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SPECIAL INFORMATION ABOUT THE CATALOG

This catalog is provided to assist students in becoming acquainted with Middle
Georgia Technical College. The catalog is designed to be a guide to orient students
to the functions, organizations, policies, and procedures at the College. The official
Middle Georgia Technical College Catalog is maintained electronically at the
College’s website, www.middlegatech.edu. Consistent with the characteristics of
printed paper documents, this book is a representation of the information that was
current on the date of printing. For the most current information, readers should
access the electronic version of the catalog at the College website.

Statements in this document are for information and guidance only and cannot be
considered the basis for a contract between the student and the College. Although
the provisions in the catalog represent policies and procedures when published,
Middle Georgia Technical College reserves the right to change any provisions
including academic requirements for graduation without notice to individual
students. Every effort will be made to advise the student body of changes. It is
especially important that students know that it is their responsibility to stay informed
of all changes including academic requirements for graduation.

Middle Georgia Technical College reserves the right to change or amend its
regulations, curricula, fees, and administrative procedures without prior notice.


http://www.middlegatech.edu/

NON-DISCRIMINATION

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

This policy of non-discrimination is consistent with Title IX of the Educational
Amendments of 1972, Title VI of the Civil Rights Act of 1964, Title VII of the Civil
Rights Act of 1964, Executive order 11246, the Equal Pay Act, the Age Discrimination in
Employment Act, the Americans With Disabilities Act, Section 504 of the Rehabilitation
Acts of 1973, Section 503 of the Rehabilitation Act of 1973, Section 402 of the Vietnam
Era Veterans Readjustment Assistance Act of 1974, the Immigration Reform and Control
Act of 1986; O.C.G.A § 45-19-21 and other related state statues. The following person
has been designated to handle inquiries regarding the administration of the College non-
discrimination policies:

Jeff Scruggs
Vice-President for Economic Development
and Institutional Support Services
80 Cohen Walker Drive
Warner Robins, Georgia 31088
Building H
(478) 988-6800 x3001



FROM THE PRESIDENT

Welcome! Congratulations on your decision to further your education with us. Middle
Georgia Technical College is a two-year postsecondary college that provides instruction in
occupational disciplines leading to associate degrees, diplomas, and certificates; student
and community development services; adult education programs and services; and
continuing education for occupational advancement, personal enrichment and economic
development services to business and industry.

Middle Georgia Technical College continues to meet the challenges of an ever-changing
and dynamic service area. Practical, yet farsighted, the programs in technical education
have contributed significantly to the overall growth of this service area. The future
availability of trained technicians is linked directly to formulating a partnership with
business and industry. Our clear purpose is to promote economic growth and development
of the state and the economic well being of its adult citizens by providing public
postsecondary programs and services in the service area.

The delivery systems for such educational/training experiences and service make provision
for optimal accessibility, diversity, responsiveness, and quality to adequately address the
needs of the wide array of constituencies Middle Georgia Technical College is committed
to serve. This system entails credit and noncredit instruction based upon identified local
needs, offered in varying formats, conducted at convenient times and locations, all made
available at competitive cost.

This catalog describes our policies and educational programs. We are dedicated to helping
students become successful employees and look forward to assisting you.

Dr. Ivan H. Allen



MIDDLE GEORGIA TECHNICAL
COLLEGE CALENDAR
July 1, 2011 — May 3, 2012

The dates on this calendar are subject to change. Students should
confirm dates of holidays and final exams with their instructors.

SUMMER QUARTER

Quarter begin/end dates July 6/August 11
Final Exams —Day August 11

—Night August 10* & 11**

FALL SEMESTER

Semester begin/end dates August 23/December 15
Student holidays Sept 5/0ct 10, Nov 11, 23-25
Staff holidays Sept 5/0Oct 10; Nov 11, 24-25
Final Exams —Day December 14

—Night December 14* & 15**

SPRING SEMESTER
Semester begin/end dates Jan 9/May 3

Student holidays Jan 16, Feb 20, & Apr 2-6
Staff holidays Jan 16
Final Exams —Day May 2

—Night May 2* & 3**

*Final Exams for Monday/Wednesday night classes only.
**Final Exams for Tuesday/Thursday night classes only.
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Middle Georgia Technical College
Key Telephone Numbers

Main Number — (478) 988-6800 or 1-800-474-1031
Student Affairs/Admissions — (478) 988-6850

Adult Education GED Program — (478) 929-6789
Bookstore — (478) 988-6805

Business Office — (478) 988-6842

Career Services — (478) 988-6800 Ext. 5014
Continuing Education — (478) 988-6810
Cosmetology Services — (478) 988-6913

Dental Hygiene Services — (478) 988-6800 Ext. 4500
Economic Development Programs — (478) 988-6852
Faculty and Academic Affairs — (478) 988-6849
Financial Aid — (478) 988-6871

High School Initiatives — (478) 988-6800 Ext. 5035
Library — (478) 988-6863

Registrar — (478) 988-6800 Ext. 5013

Security — (478) 988-6800 Ext. 6993

URL http://www.middlegatech.edu

President.......co i Dr. lvan H. Allen
Vice President for Academic Affairs .........cccevvvvccnnnnen, Dr. Amy Holloway
Vice President for Administrative Services...........c.cccoeuuee. Michelle H. Siniard
Vice President for Adult EAUCAtioN..........cooeeevinnnieccnine Brenda Brown
Vice President for Economic Development & .................... Jeffrey T. Scruggs
Institutional Support

Vice President for Student Affairs ..........ccoovvrrriccecrennnnn. Craig B. Jackson
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GENERAL INFORMATION
HISTORY

Middle Georgia Technical College was originally established as Houston Vocational
Center in the summer of 1973. The Georgia Board of Education, in conjunction with
the Houston County Board of Education, the Middle Georgia Area Planning and
Development Commission, and the community, opened Houston Vocational Center
for the purpose of providing vocational educational programs to secondary and post-
secondary students. The official ground-breaking ceremony was held on November
11, 1972. The President of the Technical College (then Center Director) was hired
July 1, 1973, and the remainder of the initial staff was on board by January 1, 1974.
Classes began January 1974, and the first students graduated at the end of the Fall
Quarter of 1974.

In 1982, the Houston County Board of Education began construction on vocational
additions for each of the county's high schools to provide on-campus vocational
instruction for secondary students and to allow Houston Vocational Center to move
toward a state-of-the-art postsecondary educational facility. During the period two
additional wings were added to the present structure dedicated to offering
postsecondary programs during the day. Upon completion of the transition to a total
postsecondary institution, Houston Vocational Center was named Houston Area
Vocational Center in July 1985, and granted an expansion to a four-county service
area of Houston, Peach, Pulaski and Dooly counties.

In January 1986, Houston Vocational Center became a state institution operated by
the newly created State Board for Postsecondary Vocational Education. In August,
1987, the Board of Directors for Houston Vocational Center conducted a community
survey to determine a school name which reflected the newly assigned service area.
As a result of this survey, Houston Vocational Center was officially renamed Middle
Georgia Technical Institute. In July 1988, the reorganization effort statewide resulted
in a name change for the department to the Georgia Department of Technical and
Adult Education and, in turn, an organizational change renamed our governing board
to the Georgia State Board of Technical and Adult Education.

Based upon a 1998 study prepared by the Middle Georgia Area Planning and
Development Commission and the preparation of a Strategic Long-Range Plan by the
Carl Vinson Institute of Government at the University of Georgia (1991-1992), the
1992 Georgia General Assembly approved funding for the land purchase, program
development and pre-architectural drawings for a relocated campus. During the 1993
General Assembly session, funds were approved to construct the relocated campus on
the 83-acre site in Houston County. In March 1998, Middle Georgia Technical
Institute completed the relocation to the new campus.

In November 1990, Middle Georgia Technical Institute became the fiscal agent and
service provider for the Adult Literacy program within its four-county service area.
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Since accepting this responsibility, Middle Georgia Technical College has established
Adult Literacy Centers in all the counties served.

In January of 1999, the State Board of Technical and Adult Education granted
approval for Middle Georgia Technical Institute to award Associate Degrees. After
making application and receiving approval from the Commission of the Council on
Occupational Education, accreditation was extended to include the award of associate
degrees. In July 2000, the Georgia State Board of Technical and Adult Education
approved the change of the school’s name from Middle Georgia Technical Institute to
Middle Georgia Technical College.

In 2005, Middle Georgia Technical College was accredited by the Commission on
Colleges of the Southern Association of Colleges and Schools to award the Associate
degree.

The College provides credit programs leading toward certificates, diplomas and
associate degrees. The Continuing Education Department offers courses designed to
meet specific needs identified by the community. The Economic Development
Programs Department serves the community through specialized training and Quick
Start training.

Middle Georgia Technical College operates in an environment that displays a wide
range of demographic characteristics with substantial variations in population,
personal income, educational attainment, and economic development. Dealing with
the spectrum of both urban and rural economies, Middle Georgia Technical College
works with local authorities to diversify the tax base and meet the educational needs
of the citizenry.



MISSION STATEMENT
MISSION

The Mission of Middle Georgia Technical College, a unit of the Technical College
System of Georgia, is to contribute to the economic, educational, and community
development of the state by providing quality academic and technical education to
the citizens of middle Georgia. The College offers associate degree, diploma, and
technical certificate of credit programs, adult education services, continuing
education, and customized business and industry workforce training through
traditional and distance education delivery.

PHILOSOPHY

Consistent with this mission, Middle Georgia Technical College affirms the following
philosophy:

The faculty and staff of Middle Georgia Technical College believe it is the College’s
responsibility:

** To provide academic and technical education through both traditional and distance
delivery methods.

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

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

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

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

** To collaborate with other postsecondary and secondary institutions to provide a
seamless educational system.



ACCREDITATION
REGIONAL

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

LOCATION

The main campus of Middle Georgia Technical College is located at 80 Cohen Walker
Drive in Warner Robins, Georgia. Easy access is available from Houston Lake Road
and Georgia Highway 96. Extended classroom facilities are located at the Museum of
Aviation. The Adult Education Program utilizes several locations throughout the four-
county service area to offer educational services with variable time schedules.
Auxiliary training sites are located at 1311 Corder Road in Warner Robins; the Pulaski
County Education Center, 243 Warner Robins Hwy. in Hawkinsville; the Dooly County
Economic Development Training Center, 402 Hawkinsville Road in Vienna.



