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This Student Handbook/Catalog presents the course offerings and academic requirements in effect at the time of
publication but provides no guarantee that offerings will not be changed or rescinded. The course offerings and
requirements of Tennessee College of Applied Technology Knoxville are continually under examination and review. The
College reserves the right to make changes in course offerings, curricula, academic policies and other rules and
regulations affecting students and which will become effective whenever determined proper by the Institution.
Reasonable notice will be given to students regarding any changes in the Student Handbook/Catalog. All updates and/or
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to state contractual terms and does not constitute a contract between the student and the Institution.

For information about graduation rates, placement rates and other important information, please visit our website at www.tcatknoxville.edu/programs

A copy of Tennessee College of Applied Technology - Knoxville’s Annual Security Report is available. This report includes statistics for the previous three years
concerning reported crimes that occurred on-campus; in certain off-campus buildings or property owned or controlled by Tennessee College of Applied Technology -
Knoxville; and on public property within or immediately adjacent to and accessible from the campus. The report also includes institutional policies concerning campus
security, such as policies concerning sexual assault, and other matters. You may obtain a copy of this report by contacting the Student Services office or by accessing
the following website:

https://tcatknoxville.edu//about/policies-and-guidelines




GOVERNANCE, ACCREDITATION, and APPROVALS

Governance

The Tennessee Board of Regents (TBR) system consists of 40 institutions. TBR's 13 community Colleges, and 27
Colleges of applied technology offer classes in almost all of Tennessee's 95 counties. The activities of the Tennessee
Board of Regents System are coordinated with the Tennessee Higher Education System to achieve unity in the
programs of higher education in Tennessee.

Tennessee Board of Regents Tennessee Higher Education Commission
1 Bridgestone Park 404 James Robertson Parkway, Suite 1900
Nashville, TN 37214 Nashville, TN 37243

Accreditation

The Tennessee College of Applied Technology - Knoxville is an accredited higher education institution. An annual
report of the school's progress is made each year for continuing accreditation and every six years the accreditation
must be substantiated by another self-study and team visit. Tennessee College of Applied Technology - Knoxville is

accredited by:
Commission of the Council on Telephone (Toll-Free): 800-917-2081
Occupational Education Fax: 770-396-3790
7840 Roswell Road, Building 300, Suite 325 www.Council.org

Atlanta, GA 30350

Veteran Training

The Tennessee College of Applied Technology - Knoxville is an approved College for Veterans Training (GI Bill). For
information on using Veteran benefits please contact the Financial Aid Department in the Student Services Office.

VA Education

110 9th Ave South
Nashville, TN 37203
1-888-442-4551

Tennessee Boards Approval
Below are the programs that require additional programmatic accreditation or agency oversight.

The Practical Nursing, and Cosmetology programs of The Tennessee College of Applied Technology - Knoxville are
approved by the following boards respectively:

Tennessee Board of Nursing Tennessee Board of Cosmetology
Department of Health Department of Commerce and Insurance
665 Mainstream Drive, 2nd Floor

500 James Robertson Parkway
Nashville, TN 37423 Nashville, TN 37243

Tennessee Board of Denistry
227 French Landing, Suite 300
Nashville, Tennessee 37243




For more information on the institution's governance, accreditation, or approvals, visit the Office of the President.




PURPOSE OF STUDENT HANDBOOK

This student catalog/handbook has been prepared to provide information about the programs and training
opportunities provided by the Tennessee College of Applied Technology — Knoxville for the 2020-2021 academic
year. It is designed to serve as a guide for currently enrolled students, parents, educators, employers, and others
who are interested in seeking information and/or technology training for gainful employment or to update current
skills and related information.

Tennessee College of Applied Technology - Knoxville provides the opportunity for students to increase their
knowledge by providing various programs of instruction by well-qualified faculty. However, acquisition of
knowledge by any student is contingent upon the student’s desire to learn and his/her application of appropriate
study techniques to any course of program. All students are expected to fulfill his/her commitment to utilize the
facilities provided and to make satisfactory progress in his/her preparation for employment. Also, each student
will abide by Tennessee College of Applied Technology - and Academic Program policies necessary to assure all
training achieves its intended purpose in an efficient and safe manner. Efforts are made to update equipment and
course content to provide educational experiences necessary for an era of rapid technological change. The
administrative and instructional staff is comprised of skilled and knowledgeable individuals who are competent in
their occupational field, as well as proficient instructors. They participate in special in-service training such as
state directed workshops, field trips, community, and university courses to maintain and update their skillsets.
Graduates of the Tennessee College of Applied Technology - Knoxville should not be expected to compete with
journeymen who have developed skills and on the job experience. Usually, the graduates are considered for “entry-
level” employment in their respective occupations.

The course offerings and requirements of the Tennessee College of Applied Technology — Knoxville are continually
under examination and review. The College reserves the right to make changes as required in course offerings,
curricula, academic policies and other rules and regulations affecting students and will become effective whenever
determined necessary as part of that continuous review by the institution. This Student Handbook/Catalog
presents the offering and requirements in effect at the time of publication but provides no guarantee that offerings
will not be changed or rescinded. Reasonable notice will be given to students regarding any changes in the Student
Handbook/Catalog. All updates and/or corrections will be posted in the online version of the Student
Handbook/Catalog, which will supersede previous written copies. Changes will govern current, former, and
prospective students. This Student Handbook/Catalog is not intended to state contractual terms and does not
constitute a contract between the student and the institution

POLICY ON NON-DISCRIMINATION

The Tennessee College of Applied Technology Knoxville is an AA/EEOQ institution/employer and does not
discriminate on the basis of race, color, religion, creed, ethnic or national origin, sex, sexual orientation, gender
identity/expression, disability, age (as applicable), status as a covered veteran, genetic information, and any other
category protected by federal or state law or regulation or by Tennessee Board of Regents policy with respect to
employment, educational programs and activities sponsored by the College. Procedures for filing complaints of
discrimination of any type are found through the links provided below and in the Office of Human Resources.
Further information can be found at the following links:

https://tcatknoxville.edu/about/non-discrimination-statement

https://policies.tbr.edu/policies/equal-employment-opportunity-and-affirmative-action

Title VI (https://tcatknoxville.edu/about/policies-and-guidelines )
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The Tennessee College of Applied Technology - - Knoxville complies with the requirements of Title VI of the Civil
Rights Act of 1964, 42 U.S.C. §2000d et seq. (“Title VI”). Title V1 is a federal law that prohibits discrimination based
on race, color, or national origin in programs or activities receiving federal financial assistance. As a recipient of
federal funding (e.g. Title IV financial aid for students), the Tennessee College of Applied Technology-Knoxville is
required to comply with the non-discrimination provisions of Title VI in its educational and federal grant funded
programs. Title VI is enforced by the Office for Civil Rights (OCR) in the U.S. Department of Education. The Title VI
regulations define the forms of discrimination covered by statute, including, but not limited to; racial harassment,
school segregation, denial of language services to students of non-U.S. nationality who are limited in English
language proficiency, and retaliation for filing an OCR complaint or for advocacy for a right protected by Title VI.

The Tennessee College of Applied Technology-Knoxville will respond promptly and effectively once informed
about an allegation of race, color, or national origin-based discrimination or harassment and will take immediate
action to eliminate the harassment, prevent its recurrence, and address its effects. Upon receipt of a complaint, the
Tennessee College of Applied Technology - - Knoxville will promptly investigate to determine what occurred and
then take appropriate steps to resolve the situation. Tennessee College of Applied Technology - Knoxville’s
procedures for filing complaints of race, color, or national origin discrimination are available from the Title VI
Coordinator, in the Student and Employee Handbooks, from the Student Services Office, on the TBR web site at
https://www.tbr.edu and on the Tennessee College of Applied Technology - - Knoxville website at
https://tcatknoxville.edu. Inquiries or complaints concerning Title VI may be reported to the College’s Title VI
coordinator:

Misty West

Title VI Coordinator
1100 Liberty Street.
Knoxville, TN 37919
(865)776-4346

Or the Office for Civil Rights:

U.S. Department of Education,

Office for Civil Rights

(800) 421-3481 or ocr@ed.gov
http://www2.ed.gov/about/offices/list/ocr/complaintintro.html

Title IX ( https://tcatknoxville.edu/about/safety-and-security, https://tcatknoxville.edu/about/policies-and-
guidelines , https://tcatknoxville.edu/current-students/report-complaint )

The Tennessee College of Applied Technology-Knoxville complies with the requirements of Title IX of the
Education Amendments of 1972, 20 U.S.C. §1681 et seq. (“Title IX”). Title IX is enforced by the Office for Civil Rights
(OCR) in the U.S. Department of Education. Title IX prohibits discrimination based on sex in education programs
and activities, including sexual harassment; sexual misconduct, including sexual battery, stalking, dating or
domestic violence; discrimination against pregnant/parenting students; retaliation for filing an OCR complaint; or
for advocacy for a right protected by Title IX. Institutions receiving Federal funds (e.g. Title IV financial aid funds)
must comply with Title IX.

The Tennessee College of Applied Technology - - Knoxville will respond promptly and effectively to investigate,
prevent and correct sex based discrimination once informed about an allegation of sex-based discrimination or
harassment and will take immediate action to eliminate the harassment, prevent its recurrence, and address its
effects. Upon receipt of a complaint, the Tennessee College of Applied Technology - - Knoxville will promptly
investigate to determine what occurred and then take appropriate steps to resolve the situation. Information
about the College’s Title IX policies and procedures may be found in the links provided at the top of this sub-
section, in the Student and Employee Handbooks, from the Student Services Office, on the TBR web site at

5



https://www.tbr.edu and on the Tennessee College of Applied Technology - - Knoxville website at
https://tcatknoxville.edu. Inquiries or complaints concerning Title ix may be reported to the College’s Title IX
coordinator 24/7 in person, by phone, and/or email at:

Misty West

Title IX Coordinator
1100 Liberty Street

Knoxville, TN 37919
(865)776-4346

Or the Office for Civil Rights:

U.S. Department of Education,

Office for Civil Rights

(800) 421-3481 or ocr@ed.gov
http://www2.ed.gov/about/offices/list/ocr/complaintintro.html

Pregnant Students

Tennessee College of Applied Technology - Knoxville complies with Title IX as the law applies to
pregnant/parenting students and is committed to their success. Students may:

e Continue to participate in classes and extracurricular activities even though pregnant and/or
e Requestreasonable accommodations.

Tennessee College of Applied Technology - Knoxville will work with pregnant students to provide options for
continuing in a program of study through excused absences or medical leave. Absences due to pregnancy or
childbirth are excused absences when medically necessary. For detailed information or assistance see the
Tennessee College of Applied Technology - Knoxville Title IX Coordinator, or Student Services Coordinator.

Disabled Students

Tennessee College of Applied Technology — Knoxville is committed to providing program access and
accommodations for all academically qualified students with disabilities. This commitment is consistent with the
College’s obligation under Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of
1990 (ADA). Qualified students are defined as individuals who, with or without reasonable modifications and
accommodations, meets the essential eligibility requirements for the program services and activities offered by the
College. A disability is defined as a physical or mental impairment that substantially limits one or more of the
major life activities.

In order to obtain reasonable accommodations in relation to a qualifying disability, a student should contact the
Student Services department prior to enrollment, or as the need arises, and provide current documentation of the
disability. Documentation is defined as a written summary from a professional who is licensed to practice in the
field appropriate for diagnosing and/or treating the disability in question. Tennessee College of Applied
Technology - - Knoxville will engage in an interactive process with the student to determine appropriate and
reasonable accommodation(s) in relation to the documented disability and program requirements. A request form
for disability assistance is available by contacting the Student Services department. The form along with medical
documentation of the qualifying disability, must be submitted to initiate the interactive process.
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ACADEMIC CALENDAR

The Tennessee College of Applied Technology - Knoxville operates on a year-round basis dismissing only for
observance of legal holidays, teacher in-service, breaks between terms and student vacation days. Full-time
preparatory classes are scheduled five days a week for six hours a day. In addition to full-time day classes,
supplemental classes are offered each term.

The calendar for the Tennessee College of Applied Technology — Knoxville is based on three equal trimesters that
include a minimum of 216 instructional days. The three trimesters are:

Fall: September, October, November, December
Spring: January, February, March, April
Summer: May, June, July, August

432 hours = 1 trimester

864 hours = 2 trimesters
1296 hours = 3 trimesters
1728 hours = 4 trimesters
2160 hours = 5 trimesters

This calendar is subject to change at any time prior to or during the academic term due to emergencies beyond the
reasonable control of the College, including severe weather, loss of utilities, or orders by federal or state agencies.
The College reserves the right to cancel any supplemental class scheduled for a given term when the number
enrolled is considered insufficient.

2020 Faculty/Staff In-service February 15
(no classes)
Summer Break August 27-31 March 8-12
Fall Classes Begin September 1 Classes End April 23
Labor Day September 7 Spring Break April 26-30
Thanksgiving Break November 25-27 Summer Classes Begin May 3
Cl:flsses End December 16 Memorial Day May 31
Winter Break December 17-31 Summer Break June 22 - July 2
2021 Independence Day July 4
New Year’s Day January 1 Classes End August 26
Spring Classes Begin January 4 Fall Break ] August 27-31
Martin Luther King Day January 18 Fall Classes Begin September 1
President’s Day
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GENERAL INFORMATION

What is a Tennessee College of Applied Technology?

A Tennessee College of Applied Technology is an institution, which serves people in a specific geographical area
within the state of Tennessee consisting of two or more counties that offers technical/occupational education.
Tennessee has 27 Tennessee College of Applied Technology, 26 of them (all except Chattanooga) are freestanding
institutions. Tennessee Colleges of Applied Technology are the state’s premier providers of workforce
development in the state of Tennessee. The 27 Tennessee College of Applied Technology and their employees
provide state-of-the art technical training for workers to obtain the technical skills and professional training
necessary for advancement in today’s competitive job market. Through their workforce development mission, the
Tennessee College of Applied Technology help businesses and industries satisfy their need for a well-trained,
skilled workforce. Under the governance of the Tennessee Board of Regents, the Tennessee College of Applied
Technology offer certificate and diploma programs in more than 50 distinct occupational fields as well as
customized training for business and industry.

Statewide Mission

The Tennessee Colleges of Applied Technology continue to serve as the premier providers for workforce
development throughout the State of Tennessee. The Colleges fulfill the mission by:

e Providing competency-based training through superior quality, traditional and distance learning
instruction methods that qualify completers for employment and job advancement.

e Contributing to the economic and community development of the communities served by training and
retraining employed/unemployed workers.

e Ensuring that programs and services are economical and accessible to all residents of Tennessee.
e Building relationships of trust with community, business, and industry leaders to supply highly skilled
workers in areas of need.

Tennessee College of Applied Technology - Knoxville Purpose

The purpose of Tennessee College of Applied Technology — Knoxville curricula is to provide instruction whereby
individuals may be trained or retrained for employment, and to upgrade skills and knowledge of employed
workers. Each program offered will assist the student in acquiring the skills, knowledge, understanding, and
attitudes, which contribute to proficiency and competency in his or her chosen field.

The College fulfills this purpose by providing training through four types of programs:

1. Full-Time Preparatory programs are designed to prepare persons for employment in specific or closely
related occupations. These programs are offered on a six-hour per day basis. The length of programs can
vary depending upon the requirements of the occupation.

2. Part-Time Preparatory programs are designed to prepare persons for employment in specific or closely
related occupations. The part-time preparatory program is offered on less than full-time basis. Length of
training ranges from a few months to four years depending upon the entrance requirements of the
occupation. Part-time is classified as any hours less than 30 per week.

3. Supplemental programs are designed to assist employed workers to improve or upgrade skills and increase
technical knowledge necessary for present employment or to acquire new skills and knowledge for a
higher level of employment. The length of supplementary courses varies from two to several weeks.
Content of the courses is determined by the specific needs of the members of the class. Time and frequency
of meetings are arranged according to the convenience of the group for which the class is organized.

4. Special Industry and Public Service programs are offered to business and industry upon their request.
These classes can be conducted in the College or place of employment of the class members. Specialized
and intensified courses to meet specific requirements of industry may be offered when the need arises.
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ADMISSIONS

The Tennessee Board of Regents establishes the admission requirements for age, status, counseling, and testing.
Tennessee College of Applied Technology — Knoxville maintains an open-door policy for admission into most
occupational programs, however, educational requirements for program admission may vary from program to
program. Most programs will admit students with a special education High School Diploma or a Certificate of
Attendance. Students are informed by the instructor that job placement in some fields may not be obtained without
aregular high school diploma. Due to licensing requirements, some programs require a regular high school
diploma, GED or HiSET.

General Admission Policy

Persons seeking admission to the College must be at least 18 years of age or have a high school diploma or
equivalent. Prospective students are encouraged to apply at any time. Steps to apply are as follows:

e Discuss career objective with Student Services and consult with instructor/tour program, if desired, and
choose one program of study.

e Complete an application for enrollment online at www.tcatknoxville.edu;

e Have a financial plan for attending the institution which may include financial aid, Veterans’ educational
benefits, scholarships, cash, check, money order, or some major credit cards.

e Provide Tennessee College of Applied Technology - Knoxville with sealed, official high school
transcript/diploma, College transcript/degree, or GED or HiSET scores.

Prospective students who are foreign nationals (non-U.S. Citizens or non-Permanent U.S. Residents) are permitted
to enroll at the Tennessee College of Applied Technology - . Itis up to the prospective student to determine what, if
any, affect enrollment might have on their immigration/visa status in the U.S. To be eligible for state funded
financial aid or other assistance, prospective students must meet the requirements of the Tennessee Eligibility
Verification for Entitlements Act (EVEA) T.C.A. §4-58-101 et seq.

The completed application for enrollment will be added to the program interest list on the date the application is
received by the College. The applicant will be notified about this action by letter. Periodic letters will thereafter be
sent to those with applications on lengthy interest lists to confirm their continued interest. When an opening
becomes available, notification will be sent to the next applicant on the interest list, along with a scheduled
orientation date. If the applicant declines or does not respond to the notification of an opening in the desired
program, the Tennessee College of Applied Technology - may decide to delay the applicant’s entry to the next
available vacancy. If the applicant declines the opportunity for enrollment twice, their enrollment application will
be retired, and the student removed from the Priority Wait List. After an enrollment application is retired, an
applicant may still re-apply at any time.

Prior to, or upon, the first day of attendance at Tennessee College of Applied Technology - Knoxville , each new
student will participate in a group orientation session, which acquaints him or her with institutional policies,
functions, and personnel. The orientation process is an ongoing program which involves departmental orientation,
safety policies, and development of work attitudes, habits and behaviors which help the student to use the
resources available to him/her most effectively while at the Tennessee College of Applied Technology - Knoxville.
Applicants who cannot attend their assigned orientation should reschedule with Student Services in advance.
Those failing to attend their assigned orientation who still desire to attend should reapply.

In addition to the general admission criteria, specific educational and physical requirements must be met by
applicants, either with or without an accommodation, in the following programs:
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10 H.S. Credits or GED score of 450 or a passing HiSET score.
Provide official H.S or GED or HiSET transcript prior to enrollment.
H.S. Diploma, GED or HiSET; Information Session; Passing score on
Dental Assisting Achievement Test; Satisfactory Physical with all required
immunizations

H.S. Diploma, GED or HiSET; Information Session; Passing score on
Medical Assisting Achievement Test; Satisfactory Physical with all required
immunizations

H.S. Diploma, GED or HiSET; Information Session; Passing score on
Achievement Test; Three References. Clinical sites will require a
Practical Nursing Satisfactory Physical with all required immunizations; Pass Drug
Screen; and background check. Costs for clinical site requirements
are the responsibility of the student.

H.S. Diploma, GED or HiSET; Information Session; Passing score on
Surgical Technology Achievement Test; Satisfactory Physical with all required
immunizations

Class A Permit, valid driver's license, and Department of
Transportation physical

Cosmetology

Truck Driving

HESI Admission Assessment

The HESI Admission Assessment is a computerized entrance exam for the Practical Nursing, Surgical and Dental
Assisting programs. Minimum scores of 70 in the reading and 50 in math sections are required for admission to
these programs. HESI scores are considered valid for a maximum of two years. A fee is required to take the HESI
exam. Please contact the Student Services Departments for the fee amount.

Technology Foundations

Technical College Learning Support Policy (TBR Policy 2.03.00.04) requires that students who do not present valid
ACT, SAILS, or other approved valid assessment scores, that demonstrate college readiness based upon established
cut scores, or other documentation will be placed into the appropriate learning support course for applied
mathematics, graphic literacy, and reading for information as defined by the academic program requirements.

Students with transferable college-level coursework may be exempt from the Technology Foundations Learning
Support course or completing assessments.

Institutions will provide, or may require, assessment(s) to allow students to challenge placement into Technology
Foundation Learning Support if they have not met established criteria.

A first-time or transfer student, entering without valid assessment score or college level coursework not meeting
transferable requirements will be enrolled into the appropriate subject area Technology Foundation Learning
Support course along with the paired technical college program coursework or may be given the option of
challenge testing to place into the technical college program without learning support.

The purpose of the Technology Foundations program is to provide a comprehensive program of activities that will
enable students to develop and/or enhance their basic academic skills, life skills, and job skills. The Technology
Foundations program will provide supplemental skill training necessary for students to reach their fullest
potential in the workplace. Students must complete Technology Foundations to graduate.

14



Ability to Benefit

Ability to Benefit is the U.S. Department of Education established criteria, through a provision of the Higher
Education Act, that must be met by a person who does not have either a regular high school diploma, General
Education Diploma (GED), or High School Equivalency Test (HiSET) Exam to receive federal financial aid. All
students must meet the admission requirement(s) for their programs of study; students without a high school
diploma who are beyond the age of compulsory school attendance and wish to apply for federal student aid may be
admitted under Ability to Benefit provisions set forth by the Department of Education.

Credit for Previous Training from Other Institutions/Experience

Students may be given credit toward program completion requirements upon demonstration of common
competencies. Students may request credit for prior education, training, or work experiences may do so based on:

1. Credit from a sister Tennessee College of Applied Technology - institution
2. Credit from all other institutions, work experiences, certifications, etc.

Credit for the previous training can be established by:

1. Testing: A student may demonstrate proficiency through oral, written, and/or skill performance. The test
will be administered by the program instructor and the completed test maintained as part of the student’s
testing files. Recommended credit must be documented on a prior credit request form and filed in the
student’s folder in the Student Services Office.

2. Transcript: Prior credit may be granted to students by transcripts from other schools. Credit earned from
other sources must be from institutions that are accredited by an agency recognized by the U.S. Department
of Education or whose acceptance is required by a state or federal approving agency, including:

a. Other TBR schools. The instructor should evaluate the transcript to ensure that credit is given only
for those courses or units that coincide with units of instruction for this program.

b. Schools not governed by TBR, but which have an articulation agreement with Tennessee College of
Applied Technology - Knoxville. Credit will be given as specified in the articulation agreement.

c. Forstudents who are transferring from a program certified by a state or national governing board
such as practical nursing, cosmetology, or NATEF (ASE), credit may be granted for completed
certified units as prescribed by the certifying agency.

d. Institutions not governed by TBR, but which have courses similar to the program of instruction at
Tennessee College of Applied Technology - Knoxville.

Upon pre-enrollment/enrollment, students desiring credit for prior education, training, or work experiences must
complete a Previous Training/Experience Form, available from the Student Services Office. The prior credit form
should be completed by the student and instructor and submitted to the Student Services Office by the end of the
first term of the student’s enrollment. Students should identify prior credits, via an official transcript, including a
course description(s), that the student feels are a match for a course(s) in the Tennessee College of Applied
Technology - program of study. Past work experience will be evaluated for currency, type of equipment used and
length of employment. Students seeking such credit should submit supporting documentation to their instructor
for review and recommendation(s) for credit towards completion of a program of study. The instructor’s role is
only to recommend whether to grant credit towards a certificate or diploma based on past education, training, or
work experiences. Based on the information submitted, the instructor will recommend the amount of credit to be
given or recommend that the student complete a challenge test to determine credit. The instructor will then
forward recommendation(s) to the Student Services Office. Credit granted will not exceed 25% of the program of
study. After assessment of previous education, training and/or experience the student will be enrolled in training
at the student’s documented proficiency level. The time normally required for training will be shortened
accordingly.
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Re-Admission Policy

A student who previously attended Tennessee College of Applied Technology - Knoxville who either withdrew or
whose attendance was otherwise terminated must re-apply for admission by completing a new enrollment
application. Due to processing of financial aid, students desiring to enroll in a new program of study and use financial
aid, or did use financial aid in a prior term, will experience a 60-day waiting period for re-admittance.

Service Member Re-admission

Military reserve and National Guard personnel who are mobilized to active military service within six months of
attendance at Tennessee College of Applied Technology - Knoxville and who plan to return to College, will have
their tuition assessed as per TBR policy B-60.

Readmission from Academic Suspension (All programs except Allied Health)

The President, in coordination with the Student Services Coordinator, may consider for re-admission an applicant
who has been suspended. Criteria that will be considered in assessing candidacy for re-admission are as follows:

1. Assessment of the candidate’s willingness to address those deficiencies that contributed to the prior
suspension; and

2. Assessment of the likelihood that the re-admitted student may succeed in pursuing his/her training
objective.

No student will be allowed to re-enter the College if he or she has been suspended two times for failure to meet
academic standards. Probationary guidelines may be imposed upon re-enrollment after suspension for the
following violations:

Attendance Violations: Any student suspended for poor attendance must sit out one full term but will be eligible
to return the following term provided space is available.

Unsatisfactory Progress: A student suspended for unsatisfactory progress evaluation must sit out for one term
but will be eligible to return the following term provided space is available.

Disciplinary action for student conduct code violations will be processed separately as provided in the Tennessee
College of Applied Technology - Student Disciplinary Code (https://tcatknoxville.edu/about/policies-and-
gquidelines) and the TBR Policy on student discipline (https://policies.tbr.edu/policies/general-policy-student-
conduct-disciplinary-sanctions).

Readmission for Nursing Students

Any Tennessee College of Applied Technology - Knoxville nursing program student who was previously suspended
for failing to meet academic standards in the nursing program must reapply for admission to return to the
program. If the student is seeking readmission to the first term, the regular application process will apply. The
applicant will be required to attend an information session and submit the necessary applications. References,
transcripts, and HESI scores are considered valid for two years from the time of their initial receipt.

If an individual seeks to reapply to the second or third trimester of the nursing program, the applicant must
complete the Tennessee College of Applied Technology - Knoxville application and return it to the Health Careers
Department. The student must also include a letter requesting readmission to the specific term.

