Montachusett Regional
Vocational Technical School District

Faculty Guide
2015-2016
A great teacher thinks beyond the walls of their classroom, to what their
impact can be.
MISSION STATEMENT
Every student will graduate from Montachusett Regional Vocational Technical School with the
skills, knowledge, and abilities to be a productive and effective member of an ever-changing
society.
Montachusett Regional admits students and makes available to them its advantages, privileges
and courses of study without regard to race, ethnicity, color, gender, gender identity, sexual
orientation, religion, national origin, or disability.
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INTRODUCTION
It is with pleasure that I welcome you to the 20145-2015 6 school year. As educators, you face many challenging tasks, but
most importantly, it is your responsibility to provide an effective educational program for adolescents. This Faculty Guide
will help you by providing direction and support with this overwhelming task.during the 2015-2016 school year.
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Superintendent-Director

SUPERINTENDENT-DIRECTOR
& SCHOOL COMMITTEE
The Superintendent-Director’s primary responsibilities are to provide educational recommendations to the School Committee
and to ensure implementation of School Committee policies in all school programs, in this context he:
•
•
•
•
•
•

Reviews program and submits budget recommendations to the School Committee.
Acts as the appeal agent for the School Committee.
Monitors and effectively evaluates programs and personnel throughout the school.
Allocates budget resources approved by the School Committee.
Makes final personnel employment decisions.
Represents the District interests at the state level.

While time demands force the Superintendent-Director to operate primarily through other administrators or by addressing full
staff meetings, she is available to consider the suggestions and problems of EVERY staff member and department. You can
communicate with the Superintendent in any of the following ways:
l.
2.
3.

Ask your supervisor to invite himer to a department discussion.
Make an appointment with himer through his secretary.
Send himer a note with your suggestion or question.
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SCHOOL COMMITTEE
Ashburnham
Ashby
Athol
Barre
Fitchburg
Fitchburg
Fitchburg
Fitchburg
Gardner
Gardner
Harvard

Mrs. Diane Swenson
Mr. Peter Capone
Ms. Toni L. Phillips
Mr. John ScottTBD
Mr. LeRoy Clark
Mrs. Claudia Holbert
Mr. Brian J. Walker
Mr. Ronald Tourigny
Mr. Eric Commodore
Mrs. Helen Lepkowski
TBD

Holden
Hubbardston
Lunenburg
Petersham
Phillipston
Princeton
Royalston
Sterling
Templeton
Westminster
Winchendon
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Mr. James Cournoyer
Ms. Kathleen Airoldi
Mrs. Barbara Reynolds
Mr. Edward Simms
Mr. Eric Olson
Mr. John P. Mollica
Mrs. Mary C. Barclay
Dr. Kenneth I. H. Williams
Mr. James Gilbert
Mr. Walter TaylorRoss Barber
Mr. Burton E. Gould, Jr.
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Montachusett Regional Vocational Technical School
Philosophy
The teachers, administrators, School Committee members, and support staff of Montachusett Regional Vocational Technical
School, in partnership with our students’ families and the district communities, provide a progressive and safe learning
environment for the intellectual and social development of every student.
The challenging career/technical and academic programs encourage individual excellence and foster the work ethics and life
skills necessary to be successful at Monty Tech, post-secondary institutions, and in today’s workplace. In accordance with
state and national standards, we are committed to high standards of instruction, relevancy of curricula, integration of
programs, and the utilization of on-going assessment to improve student achievement. To attain this ideal, we provide
meaningful learning activities in and out of the classroom as well as opportunities for students to develop critical thinking,
problem solving, and decision-making skills.
Creating and maintaining a positive school environment is essential to the interpersonal and social development of our diverse
student body. Through a variety of extracurricular and co-curricular offerings, students are exposed to opportunities that
promote teamwork, communication, and leadership skills. Comprehensive counseling and special service programs
complement the academic and career/technical programs.
Our faculty members work together to ensure that every student will have the capability to be a lifelong learner in a global
community. We remain committed to prepare graduates to be respectful, tolerant, knowledgeable citizens who demonstrate
civic responsibility.
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Montachusett Regional Vocational Technical School
Statement of Goals
A.
1.
2.
3.
4.
5.
B.

C.

School Environment
To provide an environment that admits students to the school and makes available to them its advantages, privileges,
and courses of study without regard to race, ethnicity, color, gender, gender identity, sexual orientation, national
origin, religion, or disability.
To provide a safe environment in which everyone can feel free of harassment, threats, and abuse.
To promote effective communication and involvement among students, parents, and staff.
To develop good citizenship through the understanding and appreciation of civic responsibilities.
To benefit from the social and cultural diversity of our student population.

Curriculum/Instruction
1. To provide career/technical and academic programs that are current, flexible, integrated, and adaptable and which
lead to employment and/or post secondarypost-secondary institutions, colleges, and universities.
2. To strengthen the ability of students to communicate effectively, solve problems creatively, and apply critical
thinking skills within a complex society.
3. To provide students with positive, challenging experiences that will enhance self-esteem.
4. To provide for varied learning styles based on formal and informal diagnosis of individual student’s strengths and
weaknesses.
5. To encourage interactive and student-centered learning to enhance achievement.
6. To provide students the opportunity to apply learned skills and concepts to real-life situations.
7. To prepare students to be lifelong learners.
8. To develop activities for students which promote social, emotional, and physical well-being.
9. To systematically monitor the progress of all students across all areas of the curriculum, using alternative and
traditional methods.
10. To develop opportunities for participation in meaningful co-curricular and extracurricular activities in school and
community.
11. To adhere to state and national standards for student assessment and program evaluation data to improve
continuously the school climate, organization, management, curricula and instruction to advance student learning
and to recognize students who meet both curriculum and performance goals.
1.
2.
3.
4.
5.

