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Training and Compliance Awareness Month

The month of March has been designated Training and Compliance Awareness Month at GCSU.  During March, annual training and/or compliance materials that are required for review under Federal law, State law or University System of Georgia policy, are included below. Institutional acknowledgments that serve as critical support components to our compliance requirements must also be printed, reviewed and signed. 
	Americans With  Disabilities Policy
	This policy on disabilities was developed to ensure equal access at Georgia College & State University for individuals with disabilities and to ensure full compliance with all pertinent federal and state legislation, including Section 504 of the Rehabilitation Act of 1973 as amended by the American with Disabilities Act (ADA) of 1992. The policy and documents on accommodations can be found at the following links: 
http://www.gcsu.edu/equity/disabilitypolicies.htm
http://www.gcsu.edu/equity/docs/Disability_Accommodations.doc 

Review the policy and sign the acknowledgement form below.  Questions about this policy should be directed to mike.chambers@gcsu.edu 



	Annual Sick Leave Request Form 
	As a reminder, the Annual and Sick Leave Request Form is required to request annual and sick leave (when advanced scheduling is possible).  You can find the annual and sick leave request form at the following link: 

http://info.gcsu.edu/intranet/human_res/LeaveRequest.pdf 
Questions about this procedure should be directed to diane.kirkwood@gcsu.edu


	Amorous Relationship Policy 
	The Board of Regents Amorous Relationship Policy is located at the following site:

http://www.usg.edu/employment/policies/hr_manual/employee_relations/index.phtml#amorous
Review this policy and sign the acknowledgement form below. Questions about this policy should be directed to yves-rose.saintdic@gcsu.edu.  



	Conflict of Interest
	The GCSU Conflict Of Interest Policy is located at:

http://www.gcsu.edu/audit/docs/GCSU_Conflicts_Policy__Final_.pdf
Full-time faculty and staff of Georgia College & State University understand that their primary contractual responsibility is to the University. To ensure the integrity and objectivity of research and other scholarly activities, full-time and part-time faculty and staff must not let outside interests interfere with or compromise their obligations to the University. This policy is intended to increase the awareness of employees to the potential for conflicts of interest, and to establish procedures whereby such conflicts may be avoided or properly managed.
Review the policy and sign the acknowledgement form below.  Questions about this policy should  be directed to quintus.sibley@gcsu.edu 

	Drug Free Schools and Communities Act
	GCSU is required under federal law to annually distribute the Drug Free Schools and Communities Policy to all employees.  You can find GCSU’s Drug Free Schools policy at the following link:

http://info.gcsu.edu/intranet/human_res/GCSUDrugFreeSchools.doc 
Review the policy and sign the acknowledgement form below.  Questions about this information should be directed to diane.kirkwood@gcsu.edu

	EEO and Affirmative Action Policy
	The GCSU Equal Employment Opportunity Policy is located at: http://www.gcsu.edu/equity/docs/EOandAAPolicy.doc 

Review the policy and sign acknowledgement form below.   Questions about this policy should be directed to yves-rose.saintdic@gcsu.edu.

	Ethics Policy – BOR USG – New this year!
	The new Ethics Policy – available online at www.usg.edu/compliance/ethics/ – is part of an approach by the University to enhance compliance with state and federal regulations and minimize misconduct by USG faculty, staff, administrators, vendors, contractors and members of the Board of Regents. Additional training materials will be distributed soon!

USG News Release:  http://www.usg.edu/news/2008/111008.phtml
Ethics Hotline Info:  http://www.tnwinc.com/gcsu/ 
Review this information and sign the acknowledgement form below. 

	FERPA
	FERPA (Family Educational Rights and Privacy Act of 1974) helps protect the privacy of student education records, the right to seek and amend those records and to limit disclosure of information from the records. Review the FERPA guidelines at http://www.gcsu.edu/registrar/ferpa.htm Questions about this policy should be directed to quintus.sibley@gcsu.edu, Legal Affairs or kay.anderson@gcsu.edu, Office of the Registrar

	Fiscal Misconduct
	The GCSU Fiscal Misconduct Policy is located at: 
http://www.gcsu.edu/audit/policyandq&a.htm
Review the policy and sign the acknowledgement form below. Questions about this policy should be directed to julia.hann@gcsu.edu 

	FMLA- Family Medical Leave 
	Consistent with federal law, GCSU and University System of Georgia policy, complies with the Federal Family Medical Leave Act (FMLA).  Employees that are absent from work due to their own or immediate family members serious medical condition, are required to report their illness to GCSU’s Office of Human Resources.  Employees should review the FMLA policy located at:  http://www.usg.edu/employment/benefits/fmla/reasons.phtml 

Questions about this policy should be directed to diane.kirkwood@gcsu.edu 

	General Acceptable Use of Technology Policy
	As a member of the GCSU community, we are required to adhere to specific terms and conditions as it relates to the usage of technology resources on our campus.  Please be aware that all of GCSU computer and other technology resources are state property.  The general technology resources policy can be found at: http://www.gcsu.edu/technology/docs/GeneralAcceptableUseofTechnologyResourcesPolicy_oc.pdf 