ADMINISTRATIVE ORGANIZATION
TECHNICAL COLLEGE SYSTEM OF GEORGIA STATE BOARD:

Middle Georgia Technical College is under the policy and administrative control of the
State Board of the Technical College System of Georgia. This Board was established
with the responsibility for the governance and management of all the state-supported
postsecondary technical colleges.

The Board executes its responsibilities in two primary ways:

1. by adopting policies to provide general guidelines for governing the system and

2. by appointing a Commissioner and, under his supervision, presidents of the
technical colleges who are given the responsibility and the authorization, for the
administration of the system in accordance with the adopted policies.

Technical College System of Georgia
Ronald Jackson, Commissioner

Dean Alford, Chair
Paul Holmes, Vice Chair

Mr. Ben I. Copeland, Sr. Sandra B. Reed, M.D.
Frank S. "Chunk" Newman Dr. Lynn Cornett

Tommy David Michael L. “Sully” Sullivan
Don L. Chapman Cedric J. Johnson

L. McGrath Keen, Jr Otis Raybon, Jr

John H. “Pepper” Bullock Sylvia E. Russell

Michael C. Daniel Mary P. Flanders

Earl E. Smith Carl E. Swearingen

Ben J. Tarbutton, Jr. Z. Shaw Blackmon

Dinah C. Wayne Ronnie D. Rollins



Local Board of Directors:

Middle Georgia Technical College is governed by the State Board of the Technical
College System of Georgia. The College is served by an additional board, the Local
Board of Directors. Each member is approved by the State Board of the Technical
College System of Georgia.

The Board of Directors meets a minimum of eight times annually. It sets policies for
the Technical College consistent with policies established by the State Board.

Middle Georgia Technical College
Local Board of Directors

Thomas J. McMichael ~ Chairman
Tommy Stalnaker ~ Vice Chair

Rodney Brannen ~ Dooly County Stephen Williams~ Houston County
Paul Hibbitts, Sr. ~ Houston County Janis Sparrow ~ Pulaski County
Michael O’Hara ~ Houston County Dollie Horton ~ Peach County



PROGRAM CLASSIFICATIONS

The Vice President for Academic Affairs has administrative responsibility for all credit
instructional programs. Matters of educational policy including approval of programs,
courses, and the grading system are developed by the faculty and the administrative
staff, approved by the President, and adopted by the Middle Georgia Technical College
Board of Directors and the State Board of the Technical College System of Georgia
under the guidelines of the Technical College System of Georgia.

DEGREE PROGRAMS

An Associate of Applied Science (AAS) Degree may be earned at Middle Georgia
Technical College in specified credit programs, as approved by the Technical College
System of Georgia. In addition to a general education core, the AAS degree includes a
sequence of courses in the fundamental and specific occupational requirements that
prepare students for entry-level employment and career advancement in their chosen
field. These associate degree programs emphasize theory and practical application. All
AAS degree programs offered by MGTC are primarily workforce preparatory degrees.
MGTC does not guarantee that the courses and programs completed are transferable to
other postsecondary institutions. Acceptance of transfer credit from MGTC is always
up to the receiving institution. Certain degree-level English and Math are transferable
to University System of Georgia schools through the Mini-Core agreement.

DIPLOMA PROGRAMS

Diploma programs are organized around a curriculum in a chosen area of specialization,
which leads to a diploma. Diploma programs equip the postsecondary student with the
knowledge, skills, and attitudes required for entry into or upgrade within an occupation.
Most programs are offered on a full-time and part-time basis, with full-time program
length varying from one to two years. All requirements for diploma programs must be
met in order for an individual to be awarded a diploma from Middle Georgia Technical
College. Individuals who earn less than the credits required for a diploma may be
eligible to receive a Technical Certificate of Credit (TCC). Students interested in a
TCC should contact their program advisor for further information.

TECHNICAL CERTIFICATE OF CREDIT PROGRAMS

Technical Certificates of Credit are offered at Middle Georgia Technical College as an
alternative to diploma programs and are especially suited to the person desiring a short
and very specific training program. All Certificates of Credit programs are approved by
the Technical College System of Georgia.

DEGREE ARTICULATION AND COURSE TRANSFER AGREEMENTS

Middle Georgia Technical College participates in cooperative programs with multiple
colleges and universities. Articulation Agreements apply to Associate Degree graduates
from MGTC and allow those students to receive transfer credit toward specific degrees
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at receiving institutions. The aim of these agreements is to allow our students to
transfer the knowledge they have gained at MGTC into programs at other institutions of
higher learning. Course Transfer is an agreement between Middle Georgia Technical
College and other Colleges and Universities to accept specific courses that students
have taken at MGTC as substitutes for courses required at those institutions. For more
information about these agreements, contact the Registrar at 988-6800 x5013.

The Mini-Core agreement is an agreement between the Technical College System of
Georgia and the University System of Georgia. It guarantees the transfer of the
following courses (with a grade of C or better) from any TCSG college to University
System of Georgia colleges and universities:

ECON 1101 Principles of Economics
ENGL 1101 Composition and Rhetoric
ENGL 1102 Literature and Composition
ENGL 2130 American Literature
MATH 1101 Math Modeling

MATH 1111 College Algebra

MATH 1113 Precalculus

PSYC 1101 Introduction to Psychology
SOCI 1101 Introduction to Sociology
SPCH 1101 Public Speaking

For more information about the Mini-Core agreement, contact the Registrar at 988-6800
x5013.

DISTANCE LEARNING COURSES

Middle Georgia Technical College is providing students more technical educational
options than ever before. The same high quality instruction and course content is
available through a variety of online course offerings without the barriers of time and
place that prevent many students from pursuing educational opportunities. Please note
the following policies and procedures regarding online courses:

1. Any student registering for online courses must have access to a computer
with Internet access outside campus.

2. To succeed in an online environment, students must possess basic computer
skills, such as the ability to send and receive e-mail attachments and to
navigate the Internet.

3. Students registering for online courses offered through MGTC must see their
advisor before being allowed to register on the web. To take online courses
through another technical college as a transient student, students must register
through GVTC’s website (http://www.gvtc.org).

4. All communication between students and instructors outside of the online
course environment will be through MGTC e-mail accounts.

5. No repeat attempts are allowed for online courses without advisor approval.
Students receiving grades D, F, or WF must retake the course in a classroom
setting.

6. Online attendance policy: Students are required to complete an assignment
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the first week of class to remain in the course. Students should review the
course schedule for the assignment deadline. Students must remain active
throughout the semester by logging in to the course site regularly and
submitting assignments weekly.

For more information, visit the MGTC website at http://www.middlegatech.edu or the
GVTC website at http://www.gvtc.org.



http://www.middlegatech.edu/
http://www.gvtc.org/

CAREER ASSESSMENT AND TUTORING SUPPORT
CAREER INTEREST ASSESSMENT

Students needing assistance in the selection of their program of study are encouraged to
request career interest assessment at the time of application to MGTC. Varieties of
resources are available in the CARE Center, Career Services or by inquiring at the
Admissions Office.

PROMETRIC AND LASERGRADE TESTING

Computer based testing is on the rise in many sectors of employment. Middle Georgia
Technical College qualifies as a site for internationally-based Prometric testing, a
division of Thomson Learning, as well as for LaserGrade testing.

Information technology (IT) tests of most software companies, Federal Aviation
Administration (FAA), and Federal Communication Commission (FCC) tests are
available for taking on a daily basis.

Registration for an IT test is accessed at www.2test.com. FAA and FCC test
registration is accomplished by contacting the test administrator at (478) 988-6850.

TUTORING CENTER

The Tutoring Center is designed to assist students to succeed in their educational
endeavors. The Center is geared to assist individuals in achieving success in the areas
of Math and English. Students can receive individual tutoring as well as computer-
based tutoring using the software programs in the Center. Math tutorials are available
ranging from learning support math to algebra, calculus and trigonometry. In addition,
computer-based programs are available to allow applicants and students to research
career choices. The Center, located in Al124, is open from 8:00 a.m. to 7:00 p.m.
Monday, Tuesday, and Wednesday, 8:00 a.m. to 5:30 p.m. Thursday, and 8:00 a.m.
until 3:30 p.m. on Friday.
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CONTINUING EDUCATION/
ECONOMIC DEVELOPMENT

Continuing education and specialized training for business and industry are vital
elements of the total educational program. These educational experiences are designed
to provide opportunities for individuals wanting to upgrade their present skills or to
explore new occupational fields. It also provides resources for business, industry,
government, and professional groups desiring to supplement their own training and
development programs. Programs are offered as short courses, seminars, and
workshops. The structure of these programs is determined by the nature of the
materials, instructional approach, and the needs of the requesting organization.

Continuing education courses are available on-line and on campus to individuals for
professional development, personal enrichment, and technical/occupational skills
upgrading. Registration for these courses may be accomplished by mail or in person.
Course offerings are published on the college’s website: http://www.middlegatech.edu.
For information or to suggest courses for future quarters, contact the Economic
Development Office.

Specialized training for specific companies is coordinated by the Vice President for
Economic Development & Institutional Support. Programs can be customized to meet
specific training needs and offered at various times and locations for the convenience of
the business. Registration procedures are simplified, and fees may be billed to
companies.

Middle Georgia Technical College, under the auspices of the Technical College System
of Georgia sponsors the Quick Start Program for new and expanding industries. The
Vice President for Economic Development & Institutional Support has the
administrative responsibility for operating this program. Quick Start offers customized
training programs and, pre-employment training. Assistance in recruiting and screening
through the Georgia Department of Labor may also be arranged.

