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WELCOME.....

The central goal of the Tennessee Technology Center at Shellyville is to
provide each and every individual an opportunity to learn life long
occupational skills, obtain excellent work characteristics, develop per-
sonal attributes and obtain skills for success in the workplace and in
life. The principle means by which our goal is accomplished is teach-
ing, both to the individual and in gr oups, through hands-on work
projects, either in the classroom or in the r eal work environment.

The first priority of the faculty and staff is the education of our stu-
dents. We strive constantly for excellence in teaching knowledge and
skills to our students. Through the efforts of a highly qualified, dedi-
cated faculty and staff, the TTCS ceates a dynamic and exciting educa-
tional environment to help each student develop unique capabilities and
skills necessary to reach full potential.

For over forty years the TTCS has played a major role in the develop-
ment of the workplace in the sev en counties it serves. We expect to
continue to fill this role for many years to come. Together, the faculty
and staff make a difference in the quality of life in our community by
educating and training the current and future workforce.

Thank you for choosing the TTCS to help you reach your career goals.

lvan Jones
Director
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ACCREDITATION, APPROVALS, AND PROGRAM CERTIFICATIONS
The Tennessee Technology Center at Shelbyville holds membership in and is accredited by the Com-
mission on Occupational Education, located at 41 Perimeter Center East, NE Suie 640, Atlanta, Geor-
gia 30346.

The Center is approved by the State approving Agency for Veteran’s Education for veterans to attend
and receive VA educational benefits.

The State Board of Nursing has approved the Shelbyville and Fayetteville sites for the LPN programs.

The Machine Tool Technology program is certified by the National | nstitute for Metalworking Skills
(NIMS).

The Automotive Technology program is certified by Automotive Service Excellence (ASE).
The Colision Repair Technology program is certified by Automotive Service Excellence (ASE).

The Heating, Ventilation, Air Conditioning and Refrigeration Technology program is certified by the
Educational Standads Corporation (ESCO) and the Air Condtioning Contractors of America (ACCA).

The Drafting program is certified by the American Design Drafting Association (ADDA) and the Air
Condtioning Contractors of America (ACCA).

The Computer Information Technology program is a member of the Computer Technology Industry
Association (CompTIA) and an authorizzd Thomson Prometric Testing Center.



A NOTE TO VISITORS

The Centers administration, faculty and staff welcome visitors to the campus. The administr ative
offices are open Monday through Friday from 7:30 a.m. unti | 4:00 p.m. Tours can be conducted from
8:00 a.m. until 1:00 p.m. Itisr equested that large group visits be scheduled in advance.

ABOUT THE TENNESSEE TECHNOLOGY CENTER AT SHELBYVILLE
CATALOG/HANDBOOK

The Tennessee Technology Center at Shelbyville provides the opportunity for students to increase
their knowledge by providing programs of instruction in the v arious discipines and programs through
faculty who are qualified for teaching at the Tennessee Technology Center The acquisition of knowl-
edge by any student is contingent upon the student 's desire to learn and apply the appropriate study
techniques to any course or program. As a result, the insti tution does not w arrant or represent that
any student who completes a course or program of study will necessarly acquire any specific knowl-
edge or skills or will be able to successtully pass or complete any specific examination for any course,
degree or license, or certification.

The program offerings and requirements of the Center are continually under examination and revi-
sion. This catalog represents the offerings and requirements in effect at the time of publ ication, but
there is no guarantee that they wi Il not be changed or revoked. Adequate and reasonable notice will
be given to students affected by any changes. This catalog is not intended to state contractual terms
and does not constitute a contract between and the student and the insti tution.

The Center reserves the right to mak e changes as required in program offerings, curricula, academic
policies, and other rules and regulations affecting students. Enrollment of all students is subject to
these conditions.



TENNESSEE TECHNOLOGY CENTER AT SHELBYVILLE
MISSION

The Tennessee Technology Centers continue to serve as the premier providers for workforce development
throughout the State of Tennessee. The centers lfill the mission by:

. Providing competency based training through traditional and non-tr aditional learning
instruction delivery systems of the highest quality that will qualify individuals for
employment and/or advancement in jobs.

. Providing high quality training and retraining of employed workers.

. Providing high quality training that is economical and accessible to al residents of
Tennessee, thereby contributing to the economic and communi ty development of the
communities we serve.

VISION

To prepare and help every student find a job .

PHILOSOPHY

The basic philosophy of the Tennessee Technology Center at Shelbyville is that citizens should have the
privilege and opportunity to reach as high a station in life as they are capable of reaching or desire to reach.
Recognizing that all people do not have the same background, abilities, or desires, and therefore cannot be
fitted into the same mold, the objectiv e of the Tennessee Technology Center at Shelbyville is that each
student is treated as an individual. Individualized instruction is utilized to the maximum in most pr ograms.
The Center's policy provides that a student may enter a program when a vacancy oaurs (except in Practical
Nursing and Truck Driving). Education starts at the student 's own level of competency and progresses to the
level desired within the limitations of the Center. | ndividualized instruction provides the student with the
highest quality instruction possible in the chosen occupational area.

Development of specific skills and knowledge by an individual is not sufficient. Desirable worker
characteristics are also emphasizd to develop character, good work habits, reliability, honesty, and respect for
authority, all of which are needed for a productive society.

The Tennessee Technology Center at Shelbyville is a modern education facility designed to simulate the
occupational environment found in business and industry. The controlling purpose of the programs offered is
to prepare individuals for useful and gainful occupations, thereby enhancing their potential f or employment.

Efforts are made to update equipment and program content in order to provide educational experiences
necessary for an era of rapid technological change. The administrative and instructional staff are comprised
of skilled and knowledgeable individuals who are competent in an occupational field as well as being proficient
instructors. The staff regularly attends activities such as state directed workshops, field trips, factory service
schools and university courses.

Graduates of the Tennessee Technology Center should not be expected to compete with persons who have
developed skills and experience on the job. Students are considered “entry-level” in a respective occupation.



HISTORY OF THE CENTER

The Tennessee Technology Center at Shelbyville is one of 45 institutions in the Tennessee Brard of Regents
system, the sixth largest system of higher education in the nation. This system is comprised of six
universities, thirteen community colleges and twenty-six technology centers. More than 80 percent of all
Tennessee students atending public institutions are enrolled in a Tennessee Bard of Regents institution.

This institution w as authorized by House Bill 633, passed by the Tennessee Geneal Assembly on Maich 15,
1963, and approved by the Governor on March 22, 1963.

The Center was governed by the Tennessee Department of Education until 1983 when control was transferred
to the Tennessee Bard of Regents by House Bill 697 and Senate Bill 746.

Located on a twenty acre tract of land at 1405 Madison Street (U.S. Highway 41-A) approximately two miles
east of downtown Shelbyville, the center serves individuals from a geographic area comprised of, but not
limited to, Bedford, Coffee, Franklin, Lincoln, Marshal, Moore and Rutherford counties.

The first of its kind to be constructed, the Tennessee Technology Center at Shelbyville opened its doors on
November 30, 1964, with full-time preparatory programs having forty-one students enrolled in six programs
(Air Conditioning/Refrigeration, Auto Mechanics, Drafting, | ndustrial Electricity, Machine Shop and Welding).
In January 1965, evening programs (part-time preparatory) wer e opened in each of the six original areas.
The following full-time program changes have been made since 1965:

1967 Practical Nursing added

1968 Office Occupations added (now called Business S/stems Technology)
1969 Geneml Masonry added

1980 Construction Electricty added

1981 Auto Body Repair added (now called Collision Repair)

1984 Industrial Maintenance added

1984 Geneml Masonry closed

1984 Construction Electricty closed

1995 Truck Driving added

1999 Computer Operations Technology added (now called Computer Information Technology)
2003 Surgical Technology added

2004 Surgical Technology became inactive

2007 Patient Care Technician added

2007 Part-Time Practical Nursing in Fayetteville became full time

2008 Tool and Die added

2008 Part-Time Practical Nursing in Winchester became inactive

In 1981 the Center was expanded to give more space for existing programs. In July of 1994, the name was
changed by the Tennessee Legislatue to “Tennessee echnology Center at Shelbyville”. 1 n 2002, the campus
was named in honor of James L. Bomar, Jr.

The most recent expansion began in 1996 with the addition of approximately 17,700 square feet and
renovation of the existing building. The expansion brought the total squar e footage of the Center to
approximately 61,250 square feet. Also included in the expansion was money for the upgrade of equipment
in all program and classroom areas. In Fall of 2008 renovation of the original r estrooms and lobby area
began.

Tuition was charged for the first time in July of 1985. Ful |-time students wer e charged $45 per quarter. Prior
to that students wer e only required to pay for books and supplies. In January of 2006 the quarter system
was changed to a more universal system of trimesters.



ENROLLMENT REQUIREMENTS
FOR
PREPARATORY PROGRAMS

Any person who is 18 years of age or a high school graduate (or has a GED) and has a job objective may
apply for enrollment. High school students or individuals working on a GED are also encouraged to apply as
soon as an objective has been determined. Application forms can be obtained at the Center, by mail or can
be found on the website at www .ttcshelbyville.edu. For those interested in financial aid, it is recommended
that they ini tiate the process at the time they apply for enrollment.

The State Board of Nursing mandates that for admission into the Practical Nursing program, each applicant
have a high school diploma or have successiully passed the GED Applicants must also take and pass the
Nursing Entrance Test (NET). Additional enrollment guidelines may be obtained by contacting the Student
Services Department.

Students entering the Truck Driving program must be at least 21 years of age and have completed the 10th
grade. Other enrollment guidelines may be obtained by contacting the Student Services Department.

GENERAL ADMISSION PROCEDURES
1. Contact the Center to obtain information and an application form.

2. Discuss primary objectives with the Student Services and Financial Aid Departments (obtain Financial
Aid application).

3. Complete an application and file it with Student Services. (The application is added to the inter est list
on the date it is received by the Center)

4, Submit proof of high school completion or GED.
5. Report to the Student Services Department on the date and time assigned for orientation.

Applicants failing to attend orientation and still desire to attend should contact Student Services as soon as
possible to reactivate the application.

Each student enrolling on a full-time basis will complete the Center’s Technology Foundations assessment
program and, if found deficient in reading, writing, mathematics, or study skills, will attend the Center’s Tech-
nology Foundations program as part of the instructional day. This activity is designed to assist the student in
making satisfactory progress throughout the program.

The admission procedures for the Practical Nursing and Truck Driving programs can be obtained from the
pages describing their programs since they differ from the Center’s general procedures.
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INTERNATIONAL STUDENT POLICY

An international student is a student who is a citizen or a permanent resident of a country other than the
United States. To be admitted as an international student, a person must do the f ollowing:

Submit a completed Application for Admission form to the Student Services Department.

Request that an official TOEFL {Test of English as a Foreign Language) report with a score of at least
500 on the paper-based test or at least 173 on the computer -based test be forwarded to the Student
Services Department at the Tennessee Technology Center at Shellbyville. (The TOEFL is not
administered by TTCS)

Submit a completed financial statement form.

Submit evidence of high school graduation or the equivalent, or an official report of a comprehensive
GED scok of 45 or more, or an official EDP transcript indicating the 65 required competencies, or
graduation from a college or university.

Request that tr anscripts be forwarded to the Student Services Department from each educational
institution pr eviously attended. Applicants must furnish transcripts of all secondary school and
college level studies accompanied by official English translations. The applicant is responsible for
paying any cost for official translation of foreign language transcripts.

Submit copies of appropriate examination certificates to the Student Services Department.

All international students applying for admission pursuant to a student visa shall submit a certificate
from a licensed physician or other qualified medical authority verifying freedom from tuberculosis
within thirt y days from the first day of classes, and failure to submit such certification shall result in
denial of further enrollment or admission. I n the event that a student ei ther has tuberculosis or has
potential tuber culosis requiring medical treatment, continued enrollment will be conditioned upon
the determination by a licensed physician that further enrollment does not present a risk to others
and upon the student’s compliance with any prescribed medical treatment program.

Submit proof of health insurance.

11



PROGRAM BEGIN
FULLTIME: DAYS (M,TW,T,F)

Automotive Technology 7:45 a.m.
Business S/stems Technology 7:45 a.m.
Colision Repair Technology 7:45 a.m.

Computer Information Technology 7:45 a.m.

Drafting & CAD Technology

Heating, Ventilation, Air Conditioning

& Refrigeration 7:45 a.m.
Industrial Electricity 7:45 a.m.
Industrial Maintenance 7:45 a.m.

Industrial Maintenance - Fayetteville 7:45 a.m.

Machine Tool Technology and

Tool and Die 7:45 a.m.
Patient Care Technician* 7:45 a.m.
Practical Nursing* 7:45 a.m.
Truck Driving** 7:45 a.m.
Welding 7:45 a.m.

7:45 a.m.

PROGRAM SCHEDULE

BREAK

LUNCH

9:45 a.m. - 9:55 a.m.

9:30 a.m. - 9:45a.m.

9:45 a.m. - 9:55 a.m.

9:50 a.m. - 10:00 a.m.

9:40 a.m. - 9:50 a.m.

10:05 a.m. - 10:15 a.m.

9:55 a.m. - 10:05 a.m.

10:00 a.m. - 10:10 a.m.

10:00 a.m. - 10:10 a.m.

10:00 a.m. - 10:10 a.m.

9:30 a.m. - 9:40 a.m.

9:40 a.m. - 9:50 a.m.

9:50 a.m. - 10:00 a.m.

9:50 a.m. - 10:00 a.m.

PART-TIME, SUPPLEMENAL AND SPECIAL INTEREST EVENINGS

Business S/stems Technology (M,TW)5:45 p.m.

Computer Information Technology

M, W) 5:45 p.m.
Industrial Electricity (M,T,W) 5:45 p.m.
Industrial Maintenance (M, W) 5:45 p.m.
Machine Tool Technology (M,TW) 5:45 p.m.
Welding (M,T,W) 5:45 p.m.
Certified Nurse Aide (T,W, Th) 4:30 p.m.
Dental Assisting (M) 6:00 p.m.

Computer and other special interest
programs TBA

All classes wil start and end promptly at the designated time. Class breaks and lunch will be observed strictly as shown by the class sched-

7:45p.m. -8:00 p.m.

7:45p.m. -8:00 p.m.

7:30 p.m. - 7:45p.m.

7:30 p.m. - 7:45p.m.

7:45p.m. -8:00 p.m.

7:45p.m. -8:00 p.m.
TBA

TBA

TBA

END

11:50 a.m. - 12:20 p .
11:30 a.m. - 12:00 p .
11:50 a.m. - 12:20 p .
11:45a.m.-12:15p.

11:40 a.m. - 12:10 p.

11:30 p.m.-12:00 p.
12:10 p.m.-12:40p.
12:00 p.m.-12:30p.

12:00 p.m.-12:30p.

12:20 p.m.-12:50p.
11:30 a.m. - 12:00 p .
12:00 p.m.-12:30p.
11:45a.m.-12:15p.

12:00 p.m.-12:30p.

2:15 p.m.
2:15 p.m.
2:15 p.m.
2:15 p.m.

2:15 p.m.

2:15 p.m.
2:15 p.m.
2:15 p.m.

2:15 p.m.

2:15 p.m.
2:15 p.m.
2:15 p.m.
2:15 p.m.

2:15 p.m.

10:00 p.m.

10:00 p.m.
10:00 p.m.
10:00 p.m.
10:00 p.m.
10:00 p.m.
7:30 p.m.

10:00 p.m.

TBA

ule. You will not leave your classroom or shop without permission from your instructor. Violation of this rule will be just

cause for termination.

*Patient Care Technician, Practical Nursing and Certified Nurse Aide schedule may vary with clinical assignments.

**T ruck Driving schedule may vary due to driving assignments.



STUDENT MAINTENANCE AND TECHNOLOGY FEES

All students enrolling in any program, whether residents or non-residents, will pay a maintenance fee and a
technology fee. Students enrolling or completing between term beginning and ending dates wi ll pay a
prorated fee based upon the fee schedule. FEES MUST BE PAID DURING REGISTRATION BEFORE A
STUDENT WILL BE OFFICIALLY ADMITTED TO CLASS. THEREAFTER, THE FEES MUST BE PAID AT
THE BEGINNING OF EACH TERM.

FEES SCHEDULE

Maintenance fees are determined and approved by the Tennessee Board of Regents prior to the beginning of
each academic year in July. Current fees are as follows:

Hours Maintenance Fee Technology Fee Total

1-40* $183.00 $41.00 $224.00
41-80* $247.00 $41.00 $288.00
81-135* $372.00 $41.00 $413.00
136-217 $559.00 $67.00 $626.00
218-340 $621.00 $67.00 $688.00
341-432 $695.00 $67.00 $762.00

*The TTC at Shelbyville has the option of charging $2.50 per hour wi thin this range.

Special Academic [ees:
Truck Driving - $300.00 per trimester
Practical Nursing - $100.00 per trimester

NOTE: Fees listed in the catalog are subject to change without notice. The Center, in conjunction wi th the
Tennessee Bard of Regents, reserves the right to add, delete, or change f ees for admission to the Center at
any time without prior notice to the publ ic.

EXPENSES, BOOKS AND SUPPLIES

Students are responsible for providing the following items as required for the chosen program area:

. Textbooks, workbooks, calculator, paper and pencils.

. All parts and materials used on personal projects.

Uniforms, safety glasses, and other personal items as required by specific occupational areas.
. Students are encouraged to take the accident and sickness insurance available.

Students are expected to purchase al textbooks, workbooks, miscellaneous suppies, and safety supplies upon
entry. These items are available in the bookstore located in the cafeteria.

NOTE: No student will be admitted to class without having met all financial obligations.

REFUNDS
The Center will refund a portion of the maintenance f ee and technology fee to any student who officially
drops, withdraws, or is dismissed within the dr op/withdraw deadline provided the refund would be no less

than the minimum f ee paid. All refund checks are mailed directly to the student. R efunds will be made in
accordance with the following provisions:
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Eligibility for Refunds

The change in a full-time student’s schedule which results in reclassfication to a part -time student.
A change in a part-time student’s schedule which results in a class load of fewer hours.

Voluntary withdrawal from the Center.

Cancelation of a program by the Center.

Death of a student.

Student administratively dismissed WILL NOT be eligible for refunds.

ok whNE

Calculation of Refunds

1. Full Refund
a. 100% of f ees will be refunded for classes canceled ty the Center.
b. 100% of f ees will be refunded for drops or withdrawals prior to the first of ficial day of classes.
c. 100% of f ees will be refunded in the case of death of the student during the term.

2. Partial Refund
a. Arefund of 75% may be allowed if a program is dropped or a student withdraws within the first
10% of the class hours.
b. A refund of 50% may be allowed if a course is dropped or a student withdraws within the first
20% of the class hours.
c. No refund may be permitted after 20% of the class hours has been completed.

3. There will be NO refund after the first of ficial day of classes when a minimum fee is collected.

Processing of Refunds

The Student Services Department at the Tennessee Technology Center at Shelbyville will determine a
student’s eligibility for a refund. A Tuition Refund Authorization will be submitted to the TTCS Bisiness Ofice
who will issue a refund check that will be mailed to the student’s home address within two to thr ee weeks.

PLEASE NOTE: THE BOOKSTORE WILL NOT REFUND BOOK MONEY.

BAD CHECK COLLECTION FEE

The payment of fees may be made by cash, check, money order or credit card (Mastercard and VISA only). If
a student pays fees with a check that is not honor ed by the bank, that student wi Il be notified by the Center.
If the student pa ys the dishonored check within the allotted time period, an additional $30.00 returned check
fee will be assessed. If the check is not paid in cash within 15 calendar days from the date of notice, that
student will be terminated.
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DIPLOMAS, CERTIFICATES, TRANSCRIPTS AND RECORDS

A student will be awarded a diploma or a certificate for satisfactory completion of a program. A diploma will
be awarded to a student who demonstr ates satisfactory proficiencies for a complete course of study. A
certificate will be awarded to a student who r eaches an estabished proficiency level but has completed less
than the hours required for a diploma.

Requests for student academic transcripts should be submitted in writing to the Student S ervices Department.
Students and graduates in good standing with the Center may have official academic transcripts mailed to the
school of their choice or to the individual | isted by the student. Students and gr aduates may also have a
transcript issued to them for personal use. When possible, in-person requests will receive same-day service.
Requests that are faxed, or mailed in will be processed in a timely fashion; however, please allow up to five
days for assistance. Al requests must be accompanied by a signed release form.

CREDIT FOR PREVIOUS EDUCATION OR EXPERIENCES

Previous education and/or experience will be evaluated and students will be enrolled at their pr oficiency level.
The time normally required will be shortened accordingly.

Education completed in technical institutes, colleges, and other institutions, including high schools, will be
evaluated and applied toward completion requirements where applicable.

