NAME:  

     
	DATES USED:

     


	2.
	ADDRESS (No. and Street):

     
	APT. NO.:

     
	CITY:

     
	STATE:

     
	COUNTY:

     
	ZIP CODE:

     


	3.
	DATE OF BIRTH:

     
	U.S. CITIZEN          FORMCHECKBOX 
  Yes           FORMCHECKBOX 
  No

Nationality:       
	RACE:

     
	SEX:

     


	4.
	Are you now or have you been within the last ten (10) years a member of any organization which to your knowledge at the time of membership advocates or has as one of its objectives, the overthrow of the government of the United States or of the government of the State of Georgia by force or violence?  If “Yes”, state the name of the organization and your past and present membership status including any offices held therein.

 FORMCHECKBOX 
  Yes     FORMCHECKBOX 
  No

	
	NOTE:  If the answer to the above question is "Yes" and the employing authority deems further inquiry necessary, you will be notified of such determination.  No action adverse to your application will be taken because of an affirmative answer until after such an inquiry, with notice to you and an opportunity for you to present evidence, and only if the result of such inquiry brings your application within the prohibition within the Sedition and Subversive Activities Act of 1953.


	5.
	LIST CHRONOLOGICALLY ALL OF YOUR PREVIOUS RESIDENCES FOR THE PAST TEN YEARS:

	
	                           DATES

	
	FROM
	TO
	STREET ADDRESS
	CITY
	STATE

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     

	
	     
	     
	     
	     
	     


	6.
	LIST NAMES AND ADDRESSES OF THE FOLLOWING:

	
	SPOUSE:                     (MAIDEN NAME)

     
	ADDRESS:

     

	
	FATHER:

     
	ADDRESS:

     

	
	MOTHER:

     
	ADDRESS:

     


	7.
	MILITARY SERVICE:   (PAST OR PRESENT)

	
	
	
	ACTIVE SERVICE:
	ACTIVE OR INACTIVE SERVICE:
	DISCHARGE:

	
	SERIAL NUMBER:
	BRANCH:
	FROM
	TO
	FROM
	TO
	 FORMCHECKBOX 
  Honorably

	
	     
	     
	     
	     
	     
	     
	 FORMCHECKBOX 
  Dishonorably

 FORMCHECKBOX 
  Other  

If discharged other than honorably, explain in Item 10.


	8.
	Have you ever been convicted by Federal, State, or other law-enforcement authorities, for any violation of any federal law, state law, county or municipal law, regulation, or ordinance?  (Do not include anything that happened before your sixteenth birthday.  Do not include minor traffic violations for which a fine of $35.00 or less was imposed.  All other convictions must be included even if they are pardoned.)

 FORMCHECKBOX 
  Yes        FORMCHECKBOX 
  No      If the answer is “Yes”, state the reason convicted, the date convicted and the place where convicted.


	
	CHARGE ON WHICH CONVICTED
	DATE CONVICTED
	NAME OF COURT &

PLACE WHERE CONVICTED
	PARDONED

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No

	
	     
	     
	     
	 FORMCHECKBOX 
    Yes         FORMCHECKBOX 
  No


	9.
	Are there any charges now pending against you by Federal, State, or other law enforcement authorities, for any violation of any federal law, State law, county or municipal law, regulation or ordinance?  (Do not include anything that happened before your sixteenth birthday.  Do not include minor traffic violations for which a fine of $35.00 or less would likely be imposed.)
 FORMCHECKBOX 
  Yes        FORMCHECKBOX 
  No      If the answer is “Yes”, provide the following information:

	
	VIOLATION CHARGED
	NAME OF GOVERNMENT
	NAME OF COURT &
LOCATION WHERE PENDING

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     


	10.
	SPACE FOR CONTINUING ANSWERS OR EXPLANATIONS: (Show item numbers to which answers & explanations apply.  Attach separate sheet if more space is needed.)

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     

	
	     


	NOTE: Before signing this form, check all answers and explanations to see that you have answered all questions fully and correctly.  This form is to be executed under oath subject to the penalties of false swearing as prescribed in Code Section 16-10-71 of the Criminal Code of Georgia.


 LOYALTY OATH

I,                                                                                                       , a citizen of                                                          and being an employee of _                                                                 Technical College and the recipient of public funds for services rendered as such employee, do hereby solemnly swear and affirm that I will support the Constitution of the United States and the Constitution of the State of Georgia, and I am not a member of the Communist Party.

