


School Calendar 2018-19
August 30 ........................................ First student day
September 3 .................................... Labor Day—no classes
October 4 ......................................... Early release day — no afternoon classes
October 5 ......................................... Teacher workshop day—no classes
October 8 ......................................... Columbus Day—no classes
November 2 ..................................... Early release day—no afternoon classes
November 12 ................................... Veteran’s Day—no classes
November 21 ................................... Workshop day—no classes
November 22, 23 ............................. Thanksgiving break—no classes
December 24 – January 1 ................ Holiday break—no classes 
January 18 ....................................... Early release day—no afternoon classes
January 21 ....................................... Martin Luther King, Jr. Day—no classes
February 15 ..................................... Early release day— no afternoon classes
February 18 ..................................... Presidents Day—no classes
February 19 – February 22 .............. February Vacation—no classes
March 14 ......................................... Early release day—no afternoon classes
March 15 ......................................... Workshop Day—no classes
April 12 ........................................... Workshop Day—no classes
April 15 ........................................... Patriot’s Day—no classes
April 16 – April 19 .......................... April vacation—no classes
May 27 ............................................ Memorial Day—no classes
June 7 .............................................. Last student day (if no snow days)

Purpose
The purpose of the CATC handbook is to inform students and parents 
of rules and procedures necessary for the safety and well being of our 
students and staff.  In the event of a conflict between this handbook and 
Augusta School Board policies, the Board policies will govern.  Augusta 
School Board policies are available for review on the Augusta School 
Department web-site.

http://augustaschools.org/board_of_education/adopted_policies.php

Capital Area Technical Center
40 Pierce Drive, Augusta, ME  04330
Phone:  626-2475 • Fax:  626-2498
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Philosophy
The philosophy of Capital Area Technical Center is to provide high 
quality career and technical education that will help students develop 
the skills and work ethics needed to become productive and contributing 
members of the society.

Mission Statement
Capital Area Technical Center offers diverse, safe and innovative 
learning experiences in which highly skilled educators empower students 
in developing the competencies needed to achieve their future goals.

Respectful Environment
The staff of CATC is dedicated to promoting a respectful school 
climate.  All students have the right to learn.  Students are expected 
to show a high level of respect towards CATC staff and fellow 
students.  Student actions that hinder class progress or detract from 
the respectful environment of the school will not be tolerated and may 
result in detention, suspension, or possible dismissal.
Students who are suspended from their high school will not be allowed 
to attend CATC until they are reinstated by their high school.  High 
schools adhere to the same policy when a student is suspended from 
CATC unless special arrangements are made through the principal and 
CATC Director. 

Accidents
Your well-being is important and we want to provide you with the safest 
learning environment possible.  If an accident should occur to you or to 
one of your classmates, tell your instructor immediately.  Your instructor 
will notify the main office to contact your parent or guardian and 
determine what action to take.  The instructor will file an accident report 
with the Director on the day of the accident occurrence.
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Achievement Awards
The staff at CATC will recognize excellence in your technical education.  
CATC’s honor roll is considered separate from your sending school 
honor roll.  Honors is achieved with all grades 85 or above.  High Honors 
is achieved with all grades 93 or above.

Affirmative Action Policy
CATC does not discriminate in its education and employment programs 
on the basis of religion, age, race, color, national origin, gender, sexual 
orientation, marital or parental status, or disability; and provides equal 
access to designated youth groups; and complies with Title VI of the 
Civil Rights Act of 1964, Title IX Education Amendments of 1972, 
Section 504 of the Rehabilitation Act of 1973 and the Americans with 
Disabilities Act (ADA) of 1990.  Inquiries regarding Title VI, Title IX, 
504 and ADA may be made to the Affirmative Action Officer. (40 Pierce 
Drive Suite 3, 626-2468)

Affirmative Action Grievance Procedure Summary
A complete grievance outline is on file in the Superintendent of Schools 
office and with the Affirmative Action Officer.  The Grievance Procedure 
in its entirety is included.
I. Definitions:
A. Grievance:  a complaint alleging any policy, procedure, or practice   
 which would be prohibited by nondiscrimination laws.
B. Grievant:  any student or employee of the Board of Education who   
 submits a grievance relevant to nondiscrimination laws, or an   
 individual or group submitting a grievance on behalf of a student(s)   
 or employee(s).
C. Grievance Representative:  persons designated by the Board of   
 Education with whom a grievance may be filed, i.e., AAO/Title   
 IX/504 Coordinator, building designees and principals.
D. Day:  means a working day.  The calculations of days in grievance   
 processing shall exclude Saturdays, Sundays and holidays.
II. Filing of Grievance
A. Informal:  a written grievance submitted to Grievance    
 Representative, relayed to Coordinator for resolution effort without   
 utilizing the formal procedure.
B. Formal:  when resolution of grievance cannot be achieved   
1.  Board of Education Grievance Form shall be used, and written record   
 of all proceedings shall be maintained.
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2.  Level I—Hearing before person designated by the Superintendent of   
 Schools.
3.  Level II—Hearing before Superintendent of Schools or his/her   
 designee.
4.  Level III—Hearing before the Board of Education or hearing panel   
 established by the Board.
C. Time Frame:  all grievances should be filed as soon as possible after   
 the alleged infraction, but within 60 days.  180 days for filing with   
 the Maine Human Rights Commission.
D. Assurances:  every grievant shall be assured that he/she will be:
1. Allowed representation and assistance.
2. Allowed the right to appeal any decision to the next level.
3. Notified of his/her responsibilities in the Grievance Procedure.
4. Allowed access to pertinent records and materials.
5. Guaranteed confidentiality in all proceedings to the extent possible.
6. Not subject to discharge, suspensions, discipline, harassment, or any   
 form of discrimination for having utilized or assisted others in   
 utilizing this grievance procedure.
E. A charge must be filed within six months of the date of alleged   
 discrimination in order to be timely filed.  Nothing in this procedure   
 shall prevent any grievant from filing the compliant directly to either:
1. Regional Office for Civil Rights
 140 Federal Street
 Boston, MA  02110
2. Director, Office of Civil Rights
 Department of Education
 Washington, DC  20402
3. Human Rights Commission
 51 State House Station
 Augusta, ME  04333-0051

