Tennessee Technology Center at Hohenwald
813 West Main 5t
Hohenwald TN 38462
931-796-5351
www.ttchchenwald.edu

Student Right to Know Information

TTC Hohenwald must provide to enrolled students an annual notice containing a list of the consumer
information it must disseminate, and the procedures for obtaining this consumer information. Below is
the list of required information to be released. The information is distributed to faculty, staff, and
students in September and throughout the year to new students. You may also access this information
on our website and in the front lobby.

Contents
General Information about TTC Hohenwald
Annual Report for Completion, Placement, & Licensure Rates
IPEDS Survey Information Completion & Graduation Rates
Family Educational Rights and Privacy Act
Drug and Alcohol Prevention Information
Financial Aid Available
Voter’'s Registration Information
Gramm-Leach Bliley Act Information
Reporting Fraud, Waste, & Abuse
Americans with Disabilities
Annual Campus Crime Report

The TTC Hohenwald Student Handbook may be viewed on our website. If you have any questions or
need further information, please contact the Student Services Coordinator at 931-796-5351.

A Tennessee Board of Regents Institution
AA/ADA/EEQ Training Institution
Accredited by Council on Occupational Education



VISION
To enhance the quality of life of:

e The individual Tennessee citizen
e The Tennessee family
¢ The local community

MISSION STATEMENT

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

e Providing competency-based training through traditional and distance learning instructional delivery
systems of the highest quality that will qualify individuals for employment and/or advancement in
jobs. _

e Providing high quality training and retraining of employed workers.

e Providing high quality training that is economical and accessible to all residents of Tennessee,
thereby contributing to the economic and community development of the communities we serve.

The Tennessee Technology Center at Hohenwald remains committed to the education of a non-racially
identifiable student body and promotes diversity and access without regard to race, gender, religion,
national origin, age, disability, or veteran status.

OUR HISTORY

Construction of the Hohenwald State Area Vocational-Technical School began in the Fail of 1965. The
school opened classes February 14, 1967, with offerings in four instructional areas. The Center currently
offers full-time preparatory training in eleven instructional areas and part-time, secondary, or
supplementary training in twelve instructional areas.

In 1994, the Tennessee Legislature, realizing the Vo-Tech schools were becoming more technical, passed

legislation changing our school’s name to the Tennessee Technology Center to better reflect the school’s
mission.

The Tennessee Technology Center system, statewide, was part of a plan and commitment of the 1993
Ninety-ninth General Assembly to improve institutions of higher education. Appropriations for the
renovation and construction projects for each of the Technology Center’s campuses passed the
Tennessee Legislature by a unanimous vote. The Tennessee Technology Center at Hohenwald received
approximately two million dollars for the renovation of existing facilities, additional construction of
13,000 square feet of space and acquisition of the latest state of the art technoiogy and equipment for
each training program. The Tennessee Technology Center at Hohenwald held Groundbreaking
Ceremonies on April 30, 1997; the project was completed approximately two years later. TTC
Hohenwald held Open House on June 14, 1999 in celebration of the newly renovated and constructed
campus.



Additionally, in response to demand and the changing workforce, the Tennessee Technology Center at
Hohenwald added the training programs of Computer Operations Technology and Surgical Technology
to the training opportunities available at the school. Computer Operations Technology admitted the
first students on August 31, 1998; the inception of Surgical Technology students began January 4, 1999.
In October 2000, the Tennessee Technology Center added the Electro-Mechanical Program to its venue
of offering.

Effective January 1, 2005, the Tennessee Board of Regents approved the change of the Tennessee
Technology Centers system from quarters to trimesters. The system chose to continue the earning of
clock hours as a means of academic credits. The Tennessee Technology Center added Early Childhood
Education as an educational program on the main campus in October of 2006.