Military, industrial, and business courses or work experiences will be evaluated toward the completion
requirements where applicable.

Documentation and/or evidence of proficiency must be supplied by the student.

ARTICULATION

Students who have completed the diploma level programs are able to receive credit at Tennessee Communty
Coleges and Technical Institutes toward an Associate of Appled Science degree with a Business Technology
major with a Professional Studies concentation. Those students seeking to articulate credit must satisfy
certain requirements as established by the Community College and Technical Institutes.

High school students who earn a regular or honors diploma and have successiully completed an approved
technical area in high school may be granted up to 432 hours credit by demonstrating proficiency in the
specffic program area.

To receive more information, please check with Student Services.
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WORK ETHICS PROGRAM

The U.S. Department of Labor estimates that 80 per cent of workers who lose their jobs do so not because of
lack of occupational skills, but because of poor work ethics. The mission of technical education is to provide
business and industry with tr ained workers who possess both strong occupational skills and good work habits.

Business and industry leaders have identified essential worker characteristics that should be taught and
practiced in order to develop a viable and effective workforce. The ten worker characteristics traits identified
are:

1. Attendance 6. Productivity

2. Character 7. Organizational Skils
3. Teamwork 8. Communication

4, Appearance 9. Coopemtion

5. Attitude 10. Respect

The Center included into each program curriculum lessons on all ten worker characteristics to be taught on
each Monday of the term. Each student r eceives a work ethics grade which is reported on the student’s
transcript.

Three primary results of the Work Ethics Program make it a winning pr oposition for all concerned. These
results are:

Students begin employment with positive work ethic skills which
enhance their value as employees.

Instructors develop more motivated and attentive students.
Employers acquire employees with desirable work habits.

PROGRESS POLICY

Progress reports, attendance records, and work evaluations are kept on each student and are filed in the
Student Services Department, along with information that may be pertinent to suc cessful employment. An
evaluation and discussion of progress is recorded each trimester. Students must maintain a “C” or bet ter
average for each trimester or be suspended. Students that fail to maintain a “C” a verage or better will be
placed on academic suspension. Re-entry into a program for any student suspended must be approved by
the administration. | n addition, student enr olled in the Practical Nursing program must maintain a satisfactory
average of 80 for each unit of study. Clinical evaluations are conducted monthly. Due to the structur e of the
Practical Nursing programs, re-admission of academicaly suspended students may take up to one year.

A) This policy provides a minimum criteria for evaluating student achievement relating to identified
occupational competencies, in compliance with this policy, to define r etention standards of the institution.

B) Trimester evaluations are recorded for each student at the end of 72 days of instruction that comprise a
term. Those evaluations include the following scale of progress

A (93-100) Excellent 3.51-4.00
B (85-92) Above Average 2.51-3.50
C (77-84) Average 1.51-2.50
D (70-76) Below Average 0.51-1.50
F (0-69) Unacceptable 0.00-0.50
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Scale for Practical Nursing

A (94-100) Excellent 3.51-4.00
B (87-93) Above Average 2.51-3.50
C (80-86) Average 1.51-2.50
D (75-79) Below Average 0.51-1.50
F (0-74) Unacceptable 0.00-0.50

C) The trimester grade report will reflect each student’s progress in the following categories: Skill Proficiency,
Related Information, Work Characteristics.

D) A student must maintain a “C” or better average for the 72 day period of instruction. Failure to do so will
result in suspension at the end of the trimester.

RE-ADMISSION FROM SUSPENSION

When students are suspended from the Center they are suspended for the remainder of the trimester in which
they were enrolled, plus the next trimester. They are re-admitted as openings occur the following trimester.

IN classes that begin once or twice a year, their re-enrollment is contingent upon approval of the program
director or instructor and upon availability of openings for the program. The applicant may be considered for
admission after being suspended. The administration may use the following criteria in assessing candidacy
for readmission:

a. Assessment of the student’s willingness to address those deficiencies that contributed to the prior
suspension, and

b. Assessment of the likelihood that the readmitted student may succeed in pursuing an educational
objective.

Exceptions

In individual cases of extenuating circumstances, the administration may make exceptions to suspension due
to absences. Such exceptions will be fully documented.

Additional retention standards for specific programs may be maintained by the institution pursuant to
accreditation or licensing requirements.

TRANSFER POLICY

Transfers within the Center from one program to another:

Students wishing to change from one program to another within the Center must first meet wi th the
Student Services Coowdinator to determine which tr aining program will best fit their inter ests and abilities. A
date for transfer will be determined at that time.

Transfers of students from other institutions:

All transfers are considered on an individual basis when space is available and admission requirements
are met. Transcripts indicating clock hours of attendance, grades and skils are received for credit, time and
placement.
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STUDENT ATTENDANCE

FULL-TIME

The nature of the programs at the Tennessee Technology Center at Shelbyville are such that it is necessary
for every student to attend regularly. Excessiwe interruptions due to absences will have an adverse effect on
student progress.

(1)

)
®3)

(4)
(5)
(6)

After a full-time student has been absent for a total of 25 hours in a 72-da y period of instruction, or
more than 5% of the assigned instructor time, the instructor wi Il refer the student to the Student
Services Coodinator for counseling.
After a full-time student has missed in excess of 42 hours within a 72-day period of instruction, or
more than 9% of the assigned instructional time, that student wi Il be suspended.
A student is considered tardy if not in the classroom at the designated time for class to start. Tardies
are counted in 1/2 hour and 1 hour incr ements only. For example, a person arriving 1—30 minutes
late will be counted as 30 minutes late. A person arriving 31—60 minutes late will be counted as 1
hour late. All time missed from the Center will be deducted from the 42 hours as referenced in item
(2) above.

5 tardies—documented warning by instructor

6 tardies—documented warning by designated authority

7 tardies—referred to administration
All students are requested to call in absences within one hour from their beginning scheduled class
time.
A student absent three (3) consecutive days without contacting the Center wi Il be automatically
terminated. To re-enter, the student must complete and fi le a new application.
Any student who terminates f or any cause and is in a probationary status will continue the same
probationary status if that student r e-enters within one year of the termination date. When a student
is terminated a second time because of failing grades and/or the violation of policies, the
administration must give approval before re-application can be made.

An attendance record for each student is maintained in the of fice of Student Services.

Prorated Attendance and Tardy Chart (for Rull-Time Students)

Week Number
Started

Hours for 24 |22 22 |19|18|16] 5| 1312|108 ]6]5]3
Coungling
Hours for 42 | 40| 37 | 3431|2026 23 |20|17]15|11]8]5
Termination

5= Warning 4 = Warning 3= Warning
Tardies 6= Probation 5 = Probation 4 = Probation
7 = Referral to Director 6= Referral to Director 5= Referral to Director
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(1)
)
®3)

(4)
(5)
(6)

PART-TIME (BST, CIT, IE, IM, MTT and Welding)

After a student has been absent for a total of 10 hours in a trimester , the instructor wi Il refer that
student to the designated authority for counseling.
When a student has missed in excess of 17 hours within a trimester, the student will be referred to
the administration.
A student is considered tardy if not in the classroom at the designated time for class to start.
Tardies are counted in 1/2 hour and 1 hour incr ements only. For example, a person arriving 1— 30
minutes late will be counted as 30 minutes late. A person arriving 31— 60 minutes late will be
counted as 1 hour late. The hours missed due to tar diness will be included in the accumulation of
hours as referenced in item (2) abo ve.

2 tardies—documented warning by instructor

3 tardies—documented pobation by designated authority

4 tardies—referred to administration
All students are requested to call in absences within one hour from their beginning scheduled class
time.
A student absent three (3) consecutive school days without contacting the school will be
automatically terminated. To re-enter, the student must complete and fi le a new application.
Any student who terminates f or any cause and is in a probationary status will continue under the
same probationary status if that student r e-enters within one year of the termination date. When a
student is terminated a second time because of failing grades and/or violation of policies, the
administration must give approval before re-application can be made.

An attendance record for each student is maintained in the of fice of Student Services.
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INCLEMENT WEATHER
(or other unexpected events)

The Tennessee Technology Center at Shellyville is an agency dedicated to upgrading skills for the business/
industrial community. Therefore, the Center is normally open if local businesses/industries are open.
However, in the event of inclement weather, students should use discretion concerning personal safety. If
classes have not been cancelled due to inclement weather, students not attending classes wil be recorded as
absent.

CAUTION: Use absences wisely ! If the severity of the weather conditions do warrant Center closing and/
or an alternate schedule, an announcement will be made on area radio and TV stations as listed below.

NOTE: Do not confuse the Bedford County School System with the Tennessee Technology
Center at Shelbyville.

TV Stations

WKRN - Channel 2 - Naslville
WSMYV - Channel 4 - Naslville
WTVF - Channel 5 - Naslville
WZTV - Fox 17 - Nashville
WAAY - Channel 31 - Huntsvile

Radio Stations

Fayetteville
WBXR - 1140 AM
WYTM - 105 FM
WERK - 1240 AM

Lewisburg
WAXO - 1220 AM
WJJIM - 1490 AM, 943 FM

Manchester
WMSR - 1320 AM
WFTZ - 101.5 FM

Murfreesboro
WGNS - 1450 AM

Nashville
WSM - 650 AM

Shelbyville
WLIJ - 1580 AM
WZNG - 1400 AM

Tullahoma
WJIG - 740 AM

Winchester
WCDT - 1340 AM
WZYS - 1440 AM
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STUDENT RECORDS

Student records will be housed in a fire-proof room on the main campus. The room shall be locked when
staff is not available. During class hours, records will be accessible to al relevant staff members.

The Student Services Coodinator shall be ultimately responsible for the maintenance of the of ficial files and
records of each student. However, each Student Services Staff Member has a responsibiity for individual
items in each file.

Educational and financial aid records are maintained on all students enrolled. The class roll is maintained by
the instructor and is the of ficial record for all students in a class. It is the of ficial school record in matters
pertaining to entr ance dates, completion dates, and attendance. These records are the property of the
Center and are stored in the Office of Student Services in a fireproof room.

All student records are kept confidential and may only be released by written consent of the student and/or
court order.

Students may review personal records by making a written request to the Student Services Coodinator.
Copies of records may be obtained by making a written request and identifying the item to be copied. The
Center will strive to comply with the student’s request.

PRIVACY RIGHTS ACT FOR PARENTS AND STUDENTS
PUBLIC LAW 93-380

The Tennessee Technology Center at Shellyville adheres to the guidelines developed by the Department of
Health, Education, and Welfare regarding the privacy rights of parents and students. Access to official records
are provided to students and parents of dependent students and limits the dissemination of personally
identifiable information without the student’s consent.

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

The Family Educational and Privacy Act of 1974, also known as the Buckley Amendment, helps protect the
privacy of student records. The act provides for the right to inspect and r eview educational records, the right
to seek to amend those records and to limit disclosure of information for the records. The Act applies to all
institutions that ar e the recipients of federal funding.

STUDENT CONDUCT POLICY

Genernally, through appropriate due process procedures, institutional disciplinary measures shal be imposed
for conduct which adversely affects or shows a disregard for the rights or other members of the academic
community, or which endangers property or persons on institution or insti tution-contr olled property.

Individual or organizational misconduct which is subject to disciplinary sanction shall include but not | imited to
the following examples:

1. Conduct dangerous to others . Any conduct which constitutes serious danger to any
person’s health, safety or personal well-being, including any physical abuse or immediate threat of
abuse.

2. Hazing . Any act of hazing of any variety by an individual or group is prohibited. | n accordance with
House Bill No. 1779, “hazing” means an intentional or r eckless act in Tennessee on or off the
property of any Higher Education Institution by one student acting alone or with others which is
directed against any other student, that endangers the mental or ph ysical heath or safety of that
student, or which induces or coerces a student to endanger mental or physical health or safety.
Hazing does not include customary athletic events or similar contests or competitions and is
limited to those actions taken and situations created in connection with the initiation into af filiation

with any organization.
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3. Disorderly conduct . Any individual or group behavior which is abusive, obscene, lewd, indecent,
violent, excessiwely noisy, disorderly, or which unr easonably disturbs other groups or individuals.
The inappropriate use of electronic or photographic devices without knowledge or to violate
privacyis prohibited by the Center.

4. Obstruction of or interference with institutional activities or facilities . Any intentional
interference with or obstruction of an y institutional activity, program, event, or facilities, including
the following:

a. Any unauthorized occupancy of institution or insti tutional contr olled
facilities or blocking of access to or from such facilities.

b. Interference with the right of an y institution member or other authoriz ed
person to gain access to any institutional-contr olled activity, program,
event, or facilities.

c. Any obstruction or delay of a campus security officer, fireman, or any
insti tutional official in the performance of his/her duty.

5. Misuse of or damage to property . Any act of misuse, vandalism, malicious or unwarranted damage or
destruction, defacing, disfiguring or unauthorized use of property belonging to the insti tution
including, but not | imited to, fire alarms, fire equipment, elevators, telephones, institution keys,
library materials and or safety devices; and any such act against a member of the institution
community or a guest of the insti tution.

6. Theft, misappropriation, or unauthorized sale . An act of theft, misappr opriation, or unauthorized
possession or sale of insttutional property or any such act against a member of the institution
community or a guest of the insti tution.

7. Misuse of documents or identification cards . Any forgery, alteration of or unauthoriz ed use of

institution documents, forms, records or identification cards, including the giving of any false
information or withholding necessary information in connection with a student’s admission,
enrollment or status in the insti tution.

8. Firearms or other dangerous weapons. Any unauthorized or illegal possession of or use of firearms
or dangerous weapons of any kind. State Law prescribes a maximum penaty of five (5) years
imprisonment and a fine not to ex ceed $2,500 for carrying weapons on institutional property.

9. Explosives, fireworks, and flammable materials. The unauthorized possession, igntion or
detonation of any object or articles which could cause damage by fire or other means to persons or
property or possession of which could be considered to be and used as fireworks.

10. Alcoholic beverages. The use, possession, distribution, sale or manufacture of alcoholic beverages
is not allowed on Center property or Center controlled property (including clinical sites or at Center
sponsored events).

11. Drugs. The unlawful possession or use of any drug, controlled substance (including any stimulant,
depressant, narcotic, or hallucinogenic drug or substance, or marijuana), being under the influence of
any drug or controlled substance, or the misuse of legally prescribed or “over the counter” drugs, or
sale or distribution or any such drug or controlled substance on Center property or Center controlled
property (including clinical sites or at Center sponsored events)

12. Gambling. Gambling in any form.

13. Financial irresponsibility. Failure to meet financial responsibiities to the Center promptly including,
but not limited to, knowingly passing a worthless check or money order in payment to the insti tution
or to a member of the insti tution or Center community acting in an official capacty.

14. Unacceptable conduct in hearings. Any conduct at an institutional or Center hearing involving
contemptuous, disrespectful, or disorderly behavior, or the giving of f alse testimony or other evidence
at any hearing.

15. Failure to cooperate with institutional or Center officials. Failure to comply with directions of
Center officials acting in the performance of their duties.
16. Violation of general rules and regulations. Any violation of the gener al rules and regulations of the

Center as published in an official publication, including the intentional f ailure to perform any required
action or the intentional perf ormance of any prohibited action.
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17. Attempts and aiding and abetting the commission of offenses. Any attempt to commit any of
the foregoing offenses, or the aiding and abetting of the commission of any of the f oregoing offenses

(an “attempt” to commit an offense is defined as the intention to commit the of fense coupled with

the taking of some action tow ard its commission).

18. Violations of state or federal laws. Any violation of state or f ederal laws or regulations proscribing
conduct or establishing offenses, which laws and regulations are incorporated herein by reference.

19. Litter. Dispersing litter in any form onto the gr ounds or facilities of the campus.

20. Public Intoxication. Appearing on Center owned or controlled property, or a Center sponsored event
while under the influence of a contr olled substance or of any other into xicating substance.

21. Drug Paraphernalia.  The use or possession of equipment, products or materials which is used or
intended for use in manufacturing, growing, using or distributing any drug or controlled substance.

22. Financial Irresponsibility. Failure to meet financial responsibiities to the Center promptly including,
but not limited to, knowingly passing a worthless check or money order in payment to the insti tution.

23. Academic misconduct. Plagiarism, cheating, fabrication, or facilitating such act. For purposes of this
section, the following definitions apply:

1. Plagiarism. The adoption or reproduction of ideas, words, statements, images, or works of
another person as one’s own without proper acknowledgment.

2. Cheating. Using or attempting to use unauthoriz ed materials, information, or study aid in any
academic exercise. The term academic exercise includes al forms of work submitted for credit or
hours.

3. Fabrication. Unauthorized falsification or invention or any information or citation in an academic
exercise.

4. Facilitation. Helping or at tempting to help another to violate a pr ovision of the institutional code
of academic misconduct.

Students guilty of academic misconduct, either directly or indirectly through participation or

assistance, are immediately responsible to the instructor of the class. | n addition to other possible

disciplinary sanctions which may be imposed through the regular institutional procedures as a result
of academic misconduct, the instructor has the authority to assign ad F or a zero for the exercise or
examination, or to assign an F in the course. If the student bel ieves that he or she has been

erroneously accused of academic misconduct, and f his or her final gr ade has been lowered as a

result, the student may appeal the case through the appropriate institutional procedures.

24. Pornography . Public display of literature, films, pictures or other materialswhich an average person
applying contemporary community standards would find,

1. taken as a whole, appeals to the prurient inter est,

2. depicts or describes sexual conduct in a patently offensive way, and

3. taken as a whole, lacks serious lterary, artistic, political or scientific value.

25. Sexual misconduct.  Sexual misconduct includes as sexual act or penetmation which is accomplished by
threat, coercion, use of restraint or force, or any act where the respondent knows, or should have
known, that the victim w as unable or incapable of giving consent.

Disciplinary action may be taken against a student for violations of the f oregoing regulations which occur on
Center owned, leased, or otherwise controlled property, or which occur off-campus when the conduct impairs,
interferes with or obstructs any Center activity or the mission, processes and functions of the Center. In
addition, disciplinary action may be taken on the basis of any conduct, on or off-campus, which poses a
substantial threat to persons or property within the Center community.

For the purposes of these regulations, a “student ” shall mean any person who is registered for study in any
institution governed by the State Board of Regents for any academic period. A person shal be considered a
student during any period which follows the end of an academic period which the student has completed until
the last day for registration for the next succeeding regular academic period, and during any period while the
student is under suspension from the institution.
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ACADEMIC AND CLASSROOM MISCONDUCT

The instructor has the primary r esponsibiity for control over classroom behavior and maintenance of
academic integrity, and can order the temporary removal or exclusion from the classroom of any student
engaged in disruptive conduct or conduct violative of the general rules and regulations of the Center.
Extended or permanent exclusion from the classroom or further disciplinary action can be effected only
through appropriate procedures of the institution.

Students will not leave the classroom without permission of the instructor. Violation of this rule wi Il be just
cause for termination.
DISCIPLINARY SANCTIONS

Upon a determination that a student or or ganization has violated any of the rules, r egulations or disciplinary
offenses set forth in these Regulations, the following disciplinary sanctions may be imposed, either singly or in
combination, by the appropriate Center officials.

Definition of Sanctions

Restitution . A student who has committed an offense against property may be required to reimburse the
Center or other owner for damage to or misappropriation of such property. Any such payment in restitution
shall be limited to actual cost of r epair or replacement.

Warning . The appropriate Center official may notify the student that continuation or r epetition of specified
conduct may be cause for other disciplinary action.

Reprimand . A written reprimand does not restrict the student in any way, but does have important
consequences. It signifies to the student that a second chance is being given to be a proper member of the
Center community, but that an y further violation may result in mor e serious penaties. |In addition, a
reprimand does remain on file in a student’s personal file for a period of one year.

Restriction . A restriction upon a student’s privileges for a period of time may be imposed. This restriction
may include, for example, denial of the right to be pr esent at the Center in any way, denial of use of facilities,
parking privileges, participation in extracurricular activities for a maximum of one year.

Probation . Continued enrollment of a student on pr obation may be conditioned upon adherence to these
Regulations. Any student placed on probation will be notified of such in writing and will also be notified of the
terms and length of the pr obation. Probation may include restrictions upon the extracurricular activities of a
student. Any conduct in violation of these r egulations while on probationary status may result in the
imposition of a mor e serious discipinary action.

Suspension . If a student is suspended, that student is separ ated from the institution for a stated period of
time with conditions of readmission stated in the notice of suspension.

Expulsion . Expulsion entails a permanent separation from the institution. The imposition of this sanction is a
permanent bar to the student’s readmission to the institution.