The Nursing Coordinator will review each case and may recommend readmission to the school President. Criteria
that the Nursing Coordinator will consider in determining readmission include demonstration of the student’s
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willingness to address the deficiencies that contributed to the prior suspension and assessment of the likelihood
that the readmitted student may succeed.

Any student suspended for poor attendance must sit out one full term before being readmitted to the program.
Any student suspended for academic failure may request readmission to the next available class. Readmission is
dependent upon clinical availability and is not guaranteed. Re-enrollment is determined on a first-come, first-
served basis.

Any student who has been suspended twice from the nursing program due to violation of attendance, academic,
and/or clinical performance may be denied readmission. After a period of five years from the date of the second
termination, an individual may apply to the nursing program and be given consideration for readmission. Transfer
credit for this admission will not be considered.

Transfer from another Nursing Program

Students who have completed nursing courses at another nursing program and seek to enter the program in the
second or third term of the Tennessee College of Applied Technology - Knoxville nursing program may apply for
enrollment. The application process for transfer students includes:

e Submit completed application for enrollment.

e Submit official copy of high school transcript or high school equivalency.

e Submit official transcript from previous nursing education program.

e Submit proof of score at least a 750 on each of the HESI end of course exams for the term(s) that are being
granted credit. The costs of the HESI exams are the responsibility of the applicant. If an applicant has had
the HESI end of course exams within the previous two years, an official copy of the test results can be
provided in lieu of retesting.

Applicants will be accepted to the program based on classroom space and clinical availability. If all application
materials are received, acceptance is based on a first-come, first-served basis. Priority is given to previous
Tennessee College of Applied Technology - Knoxville students seeking re-enrollment.

After notification of conditional acceptance to the program, the following items required by clinical sites must be
completed and submitted prior to enrollment:

e Satisfactory drug screen within the previous six months,

e Satisfactory criminal background screening within the previous six months,

e Proof of current CPR certification, and

e Up-to-date physical/immunizations.

TUITION & FEES

Fee Assessment

Fees are assessed each term in accordance with an approved fee schedule for Tennessee Colleges of Applied
Technology. Maintenance Fees are based upon the number of clock hours the student is scheduled to attend for the
term as outlined below for on-ground students. In addition to paying a Maintenance Fee each term, on-ground
students must pay a Technology Access Fee and a Student Access Fee each term. Fees may be paid by cash, check,
and money order, or credit card or by charging against Financial Aid. No two-party checks or partial payments
accepted. Students must pay their fees before being admitted to class each term. All fees must be paid on
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registration day. Students will be counted absent until tuition and fees are paid. NOTE: Fees subject to change
without notice.

2020-2021 Tennessee College of Applied Technology - Tuition

Tennessee College of Applied Technology Fee Schedule*

Trimester Hours Maintenance Fee Student Access Fee ';‘:;:hnology Access Trimester Total
1-40 $192 $10 $45 $247

41-80 $259 $10 $45 $314

81-135 $391 $10 $45 $446

136-217 $680 $10 $73 $763

218-340 $1098 $10 $73 $1181

341-432 $1229 $10 $73 $1312

* Does not include program-specific fees or textbook/supplies/tool costs.

Special Academic Fees

Program Cost Per Trimester

Truck Driving Fee $300
Licensed Practical Nurse $100
Welding Technology Fee $100
RODP CNA Lab Fee $75

Maintenance Fees

o1

Full-time Programs - All full-time students enrolling for 341 - 432 hours, whether residents or non-
residents of Tennessee, shall pay the current maximum maintenance fee as approved by the Tennessee
Board of Regents. Students enrolling or completing between term beginning and ending dates will pay a
prorated fee for that term based upon the fee schedule.

Part-time Programs - Students enrolling part-time or in short term, supplemental or special programs of
less than 341 hours will be assessed a fee based on the length of the program in which he or she is enrolled.
Full-time students enrolling in part-time or special industry classes will be assessed the part-time fee.

Secondary Students - Secondary students shall not be individually assessed fees. (The Tennessee College
of Applied Technology - will negotiate with each school district the appropriate fee for their students
enrolling at the Tennessee College of Applied Technology - .)

Home School and Private School Students - Each student will be assessed the standard fee.

Special Industry Training - Student fees shall not be individually assessed for special industry training.
All charges will be made to the receiving industries and shall be credited to the school’s appropriate Grants
and Contracts revenue account.

Other Students—For credit classes, a fee of $50 per term (including maintenance fee and tech access fee)
may be charged to persons who are domiciled in Tennessee with a permanent and total disability, and
persons who will become 65 years of age or older during the academic term in which they begin classes
and. This only applies to enrollment on a space-available basis. Fees may be discounted or considered as
scholarships for full-time state employees, TBR employees, spouses, and dependents as well as children of
certified public-school teachers. Before any student is counted as enrolled, the maintenance fee must be
paid. Maintenance fees may not be waived unless extenuating circumstances are present according to TBR
policy at the approval of the President. After a student has properly completed the enrollment form and has
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been approved for the courses designated on the form, the amount of applicable fees will be determined
according to the fee schedule.

Other Fees

Drug screening fees, Background Checks, Clinical Fees, Liability Insurance, Truck Maintenance Fees,
Welding Fees, Testing Fees, and other special academic fees are non-refundable.

In compliance with TBR B-060: Appeal process regarding fees, charges, and refunds, students have the
right to appeal all fees, charges, or refunds assessed to their account if they are believed to be in error.
Appeals must be submitted in writing to the Student Services Office for a review. If the charges are
deemed to be appropriate, students may submit their appeal to the President of Tennessee College of
Applied Technology - Knoxville for their determination, which will be final.

Books, Supplies and Expenses

Students must purchase the following on their own, as may be required by the area of training in which enrolled:
1. Texts, workbooks, paper, tools, and pencils
2. All parts and materials used on personal projects
3. Uniforms, safety glasses, and other personal items are required by specific occupational areas.
4. Students are encouraged to take the accident insurance available.

All materials, books, and other supplies purchased from the bookstore by the student become the property of the
student and are non-refundable.

Fee Waivers

Full-time state employees (to include TBR and UT employees) may enroll in training programs on a space-available
basis without paying maintenance, technology access fees, and student activity fees using a PC-191 waiver. Any
dependent child under the age of 21 whose parent died as a direct result of injuries received while serving in the
armed forces may be eligible for a fee waiver.

Note: All persons eligible for maintenance fee waivers or discounts must provide appropriate documentation prior
to registration.

Fee Discounts

A maintenance fee discount equal to 50% will be provided to spouses and dependent children under the age of 26
whose parent is employed by the TBR or UT system. A maintenance fee discount of 25% will be given to dependent
children under the age of 24 whose parent is employed as a full-time state employee or certified teacher in a
Tennessee public school or whose parent is a retired state employee.

Persons with a permanent, total disability, and persons who will become 65 years of age or older during the
academic term in which they begin classes and who are domiciled in Tennessee will be charged a service fee of $60
per term. This only applies to enrollment on a space available basis.

Dishonored Check Collection Fees

The payment of fees may be made by cash, check, credit card, or money order. If a student pays fees with a check
that is not honored by the bank, the student will be notified by the person so designated at the Tennessee College
of Applied Technology - Knoxville. If the check is not paid in cash within 15 calendar days from the date of notice,
that student will be withdrawn from classes. A returned check fee of $30 will be assessed. The institution may deny
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future check writing privileges to students who have paid registration fees with checks that are dishonored. (Policy
4:01:03:00 page 1). Once a check is returned for insufficient funds a second time, students are required to pay with
a cashier’s check or cash in subsequent terms. Any past due debts must be paid prior to any additional registration
and no grade reports, certificates, or diplomas will be issued until the debt is paid. Also see Payment of Student
Fees and Enrollment, TBR Policy 4.01.03.00.

Refund Policy

The College will automatically calculate and process a refund for any student that withdraws during the refund
period. All refund checks are mailed directly to the student from the Tennessee College of Applied Technology -
Business Office within 30 days of receipt of the request.

Eligibility for Refunds:

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

3. Voluntary withdrawal from the College within the refund period.

4. Cancellation of a program by the College.

5. Death of a student.

6. Students administratively dismissed WILL NOT be eligible for refunds.

Title IV financial aid students (i.e. Pell, SEOG) may be subject to Return of Title IV refund policies. Wilder-Naifeh
recipients are subject to institutional refund policies. There is no refund of technology access fees, student activity
fees, or special academic fees after classes have begun.

Calculation of Refunds
1. Full Refund:

a. 100% of tuition and fees will be refunded for classes canceled by the College.

b. 100% of tuition and fees will be refunded for drops or withdrawals prior to the first official day of
classes.

c. 100% of tuition and fees will be refunded in the case of death of the student during the term.

2. Partial Refund:

a. A refund of 75% of tuition may be allowed if a program is dropped or a student withdraws within the
first 10% of the class hours.

b. A refund of 50% of tuition may be allowed if a course is dropped or a student withdraws within the
first 20% of the class hours.

c. No refund of tuition may be permitted after 20% of the class hours have been completed.

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

*Please note:
e Bookstore purchases, special academic fees, and liability insurance are non-refundable.
e (Costs charged against a financial aid award may result in the refund to state or federal entities.
e Refund checks are requested by Tennessee College of Applied Technology - Knoxville Business
Office and are mailed to the student from the Tennessee Board of Regents Service Center.

GRADING & PROGRESS POLICIES
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Students are evaluated on skill and theory in each program during the academic term. Progress reports, attendance
records, and work evaluations are maintained on each student in Banner, a computerized student information
management system. Students’ files are maintained in the College’s Student Services Office.

Academic Retention and Readmission Policy

I. Student Attendance

A.

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

1. A full-time student enrolled for a full term (432 hours) and that has been absent for more
than 5.5% (24 hours) of the scheduled hours enrolled, will receive written communication
alerting the student to the number of hours remaining prior to suspension. Available
community and institutional resources will be shared to assist students with attendance
issues. The number of hours of absence triggering notification must be prorated for all
part-time students and full-time students enrolled for less than a full term.

2. When a full-time student enrolls for a full term (432 hours) and has absences exceeding
9.7% (42 hours) of the scheduled hours enrolled, that student will be suspended. A student
suspended for attendance may appeal the suspension in writing to the president within
three (3) days of receiving notification of the suspension. A student appealing suspension
of attendance may remain in class until the suspension has been reviewed. The number of
hours triggering suspension must be prorated for all part-time and full-time students
enrolled for less than a full term.

3.  Astudentis considered tardy if not in the classroom at the designated time for class to
start. Multiple tardies will result in the following discipline:

a.  Five (5) tardies: Student will be given a written warning by instructor.

b.  Six (6) tardies: Student will be placed on probation by the president or the
president's designee.

c. Seven (7) tardies: Student will be referred to the president, and may be suspended.

4.  An attendance record for each student shall be maintained in the student information
system.
When a student misses three (3) consecutive days without contacting the college, that student may
be presumed to have withdrawn from the college.

II.  Exceptions for Suspension Due to Student Attendance

A.

In individual cases of extenuating circumstances, the president may make exceptions to the
requirement of suspension or presumed withdrawal due to absences. The circumstances
warranting such exceptions should be fully documented.

[II.  Student Progress

A.

Evaluations of student achievement toward a program's identified occupational competencies are
recorded for each student at the end of 432 hours of instruction that comprise a term. Those
evaluations shall be based on the following scale of progress:

1. A=94-100

2. B=87-93

3. C=80-86

4, D=73-79

5. F=0-72

6. P=Pass

7.  CONT = Continuing/Incomplete
8. W =Withdrew
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IV.

V.

VL

B.

Grades for courses will be determined as described in course syllabi. Students will be graded in the
following categories:

1.  Skill Proficiency

2. Theory/Related Information

Prior Learning Assessment/Transfer Credit

A.

Each TCAT will establish a process for prospective students to submit prior learning or transfer
credit for review by an instructor in the student’s selected program of study. The process will be
advertised to all students and will be outlined in the student handbook.
Transfer credit for previous training from other institutions or prior learning experience may be
given credit toward program completion requirements upon demonstration of common
competencies. Students requesting credit for prior education/training or experiences may do so
through two sources of prior credit that can be reviewed by instructors for recommendation for the
student to receive credit towards a course in a TCAT program of study.

1.  Credit from a sister TCAT institution.

2. Credit from all other institutions, work experiences, certifications, etc.
For the purpose of GPA, the prior learning or transfer credit will appear on the student’s transcript.
A grade of ‘TP’ for Transfer--Full Course Credit or “TC’ for Transfer—Partial Course Credit will be
assigned and will not be included in the GPA calculation.
Transfer credit provisions are set by each technical college in keeping with best practice guidelines.
As such, transfer of prior credit is limited in a number of areas.
For example,

1. the number of hours that may be transferred,

in equivalency of requirements,
the procedures for acceptance of transfer credits, including GPA requirements,
the period in which courses may be taken and time limits on work varies by institution,
department and academic program.

v W

Grade Point System

A.

The following grade point system is to be used in grade point average (GPA):
1.  A:4 points per customary clock hour

B: 3 points per customary clock hour

C: 2 points per customary clock hour

D: 1 points per customary clock hour

F: 0 points per customary clock hour

v N

The grade point average is determined by dividing the total number of grade points earned by the
total number of customary clock hours for the courses which the student attempted. Customary
clock hours in courses from which the student withdraws or in which the student receives grades
such as pass/fail, are not considered when determining the GPA.

Finally, a single student transcript will include term and cumulative GPA calculations. The
cumulative calculation will be used in determining the required GPA for graduation, honors, and
financial aid eligibility. The term calculation will be used when determining suspension.

For the purpose of increasing mastery in a course when such is necessary for program progression
or for the purpose of increasing the GPA, institutions may permit students to repeat courses in
which their final grades are C or lower. Allied Health programs may outline specific repeat course
guidelines in their respective Allied Health student handbook.

In computing the GPA, the question of how to count repeat courses must be specifically addressed
in the Student Handbook of each institution. In the event a student repeats a course, the repeat
course grade is calculated into, and the original grade is excluded from the GPA. If courses are
repeated more than twice (three attempts), GPA is calculated using the third attempt and all
subsequent attempts.

Retention Standards
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A.  GPATCATs
1. A student who fails during any term to attain a cumulative GPA at or above the level
indicated below for the customary clock hours attempted or the average grade per course,
will be placed on suspension at the end of the term.
a.  Standards:
[.  Astudent must earn a "D" (73) or better per course for each term and an
overall 2.0 GPA or better per term.

II.  Allied Health Programs require a "C" (80) or better per course for each term.

2. Additional retention standards for specific programs may be established by the college
based on accreditation or licensing requirements applicable to a program.

VII.  Readmission from Suspension for Grades or Attendance
A.  The president may consider for readmission the applicant who has been suspended.
B.  Criteria that the president will consider in assessing candidacy for readmission are as follows:
1.  Assessment of the candidate's willingness to address those deficiencies that contributed to
the prior suspension, and
2. Assessment of the likelihood that the readmitted student may succeed in pursuing their

training objective.

Grading and Progress for All Programs (except Allied Health)
Grade Scale (except Nursing & Allied Health)

A (94-100) D (73-79)
B (87-93) F (0-72)
C (80-86)

Each student will be evaluated on a term basis. The term grade report will reflect each student’s progress in the
categories of Skill Proficiency and Related Information (theory).

A student must maintain a “D” or better average per course code and an overall combined average of a “C” or better
for the 72-day period of instruction, which comprises a term. Failure to maintain the required overall combined
grade average of “C” or better at the mid-term or end of term will result in academic probation. Once on probation,
failure to bring grades up to an overall combined average of “C” or better by the end of the next grading period
(midterm or end of term as applicable) will result in suspension. Suspended students must wait one full term prior
to re-enrollment.

Pace/Progress: Instructors shall have a course outline/curriculum that stipulates the customary length of time for
a module of study. Instructors shall consult with their advisory committees on their course outline/curriculum.
Student Services personnel shall communicate the concept of pace/progress to new enrollees during orientation.
Instructors shall communicate their program’s specific pace/progress schedule to every incoming student.
Instructors shall create and maintain a grading system whereby those students not maintaining the stated
pace/progress for a specific module of study will receive a grade that reflects that lack of pace/progress.
Instructors shall inform all students, existing and new, of the grading policy.

Since all occupational training offered in the area Colleges involves technical knowledge and occupational and

employability skills, students are encouraged to apply themselves to achieve success in their chosen vocational
objective.

Student Grading and Progress for Nursing & Allied Health
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Nursing and Allied Health students receive a theory grade in each subject. Academically, grades of A, B, and C are
considered satisfactory progress; grades of D or F are considered unsatisfactory progress. A student who receives
an unsatisfactory academic grade at the end of the term or unit will be suspended from the program due to failure
to progress. All grades/grade averages will be calculated to the tenth place. If the tenths place is 0.5 or greater the
next higher whole numerical number will be assigned. (i.e. 79.5 = 80) If the tenths place is 0.4 or less the numerical
grade will be rounded down. (i.e., 79.4 = 79). Students must maintain a satisfactory average (80) for each unit of
the curriculum.

Grade Scale for Practical Nursing & Allied Health

A (94-100) D (73-79) Failing
B (87-93) F (0-72) Failing
C (80-86)

Once grades have been awarded and posted, they may not be changed without written authorization of the
instructor and the approval of the President unless altered pursuant to a grade appeal. Students enrolled in the
Practical Nursing and Allied Health programs must maintain a satisfactory average of 80 for each unit of study.

Worker Characteristics Grading (Work Ethics Program)

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

Business and industry leaders have identified essential worker characteristics that should be taught and practiced
to help develop a viable and effective workforce.

The ten worker characteristic traits identified are:

1. Attendance 6. Productivity

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

4. Appearance 9. Cooperation

5. Attitude 10. Respect

The Tennessee College of Applied Technology - Knoxville has incorporated a worker characteristics course
focusing on the worker characteristics to be taught each term. These sessions are conducted throughout the term
weekly, depending on the class schedule. Each student will receive a worker characteristics course grade, which
will be recorded on the student’s transcript.

STUDENT RECORDS

Student Files

A permanent file is maintained on each current and former student who has enrolled in Tennessee College of
Applied Technology - Knoxville. The College complies with G-070 on disposal of records.

Each permanent student record will contain a minimum of the following information: 1) academic records; 2)
disciplinary files; 3) matters resulting to student discipline. The class roll is maintained by the instructor and is the
official record for all students in a class. It is the official school record in matters pertaining to entrance dates,
completion dates, and attendance. These records are the property of the College and are stored in the Office of
Student Services.

The Tennessee College of Applied Technology - Knoxville complies with the Gramm-Leach-Bliley Act: Security
Information Program guidelines that set standards for protection of all nonpublic financial information.
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Student Record Confidentiality

All student records are confidential in accord with the Family Educational Rights and Privacy Act (FERPA), 20
U.S.C.-§1232g and T.C.A. §10-7-504. (See also TBR Guideline S-020 on confidentiality of student records).
Confidential student record information generally may not be disclosed without the written consent of the student.
Consent to release forms and information regarding disclosure procedures may be obtained from the Student
Records Office.

Student Notification of Rights - Family Education Rights and Privacy Act (FERPA)

Students of Tennessee College of Applied Technology - Knoxville have specific rights under FERPA, as well as the
related regulations of the Department of Education. This law and the regulations provide that a student has a right
to inspect and review their education records. Requests will be honored within 45 days of the day the Tennessee
College of Applied Technology - receives a request for access. Students should submit a written request to the
Student Services Coordinator, identifying the record(s) they wish to inspect. The student will be notified of the date
and time when the records will be available for inspection.

As per both FERPA and TBR Guideline S-020, 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 Student Services Coordinator and clearly identify the part of the record they want changed
and specify why it is inaccurate or misleading. If the College 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.

Release of Personally Identifiable Information

Tennessee College of Applied Technology - Knoxville will obtain the student’s written, signed consent before
disclosing personally identifiable information about the student from their records, unless release is pursuant to
one of the exceptions provided by FERPA or its regulations. Students may execute a FERPA release form which
gives the College permission to release information or to speak with others about matters contained in the
student’s records as designated by the student. Students also have the option to execute consent forms authorizing
the Tennessee College of Applied Technology - Knoxville to release student records to parents or other designated
persons/entities. For information on the FERPA release form, visit the Student Services Office.

FERPA permits disclosure without consent, to Tennessee College of Applied Technology - Knoxville officials with
legitimate educational interests. A College official has a legitimate educational interest if the official is a person
employed by Tennessee College of Applied Technology - Knoxville 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 official capacity, such as student review hearings. Upon request, the
school also discloses education records without student consent to officials of another school in which a student
seeks or intends to enroll, but will notify the student, if possible, of the request.

A school may also disclose personally identifiable information without student consent to the following parties:

U.S. Comptroller General, U.S. Attorney General, U.S. Department of Education

Authorized organizations conducting educational research

Accrediting agencies

Alleged victim of a crime

Parent of a Dependent Student as defined by the IRS

Parent of a student under 21 regarding the violation of a law regarding alcohol or drug abuse

FERPA also permits the disclosure of “Directory Information” without prior consent of a student. “Directory
information” means information contained in an education record of a student which would NOT generally be
considered harmful, or an invasion of privacy if disclosed. Directory information includes:
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Name

Address

Date of birth

Telephone listing

Course of study

Dates of attendance

Awards earned

Most recent previous institution attended

Other information of the type above specifically approved by the institution or school as acceptable directory
information

Tennessee College of Applied Technology - Knoxville does not sell and generally does not distribute mailing lists of
students to any person or entity except as mandated by certain federal laws for military recruiters. The Solomon
Amendment requires the release of name address, and date of birth to military recruiters upon their request.

Other Possible Bases for Release of Student Records

FERPA and Subpoenas

The Tennessee College of Applied Technology - may be required to disclose information pursuant to a court order
or lawfully issued subpoena. The Tennessee College of Applied Technology - must make a reasonable effort to
notify the student of the order or subpoena in advance of compliance, so that the parent or eligible student may
seek protective action, unless the court or issuing agency has prohibited such disclosure.

FERPA and Health Records 45 CFR Part 160; 45 CFR Part 162; 45 CFR Part 164

Your schools' Office of Disability Services (ODS) normally obtains and maintains health records for each student
who applies for accommodations, services, or waivers. If a health record is used to decide regarding a student's
education program, the health record is an education record. In that case the normal FERPA confidentiality
provisions apply.

FERPA and Health and Safety Exemption 34 CFR 99.31(a)(10) & 34 CFR 99.36

A health and safety exception permits the disclosure of personally identifiable information from a student’s record
in case of an immediate threat to the health or safety of students or other individuals. The school discloses
personally identifiable information from an education record to appropriate parties in connection with a health or
safety emergency if knowledge of the information is necessary to protect the health or safety of the student or
other individuals.

FERPA and the Patriot Act:

In response to the terrorist attacks on the United States that took place on September 11, 2001, Congress made
changes to FERPA. Section 507 of the USA Patriot Act amended FERPA, which now contains 16 exceptions to the
general rules. Public Law 107-56; DCL April 12, 2002. Tennessee College of Applied Technology - Knoxville
complies with the changes made to FERPA because of the USA Patriot Act as outlined in DCL April 12, 2002.

Students may report violations of FERPA or submit questions about FERPA matters to the Tennessee College of
Applied Technology - . Complaints or requests for information about FERPA and the Tennessee College of Applied
Technology - Knoxville’s policies related to student records may do so by contacting Student Services. Additional
information may be found at:

Student Services Tennessee Board of Regents

Tennessee College of Applied Technology - Knoxville 1 Bridgestone Park

1100 Liberty Street Nashville, TN 37214

Knoxville, TN 37919 www.tbr.edu

(865) 546-5567 Policy 3:02:03:00-Confidentialty of Student Records

www.tcatknoxville.edu
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A student also has the right to file a complaint with the U. S. Department of Education concerning alleged failures
by Tennessee College of Applied Technology - Knoxville to comply with the requirements of FERPA. The name and
address of the office that administers FERPA is:

Family Policy Compliance Office
U. S. Department of Education
400 Maryland Ave. S. W.
Washington, DC 20202-4605
Phone: 202-260-3887
www.ed.gov/officese/OM /fpco

Transcript of Academic Record

A transcript of training completed will be prepared and supplied to students upon request. All requests for
transcript, including requests made to be mailed to employers or other education institutions must be made with a
Transcript Release Form signed by the student. This release will expire when the request is finalized. Transcript
requests take 7-10 business days to process. Students with an encumbrance of $100 or greater will not be allowed
to receive transcripts, awards, or to have transcripts sent to 3rd parties until that balance is settled or unless the
transcript is to be sent to another TBR institution and the student has entered into a written agreement to satisfy
the outstanding debt or obligation owed to the College issuing the certificate of credit or official transcript. The
receiving institution will not release an award or transcript until the encumbrance is paid to Tennessee College of
Applied Technology - Knoxville. The College will keep a permanent record of training. Any student who changes
his/her name or address should notify the main office so that accurate records may be maintained.

High School Transcripts and GED and HiSet Scores

GED and HiSET scores and transcripts are required to be on file in the Student Services Office.

Transfer of Student Records to other Institutions

Educational records may be disclosed without the student’s consent to officials of another school or institution in
which a student seeks or intends to enroll.

STUDENT POLICIES

Attendance Policy

The nature of the programs at the Tennessee College of Applied Technology - - Knoxville is such that it is necessary
for every student to attend regularly. Excessive interruptions due to absences will have an adverse effect on
student progress. The daily attendance of a student becomes a part of the student’s permanent file and is reflected
on their transcript.

The attendance policy is intended to promote dependability and positive worker characteristics essential to

success in the workforce. Students are expected to be punctual and attend class each day. The purpose of the
attendance policy is to provide those students with extenuating circumstances or emergencies beyond their

control an exception to perfect attendance. Discretionary hours or personal time away from school is not
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considered appropriate absences. On occasions where a student must be absent from the Tennessee College of
Applied Technology - Knoxville, they are required to call in to their instructor to inform them of that fact. All
students must attend at least 90.3 % of their scheduled hours to maintain satisfactory attendance.

Full-Time Students

e After a full-time student has been absent for a total of 5.5% of the total hours for which he/she enrolled for
the term, the student will receive written communication from their program instructor and will be counsel
led about their attendance pattern, alerting the student to the number of hours of permitted absences for the
remaining portion of the term without suspension for non-compliance with the attendance policy.

e When a student accumulates absences more than 9.7% of the hours for which he/she enrolled for the term,
the student will receive written notification of suspension. The student may appeal the suspension within
three days of notification of the suspension. Should the student decide to appeal, an Attendance Appeal
Committee will review the student’s attendance record and any student provided absence documentation
and make a recommendation to the President regarding whether a miscalculation of attendance has occurred
or whether an extenuating circumstance exists to merit an exception to the attendance policy. A student
appealing suspension of attendance may remain in class until the suspension has been reviewed and a
decision made.