AFFIDAVIT OF VERIFICATION

Georgia                                                             County

Personally appeared before the undersigned officer, duly authorized to administer oaths                                                                         , who, after being duly sworn, deposes and says and declares under penalties of false swearing that he is the person who executed the foregoing instrument; that he has read and completed the same and knows and understands the contents thereof; that the matters stated therein and the answers and information furnished by him in the foregoing questionnaire, and loyalty oath, including any attachments thereto, are true and correct.

SWORN TO AND SUBSCRIBED BEFORE ME:   ______________________________________

                                                                                                     (Signature of Affiant)

This                          day of                                                           , 20____           

__________________________________________

                             (Notary Public)

My commission expires          

                                                   Attachment B
                                      Georgia Bureau of Investigation

                                    Georgia Crime Information Center

                                Georgia Driver’s History Consent Form
I hereby authorize the Georgia Department of Technical and Adult Education and/or ___________________ Technical College to receive a copy of my Georgia driver’s history information as a part of my application for employment or for use relative to the performance of my official duties with the Department/Technical College.   

Print Full Name:  ________________________________________________

_______________

_______________

____________________

           Sex


     Date of Birth

Driver’s License Number

_____________________________________

                           Signature

_____________________________________

                           Date
Attachment C 
____________________Technical College
Notice to Applicants/Authorization to Release Background Information
I 





 (PRINT NAME) understand that I am being considered for employment with _______________Technical College and that an investigation of my background will be conducted as part of the selection process. Dependent upon the position I have applied for, the background investigation may include, but is not limited to, a review and/or verification of my criminal history records, motor vehicle/driver’s history records, employment history, education records, references, consumer credit reports, and information contained in my employment application, resume, and State of Georgia Security Questionnaire/Loyalty Oath.  I understand that I am required to disclose on the State of Georgia Security Questionnaire/Loyal Oath any conviction or plea of nolo contendere for any crime, including drug-related offenses and traffic offenses (e.g., driving under the influence) where the fine was greater than $35.00. 
I understand that the information obtained will not be used in violation of any federal or state law, rule, or regulation, and that before any adverse employment action is taken based upon a review/the results of any consumer credit report and/or investigative consumer report, I will be provided with a copy of the report, as well as a summary of the accompanying consumer’s rights. I understand that any information obtained during the investigation, including the falsification and/or misrepresentation of any statement of material fact on my resume, employment application, or other required state forms, may remove me from further consideration for the position for which I applied; may result in the withdrawal of an employment offer previously extended; or, may result in termination if employed prior to completion of this process.   

I understand that my consent for a background investigation is voluntary; however, I also acknowledge that my refusal to provide such authorization will remove me from further consideration for the position for which I applied. In recognition of this requirement, I hereby, authorize _______________Technical College (__TC) to obtain any criminal history information (including motor vehicle/driver’s history) that may be maintained on me by any federal, state, or local criminal justice agency. I further permit ___TC to obtain information pertaining to my education, prior employment history, etc. as noted above. 

I fully release ___TC and its employees, my current and/or former employer(s), and all other contributing parties or sources from whom any information is obtained, from any and all claims, actions, or liability related to this or any subsequent investigation of my background. If employed, I understand that this authorization shall remain in effect throughout my employment with the Department of Technical and Adult Education or any of its associated technical colleges and shall permit the Department/Technical College to obtain information pertaining to my criminal history and/or driver’s history records at any time for valid business reasons, including but not limited to a prospective promotion, transfer, or other change in the terms and conditions of my employment.

If employed, I understand that I am required to report all arrest(s) and the subsequent disposition of such arrest(s), e.g., dismissal¸ convictions, etc., to my immediate supervisor and/or reviewing manager within forty-eight (48) hours of, or two (2) business days following the date of the arrest and/or final disposition. 