Alcohol and/or Illegal Drugs
The use, possession, or distribution of illegal drugs, paraphernalia, or 
alcohol on school property or in conjunction with any school activity is 
prohibited.
Violation of this provision must be reported to the proper law 
enforcement agency and is cause for suspension from school.
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Any staff person who has reason to suspect the possession or use of 
prohibited substances shall:
1. Take whatever immediate action may be necessary to secure the   
 health and safety of anyone involved.
2. If possible, obtain the alleged prohibited substance.

Actions for 1st Violation of Possession/Use of Alcohol and/or Illegal 
Drugs
1. Verification of possession/use.
2. Meeting with administrator.
3. Suspension from school for one to three days.
4. Notification of parents/guardian and law enforcement agency.
5. Appointment with chemical dependence counselor.
6. Compliance with the recommendation of chemical dependency 
 counselor.

Actions for 2nd Violation of Possession/Use of Alcohol and/or Illegal 
Drugs
1. Verification of possession/use.
2. Meeting with administrator.
3. Notification of parents/guardian and law enforcement agency.
4. Suspension for 5-10 days with recommendation for further    
 evaluation.
5. Meeting with chemical dependency counselor for further evaluation.
6. Compliance with the recommendation of chemical dependency  
 counselor.

NOTE:  In case of a medical emergency, the office must be notified 
and the student would be referred to the school nurse, who would then 
refer to the appropriate community resource.  The school officials 
would follow disciplinary action upon the student’s return to school.  If 
parents do not seek recommended assistance for the student, the Maine 
Department of Human Services will be notified.
Actions for Violations of Furnishing/Selling Alcohol and/or Illegal Drugs
1. Confiscating substance.
2. Meeting with administrator.
3. Notification of parents/guardians and law enforcement agency.
4. Referral to Superintendent for appropriate action.
Actions taken for a Voluntary Referral by a Concerned Person
1. Staff person or student will consult with an administrator to discuss   
 concerns about a student.
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2. The student will be referred to a partner sending school guidance   
 counselor.
3. The guidance counselor will meet with the student and discuss the   
 results of his/her assessment with a chemical dependency counselor   
 for a recommendation.
4. The guidance counselor or chemical dependency counselor and the   
 student will develop a plan of action.

Actions taken for a Voluntary Self-Referral
1. The teacher/staff person listens to the student’s concerns and asks,   
 where appropriate, if the student would like to discuss his/her   
 concerns with a substance abuse counselor.
2. The teacher/staff person will refer the student directly to the    
 administration who will then contact the home partner sending school  
 guidance counselor.
3. The guidance counselor meets with the student to begin a non-clinical  
 assessment.
4. The guidance counselor will discuss the student’s case with the   
 chemical dependency counselor and the student to develop an action   
 plan.

Articulation Agreements
Articulation agreements are agreements with specific colleges.  CATC 
students may receive college credits for CATC program completion 
at certain postsecondary institutions.  CATC has over 50 articulation 
agreements in place ranging from 1 to 10 college credits in many of our 
programs.  Ask your instructor for more information.

Attendance Policy
Regular attendance is expected of all students and is a necessary 
factor in achieving success.  Work missed can never be made up in a 
completely satisfactory manner because the value of class activities is 
missed forever.  All classroom activities are important and difficult, if not 
impossible, to replace if missed.  Attendance records are maintained on 
a course-by-course basis, and requirements and consequences apply to 
each course individually.  Please see specific course expectations from 
program instructor for detailed information.

1. Instructors will contact the parent/guardian when absences    
 become excessive.
2. Excessive absences will be referred to CATC administration for   
 review (see below “Intervention Strategy”)
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3. Students must make up work at CATC within 10 school days or  
 as determined by the instructor.
4. Make-up is a student responsibility.

**Exceptions include:  sending school events and verified medical 
absences.

Intervention Strategy
When a student reaches certain thresholds of attendance, behavior, or 
academic performance, (see Appendix A) the following protocol will be 
followed for the purpose of intervening in the cycle that is producing the 
negative results;
 
A. The instructor identifying the issue(s) will complete an intervention
 referral form. This will be shared electronically with parents,guidance
 staff from the student’s home school and CATC Main Office Staff.

B. CATC Main Office Staff will organize a meeting with parents,   
 student, instructor and home school personnel (principal and/or   
 guidance).

C. Prior to the Intervention Meeting, the student will identify an
 “Advocate” of his/her choosing. This “Advocate” will arrange a   
 pre-meeting with the student to explain the Intervention Process   
 and the importance of attendance and participation in developing and   
 implementing the plan.

D. An Intervention meeting will be held using the Restorative Justice 
 Meeting format. 

E. Intervention elements will be discussed and each will be considered   
 for implementation.  Only those elements that the student agrees to   
 implement will be included in the final plan.