A studentis considered tardy if not in the classroom at the designated time for class to start. Students arriving
late to school will be charged for absences due to tardiness as follows:

1. 1 to 30 minutes will be counted as 30 minutes
2. 31 to 60 minutes will be counted as one hour, etc.
3. Multiple tardies will result in the following action(s),
a. 5 tardies—student will be given a documented warning by instructor,
b. 6 tardies—student will be placed on probation by the Student Services Office,
c. 7 tardies—student will be referred to President and may be suspended,
d. A student absent three consecutive days with no notification of absences will be automatically
terminated from the program. See the Withdrawal Policy found on page __ of this handbook.

To re-enroll, following a suspension for an attendance policy violation, the student must complete and file an
application for readmission. Students terminated for attendance violations must wait one full term before re-
enrolling. Re-admission requires a new application and following standard admissions processes.

Make-Up Hours

Make-up hours are not permitted except as a reasonable accommodation permitted pursuant to procedures
applicable in specific situations, e.g. pregnant students, or certain documented disabilities.

Exempt Absences

Students who are members of the Reserve or National Guard and who are required to serve two weeks’ active duty
each year will be permitted to do so. In such cases, the student will be granted leave for the period of active duty.
VA certifications for such students will be adjusted accordingly. These students should advise the school of their
military schedule at the beginning of the term their active duty tour is scheduled. The student must provide the
College with a copy of the official orders.

A student will be excused from classes for jury duty; however, a copy of the summons must be provided to the
College as well as an excuse for each day from the court clerk.

Reporting Absences
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All absences and tardiness must be recorded on the progress report, which is kept in the student’s permanent
record. When returning to class following an absence, the student should report to the instructor and complete the
absence report. Students leaving class without authorization will be counted absent and may result in disciplinary
action. The student should report to the instructor before leaving. False information pertaining to reasons for
absences will be grounds for discipline.

Changes in Enrollment Status

It is sometimes necessary for a student to change status or alter his/her attendance schedule. A change of status
could be an increase or decrease in scheduled hours to attend. One change of status per term is permitted prior to
the census date for the term; however, after the census date, students will normally not be allowed to change status.
Additional circumstances where change of status is permitted are:
e Students may change status between terms; however, approval for the change in status must be granted
prior to registration for the subsequent term.

e A student may be allowed to change status from full-time to part-time or from part-time to full-time during
the term only when there are documented medical or personal reasons. Such medical or personal reasons
shall include, but not be limited to, serious extended illness of the student, serious or extended illness, death
of an immediate family member, or other extraordinary circumstances that are beyond the student’s control
where continued enrollment would create a substantial hardship.

Students must contact the Student Services Office to request a change in status. If a change in status is approved,
the amount of any financial aid awards being received will be adjusted based on the revised scheduled hours for
the term, therefore, students must review the change in status request with the Financial Aid Office. Any amount
that the student owes for financial resources already received must be paid back prior to the effective date of the
change. The institutional refund policy will be applied to determine if a refund is due. Additional procedures may
apply for Wilder-Naifeh recipients when changing status. For students receiving the Wilder-Naifeh Technical
Skills Grant award only, the student may appeal a denial of a request for change in status is.

Classroom and Shop Maintenance

Good housekeeping practices should always be followed. Trash must be picked up on site; tools, equipment, etc.
should be kept in appropriate places—not on benches, machines, and floors when not in use. As an integral part of
instruction, each student is expected to participate in housekeeping and cleanup activities at the conclusion of each
day to maintain efficient, high-level training programs. Instructors and students are responsible for cleanliness and
orderliness of classroom work areas at all times. Each program will establish a daily routine for cleaning and students
are expected to carry out duties as assigned.

Utilization of Physical Facilities

Shops, laboratories, and equipment shall be used only for carrying out the instructional program of the school.
Students are responsible for proper use and care of tools and equipment.

Organizations seeking to utilize designated Tennessee College of Applied Technology - facilities must complete the
Facilities Usage Application. This application must be submitted to the President or designee at least five (5)
business days prior to the event. The President or designee will review the request and approve or deny it in
writing, which may take the form of an email message. Denial of a Facilities Usage Request will include a statement
of the basis for the denial. Please see the TBR policy1:03:02:50 on Facilities use
(https://policies.tbr.edu/policies/access-and-use-campus-property-and-facilities).

Responsibility for Tools, Equipment and Property
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Students are responsible for the proper use and care of tools, equipment, and other school property. Students
responsible for loss of, or damage to, school property may be required to pay costs associated with that loss or
damage. Students must report damaged equipment or facilities to the instructor as soon as detected.

Course Activities

Each training program has specific rules and class policies regarding conduct, dress, safety, break and lunch
schedules, and course requirements. The instructor has charge of all course activities and will inform students of
training expectations, including the purchase of books, supplies, tools, and uniforms.

Dress Policy

The Tennessee College of Applied Technology - Knoxville is a vocational/technical training institution. Most
employers will not employ persons with inappropriate appearance. Presenting a work-like and neatly dressed
appearance makes the task of finding and securing employment much easier. The College’s aim is to make the
educational experience as much like a well-managed industrial establishment as possible.

Appropriate attire must be worn that is representative of what industry requires in the workplace. Safety glasses
are required in the shop areas, and loose clothing is prohibited when operating machinery. Appropriate dress is
strongly encouraged and will be defined by your instructor. An important training goal for each student at
Tennessee College of Applied Technology - Knoxville is to develop a sense of personal pride in his or her
appearance and chosen occupation. Students may be required to purchase certain prescribed clothing such as shop
suits, steel-toe boots, pants, shirts, uniforms, etc., for their training area. Students must wear shoes and clothes
suitable for the area enrolled and keep them neat. Provocative or offensive clothing is prohibited on campus.

The evaluation of student worker characteristics will include student appearance as it relates to occupational/job
requirements. Work and dress habits are an important part of any skilled craft person, technician, or office worker.

Attitude

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

ID Badges

Students must always wear their Tennessee College of Applied Technology student photo identification badges
while on campus. The badges cannot be issued without a student submitting a valid unexpired government issued
ID to verify identity. The badges must be displayed so that they are readily visible. To ensure the security of
student data, a student ID badge or other valid unexpired government issued ID must be presented to college staff
in order to discuss student account/financial aid information or receive financial aid residual checks. If a student
loses his or her student ID badge, the item must be reported as lost or stolen to the Business Office during normal
operating hours. A replacement fee of $10 must be paid and a receipt must be presented to school personnel in
Student Services before a new ID badge will be made. Upon termination from the Tennessee College of Applied
Technology - Knoxville , students must return their ID badges to the instructor/Student Services Office.

Program Transfer Policy

It is expected there will be very limited transfer between programs since every attempt is made to place the
student into a suitable area at the time of initial enrollment. When a student who is currently enrolled needs to
transfer to a new training program because of a change in career objectives, the Student Services Office will
coordinate with the instructors and the student in making the transition to another program and in ensuring the
change is appropriate to the student’s interests and qualifications. Students must have a passing average in the
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program they desire to transfer from before the transfer will be considered. When the transfer choice is made, the
President must approve the transfer. It is expected that generally this will occur during the first term of the
student’s training.

Transfer from Tennessee College of Applied Technology - Knoxville to Other Institutions

Those students who wish to transfer to another Tennessee College of Applied Technology - Knoxville will need to
consult with the Student Services Office concerning the date they expect to enroll in their new Tennessee College of
Applied Technology. Students transferring from Tennessee College of Applied Technology - Knoxville must follow
the records policy to have their records sent to other institutions. Financial aid records do not automatically follow
students; please see Financial Aid personnel for assistance.

Transfers of Students from Other Institutions

All transfer applicants are considered on a “first come first serve” basis. Transcripts documenting clock hours of
attendance, grades, and skills mastered are reviewed for credit, time, and placement. Transfer students are
admitted when space is available and admission requirements are met.

Articulation

Tennessee College of Applied Technology- Knoxville is committed to helping our students achieve more advanced
degrees. Students who have documented classroom hours or experience in technical areas offered by Tennessee
College of Applied Technology - Knoxville may receive advanced placement at subsequently attended institutions
of higher education based on a competency-based test or a review of Tennessee College of Applied Technology -
transcripts. To receive more information on current articulation agreements please contact with the Student
Services Office.

Procedure for Voluntary Termination of Training

Every student should talk with his/her instructor and the counselor before voluntarily terminating his/her
training or withdrawing from enrollment at the Tennessee College of Applied Technology - Knoxville. The
procedure terminate/withdraw is:

1. Talk with your instructor. Explain why you are leaving and what your plans are for the future.

2. Complete an Exit Interview Form and turn your ID badge in at the Student Services Department.

3. If a student fails to complete an Exit Interview Form, the Student Services staff will mail the form to the
student. This information is very important for COE, U.S. Department of Education, and TBR reporting.

4. Students may owe refunds for financial assistance program if they do not complete the hours scheduled
during the term they terminate/withdraw. An interview with the Financial Aid Administrator is
recommended prior to termination/withdrawal to determine any applicable financial penalties.

Involuntary Withdrawal Policy (Automatic)

Any student who is absent from class for three days without notification to the program instructor will be
automatically withdrawn from class per TBR policy 2:03:01:05. On the day following the third no call no show
absence, the instructor will fill out the required termination notification forms and forward them to the Student
Services Office.
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Student Services personnel will process the withdrawal forms, including determination of Return of Title IV Aid
Calculation, TBR Refund Calculation and notification of withdrawal to required outside agencies. Should the
student return to class after an automatic withdrawal has been processed, the student will be required to complete
are-admission form and a new application for enrollment.

Health and Accident Policy

All students enrolling in Tennessee College of Applied Technology - Knoxville are encouraged to complete a
Medical Record form. This information will be treated as a confidential educational record and will only be utilized
if a student requires immediate assistance due to an illness or injury_on the College campus or training work site.
Adherence to sound safety practices should prevent accidents. However, in the event of an injury or illness, the
following procedures will be observed:

e Tennessee College of Applied Technology - staff may attempt to administer first aid.

e Instructors/staff members will inform campus administration of the injury or illness.

e Ifneeded, Emergency services will be contacted, and the student may be transported to a medical facility as
determined by responding emergency medical personnel. The Tennessee College of Applied Technology -
will notify designated family members or contact persons as provided on the student’s Medical Record form
if a student is transported to a medical facility or requires assistance to leave campus.

e Tennessee College of Applied Technology - personnel will complete an incident report as soon as possible
after the event.

It is important that the medical information provided by students file be complete and that medical and contact
information is up to date. Students with special health conditions should include that information when completing
the medical information form and may inform the faculty about those special conditions if they believe it to be
necessary.

Student Insurance

Nursing and Allied Health Liability Insurance
All nursing and allied health students are required by clinical affiliates to purchase special liability insurance
applicable to their program. More information may be found through the Nursing Handbook.

TBR Student Health Insurance Exchange

Other Tennessee College of Applied Technology - students interested in obtaining health insurance coverage can
access information about the TBR Student Health Insurance Exchange online at https://www.ahix.com/ or by
calling 1-800-647-4104.

Graduation Requirements

Graduates of Tennessee College of Applied Technology - Knoxville are usually considered for entry-level
employment in their respective occupations. Satisfactory completion may be achieved by demonstrating
proficiency based on the occupational entry requirements.

The Tennessee College of Applied Technology - awards two (2) types of educational credentials. A certificate of
completion may be awarded to any student who reaches a job proficiency level and to any supplemental student
who completes objectives for upgrading necessary skills and knowledge within a program of study. A diploma may
be awarded to students who demonstrate satisfactory proficiency in a complete course of study. (See each program
area for those job titles designed as complete courses of study.)

Graduation Ceremonies
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Graduation ceremony is held once per year in August. Students are strongly encouraged to participate in this
occasion, when the student’s family and friends, as well as the College faculty and staff, are given the opportunity to
recognize the accomplishments of our graduates. The Student Services Office will notify students of the graduation
application procedure as well as all deadlines leading up to the event, including arrangements necessary to receive
the cap and gown, as well as the appropriate credential(s).

Awards Issued Upon Program Completion

Awards and transcripts are typically issued within three to four weeks following completion of a program of study.
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STUDENT CONDUCT/STUDENT LIFE

Student Accountability/Conduct

Students are responsible for their own conduct, and violations of established rules and regulations may subject
them to disciplinary measures or dismissal. Tennessee College of Applied Technology complies with the Tennessee
Board of Regents Policy 3:02:00:01 Subject: General Regulations on Student Conduct and Disciplinary Sanctions
(https://policies.tbr.edu/policies/general-policy-student-conduct-disciplinary-sanctions) and the Tennessee
College of Applied Technology - Student Discipline Policy (https://tcatknoxville.edu/about/policies-and-

guidelines).

Academic Integrity Policy

Tennessee College of Applied Technology - Knoxville operates under the premise of academic integrity. The policy
prohibits plagiarism and other forms of academic cheating. It is the instructors’ responsibility to create an
environment in which academic integrity is expected. It is the students’ obligation to conduct themselves in a
manner consistent with expectations for academic integrity. The full policy statement on Academic Integrity is set
out in the TBR Student Conduct and Disciplinary Sanctions Policy (https://policies.tbr.edu/policies/general-
policy-student-conduct-disciplinary-sanctions) and Tennessee College of Applied Technology - Student Discipline
Policy (https://tcatknoxville.edu/about/policies-and-guidelines).

Computer Operation and Internet Access Policy and Guidelines

All students are required to sign an Acceptable Use Policy for Information Technology and must adhere to the
following protocols. Compliance with this policy is necessary to ensure security and performance of Tennessee
College of Applied Technology - computer resources and a proper learning environment. Strict adherence to this
policy will prevent costly damage, need for equipment/system repairs, system downtime, and/or loss of computer
privileges. The Tennessee College of Applied Technology - ’s Acceptable Use Policy can be found at
https://tcatknoxville.edu/about/policies-and-guidelines.

IMPORTANT NOTE: Any person who violates this policy will be subject to appropriate disciplinary action.

Copyright and Digital Millennium Act

Copyright - Materials published by the Tennessee College of Applied Technology - Knoxville are protected by the
Digital Millennium Copyright Act. The DMCA also requires that the institution inform all computer and network
users that downloading of copyrighted material is prohibited. In addition, Tennessee Code Annotated §49-7-1(c)
specifies that the institution ensure that no copyrighted digital music or videos be downloaded using institutional
resources. Any attempts to do so will result in appropriate disciplinary sanctions.

Violations - Violations of the policy will result in corrective action by the appropriate institution office. Students
who violate this policy will be referred to the Student Services Coordinator for appropriate action. Employees who
violate this policy may be subject to disciplinary measures imposed by their supervisor in conjunction with the
institution’s administration. Violations of local, state, or federal laws regarding unlawful access or use may be
referred to the appropriate law enforcement officials for investigation and/or prosecution.

Copyright General Information

Copyright is a form of protection provided by the laws of the United States (Title 17, U.S. Code) to creators of
“original works of authorship” including literary, dramatic, musical, artistic, and other published and unpublished
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works, when “fixed in a tangible form of expression.” Protections last for the term of the author’s life plus 50 years
after death.

Itis illegal for anyone to violate any of the rights provided to the owner of a copyright. The Copyright Act (1976)
contains provisions permitting the award of monetary damages against individuals who infringe on copyrighted
material. In civil cases, the law allows the assessment of actual damages or statutory damages. For each
infringement, statutory damages range from $250 to $10,000. Sections 107-118 of the Copyright Act also establish
exempt uses of copyrighted materials and thus relief from liability. One major limitation is the doctrine of “fair-use”
which is given statutory basis in Section 107 of the Act.

Patriot Act Notice to All Students

The U.S.A. Patriot Act authorizes law enforcement agencies, acting pursuant to a valid court order, to compel
personnel to disclose otherwise confidential information about their student educational records, electronic
communication including e-mail; their computer access of the internet and other network databases; and/or
records of their telephone usage.

Traffic and Parking Rules

Parking Regulations - Faculty, students and visitors are expected to comply with all campus parking and speed
regulations as well as all state laws, county and municipal ordinances governing traffic/parking in their locality.
State and local law enforcement authorities will enforce those provisions on Tennessee College of Applied
Technology - campuses. Violators may also be subject to disciplinary action in accordance with the Tennessee
College of Applied Technology - Student Disciplinary Policy governing student conduct and disciplinary sanctions.
This policy is promulgated pursuant to, and in compliance with, TBR Policy 3:02:00:01(V) Traffic and Parking
found at https://policies.tbr.edu/policies/general-policy-student-conduct-disciplinary-sanctions.

Disabled/Handicapped Parking Violations
Authority: Tenn. Code Ann. § 40-8-203

The fine for disabled /handicapped parking violations is established by State law and will increase, as needed, to
remain in compliance with State law. This rule supersedes all rules or notices regarding fines for
disabled/handicapped parking violations at any TBR Institution. The fine for disabled/ handicapped parking
violation is $200.00 or as prescribed by state law.

Theft, Loss, or Damage to Motor Vehicles

The College is not responsible for the security of, loss, or damage to, any vehicle or its contents while on campus.
Students are requested to report any incidents, unusual occurrences, or concerns regarding their vehicles on
Tennessee College of Applied Technology - property to the Tennessee College of Applied Technology -
administration.

Campus Security Act

All students and employees are required to report any criminal offenses or activities that occur on the main campus,
extension campus, or instructional service centers. Tennessee College of Applied Technology - employee report
them to Tennessee College of Applied Technology - administration immediately for appropriate action. Tennessee
College of Applied Technology - students report them to their instructor, Student Services personnel or any
Tennessee College of Applied Technology - administrator.

The College maintains statistical data regarding certain crimes committed on College-controlled property. The
annual Campus Security Report contains offenses reported for the previous year. The Annual Security Report can be
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found at https://tcatknoxville.edu/about/safety-and-security. Students may request a paper copy of the Report at
the Student Services Office. Students may also request to view the campus crime log. Questions or concerns regarding
campus security matters may be directed to the Tennessee College of Applied Technology - administration.

Campus Crime Report

The Tennessee Bureau of Investigation maintains information and statistics on crimes reported on all educational
campuses in Tennessee. That report can be found at
https://www.tn.gov/content/dam/tn/tbi/documents/2019CrimeOnCampus.pdf. Printed copies are available in
Student Services. The specific crime(s) for Tennessee College of Applied Technology - Knoxville and the number of
incidences that were reported for the 2019 reporting year, are as follows:

Burglary
Destruction/Damage/Vandalism
Theft of Motor Vehicle Parts
Sexual Offenses (Forcible)
Drug/Narcotic Violations

o|oC|Oo|O

Sexual Offender Information

Pursuant to T.C.A. §Title 40-39-201, the Tennessee College of Applied Technology - Knoxville furnishes its students
with a link to the state of Tennessee’s sex offender registry: https://sor.tbi.tn.gov/SOMainpg.aspx. The information
contained in the registry has been provided to registering agencies and the Tennessee Bureau of Investigation by
the offender and is based upon information provided by the offender. Offenders may have moved without
notification. This information may be used to determine whether an individual registered at this site is employed
or enrolled as a student at the Tennessee College of Applied Technology - - Knoxville only and should not be used
in any manner to injure, harass, or commit a criminal act against any person named in the registry. Any such action
could subject you to discipline by the Tennessee College of Applied Technology - - Knoxville _and/or criminal
prosecution.

Drug-Free Campus and Workplace

In accordance with the Drug -Free Workplace Act of 1988 (Public Law 100-960) and the Drug-Free Schools and
Communities Act of 1989, Tennessee College of Applied Technology - Knoxville prohibits the unlawful use,
manufacture, possession, distribution, or dispensing of “controlled substances”, as defined in the Controlled
Substance Act, 21 U.S.C. 812, and alcohol on school property. All employees and students are subject to this Act.
Any violation of this policy will result in appropriate disciplinary action.

Policy on Drug Screening

In addition to any program specific policy, in compliance with the requirements of the Drug-Free Campus &
Workplace Act and to maintain a safe environment conducive to both work and learning, Tennessee College of
Applied Technology - Knoxville specifically prohibits the unlawful use, manufacture, possession, distribution or
dispensing of alcohol or illegal drugs, the misuse of legally prescribed or “over the counter” drugs or being under
the influence of alcohol or drugs in its facilities and programs. Pursuant to this policy, and where “reasonable
suspicion” exists that a student or employee is “under the influence” of alcohol or a controlled substance while on
campus or engaged in any Tennessee College of Applied Technology - Knoxville related activity, the Tennessee
College of Applied Technology - Knoxville may require that individual to submit to a test to determine the presence
of alcohol or controlled substances.
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For the purposes of this policy, “reasonable suspicion” means suspicion based on specific and articulable facts,
taken together with rational inferences from those facts that give rise to the conclusion that an individual is under
the influence of alcohol or a controlled substance(s). “Under the influence” means that an individual’s judgment or
motor coordination is impaired due to the presence or use of alcohol or a controlled substance(s), including
prescription medication(s).

When it has been determined that a reasonable suspicion exists that an individual is under the influence of alcohol
and/or a controlled substance, he/she may be required to submit to a test to determine whether the individual is
actually under the influence. An individual who refuses to undergo testing when reasonable suspicion has been
determined to exist, will be found to have violated this policy and will be subject to appropriate disciplinary action.
Additionally, any person who tests positive for being under the influence of alcohol or a controlled substance(s) in
violation of this policy will be subject to appropriate disciplinary action. The cost of reasonable suspicion drug
testing is the responsibility of the individual being tested.

Smoking Policy

Pursuant to, and in supplement of, the laws of the State of Tennessee (Public Chapter 410, “Non-Smoking Act) and
TBR Policy No. 1:07:00:10, the following smoking policy applies to all persons at Tennessee College of Applied
Technology - Knoxville:

Smoking or the use of smokeless tobacco products will not be permitted in any administrative or faculty office,
shop, classroom, school vehicle, or laboratory at any time. All buildings and the main breezeway between the shop
areas are smoke-free environments. The use of electronic or e-cigarettes and smokeless tobacco will be treated the
same as traditional tobacco products for purposes of this policy.

Smoking and the use of smokeless tobacco is also prohibited in the following designated locations:
1. Tennessee College of Applied Technology-Knoxville is a non-smoking campus

Persons violating this policy will be subject to disciplinary action up to and including the termination of
employment or enrollment at the Tennessee College of Applied Technology. Visitors violating the policy will be
asked to stop their violation. If a visitor refuses to comply with the policy after being instructed to stop will be
escorted off the premises.

Drug and Alcohol Prevention Information

The Tennessee College of Applied Technology - Knoxville’s Drug and Alcohol Abuse Prevention Program addresses
three major concerns:

1. The maintenance of an environment in which students can learn and be safe,

2. Help for students whose development or performance is threatened by abuse of drugs or alcohol, and
3. The enforcement of policies and laws regarding possession or use of drugs or alcohol on campus.
What Is Addiction?

When a drug user cannot stop taking a drug even if s/he wants to, it is called addiction. The urge is too strong to
control, even if you know the substance is causing harm.

Addiction is a chronic, often relapsing, brain disease that causes compulsive drug seeking and use, despite harmful
consequences to the addicted individual and to those around him or her. Although the initial decision to use drugs
or alcohol is voluntary for most people, the brain changes that occur over time challenge an addicted person’s self-
control and hamper his or her ability to resist intense impulses to use drugs or alcohol.
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Addiction can become more important than the need to eat or sleep. The urge to get and use the drug can fill every
moment of a person’s life. The addiction replaces all the things the person used to enjoy. A person who is addicted
might do almost anything—Ilying, stealing, or hurting people—to keep taking the drug. This could get the person
arrested.

Addiction is a disease, just as diabetes and cancer are diseases. Addiction is not simply a weakness. People from all
backgrounds, rich or poor, can get an addiction. Addiction can happen at any age, but it usually starts when a
person is young.

Statement of Health Risks

Abusing drugs or alcohol interferes with the body’s normal functioning. Because drugs directly affect many parts of
the brain, abuse can lead to problems with learning, sleeping and emotional health. Abuse can also lead to
permanent damage of vital organs such as the brain, heart and liver and be manifested by heart attack, stroke,
blood clots, lung damage, liver damage, cancer, and sudden death.

Individuals who suffer from addiction often have one or more accompanying medical issues, including lung and
cardiovascular disease, stroke, cancer, and mental disorders. Imaging scans, chest X-rays, and blood tests show the
damaging effects of substance abuse throughout the body. For example, tests show that tobacco smoke causes
cancer of the mouth, throat, larynx, blood, lungs, stomach, pancreas, kidney, bladder, and cervix. In addition, some
drugs of abuse, such as inhalants, are toxic to nerve cells and may damage or destroy them either in the brain or
the peripheral nervous system.

Even small doses of drugs and alcohol can significantly impair judgment and coordination. This is especially true in
a person’s ability to safely drive a vehicle or operate other machinery. Moderate doses may increase incidents of
aggressive acts like spouse or child abuse. High doses can cause respiratory depression and death.

Fetal alcohol syndrome is a common problem of babies and infants born to mothers who drink alcohol during
pregnancy. These infants can have mental retardation and irreversible physical abnormalities. Children born to
alcoholic parents are at a greater risk of becoming alcoholics.

Sources: U.S. Department of Health and Human Services, National Institute of Drug Abuse; Tennessee Code
Annotated.

Prevention Assistance
Drug and alcohol addiction are preventable diseases. Effective education and outreach programs can lead to
reduced instances of abuse. Abuse can be prevented if one never uses drugs.

It is the policy of the College to prohibit the illegal use, abuse, manufacture, possession, sale, or distribution of
alcoholic beverages or any controlled substance, including any stimulant, depressant, narcotic, hallucinogenic drug
or substance, or marijuana on College-owned, controlled, or leased property. Such use, solicitation, sale, or
distribution is prohibited during any school-related activity, including off-campus trips. All students are subject to
applicable federal, state, and local laws related to this matter. In addition, any violation of this policy will result in
disciplinary actions as set forth in the Student Conduct Policy and Disciplinary Sanctions section of this Handbook.
Students are also subject to arrest and prosecution by civil authorities for violation on campus.

College personnel will seek to identify abuse problems and provide immediate intervention and assistance. The
College will assist any individual whose mental or physical health is threatened by the use or abuse of alcohol or
drugs. The College counselor can refer individuals to community resource centers for abuse counseling and
rehabilitation.

Following is a list of area resources:

Helen Ross McNabb Mobile Crisis Unit (MCU)
Cherokee Health Systems
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Further information is available in the Student Services Coordinator’s office.