	Personal Data

	Print Full Name:
	

	


Last


First


Middle


(Maiden)

	Other Names Used in the Past:
	

	Address (Street and/or P.O. Box):
	

	City:
	
	State:
	
	ZIP:
	

	Social Security Number:
	
	-
	
	-
	
	Date of Birth (mm/dd/yyyy):
	
	/
	
	/
	

	Gender:  ( Male      ( Female
	Place of Birth:
	

	Race:
	
( White
( Black
( Hispanic
( American Indian 
( Other:
	

	Height:
	
	Weight:
	
	Eye Color:
	
	Hair Color:
	






Applicant’s Signature:






Date: 





__TC Representative:






Date: 







Title:







	
Sworn and Subscribed Before Me:

	This 

 day of 

  20




	







	My Commission Expires:









 

	







Notary Public Signature and Seal

	


Attachment D

Georgia Department of Technical and Adult Education
Notice to Applicants/Authorization to Release Background Information
I 





 (PRINT NAME) understand that I am being considered for employment with the Georgia Department of Technical and Adult Education (Department) and that an investigation of my background will be conducted as part of the selection process. Dependent upon the position I have applied for, the background investigation may include, but is not limited to, a review and/or verification of my criminal history records, motor vehicle/driver’s history records, employment history, education records, references, consumer credit reports, and information contained in my employment application, resume, and State of Georgia Security Questionnaire/Loyalty Oath.  I understand that I am required to disclose on the State of Georgia Security Questionnaire/Loyal Oath any conviction or plea of nolo contendere for any crime, including drug-related offenses and traffic offenses (e.g., driving under the influence) where the fine was greater than $35.00. 
I understand that the information obtained will not be used in violation of any federal or state law, rule, or regulation, and that before any adverse employment action is taken based upon a review/the results of any consumer credit report and/or investigative consumer report, I will be provided with a copy of the report, as well as a summary of the accompanying consumer’s rights. I understand that any information obtained during the investigation, including the falsification and/or misrepresentation of any statement of material fact on my resume, employment application, or other required state forms, may remove me from further consideration for the position for which I applied; may result in the withdrawal of an employment offer previously extended; or, may result in termination if employed prior to completion of this process.   

I understand that my consent for a background investigation is voluntary; however, I also acknowledge that my refusal to provide such authorization will remove me from further consideration for the position for which I applied. In recognition of this requirement, I hereby, authorize the Department to obtain any criminal history information (including motor vehicle/driver’s history) that may be maintained on me by any federal, state, or local criminal justice agency. I further permit the Department to obtain information pertaining to my education, prior employment history, etc. as noted above. 

I fully release the Department and its employees, my current and/or former employer(s), and all other contributing parties or sources from whom any information is obtained, from any and all claims, actions, or liability related to this or any subsequent investigation of my background. If employed, I understand that this authorization shall remain in effect throughout my employment with the Georgia Department of Technical and Adult Education or any of its associated technical colleges and shall permit the Department/Technical College to obtain information pertaining to my criminal history and/or driver’s history records at any time for valid business reasons, including but not limited to a prospective promotion, transfer, or other change in the terms and conditions of my employment.

If employed, I understand that I am required to report all arrest(s) and the subsequent disposition of such arrest(s), e.g., dismissal¸ convictions, etc., to my immediate supervisor and/or reviewing manager within forty-eight (48) hours of, or two (2) business days following the date of the arrest and/or final disposition. 

	Personal Data

	Print Full Name:
	

	


Last


First


Middle


(Maiden)

	Other Names Used in the Past:
	

	Address (Street and/or P.O. Box):
	

	City:
	
	State:
	
	ZIP:
	

	Social Security Number:
	
	-
	
	-
	
	Date of Birth (mm/dd/yyyy):
	
	/
	
	/
	

	Gender:  ( Male      ( Female
	Place of Birth:
	

	Race:
	
( White
( Black
( Hispanic
( American Indian 
( Other:
	

	Height:
	
	Weight:
	
	Eye Color:
	
	Hair Color:
	






Applicant’s Signature:






Date: 





__TC Representative:






Date: 







Title:







	Sworn and Subscribed Before Me:


	This 

 day of 

  20




	







	My Commission Expires:









 

	







Notary Public Signature and Seal 

	


Attachment E
 Fair Credit Reporting Act Guidelines Pertaining to Background

       
 Investigations/Criminal History/Credit History Records Checks

The Fair Credit Reporting Act (FCRA) defines screening companies as “consumer reporting agencies” and the background investigation/screening reports they prepare/generate are considered “consumer reports”.  Employers are the “end users” of the reports and are subject to the FCRA’s compliance requirements. 

