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           MINUTES


I. WELCOME AND CALL TO ORDER





Paul Holmes, Chair
Pursuant to the date, time, and place stated above, Chairman Paul Holmes called the meeting

of the State Board of the Technical College System of Georgia to order.  The first order of business 

was the approval of the October 6, 2011, minutes.  
II. CHAIRMAN'S COMMENTS






Paul Holmes, Chair
Chairman Holmes thanked Brad Sims, Judy Taylor and Adie Shimandle for their work coordinating 

the 2011 TCSG Leadership Conference.  He welcomed the guests attending the Board meeting

including the presidents and local board members.  Chairman Holmes also recognized Dr. Paul 
Ferguson, a local board member from Georgia Northwestern Technical College.  

III.  COMMISSIONER'S COMMENTS





Ronald W. Jackson
Commissioner Jackson reported that Mr. Dean Alford attended the Competitiveness Council meeting  
at the Governor’s Mansion yesterday.  The Council is finalizing the high-level recommendations

that will be made to the Governor.  Mr. Alford informed Commissioner Jackson that the TCSG’s 
recommendation to administer the COMPASS Diagnostic Test to 10th grade students is being given 
strong consideration.  However, there is an ongoing discussion as to whether the recommendation  
will be to administer the test in the tenth or eleventh grade.  The Commissioner and Mr. Alford feel 

strongly that the test should be given to tenth grade students so that if remediation is needed, students
would receive help during the eleventh and twelfth grades.  This would help eliminate the need for 
additional remediation at the postsecondary level.  The Board will continue to receive updates on the 
final recommendations made to Governor Deal.

The Commissioner then discussed his decision to allow the colleges to delay the seven-day 
non-payment purge of the enrollment lists due to the impact of the changes to the HOPE program.  
The decision allowed students more time to pay their tuition during this first semester term.  At this 
time, the system has an outstanding balance of unpaid tuition of less than $3 million.  It is believed 
that the balance will be further reduced by the end of the semester as students will not be allowed to 
pre-register for the spring semester without paying for their outstanding tuition.  Students are working 
hard to pay their outstanding balances.  Additional tuition support for students is being provided,   
including an agreement with a company that provides debit cards for students for payment of tuition.  
Essentially, this is a loan that the company makes to students.  If a student defaults, the negotiation 
for payment is between the student and the company.  In addition, more of the TCSG colleges are 
providing loan opportunities for students.  


In closing, Commissioner Jackson announced that Albany Technical College received the Oglethorpe

Award, which is Georgia's Baldrige-type assessment that agencies can apply for. This is a very 

important and prestigious award and a great accomplishment.  
IV. COMMITTEE REPORTS






Committee Chairs








· Academic Affairs






Cedric Johnson
Mr. McGrath Keen gave the committee report on behalf of Mr. Cedric Johnson, chairman of 
the Academic Affairs Committee, who was unable to attend the meeting.  Mr. Keen presented  
the following information for Board approval. 

ACADEMIC STANDARDS AND PROGRAMS
1. Approval of Diplomas and AAS Degrees
Upon recommendation by the committee, the State Board approved the college requests listed

below to offer diploma and degree programs effective for the academic term specified.  Any 

fiscal requirements to begin these programs must be approved through the standard budget

approval process.  

Athens Technical College 
(Elbert County Campus) 
Degree program in Electrical Systems Technology, effective January 2012.
Degree program in Industrial Systems Technology, effective January 2012.
(Main Campus)
Degree program in Electrical Systems Technology, effective January 2012.


Atlanta Technical College 
(Main Campus) 
Diploma program in Criminal Justice Technology, effective May 2012.

Southeastern Technical College 
(Southeastern Campus) 
Diploma program in Automotive Technology, effective January 2012.

2. Approval of Technical Certificates of Credit

Upon recommendation by the committee, the State Board approved the college

request listed below to offer the Technical Certificate of Credit program effective for
the academic term specified.  Any fiscal requirements to begin the program must

be approved through the standard budget approval process.
Columbus Technical College 
(Main Campus) 
TCC program in Early Intervention for Autism Tutor, effective January 2012.
· Adult Education






Mary Flanders
Mrs. Mary Flanders gave the committee report.  She briefly discussed the 2011 Adult Education 
Fall Conference held in October.  There were almost 700 participants. The conference has received 
good preliminary reviews.  Awards were presented at the conference based on performance. A list 
of award winners was included in the Board material.  

As a part of the grant application for the Accelerating Opportunities, Jobs for the Future 

Grant, the Office of Adult Education (OAE) has a new public relations campaign slogan,
“Creating a Workforce for Georgia and a Future for Families.”  The winner of the $1.5 
million grant will be announced on November 18, 2011.

The Office of Adult Education is implementing a new adult education teacher training 
program that will begin in January 2012.  

Mrs. Flanders shared the current GED statistics as of October 26.  She mentioned that the 

statistics held fairly steady for the month of October.  The OAE is working with the data

team at the system office to ensure that the data is consistent.  

The OAE is in the process of creating speaking points for State Board Members to use

for public speaking opportunities.  

The OAE is also working on the new pricing for the computer-based GET tests and expects

to present a motion at the December 1, 2011, State Board meeting.

In closing her report, Mrs. Flanders commended Mrs. Beverly Smith and the OAE staff for

their tremendous work.  