Interim or summary suspension . Though as a general rule, the status of a student ac cused of violations
of these regulations should not be altered until a final determination has been made in regard to the charges,
summary suspension may be imposed upon a finding by the appropriate institutional official that the
continued presence of the accused on campus consttutes an immediate thr eat to the physical safety and
well-being of the accused, or of any other member of the insti tution community or its guests, destruction of
property, or substantial disruption of classroom or other campus activities. I n any case of immediate
suspension, the student shall be given an opportunity at the time of the decision or immediately ther eafter to
contest the suspension, and if there are disputed issues of fact or cause and effect, the student shall be
provided a hearing on the suspension as soon as possible.

The administration of the insti tution is authoriz ed to use discretion to subsequently convert any sanction
imposed to a lesser sanction, or rescind any previous sanction, if appropriate.
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GRIEVANCE POLICY

It is the phi losophy of the Tennessee Technology Center at Shelbyville that many complaints can be resolved
through open and clear communications, and should be resolved at the lowest level possible. Therefore, the
student should first discuss the complaint with the instructor, administrator or student in volved in the matter
in an attempt to r esolve the concern.

If the concern cannot be r esolved through informal discussion, the student may file a written complaint with
the office of Student Services. The Student Services Coodinator will meet with the student, in vestigate the
complaint, consult other TTCS personnel or students as needed, determine an appopriate resolution, and
notify the student, in wri ting, of the outcome.

If the student is not satisfied wi th how the Student Services Coodinator attempted to r esolve the issue, the
student may appeal to the Director within five (5) school days of receipt of the Student Services Coodinator’s
letter. The Director may discuss the matter with the student and the Student S ervices Coodinator, and any
other personnel he/she feels appropriate. The Director will provide a written decision to the student wi thin
five (5) days of receipt of the appeal. The Director’s decision will be final.

Contact concerning grievances may also be made with the Accrediting Commission, Councl on Occupational
Education, 41 Perimeter Center East, Sute 640, Atlanta, GA 30346, 1-770-396-3898.

DISCIPLINARY PROCEDURES

A student who is subject to disciplinary proceedings based on chages of disciplinary offenses listed in the
policy (cheating, plagiarism, etc.) which could result in suspension or termination from the Center has a right
to an opportunity to hear the charges against her/him and have a meaningful opportunity to respond prior to
such action being taken.

(1) Hearing Process. This process wil include:

a. The right to an advisor of his/her choice. Howev er, the advisor cannot actively participate in the
hearing.

b. The right to question the complainant.

c. The right to pr esent evidence in his/her behalf.

d. The right to cal | witnesses in his/her behalf.

e. The right to r emain silent and have no inference of guilt drawn for such silence.

f. The right to cr oss examination.

g. The decision of the committee shall be final and may be appealed within five days to the Director.
Any further appeal is limited by the terms of SBR Policy 1:02:11:00.

h. A tape recording or summary transcription of the proceedings shal be kept and made available to
the student upon r equest for the sole purpose of appeal. The student may also have a verbatim
tr anscript made at his/her own expense.

(2) Pending the Hearing. Usually the student wi ll attend classes and atend required Center functions until a
hearing is held and a decision is rendered. Exceptions to these are:

a. When a student’s physical or emotional safety and well-being are endangered;

b. When the general safety and well-being of the faculty, staff or other Center personnel are
endangered;

c. When the orderly progression of the education objectives of the Center may be disrupted;

d. When the Center property is in jeopardy.

(3) Type of Hearing.

a. TUAPA
The only cases which are subject to a Tennessee Unform Administrative Procedures Act
( TUAPA) hearing are those which may result in:

1. suspension or expulsion of a student from the Center for disciplinary offenses or

2. revocation of registration of an official student organization during the term of r egistration.
25



Those cases are subject to the contested case provisions of the TUAPA and shall be processed in
according with the Uniform Contested Case Pocedures unless the student waives these procedures
in wri ting and elects to have his/her case disposed of in accordance with the Center procedures.
b. If a student w aives his/her right to a TU APA hearing, then he/she will be provided a hearing
under applicable Center procedures. A review committee shall be established which has the
r esponsibiity of reviewing facts and making a decision regarding appropriate disposition of the
case. The review committee will be designated by the Director and be composed of one (1)
student r epresentative, one (1) faculty member and two (2) non-f aculty staff members. An
alternate will be designated for any committee member who is personally involved in a particular
case or who cannot otherwise be in at tendance.
1. A student appearing before the review committee will be given a written statement of
the cause for dismissal and a time established for the hearing. The hearing must be
scheduled within five Center days.
2. The review committee may request testimony from any employee or student who they
f eel may have information pertinent to the case in question. A student ma y request
assistance from an advisor who is not acting as a advocate (attorney) but of fering help
in explaining pr ocedures and charges.
3. The review committee will make a decision based on the facts presented within give (5)
Center days from the date of hearing. The decision will be in writing. The decision will
be tr ansmitted to the Dir ector.
4. If the final decision which is adv erse to the charge or claim of either party, the Director
shall advise the person of any right of appeal provided by Board policy.
(4) Cases of alleged sexual assaut. | n cases involving alleged sexual assaut, both the ac cuser and the
accused shal be informed of the following:
a. Both the accuser and the accused are entitled to the same opportunity to have others present
during a disciplinary proceeding; and
b. Both the accuser and the accused shal be informed of the outcome of any disciplinary proceeding
involving allegations of sexual assaut.
(5) I nformal Meetings.
All other matters (i.e. absenteeism, failing grades, etc.) shall be dealt with informally by the Director or
someone appointed by the director, but do not in volve a right to a hearing unless ther e is a violation of
state or f ederal law.

Responsible Internet Use Policy

The Tennessee Technology Center at Shelhyville promotes responsible internet use to all students and faculty
members. The following would be considered a violation of responsible internet usage:

Accessing Inappropriate Materials - Accessing, submtting, posting, publishing, forwarding, downloading,
scanning or displaying materials that are defamatory, abusive, obscene, vulgar, sexually explicit, sexually
suggestive, threatening, discriminatory, harassing and/or illegal.

lllegal Activities - Using the institution unit’s computers, networks and | nternet services for any illegal
activity or activity that violates other boar d policies, procedures and/or institution rules;

Violating Copyrights - Copying or downloading copyrighted materials without the owner’s permission;

Plagiarism - Representing as one’s own work any materials obtained on the I nternet (such as term papers,
articles, etc.). When I nternet sources are used in student work, the author, publisher and Web site must be
identified;

Copying Software - Copying or downloading software without the expr ess authorization of the system
administrator;

Non-Institution-Related Uses - Using the institution unit’s computers, networks and Internet services for
non-institution-r elated purposes such as private financial gain, commercial, advertising or solicitation
purposes, or for any other personal use;
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Misuse of Passwords/Unauthorized Access - Sharing passwords, using other users’ passwords without
permission and/or accessing other users’ acounts;

Malicious Use/Vandalism - Any malicious use, disruption, or harm to the insti tution unit's computers,
networks and I nternet services, including but not I imited to hacking activities and creation/uploading of
computer viruses; and Unauthorized Access to Chat Rooms/News Groups - Accessing chat rooms or
news groups without specific authorization from the supervising teacher.

The institution IT Dept. r etains control, custody and supervision of all computers, networks and | nternet
services owned or leased by the institution unit. The institution IT Dept. r eserves the right to moni tor all
computer and I nternet activity by students. Students have no expectation of privacy in their use of institution
computers, including e-mail and stored files.

SELECTIVE SERVICE REGISTRATION

All persons who are required to register for Selective Service under 50 U.S.C. App. Section 453 must do so
before being accepted for enrollment at any post-secondary institution, including the Tennessee Technology
Center at Shelbyville. Almost all male U.S. citizens regardless of where they live, and male immigrant aliens
residing in the U.S. are required to be registered with Selective Service if they are at least 18 years old, but
are not yet 26 years old. Men who are 26 years old and older are too old to r egister. Additional requirements
can be found at: www .sss.gov.

POLICY ON AFFIRMATIVE ACTION TITLE VI/SECTION 504
AMERICAN DISABILITIES ACT OF 1990 PUBLIC LAW 101-336

The Tennessee Technology Center at Shelbyville is an equal opportunity institution and of fers equal
opportunity for employment and admission to programs to all qualified persons without regard to race, sex,
color, religion, national origin, age, disability or veteran status. Procedures for filing grievance concerning
discrimination of any type are found in the Office of Student Services.

SUPPORT OF THE AMERICANS WITH DISABILITIES ACT

The Tennessee Technology Center at Shelbyville fully supports the Americans with Disabilities Act and will take
any steps necessary to assue that anyone having a disability will receive whatever assistance is needed to be
successiul in any chosen program. Areas such as parking, walkways, sinks, water fountains, and doorways
are easiy accessible by any disabled individual.

If you are in need of accommodations or accessibiity assistance due to a disability, please contact the
Coorinator of Student Services: Ron Boyd or | van Jones..”

MINORS ON CAMPUS

In order to maintain a safe and effective learning environment, students, faculty and staff may not leave
minor children unsupervised on campus at any time. It is not the intent of this pol icy to prevent children from
visiting the campus, in the company of an adult. However, children are not permitted in classrooms, shop
areas or office areas.

CRIMINAL BACKGROUND CHECKS

Criminal background checks may be required at some clinical sites for training. Based on the results of these
check, a clinical site may determine that a particular student ma y not be present at their facility. This could
result in the inability to successiully complete the requirements of your program of study. Additionally, a
criminal background may prevent licensure or employment of y our choosing.
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VOTER REGISTRATION

\oter registration information is available in the Student Services Department. Students may also access the
following website to obtain a v oter registration form: www .state.tn.us/sos/election/f orms/ss-3010.pdf

SEXUAL HARASSMENT

Sexual harassment is strictly prohibited. Please see the Director at Tennessee Technology Center at
Shelbyville if there are any questions or problems.

POLICY ON SEX DISCRIMINATION

Students, parents or guardians of students, and employees of the Tennessee Technology Center are hereby
notified that the Center does not discriminate on the basis of sex and is r equired by Title IX of the Education
Amendments of 1972 not to discriminate on the basis of sex in its educational activities and employment
practices.

NOTICE

The Tennessee Technology Center at Shelbyville is an equal opportunity institution and offers

equal opportunity for ALL persons without regard to race, sex, color, national origin, age, dis-

ability, or veteran status.

If any student or staff member feels there has been any discrimination for any reason, please see the Dilector
at Tennessee Technology Center at Shelbyville, located at 1405 Madison Street, Shelbyville, TN 37160, phone
(931) 685-5013.

The Director at the Tennessee Technology Center is the Affirmative Action Officer and Title IX Coordinator for
the Tennessee Technology Center at Shelbyville.

DRUG FREE CAMPUS AND WORKPLACE

In accordance with the Drug-Free Workplace Act of 1988 and the Drug-Free Schools and Communties Act of
1989, the Tennessee Technology Center at Shelbyville attempts to maintain a safe and healthful environment
for its students and employees. Therefore, institutional policy prohibits the unlawful use, manufacture,
possession, distribution, or dispensing of drugs.

The administration reserves the right to r equire that a student under go drug and/or alcohol testing and that
random testing may also be performed.

DRUG ABUSE PREVENTION PROGRAM
The Tennessee Technology Center at Shelbyville’s drug prevention program addresses two major concerns:
1) The maintenance of an environment in which students can learn, and
2) Help for students and personnel whose development or performance is threatened by the abuse
of alcohol or drugs.
Criminal activity and disruptive behavior must be controlled. However, individuals in need of tr eatment or
early intervention should be referred to an appropriate program. |n addition to r esponding effectively to

alcohol and drug problems, the Center seeks coopeation of local agencies and organizations in efforts to
prevent the problems and encourage alternatives.
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The Center's Drug Abuse Pevention Program is designed to accomplish the following:

=

Assist Center personnel and the communty in preventing alcohol and drug abuse.

2. Provide the support Center officials need from parents, alcohol and drug professionals, other
treatment providers, and law enforcement to deal effectively with the alcohol and drug abuse
problem.

3. Provide help to individuals who need it and protect the learning environment for the majority of

students.

Alcohol and drug education for students.

Information to students on rights and r esponsiblities.

Employee assistance to deal with alcohol and drug problems of Center personnel.

o0k

STUDENT ACCIDENT INSURANCE

During orientation students will be given information regarding student accident insurance available through a
carrier approved by the Tennessee Bard of Regents. All students are encouraged to purchase this insurance.

SAFETY

Students must be familiar with the general safety rules applicable at the Center. Safety is a component of
every program curriculum. Specific safety instructions will be given to each student by the program instructor.

The working conditions which require the wearing of ey e protection (safety glasses) are enumerated in Senate
Bill 377. The provisions of this statute must be observed without exception.

Students must have proper equipment or machine check-off and must have the instructor’s permission before
operating or using any of the Center’s equipment, machines, or tools.
The following items also apply to SAFETY:

1. Appropriate footwear must be worn at al | times. Students must wear shoes which covers the foot
completely when in a shop or hazardous area.

2. No loose clothing is allowed in an area which has operating machines. Shirt sleeves must be
secured to prevent entanglement. Shirt tails must be tucked in while operating machinery.

3. All clothing worn must be appr opriate for the student’s program area. Any “cut-off” clothing or
shorts is considered unsafe. All garments worn must be f ull length and provide protection against
normal hazards in the area.

4. A student’s hair must be secured in such a way that it cannot be caught in a machine or be a hazard
in any other way while in the area.

5. The instructor has the primary r esponsiblity for control over classroom student dress and safety.
Any student violating the abo ve regulations will not be allowed to continue until the violation has
been corrected.
HEALTH
Any student with special health problems such as diabetes, hemophlia, epilepsy, rare blood type, or any other

conditions that are potentially dangerous should inform the program instructor and document the pr oblem on
the medical record form at the time of enr ollment.
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PERSONAL APPEARANCE

Most employers will not employ persons with inappropriate appearance. The Centers administration takes
the position that each student is her e for the sole purpose of preparing for a career in a technical field.
Presenting a work-like and neatly dressed appeamlance makes the task of finding and securing employment
much easier The Center’s aim is to make the educational experience as much like a well-managed
industrial establishment as possible. Note: Shorts are not permitted.

SMOKING AND TOBACCO USE

The Tennessee Technology Center at Shelbyville is a tobacco free facility. Tobacco use is not permitted
inside the building.

Smoking is permitted outside of the building in designated areas. Please utlize the receptacles and do not
litter the campus.

Please do not use the front entrance as a smoking area.
ATTITUDE

Students are expected and encouraged to develop proper work habits and to maintain a sincere,
cooperative attitude at all times.
TELEPHONE

Telephones in the institution’s offices are for business use only Except for emergency situations, students
will not be called from class to receive incoming calls. If necessary, messages wil be taken and forwarded
to the student (thr ough the instructor). Please advise family and friends of this procedure.

Beepers and celular phones should not be brought into the classroom. All telephones must be turned of f
during classroom instruction. This common courtesy ensures that fellow students are not disturbed and
shows respect to the instructor by not interf ering with classroom time. The first violation of this pol icy
may result in confiscation of the student 's cellular phone until the end of the day. The second violation
may result in the student being dismissed from class on that day, and the absent hours counting against
the total al lowed for the trimester. Continued violations may result in the student being terminated f rom
the Center.

Students should only be contacted by phoning the Center in the event of an emergency.
EMERGENCY PROCEDURES

Short Message Srvice (SMS) is a telecommunications piotocol that allows the sending of text messages.
In an effort to help alert students, f aculty and staff of any emergencies that may be taking place within
the Center, the IT department along wi th the coordination of Administration and Student Services and
local law enforcement authorities have a policy in place to page specffic individuals during a crisis in the
event of an emergency. This system allows for short alert/emer gency text messages to be sent within
seconds of an event.

HOUSEKEEPING

Good houselkeeping practices should be followed at all times. Trash should be picked up when seen;
tools, equipment, etc. should be kept in appropriate places—not on benches, machines and floors when
not in use.

As an integral part of instruction, each student is expected to participate in housek eeping and clean up
activities at the conclusion of each day. Each program will have a daily routine and students are expected
to carry out duties as assigned.
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PARKING AND TRAFFIC FLOW

Parking and traffic control regulations are to be observed by all staff and students.

1. Traffic flow is two- way around the entire Center Speed limit should not exceed 15 miles per hour.
2. Except for spaces designated for visitors and staff, there are no reserved parking spaces.
3. Anyone parking in a specified “HANDICAPPED” aea must have an official handicapped sticker or
license or will be subject to towing and/or a fine.
4. Student parking is designated by white lines only. Violators will be subject to towing at the owners
expense.
5. Inability to locate an authorized parking space will not excuse proper parking.
6. Improper parking included, but is not I imited to the f ollowing:
a. Parking in unauthorized spaces or area
b. Parking in driveways, sidewalks, intersections or loading zones
c. Parking in any manner that blocks properly parked vehicles, such as “double parking”
d. Parking in spaces designated for use by disabled persons only
e. Parking within 15 feet of a fire hydrant
7. Exercise reasonable care under all circumstances and avoid reckless driving of any kind.
8. Yield to pedestrians at all times
9. Refrain from littering from a vehicle

Penalties for violations of tr affic and parking regulations:
Violators may be subject to disciplinary action.
First Offense: Referred to the Director
Second Offense: 30 day suspension

Speeding is grounds for immediate suspension.

PROJECTS

All projects must be selected with the approval of the instructors in volved. Each project is a “learning pr oject”
for the student to gain knowledge and ski ll; ther efore, the work perf ormed is that of the student and does not
carry any guarantee. The Center may perform services for public non-profit agencies, persons employed by
the Tennessee Board of Regents and students of the Center. Live work agreement forms must be completed
on all projects accepted. Anyone accepting pay for live work performed will be dismissed immediately.
Persons requesting service must agree to the following:

1. Authorize the performance of work on the described project.

2. Furnish all repair parts and/or supplies which, in the judgment of the instructor , is needed.

3. Authorize the testing and/or inspection which, in the judgment of the instructor , is needed.

4. Release the Center (personnel and students) from any liability for damage which may result from the
project (fir e, theft, ac cidents, etc.)

5. Provide proof of ownership of the i tem, if requested by the administration.

6. A live work fee, no less than $5.00, will be charged to all students requesting live work. Additional

fees may be incurred depending on the project.

BOOKSTORE AND CAFETERIA

A bookstore and cafeteria, operated by Southern Connections Catering, is provided for the convenience of
students and staff during scheduled meals and breaks. Textbooks and classtoom supplies may be purchased
at the bookstore. Evening hours are as posted in the cafeteria. Students are expected to exhibit appropriate
conduct while in the bookstore and cafeteria.
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Automotive Technology

(offered on a day time basis only)
Mission
The mission of the program is to provide the technical instruction and skill development for the student to become
gainfully employed in the field of automotiv e technology.

Nature of the Work

Automotive technicians keep the nation’s automobiles, trucks and off-the-road vehicles in good operating condition.
They perform preventive maintenance, diagnose troubles and make factory approved repairs. When trouble occurs, it is
the job of the technician to determine the cause and to corr ect it. The ability to make an accurate diagnosis in a
minimum of time is one of the technician’ s most valuable skills.

Most automotive technicians perform a variety of repairs. Some technicians, such as automatic transmission speciaists,
tune-up technicians, air conditioning specialists, front end technicians and brake technicians, specialze in one or two
kinds of repairs. Other specialists, such as brake technicians who do not have all-around skills, usually work exclusively
at their specialties.

Most technicians are employed in independent garages, service stations or new car dealers. Capable and experienced
technicians can and do advance to supervisory positions as repair shop foremen or service managers. Some operate
their own shops or service stations.

Program Description

The objective of this program is to provide the individual with a thor ough understanding of the methods of servicing and
repairing automotive vehicles. Each unt of study is approached by starting with the basic theory involved. Actual
hands-on experience is obtained on a variety of vehicles using factory approved methods of maintenance and repair.

The student receives a high degree of individual instruction to mak e them as knowledgeable as possible in the use of
tools, special equipment, technical manuals, computerized service equipment, service specfications, diagnosis and
methods of repair. Written and performance tests are given to record the individual student’s progress.

Broad Units of Study

. Engine Repair
Electrical Systems
Engine Rerformance
Brakes
Steering & Alignment
Manual Transmissions
Automatic Transmission
Heating & Air Conditioning
Shop Sakty
Technology Foundations
Work Ethics

Special Admission Requirement:
Applicant must hold a valid driver’s
license.

Program Awards and Length

Automotive Technician 2160 hours
Engine Rerformance Technician 518 hours
Electrical/Electronic Systems Technician 508 hours
Heating & Air Conditioning Technician 162 hours
Automatic Transmission/Transaxle Technician 216 hours
Manual Drive Train & Axles Technician 180 hours
Engine Repair Technician 216 hours
Suspension & Steering Echnician 180 hours
Brake Technician 180 hours
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Business Systems Technology

(offered on both a day time and evening basis)

Mission
The mission of the program is to provide the experiences which will prepare the student for a successful career in the
business world.