To legally access criminal background/credit history information for employment purposes, an employer must: 

· make a clear and conspicuous written disclosure to the applicant or employee that a consumer report may be obtained. The disclosure must be made before the report is obtained or caused to be obtained. The disclosure should be a separate document and not incorporated into an employment application; and, 

· obtain the written authorization prior to requesting the report.

If an adverse employment decision is to be taken/made based in whole or in part upon the report, the employer must provide two (2) notices to the individual – both before and upon actually taking the adverse action. In the context of the FCRA, an adverse employment action is a denial of employment or any decision for employment purposes that adversely affects any current or prospective employee (e.g., separation after employment began, but before the consumer report was received and analyzed). 

Before taking any action, an employer must provide the applicant/employee with: 

· a copy of the consumer report obtained from the consumer reporting agency; and, 

· a summary of the consumer’s rights under the FCRA. 

After complying with the notification requirements, the employer should then wait a reasonable period of time (e.g., 5 days) before taking action. The waiting period is necessary to permit the consumer to identify any inconsistencies or inaccuracies in the report. 

Upon taking action, the employer must provide the applicant/employee (consumer) with all of the following: 

· notice of the adverse employment action taken; 

· the name, address, and toll-free number of the consumer reporting agency that provided the report; 

· a statement that the consumer reporting agency did not make the decision to take the adverse employment action and is unable to provide the consumer the specific reasons why the action was taken; 

· notice of the consumer’s right to obtain a free copy of the report from the consumer reporting agency within sixty (60) days of the notice; and, 

· notice of the consumer’s right to dispute the accuracy and/or completeness of any information contained in the report with the consumer reporting agency. 

              Other Information Pertaining to Criminal History Information

Although a consumer reporting agency can report arrest information on a consumer for the preceding seven (7) period, there are no such restrictions governing the report of criminal convictions. 

We should only request information pertaining to convictions consistent with the disclosure requirements of the State of Georgia Security Questionnaire/Loyalty Oath and accepted practice. 

Conviction records are, by definition, adjudications of guilt. Therefore, the offense in question has been objectively confirmed and can be considered when making employment decisions. Conversely, arrest records have been determined to be unreliable as a method of determining employability. 

The EEOC holds the position that an employer should be able to articulate a justifying business necessity when making an adverse employment decision in response to the results of a criminal history records investigation. Factors to consider include: 

· the nature and severity of the offense(s); 

· the time that has passed since the conviction(s) and/or completion of the related sentence; and, 

· the position and associated job responsibilities the individual would encumber if employed. 
Attachment F

GEORGIA CRIME INFORMATION CENTER

AWARENESS STATEMENT

Access to Criminal Justice Information, as defined in GCIC Council Rule 140-1-.02 (amended), and dissemination of such information is governed by state and federal laws and GCIC Council Rules. Criminal Justice Information cannot be accessed or disseminated by any employee except as directed by superiors and as authorized by approved standard operating procedures which are based on controlling state and federal laws, relevant federal regulations, and the Rules of the GCIC Council.

O.C.G.A. 35-3-38 establishes criminal penalties for specific offenses involving

obtaining, using or disseminating criminal history record information except as permitted by law. The same statute establishes criminal penalties for disclosing or attempting to disclose techniques or methods employed to ensure the security and privacy of information or data contained in Georgia criminal justice information systems.

The Georgia Computer Systems Protection Act (O.C.G.A. 16-9-90 et seq) provides for the protection of public and private sector computer systems, including communications links to such computer systems. The Act establishes four criminal offenses, all major felonies, for violations of the Act: Computer Theft, Computer Trespass, Computer Invasion of Privacy, and Computer Forgery. The criminal penalties for each offense carries maximum sentences

of fifteen (15) years in prison and/or fines up to $50,000.00 as well as possible civil ramifications. The Act also establishes Computer Password Disclosure as a criminal offense with penalties of one (1) year in prison and/or a $5000.00 fine.

The Georgia Criminal Justice Information System Network is operated by the Georgia Crime Information Center in compliance with O.C.G.A. 35-3-31. All data bases accessible via CJIS Network terminals are protected by the Computer Systems Protection Act. Similar communications and computer systems operated by municipal/county governments are also protected by the Act.

By my signature below, I acknowledge that I have read and understand this Awareness Statement.