Sanctions - Unlawful Possession or Distribution

Tennessee College of Applied Technology - Knoxville and all Tennessee Board of Regents institutions have
prohibitions against the possession and/or use of drugs and alcohol on property controlled by Tennessee College
of Applied Technology - Knoxville or while participating in a Tennessee College of Applied Technology - Knoxville
-sponsored program. (Please see disciplinary policies and procedures concerning student conduct listing in the
Tennessee Board of Regents Policies (TBR) and Guidelines for Tennessee College of Applied Technology section of
this handbook).

Various federal, state, and local statutes make it unlawful to manufacture, distribute, solicit, dispense, deliver, sell,
or possess with intent to manufacture, distribute, solicit, dispense, deliver, or sell controlled substances. The
penalty imposed depends upon many factors, which include the type and amount of controlled substance involved,
the number of prior offenses, if any, whether death or serious bodily injury results from the use of such substance,
and whether any other crimes were committed in connection with the use of such substance. Possible maximum
penalties for a violation of federal/state laws prohibiting the use/distribution of drugs/alcohol include
imprisonment, up to a term of life imprisonment, and fines in excess of $1 million. In addition, employees/students
found to be in violations of federal or state laws regarding the use/distribution of drugs/alcohol may be subject to
disciplinary action up to, and including, termination of employment or enrollment at the Tennessee College of
Applied Technology - .

Student Life Activities

Student activity programs are designed to provide information and resources, which will assist students in career
and life planning. The Student Services Department is always receptive to student suggestions and requests
regarding any activities that students want to organize such as job fairs, health fairs, financial aid workshops, and
professional development. All students are encouraged to participate in these planned activities.

Student Organizations

National Technical Honor Society

National Technical Honor Society (NTHS) is the acknowledged leader in the recognition of outstanding student
achievement in career & technical education. Thousands of schools and Colleges are affiliated with the

Society. Member schools agree that NTHS encourages higher scholastic achievement, cultivates a desire for
personal excellence, and helps top students find success in today's highly competitive workplace.

Mission: To honor student achievement and leadership, promote educational excellence, and enhance career
opportunities for the NTHS membership.

Vision: To be the leader in providing recognition for excellence in career and technical education and creating
significant occupational opportunities for America's top workforce education students.

SkillsUSA

SkillsUSA is an applied method of competition and instruction for preparing America's high-performance workers
in public career and technical programs. It provides quality education experiences for students in leadership,
teamwork, citizenship, and character development. It builds and reinforces self-confidence, work attitudes and
communications skills. It emphasizes total quality at work -- high ethical standards, superior work skills, life-long
education, and pride in the dignity of work. SkillsUSA also promotes understanding of the free-enterprise system
and involvement in community service.
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Mission: SkillsUSA's mission is to help its members become world-class workers, leaders, and responsible
American citizens.

Student Government Association

The Student Government Association (SGA) allows active student participation in the affairs of the College and
serves as the student leadership of the Tennessee College of Applied Technology — Knoxville. The purpose of the
SGA is to promote and maintain active communication between the students, faculty and administration, and to
provide a means for members of the student body to express themselves effectively in the development and
maintenance of the College programs which affect them.

Student Veterans Association
The Student Veterans Association (SVA) allows active student participation in the network of support to veterans.
The purpose of the SVA is to:

e Provide a network of support to military veterans, their families, and civilian supporters.

e Educate the community about the experiences of military veterans.

e Work with the College administration to meet the needs of student veterans and prospective student
veterans.

e (Cultivate student veterans concerns through scheduled meetings, advocacy, social and recreational
activities.

e Foster esprit de corps among student veterans and promote an understanding of student veteran issues.

Student Services

Educational. The staff assists applicants in selecting an area of training based upon his/her abilities, interest, and
goals.

Personal Counseling. The staff will provide individual counseling services to students who are experiencing
personal, academic, attitude, or financial problems. The staff may recommend outside agencies specially trained to
assist students in specific personal problems. All matters will be treated individually and on a confidential basis.

Job Placement. Tennessee College of Applied Technology - Knoxville is dedicated to our graduates finding
employment upon completion of training. The department maintains very close contact with industry and the state
employment security office and can place a large percentage of students in employment upon completion of
training. Placement of graduates is a primary concern of each instructor and College’s personnel. Also, the student
must fully participate in the job seeking process. Transcripts are available to the student or to agencies upon
request. A transcript request form can be completed in the Student Services Department. Placement rates are
continually evaluated and reported to our accrediting agency and the Tennessee Board of Regents. Placement rates
are evaluated and utilized to monitor effectiveness and continuation of all programs.

Follow-Up. An effort is made to keep in touch with graduates after entering employment to determine their
success and to make the training more relevant to the needs of new students and industries. All graduates are
requested to keep the school informed as to their employment and any changes in employment. Surveys and
student follow-up studies are made to determine if changes need to be made in meeting these needs. Employers,
College’s personnel, and others are involved in follow-up efforts to assess and/or improve program curriculums
and serving the needs of each student. It is very important for students, faculty and staff to recognize the
importance of all responses to follow-up surveys as a means of evaluating, improving and funding the program
offerings at the Tennessee College of Applied Technology - Knoxville. Graduates are normally considered for
“entry-level” employment in their respective occupation. A certificate of completion may be awarded to any
preparatory student who reaches a payroll job proficiency level and to any supplemental student who completes
objectives for upgrading necessary skills and knowledge. A diploma may be awarded to each preparatory student
who demonstrates satisfactory proficiency in a complete course of study.

Limited English Proficiency. Tennessee College of Applied Technology - Knoxville follows TBR policy in
admission and delivery of services to those students with Limited English Proficiency (LEP). Tennessee College of
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Applied Technology - Knoxville makes use of a language identification card to determine the language of LEP
individuals who present themselves at a campus location seeking information. The institution is a subscriber to
state of Tennessee-contracted Linguistica International for outside interpreter service.

Alumni

This institution does not have a formal alumni organization. However, all graduates are considered Tennessee
College of Applied Technology - Knoxville alumni and are encouraged to provide any feedback to the College as
deemed appropriate and respond to follow-up forms as received. The College also encourages its alumni to provide
community support to the College and visit the College periodically.

Career Counseling

Vocational guidance is the primary service offered to students by the Student Services Office to assist each
applicant who desires or expresses an interest in pursuing a course of study in this College. Student Services
personnel will assist the applicant in choosing a training program through an evaluation of the applicant’s work
experience, interests, test scores, and previous education.

Student Services personnel are responsible for guidance to those currently enrolled students who may decide to
change their original vocational choice. In addition, the student may make personal problems or conflicts known to
a member of the Student Services Office who will endeavor to help the student with alternatives to successfully
solve or adjust to the problem. If appropriate or necessary, the student will be referred to an agency that has been
established to meet specific needs of the individual. By providing career assessment, academic, and personal
counseling, the Student Services Office functions for the benefit of helping applicants, students, and graduates to
develop their employment potential and reach their intended career goals. Students need not have an appointment
or schedule a specific time in advance, but in some cases, it is advisable. Instructors will cooperate with the
students in allowing and encouraging the use of the Student Services Department.

Communication Devices

Telephones in the College offices are for College business only. Except for emergency situations, students will not
be called from class to receive incoming calls. The College is not staffed to handle calls or take messages from
family, friends, etc. Students must advise friends and family of this procedure. Students are not permitted to use
office or classroom phones except for emergencies. Cell phone and other electronic devices should be silenced
during training hours.

Exit Interview

Students leaving the College are requested to complete an exit interview form. This questionnaire will provide
useful information to the College regarding the quality of programs, instructional equipment, and our services, as
well as student employment information. Before leaving the College, the student should obtain an exit interview
form (hard copy or electronic) from the Student Services Office or from the instructor. Students must complete an
exit interview form upon completion of their training program to meet graduation requirements.

Food Services

A breakroom area with vending machines is provided on all campuses for use by students for scheduled breaks
and lunches.
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Inclement Weather

Inclement weather, especially winter ice and snow, occasionally make it difficult for students to attend school. The
faculty and staff of the Tennessee College of Applied Technology — Knoxville are concerned with the safety of each
student during inclement weather. The Tennessee College of Applied Technology - Knoxville will take one of three
steps during inclement conditions.

1. Remain open as normal.

2. Close completely with the day(s) being made up within the same term at the direction of administration

and approved by TBR.

Operate on a modified school schedule since so often many roads are usually clear by mid-morning.

4. Classes will be dismissed at any time during the training day or evening if weather conditions deem it
necessary.

w

In the event of snow, ice, or other severe weather conditions, students should use their own judgment in deciding
whether to travel to school. It will be the responsibility of the student to provide documentation for unusual and
extenuating circumstances.

When weather conditions are severe, information regarding College closing will be provided for announcement to
the following at the earliest possible:

Student Notification System

www.Tennessee College of Applied Technology - knoxville.edu
(865) 546-5567

Local TV Stations

Do not confuse announcements regarding Tennessee College of Applied Technology - Knoxville with Community
Colleges, Universities, or Public Schools. A cancellation of day classes does not mean that night classes will also be
canceled, or vice versa. Any instructional time, which is lost due to College closures, may be made-up at the end of
the term in which the closure occurs. Generally, the break period between Fall term and Spring term will be used to
make up any missed days.

Safety Policy

The Tennessee College of Applied Technology - Knoxville is required to comply with the Tennessee Occupational
Safety Health Act, P.L. 91-596 of 1970, Standards, which require all persons to understand the safety and health
requirements of their specific area of training/employment as well as any other current safety directives as
dictated by local health and state agencies. Each student will receive instruction in safety upon enrolling and is
required to comply with all safety requirements of the Tennessee College of Applied Technology - . No student will
be permitted to use any machine or training equipment without permission from the instructor. Safety glasses are
required to be worn in certain shops. In some training areas, safety glasses, protective clothing and footwear are
required. At all times and in all training areas, students are required to wear proper attire as defined in this policy
and by program Instructors. Anyone wishing to report a safety hazard may contact their instructor, the President,
or any other member of Tennessee College of Applied Technology - staff.

Tennessee College of Applied Technology - Knoxville complies with the Hazardous Communication Standard by
making available in each classroom Safety Data Sheets which provide information about hazardous chemicals
known to be on campus. Safety Data Sheets also explain the risks, precautions, and potential solutions for
exposure(s) to hazardous materials in both normal and emergency situations. Safety instructions will be given
during every course, and each student must pass tests to determine comprehension of these instructions. Safety
glasses and goggles must be worn in all shops. Violation of safety policies or instructions may result in disciplinary
action up to and including suspension or expulsion from the College.

Everyone at the Tennessee College of Applied Technology - is responsible for fire prevention. Careful compliance
with safety regulations is required to prevent fires. Emergency drills (i.e., fire, tornado, etc.) are conducted
periodically to keep all College personnel and students alert and responsive in case of emergency and to provide
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frequent testing and proper use of all emergency equipment. The safety of students and employees are vital to
administration. All students should familiarize themselves with the plans, locate emergency exits, tornado shelters,
and must actively participate in any drills.

Students are to comply with all directives from College officials and emergency services personnel in the event of
an emergency. Once a report of an emergency has been received, Tennessee College of Applied Technology -
Knoxville makes use of an emergency notification system that alerts students and staff through email, phone calls
and texts. To ensure receipt of such alerts, students must notify Student Services of any changes and update their
contact lists. Periodically, Tennessee College of Applied Technology - Knoxville sends a test message through its
emergency notification system. With all safety related messages, students and employees are encouraged to take
responsibility for their own security and the security of others.

Tennessee College of Applied Technology - Knoxville complies with the federal Clery Act concerning campus
security, prevention programs and reporting. All students and employees are required to report any criminal
offenses or activities which occur on campus to the school administration immediately for appropriate action. The
school maintains statistical data regarding certain crimes committed on school-controlled property. This data may
be obtained from Student Services upon request and accessed on the Tennessee College of Applied Technology -
website at: https: //tcatknoxville.edu/about/safety-and-security.

Tennessee College of Applied Technology - Knoxville reserves the right to tow any vehicle that is improperly
parked or abandoned. Any fees associated with towing will be the responsibility of the owner/driver of the vehicle.

Firearms

Pursuant to T.C.A. §§39-17-1309 and 39-1751 and TBR Policy No. 7:01:00:00 found online at:
https://policies.tbr.edu/policies/firearms-and-other-weapons. Possession of firearms on Tennessee College of
Applied Technology - Knoxville property is prohibited and may subject an individual to arrest/prosecution and/or
disciplinary action, subject to the following exceptions:

1. Adult full-time employees who possess a valid handgun carry permit may possess a firearm on institutional
property, if;

a. The individual has registered with the law enforcement agency with jurisdiction over the campus, which
is the employee’s regularly designated worksite,

b. The firearm is concealed on their person or within their immediate control, and
c. The individual does not disclose the fact that they are carrying a firearm to any person.

2. Adult full-time employees who possess a valid handgun carry permit may store a firearm and/or ammunition in
their motor vehicle if the handgun ammunition is securely stored out of ordinary vision and is not handled by the
adult or any other person, other than for purposes of complying with this policy, while the vehicle is on institution

property.

3. Students may never carry or possess a firearm on Tennessee College of Applied Technology - Knoxville property
unless permitted by a specific statutory exception.

4. Adult visitors to the Tennessee College of Applied Technology - may possess a firearm on campus if it is securely
stored and out of ordinary sight inside a motor vehicle.

5. Tennessee College of Applied Technology - Knoxville will not take any adverse disciplinary action against any
person for possession/carrying a handgun on institution property if they remain in compliance with T.C.A. §39-17-
1309(e)(9), T.C.A. §39-17-1313, TBR policy.
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6. Violations of these laws and policies will result in the appropriate legal and disciplinary action. Please TBR policy
7:01:00:00, linked above, for more detail regarding the applicable laws and policy requirements regarding the
possession of firearms on campus.

Emergency Procedures

Each institutional department/program has a copy of the Tennessee College of Applied Technology - Knoxville
Emergency Preparedness Response Guide. The plan is easily recognizable in a red flip book and is located in a
centralized area for faculty, staff, and student access. Included in the Guide are Emergency Response Plans,
Emergency Notifications, Medical Emergency Plan, Active Shelter Protocol. Floor Plans, Evacuation Routes, and
Safe Places information are posted in public areas and classrooms.

Infectious Disease Policy

TBR Institutions will comply with all Federal and State laws, Executive Orders, Rules, Regulations, and
Guidance from Public Health Agencies/Authorities applicable to outbreaks of infectious and/or
communicable diseases. This policy authorizes TBR institutions to enact policies, procedures, and/or plans
to facilitate compliance with such laws, orders, and guidance, for the purpose of making best efforts to
prevent the spread of infectious/communicable diseases within the campus community.

College employees, students, and other persons entering the premises of any TBR institution shall be
required to comply with all policies, procedures, and/or plans established relating to the control of an
outbreak of infectious/communicable diseases. Implementationand enforcement of policies, procedures,
and/or plans promulgated in response to an outbreak of an infectious or communicable disease shall be
enforced with the primary goal of achieving compliance with the applicable policy or plan. Removal from
campus or discipline of individuals who are not compliant with the institution's policy or plan is authorized
asnecessary after efforts at obtaining compliance have been exhausted or as health, safety, and security
require.

Procedure
[. Infectious/CommunicableDiseasePlans

A. During certain communicable disease outbreaks such asalarge epidemic or pandemic, TBR
institutions may be required, or may find it appropriate, to develop and implement a plan or
procedure to comply with laws, orders or directives issued by government or public health officials
to address and/or curtail such outbreaks. In developing such plans/procedures, TBR institutions
shall do so in a manner that is consistent with applicable lawful orders issued by government
authorities and guidance from public health authorities including, but not limited to, the CDC,
federal, state and local public health agencies. When creating such plan/procedure, TBR institutions
shall also take care to comply with all applicable state and federal laws, including but not limited to,
the Americans with Disabilities Act (ADA), Section 504 of the Rehabilitation Actof 1973, the Age
Discrimination in Employment Act (ADEA), and/or all laws governing/prohibiting unlawful
discrimination. TBR institutions shall consult with the TBR Office of General Counsel (OGC) to
ensure that any policy or plan promulgated in response to an outbreak of an infectious or
communicable disease is compliant with such laws.

B.  Duringanoutbreak ofaninfectious/communicable disease, and consistent with guidance from
appropriate health authorities, TBR-institutions may take steps to identify and address potential
actions or protocols that are appropriate given, the nature and circumstances associated with a
particular outbreak/disease, including butnotlimited to the following:

1. Implementation of health screening protocols as a precondition to entry onto/into any
campus or facility owned or controlled by a TBR institution, consistent with guidance or
directives from local, state, or federalauthorities.

2. Implementation of health safety protocols as a requirement of permitted presence for

44



C.

persons entering any campus or facility owned or controlled by a TBR institution, consistent with
guidance or directives from local, state, or federal authorities. (E.g., wearing a mask or PPE to
prevent shedding/spread of avirus.)

3. Establishment of requirements requiring individuals who travel to and from countries
with active communicable disease outbreaks to report such travel and quarantine and/or isolate
for established periods of time prior to entry/return to any campus/facility owned or
controlled by the institution.

4. Restrictbusiness related travel to high-risk locations.

5. Require individuals seeking to return to any campus or facility after any period of travel,
to self-quarantine, or isolate and to provide evidence of testing, screening(s) or other
information from a treating medical professional, that the individual is free from, or not likely to
transmit, a particular infectious/communicable disease consistent with public health/medical
guidance, as permitted by law, prior to returning to any campus/facility.

6. Require individuals seeking to return to any campus or facility after any period of
quarantine or isolation related to a diagnosis or exposure to an infectious/communicable
disease to provide evidence of testing, screening(s) or other information from a treating medical
professional, that the individual is free from or not medically likely to transmit a particular
infectious/communicable disease at issue consistent with public health/medical guidance and as
permitted by law, prior to returning to any campus/facility.

7. Inquire about any symptoms recently experienced, consistent with an
infectious/communicable disease, by any individual seeking to enter campus.

8. Require an individual to submit to an appropriate medical evaluation from a

physician of the College's choosing at the College's expense prior to entering any campus or
facility.

9. Consult with an individual's physician (with appropriate consent) regarding the health
of any individual relative to an infectious/communicable disease, priorto entering any campus
or facility.

10. Consult with public health authorities and/or other qualified persons or resources, to
assistin determining any appropriate course of action.

11. Exclude individuals from any campus/facility who are infected with, or have been
exposed to, an infectious/communicable disease from any campus, facility, or activity.
Employees will be subject to the College's policies, procedures and other requirements for
requesting/receiving benefits and leaves ofabsence.

12. Offer accommodations to employees and students who are displaced from their
regularly scheduled College events and/or activities due to an infectious/communicable

disease.

13. Activate College Emergency Operations to consider measures such as social distancing,
College closure, cleaning procedures, travel monitoring, class suspension, use of PPE, etc.

14. Implementother temporary action(s) thatis/arereasonably required to prevent
unacceptable risk ofintroduction or exposure ofan infectious or communicable disease to a TBR
institution's campus or community, until the College is able to consult with a physician or local,
state or federal authorities.

15.Establish alternate work plans and/or education delivery plans.

16. Implementall health/safety requirements imposed by federal, state, and/or local
authorities as applicable to members of the college community.

The primary focus of aninstitution's infectious/communicable disease plan shall be maintain and

protect the health and safety of the campus community.

D.

Aninstitution's infectious/communicable disease plan should permit, to the extent reasonably

possible, students who are impacted by an infectious/communicable disease to continue to participate
in an educational program. An institution's infectious/communicable disease plan should permit, to the
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extent reasonably possible, employees who are impacted by an infectious/communicable disease to
continue to work, aslong as an employee is able to perform the essential functions of the job
satisfactorily. The College will consider making reasonable accommodations for impacted students and
employees consistent with applicable federal, state, and local laws as well as guidance from public
health authorities. Discrimination against and/or harassment of employees and/or students impacted
by an infectious/communicable disease is prohibited and may result in disciplinary action.

E. Health care workers, personal service workers, and food service workers employed by the
College will be expected to follow guidelines issued by the Centers for Disease Control and protocols at
Affiliate sites for the prevention of transmission of infectious/communicable diseases. The College will
make educational materials on infectious, communicable diseases available for studentsand
employees.

F.

II. Responsibilities

A. General

1. Through the President and/or designee, the Institutional Administration will develop
procedures and regulations concerning the outbreak ofinfectious, communicable, and/or
life-threateningdiseases that are appropriate to the particular circumstances and guidance,
and consistent with this policy. The President and/or designee should include individuals
with appropriate authority over essential functions of the College as well as persons with
relevant medical/health education/experience in the process to develop procedures and/or
regulations responsive to the outbreak of an infectious/communicable disease. Such
procedures and/or regulations will be published to the institutional community as
appropriate. In meeting its compliance obligations TBR institutions will prioritize, in
descending order:

a. Healthand Safety ofthe Campus and Surrounding Community,

b. Continuity of Education Mission for Students,

C. Minimized Disruption of Employment for Faculty & Staff

B. Environmental Health & Safety

1. Plans will require the appropriate Vice President(s) or designees to coordinate
environmental health & safety, police/security, custodial, and maintenance services
personnel to ensure that procedures, regulations, and appropriate precautions are
implemented to minimize the risk of introduction, exposure, and/or spread of
infectious/communicable and/or life-threatening diseases. This will include special
attention to custodial, public safety and other employees and students with increased
likelihood of exposure to the infectious/communicablediseases.

C. Internal Communication of Procedures

1. Plans will include the requirement that the appropriate Vice President(s), Chief Human
Resources Officer(s) or designees will ensure education and outreach programs are developed
to provide employees and students with appropriate factual material regarding relevant disease
protocolsandprecautions.

2. Plans should ensure that clear guidance is provided about the referral of questions
about infectious/communicable diseases or life- threatening illnesses to the appropriate
Vice President, Chief Human Resources Officer, designee, or theinstitution's Employee
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Assistance Program.

D. Responseto Notifications

1. Infectious/Communicable disease plans should provide for the response to information
acquired by the institution regarding any individual present on an institution's campus who
is/has been diagnosed, infected, or exposed to an infectious/communicable disease. The plan
will provide for the President and/or designee(s) to recommend medically reasonable
efforts/action to confirm, assess, and respond to the reasonably anticipated risk to the campus
community and communication with the appropriate health department authorities asrequired.
Responsibilities will also include the confirmation of reports of infectious/communicable
diseasesimpactingtheinstitutions/campus/community.

E. ExternalCommunications

1. Infectious/Communicable disease plans should provide that decisions concerning
official communications with external stakeholders will be disseminated from the President's or
other designated office. TBR institutions will follow Tennessee Department of Health guidance
for reporting occurrencesto appropriate health authorities.

F. Confidentiality

1. Infectious/Communicable disease plans shall provide that TBR institutions will
maintain confidentiality of medical information received and will not disclose the identity of
any individual who has been infected, diagnosed or exposed to an infectious/communicable
disease, except to individuals with a need to know or as may be permitted or required by
law, absent consent from the affected individual.

2. College employees will be informed that they are to take reasonable precautions to
comply with confidentiality obligations, e.g. FERPA, ADA, FMLA, HIPAA, and/or state
confidentiality laws. An employee, other than the affected employee or student, who
inappropriately releases confidential medical information shall be subject to disciplinary
action, which may include termination of employment. In certain situations, specific
government reporting requirements or a medical justification may necessitate the disclosure
of health information, and nothing in this policy shall be construed to prohibit disclosure of
health information consistent with mandatory and permissive disclosure laws and
obligations.

Campus Sexual Misconduct Policy

Tennessee College of Applied Technology - - Knoxville complies with TBR Policy No. 6:03:00:00 regarding Sexual
Misconduct. All other forms of sex discrimination including sexual harassment are also strictly
prohibited. Allegations that are not within the scope of this policy are subject to the procedures described in TBR
Policies 6:01:00:00 & 6:02:00:00 and TBR Guideline P-080 located at https://policies.tbr.edu/policies/sexual-
discriminationharassmentmisconduct.

L Scope: These procedures shall be utilized by:

A. Any employee or student who has been a victim of sexual misconduct, regardless of sexual orientation
or gender identity /expression.

B. Former employees or students if the conduct took place during the time of employment or enrollment
at Tennessee College of Applied Technology - - Knoxville and the conduct has a reasonable connection to
the institution.
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C. All third parties with whom Tennessee College of Applied Technology - - Knoxville has an educational
or business relationship and the conduct has a reasonable connection to the institution.

II. Prohibition of Sexual Misconduct

Sexual misconduct is a form of sex discrimination prohibited by Title IX. Tennessee College of Applied Technology -
Knoxville is committed to eliminating any and all acts of sexual misconduct and discrimination on its campuses. As
set forth in this policy, sexual misconduct includes dating violence, domestic violence, stalking, and sexual assault.
Tennessee College of Applied Technology - - Knoxville strictly prohibits these offenses. Any allegation of sexual
misconduct as defined herein will be investigated and adjudicated according to this policy.

I11. Definitions

A. Consent—an informed decision, freely given, made through mutually understandable words or
actions that indicate a willingness to participate in mutually agreed upon sexual activity. Consent cannot
be given by an individual who is asleep; unconscious; or mentally or physically incapacitated, either
through the effect of drugs or alcohol or for any other reason; or is under duress, threat, coercion, or
force. Past consent does not imply future consent. Silence or an absence of resistance does not imply
consent. Consent can be withdrawn at any time.
B. Dating Violence—violence against a person when the accuser and accused are dating, or who have
dated, or who have or had a sexual relationship. “Dating” and “dated” do not include fraternization
between two (2) individuals solely in a business or non-romantic social context. Violence includes, but
is not necessarily limited to:

1. Inflicting, or attempting to inflict, physical injury on the accuser by other than accidental

means.

2. Placing the accuser in fear of physical harm.

3. Physical restraint.

4. Malicious damage to the personal property of the accuser, including inflicting, or

attempting to inflict, physical injury on any animal owned, possessed, leased, kept, or held by

the accuser; or,

5. Placing a victim in fear of physical harm to any animal owned, possessed, leased, kept, or

held by the accuser - TCA § 36-3-601(5)(c)
C. Domestic Violence—violence against a person when the accuser and accused:

1. Are current of former spouses.

2. Live together or have lived together.

3. Are related by blood or adoption.

4. Arerelated or were formally related by marriage; or,

5. Are adult or minor children of a person in a relationship described above.

Domestic Violence- includes, but is not necessarily limited to:

1. Inflicting, or attempting to inflict, physical injury on the accuser by other than accidental

means.