Nature of the Work

Approximately thirteen million people are employed in office related occupations. There are hundreds of types of jobs,
including administrative assistants, receptionists, data entry clerks, accounting clerks, office assistants, general office
clerks and bookkeepers. Office jobs represent a wide variety of skills and experiences which are important in all phases
of business and business communications. I today’s modern commercial world, machines do many operations formerly
done by hand. As a result, many office jobs require skills in the operation of a wide v ariety of office machines, including
computers.

A knowledge of spelling and grammar and an ability in math are important f or most types of office work. Formal
education is required for entry level jobs; however, practically all beginning office workers receive some “on-the-job
training”.

Many types of office work offer good prospects for advancement after gaining experience within an organization. This is
often an important consider ation in selecting employees for higher paying and more responsible postions. In large
business offices, promotions eventually may lead to supervisory or management positions.

Program Description

Along with the development of office skills on a variety of office machines, including computers, the student develops
judgment, attitudes, dependability, cooperation, initiative, and other personal qualities that are considered essential for
success. Since most office related jobs require working well with others, a considerable amount of emphasis is also
placed on the need for poise, good grooming and the ability to get along wi th other members of the of fice team.

Most instruction is on an individual basis. |n this way, each student’s own aptitudes and personal characteristics can be
recognized. This gives all students the opportunity to grow in knowledge and skill development at a rate best suited to
their own ability. Some classes ake structured, however; teamwork is high encouraged to ensure student success.

Broad Units of Study

Keyboarding Basic Aacounting
Electronic Calculating Quickbooks

Calculating Machines Simulation Payroll Procedures
Records Management Expression Web
Computer Concepts Medical Ofice Simulation
Proofreading Patient Billing

Microsoft Word
Microsoft Excel
Microsoft Outlook
Microsoft Powerpoint
Microsoft Access
Microsoft Publisher
Office Procedures
Business Communications
Transcription
Business
Medical
Legal

Medical Ethics

Medical Terminology

Medical Coding

Legal Simulation

Legal Ethics/Business Lav

Legal Terminology

Technology Foundations
Personal/Professional Dewelopment
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Microsoft Certified Application Specialist (MCAS) T esting

Students in the Business S/stems Technology program are strongly encouraged to study for and take the MCAS Exams.
Successful exam takers distinguish themselves as truly knowledgeable in the academic setting and attract attention in
the competitive job market. Recent studies have shown that a majority of supervisors believe MCAS are more
competent, more credible, and more likely to succeed than non-certified peers.

Program Awards and Length

Medical Administrative Assistant Diploma 1296 hours
Legal Administrative Assistant Diploma 1296 hours
Accounting Assistant Diploma 1296 hours
Administrative Assistant Diploma 1296 hours
Information Processing Support Certficate 864 hours
General Office Assistant Certificate 432 hours
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Collision Repair Technology

(Offered on a day time basis only)
Mission
The mission of the program is to provide the necessary skil development for the student to become gainf ully employed
in the collision repair field.

Nature of the Work

Colision Repair technicians make up one of the f astest growing occupation groups in the work force. The skilled
technician repairs car and truck bodies that have been damaged in collisions and other accidents. They restore the
original contour of the motor v ehicle body and replace the parts that are not repairable.

The number of vehicles on the road is growing each day. More vehicles have brought about an increased demand for
collision repair technicians who are assured steady employment and good pay.

Repair of damaged vehicles may involve such work as straightening frames, removing dents and replacing badly
damaged parts. Collision repair technicians are qualified to repair all types of vehicles, athough most of them work
mainly on cars and trucks. Some speciaize in frame repair, fiberglass, or painting.

The collision repair technician’s work is characterized by variety because the repair of each damaged vehicle presents a
different problem. Therefore, in addition to having a broad knowledge of auto construction and repair techniques, an
appropriate method must be developed for each repair job. Most technicians find their work challenging and take pride
in being able to restore badly damaged auto bodies to their original condition.

Program Description

The program is based on reconditioning the structur e, shape and appearance of an auto body shell, frame, and
component parts, as practiced in theory, and on live projects. The techniques, methods and procedures used in business
are studied and practiced.

The repainting components of the program will introduce the student to r equirements of the auto r efinishing industry as
the instructor demonstr ates and the student performs and practices on live projects. Involved in the teaching-learning-
practice will be certain characteristics of metal, plastic, paint equipment and the human element. The pr ogram will
include metal reshaping, fabrication, surface spraying, color matching, and equipment maintenance.

Broad Units of Study

. Shop Sakty

. Beginning Non-Structural Analysis & Damage Repair

. Advanced Non-Structural Analysis & Damage Repair

. Mechanical and Electrical Components

. Plastics and Adhesies

. Beginning Painting & Refinishing

: Advanced Painting & Refinishing Special Admission Requirement:

* Technology Foundations Applicant must hold a valid driver’s
d Work Ethics license.

Program Awards and Length

Automotive Collision Technician Diploma 2160 hours
Auto Body Repairer Technician Diploma 1728 hours
Auto Painter Technician Diploma 1728 hours
Structural/Nonstructural Repairer Certificate 864 hours

Painting and Refinishing Technician Certficate 864 hours
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Cooperative Work Program

Coopemative education is work-related training received at an approved business or industry under the terms of a signed
“ Cooperative Work Program Agreement”. Cooperative Work Program is available between Business/Industry and the
Center. The program provides practical work experience for students, and allows them to earn money while maintaining
their student status. Students participating in the pr ogram must have completed a minimum number of hours as
designated by their program area, and demonstrate the appropriate skills required of the job. The program puts
students into the workplace before graduation. They gain work experience and in many cases they transition to f ull time
employment.

Dual Enroliment Grant

The Dual Enrllment Grant program is a grant for study at an eligible post-secondary institution that is f unded from net
proceeds of the state lottery and awarded to students who are attending high school and who are also enrolled in college
courses at eligible postsecondary institutions for which they will receive college credit.

The Dual Enmllment Grant program is funded by the Tennessee Lotery and administered by the Tennessee Student
Assistance Corpoation. This program provides opportunities for students to begin working tow ard a technical diploma,
while still pursuing a high school diploma, and encourages postsecondary education and the acceleration of post second-
ary attainment.

Eligibility and Participation Requirements

To be eligible for the Dual Enroliment Program, a student enrolled in an eligible high school must be admitted to and
enrolled in an eligible postsecondary institution. | nstitutional admission requirements will govern the initial grant eligibility
of dual enrollment students. A student must be a Tennessee resident for one year as of September 1 of the academic
year of enrollment in an eligible postsecondary institution. To be eligible, the student must:
1. Have completed all of the academic requirements of the 10th gr ade (high school sophomore) and be

classified as an 11th grader (high school junior) or 12th gr ader (high school senior) by the student’s

Tennessee high school.
. Apply for the grant in their junior and/or senior y ears prior to high school graduation;
. Submit the Dual Enrollment Grant application to the postsecondary institution f or which the student is

seeking admission;
4. Meet admissions criteria for dual enrollment for the postsecondary institution to which the student wi

enroll as a dual enrolled student;
. Enrollment at the postsecondary institution r equires no minimum number of hours.
. Renew the Dual Enrollment Grant application each postsecondary academic term;
. Comply with United States Selective Service System requirements for registration, if such requirements are

applicable to the student;
8. Be in compliance with federal drug-free rules and laws for receiving financial assistance;
9. Not be in default on a federal Title IV educational loan or Tennessee educational loan;
10. Not owe a refund on a federal Title 1V student financial aid program or a Tennessee student financial aid

pr ogram;

11. Not be incarcerated,;
12. Not have already received a high school diploma or General Education Dewelopment (GED) diploma;
13. Be a Tennessee resident one (1) year prior to enrollment; and
14. Be attending an eligible postsecondary institution.

w N
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Enroliment in the pr ogram is subject to availability in regular programs. Please contact the Student Services Department
for further information.
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Computer Information Technology

(Offered on both a day time and evening basis)

Mission
The mission of the program is to provide the technical instruction and skill development for the student to become
gainfully employed in the computer inf ormation technology field.

Nature of the Work

Information technology technicians are found in all businesses and industries. These technicians work in systems epair
and networking environments in almost every commercial field. The Bureau of Labor Statistics reports that systems
analysts, computer engineers, data base administrators, computer support specialists, and other computer personnel are
projected to be the f astest growing job group in the economy.

These technicians must be able to set up or diagnose malfunctioning equipment, as well as have the ability to use the
proper test equipment and tools. A knowledge of al | networking softw are and operating systems is required to meet the
challenge of working with computers today. All developed skills are required to operate and maintain simple and
complex units. Technicians in the area of Information Technology are vital to all forms of “systems “ management in our
society and are responsible for all phases of software systems.

Program Description

The program consists of a combination of job simulated projects providing the student wi th realistic “hands-on” learning
experiences. Students wil be provided with a first hand knowledge of the softw are, hardware, and operations of
personal computers used in business and industry today. This may include building, repairing, troubleshooting, installing,
networking and servicing personal computers. The instruction also includes an introduction to computer concepts,
keyboarding, and a thorough education in common applications (to include database, word processing, spreadsheets,
desktop publishing, and presentations). I nstruction continues with networking, distance communications, multiple
operating systems, and culminates with system analysis, diagnosis, and basic troubleshooting on enterprise computers.

Broad Units of Study

Management of Information Systems System Components

Policies and Procedures Disk and Tape Storage

Operating Systems Optical Storage

Linux CD-ROMS

UNIX Multimedia

Windows (all versions) Connectivity

Programming Computer Buses

Visual Basic/.Net Printers

HTML Monitors

JAVA Integrated Peripherals/Bios

XML Configuration

Networking Computer Assembly

LAN Upgrading Systems and Components
WAN Diagnosis and Troubleshooting
Switches PC Repair

Routers Maintaining PCs, Monitors, and Printers
Cabling Software Tools and Troubleshooting
Wireless The Internet

Protocols Video Confrencing/Podcasting, VODcasting
Security Technology Foundations

Biometrics Work Ethics

Facial, Fingerprints, Voice Recognition
Microsoft Office
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National Certifications
Students are required to take and pass the following certification exams in order to achieve some of the program
awards.

CompTIA A+
CompTIA Network+
CompTIA Security+
Microsoft MCP
Microsoft MCSA
Microsoft MCDST
CWNP Wielesst#
ECCouncil CEH/CNDA

The CIT program at Shelbyville is associated with or accredited by the following organizations:
CompTIA Jobs+ E2C since 1999

CompTIA Learning Aliance 2007

Microsoft Training Center (Applied)

ECCounci (Certified Ethical Hacker/Certified Network Defense Architect 2007

COE (Coundion Occupational Education)

Additional Standards

The CIT program at Shelbyville meets or exceeds:

Department of Defense 8570.1 Tech. Lv. 1

Department of Defense 8570.1 Tech. Lv. 2

Certification accreditation from the American National Standards Institute (ANSI) - including curriculum that meets the
National Training Standard for | nformation Security Professionals CNS 4011

Program Awards and Length

Computer Information Technology Program

Computer Systems Coordinator Diploma 2160 hrs
IT Specialist Diploma 1728 hrs
Microcomputer Speciaist Diploma 1296 hrs
Networking Technician Diploma 864 hrs
Security Specialst Certificate 864 hrs
Desktop Technician Certficate 432 hrs
Computer Information Systems Program

Basic Programming Certificate 2160 hrs
Computer Information Systems Diploma 2160 hrs
Hardware Specialst Certificate 1728 hrs
Web Design Applcation Certificate 1296 hrs
Information Processing Technician Certfficate 864 hrs
PC Opeator 432 hrs
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Drafting & CAD Technology

(Offered on a day time basis only.)

Mission
The mission of the program is to provide the technical instruction and skill development to become gainfully employed in
the drafting field.

Nature of the Work

Practically everything that man bui Ids or manufactures requires a plan or drawing. Whether it is a space capsule or a
screwdriver, a shopping center or a lake cottage, a suspension bridge or a computer, detailed drawings are required that
give the exact dimensions and specfications of the entir e project and each of its parts. Drafters are the technicians who
draw these plans.

Drafters translate the ideas, rough sketches, specfications, and calculations of engineers, architects, and designers into
working plans which can be used to make a product. | n their drawings and specifications, they describe precisely what
materials and processes other workers are to use on a specific job. Drafters use drawing instruments, computers and
other related tools, and equipment in the pr eparation of their dr awings. They also use engineering handbooks and
technical tables, along with a good knowledge of math to calculate str ength, quality and cost of materials.

Program Description

Students are assigned design or drawing problems and live work related to drafting. Guidance is maintained until the
project is completed. Basic techniques taught using the manual system of drafting will be advanced to computer aided
drafting.

Every effort is made to develop the drafters’ ability, attitude and character so they will be a credit to their chosen field.

Broad Units of Study

Technology Foundations Architectural Drafting
Work Ethics Orthographic Projection
Graphic Language Building Codes
Instrumental Drawing Site Orientation
Geometric Construction Floor Plan Layout
Sketching & Shape Description Electrical Plans
Multiview Projection Plumbing Plans
Sectional Views Heating, Ventilation & Air Conditioning
Auxiliary Views Elevation Plans
Design & Working Drawings Wall Sections
Axonometric Views Details
Threads, Fasteners & Springs Stair & Fireplace Construction
Dimensioning CADD
CADD
Mechanical Diafting
Revolutions
Tolerancing

Welding Representation
Gears & Cams

Intersections & Development
Perspectives

Electronic Diagrams

CADD

Program Awards and Length

Mechanical Diafter Diploma 2160 hours
Architectural Drafter Diploma 2160 hours
Drafting and CAD Technician Diploma 1296 hours
Detail Drafter Certificate 864 hours
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Heating, Ventilation, Air
Conditioning & Refrigeration
Technology

(Offered on a day time basis only.)

Mission
The mission of the program is to provide the technical instruction and skill development for the student to become
employed in the HVACR field.

Nature of the Work

Heating, Ventilation, Air Conditioning and Refrigeration (HVACR) mechanics work on cooing and heating equipment used
in commercial and residential buildings. Their job is to instal | and repair equipment ranging in size from small window
air conditioners to large central systems. When installing new equipment, the mechanic puts the motor, compressors
and other components in place following blueprints and design specifications. The technician connects all pipes,
refrigerant lines, ducts, and electrical power sources. The installation job is charged with refrigeration gas and is
checked for proper operation.

Program Description

The program is designed to give the student thor ough skill development in basic electricity and the fundamentals of
refrigeration and heat transfer. Background theory is essential if the student is to be a good HV ACR mechanic. The
program also includes the understanding of the function of various types of equipment which includes the installation
and servicing of such equipment. For the most part, instruction is on an individual basis.

Practical experience is gained with demonstrations and work experience on actual HVACR equipment.

Broad Units of Study

Basic Fundamentals of Refrigeration
Tools and Their Use

Basic Components of a Refrigeration System
Refrigerants

Basic Electricty

Electric Motors and Controls

Heating and Cooling Load Calculations
Heating and Cooling Equipment
Carbon Monaxide Safety
Troubleshooting

Refrigerant Recovery Certification

Duct Load Calculations

Technology Foundations

Work Ethics

Program Awards and Length

HVACR Echnician Diploma 1728 hours
Refrigeration Technician Diploma 1296 hours
Unit Repairer Certificate 864 hours

Heating & Air Conditioning Mechanic Helper Certificate 432 hours
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Industrial Electricity

(Offered on both a day time and evening basis)

Mission
The mission of the program is to provide the technical instruction and skill development for the student to become
gainfully employed in the industrial electricity field.

Program Description

The program furnishes the basic theories, principles, practices, experiments and real work experience needed to solve
everyday problems encountered by electrical technicians in installation, maintenance, tr oubleshooting, repairs and
operation of electrical equipment. The program provides instruction in mathematics, applied electrical theory,
schematics, blueprint reading, sketching, use of instruments, cir cuit design, and in the qual ities and applications of
materials used in electrical work.

The student is prepared for entry into the electrical field at v arious levels, since individual ablilities vary greatly. The
student is allowed to exit at the point wher e personal goals have been accomplished.

Nature of the Work
Technicians employed in the area of industrial electricity are vital to all industrial operations in our society and are
responsible for all phases of electrical equipment and control systems as wel as construction.

The most common control system currently used in industry is the pr ogrammable logic controller. Today’s technicians
must be knowledgeable in National Electric Code, production programming, industrial electricity and troubleshooting.
The technician must work with blueprints, schematics and various types of test equipment to instal | and maintain
electrical systems.

Technicians must install, check for proper operation, see that the equipment is f ree from electrical faults and
“tr oubleshoot” the equipment in the ev ent of failure.

Broad Units of Study

Safety

Technology Foundations
Electrical Cicuit Fundamentals
Machine Contols

Industrial Electricity Principles
Programmable Logic Contollers
National Electrical Code
Motors/Generators/Transformers
Machine Contol

Worker Ethics

Program Awards and Length

Industrial Electrician 1728 hours
Electrician Apprentice Class 1 1296 hours
Electrician Apprentice Class 2~ 864 hours
Electrician Helper 432 hours
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Industrial Maintenance

(Offered on both a day time and evening basis. Day time classes are offered in Shelbyville and Fayetteville.)

Mission
The mission of the program is to provide the student with the skill development necessary for entry into the industrial
maintenance field at various levels.

Program Description

Instruction consists of both classroom and practical application work involving electricity, mechanical power transmission,
hydraulics and pneumatics, machine shop and welding. Related mathematics, schematic reading and safety are taught
as an integral part of the pr ogram.

Nature of the Work
Technicians employed in the area of industrial maintenance are vital to all industrial operations.

Industry is currently in need of individuals who are capable of performing a variety of plant maintenance responsibiities.
Technological advancements have created new skill demands, methods and equipment that have increased the potential
of industry to manuf acture products and deliver services. Industrial maintenance is a broad field characterized by
diverse tasks since each equipment repair job presents a different problem.

The industrial maintenance technician is responsible for the tr oubleshooting, disassembly repair and reassembly of
hydraulic, pneumatic, mechanical, and electrical systems on industrial machinery,

Broad Units of Study
Industrial Electricity
Hydraulics

Pneumatics
Programmable Controllers
Robotics

Computer Applications
Reading Schematics
Technology Foundations
Worker Ethics

Machine Shop

Welding

Program Awards ar?d. Length Fayetteville

Maintenance Technician 2160 hours Campus

Industrial Maintenance Helper 864 hours Don Sundquist Center

Apprentice Electrician 864 hours 16 Frankie Blvd.

Hydraulic/Pneumatic Repairer 432 hours Fayetteville, TN
37334

(931) 438-9766
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Machine Tool Technology

(Offered on both a day time and evening basis)

Mission
The mission of the program is to provide the technical instruction and skill development for the student to become
gainfully employed in the machine tool technology field.

Nature of the Work

Almost every product made by American industry contains metal parts or is manufactured by machines made of metal
parts. Many of these parts are cut to precise dimensions by machining workers who use a wide variety of machine tools.
Over one million persons are employed as machinists, tool and die makers, instrument makers, machine tools operators
and set-up and layout people.

The principle job of most machine workers is to operate machine tools. The most common types of machine tools are
lathes, grinding machines, milling machines, broachers, sawvs, EDM (electronic discharge machining) and either
conventional or CNC (computer numerical control) machines.

Accuracy is of prime importance for most precision machining work. Machining workers follow directions generally given
in the form of a blueprint. Precision measuring instruments are used to check the accuracy of work against the blueprint
specifications.

There are many advancement opportunities for the experienced machinist. Many become foremen; others may, with
specialzed training, become tool and die makers. Machine Tool Technology is the basic background for quality control,
metallurgy, programming CNC equipment and mary other machine related fields.

Program Description

Practical experience is gained on lathes, grinders, vertical and horizontal mills, as well as hand tools and bench work.
Students in the advanced phases of the program will receive instruction and perform practical experiences on computer
numerically controlled equipment. A variety of work pr ojects gives the student actual experience in the fabrication of
usable tools and parts from metal and machinable plastics.

Broad Units of Study

. Safety

. Job Planning

. Measurement/Conventional/3 axis C.M.M.
. Layout Tools and Procedures

. Handtools and Benchwork

. Metal Cutting Technology

. Lathe

. Milling—Vertical and Horizontal

. Grinding

. Surface

. Cylindrical

. Tool and Cutter

. Basic Metalurgy

. Electronic Dischamge Machining/Sinker and Wire
. Blueprint Reading/Geometric

. Tolerancing

. Computer Numerical Control

. Bridgeport 4 axis vmc

. Okuma LB 15 Lathe

. Charmiles Robofil 300 4 axis wire EDM
. Haas VFI

. FeatureCam Sftware

. Mill 2D

. Mill 3D/Solid Modeling
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. Turn/Turnmill

. EDM 2 axis/4 axis

. DP Technology - Esprit 2007
. Technology Foundations

. Worker Ethics

Program Awards and Length
A diploma or certificate is awarded to a regular student depending upon the successful completion of specified units of
study.