D.
1.
2.
3.

Support Services
To provide academic and career/technical support to all students.
To provide a comprehensive career plan to all students.
To ensure that students receive guidance and counseling enabling them to deal effectively with their social and
personal development.
To provide a structured system of extra help to enable students who may need additional support to complete an
accelerated program of study.
To provide and support ongoing professional development for staff.
Parent/Community Involvement
To present the opportunities and advantages of career/technical education to prospective students and their parents
so that informed decisions can be made when choosing a secondary school and setting career plans.
To secure parent/community support through participation on advisory boards, school council, and parent
organizations.
To provide students and parents the opportunities to interact through a variety of extra and co-curricular activities.
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Pg. 4 – Insert Calendar with Calendar of Events
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Interim Progress Report Dates
Interim Progress Report 1st Period September 25, 2015
Interim Progress Report 2nd Period December 4, 2015
Interim Progress Report 3rd Period March 4, 2016
Interim Progress Report 4th Period May 6, 2016

Marking Periods
1st Marking Period
October 30, 2015
2nd Marking Period
January 29, 2016
3rd Marking Period
April 1, 2016
4th Marking Period SENIORS
May 13, 2016 Academic
4th Marking Period SENIORS
May 20, 2016 Vocational
4th Marking Period
June 8, 2015

PRE-EXPLORATORY/EXPLORATORY (B weeks)
Pre Exploratory
Exploratory 1
Exploratory 2
Exploratory 3
Exploratory 4
Exploratory 5
Exploratory 6
Exploratory 7
Exploratory 8
Exploratory 9

DATES:
Sept. 8,9,10,11 (4 days)
Sept. 21,22,23,24,25 (4 1/2 days)
Oct 5,6,7,8,9 (5 days)
Oct. 20,21,22,23 (4 days)
Nov. 2,3,4,5,6 (5 days)
Nov. 16,17,18,19,20 (4 1/2 days)
Nov. 30, Dec. 1,2,3,4 (5 days)
Dec.14,15,16,17,18 (4.5 days)
Jan. 4,5,6,7,8 (5 days)
Jan. 19,20,21,22 (4 days)

Subject to Department of Education Regulations.
All dates are tentative, based on current information and may change due to unforeseen
circumstances.
Get from Tammy
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ATTENDANCE/LEAVE: STAFF
MORNING ARRIVAL AND DEPARTURE TIME: All teachers are required to be in the building and have rooms
unlocked by 7:35 a.m. Teachers are expected to supervise the hallways in the vicinity of their assigned rooms between
7:35 a.m. and 7:45 a.m. Students should start moving into their 1st period classes at the warning bell (7:40 a.m.).
The school day for the student ends at 2:40 p.m. Teachers may leave the building 10 minutes after their scheduled work day
(2:50) if they have completed their obligations. Earlier departure is permitted on Fridays.
NOTE: Teachers must remain 30 minutes after school until 3:15 p.m. on one of three days — Monday, Wednesday,
or Thursday — to be available to students. A schedule will be developed with your Coordinator. Information from
teachers must be submitted to your respective coordinator by Tuesday, September 21, 20145.
LATE ARRIVAL: Any teacher forced to arrive late for school for such reasons as car breakdown, flat tire, illness at home,
etc., must contact the school office by phone as early as possible (978-345-9200) and leave a message on the voice mail
system. It may be necessary to assign someone to cover your classroom or other areas of responsibility that you might have.
Teachers are required to be in their respective teaching area no later than 7:35 a.m. Tardy teachers will be required to
sign in at the Main Office immediately upon arrival and submit a “release late” request via the Budget Sense Access System
as soon as possible.
EARLY DEPARTURE: Teachers will not be allowed to leave the school grounds during school hours. In the event an
emergency should arise, notification must be given to his/her respective Coordinator. Any teacher leaving the building will
be required to sign out in the Main Office and submit a “release early” request via the Budget Sense Access System.
Attendance at faculty/ coordinator/department meetings is mandatory and teachers should not leave early without prior
discussion with their Principal/Coordinator.
AFTERNOON AND EVENING FUNCTIONS: It is anticipated that teachers will voluntarily attend as many school
functions as possible. This will serve the following purposes:
1. Teacher will be able to view their students in an environment other than that of the classroom.
2. Students react favorably to teachers showing an interest in what they do.
3. Supervision of the school is improved for a positive school climate.
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TEACHER ABSENCES: In the event a teacher must be absent from school due to personal illness, injury or any other
reason, your Substitute Coordinator should be notified the night before, prior to 9:00 p.m.. If this is not possible, you
should call your Substitute Coordinator between 5:30 and 6:15 the morning of absence. All calls must be made prior to 6:15
a.m. in order to assist our securing a proper substitute.
PRIOR TO 6:15 A.M.
ACADEMIC TEACHERS, SPECIAL EDUCATION TEACHERS, MEDIA CENTER: Call Sandra Robichaud @
978-549-3521
VOCATIONAL TEACHERS: Call Karen Hebert @ 978-630-2330
STUDENT SUPPORT SERVICES STAFF: Call Vicki Zarozinski @ 978-874-5302
AFTER 6:15 A.M. (IN AN EMERGENCY SITUATION)
ACADEMIC TEACHERS, SPECIAL EDUCATION TEACHERS, MEDIA CENTER: Call Sandra Robichaud’s
cell phone 978-549-3521 and leave a clear message, including your name and subject area.
VOCATIONAL TEACHERS: Call Karen Hebert’s extension at school 978-345-9200 X5255 and leave a clear
message, including your name and shop area.
STUDENT SUPPORT SERVICES STAFF: Call Vicki Zarozinski’s cell phone 603-828-4241
PLANNED ABSENCE: Requests for planned teacher absence must be submitted as soon as possible so that proper
coverage can be obtained. A personnel leave request should be submitted via the Budget Sense Access Program, as per the
teacher contract.
PROFESSIONAL CONFERENCES: While it is the intent of the administration to encourage attendance at professional
conferences, we need to be realistic within budget constraints and be able to determine that the educational environment of
Monty Tech would be enhanced by the participation of teachers in the professional conference. Therefore, a Professional
Conference Request Form is required to be submitted to your immediate supervisor at least one to two weeks prior to the
conference. Also, Technology equipment requests must be made at least 72 hours in advance. These forms are found on the
Monty Tech web site.
1.