2. Placing the accuser in fear of physical harm.

3. Physical restraint.

4. Malicious damage to the personal property of the accuser, including inflicting, or

attempting to inflict, physical injury on any animal owned, possessed, leased, kept, or held by

the accuser; or,

5. Placing the accuser in fear of physical harm to any animal owned, possessed, leased, kept,

or held by the accuser - TCA § 36-3-601
D. Sexual Assault—the nonconsensual sexual contact with the accuser by the accused, or the accused by
the accuser when force or coercion is used to accomplish the act, the sexual contact is accomplished
without consent of the accuser, and the accused knows or has reason to know at the time of the contact
that the accuser did not or could not consent. Sexual contactincludes, butis notlimited to, the intentional
touching of the accuser’s, the accused’s, or any other person’s intimate parts, or the intentional touching
of the clothing covering the immediate area of the accuser’s, the accused’s, or any other person’s intimate
parts, if that intentional touching can be reasonably construed as being for the purpose of sexual arousal
or gratification.
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E. Sexual Misconduct—for the purposes of this policy, “sexual misconduct” is defined as dating violence,
domestic violence, stalking, and sexual assault.

F. Stalking—a willful course of conduct involving repeated or continuing harassment of another
individual that would cause a reasonable person to feel terrorized, frightened, intimidated, threatened,
harassed, or molested, and that actually causes the accuser to feel terrorized, frightened, intimidated,
threatened, harassed, or molested. Harassment - means conduct directed toward the accuser that
includes, but is not limited to, repeated or continuing unconsented contact that would cause a reasonable
person to suffer emotional distress, and that actually causes the accuser to suffer emotional distress.
Harassment does not include constitutionally protected activity or conduct that serves a legitimate
purpose- TCA § 39-17-315.

IV. Immediate Actions A Victim Should Take

A. In the immediate aftermath of a sexual assault, domestic violence, dating violence or similar event, the
most important thing is for the victim to get to a safe place.
B. When a feeling of safety has been achieved, the victim should seek medical attention, regardless of his
or her decision to report the crime to the police. It is very important for the victim of sexual assault to
seek medical attention immediately so that the victim can be screened for sexually transmitted
diseases/pregnancy/date rape drugs, obtain emergency contraception, and receive treatment for any
physical injuries.
C. A victim has the right to accept or decline any or all parts of a medical exam. However, critical evidence
may be lost or missed if not collected or analyzed.
D. Valuable physical evidence can be obtained from the victim and the victim’s clothing. A victim should
make every effort to save anything that might contain the offender’s DNA. Therefore, a victim should
not:
. Bathe or shower.
. Wash his/her hands.
. Brush his/her teeth.
. Use the restroom:.
. Change clothes.
. Comb hair.
. Clean up the crime scene; or

8. Move anything the offender may have touched
E. Even if the victim has not yet decided to report the crime, receiving a forensic medical exam and
keeping the evidence safe from damage will improve the chances that the police can access and test the
stored evidence at a later date.
F. Victims of sexual misconduct are encouraged to preserve evidence by saving text messages, instant
messages, social networking pages, other communications, and keeping pictures, logs or other copies of
documents, if they have any, that would be useful to investigators.
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V. Reporting Sexual Misconduct

The College encourages victims of sexual violence to talk to somebody about what happened so they can get the
support they need and so the College can respond appropriately. Though reports will be kept as confidential as
possible, the College cannot guarantee the confidentiality of every report or complaint. The following provisions
detail the confidentiality options available to individuals.

A. Reporting Confidentially—If a victim chose to report an incident of sexual misconduct in a
confidential manner, the victim can report the incident to the following agency who employs licensed
counselors and is required by Tennessee State law to maintain confidentiality of a victim:

Sexual Assault Center of East TN
2455 Sutherland Ave, Knoxville TN

49



(865) 558-9040

B. Filing an Institutional Complaint—Reports of acts of sexual misconduct to any other employee of the
College must be reported to the Title IX Coordinator, and the College will take immediate and
appropriate steps to investigate what happened and to resolve the matter promptly and equitably.

1. The College shall not share information with law enforcement without the victim’s consent or
unless the victim has also reported the incident to law enforcement.

2. Before a Complainant reveals any information to an employee, the employee must ensure that the
Complainant understands the employee’s reporting obligations.

3. Ifthe Complainant wants to tell an employee what happened but also maintain confidentiality, the
employee must advise the Complainant that the College will consider the request, but cannot
guarantee that it will be able to honor it. In reporting the details of the incident to the Title IX
Coordinator, the employee will also inform the Coordinator of the Complainant’s request for
confidentiality.

4. An institutional complaint can be filed directly with either or both of the following:

Title IX Coordinator Student Services Coordinator
Misty West Yolanda Williams
Misty.west@tcatknoxville.edu Yolanda.williams@tcatknoxville.edu

C. Filing a complaint with local law enforcement—If the victim chooses to make a complaint for the
purposes of filing criminal charges, the victim may contact the local law enforcement agencies listed
below. If the victim chooses the College will assist the victim in filing this complaint. The victim
should contact the Title IX Coordinator for assistance.

Main Campus: Knoxville
Knoxville Police Department: 800 Howard Baker Jr. Avenue, Knoxville, TN 37915
Phone (865) 215-7000
Knox Co. Sheriff’s Office, 400 West Main Street, Knoxville, TN 37902
Phone (865) 215-2243

Anderson County Campus:

Clinton Police Department: 125 W. Broad Street, Clinton, TN 37716
Phone (865) 457-3112

Anderson Co. Sheriff’s Office: 101 S. Main Street, Clinton, TN 37716
Phone (865) 457-2414

VI. Role of Title IX Coordinator

A.The College’s Title IX Coordinator (see above) is responsible for overseeing the investigation of all Title
IX incidents reported to the institution and for implementation of this policy, including but not limited
to, identifying and addressing any systemic gender-based harassment, discrimination, and sexual
misconduct. The Title IX Coordinator’s responsibilities include, but are not limited to, the following:

1. Investigation or oversight of investigations of allegations related to Title IX.

2. Coordination and oversight of educational programs including mandatory training for new
students and employees and awareness campaigns for current students and employees.

3. Coordination with local law enforcement on matters related to allegations related to sexual
misconduct.

4. Coordination and oversight of training for anyone involved in responding to, investigating, or
adjudicating sexual misconduct.

5. Coordination and oversight of training for employees related to their responsibility when they
are aware of sexual misconduct.

6. Coordination and oversight of annual training for investigators, decision makers, hearing officers
and hearing committee members on the issues related to sexual misconduct and on how to conduct
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an investigation and hearing process that protects the safety of Complainants and promotes
accountability.

7. Attending appropriate training annually on topics related to responding to or investigating
allegations of sexual misconduct.

B. The Title IX Coordinator may designate deputies and investigators (“designees”) to assist in carrying
out any of the responsibilities related to implementing this policy.

The Title IX Coordinator shall report at the beginning of each new school year, or any time there is a
change in the assignment, to TBR’s Office of General Counsel and the TBR System Office of Student
Success the name of and contact information for the College’s Title IX Coordinator.

VII. Investigation Requirements and Procedures

A. All proceedings will include a prompt, fair, and impartial investigation, and result. The College will
provide the Respondent and Complainant equitable rights during the investigative process.
B. Subject to the Institution’s Confidential Policy, all complaints of sexual misconduct shall be presented
to the Title IX Coordinator for investigation and appropriate disposition.
C. Mediation between the Complainant and Respondent will never be considered an appropriate
resolution in sexual misconduct cases.
D. Initiating an investigation
1. Immediately upon receipt of a complaint, the Title IX Coordinator shall communicate with the
Complainant to identify and implement any reasonable interim measures. Absent good cause, within
three (3) business days of receipt of a report of sexual misconduct the Title IX Coordinator or
designee shall attempt to get a written statement from the Complainant that includes information
related to the circumstances giving rise to the complaint, the dates of the alleged occurrences, and
names of witnesses, if any. The Complainant should be encouraged to complete a complaint form and
submit a detailed written report of the alleged incident.
2. When the Complainant chooses not to provide a written complaint, the Title IX Coordinator or
designee will still investigate and take appropriate action.
3. In addition to immediate interim measures, the Title IX Coordinator shall consult with the
Complainant during the pendency of the investigation and consider what, if any, administrative
measures may be necessary.
4. Complaints made anonymously or by a third party will be investigated to the extent possible.
5. After consultation with TBR General Counsel, if the Title IX Coordinator determines that the
complaint contains an allegation of sexual misconduct, the Title IX Coordinator shall follow the
procedures set forth in this policy to investigate and adjudicate the complaint.
6. The Title IX Coordinator may appoint a qualified, sufficiently trained person to investigate the
allegations made in the complaint.
7. Only one person shall be identified as the investigator for a complaint.
8. Investigations shall be conducted by officials who do not have a conflict of interest or bias for or
against the Complainant or Respondent.
9. If the Complainant or Respondent believes the assigned investigator has a conflict of interest, that
party must submit a written explanation of the reason for that belief to the College’s President. The
explanation must be submitted within three (3) business days, absent good cause, of the time when
the party knew or should have known the facts that would give rise to the alleged conflict of
interest. The President will determine if the facts warrant the appointment of a different investigator
and respond to the party in writing within three (3) business days, absent good cause. The decision
of the President shall be final.
E. What the investigation should and should not entail
1. Once the investigator receives the complaint, the investigator shall notify the Complainant in
writing of his/her rights and request a meeting.
2. The investigator shall also notify the Respondent in writing of the complaint and his/her
rights and request a meeting with the Respondent.
3. The investigator shall notify the Complainant, Respondent and all individuals interviewed
during the investigation that retaliation is strictly prohibited and may be grounds for
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disciplinary action. In addition, the investigator shall advise all interviewees that they should
contact the investigator immediately if they believe they are being retaliated against.

4. The investigation shall include interviews with both the Complainant and Respondent, unless
either declines an in-person interview.

5. The Complainant and Respondent shall be provided with the same opportunities to have
others present during an interview, including the opportunity to be accompanied by the advisor
of their choice to any related meeting or proceeding.

6. The College will not limit the choice of advisor for either the Complainant or Respondent;
however, the investigator may limit the participation of advisors during the investigation.

7. The investigation shall include interviews with relevant witnesses identified by the
Complainant and Respondent or any other potential, relevant witness made known to the
investigator via other means.

8. The investigation shall include the gathering and reviewing of any documentary, electronic,
physical, or other type of relevant evidence.

9. The investigator is expected to request a list of relevant witnesses and evidence from
Complainant and Respondent and take such into consideration.

10. The investigator shall not consider any evidence about the Complainant’s prior sexual
conduct with anyone other than the Respondent. Evidence of a prior consensual dating or sexual
relationship between the parties by itself does not imply consent or preclude a finding of sexual
misconduct.

VIII. Outcome of Investigation and Determination of Appropriate Action

A. Upon completion of the investigation, the investigator shall prepare a written report that includes the
allegations made by the Complainant, the response of the Respondent, corroborating or non-
corroborating statements of the witnesses, review of other evidence obtained, and conclusions that may
be drawn from the evidence gathered.

B. Itis the responsibility of the investigator to weigh the credibility of all individuals interviewed and to
determine the weight to be given to information received during the investigation.

C. The report shall be delivered to the Assistant Director.

D. Afterreview of the report, the decision maker shall make a determination based on a preponderance
of the evidence presented as to whether, or not, a violation of this policy occurred.

E. The decision maker’s determination shall be communicated in writing simultaneously to the
Complainant and Respondent, along with notice to the parties of their right to request an institutional
hearing on the determination that a policy violation did or did not occur.

[X. Timeframe for conducting the investigation

A. Every reasonable effort shall be made to conclude the investigation and resolve the complaint within
sixty (60) calendar days following receipt of the complaint. Within this sixty (60) day timeframe, absent
good cause, it is expected that the investigator will conclude the investigation, that the investigator will
present a report to the decision maker, and that the investigator will notify the parties in writing of
decision maker’s determination.

B. If the investigator or decision maker determines that additional time is needed, both parties shall be
notified in writing of the delay, the anticipated date that the investigation will be concluded, and the
reasons for such delay.

C. If either party determines that additional time is needed, that party shall request such in writing to
the investigator. The written request for additional time shall include the reasons for the requested delay
and the number of additional days needed. The investigator shall make every reasonable effort to
respond to the request for additional time within two (2) business days following receipt of the request
and shall notify both parties in written as to whether or not the request is granted.

X. Institutional Hearing
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XIIL.

A. Either party may request an institutional hearing on the determination that a policy violation did or
did not occur by providing written notice of the request to the investigator within ten (10) business days
of receipt of the decision maker’s decision.

B. If a request is not received within ten (10) days, the decision maker’s determination is final.

C. The hearing shall be held before a hearing committee. The President of the College shall appoint
individuals to serve on the hearing committee. All hearing committee members shall receive, at a
minimum, annual training on issues related to domestic violence, dating violence, sexual assault, and
stalking, and on how to conduct an investigation and hearing process that protects the safety of victims
and promotes accountability.

D. If the Complainant or Respondent believes the any hearing committee member has a conflict of
interest, that party must submit a written explanation of the reason for that belief to the. The explanation
must be submitted within three (3) business days, absent good cause, of the time when the party knew
of should have known the facts that would give rise to the alleged conflict of interest. The Assistant
Director will determine if the facts warrant the appointment of a different committee member and
respond to the party in writing within three (3) business days, absent good cause. The decision of the
Assistant Director shall be final.

E. If such a hearing is requested, every reasonable effort shall be made to conclude the hearing and
resolve the appeal, including any appeal to the President within thirty (30) days following the College’s
receipt of the party’s request for a hearing.

F. The parties to the hearing may not engage in formal discovery.

G. Each party is entitled to have an advisor of choice available; however, the advisor may not participate
in the proceeding other than to render advice to the party.

H. The College will not limit the choice of advisor for either the Complainant or Respondent.

[. The Complainant and Respondent shall be timely notified in writing of all meetings relevant to the
proceeding.

J. The chair of the hearing committee shall control the procedures of the hearing with due consideration
given to the parties’ requests related to procedures such as, but not limited to, limitations on cross-
examinations, recesses so the parties may consult with their advisors, and scheduling of hearings. The
chair of the hearing committee shall conduct the proceedings in a manner that does not allow the
Respondent to directly question the Complainant in person.

K. The hearing committee shall use a preponderance of the evidence standard when reaching a decision.
L. Absent good cause, within five (5) business days of the close of evidence, the committee shall issue a
written determination as to whether, or not, a violation of this policy occurred and the justification for
this decision.

M. Each party shall be simultaneously notified of the hearing committee’s decision in writing, which shall
include notice of their rights to appeal the hearing officer’s or committee’s determination to the
President.

Appeal of Hearing Decision to the President

A. If either party chooses to appeal the hearing committee’s decision, the party shall notify the
investigator in writing of the decision to appeal within five (5) business days of receipt of the hearing
committee’s determination.

B. If a written request for appeal is not received within five (5) days, the decision of the hearing
committee is final.

C. The appealing party(ies) must explain why it is believed the factual information was incomplete, the
analysis of the facts was incorrect, and/or the appropriate legal standard was not applied, and how this
would change the determination in the case.

D. The President will issue a written response to the appeal as promptly as possible. This decision will
constitute the College’s final decision on the complaint.

Effect of a Finding of a Violation of this Policy

A. If a final decision has been made that a policy violation occurred, the Respondent shall be referred
to the appropriate personnel for a determination of discipline.
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B. The appropriate personnel will be determined by the status of the Respondent. If the Respondent is
a student, then the matter shall be referred to the Title IX Coordinator. If the Respondent is an
employee, the matter shall be referred to the President.
C. Ifthe Respondent is a student, the College will follow the procedures for disciplining students as
described in TBR Policy 3:02:00:01 and Tennessee College of Applied Technology - Knoxville’s Student
Conduct Policy, Student Handbook/Catalog.
D. If the Respondent is an employee, the College will follow the procedures related to disciplining
employees as described in applicable employee policies.
E. Notwithstanding any policy to the contrary, the following additional requirements apply to
disciplinary actions related to violations of this policy:
1. The Complainant shall receive sufficient notice of and be allowed to attend any meeting or
hearing during the disciplinary process.
2. The Complainant shall be allowed to have an advisor of her/his choice attend any meeting
or hearing.
3. The Complainant shall be allowed to testify at any hearing during the disciplinary process,
even if neither party intends to call the Complainant as a witness during the case-in-chief.
4. The Complainant shall be allowed access to any evidence presented during any disciplinary
meeting or hearing.
5. The Title IX Coordinator or designee shall be appointed as the Complainant’s contact person
for any questions or assistance during the disciplinary process.
6. The Complainant shall receive written notice of the outcome of the disciplinary process.
F. Ifa final decision has been made that a policy violation occurred, the Title IX Coordinator or
designee shall determine if any remedies are required to address the campus-wide environment,
taking into consideration the impact of an incident of sexual misconduct on the campus as a whole and
on specific groups or areas on campus. For example, the Title IX Coordinator or designee may
determine that specific training is needed for a student group whose members have been accused of
sexual assault.

XIII. Interim Measures

A. In situations that require immediate action because of safety or other concerns, the College will
take any reasonable administrative action that is appropriate. Examples of such interim actions
include, but are not limited to:

B. Providing an escort to ensure that the Complainant can move safely between classes and activities.
C. Ensuring that the Complainant and Respondent do not attend the same classes.

D. Providing references to counseling services.

E. Providing references to medical services.

F. Providing academic support services, such as tutoring; and

G. Arranging for the Complainant to re-take a course or withdraw from a class without penalty,
including ensuring that any changes do not adversely affect the Complainant’s academic record.

H. These remedies may be applied to one, both, or multiple parties involved.

[. Student Respondents may be placed on interim suspension under the appropriate circumstances
pending the outcome of the investigation. The College shall follow TBR Policy 3:02:00:01 and
Tennessee College of Applied Technology - Knoxville’s Student Conduct Policy, Student
Handbook/Catalog before placing a student Respondent on interim suspension.

J. Employee Respondents may be, consistent with Human Resource policies, placed on administrative
leave pending the outcome of the matter.

XIV. Education and Prevention Programs

The College will engage in comprehensive educational programming to prevent sexual misconduct. Educational
programming consists of primary prevention and awareness programs for all incoming students and new
employees and ongoing awareness and prevention campaigns for students, faculty, and staff that:

1. Identifies domestic violence, dating violence, sexual assault and stalking as prohibited
conduct.
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2. Defines what behavior constitutes domestic violence, dating violence, sexual assault, and
stalking.

3. Defines what behavior and actions constitute consent to sexual activity in the State of
Tennessee.

4. Provides safe and positive options for bystander intervention that may be carried out by an
individual to prevent harm or intervene when there is a risk of domestic violence, dating
violence, sexual assault and stalking against a person other than the bystander; and

5. Provides information on risk reduction so that students and employees may recognize
warning signs of abusive behavior and how to avoid potential attacks.

XV. Assistance for Victims of Sexual Misconduct: Rights and Options

A. Regardless of whether a victim elects to pursue a criminal complaint, the College will assist victims
of sexual misconduct and will provide each victim with a written explanation of her/his rights as a
member of the College as located at https://tcatknoxville.edu/about/policies-and-guidelines.

B. Additionally, in the Tennessee court system, a victim of domestic violence, dating violence, sexual
assault and stalking has the following rights: the right to confer with the prosecution, right to be free
from intimidation, harassment and abuse throughout the criminal justice system, the right to be
present at all proceedings where the defendant has the right to be present, the right to be heard, when
relevant, at all critical stages of the criminal justice process as defined by the General Assembly, the
right to be informed of all proceedings, and of the release, transfer or escape of the accused or
convicted person, the right to a speedy trial or disposition and a prompt and final conclusion of the case
after the conviction or sentence, the right to restitution from the offender and the right to be informed
of each of the rights established for victims. Information related to these rights may be found

at http://www.tndagc.com/vr.htm

C. Protection from abuse orders may be available through http://www.tncourts.gov/programs/self-
help-center/forms/order-protection-formsand additional information related to such orders may be
found at http://tncoalition.org/resources/legal-resources.html.

D. The College does not publish the name of crime victims nor maintain identifiable information
regarding victims in the Daily Crime Log or in the release of timely warnings.

XVI. Resources for Victims of Sexual Misconduct

The resources listed below are not exhaustive or limited to victims who wish to make an official report or participate
in an institutional hearing, police investigation or criminal prosecution. However, in cases where a victim wishes to
maintain complete confidentiality, the victim should carefully review Section IV above related to the limits on the
College’s ability to maintain confidentiality.

A. On Campus Resources

1100 Liberty Street Misty West

Office of the Title IX Coordinator Knoxville, TN 37919

misty.west@tcatknoxville.edu

1100 Liberty Street Yolanda Williams

Student Services Coordinator Knoxville, TN 37919

yolanda.williams@tcatknoxville.edu

B. On-line Resources:

http://tncoalition.org/- State Coalition Against Rape

http://tncoalition.org /- State Coalition Against Domestic Violence

http://www.thehotline.org/- Website for LGBTQ survivors of sexual or domestic violence and minority women
survivors of sexual or domestic violence

http://www.pandys.org/malesurvivors.html-Website for male survivors

http://www.rainn.org - Rape, Abuse, and Incest National Network

http://www.justice.gov/ovw - Department of Justice
https://www?2.ed.gov/about/offices/list/ocr/index.html - Department of Education Office of Civil Rights
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Retaliation

The College, its officers, employees, or agents are strictly prohibited from retaliating, intimidating, threatening,
coercing, or otherwise discriminating against any individual for exercising their rights or responsibilities under any
provision of this policy. Retaliation will resultin disciplinary measures, up to and including termination or expulsion.

Additional information regarding the following TBR Policies can be found on the TBR website at www.tbr.edu.

Visitors on Campus

While visitors and guests are welcome on campus, the welfare and safety of the entire student body and the
maintenance of its academic programs MUST be placed above all else. All visitors and guests should report directly
to Student Services to sign in and receive a visitor’s badge which is always to be worn while on campus. Tennessee
College of Applied Technology - Knoxville faculty and staff are aware that many of its students are both students
and parents and that there are often complicating factors that impact these two roles. However, Tennessee College
of Applied Technology - Knoxville does not permit children who are minors to be on the campus without notice to,
and permission from, the Tennessee College of Applied Technology - Administration. A child is anyone who is birth
to 17 years of age. Any visitor, who brings or invites children to campus MUST maintain custody of the children
while on campus and is responsible for the behavior and safety of the children while at Tennessee College of
Applied Technology - Knoxville. All visitors will be provided safety glasses when visiting a shop area.

When a violation of this policy is observed, the Student Services Office should be contacted. It is the responsibility

of this office to assess the situation and, with the assistance of security, take appropriate action, which may include
escorting the student, employee or guest and children off campus.

ACADEMIC SUPPORT

Instructor Qualifications

Instructors at the Tennessee College of Applied Technology - Knoxville meet a minimum requirement of at least
three years of experience and formal training in the area in which they instruct. In addition, each instructor that
has prior experience and training are involved in continuing education to ensure that they are knowledgeable in
the latest technology relevant to their prospective programs.

Preparatory Programs

All preparatory programs are designed to prepare persons for employment in specific or closely related
occupations. Full-time continuing programs are offered on a thirty-hour per week basis. The part-time continuing
programs are offered on a less than full-time basis. Instructional units are designed as a guide to assist the
instructor in developing an individualized program for each student. The instructor will adjust the number of
hours that a student spends working in the instructional units according to the student’s ability.

Non-preparatory Supplemental Programs

All non-preparatory supplemental programs are designed to assist employed workers to improve or upgrade skills
and increase technical knowledge necessary to present employment or to acquire new skills and knowledge for a
higher level of employment. Special interest courses may be offered as demands warrant by the public.

Special Industry Training Programs

Special industrial programs are offered to business and industry upon their request. These classes are conducted
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by instructors at the school or at the place of the enrollees’ employment. When the need arises, specialized and
intensified courses may be developed to meet specific requirements of industry. School administration may be
contacted for more information. These courses do not qualify for Title IV financial aid.

Notice of Disclaimer

The Tennessee College of Applied Technology - Knoxville provides the opportunity for students to increase their
knowledge by providing programs through faculty who, in the opinion of Tennessee College of Applied Technology
- Knoxville, are trained and qualified for teaching at the post-secondary level. However, the acquisition of the
knowledge by any student is contingent upon the student's desire to learn and his/her application of appropriate
study techniques to any course program. As a result, Tennessee College of Applied Technology - Knoxville does not
warrant or represent that any student who completes a course or program of study will necessarily acquire any
specific knowledge or skills or will be able to successfully pass or complete a specific examination for any course,
degree or license.

Cooperative Education

Cooperative Education (Co-op) is an educational program that combines classroom instruction with practical work
experiences directly related to the student’s curriculum. This combined classroom study and work experience is a
meaningful way for students to learn and to assist in making informed career choices while earning credit.
Students interested in Cooperative Education should meet with their instructor to discuss co-op opportunities. The
instructor must submit a co-op request form to the President for approval. The student, instructor, employer, and
President must sign the formal co-op agreement.

Library / Media Services

Each program has a resource library and media collection located in each classroom.

CONSUMER INFORMATION

As a participant in federal Title IV financial aid programs, Tennessee College of Applied Technology - Knoxville is
required to make certain information available to students and the public. In fulfillment of that requirement, the
following Consumer Information about Tennessee College of Applied Technology - Knoxville, its Extension
Campuses and Instructional Service Centers is available for review in the Student Handbook, on the College
website (www.tcatknoxville.edu) or from the Student Services office, as indicated. Information is also available to
current or prospective students and employees upon request. An outline of available information is distributed to
all students each year in the Fall term.

General Information (Student Handbook)

e Accrediting Agency e Training Programs

e (Cost of Attending School e Services for Limited English Proficiency (LEP)
e Facilities & Services for Disabled Students e Physical Resources

e Withdrawal Process & Refund Policy e Faculty & Staff Directory

e Statement of Non-discrimination

Financial Aid (Student Handbook):

e Federal Financial Aid e Student Rights & Responsibilities

e State, Local, & Private Financial Aid e Distribution of Financial Aid

e How to Apply for Financial Aid o Eligibility Requirements

e Terms & Conditions (Work-study) e Satisfactory Attendance & Progress

Drug & Alcohol Abuse Prevention (Student Handbook)
e Preventing Drug & Alcohol Abuse e Institutional Policy on Violations
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e Local, State & Federal Sanctions e Counseling, Treatment, Rehab Programs
e Student Conduct e Health Risks

Campus Security (Student Services)
e Annual Safety & Security Report (This report is available to current students annually by October 1.)

Student Right-to-Know Information (Student Services & Student Handbook)
e Completion and Graduation Rates

Miscellaneous
e Voter Registration Information e Service Member Re-admission
e Peer-to-Peer File Sharing e Program Improvement Plans

Students Right-To-Know Graduation Rate

The graduation rate for the Tennessee College of Applied Technology - Knoxville for the 2018-2019 academic year
completion rate was 82%; the placement rate was 92%; and, the licensure rate was 96%.