F. Each agreed to element will be part of the written final    
 implementation plan, will include the person responsible for    
 assisting the student, if relevant.
G. The final implementation plan will include identification of student   
 success (depending on presenting issue), as well as a review date.

H. The period between the meeting and the review date, generally 2-3   
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 weeks, will be known as a “Probationary Period”.
 
I. At the review date the success of the intervention elements will be   
 discussed by the team. If little or no progress is shown as a result of
 the student’s effort, the student will be asked, as a final act, to show   
 cause as to why he/she should not be dismissed from CATC or placed   
 on “Audit only” status.
 
J. Any team member may reconvene the Intervention Team at any time.

Thresholds for Intervention

Attendance 
Initially, after 3 Absences in a quarter and instructor referral.
After 5 absences, intervention may be initiated by anyone, including the 
student.

Behavior
Initially, any infraction resulting in any school suspension and instructor 
recommendation.
After two suspensions, intervention may be initiated by anyone, 
including student.

Academic Performance
Initially, instructor recommendation

After failure in any quarter, intervention may be initiated by anyone, 
including student.

Bell Schedule
9:00-11:00 1st Session
11:00-11:30 30 minute lunch 
11:30-1:30   2nd Session

Bomb Threats
The Augusta School Department has a “zero tolerance” policy regarding 
bomb threats.  Students involved in bomb threats should be aware that 
this is a felony offense and that law enforcement officials will be notified.  
Expulsion from school may occur as well as consequences received 
through the legal system.  There may be consequences for aiding another 
student in a bomb threat and failure to report a possible bomb threat.  
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Students will be evacuated from the school building if necessary.  Parents 
will be notified through the local news media.  Any days missed due to 
bomb threats will be made up; this may take the form of extended regular 
schools day(s) or attendance on Saturday(s).

Cancellation of School
When the City of Augusta schools are closed due to weather, the 
announcement includes CATC.  Announcements will be made on the 
radio and television stations.  If CATC is closed for other circumstances, 
partner sending schools will be notified.

Credits
Partner sending schools determine the number of credits students 
receive for successful completion of a CATC program.  For additional 
information about credits, refer to your high school’s handbook or speak 
to your guidance counselor.

Crisis Plan/Annex
CATC has a crisis plan that includes lock down and evacuation 
procedures should an unforeseen incident threaten the safety and well 
being of students and staff.  This plan is posted in every classroom and is 
available for review in the Director’s office.

Crisis Team
The Augusta School Department has a Crisis Team to provide support, 
coordination of resources and effective communication to students, 
staff and community in the event of an incident which might impact the 
learning environment.  This incident could include, but, is not limited 
to: natural disaster, death of a student or faculty member, car or bus 
accident, threats of actual harm to students or staff from another source.

In order to provide the Augusta Crisis Team with timely information, 
the Augusta Police Department will notify the Crisis Team of a crisis 
affecting the school population.  The Superintendent of Schools will be 
notified first by the Augusta Police Department.  If the Superintendent is 
unavailable, the Chair of the Crisis Team will be notified.
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Destruction/Loss of School Property
Any student who abuses, loses, or destroys school property will be 
required to pay for the damage or replacement costs.  CATC will not 
issue program certificates without settling all material or financial 
obligations.  Consequences include:  suspension, parental notification, 
restitution, and other appropriate measures.

Dismissal
• All students must notify the office and their instructor prior to being   
 dismissed.
• All dismissals must be verified by a parent/guardian or sending school  
 through written permission or by use of the telephone in the main   
 office.
• A member of the office staff or administration must sign in the space 
 marked “Dismissed by” on the sign-out sheet located in the main 
 office.
• All students must indicate the reason for dismissal or their destination.
• Upon returning to CATC all students must notify the office staff and   
 record the time of their return on the dismissal sheet.

CATC maintains a closed campus.  Students are to remain on school 
grounds* during the school day unless dismissed according to the above 
dismissal procedure.  Violation will result in disciplinary action.

*School grounds refer to the property surrounding CATC, extending to 
Pierce Drive and to the edge of the pavement in the CATC parking lots.

Dress Code
Students are encouraged to use sound judgment and reflect respect for 
themselves and others in dress and grooming.  In keeping with the goals 
of Augusta Schools to provide a safe, healthy, and nondiscriminatory 
environment for educating students for maximum academic and social 
development, the following restrictions on dress shall be enforced.

A. All clothing will be free of language or images that a reasonable   
 person would consider sexually indecent or harassing.
B. All clothing will be free of language or images that promote things   
 that are illegal for student use.
C. All clothing worn should present no safety hazard to the wearer or be   
 destructive of school property.
D. Clothing may not be revealing (for example, tops that reveal midriff   
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 or cleavage; clothing that exposes underwear or private body parts,   
 and skirt lengths that are shorter than 5 inches above the top of   
 the knee cap, etc.).

School administrators or teachers may require special clothing for health 
and safety reasons for students participating in physical education, 
certain extra curricular activities, work with or around machines or other 
activities.  Students who are not appropriately dressed will be asked to 
change for their own safety.

Dual Enrollment
In many of our programs, students have an opportunity to be dually 
enrolled to receive both high school and college credits.  Ask your 
instructor for more information.