“Professional Day” - Requests for a Professional Day must be submitted to respective Coordinator for Coordinator's
recommendation.
a.

"Professional Day" Form is then forwarded to the Principal for approval/disapproval.

b.

Professional Days relating to Athletics and Advisorships (i.e. MIAA meetings, Yearbook Conferences) will
require the recommendation from the Principal and then forwarded to the Superintendent-Director for
approval/disapproval.
Technology equipment requests must be made at least 72 hours in advance.

c.
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The Personal Leave Request Form is filed electronically through BudgetSense. Each staff person will fill out their time off
request slip and submit to their Coordinator electronically.

Insert Personnel Leave Request Form p1
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Insert Personnel Leave Request Form p2
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PLACE PROF. CONF. FORM HERE
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ATTENDANCE: STUDENTS
STUDENT DAILY ATTENDANCE PROCEDURES:
1.

First period attendance will be taken on the computer between 7:45-7:51 a.m., as directed by administration. Specific
details and directions will be issued at the start of the school year.

2.

Attendance should be taken during all academic and related classes and should also be checked periodically at the
beginning and end of the shop session.

3.

Accurate attendance reporting by all teachers is essential. Attendance reporting will be handled directly through the
computer system.

4.

Be accurate and check your attendance with the absentee sheet each period.

ATTENDANCE DISCREPANCIES: Any discrepancy found between the General Attendance List and the actual
attendance within your room should be reported to the Attendance Office shortly after the start of your class. All
discrepancies should be sent on the Discrepancy Form provided. If you find that you have made an error in your report,
please call the Attendance Office on the telephone to correct the problem. (Ext. 5247 or 5248)
ASSEMBLIES
1.

Assemblies will be held periodically throughout the year.

2.

Teachers will accompany and supervise their students at the assembly.

3.

Teachers will sit with their students and be responsible for the appropriate conduct of their students. All teachers and
staff are asked to be seated rather than stand around the perimeter of the room.

4.

The entire faculty is expected to attend assemblies unless otherwise excused. Teachers not assigned to students will
distribute themselves throughout the assembly hall rather than congregating in one area.
ATTIRE

1.

Teachers are expected to dress in a way that is a credit to the teaching profession, recognizing that teachers are a role
model for students. Teachers must ensure proper dress at all times.

2.

The Committee shall supply laboratory coats or uniforms (coveralls) to staff members (in positions agreed upon by the
Committee and the Association) who request coats or uniforms subject to the following conditions:

3.

a.

In order to receive a uniform or coat, a staff member must request one in writing prior to the end of the first week of
the school year.

b.

Staff members who request a uniform or coat is are expected to wear the uniform or coat at appropriate times to the
extent possible. Staff members who do not wear uniforms and coats will not be issued uniforms and coats in the
future.

c.

Uniforms or coats will be supplied in duplicate once every three years.

d.

Coats and uniforms which are worn out or destroyed may be turned in on a one-time basis for a replacement uniform
or coat.

e.

Staff members are not entitled to replacements if their uniforms are lost, stolen or negligently destroyed unless they
replace such uniforms at their own expense or unless excused by the Superintendent-Director in writing.

f.

The Committee may utilize the service of a rental supply company if it chooses.

Teachers are to insist on the proper dress attire for students as outlined in the Student Handbook.

14
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AUDIO/VISUAL EQUIPMENT/SUPPORT
1.

Audio Visual Equipment is to be signed out through the TV Studio using an AV Sign Out form available in the TV
Studio, at least one day prior to use.
Equipment will be delivered to the teacher by the AV specialist. Equipment must be returned to the TV Studio
immediately after use.

2.

Please report the need for repairs or adjustments immediately. Do not attempt to make your own repairs.

3.

Requests for videotape duplication or television program recording must be made at least one day prior to need on the
appropriate form.

4.

Requests for program distribution through the AV network must also be made at least one day in advance on the
appropriate form.

5.

Please contact the Media Instructional Aide before moving any Audio Visual equipment.