Due to the growing demand for technical training, in September 2006, the Tennessee Board of Regents
authorized the expansion of the Tennessee Technology Center at Hohenwald to the Maury County area
to offer the programs of Automotive Technology, Cosmetology, and Machine Tool Technology. The
expansion effort is a partnership between TTC Hohenwald and the Maury County School Systemn. The
off-campus sites opened January 29, 2007, as an Instructional Service Center.

The Technology Center is located in Lewis County and serves a six county area including Maury, Lewis,
Lawrence, Wayne, Perry, and Hickman counties. It is located on a 15-acre tract of land on Highway 412,
West of Hohenwald. The Instructional Service Center sites are located at Columbia Central High School,
Mt. Pleasant High School, and Perry County Career Center.

ACCREDITATION

The Tennessee Technology Center at Hohenwald is an accredited higher education institution. An
evaluation team, composed of individuals from various parts of southern states, visited the Hohenwald
School in February 1972, and made a thorough examination of all facets of the instructionat programs.
As a result of the finding of this team, on December 13, 1972, the Hohenwald School was accepted as an
accredited member of the Commission on Occupationa! Education. An annual report of the school’s
progress is made each year for continuing accreditation and every five years the accreditation must be
substantiated by another seif-study and team visit. The school had a five-year team visit May 1977, July
1982, March 1987, April 1992, September 1998, and October 2004 and was re-accredited each time.

The Tennessee Technology Center is accredited by the Accrediting Commission of the Council on
Occupational Education. Address: 41 Perimeter Center East NE, Suite 640, Atlanta, GA 30346;

Tel: {404) 396-3898.

TRAINING PROGRAMS OFFERED

The Tennessee Technology Center at Hohenwald offers the following programs: Automotive, Business
Systems, Cosmetotogy, Computer Information, Drafting /CAD, Early Childhood Education, Electro-
Mechanical, Electronics, Green Jobs, Industrial Maintenance, Machine Tool, Practical Nursing, Surgical
Technology, and Nursing Assistant.

GENERAL EDUCATION DEVELOPMENT TEST {GED): The Tennessee Technology at Hohenwald is a
GED Testing Center, providing GED testing at least once a month. Contact the Student Services Office.



TTC HOHENWALD FACULTY AND STAFF

Ashton, Linda Cosmetology Evenings
Atkinson, Kim Cosmetology, Cosmetology Shop Area
Autenreid, Heinz Automotive

Balley, Pam Adult Education Assistant
Bates, Paige Customer Service
Blankenship, Deborah Cosmetology Maury (Central High School)
Brewer, Rick Director

Brown, Shirley Electro-Mechanical Associate Instructor
Cameron, Wanda Adult Basic Education
Carnahan, Dona Practical Nursing (Maury County Class)
Cable, Jacquie Surgical Technology

Cooper, Andrea Financial Aid Coordinator/Student Services
Couch, Lisa Accounts Payable

Estes, Julie Practical Nursing

Floyd, Christi Business Systems Technology-Days
Fox, Tim Industrial Maintenance Maury County
Gabbell, Angie Financial Aid Assistant
Hammond, Christina Drafting & CAD

Harris, Brian Business Systems Technology-Night
Harris, Tony Technical Support

Hinson, James Industrial Maintenance
Hinson, Pam Administrative Assistant
Hinson, Wanda Child Care Supervisor, Child Care Area
Holt, Joey Maintenance

Johns, Danny Machine Tool

Kea-Carroli, Kelli Assistant Director

Lewers, Steve Computer Operations
Mashburn, Ann Coordinator of Medical Programs
McDougal, Karen Bookstore

McDougal, Mark Electronics/Electro-Mechanical
Mercer, Sally Practical Nursing
Richardson, Sherry Practical Nursing

Smith, Robert Automotive {Mt. Pleasant)
Tatum, Laura Practical Nursing {Lewis County Class)
Watson, John Industrial Maintenance
Whitehead, Tracy Technology Foundations
Williams, Crystal Practical Nursing (Maury County Class)
Young, Randy High School Liaison/GED
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Student Notification of Rights
Family Educational Rights and Privacy Act (FERPA)

Students of the Tennessee Technology Center at Hohenwald have legal rights under the Family
Educational Rights and Privacy Act (FERPA) of 1974, as weli as the related regulation of the Department
of Education. This law, also referred to as the Buckley Amendment, and the regulations provide that:

*A student has a right to inspect and review their educational records by submitting a written request to
the Student Records Secretary. Within 30 days of the request, the Student Records Secretary will notify
the student of the date and time when the records can be inspected.