The resources of Middle Georgia Technical College are an invaluable asset in providing
customized training to new and existing industries in the service area. Economic and
industrial development authorities are encouraged to investigate the advantages of this
program.

ADULT EDUCATION PROGRAMS

Adult Education provides instructional services to individuals at least 16 years old and
not currently enrolled in public school. Instruction is individualized and based on an
initial prescription. Classes are provided in reading, writing and math skills, GED
preparation, English as a Second Language, Civics Education and Citizenship, Fair
Housing, Health Education, Family Education and Workplace Education. In addition,
one-on-one tutoring is available through our volunteer program.

Day and evening classes are offered. In most cases, a student can choose a three-hour
block of instruction which best meets his or her needs. Instruction is offered at three
levels. These levels are: Adult Basic Level which provides instruction for the
development of reading readiness, basic arithmetic skills, and an introduction to writing
and basic grammar; Adult General Level which provides instruction in the areas of
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reading comprehension, reading in the content areas, mathematics, and language arts;
and Adult Specialized Level which provides instruction that will enable a student to
develop the skills necessary to pass the GED examination. It includes the areas of
reading, science, social studies, grammar, writing skills and mathematics.

ESL (English as a Second Language) classes are provided for persons for whom
English is a second language. A practical application to everyday life is used to help
persons become more functional in this country and also assists in their studies for
citizenship.

Adult education programs are organized in separate locations in the counties of Dooly,
Houston, Peach, and Pulaski. Applicants may come by the Adult Education Office to
apply or contact the Vice President for Adult Education at (478) 988-6851 to determine
admission details and the nearest location of classes.

A placement test for adult education classes will be administered at each center to
properly identify each applicant’s functioning level. Advisement and scheduling are
based on the test results. There is no cost for the adult education classes, and books are
provided in the classroom at no cost.

PRE-RELEASE TRAINING PROGRAMS

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

All programs except Advanced Aircraft Sheet Metal are operated under specific state
program standards. These program standards allow for transferability of courses taken
at MGTC to any of the Technical College System of Georgia colleges. The Advanced
Aircraft Sheet Metal program is currently operated under local standards in compliance
with the State General Program Standards.

State standards ensure that our partners in business and industry can rely on our students
to have the knowledge and technical expertise to handle their jobs efficiently.

GUARANTEE

State standards allow Middle Georgia Technical College to offer this guarantee:

“If an employer finds a Middle Georgia Technical College graduate to be
deficient in specific competencies listed in a state standard curriculum within
two years of graduation, the student will be retrained at no instructional cost
to the student or employer."

This guarantee applies to any graduate of Middle Georgia Technical College who is
employed in the field of his/her training. It is in effect for a period of two years after
graduation. To inquire or file a claim under this warranty, employers or graduates may
call the Vice President for Academic Affairs.

COLLEGE CALENDAR

The school year at MGTC consists of three semesters with day and evening courses
offered Fall, Spring, and Summer. Fall and Spring semesters consist of 75 class days
plus two final exam days. Summer semester runs 9-10 weeks with two final exam days.
Some programs begin classes each term; other program entrance dates vary.

DAILY SCHEDULE

Day classes are normally scheduled from 8:00 a.m. to mid-afternoon. Evening classes
usually meet 2 % to 5 hours per night. Courses are scheduled from one to four nights
per week Monday through Thursday between 5:40 p.m. and 10:30 p.m.

CAMPUS BOOKSTORE

Middle Georgia Technical College maintains a bookstore on the main campus.
Students may purchase textbooks and supplies during regular bookstore hours which are
8:00 a.m. to 7:00 p.m. Monday through Thursday, and 8:00 a.m. to 3:30 p.m. on Friday,
when school is in session.
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CAMPUS TOURS

Visitors are always welcome and are invited to visit MGTC at any time that classes are
in session. Each visitor is requested to check with the Admissions Office before touring
the campus or visiting other areas of the school.

Groups wishing to tour the campus should contact the Recruiter at 478 988-6800, ext.
5040 to arrange a mutually convenient date and time.

EMERGENCY CLOSING

The President or Vice President for Academic Affairs is authorized to take action to
close the school if conditions exist that may threaten the health and safety of students
and personnel. The President or Vice President for Academic Affairs is also
empowered to delay the opening hour of the school day and/or release students and
personnel before the normal day ends if hazardous conditions exist.

School closures or delayed openings will be announced by the local radio stations and
on local television stations.
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ADMISSION AND REGISTRATION

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

1. Be nondiscriminatory to any eligible applicant regardless of race, color,
creed, national or ethnic origin, gender, religion, disability, age, political
affiliation or belief, disabled veteran, veteran of the Vietnam Era or
citizenship status, (except in those special circumstances permitted or
mandated by law);

2. Increase the prospective student’s opportunities;

3. Guide the implementation of all activities related to admission to Middle
Georgia Technical college and its programs, to student financial aid, and to
the recruitment, placement and retention of students; and

4, Complement the instructional programs of Middle Georgia Technical
College.

ADMISSION REQUIREMENTS:
Age

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

Education

A high school diploma (verified by an official transcript including graduation date and
diploma type) or GED is required for admission to most programs at Middle Georgia
Technical College. Certificates of Attendance or special education diplomas are not
recognized for admission purposes. Students with diplomas from secondary schools
located outside the United States must have their transcripts evaluated for equivalency
by an approved outside evaluation organization. Applicants who have successfully
completed (C or better) a minimum of 30 semester or 45 quarter hours at the degree
level may submit official transcripts from all previously attended colleges accredited by
an accepted accrediting agency in lieu of a high school diploma or GED. There are
programs that do not require a diploma or GED to enter, but do require that the student
receives a GED prior to graduation from MGTC. Applicants who do not have a high
school diploma or GED must pass an independently administered test to show ability to
benefit from the program of study and to receive the Federal PELL Grant. The
President may grant a waiver to the admissions requirements as it relates to possessing a
GED or high school diploma for those secondary students who are otherwise eligible to
enroll in a program of study that is agreed upon by the secondary school and Middle
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Georgia Technical College.

Students completing a secondary program of study that is not approved by a recognized
accreditation agency accepted by the Technical College System of Georgia or meets the
requirements of O.C.G.A. 20-2-690 for home schooled students Official Code 20-2-690
may nevertheless be admitted to a Technical College by attaining a GED or through one
of the following paths.

1) Documentation of certified home schooling or equivalent as outlined in
0.C.G.A 20-2-690; appropriate placement test cut-off scores (e.g. ASSET-
Compass); and appropriate SAT critical reasoning/verbal and math scores or
ACT verbal and math scores as specified by the program standards.

2) Presidential waiver - Students being admitted under this section may seek a
Presidential waiver from the usual requirement that they earn a high school
diploma or GED prior to graduation from a Technical College program.

3) Students with diplomas from secondary schools located outside the United
States must have their transcripts evaluated for equivalency by an approved
outside evaluation organization.

Test Scores

Students applying for degree and diploma programs and most certificate programs are
required to submit scores earned on the ASSET or COMPASS placement test, SAT,
ACT or CPE scores obtained within the past five years. The placement test is
administered regularly at Middle Georgia Technical College. Official transcripts from
an accredited institution documenting equivalent program-level English and math
coursework successfully completed at other postsecondary institutions may be used to
document a student’s basic education skills and satisfy the requirement to test.

ADMISSION PROCEDURES

Applications may be completed online through our  website at
http://www.middlegatech.edu or paper applications may be obtained in the Admissions
Office. A $15 non-refundable application fee must be submitted along with a
completed application. Applications from persons who do not actually enroll in Middle
Georgia Technical College will be maintained for one year from the date of application.

Documentation of Secondary and Postsecondary Education

It is the responsibility of students to provide Middle Georgia Technical College with an
official copy of their high school or GED diploma or transcripts. Official transcripts
from other postsecondary schools attended are also required in order to receive transfer
credit and for financial aid purposes.

Testing

Prospective students entering all degree, diploma, and most certificate programs must:
(1) take the ASSET or COMPASS placement test, or (2) submit acceptable
SAT, ACT or CPE scores or (3) provide an official transcript from an accredited
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postsecondary institution showing satisfactory completion of appropriate English and
math courses. The ASSET and COMPASS test is given at convenient times throughout
the week.

Waiting Lists

In the event that a student’s program of choice does not have available openings, a
waiting list will be created. Students will be admitted on a first-come, first-serve basis
or in accordance with program competitive admission criteria.

Additional requirements for Allied Health programs

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

CATEGORIES OF ADMISSION

Admission to a credit program of the Middle Georgia Technical College will be in one
of the following categories: regular, provisional, developmental, or special.

Regular Admission Requirements

Regular admission of students to a credit program is contingent upon meeting statewide
admission requirements established for that specific program and proper completion of
application, assessment, and placement procedures. A high school diploma or GED is
required for regular admission to most diploma programs. Minimum placement test
scores by program are depicted in Table 1.

Provisional Admission Requirements

Provisional admission to a credit program may be granted to qualified students not
meeting the regular admission requirements for their desired programs of study.
Provisionally admitted students whose English, math and/or reading achievement levels
do not meet regular admission requirements (see Table 1 on Page 29 for minimum
program scores) are required to enroll in developmental courses approved by the
Technical College System of Georgia. Provisionally admitted students are allowed to
take developmental courses and certain occupational courses based upon program-
specific standards and course co-requisites and prerequisite requirements.

Developmental Admission Requirements

Developmental admission is granted to students who do not meet the regular or
provisional admission requirements. Students in this category are eligible to enroll in
remedial classes and are required to successfully complete Middle Georgia Technical
College’s Study Skills Seminar (COLL 1001).
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Special Admit Student

Applicants who have a degree from an accredited institution of higher education and do
not wish to pursue another degree, diploma or certificate may enroll as a special admit
student. Special admit students are required to submit an official transcript showing
evidence of degree completion. Special admit students may be required to consult with
a program advisor to ensure they have the prerequisite skills to be successful in the
class. Admission is granted on a space-available basis. Special admit students should
be aware of the following admissions criteria.