All telephone inquires/requests regarding Audio-Visual needs should be made to extension 5423.
CAFETERIA SUPERVISION GUIDELINES/SAFETY
A supervising teacher should be sensitive to the mood and behavior of students during the lunch period. Early intervention by
a look or a gesture can be more effective and may preclude the need for any later action. Common sense is the best guide.
Supervising teachers should circulate around the Cafeteria to maximize supervision effectiveness.
This is a student lunch period, a moment when considerable socialization occurs. Students are entitled to a more relaxed time
of supervision. Teachers who are themselves taking lunch or are otherwise seated should be situated so as to be in a position
to note irregular student behavior. A casual walk, word or signal announces the presence of staff and generally lessens the
need for any other overt action. Discreet positioning can cool an incipient hot spot.
Because of safety reasons, the cafeteria kitchen should not be used as a passageway to the cafeteria. Food should not be
transported from the cafeteria.
Specific student regulations regarding the Cafeteria are located in the student handbook.
CARE OF THE BUILDING
CARE OF SCHOOL PROPERTY: The administration, faculty, and student body are responsible for the reasonable care
of school property. Any damage incurred as a result of lack of proper care or negligence will be considered a serious offense.
Such an act should be reported immediately to your Coordinator.
ROOM CARE: Teachers are responsible for the rooms and equipment they may be using throughout the day.
procedures should be:
1.
2.
3.
4.
5.
6.
7.

The

Students should never be allowed to use the computer labs, unless accompanied by a teacher or other staff member.
Whiteboards should be erased at the end of each period prior to your leaving the room, except in the case of board work
you may wish to preserve. The exceptions should be clearly marked “SAVE”.
Windows should be closed at all times in areas where heat and/or air conditioning units are working. Be conscious of
heating, lighting, and ventilation.
Desks, chairs and other classroom equipment should be neat and orderly.
Desks should be checked and cleaned daily, and vandalism reported to the Dean’s Office.
Shelves and cabinets should be left neat and orderly.
All doors to classrooms should be locked when unoccupied. Drapes/blinds should be closed prior to leaving your room
for the day.

POSTERS AND BULLETINS: Posters and/or bulletins of any kind must be approved by the Principal. All posters must
be displayed on bulletin boards only and attached at all four corners. Do not apply posters to any brick walls.

15

Formatted: Font color: Red

Faculty Guide, 20145-20156

Formatted

POLICIES AND PROCEDURES FOR REPORTING AND RESPONDING TO BULLYING AND RETALIATION
I. Reporting Bullying or Retaliation
Reports of bullying or retaliation may be made by staff, students, parents or guardians, or others, and may be oral or written.
Oral reports made by or to a staff member shall be recorded in writing. The MRVTS staff member is required to report
immediately to the principal or designee any instance of bullying or retaliation the staff member becomes aware of or
witnesses. Reports made by students parents or guardians, or other individuals who are not school district staff members, may
be made anonymously. The MRVTS will make a variety of reporting resources available to the school community.
Use of an Incident Reporting Form is not required as a condition of making a report. The MRVTS will: 1) make it available
in the school’s main office, the counseling office, the school nurse’s office, and other location determined by the principal or
designee; and 2) post it on the school’s website.
At the beginning of each school year, the MRVTS will provide the school community, including administrators, staff,
students, and parents or guardians, with written notice of it’s policies for reporting acts of bullying and retaliation. A
description of the reporting procedures and resources, including the name and contact information of the principal or
designee, will be incorporated in student and staff handbooks, on the district website, and in information about the Bullying
Prevention and Intervention Plan that is made available to parents or guardians.
A. Reporting by Staff
A.
B.
A staff member will report immediately to the principal or designee when he/she witnesses or become
aware of conduct that may be bullying or retaliation. The requirement to report to the principal or designee does not
limit the authority of the staff member to respond to behavioral or disciplinary incidents consistent with school
district policies and procedures for behavior management discipline.
C.
Reporting by Students, Parents or Guardians, and Others
B.
The MRVTS expects students, parents or guardians, and others who witness or become aware of an instance of
bullying or retaliation involving a student to report it to the principal or designee. Reports may be made
anonymously but no disciplinary action will be taken against an alleged aggressor solely on the basis of an
anonymous report. Students, parents, or guardians, and others may request assistance from a staff member to
complete a written report. Students will be provided practical, safe, private and age-appropriate ways to report and
discuss an incident of bullying with a staff member, or with the principal of designee.
D.C.
False Reporting
If the Dean(s) of Students determines that a student knowingly made a false allegation of bullying or retaliation, that
student may be subject to disciplinary action consistent with school committee policies and student handbook.
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II. Responding to a Report of Bullying or Retaliation
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A. Safety
A.
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B.
C.
Before fully investigating the allegations of bullying or retaliation, the principal or designee will takes steps
to assess the need to restore a sense of safety to the alleged target and/or to protect the alleged target from possible
further incidents. Responses to promote safety may include, but not be limited to: creating a personal safety plan;
pre-determining seating arrangements for the target and/or the aggressor in the classroom, at lunch, on the bus;
identifying a staff member who will act as a “safe person” for the target; and altering the aggressor’s schedule and
access to the target. The principal or designee will take additional steps to promote safety during the course of and
after the investigation, as necessary.
D.
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The principal or designee will implement appropriate strategies for protecting from bullying or retaliation a student
who has reported bullying or retaliation, a student who has witnessed bullying or retaliation, a student who provides
information during an investigation, or a student who has reliable information about a reported act of bullying or
retaliation. Every attempt will be made to keep reports of bullying confidential.
E.B. Obligations to Notify Others
1. Notice to parents or guardians. Upon determining that bullying or retaliation has occurred, the principal or
designee will promptly notify the parents or guardians of the target and aggressor of this, and of the procedures
for responding to it. There may be circumstances in which the principal or designee contacts parents or
guardians prior to any investigation.
2. Notice to Another School or District. If the reported incident involves students from more than one school
district, charter school, non-public school, approved private special education day or residential school, or
collaborative school, the principal or designee first informed of the incident will promptly notify by telephone
the principal or designee of the other school(s) of the incident so that each school may take appropriate action.
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3. Notice to Law Enforcement. At any point after receiving a report of bullying or retaliation, including after an
investigation, if the principal or designee has a reasonable basis to believe that criminal charges may be pursued
against the aggressor, the principal will notify the local law enforcement agency. Also, if an incident occurs on
school grounds and involves a former student under the age of 21 who is no longer enrolled in school, the
principal or designee shall contact the local law enforcement agency if he/she has a reasonable basis to believe
that criminal charges may be pursued against the aggressor.
Formatted