Voter Registration

In accordance with the Higher Education Act Campus Voter Registration Section in 34 CFR Part 668.14, Tennessee
College of Applied Technology - Knoxville encourages all students to register to vote. A link to a voter registration
form is located on the institutional website at www.tcatknoxville.edu or forms may be obtained in the Student
Services Office. The State of Tennessee voter registration form is available at http://sos-tn-gov-
files.s3.amazonaws.com/forms/ss-3010.pdf

Integrated Postsecondary Data

Institution Name: Institution Type:

Tennessee College of Applied College

Technology- Knoxville

Address: General information: IPEDS ID:
1100 Liberty Street (865)546-5567 221625

Knoxville, TN 37919 Financial aid office:
https://www.tcatknoxville.edu
Admissions office:
https://www.tcatknoxville.edu

Description: Public, 2-year

Certificates offered: Less-than one year, One but less than two
years, Two but less than four years

Total enrollment: 909
Undergraduate enrollment: 909

Percent of Undergraduate enrollment

by gender
Men: 56%
Women: 44%
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by race/ethnicity

American Indian or Alaskan Native: 0%
Asian: 1%
Black or African American: 10%
Hispanic/Latino: 5%
Native Hawaiian or Pacific Islander: 0%
White: 71%
Two or more races: 3%
Race/ethnicity unknown: 9%
Non-resident alien: 0%

(Enrollment data Fall 2019)

Program prices for full-time students
2019-20 2018-19 2017-18

Tuition & fees $4,929  $4,863 $4,662
Books and supplies $2,846 $2,278  $2,010
Off-campus

Room and board $5,566  $4,642 $4,554

Other expenses $5,016  $4,180  $4,301
Off-campus with family

Other expenses $5,016  $4,180  $4,301

(Source: IPEDS College data 2018-2019)

National Center for Education Statistics
Institute of Education Sciences

Federal Pell Grant Recipients totaled 594 as reported for the academic year 2018-19.

TESTING CENTER

The Tennessee College of Applied Technology - Knoxville has partnered with a variety of companies to establish
testing and training solutions that utilize state-of-the-art, web-based curriculum and assessments.

Testing opportunities available at the Tennessee College of Applied Technology - Knoxville may include, but are
not limited to the following:

e HESI (Nursing & Dental Entrance Exam) e NIMS (National Institute for Metalworking Skills)
e [C3 Certification (Certiport) e PearsonVue
e Medical Billing and Coding Certification Exams e QuickBooks (Certiport)

(NHA/ATI) e NOCTI

e MOS - Microsoft Office Specialist (Certiport)

PROGRAMS AT A GLANCE
Program Hours Final Award
Type
Administrative Office Technology 1296 Diploma
Automotive Technology 2160 Diploma
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Collision Repair Technology 1728 Diploma
Computer Information Technology 2160 Diploma
Cosmetology 1500 Diploma
Dental Assisting 1296 Diploma
Diesel Powered Equipment Technology 2160 Diploma
Heating, Ventilation, Air-Conditioning & Refrigeration 1728 Diploma
Industrial Electricity 1296 Diploma
Industrial Maintenance/Mechatronics 1728 Diploma
Machine Tool Technology 1728 Diploma
Medical Assisting 1296 Diploma
Medical Office Information Technology 632 Diploma
Nursing Aid 120 Certificate
Pipefitting & Plumbing Technology 1296 Diploma
Practical Nursing 1296 Diploma
Surgical Technology 1296 Diploma
Truck Driving 222 Diploma
Welding Technology 1296 Diploma

For information about graduation rates, placement rates and other important information, please visit our website at www.tcatknoxville.edu/programs

PREPARATORY PROGRAM CATALOG

Campus Training

Training at Tennessee College of Applied Technology- Knoxville allows the student to have the ability to network,
make professional contacts, and communicate with classmates, instructors, and faculty and staff.

The educational programs offered at Tennessee College of Applied Technology - Knoxville are competency based
and most are open entry/exit. Instruction is individualized, and learning is self-paced.

Program offerings are listed alphabetically, with a brief description of program content, training schedule and
award levels. For more information about our graduation rates, the median debt of students who completed the
program, and other important information, please visit our website at www.Tennessee College of Applied
Technology - Knoxville.edu.

Advisory Committees

Advisory Committees serve as a liaison between the school, business, and industry. Each full-time preparatory
program offered by the institution has an advisory committee. Decisions on curriculum, equipment, instructional
methods, and technology are made after considering the advice and recommendations made by advisory
committee members.

General Advisory Committee
Tennessee College of Applied Technology - Knoxville utilizes a General Advisory Committee to advise the campus

as a whole and is comprised of representatives from the following:

Community Member
Chamber/ Business Member County Mayor
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K-12 Member
Public Member
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Alphabetical Program Listing

Administrative Office Technology

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Administrative Office Technology offers a wide selection of career training opportunities in the
Administrative, Accounting, and Medical fields. Our graduates meet the constant demand for efficient
administrative assistants, computer applications operators, and bookkeepers.

Students will receive one trimester (four months) of training in general office assistant and one
trimester in office software. In addition, students will choose an elective in either administrative
assistant or accounting assistant with financial services being added in January 2020 for their last
trimester to complete their training. Administrative Assistant include practicum hours during the
last trimester in which the student will be working in field to complete their training.

Program Awards and Lengths

Courses in Program

DIPLOMAS:

Administrative Assistant 1,296 hours
Accounting Assistant 1,296 hours

Medical Administrative Assistant 1,296 hours
Financial Services 1, 296 hours

First Trimester:

AOT 0001 Worker Characteristic

AOT 1005 Success Strategies

AOT 1010 Orientation and Safety

AOT 1021 Technology Foundations
AOT 1030 Keyboarding and Data Entry
AOT 1040 Office Procedures |

AOT 1050 Computer Essentials
Second Trimester:

AOT 0002 Worker Characteristic

AOT 2015 Word Processing Applications
AOT 2025 Spreadsheet Applications
AOT 2030 Office Procedures Il

AOT 2045 Employability Skills

Third Trimester:

AOT 0003 Worker Characteristic

AOT 3050 Accounting

AOT 3060 Payroll

AOT 3071 Computerized Accounting

CERTIFICATES:
General Office Assistant 432  hours
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Administrative Support Specialist 864 hours
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Automotive Technology

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Automotive Technology program provides instruction in current methods of service and
repair of automobiles. Students are taught the use of manuals and how to utilize available
resources to assist in diagnosis and corrections of automotive problems. They are instructed
in the proper use of equipment and tools. Throughout the course, students are prepared to
take the ASE Certifying examinations, which is offered twice per year in the Knoxville area.
The Automotive Technology program is accredited by the National Automotive Technicians
Education Foundation (NATEF) to the Master Automobile Service Technology (MAST) level
in all areas of training.

Program Awards and Lengths

DIPLOMAS:
Automotive Technician 2,160 hours

Courses in Program

First Trimester:

AUT 0001 Worker Characteristic

AUT 1010 Brakes

AUT 1020 Suspension and Steering
Second Trimester:

AUT 0002 Worker Characteristic

AUT 2010 Engine Repair

AUT 2020 Heating and Air Conditioning
Third Trimester:

AUT 0003 Worker Characteristic

AUT 3010 Electric and Electronic Systems
Fourth Trimester:

AUT 0004 Worker Characteristic

AUT 4010 Engine Performance

Fifth Trimester:

AUT 0005 Worker Characteristic

AUT 5010 Manual Drive Trains and Axles
AUT 5020 Auto Transmission and Transaxles

CERTIFICATES:

MoPAR 432 hours

Brake and Chassis Technician 432 hours
Automotive Technician Apprentice 864 hours
Automotive Service Technician 1,728 hours
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Collision Repair Technology

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Collision Repair Technology is designed to introduce and train the student to analyze and
estimate vehicles for repairing vehicles to pre accident condition. During the training students will
learn how to operate hand tools, power tools, welders and shop equipment used in the collision trade.
With this training, students will learn how to repair dents in sheet metal, repair composite materials,
measure and pull frames, collision mechanical and refinish vehicles using spray equipment bringing
the vehicle to pre-accident condition.

The Collision Repair Technology program is a National Automotive Technicians Education
Foundation (NATEF) certified program and is approved by the National Institute for Automotive
Service Excellence (ASE). ASE offers five certification areas in the Collision trade.

Program Awards and Lengths

DIPLOMAS:

Collision Repair Technician 1,296 hours

Automotive Refinishing Technician 1,296 hours
Collision Repair and Refinishing Technician 1,728 hours

Courses in Program

First Trimester:

CRT 0001 Worker Characteristic

CRT 1010 Safety

CRT 1020 Related Math

CRT 1030 Non-Structural Analysis and Damage Repair
Second Trimester:

CRT 0002 Worker Characteristic

CRT 2010 Advanced Non-Structural Analysis and Damage Repair
CRT 2020 Welding

CRT 2030 Structural Analysis & Damage Repair

Third Trimester:

CRT 0003 Worker Characteristic

CRT 3010 Advanced Structural Analysis & Damage Repair
CRT 3020 Mechanical and Electrical Components

CRT 3030 DAECS

CRT 3040 Workplace Skills

Fourth Trimester:

CRT 0004 Worker Characteristic

CRT 4010 Painting and Refinishing

CERTIFICATES:
Non-Structural Assistant 432 hours
Non-Structural and Structural Assistant 864 hours
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Computer Information Technology

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The industries relating to the installation, operation, and support of computer and network
information systems are ever-expanding and challenging fields that offer a diversity of vocational
opportunities for those individuals pursuing a career in this occupational area. In order to prepare
students for an entry-level position in these occupations, the Computer Information Technology
program has been developed to provide academic, hands-on, and valuable real-world training with
the fundamental skill sets essential to those who strive to become a professional in the computer
and network information systems industries.

Program Awards and Lengths

DIPLOMAS:
Information Technology System Support Specialist 1,728 hours
Information Technology Systems Coordinator 2,160 hours

Courses in Program

First Trimester:

CIT 0001 Worker Characteristic

CIT 1070 Technology Foundations

CIT 1010 Orientation and Safety

CIT 1020 Computer Concepts

CIT 1030 Introduction to Applications

CIT 1040 Introduction to Operating Systems
CIT 1050 Computer Hardware Foundations
Second Trimester:

CIT 0002 Worker Characteristic

CIT 2060 Computer Systems Support Foundations
CIT 2010 Networking Fundamentals

Third Trimester:

CIT 0003 Worker Characteristic

CIT 3020 Networking Fundamentals II

CIT 3040 Security Fundamentals

Fourth Trimester:

CIT 0004 Worker Characteristic

CIT 4010 Advanced Networking

Fifth Trimester:

CIT 0005 Worker Characteristic

CIT 5010 Pro Networking

CERTIFICATES:

Personal Computer Operator 216 hours

Technical Support Specialist 642 hours

Information Technology Network Support Specialist 1,080 hours
Information Technology Security Specialist 1,296 hours
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Cosmetology

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Cosmetology program provides the student with basic theory and clinical knowledge of the
beauty industry through the use of approved textbooks, classroom instruction, and practical
application with mannequins and live models.

Program Awards and Lengths

Courses in Program
DIPLOMAS:
Cosmetologist 1,500 hours

Courses in Program

First Trimester:

COS 0001 Worker Characteristic

COS 1010 Orientation

COS 1020 Sterilization, Bacteriology
COS 1030 Anatomy and Physiology
COS 1040 Shop Ethics and Salesmanship
COS 1050 State Law

COS 1060 Tech Foundations

COS 1070 Shampooing and Rinsing
COS 1080 Hair and Scalp Care

COS 1090 Hair Shaping

COS 1100 Hairstyling

COS 1110 Facials

COS 1120 Manicuring and Pedicuring
COS 1130 Permanent Waving

COS 1140 Hait Structure and Chemistry
Second Trimester:

COS 0002 Worker Characteristic

COS 2010 Sterilization, Bacteriology 11
COS 2020 Anatomy and Physiology II
COS 2030 Shop Ethics and Salesmanship II
COS 2040 Shampooing and Rinsing II
COS 2050 Hair and Scalp Care II

COS 2060 Hair Shaping I1

COS 2070 Hairstyling 11

COS 2080 Facials and Eyebrows

COS 2090 Manicuring and Pedicuring II
COS 2100 Permanent Waves II

COS 2110 Hair Relaxers

COS 2120 Hair Color and Lightening
COS 2130 Hair Structure and Chemistry II
Third Trimester:

COS 0003 Worker Characteristic

COS 3010 Sterilization Bacteriology III
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COS 3020 Anatomy and Physiology III

COS 3030 Shop Ethics and Salesmanship III
COS 3040 Hair Shaping III

COS 3050 Hairstyling 111

COS 3060 Facials and Eyebrows II

COS 3070 Permanent Waves III

COS 3080 Hair Relaxers 11

COS 3090 Hair Color and Lightening III
COS 3100 Sculptured Nails

Fourth Trimester:

COS 0004 Worker Characteristic

COS 4010 Sterilization, Bacteriology IV
COS 4020 Shop Ethics and Salesmanship IV
COS 4030 State Law 11

COS 4040 Hair Shaping IV

COS 4050 Hairstyling IV

COS 4060 Permanent Waving IV

COS 4070 Hair Relaxers III

COS 4080 Hair Color and Lightening IV
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Dental Assisting

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Dental Assisting program prepares students to become members of the dental health
care team. The course includes theory with demonstrations and classroom instruction.
Students receive supervised experience performing procedures using study models,
mannequins, and other simulated methods. Students receive three months of supervised
experience in the clinical setting performing procedures on dental patients in a dental office.

The Dental Assisting program is accredited by the Commission on Dental Accreditation
which allows graduates to be eligible to sit for the Dental Assisting National Board
exam.

Program Awards and Lengths

DIPLOMAS:
Dental Assistant 1,296 hours

Courses in Program

First Trimester:

DTA 0001 Worker Characteristic
DTA 1010 Professional Orientation
DTA 1020 Anatomy & Physiology
DTA 1030 Dental Anatomy

DTA 1040 Head & Neck

DTA 1050 Embryology & Histology
DTA 1060 Micro & Sterilization
DTA 1070 Pathology

DTA 1080 Oral Diagnosis

DTA 1090 Prevention & Nutrition
DTA 1100 Office Emergencies

DTA 1110 Pharmacology

DTA 1120 Operative I

DTA 1130 Psychology & Communication
Second Trimester:

DTA 0002 Worker Characteristic
DTA 2010 Dental Materials I

DTA 2020 Dental Materials II

DTA 2030 Radiology I

DTA 2040 Radiology II

DTA 2050 Operative 11

DTA 2060 Operative III

DTA 2070 Ethics & Jurisprudence
DTA 2080 Prosthodontics

Third Trimester:

DTA 0003 Worker Characteristic
DTA 3010 Practice Management
DTA 3020 Clinical Externship
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DTA 3030 Radiology Il
DTA 3040 Endodontics
DTA 3050 Periodontics
DTA 3060 Orthodontics
DTA 3070 Oral Surgery
DTA 3080 Pedodontics
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Diesel Powered Equipment Technology

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Diesel Powered Equipment Technology program provides students with the technical
instruction and skill development to enable students to enter employment in truck, construction,
agricultural equipment, and other related fields as technicians. By working in the fuel injection lab
and on actual diesel powered equipment, students are well prepared to enter the workforce after
graduation. The Diesel Powered Equipment Technology program is accredited by the National
Automotive Technicians Education Foundation (NATEF).

Program Awards and Lengths

DIPLOMAS:
Diesel Technician 2,160 hours

Courses in Program

First Trimester:

DPE 0001 Worker Characteristic
DPE 1010 Orientation

DPE 1020 Safety

DPE 1030 General Shop Skills

DPE 1040 Preventative Maintenance
DPE 1050 Basic Diesel Theory
Second Trimester:

DPE 0002 Worker Characteristic
DPE 2010 Diesel Engine Mechanical
Third Trimester:

DPE 0003 Worker Characteristic
DPE 3010 Basic Electricity and Electronics
DPE 3020 Electronic Diesel Engine Controls
Fourth Trimester:

DPE 0004 Worker Characteristic
DPE 4010 Brakes

DPE 4020 Suspension and Steering
DPE 4030 Hydraulics

Fifth Trimester:

DPE 0005 Worker Characteristic
DPE 5010 Drive Trains

DPE 5020 Heating Ventilation & AC

CERTIFICATES:

Preventative Maintenance Service Technician 432 hours
Diesel Engine Assembler 864 hours

Diesel Technician Apprentice 1,296

Diesel Technician Assistant 1,728
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Heating, Ventilation, Air-Conditioning & Refrigeration

Location(s): Main Campus and Strawberry Plains

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The HVAC & R program is an individual program that prepares students to work in a variety of jobs
in the field of air conditioning and refrigeration. Students are prepared to troubleshoot, repair, and
maintain residential and commercial refrigeration; air conditioning; heat pumps; humidifiers; and
electrical and gas heating. Students also learn the fundamentals of electricity, electric motors, and
controls. Graduates of the program will be able to install and braze refrigeration tubing, diagnose
electrical problems; install duct systems; repair light commercial equipment; recover air
conditioning and refrigeration refrigerants; locate and repair leaks.

Program Awards and Lengths

DIPLOMAS:
HVAC Technician 1,296 hours
HVAC & Refrigeration Technician 1,728 hours

First Trimester:

HVA 0001 Worker Characteristics

HVA 1010 Technology Foundations
HVA 1020 OSHA

HVA 1030 Shop Safety

HVA 1040 Refrigeration Fundamentals
HVA 1050 Tools Equip & Shop Practices
HVA 1060 Electricity and Controls I
HVA 1070 Installation

HVA 1080 Green Awareness

HVA 1090 Employment Readiness Exam
Second Trimester:

HVA 0002 Worker Characteristics

HVA 2010 Introduction to System Service
HVA 2020 Basic Automation Controls
HVA 2030 Motors

HVA 2040 Domestic Appliances

HVA 2050 EPA

HVA 2060 Employment Readiness Exam
Third Trimester:

HVA 0003 Worker Characteristics

HVA 3010 Gas Electric and Heat

HVA 3020 Air Conditioning (Cooling)
HVA 3030 Heat Pumps

HVA 3040 Carbon Monoxide

HVA 3050 All Weather Systems Exam
Fourth Trimester:

HVA 4010 Electricity and Controls II
HVA 4020 Commercial Refrigeration
HVA 4030 Employment Readiness Exam
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CERTIFICATES:
HVAC Mechanic Assistant 432 hours
Domestic Unit Repairer 864 hours
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Industrial Electricity

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Industrial Electricity is a NCCER program that utilizes classroom instruction and lecture,
individualized modules, and hands-on experience to provide the student with the knowledge to be a
electrical apprentice or electrical maintenance worker. Graduates of the program will have a strong
foundation in the basic principles of electricity, including motor generator principles; meters; testing
equipment and instruments; blueprint reading and math; residential wiring; National Electric Code;
and industrial wiring/distribution.

Program Awards and Lengths

DIPLOMAS:
Electrician Apprentice Class I 432 hours
Electrician Apprentice Class 1 1,296 hours

Courses in Program

First Trimester:

INE 0001 Worker Characteristic

INE 1010 Orientation and Safety

INE 1020 Basic Principles and Meters
INE 1030 Basic Electronics

INE 1040 National Electrical Code I

INE 1050 Wiring

INE 4050 Drawings and Documentation
Second Trimester:

INE 0002 Worker Characteristic

INE 2010 National Electrical Code II
INE 2020 Motors and Transformers
INE 2030 Motor Control and Timers I
Third Trimester:

INE 0003 Worker Characteristic

INE 3010 Motor Control and Timers II
INE 3020 Installation Guidelines I

INE 4030 NEC Commercial-Industrial
INE 4040 Programmable Logic Controllers

CERTIFICATES:
Electrician Helper 432 hours
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Industrial Maintenance/Mechatronics

Location(s): Instructional Service Center at Pellissippi State Community College Strawberry Plains
Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Industrial Maintenance/Mechatronics Technology Program (IMM) is designed and managed to
produce highly skilled individuals in the areas of mechanical and electrical industrial machinery
repair. The program consists of Mechanical Training, to include numerous types of power
transmission techniques, belt drive systems, chain drives, alignment methods, and coupling methods.
Students are trained in pneumatic and hydraulic symbology, operation and application. Student
training includes basic electrical motor control, sensors, motor drives, AC and DC motor theory and
operation and troubleshooting. The program ends with an extensive training period of
Programmable Logic Controller (PLC) training, to include both programming and troubleshooting.
As part of the IMM program training, students are exposed to a considerable amount of math.

Program Awards and Lengths

DIPLOMAS:
Industrial Maintenance Technician 1,296 hours

Courses in Program

First Trimester:

IMM 0001 Worker Characteristic
IMM 1010 Tech Foundations
IMM 1020 Orientation and Safety
IMM 1030 Mechanical Maintenance
IMM 1040 Hydraulics

IMM 1050 Pneumatics

Second Trimester:

IMM 0002 Worker Characteristic
IMM 2010 Basic Electricity

IMM 2020 Electric Motor Control
IMM 2030 Intro to PLCS

Third Trimester:

IMM 0003 Worker Characteristic
IMM 3010 PLCs I

Fourth Trimester:

IMM 0004 Worker Characteristic
IMM 4011 Intro to Robotics

IMM 4021 Adv PLCs

CERTIFICATES:

Industrial Maintenance Helper 864 hours
Programmable Logic Controllers 1296 hours
Advanced Programmable Logic Controllers 1728 hours
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Machine Tool Technology

Location(s): Main Campus and Anderson County Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Machine Tool Technology program develops basic skills in machine tool operations and provides
experience on a variety of machine tools such as lathes, milling machines, computer numerical
control (CNC) machines, and the CAD-CAM. Related math, blueprint reading, precision measuring,
basic metallurgy, and heat treating are included. Graduates of the Machine Tool Technology program
will be able to operate the lathe, milling machines such the CNC machine, surface grinders, and
perform heat treating operations.

Program Awards and Lengths

DIPLOMAS:
General Machinist 1,296 hours
Machinist1 1,296 hours

Courses in Program

First Trimester:

MTT 0001 Worker Characteristic

MTT 1010 Technology Foundation

MTT 1020 Orientation and Practical Safety
MTT 1030 Math Concepts I

MTT 1040 Engineering Drawings I

MTT 1050 Shop Theory I

MTT 1060 Benchwork & Manual Machine Tool
Second Trimester:

MTT 0002 Worker Characteristic

MTT 2010 Math Concepts Il

MTT 2020 Engineering Drawings Il CAD
MTT 2030 Shop Theory II

MTT 2040 Manual Lathe

MTT 2050 Manual Milling Machine

MTT 2060 Grinding and Abrasive Machines
MTT 2070 Manufacturing Materials & Processes
MTT 2080 Intro to Comp Numerical Ctrl
Third Trimester:

MTT 0003 Worker Characteristic

MTT 3010 Engineering Drawings III CAM
MTT 3020 Shop Theory III

MTT 3030 Precision Grinding

MTT 3040 Comp Numerical Ctrl Machining
Fourth Trimester:

MTT 0004 Worker Characteristic

MTT 4010 Employability Skills

MTT 4020 Intro to Additive Manufacturing
MTT 4030 Shop Theory IV

MTT 4040 CNC Turning Center

MTT 4050 CNC Machining Center
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MTT 4060 Electrical Discharge Machining

CERTIFICATES:
Production Machine Tender 432 hours
Machine Set-up Operator 864 hours
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Medical Assisting

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Medical Assisting program prepares students to become members of the health care team in
doctors’ offices, medical clinics, hospitals, and specialty practices. The curriculum includes
administrative and clinical competencies. *Clinical experiences include a variety of general and
specialty practices. Graduates of the Medical Assistant program will be a multi-skilled health
professional who is qualified to provide support health care services under the supervision of a
physician. This versatile member of the health care team assists the physician in executing
administrative and clinical procedures in the office/clinic setting.

Program Awards and Lengths

DIPLOMAS:
Medical Assistant 1,296 hours

First Trimester:

MDA 0001 Worker Characteristics

MDA 1010 Professional Orientation
MDA 1020 Administrative Procedures I
MDA 1030 Anatomy and Physiology
MDA 1040 Computer Applications

MDA 1050 Medical Terminology

MDA 1060 Clinical Procedures I
Second Trimester:

MDA 0002 Worker Characteristics

MDA 2010 Basic Pharmacology

MDA 2020 Dosage and Calculations
MDA 2030 Administrative Procedures II
MDA 2040 Clinical Procedures II

Third Trimester:

MDA 0003 Worker Characteristics

MDA 3010 Phlebotomy

MDA 3020 Certification Examination Rev
MDA 3030 Externship and Career Prep
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Medical Office Information Technology

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Medical Office Information Technology program prepares students to enter health-care facilities,
such as hospitals and doctor, dental or chiropractic offices in a variety of positions. Students will be
multi-skilled with knowledge of insurance codes, medical billing practices, electronic health records
and medical office administration skills. Students will have a blend of classroom theory and hands-
on computer laboratory training that will enable them to meet the requirements of medical
information management. The curriculum includes administrative and clinical competencies.
*Externship will be 8-hour days. The hours worked will vary depending on the facility.

Program Awards and Lengths

DIPLOMAS:
Medical Office Information Technology 632 hours

Courses in Program

First Trimester:

MOI 0001 Worker Characteristic
MOI 1010 Introduction to Windows
MOI 1020 Microsoft Word

MOI 1030 Microsoft Excel

MOI 1040 Administrative Procedures
MOI 1050 Anatomy and Terminology
MOI 1060 Billing and Coding

MOI 1070 Office Simulation I

MOI 1080 Office Simulation II
Second Trimester:

MOI 0002 Worker Characteristic
MOI 2010 Externship

CERTIFICATES:
Receptionist 192 hours
Information Clerk 312 hours
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Nursing Aide

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Nursing Aide/CNA course is approved by Tennessee Department of Health. This course will
prepare the student to become a certified nursing assistant. Upon completion of the Nursing Aide
course, the student is eligible to take the CNA test administered by D&S Diversified Technologies for
the Tennessee Department of Health. Passing the state certification test provides the student with
the title of CNA (Certified Nursing Assistant). A student may be eligible for financial aid to pay the
tuition for the Nursing Aide/CNA program. Employment opportunities include: Assisted Living
facilities, Home Health, Long-Term care facilities, hospitals, and physician’s office and clinics.

Program Awards and Lengths

Courses in Program

First Trimester:

CNA 0001 Worker Characteristic

CNA 1010 Intro to Health Care

CNA 1020 Human Body Health and Disease
CNA 1030 Safety

CNA 1040 Patient and Resident Care

CNA 1050 Special Care Patients

CNA 1060 CNA Long Term Care Clinical

CERTIFICATES:
Nursing Assistant 120 hours
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Pipefitting & Plumbing Technology

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Pipefitting and Plumbing Technology program is designed to introduce the student to
various techniques used in the pipefitting plumbing trade: pipe fabrication and installation,
blueprint reading and isometric drawings, measurement techniques, hand and power tools,
cutting and prepping pipe, using a cutting torch, threading pipe, grooving, soldering, brazing,
solvent joining pipes and installing valves.