1. International students may not be admitted under special admit status.

2. Students receiving financial assistance requiring certification of enrollment
may not enter under special admit status.

3. Students on academic suspension may not be admitted as special admit
status.

A student may count up to a maximum of 25 credit hours toward a specific diploma
program while in this status. If a special admit student decides to pursue a program
he/she will be classified as a transfer student and must meet the requirements set forth
in the catalog.

Transient Student Admission

A student in good standing may be permitted to enroll as a transient student on a space-
available basis in order to complete work to be transferred back to the parent institution.

The transient student must:

1. Submit an application for admission to MGTC. Transient students will be
designated as “transient” students by the host institution (Middle Georgia
Technical College) for reporting purposes.

2. Present a Transient Agreement Letter from the parent institution verifying
the student is in good standing as well as the courses the student is eligible
to take. A current Transient Agreement Letter is required for each term of
enrollment.

3. Transient students will pay MGTC scheduled fees.
Readmissions

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

Students dismissed or suspended from MGTC may apply to re-enter at the beginning of
any term following the dismissal or suspension period. Reapplication does not mandate
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acceptance. Students reapplying for admission after their program curriculum has
changed will normally be required to meet the requirements of the new curriculum.
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ASSET/COMPASS SCORE REQUIREMENTS

Program Regular Admission  Provisional Admission
R wW N ALG R W N

Associate Degree Programs 41/79  42/62 42/50 42/37

Diploma Programs 38/70  37/32 35/26 33/47 32/13 31/19

Note: The following diploma programs also require an ALG score of: 37/28

Aviation Maintenance. Technology

Computer Support Specialist

Drafting Technology

Electrical Control Systems

Electronics Fundamentals/Technology

Industrial Mechanical Systems

Industrial Systems Technology

Information Technology Professional

Networking Specialist

Radiologic Technology

Ability to Benefit 35/60 35/23 33/22

R =reading W =writing N =numerical ALG = Algebra

Other Scores: Degree SATV 460 SATM430 ACTV24 ACTM20
Diploma/ Certificate SATV 430 SATM400 ACTV22 ACTM19

Table 1 ~ASSET/COMPASS Minimum Admission Requirement Scores

20



OPTIONS & OPPORTUNITIES FOR HIGH SCHOOL STUDENTS

High school students have the opportunity to earn COLLEGE CREDIT NOW through a
variety of options. High school students seeking additional information may call the
MGTC High School Initiatives Coordinator at (478) 988-6800 x 5035.

ARTICULATED COURSE CREDIT

Articulation agreements have been established with local area high schools to ensure
students receive credit once competencies have been achieved in aligned courses. A
student must take the appropriate aligned high school course and meet all the eligibility
requirements for articulated course credit. Secondary students have the opportunity to
receive Articulated Course (AC) Credit by completing a Middle Georgia Technical
College program specific exemption test with a score of 70 or higher on the exam. To
apply for AC credit, students must complete the Articulated Credit by Exam form and
submit it along with their official high school transcript to the High School Initiatives
Coordinator. Students must currently be enrolled in high school or enrolled at MGTC
within 24 months of high school graduation in order to receive this credit. Course credit
by articulation is recorded as “AC” on the transcript and is not included in the
calculation of the student’s GPA.

The Articulated Credit by Exam form with acceptable articulated/aligned programs is
available at participating high schools in the counselor’s office, or from the MGTC
Admissions office.

DUAL TECHNICAL CREDIT (HOPE GRANT)

The Dual Technical Credit — HOPE Grant Program offers high school students the
opportunity to earn both college credit and high school credit toward graduation.
Students may take technical courses within a technical certificate of credit (TCC) or
diploma program. Core academic courses may not be taken under Dual Technical
Credit — HOPE. When a course has been successfully completed, students earn both
college credit and high school units.

To cover the cost of the Dual Technical — HOPE option, students can qualify for the
HOPE Grant which pays 90% of tuition.

DUAL ACADEMIC CREDIT (Accel)

The Dual Academic Credit (Accel) program provides high school students with the
opportunity to earn both college associate degree-level credit and high school credit for
academic courses.

A Dual Academic Credit (Accel) Course Directory has been updated and is now
available on Gacollege411.org. This directory contains the high school courses and the
college equivalents for the Dual Academic Credit program. The directory is available
from the Accel information page on Gacollege411.org or at the direct link:
http://www.gsfc.org/main/publishing/pdf/2005/accel_courses.pdf

When a course has been successfully completed, students can earn both college degree
level credit and high school units toward graduation. Eligible students are awarded the
Accel Award.
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JOINT ENROLLMENT

High school students can take courses at MGTC through Joint Enrollment. Students
receive college credit only for Joint Enrollment. Students may qualify for the HOPE
Grant which pays 90% of tuition.

MOVE ON WHEN READY

Move on When Ready (MOWR) provides opportunities for high school juniors and
seniors to enroll full-time in postsecondary institutions to earn both high school and
college credits simultaneously. Funding for MOWR is provided through the high
school full-time equivalent (FTE) program count.

Students are eligible to participate in MOWR if they are entering 11" or 12" grade, as
determined by the local school system, and spent the prior year in attendance at a public
high school in Georgia. Participating students must have been enrolled for funding
purposed during the proceeding October and March FTE program counts. Students
who meet these qualifications can apply to Middle Georgia Technical College for
admission. Students seeking to enroll under MOWR must meet the admission
requirements as set by MGTC. Once admitted, the participating student will take all
coursework at or through MGTC or online courses approved by the Georgia
Department of Education. Move on When Ready will be implemented during the
2010-2011 academic year.

PRIVATE HIGH SCHOOL STUDENTS

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

HOME SCHOOL STUDENTS

Home school students are eligible for Joint Enroliment or Dual Enrollment if they meet
the College’s admissions requirements. For students not enrolled in a home study
program that is accredited by an agency specified in the approved list, the parent must
furnish proof of compliance with O.C.G.A. 20-2-690. Students who are enrolled in an
accredited home study program may be eligible for HOPE Grant (Dual Technical
Credit) or Accel (Dual Academic Credit) funds.

Recognizing the uniqueness of each individual student, we encourage home schooled
students and parents to contact the Office of Student Affairs for more information.
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STUDENT TYPES
TRANSFER STUDENTS

Applicants to Middle Georgia Technical College who have previously been enrolled at
another postsecondary institution will be considered for admission. Applicants must
meet all admissions requirements for the program for which they are applying.

Transfer students may receive advanced placement based on coursework successfully
completed (grade of “C” or higher) at the previous institution that is essentially the
same in content as those required for the program of study at Middle Georgia Technical
College. Official transcripts must be provided for any courses for which transfer credit
is requested.

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

TRANSIENT STUDENTS

A student in good standing at another accredited institution may be permitted to enroll
on a space-available basis in order to complete work to be transferred back to the parent
institution. A transient student should be advised in writing by the parent institution
concerning recommended courses.

The transient student must:

1. submit an application for admission to MGTC or the Georgia Virtual
Technical Connection (GVTC) for online classes.

2. the home school will submit a Transient Student Agreement (TSA) form or
Transient Letter authorizing the student to take the course(s) and indicating
the student meets the requirements to be a transient.

3. transient students will pay all MGTC scheduled fees.
FOREIGN STUDENTS

Citizens of foreign countries who desire to attend Middle Georgia Technical College on
a student Visa must complete the following requirements in addition to the admissions
procedures for new students:

1. furnish an official English translation of secondary and postsecondary records
and transcripts showing passing scores on native secondary school exams and
completion of secondary school education;

2. submit TOEFL (Test of English as a Foreign Language) scores. A score of
500 or above is required. A report/recommendation from an English language
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institute or program within the United States will be accepted in lieu of test
scores;

3. provide SAT, ACT, CPE, or ASSET scores; and

4. provide a statement of financial resources including a statement from a
recognized financial institution or appropriate governmental agency indicating
that the student has sufficient funds to finance an education, cover living
expenses, and return home.

DEVELOPMENTAL STUDENTS

Developmental students are those students who do not meet the regular or provisional
admission requirements.

PROVISIONAL STUDENTS

Provisional students are those students who, according to program admission
requirements, are allowed to begin occupational coursework while completing remedial
classes in a specific academic area.

SPECIAL ADMIT STUDENTS

Special admit students are those who have a degree from an accredited institution of
higher education and do not wish to pursue another degree, diploma or certificate.

READMIT STUDENTS

Students desiring to re-enter MGTC after a period of non-enrollment must reapply. To
receive credit for any coursework completed at another institution while not enrolled at
MGTC, students must provide an official transcript documenting courses completed.
Students dismissed or suspended from MGTC may apply to re-enter at the beginning of
any quarter following the dismissal or suspension period. Application to re-enter must
be made through the Admissions Office. Reapplication does not mandate acceptance.
Students reapplying for admission after their program curriculum has changed will be
required to meet the requirements of the new curriculum.

SENIOR CITIZENS

Residents of Georgia who are 62 years of age or older may request a waiver of tuition
charges. Mandatory fees, however, are not eligible for this waiver. This policy applies
to regular and institutional credit courses only. It does not apply to continuing
education courses, noncredit courses, or seminars. If tuition is waived under this policy,
admission will be granted only on a space available basis. Senior citizens must meet all
other admission requirements as required in the school catalog and pay all fees other
than tuition.
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REGISTRATION INFORMATION

REGISTRATION PROCEDURES

New students will receive a letter of acceptance informing them of the specific date and
time for advisement and registration in the CARE Center.

Current and returning students should consult with their program advisor during the
designated advisement period each quarter. Current students may register for their
classes at the time of advisement online via Banner Web.

Students who owe fees above available financial aid, must pay these fees at the
Bookstore cashier (current students may pay online via Banner Web) by the first day of
the upcoming term. Students who have not paid by the first day of the upcoming term
will be removed from their classes and must re-register; a late fee may be charged.