4.3.
In making the determination, the principal or designee, will, consistent with the Bullying Prevention and
Intervention Plan and with applicable school district policies and procedures, consult with the school resource
officer, if any, and other individuals the principal or designee deems appropriate.
III. Investigation
The principal or designee will investigate promptly all reports of bullying or retaliation and, in doing so, will consider all
available information known, including the nature of the allegation(s) and the ages of the students involved.
During the investigation the principal or designee will, among other things, interview students, staff, witnesses, parents or
guardians, and others as necessary. The principal or designee (or whoever is conducting the investigation) will remind the
alleged aggressor, target and witnesses that retaliation is strictly prohibited and will result in disciplinary action.
Interviews may be conducted by the principal or designee, other staff members as determined by the principal or designee,
and in consultation with the school counselor, as appropriate. To extent practicable, and given his/her obligation to
investigate and address the matter, the principal or designee will maintain confidentiality during the investigative process. The
principal or designee will maintain a written record of the investigation.
Procedures for investigating reports of bullying and retaliation will be consistent with MRVTS policies and procedures for
investigations.
Pre-investigation. Even before fully investigating allegations of bullying or retaliation, school personnel will consider whether
there is a need to take immediate steps to support the alleged victim and/or protect the alleged victim from further potential
incidents of concern. In taking any such action, however, the rights of both the alleged victim and alleged perpetrator must be
considered.
IV. Determinations
The principal or designee will make a determination based upon all of the facts and circumstances. If, after investigation
bullying or retaliation is substantiated, the principal or designee will take steps reasonably calculated to prevent recurrence
and to ensure that the target is not restricted in participating in school or in benefiting from school activities. The principal or
designee will: 1) determine what remedial action is required, if any, and 2) determine what responsive actions and/pr
disciplinary action is necessary.
SUMMARY:
Consistent with state and federal laws, and the policies of the MRVTHS, no person shall be discriminated against in
admission to MRVTS or in obtaining the advantages, privilege and courses of study at MRVTS on account of race, color,
sex, religion, national origin, gender, gender identity, or sexual orientation. Nothing in the Bullying Prevention and
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Intervention Plan prevents the MRVTS from taking action to remediate discrimination or bullying based on a person’s
membership in a legally protected category under local, state, or federal law, or school district policies.
In addition, nothing in the Bullying Prevention and Intervention Plan is designed or intended to limit the authority of the
MRVTS to take disciplinary action or other action in response to violent, harmful, or disruptive behavior, regardless of
whether the Bullying Prevention and Intervention Plan covers the behavior.

18

Formatted: Font color: Red

Faculty Guide, 20145-20156

19

Formatted: Font color: Red

Faculty Guide, 20145-20156

Formatted: Left

20

Formatted: Font color: Red

Faculty Guide, 20145-20156

INSERT BULLYING PREVENTION AND INTERVENTION INCIDENT REPORTING FORM P. 1
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INSERT BULLYING PREVENTION AND INTERVENTION INCIDENT REPORTING FORM P. 2
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CHILD ABUSE
POLICY:

THE REPORTING OF CHILD ABUSE AND NEGLECT

The Massachusetts Child Abuse and Neglect Reporting Statute, Chapter 119, Section 51A states that any school employee
“who, in his/her professional capacity shall have reasonable cause to believe that a child under the age of eighteen years is
suffering physical or emotional injury resulting from abuse inflicted upon him/her including sexual abuse, or from neglect,
including malnutrition, .... shall notify the person in charge of such institution, school or facility,.... whereupon such person in
charge shall then become responsible to make the report in the manner required by this section. Any such person so required
to make such oral and written reports who fails to do so shall be punished by a fine of not more than one thousand dollars.”
It is not the responsibility of the school official or employee to prove that the child has been abused or neglected — only that
the individual has reasonable cause for concern. Mandated school personnel who report with reasonable cause are presumed
to be acting in good faith and are immune from any civil or criminal liability. Other individuals who report in good faith are
also immune from any civil or criminal liability.
SCHOOL CHILD ABUSE NEGLECT TEAM (SCAN)
The policy of the Montachusett Regional School is that any teacher or other mandated school employee who has reasonable
cause to believe that a child’s physical or mental health or welfare may be adversely affected by abuse or neglect shall report
this to the in-house child abuse team contact person.
It is the responsibility of the SCAN team to evaluate and transmit all reports of child abuse and neglect to the Department of
Children and Family Services, Protective Services Unit. In addition, the team shall report to the Superintendent-Director
through the Principal. All information at all levels regarding these reports is strictly confidential.
The aim of the mandated reporting law in Massachusetts is to identify, report, investigate and intervene in families where
there is suspected neglect or abuse. It is important to recognize the need to help both the child and the family.
Procedure: Reporting Child Abuse Cases
1. Observe “reasonable cause”
2. Notify the Principal or School Social Worker
3. Meeting will be convened
4. Case will be reviewed, followed by decision: file or not file
If filed:
5. We notify parents, when applicable
6. We notify D. C. F.
7. We notify Director of Student Support Services and Superintendent-Director
8. We complete 51A Form to send to D.C.F.
CLASSROOM MANAGEMENT
Based upon the variety of procedures used in implementing discipline, there is a need to establish a consistent system used by
all faculty members. The following could prove to be effective in establishing a school wide approach:
1.