Machinist | and NIMS Credentials 1944 hours
Machinist | 1728 hours

NIMS Credentialing

NIMS Skill Standards

NIMS has dewloped skills standards in 24 operational areas covering the breadth of metalworking operations including
metalforming (Stamping, Press Brake, Roll Forming, Laser Cutting) and machining ( Machining, Tool and Die Making,
Mold Making, Screw Machining, Machine Building and Machine Maintenance, Srvice and Repair). The Standards range
from entry (Level ) to a master lev el (Level IIl). Al | NIMS standards are industry-written and industry-validated, and are
subject to regular, periodic reviews under the procedures accredited and audited by ANSI.

NIMS Certifications

NIMS certifies individual skills against the national standards. The NIMS credentialing program requires that the
candidate meet both performance and theory requirements. Both the performance and knowledge examinations are
industry-designed and industry-piloted. There are 48 distinct NIMS skill certifications.

NIMS Program Accreditation

NIMS accredits training programs that meet its quality requirements. The NIMS accreditation requirements include an on-
site audit and evaluation by a NIMS industry team that r eviews and conducts on-site inspections of all aspects of the
training programs, including administrative support, curriculum, plant, equipment and tool ing, student and tr ainee
progress, industry involvement, instructor qualifications and safety.

Tool and Die
Mission
The mission of the program is to provide the technical instruction and skill development for the student to become
gainfully employed in the Tool and Die field.

Nature of the Work

All manufactured products at some point in their manuf acturing cycle use a die, mold, or fixtur e. Although CAD design
and CNC machining have greatly decreased the hours needed to manufacture this tooling for production. Manufacturing
plants need people to maintain, repair and improve all types of tooling.

Personnel involved in tooling work with a high degree of accuracy utilizing precision tools such as calpers, micrometers,
and indicators. They must be able to read blueprints and understand CAD drawings. Tooling people must work with
limited supervision and are expected to be problem solvers in the manufacturing plant.

Tooling is expensive to manufacture, the average tooling cost for a new automobile model approaches one bilion dollars.
The toolmaker understands these costs and the responsibiity to build or maintain tool ing. Due to the decline of
apprenticeships in the U.S. there is a critical shortage of toolmakers. To compound the problem of hands on toolmakers,
companies quickly promote a good toolmaker into engineering or supervision. Many opportunities exist.
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OnLine Programs

(Regents OnLine Degree Programs - RODP)

Realizing that not ev eryone in today’s society can attend classes wih a tr aditional schedule, the Regents Online Degree
Programs (RODP) have been developed. Courses ake offered in an interactive, asynchronous format. That means that
you can access your classes arytime and anywhere during the 15 week semester format. Advising, library services,
student support, and other f orms of student assistance will also be available on-line. Student will have technical support
24 hours per day, 7 days per week.

Current programs available:

Business Systems Technology (1296 hours)
General Office Assistant Certficate
Information Processing Support Certficate
Administrative Assistant Diploma
Accounting Assistant Diploma
Medical Administrative Assistant Diploma
Medical Coding and Heath | nformation Technician Diploma
Legal Administrative Assistant Diploma
Computer Information Systems (1296 hours)
PC Opeator Certificate
Information Processing Technician Certfficate
Computer Information Systems Diploma
Drafting and CAD Technology (1296 hours)
Detail Drafter Certificate
Drafting and CAD Technician Diploma
CAD echnician Certfficate (340 hours - designed for practicing professionals)

Applicants for these programs must submit an on-line application at www.rodp.org

Steps to Enrolling Online

1. Complete the Online Learner Self Test  to determine if the Regents Online
Degree Program (RODP) is right for you. This self-test is designed to assist you
in determining your current knowledge and skills for online learning.

Review the Frequently Asked Questions  about RODP

Select the home school you want your degree or certificate to come from.
Complete the Prospective TTC Student Profile and Application

Contact your TTC RODP Contact to verify your enrollment and pay your fees.
Once your classes begin, GO TO CLASS.

ok wn
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Patient Care Technician

(Offered on a day time basis at the Fayetteville campus only.)

Mission
The mission of the program is to provide the technical instruction and skills development for the student become gainfully
employed as a patient care technician.

Nature of the Work
Patient Care Technicians work under the direction of a registered nurse or licensed practical nurse to assist in the care of
medical, surgical, geriatric, pediatric and maternity patients.

Areas of employment include hospitals, long term care facilities, rehabilitation centers and home health care agencies.

Program Description
The curriculum includes classioom study and supervised clinical practice in health care facilities.

The patient care technician student must complete the prescribed program of study and clinical experience and pass both
state and national certification exams to become certified as a Nurse Aide, EKG technician and Phlebotomist.

Broad Units of Study
- Certified Nurse Aide
- Anatomy and Physiology
- Medical Terminology

- EKG Technician

- Computer Concepts

- Phlebotomy Fayetteville Campus

- Worker Ethics Don Sundquist Center

16 Frankie Blvd.
Fayetteville, TN 37334

Program Awards and Length
(931) 438-9766

Patient Care Technician 864 hours

Certified Nurse Aide 132 hours
EKG Echnician 177 hours
Phlebotomist 400 hours

Application Procedures

1. Enroliment Application
Complete an enroliment application to attend the Center. Applications may be obtained at the Center or mailed upon
request or on the TTCS webste.

2. Nursing Entrance Test (NET)

Applicants are encouraged to study for the Nursing Entrance Test. Classes ake offered regularly to help applicants prepare
for the test. The NET consists of seven sections, but only two ar e graded for pass/fail: math and r eading. To be eligible,
applicants must score a minimum of 42% on the math portion and 51% on the r eading portion. Contact the Center for an
appointment for testing. A photo ID is r equired to take the test. This should be a driver’s license or similar form of ID .
The cost of the test is $30.

3. Acceptance Standards

Acceptance into the program will require a passing score of at least 42% in Math and 51% in R eading and the applications
will be taken based upon the date of application. Provided you have passed the exam, you will enter on a first come, first
served basis.

4. Notification of Status
Applicants will be notified of status in the pr ogram approximately one month before the start date.

Note: Upon completion of the pr ogram students will take a National Healthcareer Association Certfication Exam. A
passing scoe for the exam will be 70%.
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Practical Nursing

(Offered on a full time, day time basis in Shelbyville and Fayetteville)
Mission
The mission of the program is to provide the technical instruction and skill development for the student to become
gainfully employed in the nursing field.

Nature of the W ork

Licensed Practical Nurses work under the direction of a physician or registered nurse to assist in the care of medical,
surgical, geriatric, pediatric and maternity patients. Areas of employment include hospitals, nursing homes, rehabilitation
centers, home health care agencies, industries and physician’s offices.

Program Description
The curriculum includes classioom study and supervised clinical practice in hospitals, nursing homes and allied health
facilities.

The practical nursing student must complete the prescribed course of study and clinical experience and then pass the
state licensure examination to become a Licensed Pactical Nurse.

Broad Units of Study

- Vocational Relationship and Social Foundations

- Anatomy and Physiology

- Nutrition

- Nursing Principles and Skils

- Basic Pharmacology (includes EBchnology Foundations Math)
- Common Emeigencies

- Medical-Surgical Nursing

- Geriatric Nursing

- Obstetrics

- Pediatrics

- Administration of Medicines Eavetteville Campus

- Psychiatric Nursing and Mental Health Concepts Don Sundquist Center

- Work Ethics 16 Frankie Blvd.
Fayetteville, TN 37334

Program Award and Length (931) 438-9766

Practical Nurse 1296 hours

GENERAL APPLICATION PROCEDURES

1. Enroliment Application - Complete an enroliment application to attend the Center. Applications may be obtained at

the Center or mailed upon request or on the TTCS webste.

2. Nursing Entrance Test (NET) - Applicants are encouraged to study for the Nursing Entrance Test. Classes ae

offered regularly to help applicants prepare for the test. The NET consists of seven sections but only two are graded for
pass/fail: math and r eading. To be eligible, applicants must score a minimum of 42% on the math portion and 51% on
the reading portion. Contact the Center for an appointment for testing. A photo ID is r equired to take the test. This
should be a driver’s license or a similar form of ID. The cost of the test is $30.

3. Practical Nursing Application Package - Application packages are available to applicants approximately three
months prior to the enr ollment date. These dates will vary; please contact the Center for specific dates. The Center
offers three Practical Nursing programs. Beginning in September of each year, a new full-time program meets on the
Shelbyville campus. Beginning in May of each year, a new full-time program begins on the Fayetteville campus. A part-
time program is held on the Winchester campus. Please contact the Center for specific start dates for the part-time
program. The application packet includes an instruction sheet, application form, and reference questionnaires.
References should be distributed to current and/or f ormer employers or supervisors. Former teachers may be used if
applicant has no work record. As a last resort only, friends may be used. Family members may not be used for
references. Submission of the packet to the Center must include a copy of high school diploma or GED or a post
secondary school transcript.

48



4. Acceptance Standards - Each applicant is evaluated according to NET scores, educational history, work history and
reference questionnaires. Applicants not accepted into the program must re-apply to be considered for future programs.

5. Notification of Status - Applicants will be notified of status in the pr ogram approximately one month before the start
date.
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Technology Foundations

The Technology Foundations program consists of the academic studies of mathematics, reading and communications.
Also included in this program are presentations on job skills and attitude. All full-time students are tested in each area
upon enrolling in the Center.

Mathematics

The mathematics course is designed to be a basic skils upgrade, as well as an introduction into r elated math concepts
for each program area. Students work at their own pace. Each program area has a specfic number of pr oficiency
requirements for completion.

Reading

Students are not enrolled in a formal reading program unless entry scores indicate they will not be able to ef fectively
comprehend the text in their pr ogram area.

Communications

Students are required to participate in a communications program as dictated by their program area. This program
introduces the fundamentals of written and oral communication.

Job Skills

Students are exposed to the fundamentals of job acquisition and retention, including resume writing and interview
techniques.

Attitude

Students are presented the benefits of a positive attitude in their academic and employment success. The importance of
punctuality and work ethics is included in this program.
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Truck Driving

(Offered on a full time, day time basis only.)
Mission
The mission of the program is to provide the student with the knowledge and skills necessary to become employed as a
commercial truck driver.

Nature of the Work

The trucking industry employs more people than any other private industry in the United States. About two million of
these workers are drivers, and more truck drivers are needed every year. Types of drivers in the industry include line
haul drivers, pickup and delivery drivers and yard hostlers. Line haul drivers handle heavy duty long haul loads typically
driving long trips across country. Pick up and delivery drivers typically drive a straight truck or a tr actor-trailer unit and
usually drive short stop and go trips. Yard hostlers move trailers in and out from loading docks at large freight terminals.
Federal regulations require commercial drivers to have certain knowledge and skill and to receive a commercial driver’s
license (CDL). Employers are required to check employment records and prior driving records. Persons who have
committed a felony, had an unsatisfactory driving record, or had a conviction using drugs or alcohol for the past thr ee
years may find some employers hesitant to hir e them.

Program Description

Instruction consists of both classroom work, yard driving, and road driving experiences designed to meet the needs of
the trucking industry. Students are taught to driv e defensively and to have the knowledge necessary to operate the
vehicle while abiding by all local, state and federal regulations.

Enroliment Information
-Provide proof of at least 10th gr ade education
-Be at least 21 years old
-Have a valid driver’s license
-Pass the medical exam required by the Department of Transportation
-Pass three parts of the written test for the Class A CDL (Students ma obtain a free copy of the CDL Manual at a local
Department of Motor Vehicle office) Free online practice tests are available at www.cristcdl.com/otc/
General Knowledge
Combination \ehicle
Air Brakes
(Students applying for a Commercial Driver’s License or permit must now pr ovide the following information to the
Department of Motor Vehicles:
Valid Tennessee Driwer’s License
Proof of U.S. Citizenship or Lawful Permanent Residency
Two proofs of Tennessee Residency (such as: Utility Bills, Vehicle Registration, Mortgage papers, Lease
agr eement, Voter Registration card, or
LES papers isting Tennessee as home of record.)
Proof of social security number
-Have a good driving record. You must obtain a copy of your State Department of Safety Moving Violation Report prior to
beginning the program. This must indicate no more than 3 speeding tickets and/or at-fault accidents in the last thr ee
years and no DUI convictions in the last 5 years.
-Have a drug test and be certified drug free. A fee will be charged and the student will be referred to a test site by the
Technology Center during enrollment orientation.
-Students will be subject to random drug tests while enrolled.

Broad Units of Study

-Public, Customer, and Employer/Employee Relations -Industry Related Paperwork

-Federal Motor Carrier Safety Regulations -Adverse Weather Condiions

-Commercial Drivers License Regulations -Hazard Perception and Emergency Maneuwers
-Traffic Law - Local, State, Federal -Use of Clutch, Transmission and Gear Ritterns
-Use of Ememency Equipment -Coupiing and Uncoupling Trailers

-Road Atlas and Highway Routes -Obstacle Course and Eacking Procedures
-Instruments and Cab Controls -Defensive Driving Procedures

-Engine System -On the Road Driving

-Air Brakes System ‘Work Ethics

Program Awards and Lengths
Truck Driver Diploma 216 hours 51



Welding Technology

o (Offered on a day time and evening basis.)
Mission

The mission of the program is to provide technical instruction and skill development for the student to become gainf ully
employed in the welding field.

Nature of the Work

Welding is one of the most common and dependable methods of joining metal parts such as airplanes, autos, household
appliances, barges, buildings, boilers, missiles, pipelines, storage tanks, and tugs.

There are more than ninety-eight different welding processes; howeer, most of these fall under thr ee major types - gas,
arc, and resistance - all of which are manual, semi-automatic or automatic.

Welders are classified as semi-skilled or skilled. Semi-skilled welders usually perform repetitive work which does not, as
a rule, involve critical thinking and strength requirements. The skilled welder is able to plan, layout, and work from
drawings or other specifications to meet specified requirements using any one or all of the welding pr ocesses. A working
knowledge of the welding pr operties of steel, stainless steel, cast iron, brass, bronze, aluminum, nickel, along with other
metals and alloys is necessary An experienced welder may qualify as a welding technician, supervisor, inspector or
foreman.

Program Description

Highly individualized instruction provides for both classroom instruction and practical work experience using hand tools
and welding equipment. The major emphasis of the pr ogram is placed on electric arc, oxyacetylene, tig and mig
welding. Practical experience is gained by shop practice, projects and repair work using a variety of metals including
steel, stainless steel and aluminum along with various other metals and alloys.

Broad Units of Study

Safety

Setting Up Equipment

Machine and Accessories

Metal Preparation and I dentification
Selection of Electrodes and Filer Metals
Fuel and Shielding Gases

Cutting Operations: Oxyfuel, Air Carbon Arc, Plasma Arc
Basic Metalurgy

Joints and How to Weld Them

Layout and Fabrication

Oxy-Fuel, Shielded Metal Arc, Gas Tungsten
Arc and Gas Metal Welding

Other Welding Processes

Technology Foundations

Welding Symbols

Pipe Cuting and Welding

Weld Evaluations and Testing

Welding Technology

Work Ethics

Program Awards and Length

Combination Welder Diploma 1296 hours
Gas Metal Ac Welder Certificate 972 hours
Shielded Metal Arc Welder Certificate 648 hours
Tack Welder Certificate 432 hours
Welder Helper Certificate 60 hours
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Personal Interest Courses

PERSONAL INTEREST COMPUTER COURSES

A wide variety of computer courses are offered on a quarterly basis at night or on the week end. The courses are offered
as supplemental classes, meaning that they are designed to improve or upgrade skills and increase technical knowledge.
They are not designed to lead directly to employment.

These courses can include, but are not limited to:

Introduction to Computers/Keyboarding

Microsoft Windows

Microsoft Office Suite

Microsoft Word

Microsoft Excel

Microsoft Access

Quickbooks

Enhancing Muti-Media Presentations (Powerpoint)
HTML

Internet and Network Security

Intro to Web Page Design & Internet Usage

PC Repair

PC Maintenance Cerfiication Preparation
Computer Peripherals

Network Applications

Network + Certification Preparation

Server+ Certification Preparation

Microsoft Certification Preparation (MCP)
Microsoft Certification Systems Engineer (MCSE)
Intro to the Internet with Children

Webpage Design

Web Page Design for Junior High and Senior High Students
Web Page Design for Non-Profit Organizations
Microsoft SQL

Microsoft Office Specialist Certification

Cyber Forensics

Intro to i-Pods

Security+ Certification Preparation
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Dental Assisting
(A Supplemental Program)

(Offered on an evening time basis only.)

Mission
The mission of the program is to provide the technical instruction and skill development necessary for the student to
become employed as a dental assistant.

Enrollment Information

An individual wishing to take the Dental Assisting program must be at least 18 years of age before beginning the course
and have completed high school or passed the GED exam. Appications must be completed before entry into the
program.

Nature of the Work

A dental assistant works with dentists in dental of fices with duties as receptionist, office manager, secretary and
chairside assistant. The most important job of the dental assistant is giving chairside assistance to the dentist. This
includes seating the patient in the dentist’s chair, taking X-rays, developing and mounting the X-rays, mixing materials
used by the dentist, four handed dentistry and sterilizing instruments.

A dental assistant must know some basic medical science and dental terminology Often an assistant must select the
proper instrument for an operation or extraction.

Dental assistants can work in private dental offices, public health facilities, dental clinics, hospitals, government agencies
and military bases.

Program Description

The student learns, through individualized studies and practical experiences, about the formation of teeth, the structur e
of the body, dental terminology, diet and nutri tion, anesthetics and first aid. On-the-job tr aining is received in a dental
office under the dir ect supervision of the dentist.

Broad Units of Study

Office Records

Vital Statistics (Blood Pressure)
Telephone Procedures
Nutrition

Microbiology

Sterilization and Disinfection
Preventive Dentistry
Hygiene

Endodontics

Charting

Anatomy & Physiology
Rubber Dam Applications
First Aid

Orthodontics

Anesthesia and Ol Surgery
Dental Materials

Taking Impressions

X-rays

Program Awards and Length

Dental Assistant Certificate 116 hours
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Nurse Aide
(A Supplemental Program)

(Offered on an evening time basis only.)

Mission

The mission of the program is to provide the technical instruction and skills development for the student to become
gainfully employed as a certified nursing assistant.

Nature of the Work

Certified nurse aides work under the dir ection of a registered nurse or licensed practical nurse to assist in the care of
medical, surgical, geriatric, pediatric and maternity patients.

Areas of employment include hospitals, long term care facilities, rehabilitation centers and home health care agencies.

Program Description
The curriculum includes classioom study and supervised clinical practice in health care facilities.
The nurse aide student must complete the prescribed program of study and clinical experience and pass the state
certification examination to be come a certified nursing assistant.
Broad Units of Study

Basic Nursing Cae

Personal Care Skils

Mental Health and Social Services

Basic Restorative Services

Communication and Interpersonal Skils

Infection Control

Safety/Emergency Procedures

Promoting Patient’s Independence

Respecting Patient’s Rights

Program Award and Length

Nursing Assistant Certificate 132 hours
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FINANCIAL AID

The purpose of financial aid is to provide assistance to students who, without such aid, would find i t difficult to attend
school suacessiully.

This Center adheres to a nationally established policy and philosophy of financial aid for education. The basis of this
policy is that students and parents have the primary r esponsibiity for financing an education. Although the Center tries to
assist all qualified students as resources permit, this assistance should be viewed only as supplementary to the efforts of
the student’s family. However, when it is determined that a f amily cannot meet the educational costs, financial assistance
is available. To determine if there is need, students may file the Free Application for Federal Student Aid (FAFSA) which
takes into consideration the factors that affects a family’s financial status. The information reported when applying for aid
is used in a formula, established by Congress, that calculates a student’'s Expected Family Contribution (EFC), an amount
the student and student’s family is expected to pay toward the student’s education. The EFC is used in an equation to
determine the student’s financial need.

Financial Aid Avards are calculated on an academic year basis. An academic year for the Center is for a 12 month period
beginning each July 1 and ending each June 30. Renewal of financial assistance is not automatic; students must file an
application for financial aid each year and demonstrate financial need.

Everyone is encouraged to apply for financial aid. To qualify, the individual must meet the el igibility requirements
specffied by the particular program desired. In general, students are eligible for Federal aid if the following requirements
are met:

Enrolled as a regular student in an eligible program and working tow ard a certificate or diploma.
U.S. citizen or an eligible non-citizen.