SCHEDULE OF CLASSES

The official schedule of classes is available at MGTC’s website and is posted on
bulletin boards throughout the campus.

DROP/ADD PERIOD

Students may amend their schedules during the drop/add period which is the first three
scheduled class days of the term. All changes of registration must be initiated by the
student, approved and processed by an advisor before the end of the drop/add period or
initiated by an advisor, should the change be required due to unfulfilled
prerequisite/testing requirements. Students attempting to register for class (es) during
the drop/add period will not be permitted to do so if they have missed more than ten
percent of the contact hours of that particular class. Changes to class schedules may
have an impact on financial aid entitlement. NOTE: The end of the drop/add period
signifies the end of any refund possibilities.

REGISTRATION ERRORS

It is the student’s responsibility to complete the proper procedures for registration or
changes to registration and to verify that his or her schedule of classes is correct.
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ACADEMIC EVALUATION

GRADING SYSTEM
Grades will be issued at the end of the semester using the following grading system:

GRADE ... GRADE POINTS
A (90-100) Excellent 4.00

B (80-89) Good 3.00

C (70-79) Satisfactory 2.00

D (60-69) Poor 1.00

F (Below 60) Failing 0.00

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

Courses in degree, diploma, and certificate programs of study require a grade of "C" or
higher in order to satisfy program requirements.

“AC” Articulated Credit
Advanced placement may be awarded for high school coursework completed under

formal articulation agreements when established competencies have been achieved and
verified by examination. A grade of AC will be given for the course(s).

"AU" Audit/Warranty Claim
A student may choose to audit a class rather than take it for credit. By auditing the
class, the student is allowed to attend class in accordance with the following guidelines:

1. meets established admission requirements of MGTC
2. has the approval of the instructor and follows the regular registration procedure

3. obtain prior approval from the Vice President for Academic Affairs for any
changes from audit to credit or credit to audit status, and

4. pays the appropriate fees for auditing the course.

Anyone auditing must attend class observing all academic policies and procedures. The
audit period of a class must conform to the same time period allowed for credit, with no
extension of time. An audit grade may not be changed later to a credit grade. A student
who is auditing a course is eligible to receive all materials available to credit students
except for tests. The instructor may provide "practice tests” for the audit student.
Students returning to MGTC to repeat a course(s) under the Warranty Claim will
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receive a grade of AU for the Warranty Claim course work.

“EX” Credit by Exam
Upon request and approval, a competency exam may be administered to a student to

determine if the student has already gained mastery of the course competencies (see
Course Exemption by Examination under Academic Policies). The "EX" grade carries
no quality points, but credit hours will be given identical to the number of credit hours
assigned to that course at MGTC.

NOTE: If a credit by exam is taken during the semester that the student has registered
for that course, financial aid will be withdrawn from the amount awarded and the
student may be required to reimburse.

'I'" Incomplete
When circumstances beyond the control of a student or an instructor prevent the

completion of course requirements during the prescribed time, an "I" (incomplete) may
be recorded until the final grade is established. The incomplete is assigned only after
the student has made arrangements with the instructor for fulfilling the course
requirements and is given at the discretion of the instructor. All work must be
completed within the first two weeks of the following semester, or the grade
automatically becomes an "F." Extraordinary circumstances may merit an appeal for an
extension of time. Extensions of time must be requested by the instructor and approved
by the Academic Affairs office.

'IP"" In Progress
This grade is restricted to programs that use block course scheduling and signifies that

the semester contact hours available for the course were not sufficient to complete
instructional delivery. Students must re-register for the course in order to carry it into
the next semester.

3

‘S” Satisfactory
A grade of “S” indicates that the student has successfully mastered all of the course

competencies and is reserved for developmental/remedial classes only. A grade of “S”
carries no quality points, but institutional credit hours for that course will be awarded to
the student.

"TR' Transfer Credit

A grade of "TR' indicates that the student has successfully completed the course at
another postsecondary institution. A grade of "TR" carries no quality points toward a
student’s institutional grade point average. The student will, however, receive
comparable credit hours at Middle Georgia Technical College for the credit hours
received at the former institution. (See Transcript Evaluations under Academic
Policies.) Transfer credit grades may be used for the purpose of calculating selection
GPA:s for select competitive programs.

“U” Unsatisfactory

A grade of “U” indicates that the student did not master all of the course
competencies and is reserved for developmental/remedial classes only. A grade of
“U” carries no quality points, but does factor into course completion rate for
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satisfactory academic progress.

"W Withdrawal
A grade of "W" indicates a student withdrew from the class at or prior to midterm.
There is no GPA penalty assigned for “W” grades.

"WE'" Withdrew Failing

This grade signifies that a student withdrew from the class and was not passing,
withdrew with a grade of “D” or “F”, or was involuntarily withdrawn due to attendance,
or withdrew after the midterm deadline.

WP Withdrew Passing

This grade signifies that a student was administratively withdrawn from the class after
midterm with a passing grade and/or was granted a passing grade due to extenuating
circumstances.

WORK ETHICS GRADES

This grade is designated to evaluate student behavior, attendance, and related non-
academic factors that constitute good work habits. The work ethics grade is not
calculated in the academic grade point average (GPA). Work Ethic grade(s) will be
printed on Student Transcripts. Prior to Summer semester 2000, the work ethics grade
was indicated by a letter grade of (A, B, C, D, F). However, remedial courses are not
assigned a work ethics grade and an asterisk to the right of the grade. The work ethics
grade will appear to the right of the academic grade. The work ethics rating scale is:

3 — Exceeds expectations 1 — Needs Improvement
2 —Meets expectations 0 — Unacceptable
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GRADE POINT AVERAGE

The grade point average (GPA) is a way of mathematically computing a student's
academic performance. The GPA is calculated by (1) multiplying the credits for each
course by the grade points associated with the grade earned, (2) totaling the quality
points earned for all courses, and (3) dividing the total quality points by the total
number of credits attempted. It is a standard measure for retention and graduation
requirements.

Middle Georgia Technical College is on a four-point system which means that an "A"
grade is assigned a value of four points (sometimes called quality points), a "B" three
points, a "C" two points, a "D" one point, and an "F" and "WF" zero points.

Sample Calculation

Credit Hours Grade Quality Grade Points
Attempted Points

5 B 3) = 15

5 D 1) = 5

1 A 4) = 4

2 C (2) = 4

4 D 1) = 4

3 A 4) = 12

2 F 0) = 0

Total: 22 44

The total grade points (44) would be divided by the total attempted credit hours (22) to
get a grade point average of 2.00 (approximately a C average).

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

CUMULATIVE GRADE POINT AVERAGE

The cumulative grade point average reflects the student’s total credit instructional
activity. The CGPA is not affected by program of study, changes in the program of
study, or student classification. The cumulative grade point average is that grade point
average calculated on all attempts of all credit courses taken at MGTC.

The cumulative grade point average is calculated after each semester to include the
current semester grade(s).

GRADUATION GRADE POINT AVERAGE

The graduation grade point average is calculated only on those courses required for
graduation. When a course is taken more than once, the final grade will be
used in calculating the grade point average for graduation. A 2.0 graduation grade point
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average is needed for graduation.
REPEATED COURSES

When a course is repeated, the final grade will be calculated in the graduation GPA.
However, both grades will still be recorded on the transcript and factored into the
cumulative GPA.

PRESIDENT’S HONOR ROLL

The President's Honor Roll is compiled each semester. Regularly admitted full-time
students attempting 12 credit hours or more with a 4.0 semester grade point average, a
work ethics grade of “2” or higher for each course completed, and who are on
Academic Good Standing, are placed on the President's Honor Roll.

ACADEMIC HONOR ROLL

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

ACADEMIC PROGRESS

A student who earns a cumulative grade point average of 2.0 or higher and successfully
completes at least 67% of the coursework attempted will be considered to be making
satisfactory progress. A student who earns a cumulative grade point average of less
than 2.0 or successfully completes less than 67% of the coursework attempted each
semester will be placed on ACADEMIC WARNING during the next quarter of
enrollment. To remove the status of ACADEMIC WARNING, a student must earn a
cumulative grade point average of 2.0 or above and complete at least 67% of all
coursework attempted by the next semester following notification of being placed on
ACADEMIC WARNING. Any student who fails to remove the ACADEMIC
WARNING status will be placed on ACADEMIC PROBATION.

To remove the status of ACADEMIC PROBATION, a student must earn a cumulative
grade point average of 2.0 or above and complete at least 67% of all coursework
attempted by the semester of enrollment following notification of being placed on
ACADEMIC PROBATION. If a student does not achieve at least a 2.0 cumulative
grade point average and does not complete at least 67% of all coursework attempted,
ACADEMIC SUSPENSION will occur.

If while attempting to remove the status of ACADEMIC PROBATION, the student
demonstrates substantial improvement (earns a quarterly GPA of 3.5 or higher for at
least 12 credit hours) but does not achieve a cumulative GPA of 2.0 or above, the
student will be extended one additional quarter to regain ACADEMIC GOOD
STANDING. If a student does not remove the status of ACADEMIC PROBATION
after the extended quarter, ACADEMIC SUSPENSION will occur for a period of one
semester.
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Students who are placed on ACADEMIC SUSPENSION must remain out of school for
one semester before reapplying for admission. Students returning to MGTC from
ACADEMIC SUSPENSION will not be eligible to receive financial aid until they
return and meet the criteria for academic good standing.

Academic Good Standing

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

Satisfactory Academic Progress

Students are considered to be making satisfactory academic progress if they are in good
standing or on academic warning or academic probation. Any student who is receiving
financial aid must maintain satisfactory progress to retain eligibility. Students on
academic suspension or who are expelled from school will have their financial aid
terminated.

Unsatisfactory Academic Progress

Students are making unsatisfactory academic progress if they have been placed on
academic suspension. In addition, if a student exceeds 150% of the total program credit
hours without completing his/her program of study, he/she will be considered to be
making unsatisfactory academic progress and will no longer be eligible for financial aid
until they return to Academic Good Standing.