*A student may request that any record be amended if the student believes it is inaccurate, misleading,
or otherwise in violation of privacy rights. To request an amendment, the student must write the schoot
official responsible for the record and clearly specify why it is inaccurate or misieading. If the school
decides not to amend the record, the student will be notified of his/her rights to a school hearing.
Additional information regarding hearing procedures will be provided to the student at that time.

*The Tennessee Technology Center at Hohenwald will obtain the student’s written consent before
disclosing personally identifiable information about the student from their records, unless the consent is
not required by the law or the regulation. One exception which permits disclosure without consent is
disclosure 10 school officials with legitimate educational interests. A school official has a legitimate
educational interest if the official needs to review and education record in order to fulfill his or her
responsibility. A school official is a person employed by the institution in an administrative, supervisory,
faculty or staff position; a person or company with whom the school has contracted services; a member
of the school’s governing board, or a student serving in an n official capacity, such as student review
hearings. Upon request, the school also discloses education records without consent to official of
another schoal in which a student seeks or intends to enroll, but will notify the student, if possible, of
this request.

*|f a student wishes to authorize the release of records to other individuals, the student must complete
the “Authorization to Release Information” form, available in the Student Records Office. For security
purposes, photo identification will be required in order to complete this form.

*Directory information such as name, address, date of birth, telephone listing, course of study, dates of
attendance, awards earned, etc. may be disclosed unless the student submits a written request that
such information not be disclosed. If a student wishes to restrict the release of directory information to
outside agencies and schools, a “Confidentiality of Records” form must be completed and submitted to
the Student Records Office.

*A student has the right to file a complaint with the U.S. Department of Education concerning alleged
failures by the institution to comply with the requirements of FERPA. Contact information is provided
below:

Family Policy Compliance Office
U.S. Department of Education
600 Independence Avenue, SW

Washington, DC 20202-4605



DRUG-FREE CAMPUS POLICY STATEMENT

Drug and/or alcohol abuse can affect a person’s physical and emotional health as well as his/her social
life and day-to-day living. Long abuse can destroy a healthy body and mind. Such abuse can lead to
many possible health risks, including organ damage, mental illness, AIDS, hepatitis, and other diseases.
The Center's drug prevention program addresses two major concerns: 1) the maintenance of an
environment in which students can learn; and 2) help for students and personnel whose development or
performance is threatened by abuse of alcohol or drugs. Individuals in need of assistance shouid discuss
this with the Counselor. {The Plan and a listing of existing centers in this region for drug and alcohol
counseling, treatment, or rehabilitation can be obtained from the Student Services Office.)

A. Policy

The policy of the Tennessee Technology Center at Hohenwald is that the unlawful manufacture,
distribution, possession, use, or abuse of alcohol and illicit drugs on the Center’s campus, on property
owned or controlled by the Center, or as part of an activity of the Tech Center is strictly prohibited. Ali
employees and students are subject to applicable federal, state, and local laws related to this matter.
Any violation of this policy will result in discipiinary actions set forth in Section Il of this statement.

B. Disciplinary Actions

The Tennessee Technology Center at Hohenwald will impose the appropriate sanction(s) on any
employee or student who fails to comply with the terms of this policy.