· External Affairs and Economic Development

Shaw Blackmon
Mr. Shaw Blackmon gave the committee report.  He stated there were no action items
to be presented to the Board, and then proceeded with the economic development report.

Mr. Blackmon announced that during the past month, the state worked with 12 prospects 
for 2,400 potential jobs.  There were four announcements for an additional 210 jobs.  

Mr. Blackmon thanked two local board members, Al Nash from Gwinnett Technical College, 
and Carol Williams from Athens Technical College for participating in the committee meeting.  

· Facilities and Real Estate




Michael Sullivan
Mr. Michael Sullivan gave the committee report and presented the following requests for 

State Board approval.  
A. Approval of Real Property Disposition

Okefenokee Technical College – Upon recommendation by the committee, the State 

Board approved Okefenokee Technical College’s request for the disposition of 0.009 acres  
of unimproved land located on the Waycross Campus of Okefenokee Technical College, in 
Waycross, GA, to the City of Waycross, Georgia, without cost, for use as the sewer and
 turning radius improvements.
B. Approval of Rental Agreement

Southern Crescent Technical College – Upon recommendation by the committee, the 

authorized the Commissioner to execute the renegotiated rental agreement #6182 between 
the Flint River Technical College Foundation., Inc. as Landlord, and the Technical College 
System of Georgia, as Tenant, covering 27,000 square feet of classrooms with faculty offices 
located at 1533 U.S. Hwy. 19 South, Thomaston, GA, for the period beginning July 1, 2011, 
and terminating June 30, 2012, at the rental rate of $43,200.00 per annum, with the option to 
renew for 5 consecutive one year periods beginning July 1, 2012, at the rental rate of $43,200.00
per annum.
C. Approval of Modification to Rental Agreement

Albany Technical College – Upon recommendation by the committee, the State Board

authorized the Commissioner to execute a modification to the rental agreement #7764 
between the Albany Tech Foundation, Inc. as Landlord, and the Technical College System 
of Georgia, as Tenant, covering 5,047 square feet of warehouse and storage space located 
at 1016 Lowe Road, Albany, GA, pertaining to the Special Rent Assessment in the amount 
of $351,620.02 for the purpose of converting the space into the Career Center.
D. Approval of Construction Contracts

1) Altamaha Technical College – Upon recommendation by the committee, the State

Board authorized the Commissioner to execute a construction contract with MMI 
Construction and Engineering, Inc., in Mt. Vernon, GA for “Interior Finish Upgrade of 
Baxley Campus Building” of Altamaha Technical College, in the amount of $119,900.00, 
using local funds.

2)  Columbus Technical College – Upon recommendation by the committee, the State

Board authorized the Commissioner to execute a construction contract with River City 
Construction in Columbus, GA, for “New Technology Conference Center in Patrick Hall” 
on the Main Campus of Columbus Technical College, in the amount of $524,270.00, using 
MRR bond funds.

3)  Savannah Technical College – Upon recommendation by the committee, the State
Board authorized the Commissioner to execute a construction contract with Siemens Industry, 
Inc. in Savannah, GA, for “Agency Contract for HVAC Maintenance” on all four campuses 
of Savannah Technical College, in the amount of $175,828.00, using local funds. 

4) Athens Technical College – Upon recommendation by the committee, the State Board

authorize the Commissioner to execute a construction contract with Aircond Corporation in 
Smyrna, GA, for “Preventive Maintenance Contract for HVAC Systems” on all three campuses 
of Athens Technical College, in the amount of $94,200.00, using local funds.
· Governance, Compliance and Audit



Tommy David

Mr. Tommy David gave the committee report and presented the following motions for 
State Board approval.

1) Motion to approve policies
Upon recommendation by the committee, the State Board approved the proposed revisions 
to policies I. C. 1. State Board Responsibilities and Authority, I. E. 1. Commissioner Responsibilities and Authority, II. A. 2. b. Contract Management, II. B. Purchasing 
and III. T. Positive Discipline.

I. C. 1. State Board Responsibilities and Authority
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Effective Date: March 1, 2007 November 3, 2011
Replaces Previous Effective Date: N/A March 1, 2007
The Board shall provide overall policies for the management of public postsecondary technical 
and adult education to ensure that the needs of the citizenry, business, and industry are met to the highest possible degree and in the most cost-effective and efficient manner. 

The Board shall establish its guiding policies, subject to change from time to time, but all of 
which shall be in accordance with the established objectives and the trusteeship to the public. 

The policies of the Board may be amended and/or adopted by the Board acting collectively at
any meeting of the Board subject to the Board's bylaws. 

Responsibility

The Board shall: 
1) Provide overall policy guidance to the Commissioner, who is responsible for day-to-day 
operations on behalf of the Board. 

2) Approve overall goals and objectives for public postsecondary technical and adult education. 

3) Approve annual and long-range plans for public postsecondary technical and adult education. 

4) Approve changes in organizational structure or functional assignments for the Commissioner 
and organizational level reporting immediately to the Commissioner. 

5) Employ, dismiss, and establish the salary of the Commissioner. 

6) Delegate to the Commissioner the authority to hire and fire Department employees and to 
establish salaries in conformance with State laws and regulations. 

7) Approve all new technical education programs for public postsecondary technical education 
and the deletion or modification of existing programs. 

8) Review recommendations for annual and supplemental budget requests for all public 
postsecondary technical and adult education and make recommendations to the Governor and the General Assembly. 