Teachers are the first line in the discipline process.
a.

Set classroom rules and regulations as early as possible in the school year. It is recommended that basic rules be
posted.

b.

Be fair, yet consistent, in implementing these rules. Develop alternative methods of classroom discipline. Do not
rely on the office referral system until you have exhausted your own means.

c.

Contact parents as soon as possible when a student’s behavior detracts from the overall learning environment.

d.

Counsel the student - refer to the Student Support Services whenever necessary.

e.

Use the demerit slip to begin documentation of behavioral problems which are frequently observed, e.g., behavior
interfering with the educational process
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2.

The following “Guidelines for Teachers” are effective classroom management techniques. These guidelines can make
for a comprehensive method for dealing with disciplinary problems.
a.

Be consistent! Whatever rules and regulations you follow, follow them consistently for all students.

b.

Be fair! Weigh everything before making a decision in a fair and just manner.

c.

Do not overreact! Do not let your emotions be hooked so that you act irrationally.

d.

Use praise as a tool to reinforce positive behavior.

e.

Negative behavior can be attention seeking. Giving attention to that behavior only reinforces it.

f.

Do not avoid or neglect the student. If a student asks a question, respond to the question as reasonably as possible.

g.

Always expect the best from your students. If you expect students to be good students, then they will also try to meet
those expectations.

h.

Never use rude or inappropriate language around your students. Nor should that type of behavior/language be
tolerated from the students. This behavior should be avoided at all cost, since you could lose the respect of all of
your students.

i.

Remember that your students will try to model themselves after you.

j.

Use less threatening techniques first:
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h.

Never refer to a student as being “stupid”, “dumb”, or demean that student in front of his peers. This behavior
should be avoided at all cost, since you could lose the respect of all of your students.

i.

h.. Remember that your students will try to model themselves after you.

j.

I. Use less threatening techniques first:

Formatted

1) Appear to be helpful; engage the student in a conversation about the work. “Can I help you?” etc. Proceed to
provide assistance.
2) Ask the student to answer a question. If he answers correctly, provide praise. If not, ask another student to
answer the question, “Who can help John?”, and then ask John to answer a similar question.
3) Move the student’s seat.
4) Speak to the student after class.
CONTACT, STUDENT (PHYSICAL)
Teachers should avoid all physical contact with students to the greatest extent possible. To protect a student from harming
himself/herself, another student(s), staff members, or school property; a trained staff member may be required to use physical
force to restrain.
Student Restraint Policy and Procedures
The Montachusett Regional Vocational Technical School complies with the DOE physical restraint regulations, Sec. 46.03 of
Title 603 of the Code of Massachusetts Regulations (“Regulations”), to the extent required by law. These Regulations apply
not only at school but also at school-sponsored events and activities, whether or not on school property.
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Physical restraint is defined as the use of bodily force to limit a student’s freedom of movement1. Physical restraint shall only
be used as a behavior management tool when other less intrusive alternatives have failed or been deemed inappropriate.
Methods and Conditions for Implementation
A. Physical restraint may only be used in the following circumstances and only by trained staff members:
1. When non-physical interventions would be ineffective; and
2. The student’s behavior poses a threat of imminent, serious harm to self and/or others.
1

Physical escort is defined as the touching or holding of a student without the use of force for the purpose of directing the
student. Physical escort is not physical restraint and is not covered by this policy.

B. Physical restraint is prohibited in the following circumstances:
1. As a means of punishment; or
2. As a response to property destruction, disruption of school order, a student’s refusal to comply with a school rule or
staff directive, or verbal threats that do not constitute a threat of imminent, serious, physical harm. However, if the
property destruction or the refusal to comply with a school rule or staff directive could escalate into, or could itself
lead to serious, imminent harm to the student or to others, physical restraint is appropriate.
C. Students with Disabilities
1. Restraints may be administered to a student with a disability pursuant to the student’s Individualized Education Plan
(IEP) or other written and agreed upon plan developed in accordance with state and federal law, subject to the
following exceptions:
a. The limitations on chemical, mechanical, and seclusion restraint as stated above shall apply; and
b. The training and report requirements described in this policy shall apply.
The Regulations do not prevent a teacher, employee or agent of the District from using reasonable force to protect students,
other persons or themselves as otherwise provided in the Regulations.
Staff Training
A. Training for all staff will include review of the following:
1. The District’s restraint policy;
2. Interventions, which may preclude the need for restraint, including de-escalation of problematic behaviors;
3. Types of restraints and related safety considerations, including information regarding the increased risk of injury to a
student when an extended restraint is used;
4. Administering physical restraint in accordance with known medical or psychological limitations and/or behavioral
intervention plans applicable to an individual student; and
5. Identification of program staff who received in-depth training (as set forth below in Section B. in the use of physical
restraint).
B. Designated staff members shall participate in at least sixteen hours of in-depth training in the use of physical
restraint.
1. At the beginning of the school year, the Principal will identify those staff who will participate in in-depth training and
who will then be authorized to serve as school-wide resources to assist in ensuring proper administration of physical
restraint.
2. In-depth training will include:
a. Appropriate procedures for preventing the need for physical restraint, including the de-escalation of problematic
behavior, relationship building, and use of alternatives to restraint.
b. A description and identification of dangerous behaviors on the part of a student that may indicate the need for
physical restraint and methods for evaluating the risk of harm in individual situations in order to determine
whether the use of restraint is warranted.
c. The simulated experience of administering and receiving physical restraint, instruction regarding the effect(s) on
the person restrained, including instruction on monitoring physical signs of distress and obtaining medical
assistance.
d. Instruction regarding documentation and reporting requirements and investigation of injuries and complaints; and
e. Demonstration by participants of proficiency in administering physical restraint.
C.