1. Employees

As a condition of employment, each employee, including student employees, must abide by the terms of
this policy and must notify the department head/supervisor of any criminal drug statute conviction for a
violation occurring in the workplace no later than five days after such conviction. A conviction includes a
finding of guilt, a plea of nolo contendere or imposition of a sentence by any state or federal judicial
body. Possible disciplinary sanctions for failure to comply with this policy, including faiture to notify of
convictions, may include one or more of the following:

a. Termination
b. Suspension

¢. Mandatory participation and satisfactory completion of a drug/ alcohol abuse program or
rehabilitation program

d. Recommendation for professional counseling
e. Referral for prosecution
f. Letter of warning
g. Probaticn
2. Students

Possible disciplinary sanctions for failure to comply with the terms of this policy may include one or
more of the following:

a. Expulsion
b. Suspension



¢. Mandatory participation and satisfactory completion of a drug/alcohol abuse program, or
rehabilitation program

Referral for prosecution

Probation

Warning

Reprimand

C IS

DRUG AND ALCOHOL ABUSE

Drug and/or alcohol abuse can affect a person’s physical and emotional health as well as their social life
and day-to-day living. Long term drug and/or alcohol abuse can destroy a healthy body and mind. Such
abuse can lead to many possible heatth risks including:

*  Organ damage, mental illness, malnutrition, failure to get treatment for existing diseases or injuries,
and even death;

*  Risk of contracting AIDS, hepatitis, and other disease from the use of illegal drugs.

This institution is always concerned about the well-being of its students. Information, referrat assistance
and counseling services are available in the Student Services’ Office as well as the following agencies:

MIDDLE TENNESSEE ALCOHOL AND DRUG FACILITIES

State of Tennessee

Employee Assistance Program
Toil Free 1-800-468-8369
Treatment - 741-1924

Tennessee Dept. of Mental Health,
Division of Alcohot & Drug Abuse
Nashville, TN 37209

Cumberland Heights Alcohol and Vanderbilt Institute for

Drug Treatment Center
P.0. Box 90727 '
Nashville, TN 37209
(615) 353-1757

(615) 322-6158

Harbours at Brentwood

Free Telephone Consultation
209 Ward Circle

Nashville, TN 37209

(615) 373-8700

Buffalo Valley Inc.

221 South Maple
Hohenwaid, TN 38462
{931) 796-5427

Treatment of Alcoholism
Vanderbilt University
Medical Center
Nashvifle, TN 37209

Harbours of Columbia

Free Telephone Consultation
Suite 406, 1224 Trotwood
Columbia, TN 38401

(931) 388-9406

Another Chance Recovery
Lewis Community Hospital
Hohenwald, TN 38462
(931) 796-2281



Alcoholic Anonymous
1113 South High Street
Columbia, TN 38401
{931) 381-1048

Lewis County
Alcoholic Anonymous
(931) 796-5423

(931) 796-4033

-HOT LINES-

National Cocaine Hotline
1-800-Cocaine

Columbia Area Menta! Health
P.O. Box 1119, Trotwood Ave.
Columbia, TN 38401

(931) 388-6653

Alcohol Hotline
1-800-Alcohol

Lewis County Mentai Health/Counseling
912 Summertown Hwy.

Hohenwald, TN 38462

(931) 796-5916

Cost of Attending Tennessee Technology Center at Hohenwald

Independent Students

Transportation

Living Maintenance Allowance
Maintenance Fees
Technology Access Fee

Cost of Books/Supplies
Personal Expenses

Total Budget

Dependent Students

Transportation

Living Maintenance Allowance
Maintenance Fees
Technology Access Fee

Cost of Books/Supplies
Personal Expenses

Total Budget

$7,417.00 (campus yearly average)
$4,550.00 {Determined by Dept of Ed)
$2,199.00 (year)

$ 201.00 {year)

$1,140.00 (according to budgets)

$ 600.00 (Determined by Dept of Ed)

$16,107.00

$7,417.00 (campus yearly average)
$2,700.00 (Determined by Dept of Ed)
$2,199.00 (year)

$ 201.00 (year)

$1,140.00 (according to budgets)

$ 600.00 (Determined by Dept of Ed)

$14,257.00




Financial Aid Available at TTCH

Federal Pell Grant: A federally funded program to provide grants to eligible students for post-secondary
education and training. Grants are based on a federal formula that measures your ability and that of
your family to meet educational expenses. The formula produces an Expected Family Contribution
number. The Student Aid Report contains this number and will teli if the student is eligible. For PELL, an
undergraduate is one who has not earned a bachelor’s or first professional degree.