Family Education Rights and Privacy Act
Annual Notification—This annual notification is mandated by State and 
Federal law.
Please be advised that CATC will comply with the Family Rights and 
Privacy Act of 1974, P.L. 93-380, as amended by P.L. 93-568.
1. The purpose of the law is to protect the privacy of parents and    
 students through fair information practice.
2. The law covers all educational records which contain personally   
 identifiable information directly related to a student.
3. Personally identifiable information for educational records of a student 
 shall not be disclosed except as permitted or required by law
4. Parents and eligible students may seek to correct or amend
 educational records when they believe such corrections or amendments
 are justified by requesting such correction or amendments of the   
 principal in charge of records.

Fighting
Fighting is unacceptable at any time.  Consequences include suspensions, 
parental contact and possible dismissal from CATC.  The student must 
meet with the Director before returning to his/her program.  Parents may 
be asked to attend this meeting.
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Fire Drills and Other Emergency Procedures
Instructions are posted in each classroom which indicate how to lock 
down or evacuate the building.

Grading System
Instructors will review with students the elements that will determine 
grades.  Homework, tests, and quizzes will continue to be an important 
part of determining grades, but a strong emphasis will be placed on daily 
performance of hands-on tasks.  Using the criteria set forth by program 
instructors, students will work toward the attainment of technical and 
academic skills.  Progress reports are issued at the halfway point of each 
ranking term.

The equivalent letter grades used at CATC are as follows:
 
A+ 99-100
A 96-98
A- 93-95
B+ 91-92
B 88-90
B- 85-87
C+ 83-84
C 80-82
C- 77-79
D+ 75-76
D 72-74
D- 70-71
F 69 and below
I Incomplete

An incomplete is given only when illness or an emergency has not 
allowed you to complete your assignments, as determined by your 
instructor.

Harassment Policy
The Augusta School Board recognizes the right of each school 
community member (i.e. employees, students, volunteers) to work in 
an atmosphere which is free of intimidation, hostility, offensiveness 
and hazing.  In order to ensure such an atmosphere, school community 
members are not to engage in harassment.  Acts of harassment based 
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upon race, color, national or ethnic origin, religion, sex, sexual 
orientation, marital status, age, or disability are a violation of this policy 
and may constitute illegal discrimination under State and Federal laws.

Examples of prohibited harassment as determined by context, 
circumstances, and frequency:
f. Unwelcome sexual advances, gestures, comments or contact
g. Threats
h. Offensive jokes
i. Ridicule, slurs, derogatory actions or remarks
j. Basing educational/employment decision on practices of morality.

Persons not associated with this school unit who fail to abide by this 
policy may be subject to ejection from school property and/or other 
measures as may be available under the law.

Administrators, faculty members, students, and all other employees who 
fail to abide by this policy may be subject to disciplinary action which 
may include suspension, expulsion, or other appropriate measures.

Sexual harassment is the attempt to control, influence, or affect the 
career or educational program of an individual in exchange for sexual 
favors.  Sexual harassment can also be conduct which creates a hostile 
environment or unreasonably interferes with a person’s ability to perform 
his or her job, program of instruction, or function as a member of the 
school community.

School community members should be advised of the importance of 
informing the harasser that his/her behavior is unwelcome, offensive, 
in poor taste or highly inappropriate.  School community members who 
believe they are victims of harassment should report such occurrences 
to the Director, Student Services Coordinator or Affirmative Action 
Coordinator.

Integrated Credit
Credit for required academic subjects may be awarded based upon 
successful completion of your technical program.  CATC is NOT a credit 
granting institution.  The decision to award integrated credit is subject to 
approval of your partner sending school.  A plan to obtain integrated credit 
must be approved by your guidance counselor and the CATC administration.
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Internet Use
The use of Internet and telecommunications is a privilege, not a right, 
and inappropriate use may result in cancellation of those privileges.  
Vandalism will result in cancellation of privileges, and the pursuit of 
appropriate disciplinary or legal action.  Vandalism is defined as any 
malicious attempt to harm or destroy data of another use, the Internet or 
any other telecommunications system.  This includes, but is not limited 
to, the uploading or creation of computer viruses.  Before a student uses 
school computers and Internet services, the student and the student’s 
parent/guardian must sign and return the Computer/Internet Access 
Acknowledgement.  All Augusta School Department computers remain 
under the control, custody and supervision of the school unit.  The school 
unit reserves the right to monitor all computer and Internet activity by 
students.  Students have no expectations of privacy in their use of school 
computers.

Live Work Policy
Prior approval for any live work brought in by students and/or others 
is necessary.  A signed “live work” form holds harmless CATC and the 
Augusta School Department on any projects undertaken.  A copy of the 
form is available in the main office.

Lockers
Individual lockers are provided in some program areas.  We suggest that 
students do not share locker combinations or store valuable items in 
them.  CATC does not assume responsibility for personal property left at 
school.  Lockers are the property of CATC and are subject to search by 
staff.

Make-Up Time
Work missed for an excused absence may be made up through arrangements 
with individual instructors.  Instructors are generally available from 1:30 
to 3:00 p.m. daily.  It is the student’s responsibility to see that work is 
completed.  All instructors will explain the make-up procedures to students.
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Medication
Student medication must be supervised by the Cony nurse. Medication to 
be taken (given) at school MUST be accompanied by parental permission 
and a doctor’s prescription (that which appears on the prescription bottle 
is sufficient). This includes non-prescription drugs as well, i.e. aspirin, 
cough drops, etc. These must be accompanied by a doctor’s permission. 
Students shall be permitted to take non-prescription medication while at 
school when such medicine is given to them under the direction of the 
school nurse who shall act on the specific written request of the parent 
or guardian. The school nurse will make the final decision as to what is 
appropriate and safe to administer within the school setting.