Making satisfactory academic progress in an eligible course of study and meeting attendance standards.
Not in default on a Perkins/National Direct Student Loan, GSL/Staford Student Loan, Plus Loan,
Supplemental Loan, Income Contingent Loan, or a Consoldated Loan, nor owe a refund on a Pell
Grant, Tennessee Student Assistance Avard, Supplemental Educational Opportunity Grant or a Byrd
Scholarship.

Have a valid Social Security Number.

Registered with Selective Service, if required to register.

Sign a statement of educational purpose/certification statement on r efunds and default.

Be a high school graduate or have a total average score of 450 or better on a GED test, or be
beyond the age of compulsory school attendance (18 or older) and able to benefit from education
according to guidelines established by the Department of Education.

PN PE
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Students without a high school diploma or GED must establish the ability to benefit from instruction provided by passing
an independently administered test approved by the U.S. Department of Education.

ABILITY TO BENEFIT

Students without a high school diploma, GED or approved Home School Certification must establish the ability to benefit
from training in a way set forth by the U.S. Department of Education. For students to enroll at TTC Shelbyville on the
basis of their ability to benefit from the training offered, they must pass an independently and properly administered exam
approved by the Department of Education (DOE). DOE will consider a test to be independently administered if it is given
by a test administrator who is certified by the test publisher.
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FINANCIAL AID PROGRAMS AVAILABLE
The Tennessee Technology Center at Shellyville has the following major financial aid programs:

Federal Pell Grant

Federal Supplemental Educational Opportunty Grant
Wilder-Naifeh Technical Skils Grant

Federal Work Study

Tennessee Student Assistance Avard

Veteran Benefits

Workforce Investment Act

Tennessee Opportunty Program for Seasonal Farm workers
Tennessee Department of Wbcational Rehabilitation

Grants are financial aid that does not have to be paid back.

Work-Study allows a student work and earn money to help pay educational expenses.

Undergraduates may qualify for Federal Pell Grants, or Campus Based (Federal Supplemental Education Gants and
Federal Work Study). Graduate students may qualify for Federal Work-Study but not Federal Supplemental Educational

Opportunity Grants nor Federal Pell Grants.
PROGRAM DESCRIPTIONS

Pell Grant

A Federal Pell Grant is an award to help undergraduates pay for their education after high school. For the Federal Pell
Grant Program, an undergraduate is one who has not earned a bachelor’s or professional degree. Unlike loans, Pell
Grants do not have to be paid back as long as the student completes the required number of hours in school. How much
Pell Grant you will receive depends not only on your expected family contribution (EFC), but also on the cost of education
at the Center.

Supplemental Educational Opportunity Grant (SEOG)

A Federal Supplemental Educational Opportunty Grant is for undergraduates with exceptional financial need, as
determined by the school. Priority is given to Federal Pell Grant recipients with need not completely covered by Pell.
Applications for this grant are available twice a year in the Financial Aid office. Check with the Financial Aid office for
dates available.

Wilder-Naifeh Technical Skills Grant (Lottery Grant)

Any Tennessee resident who is at least 18 years or older or has a high school diploma/GED is eigible to apply for the
Wilder-Naifeh Technical Skils Grant. No minimum high school grade point average is required; no ACT test required for
admission. Up to $2000 per year is available for recipients. All individuals interested in applying for this grant need to
have a FAFSA (Free Application for Federal Student Aid) processed by May 1. Applications processed after May 1 will be
accepted, but preference will be given to those processed on or before May 1. Earlier is better! Don'’t delay!

Caution: Any individual who has received the Hope Scholarship is not eligible for the Wilder-Naifeh Grant. Hope
Scholarship recipients who enroll in a community college or four year institution and dr op out before completing their
program cannot receive the Wilder-Naifeh Grant. Additional eligibility requirements include: Must be a Tennessee
resident one year prior to entry and must not be incar cerated.

Federal Work Study

The Federal Work-Study (FWS) Program provides part-time employment for students who need financial assistance.
FWS giwes the student a chance to earn money to help pay for their educational expenses.
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Tennessee Student Assistance Award

A Tennessee Assistance Corpaation (TSAC) Award is a source of financial aid for residents of Tennessee. Applcants
must meet the r equirements for Federal Financial Aid. For additional information, contact the Financial Aid office located
in the office of Student Services.

A limited amount of student financial aid is a vailable from various agencies unrelated to the Center. Those students who
are interested should contact the Financial Aid office located in the office of Student Services for additional information.

Workforce Investment Act (WIA)

Persons interested in this program should contact their nearest WIA counselor to see if they qualify. You should specify
that you want “classroom training”.

Tennessee Opportunity Program (TOPS)

This grant program operates primarily to provide assistance to individuals in the agricultural or horticultural (farming or
nursery work) occupations. Additional information may be obtained by contacting the TOPS ofice in your area.

Veteran’s Administrative Educational Programs (G.l. Bill)

The Tennessee Technology Center at Shelbyville is approved by the State Approving Agency for Veteran's Education for
veterans to attend and receive VA Educational benefts. Applications for educational benefits are available from the
office of Student Services.

Eligibility for Deferment of Payment of Tuition and Fees by Certain Eligible Students Receiving U.S.
Department of Veterans Affairs or Other Governmentally Funded Educational Assistance Benefits

Service members, veterans, and dependents of veterans who are eligible beneficiaries of U.S. Department of Veterans
Affairs education benefits or other go vernmentally funded educational assistance, subject to the conditions and guide-
lines set forth in Tennessee Code Annotated 49-7-104 as amended, mg elect, upon formal application, to defer payment
of required tuition and fees until the final day of the term f or which the deferment has been requested. Application for
the deferment must be made no later than 14 da ys after the beginning of the term, and the amount of the def erment
shall not

exceed the total monetary benefits to be received for the term. Students who ha ve been granted deferments are
expected to make timely payments on their outstanding tui tion and fees balance once

education benefits are being delivered, and eligibility for such deferment shall terminate if the student f ails to abide by
any applicable rule or regulation, or to act in good f aith in making timely payments. This notice is published pursuant to
Public Chapter 279, Acts of 2003, effective July 1, 2003.

Tennessee Department of Vocational Rehabilitation

This off-campus agency exists to provide support to citizens of Tennessee wih a disability. For more information, contact
the Vocational Rehabilitation counselor in your county.

In accordance with federal requlations, applicants for financial aid who have attended another school must provide a
certified financial aid transcript from the school(s) previously attended.

Scholarships

The Tennessee Technology Center at Shellyville offers twelve full tuition scholarships to graduating high school seniors.
Scholarship applications are available in March of each year in the guidance counselor’s office of all high schools in the
TTCS couny service area.

The scholarship appication should be returned to the TTCS by the first week of April. Scholarship awards are based on
the students’ financial need, an essay on goals and career aspirations, and leadership characteristics demonstrated in
high school. For more information, contact the Student Services office.
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METHODS AND DATES APPLICATION FORMS AND INSTRUCTIONS ARE AVAILABLE
To apply for financial aid the applicant should:

Complete the Free Application for Federal Student Aid as soon as possible after January 2 of
each year.

Read the instructions very carefully when applying for financial aid. Most mistakes are made
because students do not follow instructions.

Pay special attention to any questions on income, because this is where most mistakes are
made.

Submit the Free Application for Federal Student Aid to determine eligibility and financial
need. The FAFSA is available in the Student Services Department. Before the application

is mailed, it is advisable to have a Student Services’ representative review it for accuracy.

In approximately four weeks you should receive your Student Aid Report (SAR).

The SAR must be taken to Student Services as soon as possible. This &R wil contain the
information given on the application plus the Expected Family Contribution (EFC) number.
The EFC number is used in determining elgibility for Federal Student Aid. The Center will
use the SAR as the basis br payment, if eligible.

When all documents have been received, the Financial Aid Counselor wil calculate eligibility
for assistance. Please be avare that financial aid eligibility will not be calculated until all
forms and information required are received by the Center.

PROFESSIONAL JUDGMENT

Since the formula used to determine eligibility for the Federal Pell Grant is basically the same for all applicants, students
who have experienced extenuating circumstances beyond their contr ol may request “special condtions” or “pr ofessional
judgment”.

There must be rare and unusual reasons for the financial aid administrator to r equest a financial aid committee meeting
to consider “special conditions” or “pr ofessional judgment” on a student’s behalf. |1 n addition, the student must pr ovide
adequate documentation to support any adjustments before the committee will meet.

Possible extenuating circumstances could include the following:

Divorce or separation of student, spouse or parent
Death of a spouse or parent

Loss of untaxed income of student, spouse or parent
Disabllity of student, spouse or parent

Unusual medical expenses of student, spouse or paent
Tuition expenses of student, spouse or parent

Or loss of a job by either the student, spouse or par ent.

The Student Service Coordinator’s decision regarding special circumstances is final and cannot be appealed.
Financial Aid forms to document special circumstances may be obtained in the Financial Aid Office.
SATISFACTORY PROGRESS FOR FINANCIAL AID

To make satisfactory progress a student must:

Maintain at least a “C” average for each trimester.
Complete 91% of the scheduled hours for which the student enr olled. (42 hours of absence is standard policy for a full
trimester of attendance; 91% is to be used f or attendance less than full-time. 91% computes as f ollows: 432 hours - 42
hours = 390. 390/432 = 91%
Satisfactory progress will be evaluated at the end of each academic term. If the student f ails to make satisfactory
progress at the end of the term, the student wi Il not be eligible for financial assistance for the next disbursement period.
If a student mak es satisfactory progress during the next term, financial aid wi ll be reestablished for the subsequent

disbursement period.
59



Withdrawals

If the wi thdrawal results in the student not completing 91% of the scheduled hours f or the disbursement period, the
student will not receive financial aid the subsequent disbursement period.

Time Frame
Students may continue to receive Title IV Financial Aid until they have been enrolled 150% of their scheduled hours.

The following formula should be used:
Example: 1296 x 150% = 1944

Changes of Program

A student may make two (2) pr ogram changes and still be eligible to receive financial aid. At each program change, the
student will establish a new time frame for completion of that pr ogram.

Appeals of Satisfactory Progress

Any student who wishes to appeal the satisfactory progress standard due to mitigating circumstances encountered
during the trimester or disbursement period must submi t the appeal in writing to the Financial Aid Administrator within
five days of notification of the f ailure to make satisfactory progress.

If a student’s financial aid probation appeal is approved, the hours above the 9% ex cused absence polcy will be
deducted from the current or subsequent disbursement period whichever is applicable.

NOTE: There is no appeal process available for the Wilder-Naifeh Technical Skils Grant. Failure to make
satisfactory progress due to grades or attendance will result in the loss of the Wi lder-Naifeh Technical Skils
Grant and may not be appealed.

STUDENT RIGHTS
Students have the right to find out f rom the Center the following:

(&) What financial assistance is available, including information on all federal, state, local, private, and institutional
financial aid programs. Students also have the right know how the Center selects financial aid r ecipients.

(b) What the pr ocedures and deadlines are for submitting applications for each available financial aid program.

(c) How the Center determined financial need. This process includes how costs br tuition and fees, room and board,
travel, books and supplies, and personal and miscelaneous expenses ae considered in the cost of education. It also
includes the resources considered in calculating need (such as parental contribution, other financial aid and assets).
Students also have the right to know how much financial need has been met and how and when aid wi Il be received.
(d) How the Center determines each type and amount of assistance in the financial aid package.

(e) How the Center determines whether students ar e making satisfactory academic progress, and what happens if not.
Whether students continue to r eceive federal financial aid depends, in part, on whether satisfactory progress is being
made.

(f) If af ederal work-study job is of fered, what kind of job i t is, what hours must be work ed, what the duties wi Il be,
what the rate of pay will be, and how and when payment will be made.

(g) Who the Center’s financial aid personnel are, where the office is located, how to contact the of fice for information.
(h) Students have the right to know the Center 's refund policy.

STUDENT’'S RESPONSIBILITIES

Students bear the responsibiity to:
(a) Review and consider all information about the Center’s programs before enrolling.
(b) Pay special attention to the appl ication for student financial aid, complete it accurately and submit it on time to the
financial aid office.
(c) Know and comply with any deadlines for applying or reapplying for aid.
(d) Provide all additional documentation, verification, corrections and/or new inf ormation requested.
(e) Notify the Center of changes including name, address, telephone number, or e-mail address.
(f) Read, understand, and keep copies of all forms requiring a signature.
(g) Repay any overpayment discovered.
60



MEANS OF DISBURSING FINANCIAL AID

Financial Aid checks (Rll and SEOG) wil be disbursed no earlier than 35 school days after the beginning of the trimester
in the Administration Office.

PHONE NUMBER FOR THE DEPARTMENT OF EDUCATION STUDENT OMBUDSMAN

(877) 557-2575
TERMS AND CONDITIONS OF EMPLOYMENT FOR THE FWS PROGRAM

The Federal Work Study Program give part-time employment to under graduate and graduate students who need income
to help meet the costs of post-secondary education. To be eligible for a FWS job, a student must meet al | eligible
requirements for federal financial aid. |n addition, a student must ha ve financial need. The cost of attendance must be
greater than the Expected Family Contribution (EFC). FWS students ma work up to 20 hours a week. The curr ent
hourly wage is $7.00, subject to incr ease as minimum wage increases. A students total FWS award depends on need,
the amount of money the Center has for the program and the amount of aid the student gets f rom other financial aid
programs.

COST OF ATTENDANCE

BOOKS AND SUPPLIES COST*
Full-Time Classes:
Automotive Technology $1209.60
Business Systems Technology $1390.00
Colision Repair Technology $1062.61
Computer Information Technology $1699.50
Drafting and CAD Technology $ 574.25
Heating, Ventilation, Air Conditioning & Refrigeration $ 457.75
Industrial Electricity $1242.30
Industrial Maintenance $ 964.99
Machine Tool Technology

(+$200 NIMS testing f ee - optional) $ 461.50
Tool and Die $ 0.00
Patient Care Technician $1046.30
Practical Nursing $2813.00
Truck Driving $ 826.00
Welding $ 388.04

*Book prices are subject to change without notice.

MAINTENANCE FEES**

2008-2009

Hours Tuition Fees Total
1-40% $183.00 $41.00 $224.00
41-80* $247.00 $41.00 $288.00
81-135* $372.00 $41.00 $413.00
136-217 $559.00 $67.00 $626.00
218-340 $621.00 $67.00 $688.00
341-432 $695.00 $67.00 $762.00

*The center has the option of char ging $2.50 per hour wi thin this range.

** Maintenance Fees are subject to change to without notice.
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REFUND—REPAYMENT POLICY

The refund policy is stated elsewhere in this publication (see Table of Contents for page). If a student is due a r efund of
tuition, according to the policy, part or all of that r efund must be returned to the Title IV program accounts from which
the money was disbursed. If the student has r eceived a cash disbursement, a determination will be made by the
financial aid department regarding how much of that disbursement w as used for non-institutional expenses while the
student was in school.

FINANCIAL AID OFFICE

The Financial Aid Ofice staff is available during regular office hours. If ther e are any questions, please cal (931) 685-
5013 or come by the office. Office hours are 8:00 a.m. to 4:00 p .m., Monday through Friday.

TTCS STATISTICS FOR STUDENTS’ RIGHT TO KNOW

Course Completion Rate Placement Rate
Colision Repair 69% 91%
Automotive Technology 71% 73%
Business Sy/stems Technology 72% 79%
Business S/stems Technology -

Online 42% 100%
Computer Information Technology 96% 78%
Computer Information Technology -

Online 42% 75%
Drafting & CAD Technology 73% 80%
Drafting & CAD Technology - Online 38% 67%
Heating, Ventilation, Air Conditioning &

R efrigeration 90% 94%
Industrial Electricity 73% 90%
Industrial Maintenance 89% 97%
Machine Tool Technology 48% 94%
Practical Nursing 81% 92%
Truck Driving 94% 85%
Welding 94% 94%

The above information is based upon most recent placement information (September 1, 2006 to August 30, 2007).
SECURITY INFORMATION

In accordance with the Tennessee Colege and University Security I nformation Act of 1989 and the Student Right to
Know and Campus Scurity Act, the Tennessee Technology Center at Shellyville has prepared a report containing
campus securty policies and procedures, data on campus crimes and other related information. A copy of this report
may be obtained in the Office of Student Services.

STUDENT SERVICES
A Student Services Office is maintained for the student’s benefit. The services are divided into the following areas:
(a) Education:
All students may have assistance in selecting an area of skill development in keeping with their abi lities and
desires. All available information will be taken into consideration in making this decision. A counselor is
available for helping with academic problems.

(b) Personal Guidance
Individual counseling services are available if there are personal, academic or financial problems. A counselor
will assist you in solving problems or refer you to agencies for help in the solution.

(c) Job Placement
The Center does not assume the responsibiity of placing students in employment. The administration, the
Student Services office, and the instructional staff stand ready to assist students in finding employment in
keeping with their ar ea of skill development.
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(d)

Financial Aid
A limited amount of student financial aid is a vailable from campus-based and non-campus based pograms.
Students who are interested should contact the Student Services Office.

Follow-Up:
An effort is made to keep in touch with each student after entering emplo yment to determine their suc cess and

to make the skill development more relevant to the needs of new students and industry. Students are requested
to keep the Center informed as to their employment and changes in employment. It is vital that all students
leaving their program check with Student Services prior to leaving to execute the necessary withdrawal forms.

STUDENT ADVISORY COUNCIL (SAC)
PURPOSE & MISSION

The purpose of the Student Advisory Counci (SAC) shal be to ensure that in good f aith the spirit and intent of the
mission of the SAC is met. The mission is as Pllows:

1.

w N

© N OA

To provide fair representation of the student body.

To ensure the success of both students and the Tennessee Technology Center (TTC).

To promote and maintain active communication between the administration, faculty, students and
community.

To provide a medium for student expression.

To create an awareness among area employers and the public of what is provided at the TTC.

To directly reflect student needs and interests in the promotion of institution activities.

To offer services to the institution and community.

To help ensure the courses and curriculum stay on the cutting edge of technology.

The function of the or ganization shall be:

1.
2.
3.

To recommend and implement activities and programs to improve the morale of the students.
To advise and inform Administration of students’ concerns.
To ensure that in good f aith the spirit and intent of the mission of the S AC are met.

Every full-time, registered student of the TTCS is elgible to represent their respective program. A SAC member is
appointed by the program instructor to serve while enrolled.

STUDENT COUNCIL ASSOCIATION ACTIVITIES
Encourage students to participate in American Heart Associations Annual Heart Walk in Shelbyville
Sponsor Annual Holday Food Drive
Sponsor various events as fund raisers for a scholarship fund
Sponsor cukural awareness ewents - Black History Month, Veteran’s Day, etc.

Assist with special tour groups
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NATIONAL TECHNICAL HONOR SOCIETY

The Tennessee Technology Center at Shelbyville is proud to announce its affiliation with the National Technical Honor
Society. NTHS membership is the highest honor awarded for excellence in workforce education in America and is
considered the benchmark indicator for performance and leadership in business and industry.

Criteria for Membership Includes:

1. Students must be recommended for the Honor Society by a program instructor. Criteria for recommendation
includes ability to follow directions, attending classes regularly, safety conscious, exhibit good teamwork skills,
take pride in work, be dependable, responsible and honest, exhibit a positive attitude, exhibit leadership and
good citizenship and show initiative.

2. Grade average of 93% or higher in each of the following areas - Worker Ethics, Skil Proficiency and Theory.

3. Complete 95% of the hours scheduled for the trimester (can miss no mor e than 22 hours per trimester f or full-
time and no more than 9 hours for part-time students).

4, Have completed at least 648 hours (for Practical Nursing, Business S/stems Technology, and Welding) or 864
hours (for Computer Operations Technology, Machine Tool Technology, Drafting & CAD Technology, | ndustrial
Electrictty/Electronics, Industrial Maintenance, Colision Repair, Automotive Technology and Heating, Ventilation,
Air Conditioning and Refrigeration). Truck Driving students must have completed at least 108 hours.

5. Once the criteria is met a committee comprised of the Director, Student Services Coowinator, and the NTHS
advisor will meet and invitations to join wi Il be issued.

6. Pay a $25 membership fee (because this is an optional program, financial aid will not cover this fee).

To Remain Active:

1. Students must maintain the above criteria.

2. Complete 2 hours community service work each month. This can include activities such as coaching chidren’s
athletic teams, working on a Habitat for Humanity home, picking up trash, helping elderly neighbors,
participating in church work, etc.

Membership Benefits Include:

1. Recruitment by top U.S. corporations upon request.

2. NTHS membership certficate, pin, card, window decal, white tassel with NTHS drop, and an official NTHS seal to
be applied to a diploma.