A student who unsuccessfully attempts a course three times will not be allowed to
repeat the course and will be withdrawn from that program. A grade of D, F, I, IP, W,
WEF, and WP are considered to be unsuccessful attempts of a course. The student may
enroll in a different program provided the failed course is not a requirement for that
program.

A student who is academically suspended must remain out of school for one semester
before reapplying for admission. A student who is academically suspended twice will
not be allowed to re-enter that program.

GRADUATION

In order to graduate, students must complete all required coursework and must have a
graduation GPA of 2.0. Graduates must also satisfy the College’s residency
requirement that students complete at least 25% of the coursework in their program of
study at MGTC. In the final semester of the program of study, graduates must take the
appropriate diploma or associate degree assessment exam. (This exam is used for
program assessment purposes only; the score does not affect graduation from the
college). Graduates from degree, diploma, and certain certificate programs must
provide evidence of having received a high school diploma or GED in order to
graduate.

Applicants for graduation should complete the Application for Graduation when
registering for the final semester of classes. Forms may be obtained from advisors, the
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Admissions Office, or the Registrar’s Office.

Formal graduation ceremonies are held annually at the end of spring semester.
Graduates are encouraged to attend the ceremony. Diplomas and Degrees are mailed
six to eight weeks after the end of each semester.

HONOR GRADUATE

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

FULL-TIME STUDENTS

Individuals pursuing 12 credit hours or more during a semester are considered to be
full-time students for academic purposes.

PART-TIME STUDENTS

Students who take less than 12 credit hours per semester are considered to be part-time.

DOUBLE MAJORS

The opportunity to pursue a double major is available to students enrolled in programs
where there is a common core curriculum. The requirements for both selected
programs, as listed in the catalog, must be satisfied in order for a student to receive a
double diploma. This requires taking the courses that differ in each selected program.
All students must meet the same requirements to receive double diplomas.

COURSE LOAD

A student may not register for more than 18 hours of credit in any one semester.
Students accepted under the provisional or developmental status are limited to 15 hours
of credit per semester including any institutional credit hours for learning support
coursework. Students on academic warning or probation may register for no more than
15 hours of credit until warning or probation is removed. Any student who desires to
exceed the limit of course load must receive permission from the Academic Affairs
Dean in the student’s program area.

COURSE PREREQUISITES AND CO-REQUISITES

Some courses have preliminary requirements that must be met before they can be taken.
Other courses require that a specific course(s) be completed prior to or taken
simultaneously. Requests to waive prerequisite and co-requisite course requirements
must be submitted in writing to the Vice President for Academic Affairs.

ACADEMIC ADVISEMENT

Middle Georgia Technical College supports a comprehensive advisement system and
considers it to be an integral part of the educational process. It is a continuing
interaction between advisee and advisor in exploring life goals, career/educational
goals, selecting educational programs and scheduling classes. Students should maintain
communication with advisors throughout the period from admission to graduation.
Courses added or dropped must have the advisor's approval. Withdrawal from a course
should be discussed with the advisor to ensure that proper procedures are followed and
that alternative solutions are explored. Each semester special advisement periods are
scheduled to enable advisors to meet with students.
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To ensure that students have access to part-time faculty, adjunct faculty will take a
minimum of one hour a week to meet with students outside of regular class time. In
addition to providing students with the instructor’s MGTC email address on the course
syllabus, each adjunct will list office hours on the course syllabus.

ATTENDANCE

The educational programs at Middle Georgia Technical College reflect those
requirements and standards that are necessary for future successful employment in
business and industry. Employers expect their employees to be present and to be on
time for work each and every day. Likewise, MGTC expects each student to be present
and to be on time each and every day for all classes. Consequently, excessive
absenteeism and tardiness may impact work ethics evaluations and course grades.
Therefore, it may become necessary for a student to withdraw from a course due to
excessive absenteeism. Formal withdrawal from the college or a particular course is the
sole responsibility of the student. Failure to complete the formal withdrawal process
through Student Affairs may result in a failing grade for the course and could jeopardize
financial aid status.

Specific attendance requirements are established by each individual instructor or
program area and are outlined in the course syllabus. Records of absences are
maintained by each instructor. MGTC is aware of unforeseen emergencies; however, it
is the student’s responsibility to make sure that s/he meets the requirements for
attendance in his/her program of study. Documented absences for military leave or jury
duty are excused. However, students absent from class for any reason are still
responsible for all work missed. Students should enroll only in those classes that they
can reasonably expect to attend on a regular basis.

After a student has attended a class at least one time, or submitted the first assignment
in an online course, he/she is considered to be on the class roster. At mid-term, or at
any time during the quarter, faculty may identify students who have stopped attending.
The definition of “stopped attending” is:

- A student who has missed two consecutive weeks of a course that meets once per
week.

- A student who has missed 4 consecutive days of a class that meets twice per week.

- A student who has missed 10 consecutive days of a class that meets daily.

- A student who has missed 12 consecutive hours for a block study course.

- A student is considered stopped attending if the student has failed to submit an
assignment for a period of 14 days.

Students submitted as “stopped attending” will receive a grade of “WF”, Withdrew

Failing, unless the student has withdrawn from the course using the appropriate
withdrawal procedure.
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CHANGE OF STUDENT ADDRESS / STUDENT NOTIFICATIONS

Students are responsible for notifying the Admissions Office of any change of address.
The mailing of notices by MGTC to the last address on record constitutes official
notification.

CHANGE OF MAJOR

Students are responsible for completing a Student Information Change Form in the
Admissions Office to indicate a change of program. In the event a student declares a
change of program, he/she may request that previously earned credits be evaluated in
terms of the new program.

CLASS CANCELLATION

MGTC reserves the right to cancel any class with less than the minimum number of
students enrolled as set forth by the institutional guidelines.

LEARNING SUPPORT COURSES

Middle Georgia Technical College is dedicated to helping its students succeed. As a
result of this dedication, foundation courses in English, reading, and mathematics, along
with a study skills seminar, is offered for students who do not meet regular admission
requirements. The courses are designed to improve the student's opportunity for
success upon enrolling in a regular program of study. Before enrollment at MGTC, the
applicant must take or submit official scores for the state approved admission exams for
the purpose of educational and career counseling and placement. If test scores indicate
that the student is not academically prepared to enter a regular program of study, the
student may be placed in one or more learning support courses and the study skills
seminar (COLL 1001) course. After successful completion of the developmental
coursework and the study skills seminar, the student may begin taking occupational
courses for the desired program of study. Developmentally admitted students are not
eligible to receive the Federal Pell Grant.

INITIAL COURSE ATTENDANCE

At the beginning of each term, a student who has not attended by the second class
session will be dropped from the course. A student who has not completed at least the
first assignment in an online course within the first week of the term will be considered
as having not attended and will be dropped from the course.

DROP/ADD POLICY

A student may drop or add a course(s) through the third scheduled class day of the term.
Courses dropped during the drop/add period will not calculate in the student's official
grade point average. Students attempting to register for a course during the drop/add
period will not be permitted to do so if they have missed more than ten percent (10%) of
the contact hours of that particular class.
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Schedule changes must be approved by the student's academic advisor. A student
dropping a course after the end of the drop/add period and up until midterm will be
assigned a grade of W. The last day to officially withdraw or drop a class (es) will be
midterm as published in the school calendar. Students who withdraw/drop after
midterm will receive a grade of WF. Exceptions may be made for hardship cases if
approved by the appropriate Dean and the Vice President for Academic Affairs. In this
case, a grade of WP will be assigned. A student who stops attending a course or fails to
attend a course that he/she is registered for without officially withdrawing from the
class will receive a grade of WF.

ELECTIVES

An elective is a class that the student may choose to take as distinguished from classes
that are required in the program of study. Students should consult their academic
advisor for a list of elective classes appropriate to their program of study.

GENERAL EDUCATION

Each degree and diploma program at MGTC contains a body of Essential General Core
(general education) courses. The purpose of general education coursework is to ensure
that students have attained general essential skills necessary for educational and career
success. General education coursework is not specific to any major or discipline. The
Essential General Core within each degree and diploma program is designed to produce
graduates who, at the competency level appropriate to the credential earned, can
communicate appropriately using oral and written English; utilize information
technology in accessing, organizing, and communicating information; apply appropriate
mathematical principles and methods; and use critical thinking skills to solve problems.

To ensure these competencies, each degree program of study contains a minimum of 15
semester credit hours in general education courses, with at least one course from each of
the following areas: English; humanities; social/behavioral sciences; and natural
sciences or mathematics. All diploma programs contain a minimum of 8 semester
credit hours in general education coursework, with at least one course coming from
each of the following areas: English; mathematics; and interpersonal
relations/professional development or psychology. Each degree and diploma program
additionally requires COMP 1000, Introduction to Computers.

GRADE REPORTS

Grade reports are available through the College’s BannerWeb at
www.middlegatech.edu. Grade reports are not mailed to students’ residences. Students
who wish to appeal grades must do so in accordance with MGTC appeal procedures.

FORFEITURE OF CREDIT

By registering for a course(s) for which the student has already received credit, a
student forfeits the previous credit in that course for graduation purposes. The student's
official grade for graduation purposes in the course(s) will be the last one earned on
repetition.  Although all grades remain on the official academic record and are
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computed in the cumulative grade point average, only the final attempt will be
calculated for the purpose of meeting graduation requirements.

FINANCIAL OBLIGATIONS

It is expected that every student will discharge any financial obligation to the institution
as quickly as possible. Students must return all books and other MGTC property or be
held financially liable for them. Students who are delinquent in the payment of any
financial obligation(s) may be removed from a course(s) or the Technical College and
will not be allowed to register for another quarter until all delinquent fees and fines are
paid. In addition, students will not be issued transcripts, or other student records until
all delinquent fees and fines are paid.