National Technical Honor Society (NTHS)
Students at CATC who display high academic standards are eligible 
to be nominated by their instructor into the school’s chapter of NTHS.  
The nominees’ scholastic records are reviewed by a committee of staff 
members and partner sending school guidance counselors.  The criteria 
for selection are established by the NTHS office and local charter.

Nominations are accepted each spring after a minimum of two ranking 
periods.  All returning seniors who became members are juniors, as well 
as first year students meeting the eligibility requirements are honored 
at an induction ceremony.  Honorees receive correspondence from the 
National NTHS office regarding scholarships, training opportunities, 
postsecondary education and information from employment recruitments.  
 
Parent/Teacher Conferences
Parents/guardians are urged to communicate with their son’s/daughter’s 
instructor regarding any questions or concerns.  It is recommended that 
you contact the instructor between 8:00 to 9:00 a.m. or 1:30 to 3:00 p.m. 
at 626-2475. 

Partner Sending Schools
High Schools that send students to CATC include:
Cony High School, Erskine Academy, Gardiner Area High School, Hall-
Dale High School, Maranacook Community High School, Monmouth 
Academy, Richmond High School, Winthrop High School and home 
school families.
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Partner Sending School Activities and Assemblies
CATC staff wants you to continue to participate in activities and/or 
assemblies that your high school considers an integral part of your school 
experience.  Your sending school or the CATC office will notify you and 
your instructors when these special events occur.

Phones
If you find you must make a call during class time, ask your instructor 
or the office staff for permission.  Students are not allowed to receive 
telephone calls during the school day; however, parents may call the 
office and leave a message.  Cell phones are not to be used in classroom 
and shop areas.  Cell phone use is restricted to the main lobby during 
lunch or before or after school.

Questioning and Searches of Students
The Augusta School Board seeks to maintain a safe and orderly environment 
in the schools.  School administrators are authorized to question and/
or search students in accordance with this policy and accompanying 
administrative procedures.  

Students may not bring, possess or store at school any items or substances 
which are prohibited by law, Augusta School Board policies and/or school 
rules, or which interfere with the operations, discipline or general welfare of 
the school.

Students may be searched upon reasonable suspicion that they have violated 
or are violating Board policies, school rules, and/or State or Federal law.  
When special circumstances exist, including, but not limited to, a suspected 
ongoing violation of the Board’s drug or weapons policy, or when a potential 
threat to safety is identified, school administrators may search groups of 
students, including the entire student body, without individualized suspicion.

Student use of all school storage facilities, including but not limited to 
lockers, desks and parking lots is a privilege granted by the school.  All 
storage facilities are school property and remain under the control, custody 
and supervision of the school.  Students have no expectation of privacy in 
school storage facilities or for any items placed in such storage facilities.  
School administrators have the authority to inspect and search storage 
facilities and their contents with or without reasonable suspicion and without 
notice or consent.
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If a search produces evidence that a student has violated or is violating the 
law, school committee policies and/or school rules, such evidence may be 
seized and impounded by school administrators and appropriate disciplinary 
action may be taken.  Evidence may be forwarded to law enforcement 
authorities as required by law or as deemed appropriate by school 
administrators.
If a student refuses to comply with a search directive, the student shall 
be subject to disciplinary action.  The penalty for noncompliance with 
the search directive shall correspond to the range of penalties that may 
be imposed for the underlying violation.  If there is a range of possible 
penalties for the underlying violation, the penalties for non-compliance 
may fall anywhere within that range, up to and including the maximum 
possible penalty.
School staff, students and parents shall be informed of this policy on an 
annual basis through handbooks and/or other means selected by school 
administrators.
The Superintendent is authorized to develop and implement, with input 
from legal counsel, administrators, staff and others as appropriate, any 
administrative procedures necessary to carry out this policy.  Such 
administrative procedures shall be subject to school committee approval.
Recognition Day
At the end of each school year, parents, friends, and sending school 
staff are invited to attend the Recognition Ceremony.  Students who 
have successfully completed their programs receive certificates of 
achievement.  

SkillsUSA
CATC’s chapter of Vocational Industrial Clubs of America was first 
chartered in 1988.  Since that time, students from CATC have grown 
personally and professionally as a result of membership.  In 2000, the 
organization’s name was changed to SkillsUSA to reflect the focus on 
high skill attainment for its members.  

Through SkillsUSA, students gain self-esteem, pride in their work, 
leadership opportunities and professional development skills to help 
them prepare for postsecondary education and the job market.  Each fall, 
student officers and program representatives are selected.  They form 
a student council that meets on a regular basis and communicates their 
planned activities to all interested students.
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CATC is a full participation SkillsUSA school, meaning that every 
CATC student is a member of SkillsUSA and participates in the annual 
competitions. 

Standards for Ethical and Responsible Behavior
The Augusta Board of Education is committed to maintaining a 
supportive and orderly school environment in which students may 
receive and staff may deliver a quality education without disruption or 
interference and in which students may develop as ethically responsible 
and involved citizens.

To achieve this goal, the Augusta Schools have established a set of 
expectations for student conduct.  These expectations are based on the 
values identified by the community as essential to ethical and responsible 
behavior.  