Program Awards and Lengths

DIPLOMAS:
Pipefitting and Plumbing Technician 1,296 hours

Courses in Program

First Trimester:

PFP 0001 Worker Characteristic
PFP 1010 Technology Foundations
PFP 1020 NCCER Core Curriculum
PFP 1030 NCCER Pipefitting Level 1
PFP 1040 NCCER Pipefitting Level 2
Second Trimester:

PFP 0002 Worker Characteristic
PFP 2010 NCCER Pipefitting Level 2
PFP 2020 NCCER Pipefitting Level 3
PFP 2030 Introduction to Plumbing Codes
Third Trimester:

PFP 0003 Worker Characteristic
PFP 3010 NCCER Pipefitting Level 3
PFP 3020 NCCER Pipefitting Level 4

CERTIFICATES:
Pipefitting Helper 432 hours
Pipefitter 864 hours
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Practical Nursing

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Practical Nursing Program is approved by the Tennessee Board of Nursing. Graduates
will obtain a diploma in Practical Nursing and may then be eligible to take the National
Council Licensing Exam for Practical Nursing (NCLEX-PN) used to obtain nursing licensure
in Tennessee. Practical Nursing is entry level nursing. Graduates are prepared with the
background and skills to give knowledgeable, basic nursing care to patients with varying
degrees of physical needs. Licensed Practical Nurses (LPNs) work under the supervision of
registered nurses and doctors. Positions are available in hospitals, long term care facilities,
physician's offices, home health agencies, and in industry.

Program Awards and Lengths

DIPLOMAS:
Practical Nursing 1,296 hours

Courses in Program

First Trimester:

LPN 0001 Worker Characteristic

LPN 1010 Basic Nursing

LPN 1020 Fundamentals

LPN 1030 Administer of Meds & Basic IV
LPN 1040 Anatomy and Physiology

LPN 1050 Clinical I

Second Trimester:

LPN 0002 Worker Characteristic

LPN 2010 Pharmacology I

LPN 2020 Mental Health

LPN 2030 Medical and Surgical Nursing |
LPN 2040 Maternity Health

LPN 2050 Clinical II

Third Trimester:

LPN 0003 Worker Characteristic

LPN 3010 Clinical III

LPN 3020 Adv Prof Vocational Relations
LPN 3030 Pediatric Nursing

LPN 3040 Pharmacology II

LPN 3050 Medical & Surgical Nursing II
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Surgical Technology

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Surgical Technology Program trains individuals to prepare the operating room, select
and care for instruments, provide technical assistance to the surgeon and nursing team
during surgery, and breakdown the room after the surgery. The program consists of four
months of concentrated theory and lab practice, two months of integrated theory and clinical
preparation, and six months of clinical practice.

Program Awards and Lengths

DIPLOMAS:
Surgical Technologist 1,296 hours

Courses in Program

First Trimester:

SGT 0001 Worker Characteristic

SGT 1010 Vocational and Prof Relations
SGT 1020 Med and Surgical Terminology
SGT 1030 Anatomy & Physiology

SGT 1040 Microbiology

SGT 1050 Principles of Asepsis

SGT 1060 Supplies, Equipment, & Inst
SGT 1070 Technological Sciences

SGT 1080 Patient Care

SGT 1090 Pharmacology

Second Trimester:

SGT 0002 Worker Characteristic

SGT 2010 Basic Surgical Procedures

SGT 2020 Clinical Practicum I

Third Trimester:

SGT 0003 Worker Characteristic

SGT 3010 Advanced Surgical Procedures
SGT 3020 Clinical Practicum II
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Truck Driving

Location(s): Main Campus

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville.edu/programs

The Truck Driving program prepares students to pass the Commercial Driver’s License
(CDL) test. The program includes instruction in Department of Transportation (DOT)
regulations, as well as, logging procedures required by DOT and the trucking industry. The
course provides actual experience in backing, driving on secondary roads, interstate roads,
highways, and city streets. Students may apply to the program without their CDL permit
but MUST obtain a CDL Class A permit prior to the start date of their class from the
Tennessee Department of Safety.

Program Awards and Lengths

Courses in Program

TRK 0001 Worker Characteristic

TRK 1010 Orientation

TRK 1020 Map Reading

TRK 1030 DOT Regulations and Logging

TRK 1040 Substance Abuse & Blood Borne Pathogen
TRK 1050 Vehicle & Vehicle Comp Orientation
TRK 1060 Safety

TRK 1070 Couple and Uncouple

TRK 1080 Backing

TRK 1090 Road Driving

TRK 1100 Weather and Road Conditions

TRK 1110 Public Relations

TRK 1120 Freight Documents

TRK 1130 Cargo Handling

TRK 1140 General

CERTIFICATES:
Truck Driving 222 hours
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Welding Technology

Location(s): Main Campus, Anderson County Campus, and Oak Ridge High School

For information about graduation rates, placement rates and other important information, please visit our website at
www.tcatknoxville_.edu/programs

The Welding Technology program prepares the student for certification in a variety of
welding techniques and processes. Students begin doing basic welding beads and progress
step-by-step to achieve the final goal of pipe welding. Progression is monitored and mastery
of each technique is achieved by a combination of classroom, individual, and textbook
instruction. Graduates of the Welding program will be able to demonstrate competencies in
flame cutting, electric ARC welding, gas tungsten, gas metal ARC welding, and flux-cored ARC
welding processes.

Program Awards and Lengths

DIPLOMAS:
Combination Welder 1,296 hours

Courses in Program

First Trimester:

WEL 0001 Worker Characteristic

WEL 1010 Technology Foundations

WEL 1020 Shop Orientation & Safety

WEL 1030 Cutting Processes

WEL 1040 Basic Shielded Metal Arc Welding
WEL 1050 Advanced Shielded Metal Arc Welding
Second Trimester:

WEL 0002 Worker Characteristic

WEL 2010 Blueprint Theory

WEL 2020 Basic Gas Tungsten Arc Welding

WEL 2030 Basic Gas Metal Arc Welding

WEL 2040 Advanced Gas Metal Arc Welding
Third Trimester:

WEL 0003 Worker Characteristic

WEL 3010 Blueprint Reading

WEL 3020 Advanced Gas Tungsten Arc Pipe Welding

CERTIFICATES:

Shielded Metal Arc Welder 432 hours
Gas Metal Arc Welder 864 hours

Gas Tungsten Arc 1296 hours
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Program Break/Lunch Schedules - All Campuses

Instructor/Program Morning Break Lunch
Administrative Office Technology 9:45a - 10:00a 11:30a-12:00p
Automotive Technology 9:30a-9:45a 11:15a - 11:45a
Collision Repair Technology 9:00a-9:30a 11:00a - 11:30a
Computer Information Technology 11:30a - 12:00p
Cosmetology 9:30a-9:45a 11:00a - 11:30a
Dental Assisting 9:30a-9:45a 11:30 - 12:00p
Diesel Powered Equipment Technology 9:00a-9:15a 11:15a - 11:45a
Heating, Ventilation, Air-Conditioning & 9:00a-9:15a 11:15a-12:00p
Rafrigeration
Industrial Electricity 9:30a-9:45a 11:00a - 11:30a
Industrial Maintenance/Mechatronics 9:00a-9:15a 11:00a - 11:30a
Machine Tool Technology 11:10a-12:10p
Medical Assisting 9:30a-9:45a 11:15a-12:00p
Medical Office Information Technology 9:45a - 10:00a 11:30a - 12:00p
Nursing Aid 9:30a-9:45a 12:00p - 12:30p
Pipefitting & Plumbing Technology 9:30a-9:45a 11:00a - 11:30a
Practical Nursing 9:00a-9:15a 11:00a - 11:30a
Surgical Technology 9:15a-9:30a 11:00a - 11:30a
Truck Driving 9:30a-9:45a 12:00p - 12:30p
Welding Technology 9:00a-9:15a 11:00a - 11:30a
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*Allied Health program schedules may vary given the clinical assignments.

Classes begin daily at 8 a.m. and are dismissed at 2:30 p.m., 3:30 p.m. Classes begin and end promptly at the
designated time. Break and lunch times will be observed strictly as shown in this schedule unless otherwise
directed by your instructor as they may be adjusted to meet individual program needs or clinical schedules.
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LIVE WORK AND REPAIR SERVICES

Live Work is done by students as part of their training program. Such work can be done in school or on a job site
and includes service, repair, or production jobs. All projects must be selected with the approval of the instructor
and must fit into the training program. Work can only be accepted if it can be completed within a reasonable
timeframe and projects cannot be allowed to remain in Tennessee College of Applied Technology - Knoxville
possession if not being actively worked on. Live Work projects will be assessed for timely completion.

Live Work Fee & Cost of Service Fees

Live work project owners must pay for all expenses related to the project. Off-campus live work projects, an
instructor must always be present with students. All projects are to be completed under instructor supervision and
released only after a thorough final inspection. The fee schedule shall be made available to project owners prior to
completion of the project agreement form. Payment of the live work fee of $5 will be paid once the agreement form
is signed. The fee for cost of services received is due upon completion of the project.

Relationship to Training

Live work projects performed by students enhances the technical training of students. The Tennessee Board of
Regents Guideline Tennessee College of Applied Technology - -010, Instructional Projects at Colleges of Applied
Technology, is the basis for all live work projects performed at Tennessee College of Applied Technology -
Knoxville. Live work will be conducted when training programs require such projects for the acquisition of
occupational skills leading to employment. Live work will be assigned to individual students by their instructor as
part of the student’s training program. All services are to be performed only by students with the instructional
assistance of their instructor.

Live Work Projects

Many of the training programs at Tennessee College of Applied Technology - Knoxville provide repair services
and/or live work. The scope and extent of each project will be well defined before acceptance. Eligible persons may
request appropriate training programs to perform needed repairs or services. An instructor shall be responsible
for selecting and scheduling individual projects, which may be selected only from authorized categories. No work
may be performed from a category that has not been authorized. An instructor may give priority to a project
belonging to a student, provided it meets established training objectives.

The sources of individual projects may include those offered by:

Students

Tennessee College of Applied Technology - Knoxville employees and their immediate families
Members of the school’s advisory committees

Personnel and institutions of the Tennessee Board of Regents System

Tennessee College of Applied Technology - Knoxville Retirees

Civic Groups

Governmental agencies, and

Non-profit organizations.

5@ e a0 oW

Live work is not to be performed for the public unless it is a much-needed source for skill training. The College
President may authorize individual projects offered from individuals and groups not listed above in the event
appropriate projects are not available from the above sources.
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Administration of Live Work

Administration and control of live work projects are the responsibility of the instructor. All work performed must
be approved in accordance with the President and TBR Guideline Tennessee College of Applied Technology - -010.
Persons requesting repair service from various training departments at Tennessee College of Applied Technology -
Knoxville must first be authorized.

Upon approval of need to perform the service at hand, and verification of project ownership, by the instructor of
the training program, the instructor will complete a “Live Work and/or Service Agreement” form. This form will be
submitted to the President or their designee for approval and signature. Upon administrative approval, the form
will be submitted to the Student Services Office, where it will be logged and identified with a work order number. A
copy will be provided to the instructor to post in the program lab where work is to be performed, and a copy of the
form will be provided to the individual or group for whom the work is being performed. The owner of the project
shall be responsible for providing the parts, supplies, and materials for individual projects. All live work is to be
completed under the instructor’s supervision and may be released only after a thorough final inspection.

Customer Obligations

The person, program, institution, or organization for which live work is done shall:

Sign a Live Work Agreement form in advance of any work or inspection.

Assume all responsibility for the results of the work being done by students.

Bear all actual cost of material and parts involved.

Pay a service charge according to schedule as prescribed by the section on service charges and established
by the institution’s administration to cover indirect expenses.

5. Tipping of students is not permitted.

BN

89



STAFF DIRECTORY

Administration Office

Kelli Chaney - President

Candidate for EDD in Leadership and Policy Studies/Eastern Kentucky University, MS Adult and Higher Education
in Community College Leadership/Morehead State University, BS in Business Administration/Morehead State
University, AAS Prestonsburg Community College

Patrick Wade - Vice President

MS Management and Leadership/Western Governors University, BS in Finance/Tennessee Technological
University

Health Careers Office

Linda Hafley - Director of Medical Programs
MSN Nursing Administration/ University of Tennessee Knoxville, BSN/Lincoln Memorial University

Business Office/Human Resources Office

Kathryn Taylor - Coordinator of Finance and Business Services
Misty West - Coordinator of Human Resources

Lisa Allen - Financial Support Associate 3

Melissa Macko - Financial Support Associate 3

Melissa Jones - Bookstore Manager and Operator

Facilities Maintenance

Tim Corum - Coordinator of Maintenance/Operations, Knoxville Campus
Rob Carver - Maintenance Worker, Knoxville Campus

Charles Glandon - Custodian, Knoxville Campus

Kevin Nies - Facilities Support Associate 3, Knoxville Campus

Antonio Perkins - Facilities Support Associate 1, Knoxville Campus

Student Services Office

Knoxville Campus:
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Yolanda Williams - Student Services Coordinator
Sandra Ranta - Financial Aid Coordinator

Susan Reece - Student Support Associate

Boyd Hestand - Student Services Counselor

Noah Duncan - Recruiter/Assistant Student Counselor

Quita Zerr - High School Counselor

Information Technology

Tim Blais - Computer Operations Specialist

Tim Blais - IT Specialist

Full-Time Faculty

Kristen Arnold BSN/University of Tennessee Knoxville, RN

Valerie Branam BSN/King University, ASN, RN/Roane State Community College, LPN/Tennessee College
of Applied Technology - Jacksboro

Duane Buhl AAS/ ITT Technical Institute, Machinist I Diploma/Tennessee College of Applied Technology
- Knoxville

Edward Copeland Combination Welder Diploma/Tennessee College of Applied Technology - Knoxville,
ASME Certified Welder, NCCER Core Welding Instructor

David Foss HVACR Diploma/Tennessee College of Applied Technology - Knoxville, EPA Certified

Mike Gallimore AAS/Wright State University, NIMS Industrial Technology Maintenance Certified
Instructor

Anthony Gomez Machinist I Diploma/Tennessee College of Applied Technology - Knoxville

Dan Gamble HVACR Diploma/Tennessee College of Applied Technology - Knoxville, EPA Certified

Dirk Hale BS Electric Wireless Communications/Fountainhead College of Technology, AAS Electronics
Technology /Fountainhead College of Technology

David Hamilton AAS/Phoenix College, Network Specialist Diploma/Tennessee College of Applied
Technology - Morristown, A+, NET+ MSCE+I, MCP, Microsoft Innovative Educator

Pamela Herendon AAS Nursing/Walters State Community College, AAS/ Embassy Christian College,

Debra Hill BSN/University of Central Florida, RN

Abby Jedlicka ADN, RN/Lincoln Memorial University, Surgical Technology Diploma/Tennessee College of
Applied Technology - Knoxville, CST Certified Surgical Technologist

Alvin Kimel, III Industrial Electricity Diploma/Tennessee College of Applied Technology - Knoxville

Steve Linn Welding Diploma/Tennessee College of Applied Technology - Knoxville, ASME Certified
Welder/Oak Ridge Associated Universities
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Tara Lohman M.ED. Instructional Leadership/Tennessee State University, BSN/Indiana University, RN

Marcy Owen BSBA/Bryan College, CDA (Certified Dental Assistant, RDA (Registered Dental Assistant)

Lynn Rimmer Licensed Master Plumber, NCCER Certified Instructor

Daleai Robinson BS Electronics Engineering Technology/ITT Technical Institute, Medical Assisting
Diploma/Tennessee College of Applied Technology - Knoxville, Certified Medical
Assistant

Rebecka Russell Licensed Master Barber, Licensed Cosmetology Instructor Diploma/Tennessee College
of Applied Technology - Knoxville, Licensed Barber, AAS. Computer Aided Drafting/
ITT Technical Institute, TN State Board of Cosmetology and Barber Examiners,
Member of TN Board of Cosmetology

Michael Sledzinski BA English Telecommunications/Tusculum College, HVACR Diploma/Tennessee
College of Applied Technology - Knoxville, EPA Certified, Certified Technical
Educator, Certified Air Conditioning Educator, HVAC Excellence

Andy Smith AAS Automotive Service Technology/Northeast State Community College, ASE Master
Technician, ASE Master Automobile Technician, ASE Service Consultant, ASE Parts
Specialist

Michelle Terry M.ED. Education and Technology/Western Governors University and BS in
Accounting/University of Phoenix

James Thomas Work Experience of thirty years in industry of paint and body

Doug Weeden AAS/Vermont Technical College

Tracy Whedbee Cosmetology Diploma/Tennessee School of Beauty, TN State Board of Cosmetology
Licensed Instructor, Esthetician Instructor Certification

Cindy Wieger Nursing Diploma /St. Mary’s Hospital, RN

Part-Time Faculty

Von Bruce Industrial Electricity Diploma/Tennessee College of Applied Technology - Knoxville

Greg Brooks Pipe Welder/Daniel Welding School, Certified Welder

Sharon Angelia Burnett BS/Healthcare Administration/University of Phoenix, CMA, CPT

Kevin Claxton Surgical Technology Diploma/Tennessee College of Applied Technology - Knoxville, CST

Linda Dees Ed.D/Argosy University, MSN, RN

Diana Hay BSN/University of Tennessee Memphis, RN

Trenia Higdon BSN /King University, RN

Mark Johnson DDS/University of Tennessee

James Kelso Diesel Technology Diploma/Tennessee College of Applied Technology - Knoxville, MACS
Refrigeration Technician, Allison Transmission Service Technician, Heil Refuse
Service Technician

David Brent Leffew Welding Diploma/Tennessee College of Applied Technology - Knoxville

James Eric Mason Welding Diploma/Tennessee College of Applied Technology - Knoxville

Edward Petrie MSN/Western Governors University, BSN/ Western Governors University, ASN/Excelsior
College, PN/Tennessee College of Applied Technology - Knoxville
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Leah Phillips TN State Board of Cosmetology Licensed Instructor

Felicia Rhodes AAS/Walters State Community College, Paramedic

Cindy Roberts ASN/Roane State Community College, RN

James Robertson DDS/University of Tennessee

Ken Rose CDL Certification/Chattanooga State Community College

Jane Ruggles BSN/King University, RN

Sheri Shanks OSHA 10 and 30 Certified Instructor, AHA Certified Instructor

William Siskey Surgical Technology Diploma/Tennessee College of Applied Technology - Knoxville, CST

Tony Spoon Automotive Technology Diploma/Tennessee College of Applied Technology - Knoxville

Rodger Swann BS Engineering, Diploma/Tennessee College of Applied Technology - Knoxville, HVAC
Excellence Certified Technical Educator, HVAC Excellence Certified Air
Conditioning Educator, HVAC Excellence Electrical Educator

Deborah Taylor BS/East Tennessee State University, RDH

Thomas Walters Automotive Technology Diploma/Tennessee College of Applied Technology - Knoxville

Jerry Vineyard CDL Licensure
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FINANCIAL AID HANDBOOK

The purpose of financial aid is to help students who, without such aid, would find it difficult or impossible to attend
the College. The College adheres to a nationally established policy and philosophy of financial aid for education.
The basis of this policy is that students and parents have the primary responsibility for financing an education.
Students with questions may contact Tennessee College of Applied Technology - Knoxville’s financial aid offices at
the Knoxville Main Campus at

(865)546-5567.

Financial aid programs are intended to supplement the efforts of the student and/or the student’s family to self-
finance the desired program of training/education. To demonstrate financial need, students must file the Free
Application for Federal Student Aid (FAFSA). The information reported on the FAFSA is used in a formula,
established by the federal government, to calculate a student’s Expected Family Contribution (EFC). The EFC is an
amount of money the student and student’s family are expected to pay toward the student’s education. The EFC is
used by the Financial Aid Office to determine a student’s financial need.

Financial Aid Awards are calculated on an academic year basis. An academic year is for a 12-month period
beginning each July 1 and ending each June 30. Renewal of financial aid is not automatic; students must file a new
FAFSA each year.

All interested students are encouraged to apply for financial aid. To qualify, the individual must meet the eligibility
requirements specified by the training program in which the student is enrolled. In general, a student is eligible for
Federal and/or State aid if you meet the following requirements:

1. You are enrolled as a regular student in an eligible program.

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

3. You are making satisfactory academic progress in your course of study and meeting attendance
standards.

4. You are not in default on a Federal Perkins/ National Direct Student Loan, Federal Family Education
Loan, Federal Plus Loan, Federal Direct Student Loan, Income Contingent Loan or a Consolidation
Loan, and you do not owe a refund or repayment on a Pell Grant, Supplemental Educational
Opportunity Grant, Tennessee Student Assistance Award, Wilder-Naifeh Technical Skills Grant
and/or a Byrd Scholarship or have documented satisfactory repayment arrangements if in default
or owe a refund/repayment.

5. You are registered with the Selective Service if you are required to register.

6. Have not been convicted of any offense involving possession or sale of illegal drugs for an offense
that occurred while you were receiving federal student aid, unless successfully completed an
approved drug rehab program or completed the time of ineligibility.

7. Have a signed statement of educational purpose saying that the student will use the money only for
expenses related to attending the College (usually collected on the FAFSA).

8. Have a high school diploma or equivalent or be able to benefit from education according to
guidelines established by the Department of Education.

9. Complete a Free Application for Federal Student Aid (FAFSA) and the financial aid office must have
received a valid record for the student from the U.S. Department of Education. Submit signed copies
of all required documents to the financial aid office if selected for verification by the U.S.
Department of Education and have a completed financial aid file, as verified by the financial aid
office.

Applying for Assistance
General Procedures for applying

e Complete and submit the FREE APPLICATION FOR FEDERAL STUDENT AID (FAFSA) to determine
eligibility for financial assistance. Students should complete the FASFA via the internet at
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www.fafsa.ed.gov. You will need to include our Federal School Code #004025 on the FAFSA. If you do
not have access to the Internet, you can call the US Department of Education at 1-800-433-3243 and

request that a paper application be mailed to you; or you may come to the Student Services Office for access
and assistance in completing application on-line.

e Be accepted for admission to Tennessee College of Applied Technology - Knoxville.

Application Deadlines
Students are encouraged to complete the FAFSA application as soon after October 1st as possible.

Pell Grant- The FAFSA must be received by the processor no earlier than October 1st and no later than June 30t of
the following year. All required forms must be received by the Financial Aid Office by June 30t or your last day of
enrollment, whichever comes first.

Tennessee Promise-Before November 1 for new applicants (Fall before the graduating high school senior
graduates) and before February 1 of each year after.

Tennessee Reconnect-Same deadlines as Wilder Naifeh Technical Skills Grant listed below.

Wilder Naifeh Technical Skills Grant- Students must have a processed FAFSA on or before the following deadline
dates to be eligible for the award. Students whose applications are processed after the deadline date may be
eligible for the WNTSG for subsequent terms.

Fall term deadline-November 1st /Spring term deadline - March 1st/Summer term deadline- July 1st

Tennessee Student Assistant Award- Due to funding limitations, the TSAA is awarded on a first-come, first-serve
basis and is based on the FAFSA completion date. Therefore, students are encouraged to complete the FAFSA as
early as possible. Prior-year recipients (renewals) will receive the award if they meet all eligibility requirements
and complete the FAFSA on or before February 1. After February 1, remaining funds will be awarded to the
neediest applicants who apply by February 1 based on the availability of funds. Awards are made until funds are
depleted.

Additional Rules and Requirements for the Wilder-Naifeh Technical Skills Grant

Eligibility: To be eligible to receive funds from the Wilder-Naifeh Technical Skills Grant (WNTSG) a student must
meet the following eligibility requirements in addition to those listed above.

e Apply by completing the Free Application for Federal Student Aid (FAFSA), available at www.fafsa.gov.
Applications must be received by July 1 for the Summer trimester, November 1 for the Fall trimester, and
March 1 for the Winter/Spring trimester. Early application is recommended

e Must notbe incarcerated

e Must meet the enrollment requirements for both the school and the program (Do not have to have a high
school diploma or GED if not required for enrollment in the school or program. Also, a student that
possesses a bachelor’s degree or higher may be eligible for the WNTSG)

e AsofFall 2015, prior Tennessee HOPE Scholarship recipients may qualify

e Cannot be a prior recipient of the Wilder-Naifeh Technical Skills Grant

e Available to all students enrolled at a Tennessee College of Applied Technology who are TN residents for
one (1) year prior to enrollment. State residency is determined using TBR Rule 02402-2
https://publications.tnsosfiles.com/rules/0240/0240.htm

e Must never have completed a previous certificate or diploma program with Wilder-Naifeh Technical Skills

Grant funding or had a break in enrollment while receiving the Wilder-Naifeh Technical Skills Grant.
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Note: Students may enroll as full-time or part-time. There is no income limit for eligibility. Students may receive
the WNTSG for all coursework required for completion of the certificate or diploma.

Calculation of WNTSG Award: The maximum WNTSG award may vary from year to year. This amount is subject to
availability of funds from the Tennessee Education Lottery Scholarship program. The WNTSG funds will be paid
each term in the academic year. The amount of the award will be prorated based on the number of scheduled hours
for each term. The amount of the award will be rounded to the nearest whole dollar.

Receipt of student financial aid from other sources will not reduce the WNTSG award if the student’s total aid does
not exceed the total cost of attendance. If a student’s total aid exceeds the cost of attendance, the school shall, to the
extent it does not violate applicable federal regulations, reduce the excess by reducing the student’s WNTSG.

Retention of WNTSG Award: To continue to be eligible for WNTSG funds a student must meet the following
requirements:
e Continue to meet all eligibility requirements as stated above
e Reapply each year using the FAFSA by the application deadline date
e Maintain continuous enrollment (unless a leave of absence or military mobilization leave is granted for the
WNTSG)
e Maintain enrollment status during the term (unless a change in status is granted)
e Maintain satisfactory progress according to standards used for financial aid purposes. Students must meet
grade and attendance requirements as well as the 150% timeframe requirement.

Note: Once the student becomes ineligible for WNTSG for any reason, the student shall not be eligible to
regain the WNTSG.

Types of Financial Aid
Federal Pell Grant

A Federal Pell Grant is an award to help undergraduates pay for their education after high school. For the Federal
Pell Grant Program, an undergraduate is one who has not earned a bachelor’s or professional degree. The amount
of Pell Grant received is calculated based on the student’s expected family contribution.