9) Establish policies and review and approve those proposed and established by the Commissioner 
so that the Department's operations shall meet the Board's goals and objectives. 

10) Consider and act upon the following: 

a) All legislation proposed by the Department. 
b) All actions required by law to be taken by the Board. 
c) Proposals for state-level advisory committees and the committees' membership. Members serve 
at the pleasure of the State Board and may be removed by the Board at any time based upon the Commissioner's recommendation. 
d) All proposals for membership on local boards of directors of state technical institutes and 
colleges. Members serve at the pleasure of the State Board and may be removed by the Board at
any time based upon the Commissioner's recommendation. 
e) All contracts for construction, leases, equipment and furniture which exceed $75,000 $125,000 
in total annual cost. The Board shall also act upon all change orders or amendments to construction contracts that exceed twenty percent of the original contract cost. “Construction contracts” include contracts for repair or renovation. 
f) All non-personnel contracts, including amendments, change orders and renewals thereto, which exceed $75,000 $125,000 in total annual cost. The Board shall also act upon all change orders or amendments to existing non-personnel contracts that exceed twenty percent of the original contract cost. 
g) All plans to promote the Board's activities and solicit funds. 

11) Represent the State with other postsecondary technical and adult education agencies in 
Georgia, in other states, and at the national level. 

12) Make recommendations for improving public postsecondary technical and adult education. 

13) Approve mission statements of technical colleges. 

Revised: March 1, 2007
Approved 

I. E. 1. Commissioner Responsibilities and Authority
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The Commissioner is responsible to the Board for the planning, development, and internal management of the Department's staff, organization, and other resources to ensure the optimal development, planning, evaluation, and management of technical education programs designed          to meet the needs of the citizenry, business, and industry in the most cost effective and efficient
 manner. The Commissioner reports to and serves at the pleasure of the Board of the Technical College System of Georgia.
The Commissioner shall:

1) Develop and submit goals, objectives, and plans for the Department's operations to the Board 
for approval.
2) Plan, develop, coordinate, and manage the implementation of a statewide program of 
postsecondary technical and adult education which facilitates the meeting of, and is consistent with, the economic development needs of the state and its citizenry.
3) Manage the day-to-day operations of the Department through a professional staff and direct 
the development and implementation of operational policies and procedures as needed.
4) Recommend to the Board, the appointment of the President of each Technical College.

5) Conduct an evaluation of the President of each Technical College.

6) Account to the Board for carrying out policies approved by the Board and ensuring that 
All policies are communicated to all personnel and all others affected. Employees shall be 
encouraged to make suggestions for, and contribute to, the formation of new or modifications 
of existing policies.
7) Develop and submit to the Board the following for consideration and action:

i) Annual and long-range plans for technical and adult education; and

ii) Criteria, standards, and procedures for evaluating postsecondary technical education           programs, services, and activities.

8) Review and allocate all annual and supplemental budget requests for all postsecondary         technical and adult education.

9) Develop and submit to the Board the following for consideration and action:

i) Plans and proposals to modify, eliminate, or add to the Board's existing responsibilities            and/or authority;

ii) All proposed legislation for the Board to be considered by the State legislature;

iii) Legal documents through which the Board takes action or is involved in litigation matters;

iv) Proposals for membership of local boards of technical colleges;

v) All contracts that exceed $75,000 $125,000;

vii) All change orders or amendments to existing contracts other than for capital outlay of that 
exceed twenty percent of the original contract cost;

10) Approve on behalf of the Board all change orders and amendments over twenty percent of          the original contract cost to state-funded contracts for capital outlay within the limits of funds appropriated for capital outlay.

11) Plan, develop, coordinate, and manage all plans to promote the Board's activities and to solicit private and public funds in support of the Colleges' mission

12) Develop and submit to the Board periodic progress reports and evaluations on:

i) All major projects which are being performed by the Department's staff or contract personnel;               and

ii) The overall activities of the Department.

13) Develop and submit to the Board for consideration and action proposed changes in 
organizational structure or functional assignments for the organizational level reporting 
immediately to the Commissioner. Approve all other changes in organizational structure or 
functional assignments.
14) Develop job descriptions, employ, and dismiss all employees. The Commissioner, in turn,        may delegate this same authority to the supervisory staff.

15) Establish a written employee grievance procedure based on Board policy and ensure that it            is properly administered.

16) Approve or delegate approval authority for all employee travel requests.

17) Manage and direct special projects at the direction of the Board.

18) Receive and resolve, if possible, complaints in regard to the Board's policies and the 
Department’s operation.
19) Ensure that all revenues are properly collected, recorded, and deposited in accordance with          the Board's policies.

20) Ensure that the Board's expenditures are in accordance with the Board's and the Legislature's budgetary limitations.

21) Establish and maintain a positive working relationship with other entities involved in postsecondary technical and adult education.

22) Represent the state with national, regional, and other postsecondary technical and adult     education agencies, organizations, and associations.

23) Perform other duties as assigned by the Board. 



Adopted: June 2, 1988
Revised: June 18, 2001
Revised: December 29, 2003 

Revised: September 1, 2011
Code: 02-01-01 

Approved 
II. A. 2. b. Contract Management
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All contracts for goods and services shall be approved by either the Commissioner, President or their designee. Contracts for more than $75,000 $125,000 shall be approved by the State Board except employment contracts. 