Respectful
Honest

Compassionate
Responsible
Courteous

Appreciative of Diversity

The Board believes that each member of the school community should 
take responsibility for his/her own behavior.  To that end, the Board 
recognizes the need to define unacceptable student conduct, identify 
the possible consequences for unacceptable conduct, and ensure that 
discipline is administered fairly, promptly and appropriately.  The Code 
applies to students who are on school property, who are in attendance 
at school or at any school-sponsored activity, or whose conduct at any 
time or place directly interferes with the operations, discipline, or general 
welfare of the school.
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Student Discipline
Disciplinary consequences for inappropriate student behavior are part of 
the learning process at CATC.  The disciplinary process is designed to 
allow students to assume responsibility for unacceptable behavior.

Disciplinary consequences are based on the nature and severity of the 
infraction.

Teachers will address the following behaviors with a warning, parent 
contact, detention or other disciplinary measures as appropriate:
• Attendance infractions
• Cheating
• Disrespectful/disruptive behavior
• Dress code violations
• Inappropriate use of cell phones and other personal electronics
• Internet/communications violations
• Safety violations
• Unacceptable language
• Uncooperative behavior
• Verbal abuse

Teachers may make disciplinary referrals to administration for repeated 
or serious violations.

Student Hazing
Maine State Statute defines hazing as “any action or situation, including 
harassing behavior which recklessly or intentionally endangers the 
mental or physical health of any school personnel or a student enrolled in 
a public school.”

It is the policy of the Augusta Board of Education that injurious hazing 
activities of any type, either on or off school property, by any student, 
staff member, group or organization affiliated with this school unit, are 
inconsistent with the educational process and shall be prohibited at all 
times.

No administrator, faculty member, or other employee of the school unit 
shall encourage, permit, condone, or tolerate injurious hazing activities.  
No student, including leaders of student organizations, shall plan, 
encourage, or engage in injurious hazing activities.
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In the case of an organization affiliated with this school unit which 
authorizes hazing, penalties may include rescission of permission for that 
organization to operate on school property or to receive any other benefit 
of affiliation with the school unit.

These penalties shall be in addition to any civil or criminal penalties to 
which the violator or organization may be subject.

The Superintendent shall assume responsibility for administering this 
policy.  In the event that an individual or organization disagrees with an 
action—or lack of action—on the part of the Superintendent as he/she 
carries out the provisions of this policy, that individual or organization 
may appeal to the full Augusta School Board.  The ruling of the Board, 
with respect to the provisions of this policy, shall be final.

Student of the Month
Each month throughout the school year, instructors are given the 
opportunity to recognize a student in their programs who has exemplified 
high academic standards, superior work ethics and a concern for 
community.  

Tardiness
       • Class work must be made up with the instructor.
       • Parents will be notified by the program instructor if tardiness is   
 recurrent.
       • Excessive tardiness will be documented and referred to    
 administration.

Theft
Consequences include restitution, 1 to 3 days suspension, notification of 
parents/guardians, notification of sending school, possible dismissal from 
CATC, possible police involvement.

Tobacco Use/Smoking
In accordance with Maine State law, no student under 18 years of age 
shall have tobacco products in their possession.  Any student found using 
tobacco products will receive a mandatory 3 day suspension from school.  
Illegal possession or furnishing to a student under 18 years of age will 
result in a mandatory 1 day suspension.  Subsequent offenses will result 
in longer suspension time.
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Vehicle Use
Since school bus transportation is provided by each partner sending 
school, student car passes will be granted under the following conditions:
1. A student whose after school employment would make riding the bus  
 a hardship.  This would be determined by the high school principal   
 and the CATC Director.
2. Academic reasons:  to attend a class at the high school, to attend   
 CATC classes that may occur beyond times where bus transportation   
 is provided by a sending school.
3. Circumstances agreed upon by the high school principal and the   
 CATC Director.

After completing the car pass and acquiring the necessary signatures, a 
student must register his/her vehicle in the CATC main office BEFORE 
bringing a vehicle to CATC.  

• CATC assumes no responsibility for any damage to or loss of student  
 vehicles.

• Students bringing a vehicle to CATC without a car pass may be   
 required to return on the bus and retrieve their vehicle after school   
 hours.

• Transportation of other students to or from CATC is NOT allowed   
 and will result in the loss of a car pass.  A first violation will result   
 in a 1 week loss of a car pass.  Repeat violations will result in the  
 permanent loss of a car pass.  Both driver and passenger will be 
 subject to disciplinary consequences from their partner sending   
 school.

• All State laws and City of Augusta ordinances apply when you are   
 driving on school property.

• Careless or reckless driving on campus will result in immediate   
 revocation of your car pass.

• Speed limit on school grounds is 15 miles per hour.

• All vehicles must give school buses the right of way.

• Student vehicles may not be parked in the staff parking lot.  Student   
 vehicles will be parked in the area designated for CATC students.
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• Student vehicles are off limits once you arrive at CATC.  CATC has a   
 “lock them and leave them” policy concerning student vehicles.

• Students are not allowed to sit in their vehicles before classes or   
 during lunch.

• Student vehicles are subject to search according to Augusta School   
 Board policy.

Weapons
A portion of the Augusta Public School’s Dangerous Weapons Policy 
follows: Possession or use or a weapon on school property or at a 
school sponsored event is prohibited.  If any person uses or is found 
to be in possession of a weapon on school property at any time or at a 
school sponsored activity not on school property, he/she is subject to 
administrative action which may include suspension, expulsion and/or 
legal action.