Print Name:_______________________________________________
Signed: _________________________________Date: ____________
Witnessed: ______________________________Date: ____________
GCIC Awareness Statement

Rev. Feb. 2000 
Direct Deposit of Pay

[image: image2.png]



I. Policy
As a service to employees and in an effort to increase the efficiency and effectiveness of payroll processing, the Department of Technical and Adult Education and all associated technical colleges shall provide for the direct deposit of an employee’s wages and, as applicable, travel reimbursements.

II. Applicability

All work units and technical colleges associated with the Georgia Department of Technical and Adult Education. 

III.
Definitions   

Direct Deposit:  The automatic deposit of net salary, hourly wages, or travel reimbursements to an employee’s individual bank or financial institution account by electronic means.

Off-Cycle Check:  A check for wages generated at any point in the calendar month other than an established pay day. 

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

Pay Check:  A check for net pay and a statement indicating the amount of gross pay, authorized deductions, and, if applicable, leave balances.

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

Terminal Leave Pay:  Payment for accrued, but unused, Annual Leave upon an employee’s separation from employment with the Department or technical college. Terminal Leave Pay is not generated in response to an employee’s transfer to another Executive Branch agency or to another technical college associated with Department of Technical and Adult Education.  

Travel Reimbursement:  Travel expenses (i.e., meals, lodging, mileage, transportation, and miscellaneous expenses) reimbursed consistent with the provisions of the Statewide Travel Regulations developed by the Department of Audits and Accounts and Office of Planning and Budget  

IV.  
Attachments

A. Direct Deposit Authorization Agreement  A (Technical College)

B.     Direct Deposit Authorization Agreement B (Central Office)

V.  
Procedures 

A.
Eligibility:

1. All employees (including part-time and temporary hourly-paid staff) are eligible and encouraged to participate in the direct deposit program.

2. Based on a recommendation of the employee’s immediate supervisor or reviewing manager, the Department or technical college’s Office of Human Resources may temporarily discontinue an employee’s participation in the program if the salaried employee has a low leave balance and is likely to be placed in a Leave Without Pay status for one or more scheduled work days during an established pay period. 

B.
Participation:

1. To participate, an employee must complete a Direct Deposit Authorization Agreement (Attachment A or B). 

2. Deposit(s) of net pay may only be made to one account. Split deposits are not permitted.

C.
Administration: 

1. The following checks will not be automatically deposited into an employee’s account:

a. The first check following enrollment in the direct deposit program.

b. The first check after an employee authorizes any change to his/her personal account, including a change of banks or financial institutions.

c. The last check generated before an employee’s departure from the Department/technical college. NOTE: this provision does not apply to a full- or part-time employee transferring without a break-in-service to another technical college or state agency, or to those part-time, adjunct instructors who will be returning (to the same technical college) in the same capacity the following academic quarter. 

d. If applicable, Terminal Leave Pay.

e. An off-cycle paycheck.

2. Consistent with the provisions of the Direct Deposit Authorization Agreement, the Department/technical college is authorized to adjust any over/under deposit made to an employee’s account

D. Change(s) to a Direct Deposit Agreement:

1. An employee desiring to change his/her bank, financial institution, or personal account must notify the Department/Technical College Human Resources Director/Coordinator (or his/her designee) and complete the appropriate Direct Deposit Authorization Agreement. Similarly, if an employee’s bank or financial institution changes the employee’s account number, a Direct Deposit Authorization Agreement must also be completed. 

2. An employee who desires to discontinue participation in the Direct Deposit Program must notify the Department/Technical College Human Resources Director/Coordinator (or his/her designee) and complete the appropriate Direct Deposit Authorization Agreement. This written notification must be received at least one pay period prior to the requested effective date. 


VI. Records Retention

A completed Direct Deposit Authorization Agreement shall be maintained in an employee’s official personnel file with all other employment-related documents. All such information/documents shall be retained for a period of seven (7) years after an employee’s separation from employment.  