Federal Supplemental Educational Opportunity Grant (FSEOG): A federally funded program that
provides financial aid to eligible students. Students must show exceptionai financial need and meet
other general eligibility requirements for Title IV programs. Exceptionally needy students are those who
have the lowest EFC and are eligible to receive the Federal PELL Grant funds in the current award year.
ESEOG awards are restricted to undergraduate student only. Since students are admitted on an ongoing
basis throughout the year, the lowest EFC may mean the lowest EFC for group of applicants whose aid is
being packaged at the same time. FSEOG will be awarded to students who have a 0 EFC and remaining
need. The FAO will then determine if there are enough funds to award to students who have a higher
EFC. This will vary from year to year. The amount of FSEOG award is determined by financial need and
availability of funds.

Federal Work Study (FWS): A program that provides jobs for students who need financial aid. Federal
Work Study gives you an opportunity to earn money to help pay your educational expenses. labs for
FWS students are located at the Center. Terms and conditions of employment may be obtained from the
Counselor.

Lottery Scholarship: Wilder-Naifeh Technical Skills Grant is a state funded, lottery program (Tennessee
Education Lottery Scholarship — TELS) that provides an annual grant to eligible students to attend a
Tennessee Technology Center. Any Tennessee resident who is at least 18 years of age or has a high
school diploma or GED is efigible to apply to attend a Tennessee Technology Center. The award is not
based on financial need; however, award amount is based on lottery funding and availability. All
individuals interested in applying must fill out the Free Application for Federal Student Aid (FAFSA).

Tennessee Student Assistance Award (TSAA): A state grant awarded to Tennessee’s most needy
students that meet the priority application deadline and all general eligibility requirements for Title IV
aid. Students must be PELL eligible and a Tennessee resident. The Tennessee Student Assistance
Corporation determines the awards. Part-time students will have their TSAA prorated based on the
amount of fees they pay. Less than half-time students do not qualify for TSAA.

Other Financial Aid Accepted:

Institutional Scholarships
Private Scholarships from Outside Agencies
" TAA/TRA — Tennessee Department of Labor and Workforce Develcpment
Veterans Administration Educational Benefits
Vocational Rehabilitation
WIA — Workforce Investment Act

To apply for financial aid go to the website www.FAFSA.ed.gov .



STUDENT FINANCIAL AID ELIGIBILITY

The Center’s Counselor/Financial Aid Officer is in charge of administering all financial aid programs. In
order for a student to receive financial assistance from federal or state financial aid programs, he/she
must:

1. Be enrolled at least half-time as a regular student in an eligible program (Refer to Federal Guidelines
for exceptions).

2. Be a U.S. citizen/national or an eligible non-citizen.

3. Show that he/she has need.

4. Attain and retain satisfactory progress in accordance with policy.

5. Not be in default on Federal Perkins/National Direct Student Loan, any Federal Family Education Loan
Program (Stafford Student Loan, PLUS Loan, Supplemental Loan for Students, Income Contingent Loan
or a Consolidated Loan).

6. Not owe a refund on a Federal Pell Grant, Tennessee Student Assistance Award, Federal Supplemental
Educational Opportunity Grant, or a Byrd Scholarship and sign a statement to that effect.

7. Have a signed statement of registration compliance indicating either that he/she has registered with
the Selective Service or that he/she is not required to register.

8. Have a signed statement of educationa! purpese (saying that the student will use the money only for
expenses related to attending the Center).

9. Have a signed statement of Updated Information.

10. Provide verification of a High School Diploma, GED, or be beyond the age of compulsory school
attendance in Tennessee and have the ability to benefit from the education or training offered.