Staff/faculty will review any behavior plans pertaining to special techniques for identified students.
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D.

Only school personnel who have received required training or in-depth training pursuant to this policy shall
administer physical restraining on students with, whenever possible, one adult witness who does not participate
in the restraint. The training requirements, however, shall not preclude a teacher, employee or agent of the
school from using reasonable force to protect students, other persons or themselves from assault or imminent,
serious, physical harm.

E.

Physical restraining shall be limited to the use of such reasonable force as is necessary to protect a student or
others from assault or imminent, serious physical harm.

F.

A person administering physical restraint shall use the safest method available and appropriate to the situation.
Floor or prone restraints may not be administered. Only approved CPI Techniques may be used.

G.

Physical restraining shall be discontinued when it is determined that the student is no longer at risk of causing
imminent physical harm to self or others.

H.

Additional safety requirements:
1. A restrained student shall not be prevented from breathing or speaking. A staff member will continuously monitor
the physical status of the student, including skin color and respiration, during the restraint.
2. If at any time during a physical restraint, the student demonstrates significant physical distress, as determined by the
staff member, the student shall be released from the restraint immediately, and school staff shall take steps to seek
medical assistance.
3. Program staff shall review and consider any known medical or psychological limitations and/or behavioral
intervention plans regarding the use of physical restraint on an individual student.

Reporting Requirements and Follow Up
In instances where a physical restraint (1) lasts more than five minutes or (2) results in injury to a student or staff member, the
school staff must report the physical restraint to the Principal or a designee. The Principal/designee must maintain an
ongoing record of all such reported instances, which will be made available in accordance with state and federal law and
regulations. The Principal/designee must also verbally inform the student’s parent or guardian of the restraint as soon as
possible, and by written report postmarked no later than three school working days following the use of the restraint. The
written restraint report must be provided to the parent or guardian in the language in which report cards and other necessary
school-related information are customarily provided.
In the event that a physical restraint (1) lasts longer than 20 minutes or (2) results in serious injury to the student or staff
member, the school must, within five school working days of the reported restraint, provide a copy of the written report to
DOE along with a copy of the school’s record of physical restraints covering the thirty-day period prior to the date of the
restraint.
For students who require the frequent use of restraint because they present a high risk of frequent, dangerous behaviors,
school staff may seek and obtain the parent or guardian’s consent to waive reporting requirements for restraints administered
to an individual student that do not result in serious injury to the student or staff member or constitute extended restraint
(longer than 20 minutes).
Follow-up procedures for restraint include not only the reporting requirements set forth above, but also reviewing the incident
with the student, staff and consideration of whether follow-up is appropriate for students who witnessed the incident.
Complaints
Complaints and investigations regarding restraint practices are covered by Montachusett Regional Vocational Technical
School’s Student/Parent Complaint Policy JKAA.
POSTGRADUATE AND CONTINUING STUDIES
Monty Tech is committed to educating adults as well as children. Training and retraining programs are offered during the
afternoons, evenings, and Saturdays. In addition to enrichment and recreational courses, we have programs that lead to
professional licensure and/or certification. For the 20145-20156s school year, we offer the following:
 Licensed Practical Nursing – evening and weekend format
 Phlebotomy Technician – evening format
 Journeyman/Master Electrician – evening format
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Journeyman/Plumber – evening format
Emergency Medical Technician – evening format
Certified Nurse Aide/Home Health Aide – evening and weekend format
Pharmacy Technician-evening format
Faculty members are encouraged to explore the teaching opportunities available through the Continuing Studies Office.
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CURRICULUM
TEACHER PLANNING: Successful teaching is based on advanced planning and advanced communication of performance
expectations to students. Each teacher is responsible for ensuring that he or she presents a clear curriculum plan to students
and that he or she manages subsequent learning with that plan.
PLAN BOOKS: Either the teacher can use the Daily Plan book in the traditional way, or the teacher may adopt a formal
method of recording plans to be approved by your Coordinator.
In the event a teacher is absent from school and no plans are available on his/her desk for a substitute, it becomes the
responsibility of the absent teacher to see that a plan for the day and the necessary materials are sent to the school for use by
the substitute. A substitute should not be a baby-sitter; he/she must be prepared to be productive.
Plan books should be left in the Coordinator’s Office as scheduled. Plan books and rank books must be turned in to your
Coordinator prior to checking out in June.
PREPARATION PERIODS: Preparation periods are not to be considered “free periods.” These periods may be used as
help sessions for students, conferences with parents or students, or conferences with other staff members. These periods
allow time to continue work on your curriculum. This time should not be used to conduct personal business.
ADMINISTRATIVE PERIODS may be used for other assignments made by the administration or as preparation periods.