The Deputy Commissioner for the Office of Administrative Services Office of Legal Services shall maintain a file of all contracts involving the Central System Office. The President or designee shall maintain a file of all contracts involving the Technical College.
All contracts shall conform to the Department's Purchasing Policy.

Reference
Purchasing Policy


Adopted: September 4, 1986
Revised: May 14, 2001; October 26, 2001, March 14, 2006 
Code: 07-03-02 
Approved 
II. B. Purchasing
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In accordance with Georgia law (O.C.G.A § 50-5-50 et seq.), all purchases made by the Department 
or its Technical Colleges shall conform to all purchasing laws and all purchasing rules or procedures established by the Department and/or the Department of Administrative Services. 

The Department has unlimited delegated authority from the Department of Administrative Services 
to directly purchase goods and services valued at $100,000 or less. and a delegated authority up to 
$1 million to conduct Request for Proposals.

The State Board must approve any purchase valued at $75,000 $125,000 or more. 

If a proposed purchase exceeds $100,000 and is for non-exempt goods and services related to 
technology, as that term is defined at O.C.G.A. § 50-25-1 then such purchases shall be approved
by the Georgia Technology Authority.
References 

Georgia's State purchasing laws, O.C.G.A § 50-5-50 et seq.
The Department of Administrative Services' Purchasing Regulations
Procedure: Purchasing Bond-Funded Goods and Services
Procedure: Purchasing Non-Bond-Funded Goods and Services
Definition of "Technology" See O.C.G.A. § 50-25-1
Purchasing Forms
Steps for Processing a Purchase Order in PeopleSoft
Steps for Processing a Purchase Order in PeopleSoft
TCSG Internal Requisition Form for Technical Colleges - NON-BOND.xls
TCSG Internal Requisition Form for Technical Institutes - BOND.xls
TCSG Internal Requisition Form.xls 



Created: March 18, 2001
Revised: September 25, 2001, May 4, 2006 

Approved 
III.T. Positive Discipline
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I.   POLICY:
It is the goal of the Technical College System of Georgia to emphasize quality and excellence in              all aspects of System Department operations. As such, the TCSG Department’s Positive Discipline process is designed to promote a high level of employee discipline by correcting performance        problems as they arise, building genuine employee commitment to the organization, and encouraging     and promoting the development of effective working relationships between supervisors and their subordinate staff. The Positive Discipline process focuses on effective and timely decision-making coupled with individual responsibility and accountability.
The Positive Discipline process emphasizes an employee’s responsibility and accountability for         his/her own behavior and actions by communicating an expectation of change and improvement               in a respectful, non-threatening way, while maintaining concern for the seriousness of the situation.      Key aspects include recognizing and encouraging good performance, correcting performance         problems through coaching and counseling, building commitment to high work standards and safe      work practices, and promoting excellence in the delivery of services.
II.   APPLICABILITY:
All work units and technical colleges associated with the Technical College System of Georgia.

III. DEFINITIONS:
Appointing Authority: In the System Central Office, the Commissioner of the Technical College 
System of Georgia as well as those manager(s) to whom the Commissioner has delegated the responsibility for directing associated work unit activities. In technical colleges, the President or 
his/her designee.
Business Day: Weekdays that administrative offices are open.

Decision Making Leave (DML): A Decision Making Leave is the third and final step of formal discipline, consisting of a formal discussion between work unit management and an employee about 
a serious work related problem. After the discussion, the employee is suspended from work with pay 
for the following day. He/she must then decide either to solve the immediate problem and agree to perform at a fully acceptable level in all areas of the job or, instead, to resign and pursue other employment opportunities.
Discussion Worksheet: The pre-meeting checklist portion of the Discussion Worksheet helps 
supervisors prepare for discussions with their subordinate staff about performance-related problems 
or issues pertaining attendance, behavior/conduct, safety, etc. The results of the meeting are recorded 
on the post-meeting summary portion of the document.
Informal Coaching: Brief informal discussion(s) between a supervisor and an employee concerning 
the need to improve in the areas of attendance, work performance, behavior/conduct, safety, etc. 
Informal coaching may include corrective feedback or referral for additional training.  
Performance Improvement Discussion: A structured discussion to address a specific problem           with an employee in the areas of attendance, work performance, conduct, behavior, and/or safety.          The objective is to ensure that the employee recognizes that a problem exists, to mutually develop            an effective solution, and to avoid the need for formal disciplinary action.
Reminder 1: The first formal step of the disciplinary process involving a discussion between a 
supervisor and an employee concerning work-related problem(s)/difficulties and the need (for the employee) to change his/her performance, behavior, conduct, etc. During this discussion, the 
supervisor informs the employee that this is the first level of discipline and concentrates on 
gaining the employee’s agreement to change his/her performance, behavior, conduct, etc.
Reminder 2: The second step of the disciplinary process in which the supervisor holds a formal discussion with the employee concerning work-related problem(s)/difficulties and the need to change his/her performance, behavior, conduct, etc.
Reviewing Manager: A manager charged with reviewing the performance plans and evaluations 
prepared by lower level supervisor(s) in his/her direct line of supervision.