11. Must take and pass an independently administered examination approved by the Secretary of
Education if without a high school diploma or GED.

12. Complete the free Federal Student Aid Form.

FINANCIAL AID CHECK DISBURSEMENT

1. To receive a Financial Aid Check, a student must be enrolled in the Center for a specified amount of
time each trimester and attended 609% of his or her scheduled, enrolled hours.

2. PELL, SEOG, and TSAA checks are disbursed per trimester approximately at the 43" day.

3. Federal Work Study students are paid monthly.

4, Check disbursements are contingent upon satisfactory attendance and progress.

5. Students must present picture identification prior to check disbursement.

FINANCIAL AID PROGRESS/ATTENDANCE

To make satisfactory financial aid progress a student must:

1. Maintain at least a "C" average for each trimester (payment period). [qualitative measurement]

2. Maintain satisfactory attendance, with 60% of scheduled enrolled hours met at check disbursement,
and complete 91% of the scheduled hours for which the student enrolled. (42 hours of absence is
standard policy for full trimester of attendance) 91% is to be used for attendance less than full-time.

3. Satisfactory progress will be evaluated per trimester.

Satisfactory progress/attendance is evaluated at the end of each trimester. If a student fails to
maintain satisfactory progress/attendance, the student will not be eligible for financial
assistance for his/her next term and the institution may be required to initiate recovery
procedures. If a student makes satisfactory progress during his/her next trimester of
attendance (432 clock hours = 1 trimester for a full-time student}, his/her financial aid will be
re-established for the subsequent trimester of enroliment with the exception of Lottery.



Note: Satisfactory progress includes length of program hours x 150% = maximum hours of eligibility. If
a student exceeds 150% of program hours, he or she is no longer eligible for financial aid. The 150%
calculation includes secondary high school hours, post-secondary (adult) hours ond absences. For
example: Cosmetology requires 1500 hours for completion. If a student is enrolled and exceeds 150%
of the 1500 hours which is equal to 2250, he or she is ineligible for financial aid at the accumulation of
2250 hours.

REFUNDS OF MAINTENANCE FEES
A. Eligibility for Refunds
1. Change in a full-time student’s schedule which results in reclassification to a part time student;
2. Change in a part-time student’s schedule which results in a class load of fewer houts;
3. Voluntary withdrawal of the student from the school;
4. Cancellation of a class by the school; or
5. Death of the student. Students administratively dismissed will not be eligible for refunds.
B. Calculation of refunds
I. Full refund
a. 100% of fees will be refunded for classes canceled by the school.
b. 100% of fees will be refunded for drops or withdrawals prior to the first official day of
classes.
¢. 100% of fees will be refunded in the case of death of the student during the term.
2. Partial refunds
a. A refund of 75% may be allowed if a program is dropped or student withdraws within
the first 10% of the class hours.
b. A refund of 50% may be allowed if a program is dropped or a student withdraws
within the first 20% of the class hours.
c. No refunds will be permitted after 20% of the class hours have been completed.

student Services/Financial Aid Office contacts: Andrea Cooper, Student Services Coordinator
and Angela Gobbell, Financial Aid Assistant may be contacted at 931-796-5351.

Dept of Education Student Ombudsman may be contacted at 1-877-557-2575.

Voter’s Registration Information

The Tennessee Technology Center at Hohenwald announces annually on Constitution Day, Sept 17 that
any students/faculty/staff interested in registering to vote may come to the front lobby to complete an

application. Voter’s Registration applications can be obtained year round from Andrea Cooper, Student
Services Coordinator.



Tennessee Technology Center at Hohenwald
Institutional Information Security Plan
Gramm-Leach Bliley Act Plan

The administration of the Tennessee Technology Center at Covington (TTCH) is aware of the importance
and objectives of the Gramm-Leach-Biiley Act {GLB) with regard to it importance to activities, services,
or programs which us information with identifiable student numbers such as Social Security Numbers
and protecting such data from unauthorized access to a student or employee’s financial information. It
is likely in some areas of school operations that information is maintained or shared internaily and with
third parties, thus having the recognized danger for unauthorized access, breach of confidentiality, or at
least weaknesses that should be addressed.