TRANSCRIPTS

Transcripts of a student's records will be sent to properly authorized individuals,
agencies, and institutions at the written request of the student. To ensure the
confidentiality of a student's records, no transcripts will be forwarded from the Registrar
without a signed Transcript Request Form from the student or a written request from the
student. Requests for copies of transcripts should be made to the Registrar in advance
of the time they are needed, as there is a processing period required to fulfill requests.

TRANSFER OF CREDIT

MGTC requires that course work completed at an accredited institution recognized by
the Technical College System of Georgia be comparable in content, quality, and credit
hour in order to be accepted as transfer credit. Transfer credit is evaluated through a
collaborative effort with faculty, department chairs, the Registrars’ office, and the Vice
President for Academic Affairs. Course credit by transfer is recorded as “TR” on the
transcript and does not require the payment of course fees. This credit is not included in
the calculation of the student’s Grade Point Average and does not count as institutional
credit. Students must submit the Request for Transfer Credit form along with official
transcripts to the Admissions office to start the review process. A minimum grade of
‘C’ is required in all courses for which transfer credit is awarded. Additional
documentation such as course descriptions, teaching faculty credentials, or prior course
syllabi may be required for proper evaluation of transfer credit. Students are
responsible for providing any supplemental material. After the review is completed and
the student is notified of the outcome of the request, the completed Request for Transfer
Credit form, along with the prior postsecondary official transcript is retained in the
student’s permanent record. Credits from a formerly attended institution appearing on
the transcript of another institution can neither be evaluated nor accepted for credit until
an official transcript is received from the institution originating the credit. The College
awards credit only in the areas offered within the current curriculum of the institution
and in areas appropriately related to the student’s educational program. Testing (written
and/or performance) may be required.

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

Articulated Course Credit

Articulation agreements have been established with local area high schools to ensure
students receive credit once competencies have been achieved in aligned courses. A
student must take the appropriate aligned high school course and meet all the eligibility
requirements for articulated course credit. Secondary students have the opportunity to
receive Technical Advanced Placement (TAP) credit by completing a Middle Georgia
Technical College program specific exemption test with a score of 70 or higher on the
exam. To apply for TAP credit, students must complete the Articulated Credit by Exam
form and submit it along with their High School transcript to the Education & Career
Partnership Coordinator. Students must currently be enrolled in high school or enrolled
at MGTC within 24 months of high school graduation in order to receive this credit.
Course credit by articulation is recorded as “AC” on the transcript and is not included in
the calculation of the student’s GPA.

The TAP (Technical Advanced Placement) form with acceptable articulated/aligned
programs is available at participating high schools in the counselor’s office or from the
MGTC Admissions office.

College Level Examination Program (CLEP) and DANTE’s Exams

MGTC may award credit based on successful completion of appropriate College Level
Examination Program (CLEP) exams or DANTE’s sponsored exams in subject areas
related to specific courses within the student’s program of study. Evaluations for
exemption credit may be approved only after official copies of the exam results have
been received by the College. Students with questions regarding awarding of credit
based on CLEP exams or DANTE’s exams should contact the Registrar’s office.

Advanced Placement Course Exam Credit

MGTC may award credit to students who have taken appropriate courses (equivalent to
courses offered at MGTC) in high school and achieve a score of 3 or more on the
Advanced Placement Examination. The examinations are offered by the College
Entrance Examination Board. Students with questions regarding awarding of credit
based on AP exams should contact the Registrar’s office.

Institutional Exemption Exam (CBE — Credit By Exam)

A Middle Georgia Technical College student who wishes to exempt a course by
examination should follow this process:

1) Complete a Request for Credit by Exam form in the Admissions Office.
2) Have program advisor review, approve and sign credit by exam form
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3) Verify with Financial Aid if any fees will be owed

4) Pay exemption fee at the bookstore. The exemption fee is 25% of the tuition.
This fee is non-refundable and not transferable.

5) Bring form to the Testing Center Room 130 to schedule the test.

The appropriate department chairperson will grade the test; record the score on the
Credit By Exam form; sign the form; and forward the form to the test administrator.
The test administrator forwards the form to the Registrar who will update the student’s
records. If the student achieves satisfactory performance on the exam, a grade of "EX"
will be recorded on the student's transcript. The "EX" grade carries no quality points,
but credit hours will be given identical to the number of credit hours normally assigned
to that course at MGTC.

Students may take an exemption for a particular course one time only, and must make a
minimum score of 70% to receive exemption status.  Absent extraordinary
circumstances, a student cannot request to take a credit by exam once enrolled in the
course. Exceptions may be approved by the Vice President for Academic Affairs.

Middle Georgia Tech reserves the right to rescind previously awarded student course
exemption as warranted.

WITHDRAWAL FROM MIDDLE GEORGIA TECHNICAL COLLEGE

Students desiring to withdraw from MGTC should consult with the appropriate advisor.
Advisors provide assistance to students; they may be able to help students plan their
educational pursuits and/or provide needed job information.

If the student should decide to withdraw from MGTC, an official withdrawal form may
be obtained from the Admissions Office. Following this procedure protects the
student's privileges of readmission and transferring credits to another institution. Any
student who withdraws from MGTC without submitting an official withdrawal form
does so at the risk of having future registration privileges withdrawn and receiving
failing grades. Students who officially withdraw from the College may be entitled to a
refund based upon the refund policy.
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STUDENT HANDBOOK
HOUSING

Dormitory facilities are not available at Middle Georgia Technical College. Persons
interested in housing should contact the Office of Admissions for information on
housing in the Warner Robins area.

STUDENT ID’S

All students will receive identification cards the first semester they register for classes.
This card must be carried at all times and is to be shown upon request of any faculty
member, security personnel, or official member of the MGTC staff.

Lending this card to anyone or failure to present it when requested by authorized
personnel is a violation of MGTC regulations and subjects the holder to disciplinary
action.

Students should immediately report the loss or theft of a card to the Admissions Office.
When a student terminates a program, the ID card must be turned in during the checkout
procedure. Failure to turn in the card may result in a hold being placed on student
academic records and may affect future registration activities.

The student Activity Fee covers the cost of the initial ID card. There will be a $5.00
charge for each additional 1D card issued due to loss or mutilation.

ORIENTATION

So that new students may be fully informed and aware of all phases of school life, a
program of orientation is provided each semester. All new students should complete a
school orientation in conjunction with registering for their first term. The orientation
includes an overview of Middle Georgia Technical College including its mission, an
explanation of college rules and policies, academic and administrative issues, facility
layout, and completion of required forms and documentation.

ACADEMIC AND CAREER COUNSELING

Career and Academic counseling services are offered to students through the College’s
CARE Center. Requests for a counseling session may be made to the instructor,
program advisor, any Vice President, or to Admissions Office personnel. Counseling
sessions are confidential and may include arrangements for career, ability, interest, or
personality testing. Referral services are also offered to students facing special
challenges or personal difficulties.

SERVICES FOR STUDENTS WITH DISABILITIES

Special needs counseling is available to those students with disabling conditions who
may need individual educational plans, specialized equipment or books, or referral
services. Students who know they need these services should make this known to the
Admissions Office when they apply or as soon as the circumstances warrant.
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Evaluation and program development services are available through the Georgia
Division of Rehabilitation Services.

LIBRARY

The College Library, located in room A108, was renovated and expanded in 2005 and is
a modern, up-to-date facility. The Library provides a variety of materials and services
to support the informational needs of the College’s educational community and to help
its members achieve academic and professional success.

There are several study areas with tables and study carrels throughout the Library. Two
group study rooms provide space for those wishing to study or work together on
projects, and a computer lab with 25 computers is available for library users. Three of
these are configured for special needs users. In addition, another 16 computer stations
are provided near the book stacks.

Instruction in library use is provided to classes and to individual users. Library
reference service is provided by the Library staff at the circulation desk. The

Library’s operation hours are:

Monday through Thursday..........ccccccorenee 7:30AM - 9:00PM
Friday.......ooovviiiiiiiii 7:30AM — 3:30PM
Saturday and Sunday...............oooiiiiii Closed

These hours of operation apply only when classes are in session. Variations from this
schedule occur between semesters and on holidays. These hours are posted in advance.
The Library is open sixty-one hours per week each semester that school is in session.

Borrowing privileges are extended to all current MGTC students, faculty, and staff.
Through cooperative arrangements with other Colleges, students, faculty, and staff may
be eligible for borrowing privileges at these institutions as well. Check at the
circulation desk for information on current agreements. Authorization forms for using
the library resources of these institutions are available at the MGTC Library circulation
desk.

Books may be checked out for two-weeks with 2 one-week renewals. To check out
materials a user must present a current student, faculty, or staff I.D. card. Users from
institutions included in our cooperative agreements must present a letter of
authorization from their institution. Borrowers may check out a maximum of four
items.

Please return library materials to the circulation desk in the Library or place them in the
outside book return located to the left of the main entrance to Building A.

Charges are made for overdue and/or lost library materials. Fines are ten cents per day
per book and one dollar per day for audio-visual materials. In addition, there is a
replacement charge for lost or damaged materials. Any charges not resolved will result
in a HOLD placed on a student’s records and may affect financial aid, availability of
grades, or graduation status.
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For research purposes, students, faculty, and staff have access to a broad array of
traditional print collections as well as full-text and full-image items available online
through GALILEO; (Georgia’s virtual library);full-text databases include ProQuest,
Campus Research (Westlaw), Learning Express, NewsBank, Credo Reference, and
EBSCOhost.

There are more than 22,000 volumes of books, 150 periodical and newspaper
subscriptions, over 1,200 videos. There are over 57,000 electronic books and 2,000
electronic periodical subscriptions in full-text available through GALILEO [Georgia
Library Learning Online]. There are two video viewing stations in the library. Three
online library catalog computers provide information about the Library’s print and non-
print collections and may be searched by author, title, and/or subject.

A copy machine is available for public use. It requires a “debit-type” copy card which
may be purchased from the College bookstore.

Please call (478) 988-6863 or email library@middlegatech.edu for library information
or assistance.