 
IV. ATTACHMENTS:
          
A. TCSG DTAE Performance Management Matrix – Technical Colleges
          

 

B. TCSG DTAE Performance Management Matrix – System Central Office


            

C.  Discussion Worksheet – Pre-Meeting Checklist
            
D.  Discussion Worksheet – Post Meeting Summary
            
E.  Reminder 2 Sample Memorandum
F. Decision Making Leave Sample Memorandum
G.  Suspension With Pay Sample Letter
 
V.   PROCEDURES:
A. General Provisions:
1. The Positive Discipline process covers all full-time and part-time salaried employees (including       those working under an employment contract) who have been employed with the TCSG System         Office Department or an associated technical college continuously for more than twelve (12) six (6) months. Salaried employees who have worked for less than twelve (12) six (6) months, temporary, 
hourly-paid hourly employees, adjunct faculty, technical college presidents, and other employees         who report directly to the Commissioner are excluded from coverage.
2. Employees who are on an active step of discipline will be transitioned to the equivalent step of             the Positive Discipline process when the policy is adopted by the State Board of the Technical         College System of Georgia. It is understood that all employees on an active step of discipline will         have the opportunity to be placed on a Decision Making Leave unless a subsequent disciplinary        offense is sufficiently serious to justify dismissal.
3. The Positive Discipline process is designed to address problems in such general areas as      performance, conduct, behavior, attendance, and safety.
4. Each System Office Department or technical college supervisor and manager is responsible for 
communicating agency and college rules, practices, and expectations consistent with the guidelines        set forth in this policy.
5.  This policy is not to be considered an explicit or implied contract between the TCSG Department     and any employee or group of employees.  The TCSG Department reserves the right to adapt, modify,     or abandon this policy at any time for any reason, with or without advance notice to any employee.
6. Every individual initially appointed to or promoted into a supervisory or managerial position is 
expected to complete Positive Discipline Training within ninety (90) days of assuming his/her 
position. Each technical college as well as the Department’s System Central Office will conduct 
Positive Discipline training courses at regular intervals to ensure that all newly appointed or 
promoted supervisors and managers complete the training within the expected timeline.
7. A summary of the steps and activities associated with the Positive Discipline Process is outlined      
in the attached TCSG DTAE Performance Management Matrix’ (Attachments A and B).
B. Informal Discussions:
1. “Positive Contacts” are designed to recognize good performance and serve to encourage staff to continue to perform their assigned tasks in an exemplary manner. Employees can be recognized informally (e.g., “pat on the back”), placing an employee on a special committee, providing expanded training opportunities, etc.) or more formally with written commendations (notes to the employee with copies to the President, etc.). All supervisors and managers are expected to review the performance of subordinate employees regularly and conduct Positive Contact discussions when appropriate. Positive contacts and other forms of recognition should be noted in an employee’s productivity file.
2. “Informal Coaching” serves to informally advise an employee of the need to improve in one or 
more specific areas. Generally, the outcome of a coaching session is not documented in a formal memorandum to an employee; however, supervisors are encouraged to make a note of this activity 
in an employee’s productivity file.
3. “Performance Improvement Discussions” are more serious conversations about performance 
problems before the need for a formal step of disciplinary action arises. A supervisor will prepare 
the Pre-Meeting Checklist portion of the Discussion Worksheet (Attachment C) before the meeting. During the meeting, the supervisor will inform the employee that this is an informal discussion (i.e. 
not one of the three formal steps of disciplinary action) and seek to gain the employee’s agreement 
to change and correct the problem. Following the meeting, the supervisor will document the 
discussion using the Post-Meeting Summary portion of the Discussion Worksheet (Attachment D). \He/she will provide the employee with a copy of the Post-Meeting Summary and a copy will be maintained in the employee’s productivity file. The supervisor will provide positive feedback when improvement occurs and document the improvement on the supervisor’s copy of the Discussion Worksheet.
C. Formal Disciplinary Action:

The formal levels of disciplinary action (i.e., Reminder 1, Reminder 2, and Decision Making Leave) represent increasingly serious and/or repetitive infraction(s) of established policies, rules, guidelines, and/or directives:

· Reminder 1:  After consultation with his/her immediate supervisor and HR Coordinator/
Director, the supervisor will prepare for the meeting by completing the Pre-Meeting 
Checklist portion of the Discussion Worksheet document.
During the meeting the supervisor will inform the employee that this meeting is a Reminder 1, the 
first formal step of TCSG’s DTAE’s Positive Discipline Process. The supervisor will seek to gain 
the employee’s agreement to change and return to fully acceptable performance. 
Following the Reminder 1, meeting the supervisor will complete the Post-Meeting Summary portion 
of the Discussion Worksheet. A copy of the Pre-Meeting Checklist portion of the Discussion 
Worksheet will be provided to the employee and the employee will be asked to sign the supervisor’s 
copy to confirm that the discussion took place.  A copy of the Discussion Worksheet will be 
maintained in the employee’s productivity file. A Reminder 1 remains active for 6 months.
· Reminder 2: Generally, there are three (3) situations/circumstances which may 
cause a supervisor to conduct a Reminder 2 discussion:

· when a problem arises within a 6 month period following the issuance of 
an earlier Reminder 1 in the same category, or

· after an employee has received a maximum of 3 Reminder 1s for unrelated problems within a period of 6 months, or

· when a performance, conduct, or attendance problem is sufficiently serious to require this level of discipline, regardless of any previous coaching sessions or disciplinary discussions.