Campus departments and activities identified as those which may house or provide a gateway to
identifiable student numbers or financial information include:

o Admissions

e Financial Aid

* Records and Grading
s Fiscal Operations

Each of these areas must be reviewed and evaluated concerning current policies and procedures in
regard to security of confidential information. This review and evaluation will inciude data stored and
disposed of internally as hard copy and electronically. Third party access or transmission will also he
addressed including review of contracts for language regarding the security of data.

During daily operations, it is often necessary to verbally communicate confidential information. It is
important that all TTCH employees are aware of the risks of verbal communication and open viewing of
computer screens to protecting confidential information. Training of TTCH staff and faculty will be
conducted annually in regards to protecting confidential information.

Restrictions on Use of Information

The Tennessee Technology Center at Hohenwald restricts access to nonpubtlic personal information
about student and employee information to those employees, independent contracting agents, and
other affiliated entitles or individuals who need to know that information to provide services to you.
Their right to further disclose and use that information is limited by our employee conduct rutes,
applicable law, and disclosure agreements where appropriate. The school maintains physical and
electronic nonpublic personal information.

Physical Security

All areas where files are maintained are behind closed locked doors when not in use.
All documents containing sensitive information are destroyed in accordance with Tennessee Board
of Regent’s guidelines.
s School is protected by and electronic security system.
Security measures will be reviewed and tested annually.

The school has no third party contracts. if any were entered into, the participant would have to
adhere to Gramm-Leach Bliley Act.



e School will maintain close inventory of school's computers. Change password periodically; do not
post password near computers. .

e All calls or other requests for student and employee information should be forwarded to
appropriate administrative personnel.

Continuous evaluation by administration of possible breaches of security of financial information of
student or empioyees will be conducted. it is expected that the revealed weaknesses will be cause for
improvements and changes to better meet the requirements of GLB. TTCH has designated the Assistant
Director to be the coordinator of the Information Security Plan. On an annual basis the coordinator will
conduct training, evaluate the plan, and inform the administration of the results.




Reporting Fraud, Waste, or Abuse at the Tennessee Technology Center at Hohenwald

State law requires all public institutions of higher education to provide a means by which students,
employees, or others may report suspected or known improper or dishonest acts. In addition, the
Tennessee Technology Center at Hohenwald (TTCH) is committed to the responsible stewardship of our
resources.

Whether you are part of management, a faculty or staff member, a student, or an interested citizen, we
encourage you to report known or suspected dishonest acts by employees, outside contractors, or
vendors.

What Should ! Report?
Dishonest acts, either known or suspected, should be reported, such as:
e  Theft or misappropriation of funds, supplies, property, or other institution resources
e  Forgery or alteration of documents
»  Unauthorized alteration or manipulation of computer files
« Improper and wasteful activity
« Falsification of reports to management or external agencies
e  Pursuit of a benefit or advantage in violation of institution’s conflict of interests policy

¢ Authorization or receipt of compensation for hours not worked

Think Before You Speak!

Before making allegations of dishonesty, be reasonably certain of any claims. Such allegations can
seriously and negatively impact the accused individual's life and adversely affect the working
environment of the Center.

Reporting Options

Several options are available to all TTCH employees, students and others for reporting known or
suspected dishonest acts. You may repart your concerns to:

your immediate supervisor or Instructor if you are a student

to the Director of the Tennessee Technology Center at Hohenwald

the Office of Internal Audit at Middle Tennessee State University

to the Tennessee Board of Regents, Office of System-wide Audit, by email at reportfraudgthr.edu
to the Tennessee Comptrotler’s Hotline for Fraud, Waste and Abuse at 1-800-232-5454
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