Direct Deposit Authorization Agreement A

AUTHORIZATION AGREEMENT FOR 

DIRECT DEPOSIT OF 
NET PAY AND/OR TRAVEL REIMBURSEMENT
	Employee: 
	Work Unit: 
	Email: 

	Daytime Phone: 
	Emp ID #: 
	Social Security #: 

	
	

	 FORMCHECKBOX 
  PAYROLL ACTION
	 FORMCHECKBOX 
  New Agreement           FORMCHECKBOX 
  Change Existing Agreement          FORMCHECKBOX 
  Stop Direct Deposit

	 FORMCHECKBOX 
  Checking (Attach voided check)
 FORMCHECKBOX 
  Savings (Attach blank deposit slip)
	Financial Institution Routing #:  

Account #:  

	
	

	 FORMCHECKBOX 
  TRAVEL ACTION
	 FORMCHECKBOX 
  New Agreement           FORMCHECKBOX 
  Change Existing Agreement          FORMCHECKBOX 
  Stop Direct Deposit

	 FORMCHECKBOX 
  Checking Only  (Attach voided check)
	Financial Institution Routing #:  

Account #:  


I authorize the _____________________ Technical College (College) to deposit my net pay and/or travel reimbursement directly to my account and to adjust any over/under deposit.  I recognize that this/these transaction(s) shall be accomplished electronically. Further, I acknowledge that the responsibility of my employer to provide me with my net pay and/or travel reimbursement shall be satisfied by the College providing a correct credit entry consistent with the automatic service agreement (credits) between the College and __________________________ (name of financial institution) . 
Should the College notify the bank or financial institution that funds to which I am not entitled have been inadvertently deposited to my account, I hereby authorize and direct the bank or financial institution to return said funds to the College as soon as possible.  I also agree to repay any funds deposited to my account by the College, but not earned by me at the time of my termination from employment.

I understand that I am responsible for providing written notification to the College’s Human Resources Director/Coordinator if I change banks, financial institutions, or accounts, or if I choose to discontinue direct deposit.

In signing this authorization for Direct Deposit and accept as referenced in the accompanying policy, I understand that the following checks will not be automatically deposited into my account:

· First check after enrollment in the direct deposit program.  (Bank/financial institution requires pre-notification.)

· First check after the Office of Human Resources enters authorized changes to my bank/financial institution account.

· As applicable, the last check paid to me upon my termination from the College.

· Any manual or off-cycle check.

Employee Signature:  






  Date:  




ATTACH VOIDED CHECK AND/OR SAVINGS DEPOSIT SLIP HERE

TAPE ON BOTH SIDES

(NO STAPLES PLEASE)

Payroll Direct Deposit – must have Voided Check or Blank Savings Deposit Slip

Travel Direct Deposit – must have Voided Check 
Direct Deposit Authorization Agreement B
AUTHORIZATION AGREEMENT FOR 

DIRECT DEPOSIT OF 
NET PAY AND/OR TRAVEL REIMBURSEMENT
	Employee: 
	Work Unit: 
	Email: 

	Daytime Phone: 
	Emp ID #: 
	Social Security #: 

	
	

	 FORMCHECKBOX 
  PAYROLL ACTION
	 FORMCHECKBOX 
  New Agreement           FORMCHECKBOX 
  Change Existing Agreement          FORMCHECKBOX 
  Stop Direct Deposit

	 FORMCHECKBOX 
  Checking (Attach voided check)
 FORMCHECKBOX 
  Savings (Attach blank deposit slip)
	Financial Institution Routing #:  

Account #:  

	
	

	 FORMCHECKBOX 
  TRAVEL ACTION
	 FORMCHECKBOX 
  New Agreement           FORMCHECKBOX 
  Change Existing Agreement          FORMCHECKBOX 
  Stop Direct Deposit

	 FORMCHECKBOX 
  Checking Only  (Attach voided check)
	Financial Institution Routing #:  

Account #:  


I authorize the Georgia Department of Technical and Adult Education (Department) to deposit my net pay and/or travel reimbursement directly to my account and to adjust any over/under deposit.  I recognize that this/these transaction(s) shall be accomplished electronically. Further, I acknowledge that the responsibility of my employer to provide me with my net pay and/or travel reimbursement shall be satisfied by the Department providing a correct credit entry consistent with the automatic service agreement (credits) between the Department and __________________________ (name of financial institution) . 

Should the Department notify the bank or financial institution that funds to which I am not entitled have been inadvertently deposited to my account, I hereby authorize and direct the bank or financial institution to return said funds to the Department as soon as possible.  I also agree to repay any funds deposited to my account by the Department, but not earned by me at the time of my termination from employment.

I understand that I am responsible for providing written notification to the Department’s Human Resources Director if I change banks, financial institutions, or accounts, or if I choose to discontinue direct deposit.