After consultation with his/her immediate supervisor and HR Coordinator/Director, the supervisor 
will prepare for the meeting by completing the Pre-Meeting Checklist portion of the Discussion Worksheet. During the meeting, the supervisor will inform the employee that this meeting is a 
Reminder 2, the second formal step of the TCSG’s Department’s Positive Discipline Process. The supervisor will again (or for the first time) seek to gain the employee’s agreement to change and 
return to fully acceptable performance. Following the Reminder 2 meeting, the supervisor will 
complete the Post-Meeting Summary portion of the Discussion Worksheet, a copy of which will 
be given to the employee. In addition, the supervisor will prepare a memorandum (using Attachment 
E) advising the employee of the Reminder 2 transaction. The employee will be asked to sign the supervisor’s copy of the memorandum to confirm that the discussion took place.  A copy of the Discussion Worksheet and memorandum will be maintained in the employee’s personnel file. In 
addition, a copy of the memorandum will be forwarded to the supervisor’s manager. A Reminder 2 remains active for 9 months. Consistent with provisions of Section 5, Paragraph I, the affected 
employee may request a review of the Reminder 2.
· Decision-Making Leave (DML): Generally, three situations may cause a supervisor 
to conduct a Decision Making Leave transaction with an employee under his/her supervision:

· when a problem arises within a 9 month period following the issuance of an 
earlier Reminder 2 in the same category, or

· after an employee has received a maximum of 3 Reminder 2s for unrelated problems within a period of 9 months, or

· when a performance, conduct, or attendance problem is sufficiently serious to require this level of discipline, regardless of any previous coaching sessions or disciplinary discussions.

After consultation with his/her immediate supervisor, the HR Coordinator/Director, and, as applicable, 
the Vice President over the program area, Assistant Commissioner, or Executive Director, the supervisor will prepare for the Decision Making Leave transaction by completing the Pre-Meeting Checklist portion of the Discussion Worksheet. During these discussions, the parties will determine the day on which the employee will be suspended from work and the manner in which the employee’s work will be covered 
on that day.
On the day of the meeting the supervisor will tell the employee that he/she is being placed on a Decision 
Making Leave, the final step of the TCSG’s Department’s Positive Discipline process. The supervisor 
will advise the employee that immediately after the meeting concludes, he/she is to leave the workplace. 
Additionally, the employee should be instructed to spend the following day at home making a final decision about whether he/she can solve the immediate problem that triggered the Decision Making 
Leave and commit to maintaining fully acceptable performance in every area of his/her job or, instead,
 to resign and seek employment elsewhere.
The employee will be told that he/she will be paid for the day of Decision Making Leave and that if 
he/she returns with a commitment to solve the problem and maintain fully acceptable performance 
and another problem requiring disciplinary action arises, he/she will be dismissed.
Upon returning to work, the employee must advise his/her supervisor as to whether he/she has 
decided to solve the problem and commit to fully acceptable performance in every area, or, instead, resign. If the employee chooses to resign, a corresponding personnel action will be generated. If the employee decides to continue his/her employment, the supervisor will complete the Post-Meeting Summary portion of the Discussion Worksheet, a copy of which will be given to the employee. In addition, the supervisor will prepare a memorandum (Attachment F) formally advising the employee 
of the Decision Making Leave transaction, including the notification that any further problem(s) 
requiring the delivery of formal discipline will result in his/her dismissal. The employee will be asked 
to sign the supervisor’s copy of the memorandum to confirm that the discussion took place.  A copy of 
the Discussion Worksheet and memorandum will be maintained in the employee’s personnel file. In addition, a copy of the document will be sent to the supervisor’s reviewing manager and, as applicable, Vice President, President, Assistant Commissioner, or Executive Director.
A Decision Making Leave remains active for 12 months. An employee may request a review of the 
Decision Making Leave by following the provisions of Section V., Paragraph I.
· An employee who has been placed on Decision Making Leave is not eligible to 
receive a performance-based increase during the performance plan year in which 
the disciplinary action was initiated.
D. Dismissal:

Within the parameters of the Positive Discipline process, a dismissal normally occurs when the progressive steps of disciplinary action have failed to bring about a correction in an employee’s 
work performance, conduct, behavior, or attendance. Dismissal is the appropriate action when a disciplinary problem re-occurs within the 12 month active time period of a Decision Making Leave 
or when a single offense is so severe that any other disciplinary action would not be an appropriate remedy. The decision to dismiss a technical college employee must be approved by the President 
or, as applicable, the Commissioner.  In the System Central office, a the dismissal must be approved 
by the Commissioner.
Skipping Disciplinary Steps
 The Positive Discipline steps outlined in this policy are not required to be followed in sequence. 
Should an employee commit a serious offense, the employee may be placed on a Reminder 2 or 
Decision Making Leave. Additionally, if an employee has a pattern of repeating problems after the
end of the active period of disciplinary action, progression to a more serious step of the Positive 
Discipline Process may be warranted.
F. Repeating Disciplinary Steps:
Generally, policy infractions or performance problems are classified into three broad categories: 
(1) attendance, (2) work performance, and (3) behavior/conduct. If an employee experiences 
problems in an unrelated area, he or she may receive more than one Reminder 1 or Reminder 2.
The maximum number of Reminder 1’s that may be active at one time is three, with no more than 
one in each category. Should another performance problem occur in a category after an employee 
has previously received a Reminder 1, or after an employee has received three Reminder 1’s in 
different categories within a period of 6 months, the next step is a Reminder 2.
The maximum number of Reminder 2’s that may be active at one time is also three, again with no 
more than one in each category. Should another performance problem occur in a category within 9 
months after an employee has previously received a Reminder 2 in that category, the discipline level 
will escalate to Decision Making Leave.
Because the Decision Making Leave requires a total performance decision on the employee’s part, 
an employee may receive only one such transaction in a twelve (12) month period. If a performance problem that would normally result in the delivery of formal discipline (i.e., Reminder 1, Reminder 2, 
or Decision Making Leave) occurs within the twelve (12) month period, the appropriate action is dismissal. However, the appointing authority or designee may consider any extenuating or mitigating circumstances before making a decision to dismiss an employee. Any such decisions should be made 
after consultation with the Executive Director of the Office of Legal Services or the System Office’s Department’s Director of Human Resources.
Note: If an employee is on an active Reminder 2 and experiences a disciplinary problem in an 
unrelated category, it is not appropriate to place the employee on a Reminder 1 for that offense since 
he or she is already at the Reminder 2 level. In this case a second Reminder 2 would be the appropriate sanction.