CAREER SERVICES

The purpose of the Career Services Office is to provide career counseling to students
and prospective students in selecting their program of study. Career Services also
assists students, who are currently enrolled or who have completed a program, in
obtaining employment preferably related to the students’ program of study. Career
Services is considered a team effort at MGTC and involves program instructors,
directors, and administrative staff and a cooperative relationship is maintained with
business and industry. The Career Services Office receives job order requests from
employers and makes them available to students. Upon request, students may receive
assistance in developing job interview skills, writing letters of application, and
constructing/revising resumes.

FOLLOW-UP

The follow-up program maintains contact with former students in the employment field.
The data collected from graduates and their employers assists the College in meeting its
training objectives and improving its programs of study.

STUDENT ANNOUNCEMENTS

Student Email is the official medium for communication with students at Middle
Georgia Technical College. Each registered student is assigned an official email address
by the college. Students are expected to maintain their accounts and check their email
regularly so that new mail will be properly received and read. Use of student email
accounts should be in accordance with appropriate conduct as described in the Student
Handbook and the Acceptable Computer and Internet Use policy. Any student who does
not own a personal computer or who does not have an Internet service provider may
access his or her email account from the library or from other designated computers at
Middle Georgia Technical College.
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Information of interest to students will also be posted via social networks (i.e. facebook,
twitter, etc.) on bulletin boards, and announced in classrooms. A student bulletin board
is located adjacent to the student lounge. Students are encouraged to keep up-to-date on
the material posted and/or announced and to check their MGTC student e-mail accounts
frequently.

STUDENT PHONE CALLS

Students should stress to family, friends, and others that there are no provisions for the
receipt or delivery of personal messages, flowers, etc. Classes will not be interrupted
for this purpose. Should a bona-fide emergency occur, such as death or serious injury,
every effort will be made to notify students. The person calling must state the nature of
the emergency.

CHILDREN ON CAMPUS

Students are expected to make child care provisions for their children. Students are not
to bring children to class or leave children on campus while the student is in class.
Children will not be left unattended in automobiles, hallways, snack bars, or outside
buildings. Children are not allowed in the Cosmetology Department at any time.
Prospective customers seeking appointments for services will be advised that services
will be refused if they are accompanied by children.

STUDENT RECORDS

Middle Georgia Technical College informs students of the Family Educational Rights
and Privacy Act of 1974. This Act, with which the institution intends to comply fully,
was designed to protect the privacy of educational records, to establish the right of
students to inspect and review their educational records, and to provide the guidelines
for the correction of inaccurate or misleading data through informal and formal
hearings. Students also have the right to file complaints with the Family Educational
Rights and Privacy Act Office (FERPA) concerning alleged failures by the institution to
comply with the Act. The address of the office that administers FERPA is Family
Policy Compliance Office, U.S. Department of Education, 400 Maryland Avenue, SW,
Washington, DC 20202-4605.  Another federal law, known as the Solomon
Amendment, requires colleges to release student recruitment information upon request
to military recruiters.

Directory information will be treated as public information and will generally be
available on all students and former students at the discretion of the institution.
Directory information includes:

o full name of the student
o campus/home address and telephone number
o college e-mail address
¢ major field of study
o degrees and awards received
o dates of attendance
e enrollment status (i.e., full or part-time, undergraduate, graduate)
+ name of institution last attended
o participation in official sports and activities
 height and weight of athletic team members
43



e photographs

o state of residence

o date and place of birth
e marital status

Any student who does not wish directory information disclosed must file a written
request with Student Affairs. Questions concerning the Family Educational Rights and
Privacy Act may be referred to the office of Student Affairs.

Student records will be maintained by the office of Student Affairs. Access to student
records will be limited to the student, the student's advisors, administrators within the
institution, and auditors or reviewers representing governmental or accrediting
organizations.

The academic record is the internal document or electronic image that reflects the
unabridged academic history of the student at the institution. It is a chronological
listing of the student's total quantitative and qualitative learning experience and
achievements and may include any information pertinent to the evaluation thereof.

The transcript of the academic records is that document which, at the request of the
student or former student, is forwarded to persons or agencies for their use in reviewing
the academic performance of the student.

Students that are enrolled or formerly were enrolled at Middle Georgia Technical
College have the right to inspect their academic record. A written request to inspect or
review their records must be submitted to the Registrar. The following procedure
should be followed when requesting transcripts or inspecting academic records:

e A complete copy of the student's transcripts may be obtained by presenting a
written request to the Registrar. Telephone request will not be honored.
Three working days must be allowed for processing a transcript request.

A student has the right to challenge the content of records, to make
explanations, and petition for corrections to be made within those records.

Students should write the Registrar clearly identifying the part of the record(s)
that the student believes to be in error. If the decision is made not to amend
the record, the student will be notified and shall be notified of their right to
appeal.

The institution may refuse to consider requests to change a grade unless the
student indicates that the grade should be changed because of an alleged
recording error.

Students can legally be denied transcript services for indebtedness to the
institution.

INSTRUCTOR AND ADMINISTRATOR ACCESS TO STUDENT RECORDS

Only those instructors and administrators who have a "legitimate educational interest"
in the student's record will be permitted access. A school official has a legitimate
educational interest if the official needs to review an education record in order to fulfill
his or her professional responsibility.
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¢ Instructors and administrators will request permission to review student records
with the Registrar.

e Students’ folders will be reviewed in the Registrar’s office or the immediate
area.

THIRD-PARTY ACCESS TO STUDENT RECORDS

Police officers, court officials, and attorneys must have a subpoena or court order before
student record information can be released. The institution bears the burden of making
a reasonable attempt to notify the student before compliance with the subpoena.
Personnel from accrediting organizations and government-authorized studies will be
permitted access, although all personally identifiable information will be destroyed after
use. The Board of Directors as a body may examine student records; however, records
or information in records may not be released to individual Board members. Relatives
will not have access to the records of a student on file at Middle Georgia Technical
College. Only the student will have access to these records. Students' records may be
released with written consent.

In an emergency, information may be released if a person's health or safety is at stake
and if the person receiving the information is in a position to act on it. This ensures that
information will be released to as few people as possible.

ACQUIRED IMMUNODEFICIENCY SYNDROME
Middle Georgia Technical College has adopted the following policy:

¢ Since there is no evidence of non-sexual/non-blood-related transmission of the
T-lymphotropic I11, human immunodeficiency virus HTLV-1I1 (HIV), students
will not be excluded from the lab or classroom in the absence of other
contradictions. Because of the unlikelihood of transmission to others in an
occupational setting, students or applicants for admission as students shall be
regarded as students or applicants without screening or questioning regarding
previous tests for the antibody to the HTV-I1I (HIV) virus.

e Students should follow; appropriate recommended standards and practices of
hygiene and sanitation while practicing universal precaution.

e The confidentiality of information and records regarding AIDS or associated
ilinesses must be preserved.

e The President of Middle Georgia Technical College or his designee will
conduct an ongoing awareness and education program for employees and
students.

e Full use will be made of the State Department of Human Resources and local
health department educational presentations, materials, and other resources,
including the statewide toll-free hotline (1-800-551-2728) established to
provide the general public with a resource for answering questions and
providing information on AIDS.

STUDENT RIGHT-TO-KNOW AND CAMPUS SECURITY ACT
The Student Right-To-Know and Campus Security Act amend sections of the Higher
Education Act of 1992 and the General Education Provisions Act. The Act requires

colleges and universities to report graduation rates of all students as well as those of
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student athletes. In addition schools must report certain campus crime statistics and
campus security procedures. This information will be available, as required, in the
Admissions Office and on the website.
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GENERAL RIGHTS OF STUDENTS

STUDENT RIGHTS

Middle Georgia Technical College exists to educate its students; to advance, preserve,
and disseminate knowledge; and to advance the public interest and the welfare of
society as a whole. Essential to such a purpose is an orderly climate of academic
integrity, of rational and critical inquiry, of intellectual freedom, and of freedom of
individual thought and expression consistent with the rights of others. To the end that
such a climate may be established and maintained, MGTC and each member of the
MGTC community have reciprocal rights and obligations. It is the obligation of MGTC
to ensure orderly operation, to preserve academic freedom, to protect the rights of all
members of the MGTC community, to prohibit acts which materially and substantially
interfere with legitimate educational objectives or interfere with the rights of others,
and to institute disciplinary action where conduct adversely affects MGTC’s pursuit of
its educational objectives.

Membership in MGTC’s community confers upon students certain rights and requires
certain responsibilities that are defined below. It is expected that students understand
and exercise their rights, fulfill their responsibilities, and respect the rights of others.
The College is expected to ensure these responsibilities and accord these rights to
students. Knowledge of these rights can help students avoid the sanctions prescribed
for a breach of responsibilities. More importantly, this knowledge can help students to
help MGTC and the MGTC community preserve a climate in which their educational
and career goals and identity can be developed without denying the same opportunity to
others. Unfamiliarity with the following does not excuse students from carrying out
their responsibilities as members of the MGTC community.

Students shall have the right to freedom of expression by word or symbol as long as it
does not materially or substantially interfere with the orderly operation of the College or
with the rights of others. This right of expression does not protect lewd, indecent, or
obscene conduct and/or expression.

MGTC authorized student publications and communications shall be guaranteed the
rights inherent in the concept of “freedom of the press.” All publications shall be
subject to the canons of responsible journalism, including the avoidance of libel,
avoidance of indecency or obscenity, undocumented allegations, and techniques of
harassment and innuendo.

The Student Leadership Council and all student organizations approved by the MGTC
administration may meet on MGTC premises provided that they make reservations in
accordance with the rules and regulations for room and space reservation. Students
and/or student groups may not make reservations in their names for outside groups or
organizations to use campus space.

Only the Student Leadership Council and student organizations approved by the MGTC
administration have the right to invite and hear any person of their own choosing for the
purpose of hearing the person’s ideas and opinions. The President of MGTC or the
authorized representat