In signing this authorization for Direct Deposit and accept as referenced in the accompanying policy, I understand that the following checks will not be automatically deposited into my account:

· First check after enrollment in the direct deposit program.  (Bank/financial institution requires pre-notification.)

· First check after the Office of Human Resources enters authorized changes to my bank/financial institution account.

· As applicable, the last check paid to me upon my termination from the Department.

· Any manual or off-cycle check.

Employee Signature:  






  Date:  




ATTACH VOIDED CHECK AND/OR SAVINGS DEPOSIT SLIP

HERE

TAPE ON BOTH SIDES

(NO STAPLES PLEASE)

Payroll Direct Deposit – must have Voided Check or Blank Savings Deposit Slip

Travel Direct Deposit – must have Voided Check 
Lisa Eason provided an update on DeKalb Technical College’s audit and corrective action plan progress; additionally the Committee asked Lisa to prepare a policy for the continuation of conducting P-Cards program audits and conducting full audits on schools upon the vacancy of presidents at the colleges.  
OPERATIONS AND TECHNOLOGY
Mr. Don Chapman gave the committee report.  He stated that the request from Chattahoochee Technical College was withdrawn for consideration.  Upon a motion by Mr. Chapman, a second by Mr. Ben Copeland, the Board approved the following requests for expenditures from the following colleges listed below and System Office as follows:
1. Albany Technical College:  Millwork & furnishings from Ivan Allen Workspace for renovation of a Practical Nursing Lab to include a nurses’ station, 6 patient rooms, reception & waiting area, 2 exam rooms, a newborn exam room, medication and laundry rooms, and 2 supply rooms; cost $80,556.00.

2. Chattahoochee Technical College:  Purchase and installation of American Power Conversion generator and equipment for reconstruction of Data Center; cost $500,778.73. 
3.  DeKalb Technical College:  Audio/Visual System equipment, including messaging system, from CCS Presentations Systems for new classroom building; cost $204,230.00.
4. East Central Technical College:  New computers and monitors from Dell Computer to replace equipment in existing and new instructional lab areas; cost $235,000.00.

System Office Expenditure Item (1)

5.  
 Licensing fees to Oracle for database software used at the technical colleges and System Office; cost not to exceed $170,193.00.
STRATEGIC PLANNING, PEOPLE AND FINANCE
Mr. Earl Smith was asked to give the committee report.  He provided an update on the Tri-County Taskforce.  The Taskforce is scheduled to meet two more times in the near future.  He also discussed the System’s progress developing the strategic plan.  It is to be reviewed by the System Office executive staff and the Presidents’ Council.  A final document will be sent to the Members for consideration before the April meeting.
APPEALS 

Mr. Cedric Johnson was asked to give the committee report.  He thanked the members of the Committee and Kristi Carman for their time spent on the appeal.  Upon a motion made by Mr. Johnson, a second made by Mr. Ben Copeland, the Board approved upholding the suspension without pay pending criminal charges imposed by DeKalb Technical College of their employee Cornell Grant.  There were no dissenters to the motion.      





EDUCATION LIAISON 






Ms. Ann Purcell reported that the next Joint Education Boards Liaison Committee meets on March 31.  Notices will be sent to Members participating on the committee.  
CAREER ACADEMIES

Dr. Freida Hill asked Dr. Lucy Phillip to provide an update on the status of the career academies.  Mr. Swearingen asked for a flow chart be created to track funds and the progress being made for the academies.  Mr. Chapman said that Tech High will graduate its first class of 43 students in May.  There are two students receiving scholarships to Harvard, one to Georgia Tech and numerous other scholarships.
OTHER BUSINESS










Mr. Smith mentioned the recognition Don Chapman received for his community service work and volunteering as a mentor at the Atlanta Woman Magazine's Woman of the Year Award Ceremony.  He also mentioned North Metro Technical College is hosting a national landscaping competition March 27-30.  There will be approximately 1,000 students from 60 colleges participating in the competition.  Last year North Metro Tech placed first in the two-year college division and 6th place overall.     
Mr. Allen Rice encouraged everyone to come to the State Board meeting at Southeastern Technical College on April 3.  He encouraged everyone to take the tour of the new Dental Hygiene building with the latest state-of-the art equipment.  

Meeting adjourned at 2:20 P.M.  

_______________________________

Brenda L. Wise

Executive Secretary to the State Board
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