G. Deactivation of Disciplinary Action:
The purpose of deactivation of disciplinary action is to recognize and encourage improved 
performance. If an employee maintains fully satisfactory performance during the active period of 
the respective disciplinary level, the employee may request the appropriate supervisor to remove 
the record of discipline. It is the employee’s responsibility to request that the record of disciplinary 
action be removed. It is the supervisor’s responsibility to acknowledge the employee’s improvement 
and arrange for the removal of the documentation upon the employee’s request. Upon being notified 
by the employee that the active period has been completed (Reminder 1 – 6 months; Reminder 2 – 9 months; Decision Making Leave – 12 months), the supervisor will note that the disciplinary action 
has been deactivated on all records in the employee’s productivity file. The supervisor will also 
advise all individuals who were initially notified of the taking of the disciplinary action that the active period has been completed, that the disciplinary action has been deactivated, and that any records of 
the action should be so noted about the deactivation. If another disciplinary problem arises with an individual who has completed the active period for a previous disciplinary offense, the response to the new disciplinary transaction will be the same as that taken with an employee who has never had any disciplinary offenses.
H. Performance Management Program:
The Positive Discipline process and the System Office Department/technical college performance        management process are closely linked. As such, the employee’s performance appraisal rating will be     influenced if the individual is on an active step of formal discipline.

I. Review Procedure
Reminder 2: A technical college employee who has been issued a Reminder 2 may request a review        of the decision by the appropriate Vice President, or by the President if the Vice President participated     in the review and approval of the disciplinary action. For staff in the System Central Office, the request for review will be directed to the appropriate Assistant Commissioner, Executive Director or, as applicable, the Commissioner. To request a review, an employee must notify the designated individual within three (3) business days of the receipt of the Reminder 2 Memorandum. The employee’s response may be in writing, in person, or both. The designated reviewing official should provide the employee 
with a written response within ten (10) business days of receipt of the review request. This decision of 
the reviewing official will be final.
Decision Making Leave: A technical college employee placed on a Decision Making Leave may request 
a review of the action by the President or his/her designee if the President participated in the review and      approval of the Decision Making Leave.  For staff in the System Central Office, the request for review             will be directed to the appropriate Assistant Commissioner, Executive Director or, as applicable, the Commissioner. 
To request a review, an employee must notify the designated individual within three (3) business days 
of  the receipt of the Decision Making Leave Memorandum. The response may be in writing, in person, 
or both.    The reviewing official should provide the employee with a written response within ten (10) business days of receipt of the review request. The reviewer may repeal or modify the Decision Making Leave. The decision of the reviewing official will be final.
Dismissal: A technical college or System Central Office employee in an “at-will” employment status 
who has been notified of his/her proposed dismissal may request a review of this action by the Commissioner or his/her designee. To request a review, an employee must notify the Commissioner, 
in writing, within three (3) business days of the receipt of the dismissal notice. The request should 
contain information and, as applicable, supporting material(s) which documents why the proposed disciplinary action should not be effectuated. Any request for review that does not comply with these provisions will not be considered.
The Commissioner or his/her designee will provide the employee with a written response no later than 
ten (10) business days following receipt of the review request. If a review is requested consistent with these provisions, the proposed effective date of the dismissal will be delayed until the Commissioner’s decision is rendered. The Commissioner’s decision in these matters is final.
NOTE: A technical college employee working under an employment contract may formally appeal a proposed dismissal consistent with the provisions of State Board of the Technical College System of Georgia and Adult Education Policy III. I.

NOTE:  The Positive Discipline Process does not permit third party representation in these matters.

J. Employees on TCSG DTAE Contracts
All employees, regardless of whether they have an employment contract, are eligible for and subject 
to the Positive Discipline process. In addition, Technical College Presidents may decide to renew 
an employment contract or not renew an employment contract with any individual regardless of 
that individual’s status under    the Positive Discipline Process. However, the intent of the Positive Discipline Process is to replace contract non-renewals as the most appropriate mechanism for 
dealing with performance, attendance and conduct/behavior problems.
K. Crisis suspensions
A "crisis suspension" (i.e., a suspension with pay) is not a formal level of disciplinary action. A 
crisis suspension is used when an employee's inappropriate behavior is so serious that immediate 
removal from the workplace is necessary. Some examples are theft, threat of violence, destruction 
of college property, reporting to work under the apparent influence of alcohol or drugs, 
insubordination, and arrest.
In a crisis suspension situation, the appointing authority will notify the employee that he or she is 
being suspended with pay pending investigation for alleged misconduct and is being temporarily 
relieved of duty.  This conversation is immediately followed the delivery of written notification 
(of this action) using Attachment G. Additionally, the employee shall be required to leave System 
Office Department/Technical College property immediately.
The investigation should be completed as soon as possible and appropriate disciplinary action 
initiated if findings are substantiated.
L. Other Action
Other forms of corrective and/or adverse employment action may be taken to address the unique circumstances  of individual cases.  All disciplinary actions taken must comply with applicable 
State Board of the Technical College System of Georgia Education policies and other applicable 
laws, rules, and/or regulations.
M. Status
This Positive Discipline policy is not to be considered an explicit or implied contract between the Technical College System of Georgia or any of its associated technical colleges and any employee 
or group of employees. The TCSG Department reserves the right to adapt, modify or abandon this 
policy at any time and for any reason, with or without notice to any employee.
VI. RECORD RETENTION:

2)  Motion to Place Policy on the Table
The motion to place the proposed revisions to policy III.O. Drug and Alcohol-Free Workplace 

on the table was held within the committee pending further information, and will be reported on 

at the next regularly scheduled Board meeting.

3)  Motion to Review and Approve Local Board Member Appointments/Reappointments.
Upon recommendation by the committee, the State Board approved the college request listed below 
to review and approve Local Board Member Appointments/Reappointments.

1) Altamaha Technical College 



Joy Burch, Wayne County, expiration, June 30, 2014




Gwendolyn Mungin, Camden County, expiration, June 30, 2014

· Operations, Finance and Planning



Chunk Newman
Mr. Chunk Newman gave the committee report and requested approval for the following
expenditure requests.  

A.  Motion to Approve Technical College Expenditure Requests
Upon recommendation by the committee, the State Board approved a motion to authorize the 
Commissioner to purchase the designated items or execute the requested contracts for the technical 
colleges listed below at a cost not to exceed the amount stated by each college.

1. Oconee Fall Line Technical College – Welding booths and Welding Exhaust System from 
Amtech for renovated welding lab at Sandersville campus; cost $132,448.00.  Federal grant 

and MRR bond funds are available for this expenditure.
2-3.
Southeastern Technical College; total expenditures $161,648.00 – Bond funds are available for 

both of these expenditure requests.
2)
Cosmetology furniture and equipment including sinks, cabinets, specialized counters, 

chairs, etc. from Belvedere for the new Cosmetology program at the Glennville campus; 

cost $75,848.00.  
3)
Four used automotive vehicles from Stokes Brown Toyota for new automotive 

program; cost $85,800.00
4-5.
West Georgia Technical College; total expenditures $272,571.00 –
4)   Cisco Unified Computing System (UCS) and Vitural Desktop Infrastructure (VDI) core 

hardware from Adcap Network Systems for workstations, network servers and storage; 

cost $138,233.00.  Local funds are available for this expenditure.

5)
Hunter Tire Changers and Alignment Systems from Mohawk Resources for Suspension 

& Steering classes; cost $134,338.00.  Federal Perkins grant funds are available for this expenditure.
· Appeals








Michael Sullivan
No report was heard at this time.  
· Career Academies






McGrath Keen
Mr. Keen stated there was no report to be given at this time.
· Strategic Initiative Committees
1. Global Leadership





Pepper Bullock
No report was heard at this time.
2. DEVELOPMENT PLAN





Carl Swearingen
Mr. Carl Swearingen thanked Ms. Judy Taylor and staff for the presentations made
during the conference.

3. K-16 ENGAGEMENT





Lynn Cornett
Dr. Lynn Cornett gave the committee report.  She stated that the committee
discussions focused on the articulation and transfer of credits with the University

System of Georgia and dual enrollment.  Dr. Cornett stated that the Members are to 

receive an electronic copy of the Complete College Georgia Plan.  She asked the 
Members to send their comments to Dr. Josephine Reed-Taylor, deputy commissioner 
of the Technical College System of Georgia.  Dr. Reed-Taylor will compile the 
comments received and forward them to the K-16 Engagement Committee members.  
The committee will review the comments and will bring forth a report at the next regularly

scheduled Board meeting.  

Dr. Cornett stated that Dr. Kathryn Hornsby, assistant commissioner of the Office of 
Technical Education, reported to the committee that the 2011 fall dual enrollment data
was almost the same as it was in 2010 because there wasn’t enough time to implement 
the legislative changes at the local school district levels and TCSG colleges.  The committee encouraged the TCSG staff to promote the dual enrollment program.  

V. Other Business







Paul Holmes, Chair
Mr. Shaw Blackmon commended the TCSG staff for their efforts to put together a successful
conference.  Chairman Holmes also thanked the Members for their participation in the conference.  

He then announced that the December 1, 2011, meeting will be held at the system office, and reminded

everyone that the  2011 Sonny Perdue TCSG College of the Year Award will be announced at the 

meeting.

Commissioner Jackson announced that Dr. Kathy Love, president at Savannah Technical College,

will be conducting a campus tour at the conclusion of the Board meeting.  Chairman Holmes

encouraged the Members to take the tour, and spoke positively of the many visits to the campuses 

that he has made.  

VI.  Adjourn 
There being no further business to come before the Board, the meeting adjourned at 9:30 a.m.  

Adjourn
________________________________________
Brenda L. Wise, Director, State Board Operations
Savannah, GA  «»  November 2, 2011
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