3. The Artisan, the online newsletter of the Society.

4, Personal letters of recommendation for employment, college admission, and scholarships povided upon request

by NTHS National Headquarters.
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International Association of Administrative Professionals (IAAP)

The International Association of Administrative Professionals (IAAP) is a notfor-profit professional association wth ap-
proximately 40,000 members and affiliates and nearly 600 chapters worldwide. The Tennessee Technology Center at
Shelbyville has established a Student Chapter associated wth the Tennessee \alley Chapter in the Tennessee Division out
of Tullahoma, TN. Annual dues for a student are $27.00 and are not covered by financial aid since this is an optional
program. Various fund raising activities are held throughout the y ear to assist students with payment of dues.

The mission of IAAP is to be the acknowledged, recognized leader of administrative professionals and to enhance their
individual and collective value, image, competence and influence.

IAAPS vision is to inspire and equip all administrative professionals to attain excellence.

Administrative professionals as defined by IAAP are “individuals who are responsible for administrative tasks and coordina-
tion of inf ormation in support of an of fice related environment and who are dedicated to furthering their personal gr owth
and chosen profession’”

IAAPS core values, defined as a set of guiding principles or tenets that define what the or ganization stands for, include:

Integrity : Trust for each other in all relationships, including those with other members, staff, employers,
vendors, leaders, mentors and sponsors.

Encouragement : Offer inspiration for administrative professionals to fulfill their potential and adv ance their
careers.

Leadership : Members serve as positive ambassadors and ole models for both the pr ofession and association;
leadership development is a key purpose of IAAP.

Loyalty : Loyalty to the profession, to employers, and to IAAP is a characteristic of true pr ofessionals and is
highly valued in business.

Professionalism : A commitment to ex cellence, both individually and collectively, is a hallmark of IAAP.
Relevance : To assure that IAAP continues to offer worthwhile programs and services - and meet members’
evolving needs.

Pride : Pride in our chosen career field and membership in IAAP,

Connection : IAAP offers invaluable opportunities to develop long-term friendships, to share information and
build camaraderie among professionals.

Individual Importance : Each member is an important individual contributor and asset to the or ganization.
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PROMETRIC TESTING CENTER

The Tennessee Technology Center at Shelbyville is an Authorized Prometric Testing Center (APTC). Current students
may schedule certification exams by calling (931) 685-5013. Non-students may schedule tests by calling 1(800)776-
4276. The APTC center is authorized for all Information Technology exams. Other tests available, but not limited to,
include:

Computer Associates Corporation

Computer Telephony Institute (CTI)
CompTIA

Corel Corporation

Epson American, Inc.

Federal Aviation Administration (FAA)
Federal Communications Commission (FCC)
Gartner Institute

GoldMine Software Corporation

Graduate Employability Test (GET)

Great Plains

Hewlett-Packard Open View
Hewlett-Packard STAR

Hewlett-Packard Support

HyCurve, Inc.

Information Builders

Informix Software, Inc.

INPRISE Corporation

Intel

International Business Machines (IBM)
Inter-Tel Equipment

J.D. Edwards

Linux Certification

Lone Eagle Seminars

Lotus Development Corporation (LotusT)
Lucent Technologies (LCNP)

Lucent Technologies LCTE (formerly Ascend)
Magic Software Enterprises

Microsoft Authorized Academic Testing Partner (AATP)
Microsoft Corporation

Microsoft Certified Application Specialist (MCAS)
Migros Genossenschafts Bund

National Association of Purchasing Managers (NAPM)
NCR

National Glass Association (NGA)

Navision Software A/S

Network Associates SE Certification

Network Associates-Total Solutions Program
Newbridge Networks, Limited

Nortel Networks
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GENERAL AND OCCUPATIONAL ADVISORY COUNCIL/COMMITTEES

The General Advisory Councl plays an important r ole to the Center by providing information and making
recommendations which may assist the administrative staff in making decisions favorable to the effective operations of
the Center. The Center also utilizes occupational advisory committees which aid the instructional staff in assessing the
needs of the students and local industry. These advisory committees assist the instructional staff in keeping abreast of
the latest equipment, methods, and technologies in the r espective occupational areas.

Members of the General Advisory Councl are:

Andy Womack, State Farm Insurance, Murfreesboro, TN

Walt Wood, Shelbyville-Bedford County Chamber of Commerce, Shelbyville, TN
Billy Fox, National Pen Corporation, Shelbyville, TN

Doug Dezotell, Shelbyville Times Gaztte, Shelbyville, TN

Jim Tracy, State Senator, Shelbyville, TN

Jim Philips, retired, Shelbyville, TN

Ed Gry, Bedford County School System, Shelbyville, TN

Ron Adcock, retired, Shelbyville, TN

Lana McAnaly, Workforce Solutions, Lynchburg, TN

Curt Cobb, State Representative, Shelbyville, TN

Gina Burke, Motlow State Community College, McMinrville Campus, McMinrville, TN
Keith Gill, Assistant Principal, Lincoln Couny High School, Fayetteville, TN
Janie Robbins, TN Technological University, Cookeville, TN

SHELBYVILLE TENNESSEE TECHNOLOGY CENTER FOUNDATION

Vision : Partner with the Tennessee Technology Center at Shelbyville in providing the best technical workforce in
Tennessee.

Mission : Work within our community to acquire resources for enhancing value and excellence in occupational education
at the Tennessee Technology Center at Shellyville.

Members for the 2008-2009 fiscal year are:

Ronald H. Adcock, retired TTCS director, Shelbyville, TN
Randall B. Bartley, Department Chair, Business & Technology,
Motlow State Community College, Lynchburg, TN
Donna Cu, retired Vocational Director, Fayetteville, TN
Bob Garner, CPA and Partner, Winnett Associates, Shellyville, TN
Eugene Ray, County Mayor, Shelbyville, TN
Harriet O. Melson, retired TTCS instructor, Shelbyville, TN
Sarah Hunt, Director, Child Development Center, Shelbyville, TN
C. Bailey Little, Jr., Senior Vice President, Regions Bank, Shelbyville, TN
Walter W. Wood, CEQ Shelbyville-Bedford County Chamber of Commerce
Andy Womack, Agent, State Farm | nsurance, Murfreesboro, TN
Billy Fox, President, National Pen Corporation, Shelbyville, TN
Ivan L. Jones, Director, TTCS Shelbyville, TN
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PROFESSIONAL ORGANIZATIONS

(with which the Center and staff is affiliated)

Air Conditioning Contractors of America (ACCA)
American Design Diafters Association (ADDA)
American Society for Training & Development (ASTD)
American Technical Educators Association (AEA)
American Welding Society (AWS)
Association for Supervision and Curriculum Dewlopment (ASCD)
Automotive Service Excellence (ASE)
Brainbench
Computer Technology Industry Association (CompTIA)
Counci on Occupational Education (COE)
Delta Pi Epsion—Gamma Eta Chapter (Risiness Educators)
Educational Standaids Corporation (ESCO) - Heating, \entilation, Air Conditioning and Refrigeration, | ndustrial Electricity
and Industrial Maintenance
Epsion Pi Tau (Technical Educators)

International Association of Administrative Professionals (IAAP)
International College Electronic Teachers Association (ICER)
International Electronics Technician Articulation Commitee (IETAC)
LaserGiade
National Association of Student Financial Aid Administators (NASFAA)
National Business Education Association
National Counci of I nstructional Administrators (NCIA)
National Institute of Metalworking Skills (NIMS)

National League of Nursing (NLN)

National Technical Honor Society (NTHS)

Pi Omega Pi (National Bisiness Teacher Education Honor Sciety)
Precision Metaforming Association (PMA)

Prometric
Shelbyville/Bedford County Chamber of Commerce
Society for Human Resource Management (SHRM)
Southern Tennessee Counseihg Association (STCA)
TechRepublic
Tennessee Adwancement Resources Councl (TARC)
Tennessee Aliance for Continuing Higher Education (TACHE)
Tennessee Association of Deelopmental Education (TNADE)
Tennessee Association of Student Financial Aid Administators (TASFAA)
Tennessee Banch of the | nternational Dyslexia Association
Tennessee Bisiness Education Association TBEA)
Tennessee State Bard of Dentistry
Tennessee State Bard of Nursing
Tennessee Bard of Vocational Education
Tennessee \alley Authority Heat Pump Program
Women in Higher Education in Tennessee (WHET)
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PERSONNEL

All Tennessee Technology Center personnel have wide experience in their respective fields. They are employed by the
Tennessee Bard of Regents on the basis of their technical competence and professional training. A continuing program
of supervision and technical training is provided to keep the instructors current on trends, new developments, ideas,
materials, teaching aids, and equipment in their ar ea of specialization in technical education.

Administration

Ivan Jones
Amy F Martin

Melody M. Terry

Natalie Austin

Student Services

Ron Boyd
Anne Blanton
Jacqueline Owens

Barbara Watson

Maintenance and Security

Clyde Bomar

Full-Time Instructional Staff

Vicki Aman

Henry L. Arnold

Kristi Bartlett

Dr. Gwen Bean

Michael Caroll
Tina Corder
Sheree Hamilton

David Hart

Director
Coordinator of Fiscal Services &

Human Resources
Administrative Assistant

Account Clerk

Student Services Coodinator
Admissions & Records Team
Leader

Financial Aid Specialist

Secretary 1

Facilities & Operations
Manager/Maintenance Supervisor

Practical Nurse Instructor

Industrial Maintenance

Practical Nurse Instructor

Business Sy/stems Technology

Automotive Technology
Practical Nurse Instructor
Business S/stems Technology

Truck Driving
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ADMINISTRATIVE, COUNSELING AND CLERICAL STAFF

Master of Science in Education
(Eastern lllinois University)
Bachelor of Business Administration
(Middle Tennessee State Uniersity)
Payroll Clerk Certificate

(Tennessee Technology Center at
Shelbyville)

Bachelor of Business Administration
(Middle Tennessee State Uniersity)

Master of Science

(Trevecca Nazarene University)
Bachelor of Science

(Southeast Missouri State University)
Bachelor of Social Work

(Middle Tennessee State Uniersity)
High School Diploma

(Manchester Central High School)

Heating, Ventilation, Air Conditioning &
Refrigeration Diploma

(Tennessee Technology Center at
Shelbyville)

Master of Business Administiation

(National Louis University, Chicago, IL)

Maintenance Technician Diploma

(Tennessee Technology Center at
Shelbyville)

Associate of Science

(Motlow State Community College)

Doctorate in Leadership and
Professional Piactice

(Trevecca Nazarene University)

52 semester hours toward BS

(Middle Tennessee State Uniersity)

Associate of Science

Motlow State Community College

Bachelor of Science

(Middle Tennessee State Uniersity)

Paramedic Diploma

(UT Knoxville)



Ron Hughes
Kate Jacobs
Trudy Kettenbach

Keith Bills

Steve Mallard

Mike Miller

Bruce W. Nelson, CMHE
John Peck

Kenneth Potts

Willie T. Price

Robert “Drew” Renegar

Richard Talley

Greg Wilson

Part-Time Instructional Staff

Patient Care Technician
Technology Foundations
Practical Nursing Coodinator

Industrial Maintenance/ Fayetteville

Computer Information Technology
Computer Information Technology
Heating, Ventilation, Air
Conditioning & Refrigeration

Machine Tool Technology

Machine Tool Technology

Welding Technology

Drafting and CAD Technology

Colision Repair Technology

Industrial Electricity

Jim Potts

Ricky Cleek

Loretta Coggins
Ron Hughes
Margaret Perkins
David Simpson

Benton Smith

Evening Program Supervisor

Industrial Electricity

Dental Assisting

Certified Nurse Assistant
Technology Foundations Instructor
Machine Tool Technology

Machine Tool Technology
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Associate of Science

(Columbia State Communty College)
Master of Business Education
(Middle Tennessee State Uniersity)
Bachelor of Science

(Southeast Missouri State Uniwersity)
Industrial Maintenance Diploma
(Tennessee Technology Center at
Shelbyville)

Bachelor of Science

(Warren National University)

30 semester hours toward AS
(Motlow State Community College)

Master of Science in Technical Education

(Middle Tennessee State Uniersity)

Bachelor of Arts, Business Management

(Canterbury University, UK)

68 semester hours toward BS in
Organizational Management

(Middle Tennessee State Uniersity)
33 semester hours toward BS
(Middle Tennessee State Uniersity)
Associate of Applied Science
(Nashville State Technical Communty
Colege)

32 semester hours toward BS
(Middle Tennessee State Uniersity)
Bachelor of Science

(University of Tennessee at Knoville)

Associate of Science

Excelsior Colege

Industrial Electrician

(Tennessee Technology Center at
Shelbyville)

Certified Dental Assistant
(Broward County, FL)

Associate of Science

(Columbia State Communty College)
EDS Supervisory Administation
(Tennessee State Uniersity)
High School Diploma

(Cascade High School)

over 1600 hours Machine Tool
Technology

(Tennessee Technology Center at
Shelbyville)



TENNESSEE TECHNOLOGY CENTERS

Tennessee Technology Center at AANENS. . . . ... e (423) 744-2814
PO. Box 848, Athens, TN 37371-0848
Tennessee Technology Center at Chatanooga . . . .. ..ot e (423) 697-4433
4501 Amnicola Highway, Chattanooga, TN 37406
Tennessee Technology Center at Co/iNgtoN. . . .. ..ottt e e (901) 475-2526
PO. Box 249, Covington, TN 38019
Tennessee Technology Center at Crossville. . . .. ... e (931) 484-7502
PO. Box 2959, Crossvile, TN 38557
Tennessee Technology Center at Crump . . . . ..o oo i e e (731) 632-3393
Highway 64 West, P.O. Box 89, Crump, TN 38327
Tennessee Technology Center at DICKSON. . . . .. ..ottt e e (615) 441-6220
740 Highway 46, Dickson, TN 37055
Tennessee Technology Center at Eizabethton. .. ... . i i (423) 543-0070
PO. Box 789, Elizabethton, TN 37644
Tennessee Technology Center at Harriman ... ... ... i e (865) 882-6703
PO. Box 1109, Harriman, TN 37748-1109
Tennessee Technology Center at Hartsville . . . ... . (615) 374-2147
716 McMurry Blvd., Hartsville, TN 37073-2028
Tennessee Technology CenteratHohenwald . . .. ... .. (931) 796-5351
813 West Main Street, Hohenwald, TN 38462-2201
Tennessee Technology Centerat Jacksboo . ... ... (423) 566-9629
PO. Box 419, Jacksboro, TN 37757
Tennessee Technology Center at JackSON . . ... ..ot e (731) 424-0691
2468 Technology Center Drive, Jackson, TN 38301
Tennessee Technology Centerat Knaxville . . . ..o e e (865)546-5568
1100 Liberty Street, Knoxville, TN 37901
Tennessee Technology Center at Livingston . . . . .. ..o (931)823-5525
PO. Box 219, Livingston, TN 38570
Tennessee Technology Center at Mckenzie . . . . . . . . . . . (731)352-5364
16940 Highland Drive, PO. Box 427, McKenzie, TN 38201
Tennessee echnology Center at McMinnville . ... ... (931) 473-5587
241 Vo-Tech Drive, McMinnville, TN 37110
Tennessee Technology Center at Memphis . .. ... (901)543-6100
550 Alabama Avenue, Memphis, TN 38105-3604
Tennessee Technology Center at MOITiSIOWN . . . . .. .o (423)586-5771
821 West Louise Arenue, Morristown, TN 37813-2094
Tennessee Technology Center at Murfreesboro. . . ... ... ... (615) 898-8010
1303 Old Fort Parkway, Murfreesboro, TN 37129
Tennessee Technology Center at Nashville . . ... ... (615)425-5500
100 White Bridge Road, Nashville, TN 37209
Tennessee Technology Center at Newbern . .. ... (731) 627-2511
340 Washington Street, Newbern, TN 38059-1198
Tennessee Technology CenteratOneida . . .. ...t e (423) 663-4900
355 Scott High Drive, Huntsville, TN 37756
Tennessee Technology Center at ParisS . . .. .. ..ot e (731) 644-7365
312 South Wilson, Paris, TN 38242
Tennessee Technology Centerat Pulaski. . ... e (931) 424-4014
PO. Box 614, Pulaski, TN 38478
Tennessee Technology Center at Ripley . . ... ..o e (731) 635-3368
127 Industrial Drive, Ripley, TN 38063
Tennessee Technology Centerat Shelbyville . . ... . (931) 685-5013
1405 Madison Street, Shelbyville, TN 37160
Tennessee Technology Center at Whiteville . .. ... .. e e (731) 254-8521

PO. Box 489, Whiteville, TN 38075-0489
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TENNESSEE BOARD OF REGENTS

(KEY STAFF)

Dr. Charles Manning . . . . . . . . o Chancel lor

Dr. Paula Short . . .. .. e e Vice Chancel lor for Academic Affairs

DaVvid Gregory . . .ottt e e Vice Chancel lor for Administration

and F acilities Management

Dr. RObErt Adams . . ... Vice Chancel lor for Business and
Finance

Christine Modisher . ... .. Gener al Counci

Debbie JONNSON . . ... Assistant Vice Chancel lor for

Human R esources

TomM Danford . . .. ..o CIOf or Information Systems

James King . . . .o Vice Chancel lor for Tennessee

T echnology Centers

TENNESSEE BOARD OF REGENTS

Honorable Phi Bredesen . . . . . . . . Nash ville
Ms. Agenia Clark . . . ... Nash ville
Mr Gregory DucCkett . . . . . . . Memphis

Ms. Pamela Fansler . . . . .o e Kno xville
ME JONN RarTiS . o . e Memphis
Honorable Ken GIVENS . . . . . oo e Nash ville
Ms. Judy GOOCK . . . o Oak Ridge

M JONas KiSDer . . o Jackson

MS. Fran MarCUM . . .o e e e e e e e e e T ullahoma
ML Paul W. MONEGOMETY . . oot et e e e e e e e e e Kingsport
MEMIllard OakKIey . . . .o Livingston

Ms. Lesle Parks POpe . . .. .o e Johnson Ci ty
M Howard ROAAY . . . ..o Chat tanooga
Dr. Richard Rhoda . . . . ... Nash ville
ML J. Stanley ROGEIS . . . . oo Manchester

M RODEIT TROMAS . . oo e e e e e e e e e Nash ville
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SEX OFFENDER DIRECTORY

The Federal Campus Sx Crimes Pevention Act and the Tennessee Colege and University Campus Sx Crimes
Prevention Act of 2002 requires that whenever a sex offender becomes employed, enrolls as a student, or

volunteers at an institution of higher education in the state of T ennessee, he or she must complete or update the
Tennessee Bureau of Investigation (TBI) sexual offender registration/monitoring form and deliver it to TBI headquarters
in Nashville. As defined in section 40-39-102 of the Tennessee Code, a “sexual ofender” means a person who is, or
has been cornvicted in this state of committing a sexual offense or who is, or has been convicted in another state or
another country, or in a federal or military court, of commi tting an act which would ha ve constituted a sexual offense if
it had been committed in this state. A “sexual of fense” means the commission of acts including but not limited to
aggravated and statutory r ape, sexual battery, sexual exploitation of a minor, aggravated prostitution, and kidnapping.

Both acts designate certain information concerning a registered sexual offender as public information and ther efore
amend and supersede the Family Educational Rights and Privacy Act (FERR) and other federal and state laws that
previously prohibited the disclosure of such personal information. Since the laws require the publication of information
pertaining to sexual offenders enrolled or volunteering at an educational institution, said publication does not constitute
grounds for a grievance or complaint under institutional or Tennessee Board of Regents policies or procedures.

In compliance with the Federal Campus Sx Crimes Pevention Act and the Tennessee Colege and University Campus
Sex Crimes Pevention Act of 2002, members of the campus community may obtain the most r ecent information
received from the Tennessee Bireau of I nvestigation (TBI) concerning sex offenders employed, enrolled or volunteering
at the Tennessee Technology Center at Shelbyville at the Student Services Office. Correspondence may be sent to the
following address:

Tennessee Technology Center at Shellyville
1405 Madison Street

Shelbyville, TN 37160

Information is also available on the TBI's website listing of sex offenders located on the internet at http://
www.tbi.state.tn.us under “Sexual Offender Registry.”
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Pandemic Flu Response

Background

Because of the nature of how we do business, Technology Centers ar highly susceptible to communicable diseases. Our cam-
puses are open and accessible and we tend to have large groupings of people meeting for sustained periods of time. The latest disease
threat to higher education in general is the Avian influenza virus. Generally categorized as “Pandemic Flu” for planning purposes, the
Avian influenza virus has the potential to severely impact every functional area of a Technology Center

The term “pandemic” means a global disease outbreak. A flu pandemic occurs when a new influenza virus emerges for which
people have little or no immunity, and for which there is no vaccine. Flu pandemics are a historical fact of human history. There were
three recorded flu pandemics in the 20" century. The 1918 Spanish Flu outbreak killed an estimated 50 million people worldwide and
approximately 675,000 in the United States. The most recent pandemic was in 1968 (Hong Kong Flu), which killed over 700,000
worldwide and over 34,000 in the US.