Review the policy and sign the acknowledgement form below.  Questions about this policy should be directed to ed.boyd@gcsu.edu 



	HIPPA   
	HIPAA (Health Insurance Portability and Accountability Act of 1996) is a set of federal rules designed in part to protect the privacy of a person’s health care information.  Please review the HIPAA policy and procedures at http://www.usg.edu/legal/hipaa/  Questions about this policy should be directed to diane.kirkwood@gcsu.edu 

	Right To Know Training 


	 Right-to-Know basic awareness training – All GCSU employees are required under state law to complete the online right to know training.  Most employees complete this online course as part of the new hire process.  If you are unsure of whether you have completed the online course or if you are long term employee you will need to take approximately 10 minutes to complete the course. The course can be found at the following link:  http://www.usg.edu/ehs/training/rtkbasic/.

	Sexual Harassment 
	The GCSU Sexual Harassment Policy is located at: 
http://www.gcsu.edu/equity/docs/Sexual_Harassment.doc 
Review the policy and sign the acknowledgement form below. Questions about this policy should be directed to  yves-rose.saintdic@gcsu.edu 

	State Business Transactions
	All state employees who transact business with the State of Georgia apart from their employment relationship with GCSU are required by Georgia law to disclose all such transactions for each calendar year on or before January 31 of the following year. The reporting form and instructions may be accessed via the following link:  http://www.usg.edu/legal/documents/bus_transact.pdf 

GCSU is required to notify employees annually of this obligation under state law.  If you have transacted business with the state and complete this form, you must send a copy to the Office of Legal Affairs.  Contact the Office of Legal Affairs at extension 2037 for further information. 


	Position Specific Training 

	Below are additional training requirements that are employee/position specific.  Instructions will be sent to individual employees, if these courses are applicable to you.


	Department Specific Training


	Includes anything that is relevant for the individual department and such a list would be created and maintained at the department level. Check with your supervisor or department head. If your department requires specific training for their employees, please contact diane.kirkwood@gcsu.edu  to include this in future training communications.

	Disability Awareness Training
	All supervisory employees should participate in this online training course.  To begin the training, go to this web page: http://vista.gcsu.edu
User name: your name as it appears in your e-mail address (e.g., Jane.Doe)

Password:  your Vista password, if assigned since January 01 of 2009, or your 5 or 6 digit birthday, including the last two digits of the year you were born (e.g., 13079).

Upon entering the Course Section, locate the training Course Section "Disability Awareness Training.”   You are enrolled in this Course Section as a student.   Please click on “Student View” and review the "Training Overview" module before you begin with the "Training Module".   If you have any difficulty accessing the training module, please e-mail mike.chambers@gcsu.edu or call ext.  5931

	Purchasing Card Training and Policy
	All Purchasing Card holders and approvers are required to have refresher training once a year.  The Purchasing Department has developed an online Purchasing Card training course. To take the online training , go to http://vista.gcsu.edu
User name: your name as it appears in your e-mail address 

Password:  your previously assigned Vista password or, if you’ve never used Vista, your 6 digit birthday, including the last two digits of the year you were born (e.g., 010279) Upon entering the Course Section, locate the training Course Section “Purchasing Card Training” and follow the instructions.  The Purchasing Card Policies can be located at P-card Policies .  If you have any questions or concerns, please contact Mark Meeks at 5851 or mark.meeks@gcsu.edu. 

	University System of Georgia Board of Regents Chemical Specific Right-to-Know Training For lab workers
	Chemical Specific Right-to-Know training - for lab workers and employees handling chemicals http://www.usg.edu/ehs/training/chemical/; 
Hazardous Waste Awareness Right-to-Know training - for lab workers and other employees handling hazardous waste.
http://www.usg.edu/ehs/training/hazwaste/; 
Blood borne Pathogens Right-to-Know training - for lab workers handling fresh human or non-human primate material including blood, fluid and tissue and requires annual refresher)http://www.usg.edu/ehs/training/pathogens/.

Complete the online courses.  For more information, please contact Justin Gaines extension 2025 or at justin.gaines@gcsu.edu 


GCSU Policy Receipt Acknowledgement Form

I have received the annual compliance and training information and reviewed the policy information including the following:  (Please initial next to each policy on the lines below):
1. Policy on Drug Free Communities Act


__________
2. Policy on Sexual Harassment 



__________
3. Policy on Amorous Relationships



__________

4. University System of  Georgia’s Ethics Policy 

__________

5. GCSU’s Conflict of Interest Policy



__________

6. Fiscal Misconduct Policy 




__________

7. EEO and Affirmative Action Policy 


__________

8. General Acceptable Use of Technology Policy
           __________
I understand that it is my responsibility to read the contents and become familiar with policies and procedures at GCSU.  Return the signed document to your department chair or direct supervisor by March 31, 2009.
Name






Date


_______________________________

_____________________

Supervisor’s Name




Date
Compliance documents  for ALL Employees:  Below is a list of annual compliance related policy components and links  that apply to all GCSU employees. Employees are expected to review each of the text boxes below and complete the required steps during March 2009.








