
Technical College System of Georgia 
Office of Adult Education 

Policy and Procedure Administrative Manual – July 1, 2008 
Attachments –ABC Order  

Document Title Location in Policies and Procedures 
Manual 

Adult Learner Assessment Policies and 
Procedures Manual 

Policy 3.3 

Adult Learner Daily Attendance Sign-in 
Sheet Procedures 

Policy 3.4 

Budget and Personnel Amendment 
Supplement 

Policy 2.2 

Certified Literate Community Program 
(CLCP) Certified Literate Communities 

Policy 4.1 

Certified Literate Community Program 
(CLCP) Participating Communities 

Policy 4.1 

Driver’s License – Certificate of 
Attendance 

Policy 4.1 

EAGLE (Exceptional Adult Georgian in 
Literacy Education) Leadership Institute 
Manual and Appendices 

Policy 4.1 

Enrollment Procedures for Underage Youth Policy 2.1 
Federal Certification Regarding 
Debarment, Suspension, Ineligibility and 
Voluntary Exclusion 

Policy 2.1 

Federal Disclosure of Lobby Certification Policy 2.1 
Funds Requisition Form Policy 2.3 
GALIS (Georgia Adult Learner 
Information System) User Manual 

Policy 3.7 

Georgia Statewide Travel Regulations Policy 2.3 
Georgia Tax Credit for Adult Basic Skills 
Education (O.C.G.A. 48-7-41) 

Policy 4.1 

Goals – Core Indicator Negotiated 
Percentages 

Policy 3.8 

Health Literacy Monthly Report Policy 4.1 
Intake Assessment Form, Definitions and 
Directions 

Policy 3.3 

Inventory Form Policy 2.3 
Job Performance Resource: Director’s 
Resource Guide 

Policy 3.9 

Local Advisory Committee Tasks and 
Functions with LAC-1 and LAC-2 

Policy 5.2 

Map of Regions Policy 1.2 
Map of Service Delivery Areas (SDA) Policy 1.2 
Non-Employee Expenses Policy 3.9 
NRS (National Reporting System of 
Georgia) Implementation Guidelines 

Policy 3.6 

O.C.G.A. 20-4 (Official Code of Georgia 
Annotated) 

Resources 

OAE Electronic Sites Policy 3.7 



 

OAE On-Site Program Review Policy 3.8 
Organization Chart Policy 1.2 
P.L. 105-220 Workforce Investment Act 
(WIA) Title II Adult Education and Family 
Literacy Act (AEFLA) 

Resources 

Personnel Change Notification Amendment 
Form A-2 

Policy 3.1 

Professional Learning Unit (PLU) Credit 
Policies and Procedures 

Policy 3.9 

RFA (Request for Application) Provisions 
and Assurances 

Policy 2.1 

RFA (Request for Application) Reporting 
Requirements and Obligations 

Policy 3.5 

Record Retention Chart Policy 2.3 
Reporting Schedule by Calendar Date Policy 3.5 
Self Assessment (Annual) Policy 3.8 
S.B.T.A.E. II.C.9 Inventory Management Policy 2.3 
Staff Development Plan - Calendar Policy 3.9 
Student Education Plan (SEP) Policy 3.3 
Workplace Literacy Monthly Report Policy 4.1 