A weapon is defined as:
• Any object or substance used or designed to inflict bodily harm or   
 to threaten another person.  Examples include, but are not limited   
 to:  firearms, artificial knuckles, knives, chains, clubs, throwing stars,  
 air guns, and/or stun guns.
• Any object or substance designed for other purposes which is used in
 a manner to inflict bodily harm or to threaten another person.    
 Examples include, but are not limited to:  belts, combs, pencils, files,   
 and scissors.
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CATC Goals 
Capital Area Technical Center staff strive to:
• Maintain a safe environment that enhances the academic and technical 

learning process for all.
• Give students educational and social experiences that will promote 

creative thinking skills, citizenship, communication, and respect for 
diversity.

• Prepare students for post-secondary educational and career options, 
commensurate with each individual’s aptitudes and interests.

• Offer program opportunities that will encourage students’ varied 
interests, and support current workforce demands.

• Develop comprehensive, dynamic and relevant curriculum that will 
encompass current technologies, promote rigorous academics, and be 
aligned with national industry standards.

• Provide students programs that offer industry credentialing, workforce 
job opportunities, and options for college credit.

• Build collaborative relationships with students, parents, sending 
schools, business, industry, and community partners.

• Model high ideals and expectations of performance that will help 
students to achieve their maximum potential.

• Ensure that the material and educational support necessary for student 
and staff success are provided by the administration. 
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Methods of determination of attainment of Goal Statements

a.  Safe environment: Record keeping of accident reports, disciplinary 
records, and student-parent exiting surveys.

b.  Promotion of creative thinking skills, citizenship, communication, 
cooperation, and respect for diversity: Existing record keeping of 
affirmative action reports, student disciplinary reporting, surveys of 
students, parents, and employers.

c.  Preparation for post-secondary experiences and further training in  
 regard to individual student skills and apptitudes: Post-secondary 
tracking, survey data, advisory committees, and 3rd party assessment 
results.

d.  Encouragement of student interest and support of workforce demands:  
 Student and employer surveys, advisory committees feedback.

e. Dynamic, relevant curriculum: Advisory committee reviews of 
curriculum, results of student assessments aligned with current 
National standards.

f. Credentialing, job opportunities, and college credit: Record keeping of 
 student credentials, certifications awarded, and college credits earned; 

surveys.

g.  Collaborative relationships: Surveys, advisory committees’ feedback, 
 active partnerships resulting in programming for students.

h.  Modeling of high ideals and expectations: Copies of written 
teacher expectations and philosophy/goals statements; credentials, 
certifications, and licensure possessed by staff; surveys and leader 
assessment of staff performance.

i. Provision of educational material and support: Student and staff survey, 
advisory committee reviews, records of provision of professional 
development opportunities.
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STUDENT COMPUTER AND INTERNET USE
The Augusta School Department provides computers, networks and 
Internet access to support the educational mission of the schools and 
to enhance the curriculum and learning opportunities for students and 
school staff. The Board believes that the resources available through the 
Internet are of significant value in the learning process and preparing 
students for future success. At the same time, the unregulated availability 
of information and communication on the Internet requires that schools 
establish reasonable controls for lawful, efficient and appropriate use of 
this technology.

Student use of school computers, networks and Internet services is a 
privilege not a right. Students are required to comply with this policy and 
the accompanying rules (IJNDB-R). Students who violate the policy and/
or rules may have their computer privileges revoked and may also be 
subject to further disciplinary and/or legal action.

All Augusta School Department computers remain under the control, 
custody and supervision of the school unit. The school unit reserves the 
right to monitor all computer and Internet activity by students. Students 
have no expectations of privacy in their use of school computers.

The Augusta School Department utilizes filtering technology 
designed to block materials that are obscene or harmful to minors, 
and child pornography. While reasonable precautions will be taken to 
supervise student use of the Internet, the Augusta School Department 
cannot reasonably prevent all inappropriate uses, including access to 
objectionable materials and communication with persons outside of the 
school, in violation of Board policies/procedures and school rules. The 
school unit is not responsible for the accuracy or quality of information 
that students obtain through the Internet.

Students and parents shall be informed of this policy and the 
accompanying rules through handbooks, the school web site and/or other 
means selected by the Superintendent/designee.

The Superintendent shall be responsible for implementing this policy 
and the accompanying rules, and for advising the Board of the need for 
any future amendments or revisions to the policy. The Superintendent 
may develop additional administrative procedures/rules governing the 
day-to-day management and operations of the school unit’s computer 
system as long as they are consistent with the Board’s policy/rules. 
The Superintendent may delegate specific responsibilities to building 
principals and others as he/she deems appropriate.
Before a student is allowed to use school computers and Internet 
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services, the student and the student’s parent/guardian must sign and 
return the Computer/Internet Access Acknowledgement (IJNDB-E). The 
signed acknowledgement will be retained by the school.
Cross Reference: IJNDB-R – Student Computer and Internet Use Rules
GCSA – Employee Computer and Internet Use
IJND – Distance Learning Program
EGAD – Copyright Compliance
JFC – Student Code of Conduct
ADAA – Standards for Ethical and Responsible Behavior
Legal Reference: 47 USC § 254(h)(5) (Children’s Internet Protection 
Act)

STUDENT COMPUTER AND INTERNET USE RULES
These rules implement Board policy IJNDB - Student Computer and 
Internet Use. The rules are intended to provide general guidelines and 
examples of prohibited uses but do not attempt to state all required 
or prohibited activities by users. Failure to comply with Board policy 
IJNDB and these rules may result in loss of computer and Internet access
privileges, disciplinary action and/or legal action.

A. Computer Use is a Privilege, Not a Right
Student use of the school unit’s computers, networks and Internet 
services is a privilege, not a right. Unacceptable use/activity may 
result in suspension or cancellation of privileges as well as additional 
disciplinary and/or legal action.