Federal Supplemental Educational Opportunity Grant (FSEOG)

A Federal Supplemental Opportunity Grant is for undergraduates with exceptional financial need, as determined by
the College. Priority is given to Federal Pell Grant recipients with a zero EFC. The amount of the FSEOG award is
$200.00 per pay period. Students with a 4-year degree are not eligible.

Federal Work-Study Program (FWS)

The FWS program provides part-time jobs for students who have financial need. Students will generally work on-
campus after class in staff support jobs. Funds and job availability are limited.

Tennessee College of Applied Technology - Reconnect Scholarship

The Tennessee College of Applied Technology - Reconnect scholarship is available to students with a FAFSA status
of independent. Students must enroll in a full-time program at a TN College of Applied Technology in order to be
eligible.

Eligibility requirements include:

o Tennessee resident and U.S. citizen or eligible non-citizen
e Have a FAFSA dependency status of “independent”
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e Enroll in a certificate or diploma program at a Tennessee College of Applied Technology and maintain
satisfactory academic progress and continuous enrollment

e Available to students enrolled at a Tennessee College of Applied Technology who are TN residents for one
(1) year prior to enrollment

Tennessee Promise Scholarship

Tennessee resident/U.S. citizen/eligible non-citizen/students who graduate from an eligible high School,
homeschool, or earn a GED/HISET (prior to 19th birthday) can receive an award at an eligible postsecondary
institution toward tuition and mandatory fees after all other gift aid has been first applied. Students must attend
mandatory meetings and participate in a mentoring program. Students must be enrolled in a full-time program,
continue to participate in the mentoring program, and perform 8 hours of community service prior to each term
the award is received.

Tennessee Student Assistance Award (TSAA)

The Tennessee Student Assistance Award is a state grant program that awards students based on the cost of tuition
and the need of the student.
Wilder-Naifeh Technical Skills Grant (WNTSG)

The Wilder-Naifeh Technical Skills Grant is a part of the Tennessee Education Lottery Scholarship Program. The
WNTSG is a grant that is available only to Tennessee residents that attend a Tennessee College of Applied
Technology.

Appeals Process and Guidelines

Appeal and Exception Process for Wilder-Naifeh Technical Skills Grant: The Institutional Review Panel (IRP) is
established for the purpose of hearing appeals from decisions denying or revoking an applicant’'s WNTSG award.
The following items can be appealed to the IRP:

1. Denial of a Change in Status request
2. Denial of a Leave of Absence request
3. Denial of Reinstatement of eligibility after a change in grade

4. Denial of Reinstatement of eligibility after the grade for an incomplete course is reported.

The IRP members will be designated by the school President and may be composed of, but not limited to, the
following: two faculty members, one student, one administrator and one support staff. An alternate will be
designated for an IRP member who is personally involved in a case or is otherwise unable to attend. No school
official rendering a decision to deny or revoke a WNTSG award shall participate in the appeal process.

IRP Appeals Process and Timeline: Any student wishing to appeal to the IRP must provide a written appeal within
five (5) calendar days of notification of denial. The IRP may review the student’s appeal with or without a hearing
and shall decide no later than the end of the term after the student properly files an appeal. The IRP shall render a
written decision no later than seven (7) calendar days after considering an appeal, except for exigent
circumstances.

Appeals of IRP Decisions: A student seeking an appeal of a decision rendered by the IRP shall submit a request in
writing outlining the basis for the appeal with the Tennessee Student Assistance Corporation TELS Award Appeals
Panel within fourteen (14) calendar days from the date the decision was delivered to the student. The submission
should be sent to:

Tennessee Student Assistance Corporation
TELS Award Panel

404 James Robertson Parkway

Suite 1510
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Nashville, Tennessee 37243

Benefit Programs

Tennessee College of Applied Technology - Knoxville is approved to provide training to students who have been
determined eligible for the following benefit programs: Veterans Administration programs, Veteran Readiness and
Employment Benefits, the Workforce Investment Act (WIA) WIOA program, and others. Eligibility determination
must be established by agencies outside the College. Eligible students are normally referred to the College by the
appropriate program agency.

Veterans Assistance

This program assists eligible veterans and dependents of veterans by providing educational benefits through the
Veterans Administration. Appropriate forms to be completed should be obtained from the Financial Aid Office/VA
Certifying Official prior to enrollment. Veterans must submit transcripts/certificates of previous
education/training from Colleges, technical or vocational schools, military, etc., to apply for benefits. Upon
enrollment, veterans should present their DD214 form and/or their Notice of Eligibility, to the Financial Aid
Office/VA Certifying Official where paperwork will be processed and forwarded to the Veterans Administration.
Veterans will receive their benefit checks directly from the Veterans Administration approximately six to eight
weeks from their enrollment date.

If you are receiving benefits based on your status as a service person, veteran, or reservist you must verify your
enrollment at the end of each month to receive benefits. Benefits are paid after each month of school is completed.
Verification can be done beginning the last day of the month by using the Web Automated Verification of
Enrollment (WAVE) at https://www.gibill.va.gov/wave or by calling toll free at 1-877-823-2378 and using your
touch tone phone. Both systems are available 7 days a week, 24 hours a day. If you are receiving VEAP or
Dependents Educational Assistance (Chapter 35), or Post-9/11 GI Bill (Chapter 33), benefits are sent automatically
each month.

Service-members, veterans, and dependents of veterans who are eligible beneficiaries of U.S. Department of
Veterans Affairs education benefits or other governmentally funded educational assistance, subject to the
conditions and guidelines set forth in the Tennessee Code Annotated 49-7-104 as amended, may elect, upon formal
application, to defer payment of required tuition and fees until the final day of the term for which the deferment
has been requested. Application for the deferment must be made no later than 7 days before the beginning of the
term, and the amount of the deferment shall not exceed the total monetary benefits to be received for the term.
Students who have been granted deferments are expected to make timely payments on their outstanding tuition
and fees balance once education benefits are being delivered, and eligibility for such deferment shall terminate if
the student fails to abide by any applicable rule or regulation, or to act in good faith in making timely payments.

This notice is published pursuant to T.C.A. §49-7-104.

Veterans Benefits and Transition Act of 2018
Public Law 115-407

The Tennessee College of Applied Technology - adheres to Public Law 115-407 and does not have any
active policies inconsistent with section 103 of the law. The college ensures efficient processing of
benefits and successful transition for our veterans and family members in the following ways:

1. Upon submission of a Certificate of Eligibility (COE) or VA Form 28-1905, VA Certifying Official
processes a student’s certification. Any additional documentation required for processing must be
submitted.

2. Students receiving VA educational benefits or VA Veteran Readiness and Employment Benefits as
well as financial aid are permitted to purchase necessary books and supplies prior to aid receipt.
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3. Inthe event a student is eligible and certified for payment, but DVA’s payment is significantly
delayed, Accounts Receivable will remove a balance due hold to allow registration for subsequent
semesters.

4. No penalty is imposed on a student whose disbursement of benefits is delayed.

Vocational Rehabilitation Department of Human Services

The Tennessee Department of Vocational Rehabilitation provides funds for students who are physically or
mentally impaired and can demonstrate that they may benefit from training. Eligibility should be established prior
to enrollment.

Workforce Investment Act (WIOA)
Eligible students may receive federal assistance for books and supplies, transportation, and day care services.
Students should be assessed and certified by the WIOA office prior to their enrollment.

Financial Aid Disbursement

In keeping with federal grant regulations, Tennessee College of Applied Technology - Knoxville pays federal grant
funds in increments called payment periods. Payment periods are defined by regulation and are determined by
your program length and academic year. Tennessee College of Applied Technology - Knoxville will apply a portion
of each payment period’s grant funds to pay estimated direct school costs (tuition/fees/books) for the payment
period. If there are funds remaining after those costs are paid, you will receive a residual check for the unused
portion, which can be used to pay indirect school costs. Since tuition/fee costs are assessed by academic term
(trimester) and payment periods may span more than one academic term, tuition/fee costs are estimated on the
front-end. Grant funds will be credited to a student’s account or disbursed by check to the student approximately
one month after the beginning of the term for students who enroll at the beginning of the term. For students who
enroll later in the term, residual checks will be disbursed no later than the end of the term. Students may pick up
their residual check at the Tennessee College of Applied Technology - Knoxville Business Office by showing their
student I.D. badge. Checks may also be mailed directly to students.

All disbursements represent payment made in advance of training. Students must successfully complete the hours
and weeks in the payment period before they can receive disbursement for subsequent payment periods. In
addition, if you withdraw before completing the hours you have been paid for you are at risk for overpayment with
the Department of Education and may owe money to the school.

Satisfactory Progress for Financial Aid

A. To make satisfactory progress a student must:

1. Complete 67% of cumulative scheduled hours (pace of completion). All periods of enrollment for a
student’s program will be included in determining the cumulative scheduled hours used for SAP,
regardless of receipt of Title IV aid for the prior enrollments.

2. Must maintain a minimum cumulative passing grade of “C” or higher if specified by the program
and as published by the institution. (34 CFR §668.34.)

B. Satisfactory progress will be evaluated at the expected end of a student’s payment period. If the student
fails to make satisfactory progress, the student will be placed on financial aid warning for the next payment
period. If the student fails to make satisfactory progress for the next payment period, financial aid will be
suspended. There is no appeal process for financial aid satisfactory progress. To reestablish financial aid, a
student must make satisfactory academic progress at the next evaluation date.

C. Remedial Courses - Any courses considered ‘remedial’ are included in the student’s normal program of
study and are included in the students SAP calculation.
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Program Changes - Changes in program will not affect SAP because a student will then have a new program
length and new payment periods.

Transfer Credit - Students who receive credit for hours completed for previous education (other
institutions, life experience, work credit, dual enrollment, etc.) will have their program length reduced. A
student that receives transfer credit will have a maximum timeframe calculated based on the reduced
program length.

Repeats

Program Repeats - Any student who completes an entire clock hour program and later re-enrolls to take
that same program again or to take another program may be paid for repeating coursework regardless of
the amount of time between completion of the first program and beginning the same program or another
program.

Course Repeats - The repeated course grade will be counted along with the previously assigned grade.
Repeated course hours will count toward total cumulative hours (pace of progression).

Withdrawals will not impact a student’s satisfactory academic progress unless they return within 180 days.

Reentry within 180 days - A student who withdraws from a clock hour or credit hour non-term program
and reenters within 180 days is considered to remain in the same payment period when he/she returns
and, subject to conditions imposed by ED, is eligible to receive FSA funds for which he/she was eligible
prior to withdrawal, including funds that were returned under R2T4 rules. The repeated course grade will
be counted along with the previously assigned grade. Repeated course hours will count toward total
cumulative hours (pace of progression).

Reentry after 180 days and transfer students - Generally, you must calculate new payment periods for a
clock hour or credit hour non-term program for:

1. A student who withdraws and then reenters the same program at the same institution after 180
days: the repeated course grade will be counted along with the previously assigned grade. Repeated
course hours will count toward total cumulative hours (pace of progression), or

2. A student who withdraws from a program and then enrolls in a new program at the same
institution, or at another institution within any time period. The student establishes a new maximum
timeframe based on the new program length. Hours and grades from the previous program are not
included when evaluating SAP for the new program.

* Note: SAP Must be evaluated at the point of reentry regardless of the length of time between enrollments. If
the student’s previous hours + the number of hours required to complete the program is greater than the
maximum number of hours, then the student is not eligible for Title IV aid. For example - A student enrolls
in Welding (1296-hour program) and completes 700 hours. Student returns 2 years later. Instructor
requires student to retake entire program. Student could not complete the program in 150% (1944 hours)
as 1296 +700 = 1996 hours. Therefore, this student would not be eligible for Title IV aid upon re-entry.

Incompletes An incomplete “I” grade is not utilized at the TCAT. The TCAT issues a grade of CONT. CONT is
awarded when a student completes clock hours within a term for a course but is not able to complete all
clock hours for a specific course. This grade simply denotes that the student is continuing the course into
the next trimester, and the remaining clock hours for the course will be included in the overall clock hours
for the next trimester. The CONT does not mean the student did not complete the scheduled hours in the
trimester, only that all hours were not completed for a course. The CONT grade is not included in the GPA
calculation. Once a course is completed and a grade entered, that grade is factored into a student’s GPA. The
attended hours associated with a CONT grade are factored into a student’s PACE of completion.
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L Maximum Time Frame (this is for maximum timeframe only, cannot pay more than 100% of student’s
program length). Students may continue to receive State Aid at the pace of 67% or greater until they have
been enrolled 150% of their scheduled hours.

1. A student may receive aid while enrolled in this program, up to the point you determine the
student cannot complete the program within 150% (our maximum timeframe for SAP). The student
fails SAP for maximum timeframe at the evaluation point where they can no longer graduate within
the maximum timeframe - not at the point where they actually hit the number of hours or weeks that
make up the maximum timeframe (this point is actually earlier than the actual maximum
timeframe).

2. If the student’s previous hours + the number of hours required to complete the program is greater
than the maximum number of hours, then the student is not eligible for Title IV aid. For example - A
student enrolls in Welding (1296-hour program) and completes 700 hours. The student returns two
(2) years later, and the instructor requires the student to retake the entire program. The student
could not complete the program in 150% (1944 hours) as 1296 +700 = 1996 hours. Therefore, this
student would not be eligible for Title IV aid upon re-entry.

J. Notification
Students will be notified of any evaluations that impact eligibility of Title IV aid.

Note: Students receiving the Tennessee State Aid may not appeal unsatisfactory progress.

Leave of Absence (LOA)

A student may request a leave of absence (LOA) to continue eligibility for Wilder-Naifeh Technical Skills Grant, TN
Reconnect Grant, or TN Promise Scholarship. An LOA may be approved for documented medical or personal
reasons, such as serious extended illness of the student, serious or extended illness or death of an immediate
family member, extreme financial hardship of the student or the student’s immediate family, or other
extraordinary circumstances that are beyond the student’s control where continued enrollment creates a
substantial hardship. A student must submit a written request in advance for a leave of absence unless an
unforeseen circumstance prevents the student from doing so. The student’s signed and dated request must include
the reason for the request, beginning and ending dates for the leave and supporting documentation. The student
will be readmitted as space is available upon completion of the LOA.

An approved LOA will be treated as a withdrawal for all financial aid programs other than the
WNTSG/TNPromise/TNReconnect. This may cause other awards to be recalculated and a Return of Title IV funds
calculation must be done. If the student’s request for a leave of absence is denied, the student may appeal the
decision to the Institutional Review Panel (IRP).

Military Mobilization of Eligible Students

Members of the United States Armed Services, National Guard, or Armed Forces Reserves receiving a Wilder-
Naifeh Technical Skills Grant/TN Reconnect who are mobilized for active duty during a term that is already in
progress shall be granted a personal leave of absence and shall not have their eligibility negatively impacted. A
student whose spouse, child, or parent is mobilized for active duty may also request a personal leave of absence.
The student must provide the Financial Aid Office/VA Certifying a copy of their military orders and complete a
Leave of Absence request form.

The hours attempted during the term will not be taken into consideration for purposes of satisfactory progress for
determining future eligibility. The student’s Wilder-Naifeh Technical Skills Grant/TN Reconnect eligibility will
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resume as if no break in enrollment has occurred if the student re-enrolls within one year following their return
from the mobilization.

For all other financial aid programs, including Title IV and Veteran’s Education Benefits, the LOA will be treated as
a withdrawal. Accordingly, awards will be recalculated and in some cases a Return of Title IV funds calculation
may be necessary.

Refunds and Financial Aid

Financial aid is used first for direct education costs, tuition, and fees. Therefore, if a student withdraws and is
scheduled to receive a refund of fees, all or part of this refund will be used to reimburse the financial aid programs
from which the student received funds. Any student receiving financial aid will not receive a cash refund until all
financial aid funds disbursed have been applied back to the respective accounts from which they were issued.

Return of Title IV Funds

Return of Title IV Funds calculations apply for any student who:

e  Withdraws before the point when 60% of the hours for the payment period are scheduled to be completed. A
pro rata schedule is used to determine the amount of Title IV funds the student has earned at the time of
withdrawal.

e Received or could have received a disbursement of Title IV Funds (Pell Grants or SEOG)

If both above conditions apply to the student, the institution will perform a Return of Title IV funds calculation in
addition to the TBR Refund of Maintenance Fee and Technology Fee calculation.

A Return of Title IV calculation is not required if student received or was eligible to receive only FWS or State Grants.
FWS funds are not included in a Return of Title IV calculation. For Return of Title IV and Maintenance Fee, the scheduled
hours must be based on students last day of attendance.

As an attendance taking school, faculty members regularly enter attendance data. The withdrawal date for a student is
determined according to the last day a student is marked as attending for the payment period. For official withdrawals,
the last date of attendance is also used but students also complete an Exit process with the institution that is verified by
faculty members.

Return of Title IV Funds Calculation
1. Determine Amount of Title IV Aid Disbursed or that Could Have Been Disbursed for the Payment
2. Determine the Percentage of Title IV Aid Earned by the Student
a. Note: Round to three decimal places when calculating percentages. Example: .4486 would be .449 or
44.9%
b. Divide the clock hours scheduled to have been completed as of the last day of attendance (withdrawal
date) in the payment period by the total clock hours in the payment period.
i. If this percentage is greater than 60%, the student has earned 100% of the Title IV aid,
proceed to Step 3. (.6001 would be considered as greater than 60% even though when rounding
the percent would be 60.0%, however, .5999 would be less than 60%).
ii. If this percentage is less than or equal to 60%, proceed to Step 3.
3. Determine the Amount of Title IV Aid Earned
a. Multiply the Percentage of Title IV Aid Earned from Step 2 times the total Title IV aid disbursed plus the
Title IV aid that could have been disbursed for the payment period from Step 1.
4. Determine the Amount of Title IV Aid to be Disbursed or Returned
a. Compare the amount of Title IV aid earned to the amount of Title IV aid that was disbursed for the
payment period.
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i. Ifthe amount of Title IV aid earned is less than the amount of Title IV aid disbursed, the
difference must be returned to the Title IV programs.
ii. If the amount of Title IV Aid earned is greater than the amount of Title IV aid disbursed, the
difference must be offered to the student as a post-withdrawal disbursement.
5. Determine the Amount of Title IV Aid to be Returned by the School
a. Multiply the institutional charges for the payment period times the percentage of aid unearned (100% -
% from Step 3). The school is responsible to return the lesser of the amount determined in Step 4 or
Step 5.
i. Note: Tuition and Fees are always considered Institutional charges no matter how they were
paid.
6. Return of Funds by the School
a. The school must return the unearned aid for which it is responsible by repaying funds to the following
sources, in order, up to the total net amount disbursed from each source.
1. Pell Grant
2. Federal Supplemental Education Opportunity Grant
3. Iraq Afghanistan Service Grant
b. The college does not participate in the FFEL GRAD/PLUS Loan or the Federal Direct Stafford Loan
programs; therefore, they have been omitted from the above list.
2. Determine the Initial Amount of Title IV Aid to be Returned by the Student
a. Subtract the amount of Title IV aid due from the school from the amount of Title IV aid to be returned.
(Amount from Step 5 minus amount from Step 4).
3. Determine the Amount of Title IV Grant Funds to be Returned by the Student
a. Amount of Title IV Grant protection: Multiply the total Title IV grant aid that was disbursed or could
have been disbursed for the period of enroliment by 50%.
b. Title IV Grant funds for student to return: Subtract the protected amount of Title IV grants from the
initial amount of Title IV grants for the student to return.
i. The grant funds returned by the student are applied to the following sources, in order, up to
the total amount disbursed from that grant program, after subtracting the amount the school
will return.
1. Pell Grant
2. Federal Supplemental Education Opportunity Grant

3. Iraq Afghanistan Service Grant

Student Repayment of Title IV Funds to the Dept. of Education

Within 45 days of notice, the student must make full payment of the amount owed back to the federal government
because of over payment or returns due to withdrawal or dismissal from the College. During this initial 45 days,
the student must make payment to the school. If the student does not make payment in the full during the 45-day
period, the student will lose eligibility for additional Title IV funds at any school.

After the 45-day period, the Tennessee College of Applied Technology - Knoxville will report the amount owed to
the Department of Education and the student will be required to make payment arrangements with the
Department of Education before being eligible to receive future Title IV assistance at any school.

Note that the student is not responsible for returning funds to any grant program to which the student owes $50.00 or
less.

Applying the Return of Title IV Funds Policy and TBR Refund of Maintenance Fee Policy

In most instances when a student has charged their tuition, fees, and books to their Pell grant and withdraws prior
to completing 60% of their scheduled hours for the payment period, the student will owe payment to the school.
This will occur when the TBR policy determines that the student owes more than what he or she is eligible to keep
in Title IV funds, as a result of the Return of Title IV calculation.

103



In these instances, the school will require payment of the difference from the student. A “HOLD” will be placed on
the student’s account until full payment is made to the school. The student will not be allowed to apply for re-
admission, register for class, or receive official copies of transcripts until the outstanding balance on their account
is paid.

Student Rights and Responsibilities
Student Rights. Students have the right to find out from the College the following:

(a) What financial assistance is available, including information on all federal, state, local, private, and
institutional financial aid programs. Students also have the right to know how the College selects financial
aid recipients.

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

(c) How the College determined financial need. This process includes how costs for tuition and fees, room
and board, travel, books and supplies, and personal and miscellaneous expenses are considered in the cost
of education. It also includes the resources considered in calculating need (such as parental contribution,
other financial aid, and assets). Students also have the right to know how much financial need has been
met and how and when aid will be received.

(d) How the College determines each type and amount of assistance in the financial aid package.

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

(f) Ifafederal work-study job is offered, what kind of job it is, what hours must be worked, what the duties
will be, what the rate of pay will be, and how and when payment will be made.

(g) Who the College’s financial aid personnel are, where the office is located, how to contact the office for
information.

(h) Students have the right to know the College’s refund policy.

Students Responsibilities:
(a) Review and consider all information about the College’s programs before enrolling.
(b) Pay special attention to the application for student financial aid, complete it accurately and submit it on
time to the financial aid office.
(c) Know and comply with any deadlines for applying or reapplying for aid.
(d) Provide all additional documentation, verification, corrections, and/or new information requested.
(e) Notify the College of changes including name, address, telephone number, or e-mail address.
(f) Read, understand, and keep copies of all forms requiring a signature.
(g) Repay any overpayment discovered.
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TENNESSEE BOARD OF REGENTS POLICIES (TBR) AND GUIDELINES FOR Tennessee
College of Applied Technology

Select Tennessee Board of Regents policies are located here for convenience; however, a complete listing of
policies and guidelines may be found at http://www.tbr.edu/policies/default.aspx?id=1166 .

Instructional Projects: TBR Guideline Tennessee College of Applied Technology - 010
https://policies.tbr.edu/guidelines/instructional-projects-colleges-applied-technology

See also: Tennessee College of Applied Technology - -D Policy: SS-103

Procedures for Grievances by Students: TBR Guideline Tennessee College of Applied Technology - 023
https://policies.tbr.edu/guidelines/uniform-procedures-grievances-students-tcats

See also: Tennessee College of Applied Technology - -D Policy AA-115 https://tcatknoxville.edu/current-
students/report-complaint https://tcatknoxville.edu/about/policies-and-guidelines

Academic Retention and Readmission at the Tennessee Colleges of Applied Technology: TBR Policy
2:03:01:05 https: olicies.tbr.edu/policies/academic-retention-and-readmission-tennessee-colleges-applied-

technology
See also: Tennessee College of Applied Technology - -D Policy AA-103 https://tcatknoxville.edu/about/policies-
and-guidelines

General Policy on Student Conduct & Disciplinary Sanctions: TBR Policy 3:02:00:01
https://policies.tbr.edu/policies/general-policy-student-conduct-disciplinary-sanctions

See also: Tennessee College of Applied Technology - - D Policy SS-120 https://tcatknoxville.edu/about/policies-
and-guidelines https://tcatknoxville.edu/current-students/report-complaint

Student Due Process Procedure: TBR Policy 3:02:01:00 https://policies.tbr.edu/policies/student-due-process-
procedure

The purpose of this policy is to establish student due process procedures for Tennessee Board of Regents

See also: Tennessee College of Applied Technology - -D Policy AA-104 https://tcatknoxville.edu/current-
students/report-complaint

Sex Discrimination and Sexual Harassment: TBR Policy 6:02:00:00

It is the intent of the Tennessee Board of Regents that the institutions under its jurisdiction shall fully comply with
Title IX of the Education Amendments of 1972, Sections 799A and 845 of the Public Health Service Act and
Regulations issued pursuant thereto (45 C.F.R. Parts 83 and 86). This policy and procedure is adopted by the Board
to assist the institutions in such compliance.

See also: TBR Policies 6:01:00:00 & 6:03:00:00 (recited above in this Handbook).
TBR Guideline P-080, Complaint & Investigation Procedure.
https: olicies.tbr.edu/guidelines/discrimination-harassment-complaint-investigation-procedure

Tennessee College of Applied Technology - -D Policy AA-108
https://tcatknoxville.edu/about/policies-and-guidelines
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Freedom of Speech and Expression: TBR Policy 1:03:02:60 https://policies.tbr.edu/policies/freedom-speech-
and-expression

This policy reflects the commitment of the Board of Regents and the institutions it governs to freedom of speech
and expression for all students and all faculty.

Fees and Refunds: TBR Guideline Tennessee College of Applied Technology - -080
https://policies.tbr.edu/guidelines/fees-and-refunds

This guideline compliments and implements provisions of Guideline B-060 (Fees, Charges and Refunds), relative to
the Tennessee College of Applied Technology. All provisions of B-060 shall otherwise remain in effect for the
Tennessee College of Applied Technology. The purpose of this Guideline is to ensure uniform administration of
fees and refunds at the Tennessee College of Applied Technology, and to establish related procedures between the
Tennessee College of Applied Technology and Lead Institutions.

Student Scholarships, Grants, Loans & Financial Aid Programs: TBR Policy 3:04:01:01
https://policies.tbr.edu/policies/student-scholarships-grants-loans-financial-aid-programs-tennessee-colleges-
applied

This policy covers the establishment of and participation in student scholarship and financial aid programs by
Tennessee Colleges of Applied Technology.
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Danny Gibbs, Vice Chancellor of Business and Finance

Lana Hamilton, Vice Chancellor for Academics
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Heidi Leming, Vice Chancellor for Student Success
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Kimberly McCormick, Vice Chancellor for External Affairs

Wendy Thompson, Vice Chancellor Organizational Effectiveness
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MaryLou Apple 6th Congressional District
Miles A. Burdine 1st Congressional District
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Gregory Duckett 9th Congressional District
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Weston Wamp
Joey Hatch

Charles Hatcher
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4th Congressional District
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7th Congressional District
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