The current source of concern is the H5N1 strain of the Avian flu, which first appear ed in Hong Kong in 1997 and has many
similarities to the virus str ain responsible for the 1918 pandemic. The avian flu has migrated from Asia to Europe and has affected
numerous poultry farms, causing the necessary destruction of millions of birds. The biggest cause of concern to health scientists is that
the virus has begun to transmit from birds to humans. As of May 23, 2006, the World Health Organization (WHO) has documented 218
cases of human Avian flu, in ten countries, wi th a total of 124 deaths. Whi le seasonal influenza geneally peaks between December and
March in North America, a pandemic influenza can occur at any time of the y ear and resurges in waves that can last from 18 months to
2 years. The normal seasonal influenza has an atack rate of 5-10% of the population r esulting in a sickness rate of 2-6%. Howev er, in
a pandemic, an attack rate of 25% is appr opriate for planning purposes with an expected sickness rate of up to 12%.

Planning Assumptions
The Tennessee Technology Center at Shelbyville is taking steps to prepare and plan for the possibility of pandemic influenza. This
document, based on the University of North Carolina at Chapel Hil and the US Department of Homeland Security’s “National Strategy
for Pandemic Influenza Implementation Plar’, is to help our planning ef forts by establishing a common set of assumptions. Many of
these assumptions are verbatim from both sources. The planning assumptions used ae a “worst-case” scenario. Specific conditions
depend on the severity of the pandemic, however it is prudent to plan f or the worst and hope f or the best.

We assume that in the US, the pandemic influenza wave will last approximately 10 weeks, during which multiple community
outbreaks will occur across the country.

For planning purposes, we assume that the wave will occur during the Fall or Spring Term. (Historically, the largest waves
have occurred in the fall and winter, but the seasonality of a pandemic cannot be predicted with certainty.)

We assume that the first US outbreaks will occur in major metr opolitan areas where there is a high rate of international
travel (New York or Los Angeles). Nashville, TN would be the closest source of a potential outbr eak to our location. Our
greatest risk would be students from Davidson County traveling to campus for classes. These students could
possibly be exposed to the virus and be a carrier.

On their own initiative, our students may be begin to leave campus and not return when the first outbr eaks occur in the
region.

If a severe outbreak were to occur, we should expect to suspend classes for 7-10 weeks. We will want to make the class
suspension decision early in the period of contagion to avoid spreading the virus.

This Centers early impact from a community outbreak will be employees who choose to stay home, and employees who
need to stay home to care for children.

According to the Implementation Plan, among working adults, more than 20% wi Il become ill during a community outbreak.
In accordance with the Plan, we assume that absenteeism of employees may reach 40% for periods of about 2 weeks at the
height of a pandemic wave, with lower levels of absences for a few weeks on either side of the peak. Absenteeism wil
increase not only because of personal ilness, but also employees may be caring for ill family members, under voluntary
isolation due to an ill household member, minding children dismissed from daycare or school, following public health
guidance, or simply staying home out of safety concerns.

During the period of contagion (w ave), we assume there will be significant economic disruptions, including inventory
shortages, shipment delays, and reduced business activiy. Critical supplies may not be available.

Essential functions must continue. Personnel who perform the essential functions must report to work, i f they have not been
exposed.

After the wave has passed, assume that resumption of normal campus activities will be slow and difficult. There will be
grieving and adjustment f or those who have lost loved ones, friends and perhaps even co-workers. Those who became il
and survived may take months to fully recover. Exhausted caregivers will need rest, time off to get their af fairs in order, and
mental health support. Business wil be slow to recover, slow to replenish inventories, and slow to replace labor Economic
losses during the pandemic will cause business to contract, cut costs, and layoff workers. Students, faculty, staff and their
families will fear for the next w ave.

The TTCS wil make every effort to communicate information and continue tr aining through the use of the TTCS webste.
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July, 2003

SARS POLICY

To All Students, Faculty and Staff:

The Tennessee Technology Center at Shelbyville (TTCS) has dewloped an interim policy in response to the public health
risks posed by Severe Acute Respiratory Syndrome (SARS) . This policy addresses the TTCSS requirements

regarding travel to and from SARS afected areas by students, faculty, and staff. This policy, which is EFFECTIVE
IMMEDIATELY, is as follows, and may also be accessed on the TTCS webste.

As stated in the policy, the TTCS recognizes that the terms of this pol icy will create some hardship in individual cases,
and further recognizes that it cannot eliminate every risk of potential exposure to this disease. Cooperation and
compliance with this policy, however, is the TTCSS best means of insuring that our campus remains a safe and healthy
environment for everyone.

AT THIS TIME, this policy requires that those who travel to or from a SARS afected area, as defined in this policy, be
prepared to remain away from campus AT LEAST TEN DAYS after returning to the United States. Affected employees
must be prepared to take sick leave, or if no sick leave is available, unpaid leave, during this period. Students tr aveling
to or from a SARS afected area must make arrangements to arrive in the U.S. AT LEAST TEN DAYS prior to the start
of trimester classes, or remain away from campus for at least ten days after returning to the U.S. if they chose to tr avel
to a SARS afected area during the term of a trimester. A special hardship exception for students is available in some
cases, but this exception will require such students to undergo twice daily monitoring by the TTCS icensed practical
nurse instructor during the ten-da y period (or the r emainder of the ten day period that began when they enter ed the
United States.).

This policy is designated as an INTERIM POLICY  due to the dynamic natur e of the available information on SARS
This policy may be revised on short notice as new information becomes available, or as countries or areas are added or
removed from the list of tr avel advisories and alerts issued by the United States Center for Disease Contiol. Students,
faculty and staff members who are contemplating travel to or from a “SARS afected areas,’ as defined in the policy, are
encouraged to check this policy frequently for recent revisions.

It bears repeating that the Tennessee Technology Center at Shelbyville has NOT encountered any suspected cases of
SARS We believe that compliance with this policy will help reduce the risk of transmission of this serious infectious
disease within our community.

Questions regarding application of this policy to students should be directed to:

Ron Boyd, Student Services Coodinator
Phone: (931) 685-5013; e-mail: ron.boyd@ttcshelbyville.edu

Questions regarding application of this policy to faculty and staff should be directed to:

Ivan Jones, Director
Phone: (931) 685-5013; e-mail: ivan.jones@tcshelbyville.edu

Sincerely,

lvan Jones
Director
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TTCS INFORMATION TECHNOLOGIES
PROCEDURE AND PROTOCOLS UNDER THE
“USA-PATRIOT ACT”
EXCEPTIONS TO THE ELECTRONIC COMMUNICATIONS PRIVACY ACT

INTRODUCTION

The “anti-terr orist” legislation signed into law at the end of October 2001 and popularly know as the “US A-Patriot Act”
creates some exceptions and states the TTCSAT/T TCS departmental procedures associated wih that legislation.

ELECTRONIC COMMUNICATIONS PRIVACY ACT:
REQUIRED DISCLOSURES

The Electronic Communications Privacy Act (ACFA) makes the knowing “disclosure of contents,” of any transmitted or
stored contents of a communication illegal. A number of exceptions already existed to that rule, including f or law enforce-
ment under authorized conditions such as a search warrant, subpoena, or court order. The USA-Patriot Act has added
another section, “required disclosures” involving law enforcement that expands the scope of obtainable material and the
grounds upon which law enforcement may obtain and serve these authorizations.

TTCS-IT/TTCS PROTOCOL REGARDING DISCLOSURES
WITH AUTHORIZATION FROM LAW ENFORCEMENT

Should an individual or individuals representing themselves as law enforcement agents approach you and ask you to
provide the content of electr onic communication or any information about users of or tr affic on the TTCS network with or
without any form of written authorization , do not disclose any information. Contact the TTCS4nformation Technology
(IT) staff. If they ar e unavailable, please contact the TTCS Diector or Student Services Coodinator. The Director will
make the necessary communication to Legal Counseb Office.

ELECTRONIC COMMUNICATIONS PRIVACY ACT:
EMERGENCY DISCLOSURES

Section 212 of the USA-Patriot Act amends ECFA by adding a new voluntary disclosure exception for emergency situations.

Under this exception, if a provider reasonably beieves that an emergency involving immediate danger of death or serious
physical injury to any person justifies disclosure of certain information without delay, the provider may disclose that
information to a law enforcement agency.

TTCS-IT/TTCS PROTOCOL REGARDING EMERGENCY DISCLOSURES

Should you, in the course of business, reasonably beieve that you have accessed information about an emergency involv-
ing immediate danger of death or serious physical injuring, contact the Administr ation immediately. After contacting the
Administration, please report that contact and underlying inf ormation immediately to the T TCSAT staff. If they ar e
unavailable, please contact the TTCS Diectory or Student Services Coodinator.

ELECTRONIC COMMUNICATIONS PRIVACY ACT:
COMPUTER TRESPASS

Under the USA-Patriot Act owners or oper ators of electronic systems may authorize federal law enforcement to investigate
computer trespass. A computer trespasser is defined as a person who acesses a piotected computer without authoriza-
tion and thus has no reasonable expectation of privacy in any communication transmitted to, through, or from the pro-
tected computer.

TTCS-ITTTCS PROTOCOL REGARDING
AUTHORIZATIONS FOR LAW
ENFORCEMENT INVESTIGATION OF
COMPUTER TRESPASS

Any member of TTCSAT or TTCS staf who knows or believes that their system or systems have been compromised by a
computer trespasser and who would like to have law enforcement investigate the matter, should first report this request to
either the TTCSAT staff, TTCS Diector, or Student Services Coodinator who will decide whether to contact law enforce-
ment.
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The GRAMM-LEACH-BLILEY ACT (GBLA)

The Gramm-Leach-Biley Act (GLBA) was signed into law in 1999 and dir ectly affects financial institutions, including
insurance companies and agencies. Athe heart of GLBA is a requirement that financial insti tutions provide a privacy
notice to their customers and r estrict what non-public personal information (NPI) they share about customers with third
parties. Financial institutions are also required to provide security and integrity of customers’ NPI by way of physical and
electronic means.

While Tennessee Technology Center at Shellyville is primarily an educational institution and its areas covered by
GLBA ake few, the Technology Center is commited to satisfying the law in all its financial processes. This sfe provides
detailed information on Technology Center policies and procedures designed to facilitate compliance with GLBA.

Report complaints and potential violations to :
Ivan Jones, Director- ivan.jones@ttcshelbyville.edu
Ron Boyd, Student Services Coowdinator- ron.boyd@ttcshelbyville.edu
Steve Mallard, IT Manager- steve.mallard@ttcshelbyville.edu
Mike Miller, Asst. IT Manager -mike.miller@ttcshelbyvill.edu
GLBA: Whos$ Covered
Administration
Office of Financial Aid (Student Services)
Office of I nformation Technology (Electronic Records-Student I nformation
Management)

GLBA: Required Information Security Program
PROGRAM: Gzmm-Leach-Biley Act (GLBA) Required Information Security Program
STATEMENT This document summarizes the Tennessee Technology Center at Shelbyville’s comprehensive written
information security program mandated by the Federal Trade Commission$ Safeguards Rule and the Gramm-Leach—Biley
Act (GLBA).
APPLICABILITY: The GLBA Information Security Program applies to any record containing non-public financial information
about a student or other thir d party who has a relationship with Tennessee Technology Center at Shelbyville, whether in
paper, electronic or other form, which is handled or maintained by or on behalf of Tennessee Technology Center at
Shelbyville or its affiliates. For these purposes, the term non-public financial information shall mean any information (i) a
student or other thir d party provides in order to obtain a financial service from Tennessee Technology Center at
Shelbyville, (ii) about a student or other thir d party resulting from any transaction with Tennessee Technology Center at
Shelbyville involving a financial service, or (iii) otherwise obtained about a student or other thir d party in connection with
providing a financial service to that person.
DEFINITIONS:
FINANCIAL SERVICE: A “Financialévice” is defined by federal law to include, but not be | imited to, such activities as the
lending of money; in vesting for others; providing or underwriting insurance; giving financial, investment or economic
advisory services; marketing securities and the like.
GUIDING PRINCIPLES/PURPOSH particular, this document describes the elements of the GLBA Information Security
Program pursuant to which Tennessee Technology Center at Shelbyville intends to (i) ensur e the security and
confidentiality of covered records, (ii) protect against any anticipated thr eats or hazards to the security of such records,
and (iii) protect against the unauthorized access or use of such records or information in ways that could result in
substantial harm or inconvenience to customers. The GLBA hformation Security Program incorporates by reference
Tennessee Technology Center at Shelbyville’s policies and procedures enumerated below, and is in addition to any
institutional policies and procedures that may be required pursuant to other f ederal and state laws and regulations,
including, without limitation, FERFA.
RESPONSIBILIY(IES): Tennessee Technology Center at Shelbyville’s Technology Center IT Manager (IT Manager) with
overall responsibiity for overseeing Technology Center information security is responsible for coordinating and overseeing
the information security program. Consistent with the Technology Center Information Security Policy, the IT Manager may
designate other representatives of Tennessee Technology Center at Shelbyville to oversee and coordinate particular
elements of the GLBA Information Security Program. Any questions regarding implementation or the interpr etation of this
document should be directed to the IT Manager or his/her designees.
ADMINISTRAION AND IMPLEMENATION:
1. Risk Identification and Assessment. Tennessee Technology Center at Shelbyville intends, as part of the GLBA
Information Security Program, to undertak e to identify and assess external and internal risks to the securiy,
confidentiality, and integrity of non-public financial information that could r esult in the unauthoriz ed disclosure, misuse,
alteration, destruction or other compr omise of such information. I n implementing the GLBA Information Security Program,
the IT Manager or his/her designee will establish procedures for identifying and assessing such risks in each elevant area
of Tennessee Technology Center at Shelbyville’s operations, including:
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* Employee training and management. The IT Manager will coordinate with representatives in Tennessee
Technology Center at Shelbyville’s Financial Aid ofices to evaluate the effectiveness of the Technology Centers
procedures and practices relating to access to and use of student records, including financial aid information. This
evaluation will include assessing the effectiveness of Tennessee Technology Center at Shelbyville’s current policies
and procedures in this area, including: Release of Student Information Policy
« | nformation Systems and Information Processing and Disposal. The IT Manager wil assess the risks to non-
public financial information associated with Tennessee Technology Center at Shelbyville’s information systems,
including network and softw are design, information processing, and the storage, transmission and disposal of
non-public financial information. These risks will be evaluated in view of Tennessee Technology Center at
Shelbyville’s Computer Systems Aaceptable Use Rlicy, the Technology Center Information Security Policy and the
Records Retention Policy.
« Detecting, Preventing and Responding to Attacks. Consistent with the pr ovisions of the Technology Center
Information Security Policy, the IT Manager and/or his/her designee wi Il evaluate procedures for and methods of
detecting, preventing and responding to attacks or other system failures and existing network access and securty
policies and procedures, as well as procedures for coordinating responses to network attacks and developing
incident response teams and poicies. The IT Manager may elect to delegate to local inf ormation security
personnel the responsiblity for monitoring and participating in the dissemination of inf ormation related to the
reporting of known security attacks and other threats to the integri ty of networks uti lized by Tennessee
Technology Center at Shelbyville.
2. Designing and Implementing Safeguards. The risk assessment and analysis described abwoe shall apply to all methods
of handling or disposing of non-public financial information, whether in electr onic, paper or other form. The IT Manager, in
collaboration with the Tennessee Brard of Regents, will, on a regular basis, implement safeguards to control the risks
identified through such assessments and to regularly test or otherwise monitor the ef fectiveness of such satguards. Such
testing and monitoring may be accomplished through existing network monitoring and problem escalation procedures.
3. Overseeing Service Providers. The IT Manager or his/her designee shall coordinate with those responsible for the third
party service procurement activities among IT and other af fected departments to raise awareness of and to institute
methods for, selecting and retaining only those service providers that are capable of maintaining appropriate safeguards
for non-public financial information of students and other thir d parties to which they wi Il have access. In addition, the IT
Manager will work with the Tennessee Brard of Regents, Administration and Student Services to develop and incorporate
standard, contractual protections applicable to third party service providers, which will require such providers to
implement and maintain appropriate safeguards. Any deviation from these standard provisions will require the approval of
the Tennessee Board of Regents.
4. Adjustments. The IT Manager is responsible for evaluating and adjusting the GLBA Information Security Program based
on the risk identification and assessment activiies undertaken, as well as any material changes to Tennessee Technology
Center at Shelbyville’s operations or other circumstances that may have a material impact it.
Enforcement: As described in the Technology Center Information Security Policy, anyone found to have violated this policy
may be subject to disciplinary action, up to and including suspension of services or termination of emplo yment.
Resource(s): The Technology Center Information Security Policy, the Records Retention Policy and Computer Systems
Acceptable Use Policy.
Review Cycle: This program will be reviewed and updated as needed, at least annually, based on the recommendations of
the Technology Center IT Manager or Director.
Training: Faculty and Staff will review confidentiality policies and procedures and be trained on an annual basis.
Protection: All records will be locked in a secure room and will be locked in filing cabinets. All Electronic records will be
locked in the server room and backed up off-site. Access wil only be granted to Administration, Student Services or the IT
Department. All Electronic records are protected by a Disaster Recovery Program that includes the use of NAT, Firewalls
and Network I ntrusion Detection to include logging on each computer. Any breach will be reported to the Dir ector or
Student Services Immediately.

Release of Student Information Policy (See FERPA Section)
Family Education Rights and Privacy Act (FERR\) of 1974
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COMMUNICATIONS ASSISTANCE for LAW ENFORCEMENT ACT (CALEA)

(Summary: The right to moni tor and cooperate with Law Enforcement on Data usage within an organization such as the
internet and e-mail.)

Note: The following information is provided for general reference purposes only and should not be relied upon for a full
and complete understanding of the CALEA statute. Carriers and others seeking to know how they are affected by CALEA
should consut the statute and r elevant FCC rules, Oders, and other publications, as well as rules and other documents
published by the United States Department of Justice and the Federal Bureau of | nvestigation (FBI).

CALEA comghance is a legal obligation imposed on all carriers covered by the statute. To assist carriers with designing a
schedule for becoming CALEAcompliant, the FBI has developed a carrier Flexible Deployment Assistance program for
circuit mode compliance. Note that this program has been discontinued for packet mode extension requests. The FCC
encourages all carriers to consult with the FBI about pr ogram details. Detailed instructions and contact information for
this program, as well as summary information about current CALEA compiance requirements, may be obtained online
from the FBI/CIS: http://www .askcalea.net

Report complaints and potential violations to:

Ivan Jones, Director - ivan.jones@ttcshelbyville.edu

Ron Boyd, Student Services Coodinator - ron.boyd@ttcshelbyville.edu

Steve Mallard, IT Manager - steve.mallard@ttcshelbyville.edu

Mike Miller, Asst. IT Manager - mike.miller@ttcshelbyville.edu

HIPAA BRIEF SUMMARY (Information Technology Department)
WHAT IS HIPAA?

HIPAA stands for the Health | nsurance Portability and Accountability Act of 1996. A major component of HIP AA
addresses the privacy of individuals’ health information by establishing a nation-wide federal standard concerning the
privacy of health information and how it can be used and disclosed. This federal standard will generally preempt all
state privacy laws except for those that establish stronger protections. The HIPAA privacy laws are effective April 14,
2003 .

Genenlly, HIPAA “covered entities” will have to comply with HIPAA rules for any health or medical information of
identifiable individuals, including their medical records, medical billing records, any clinical or research databases, and
tissue bank samples. Covered entities are health care providers, health plans (including employer’s sponsored plans),
and healthcare clearing houses (e.g., billing agent). Records maintained at the Tennessee Technology Center at
Shelbyville are kept secure and are only disclosed in emergencies and to the individuals.

Report complaints and potential violations to :
Ivan Jones, Director - ivan.jones@ttcshelbyville.edu
Ron Boyd, Student Services Coodinator- ron.boyd@ttcshelbyville.edu

Steve Mallard, IT Manager - steve.mallard@ttcshelbyville.edu
Mike Miller, Asst. IT Manager - mike.miller@ttcshelbyville.edu

Children’s Online Privacy Protection Act
COPPA

The Chidren’s Online Privacy Protection Act and Rule apply to individually identifiable information about a child that is
collected online, such as full name, home address, e-mail address, telephone number or any other inf ormation that
would allow someone to identify or contact the child. The Act and Rule also cover other types of information — for
example, hobbies, interests and information collected through cookies or other types of tracking mechanisms — when
they are tied to individual ly identifiable information.
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