The building principal shall have the final authority to decide whether a 
student’s privileges will be denied or revoked.

B. Acceptable Use 
Student access to the school unit’s computers, networks and Internet 
services are provided for educational purposes and research consistent 
with the school unit’s educational mission, curriculum and instructional 
goals.

The same rules and expectations govern student use of computers as 
apply to other student conduct and communications.
Students are further expected to comply with these rules and all specific 
instructions from the teacher or other supervising staff member/volunteer 
when accessing the school unit’s computers, networks and Internet 
services.
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C. Prohibited Use
The user is responsible for his/her actions and activities involving school 
unit computers, networks and Internet services and for his/her computer 
files, passwords and accounts. Examples of unacceptable uses that are 
expressly prohibited include but are not limited to, the following:

1. Accessing Inappropriate Materials - Accessing, submitting, 
posting, publishing, forwarding, downloading, scanning or 
displaying materi als that are defamatory, abusive, obscene, 
vulgar, sexually explicit, sexually suggestive, threatening, 
discriminatory, harassing and/or illegal;

2. Illegal Activities - Using the school unit’s computers, networks 
and Internet services for any illegal activity or activity that 
violates other board policies, procedures and/or school rules;

3. Violating Copyrights - Copying or downloading copyrighted 
materials without the owner’s permission;

4. Plagiarism - Representing as one’s own work any materials 
obtained on the Internet (such as term papers, articles, etc). When  
  
Internet sources are used in student work, the author, publisher 
and web site must be identified;

5. Copying Software - Copying or downloading software without the 
express authorization of the system administrator. Unauthorized 
copying of software is illegal and may subject the copier to substantial 
civil and criminal penalties;

6. Non-School-Related Uses - Using the school unit’s computers, 
networks and Internet services for non-school-related purposes such as 
private financial gain, commercial, advertising or solicitation purposes, 
or for any other personal use;

7. Misuse of Passwords/Unauthorized Access- Sharing passwords, using 
other users’ passwords without permission and/or accessing other users’ 
accounts;

8. Malicious Use/Vandalism - Any malicious use, disruption or harm to 
the school unit’s computers, networks and Internet services, including 
but not limited to hacking activities and creation/uploading of computer 
viruses.

9. Unauthorized Access to Chat Rooms/News Groups - Accessing 
chatrooms or news groups without specific authorization from the 
supervising teacher.
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D. No Expectation of Privacy
The school unit retains control, custody and supervision of all computers, 
networks and Internet services owned or leased by the school unit. 
The school unit reserves the right to monitor all computer and Internet 
activity by students. Students have no expectations of privacy in their use 
of school computers, including e-mail and stored files.

E. Compensation for Losses, Costs and/or Damages
The student and/or the student’s parent/guardian shall be responsible for 
compensating the school unit for any losses, costs or damages incurred 
by the school unit related to violations of policy IJNDB and/or these 
rules, including investigations of violations.

F. School Unit Assumes No Responsibility for Unauthorized Charges, 
Costs or Illegal Use
The school unit assumes no responsibility for any unauthorized charges 
made by students including but not limited to credit card charges, long 
distance telephone charges, equipment and line costs, or for any illegal 
use of its computers such as copyright violations.

G. Student Security
A student shall not reveal his/her full name, address or telephone number 
on the Internet without prior permission from a supervising teacher. 
Students should never meet people they have contacted through the 
Internet without parental permission. Students should inform their 
supervising teacher if they access information or messages that are 
dangerous, inappropriate or make them uncomfortable in any way.

H. System Security
The security of the school unit’s computers, networks and Internet 
services is a high priority. Any user who identifies a security problem 
must notify the system administrator. The user shall not demonstrate the 
problem to others. Any user who attempts or causes a breach of system 
security shall have his/her privileges revoked and may be subject to
additional disciplinary and/or legal action.

Cross Reference: IJNDB – Student Computer and Internet Use 



30

CATC Handbook REVIEW 

1.In the CATC attendance policy, if a student has an excused ab-
sence they do not have to make up the time.
 Page # Located _____

a. True
b. False

2. It is ok to wear clothing depicting alcoholic beverages, drugs 
and sexual overtones.
 Page # Located _____

a. True
b. False

3. You have up to ten days to make up missed time and work.
 Page # Located _____

a. True
b. False

4. A three day suspension will result from tobacco use on CATC 
grounds.
 Page # Located _____

a. True
b. False

  

5. If Augusta schools are closed due to weather you should still 
come to CATC.
 Page # Located _____

a. True
b. False
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6. All Staff members have the right to search a student or their 
locker, desk, car or property if there is a suspicion drugs or unsafe 
objects.
 Page # Located _____

a. True
b. False

7. It’s Ok to have someone ride with you if you have a car pass.
 Page # Located _____

a. True
b. False

8. The student is responsible for making sure all work and time are 
made up.
 Page # Located _____

a. True
b. False

9. You must have a car pass to drive your car to CATC.
 Page # Located _____

a. True
b. False

10. It’s ok to use your cell phone anywhere/ anytime at CATC.
 Page # Located _____

a. True
b. False



11. Who is the Director of CATC?
 _____________________________________________________

12. Who is the Student Services Coordinator?
 _____________________________________________________

13. Who is the Secretary at CATC?
 _____________________________________________________

When we go to CONY HS. For any reason we must follow their 
rules.

14. What two things can we not have in the Cony Auditorium? 

 1. _______________________________________

 2._______________________________________



Notes
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