A WELL-PLANNED CLASS PERIOD is essential for both teacher and student. Teachers must be prompt and prepared
for class and must start and finish class periods according to the bell schedule.
1.

Teachers are responsible for their assigned classes; therefore, you are never to leave any class unattended. In the event of
an emergency, you are to contact your Coordinator. Do not get yourself into a situation where negligence could be
claimed.

2.

All classrooms and shops must be locked when the teacher leaves an area.

3.

If conflicts arise in your schedule, you should contact your Coordinator immediately.

COMMON LEARNING TIME periods are periods directed by administration for use as curriculum development,
preparation for state testing, and integration of academic and vocational offerings. These common learning periods will at
times be designated as department meetings.
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ACADEMIC BELL SCHEDULE
20154-20165
Grades 9 & 10 follow 5a & 6a
Grades 11 & 12 follow 5b & 6b
Week A, Grades 9 & 11 in Academics

Week B, Grades 10 & 12 in Academics

Ten (10) Minute Faculty Bell ................ 7:35
Five (5) Minute Warning Bell................ 7:40 (Students proceed to 1st Period)
First (1st) Period Attendance .................. 7:45
Period 1 .................................................. 7:45 .............. 8:30
Period 2 .................................................. 8:34 .............. 9:13
Period 3 .................................................. 9:17 .............. 9:56
Period 4 ................................................ 10:00 ............ 10:39 ...... Lunch, Gr. 9 (Wk. A), Gr. 10 (Wk. B) 10:39-11:05
Period 5a .............................................. 11:09 ............ 11:48
Period 5b .............................................. 10:43 ............ 11:22
Period 6a .............................................. 11:52 ............ 12:31
Period 6b .............................................. 11:26 ............ 12:05 ...... Lunch, Gr. 11 (Wk. A), Gr. 12 (Wk. B) 12:05-12:31
Period 7 ................................................ 12:35 .............. 1:14
Period 8 .................................................. 1:18 .............. 1:57
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Period 9 .................................................. 2:01 .............. 2:40
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Bus Departure Bell ....................................... .............. 2:49
LUNCH BELL SCHEDULE
Lunch 1A, Culinary.............................. 10:09 ............ 10:35
Lunch 1, Academics............................. 10:39 ............ 11:05
Lunch 2, Shops .................................... 11:08 ............ 11:33
Lunch 3, Shops .................................... 11:36 ............ 12:01
Lunch 4, Academics............................. 12:05 ............ 12:31

Gr. 9 (Wk. A), Gr. 10 (Wk. B)
Gr. 11 (Wk. A), Gr. 12 (Wk. B)

SHOP LUNCH SCHEDULE
Lunch 2 – 11:08 to 11:33 - All students in the following trades:
Automotive Tech
Carpentry (House)
Auto Body : Collision Repair
Graphic Communications
Industrial Technology
Machine Technology
Cabinetmaking
Masonry
Welding/Metal Fab

Lunch 3 – 11:36 to 12:01 - All students in the following trades:
Business Technology
Early Childhood Education
Cosmetology
Health Occupations
Drafting Tech.
Industrial TechHVAC & Property Maintenance.
Dental Assisting
Information Tech.
Electrical Engineering Tech.
Plumbing
Engineering Technology
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DISCIPLINE
School discipline is the responsibility of all staff personnel. Teachers and administrative officials together are responsible for
enforcing the rules and regulations established by the Regional School District Committee. The teacher’s responsibility is not
confined only to the classroom. It extends to all areas. Teachers should be active in the corridors during passing time.
A general but effective rule pertaining to a teacher’s relationship with students is that the teacher at all times isbe firm but fair
at all times. Consistency is another general rule to follow.
Teachers should review and be familiar with all requirements of the Student Handbook
DEMERIT SYSTEM
When a student receives a demerit(s), both the student and the Dean of Students will be notified, in writing, by the person
giving the demerit. Once this Demerit Notice has been signed by the teacher and the student, a copy will be recorded and
maintained in the student’s disciplinary file.
Minor infractions will be handled by the supervising instructor. The instructor may choose to discuss the situation with the
student, contact a parent, use before or after school teacher time or refer the concern to the Student Support Services, the
Special NeedsEducation Department or the Dean of Students.
The Dean of Students should only be involved with repeated minor infractions by a student and immediate situations that
prevent normal classroom/shop instruction. (See specifics in Student Handbook.)
MERIT PROGRAM FOR DEMERIT CREDITS
a.

b.

Faculty may issue merit credits to students who are observed in an exemplary action/activity occurring before,
during or after school. The receiving student may present the merit credit to the Dean of Students for equivalent
demerit reduction. Merits must be issued by the same teacher who previously issued demerits.

Students may earn merits for out-of-school activities, e.g. community service, according to the discretion of Principal.
KEEPING STUDENTS AFTER SCHOOL

Teachers may need to have a student remain after school for disciplinary matters.
Note: Late buses are scheduled to leave at 4:00 p.m. PM each school day. The student should be sent to the Front Foyer
when concluding after-school business, until departure time for the 4:00 P.M.M bus.
IN-HOUSE SUSPENSION
1.
2.

3.

Students on in-house suspension are expected to be in the suspension room prior to 7:45 a.m. with books and writing
materials. They may see teachers between 7:35-7:40.
Educational work will be done the entire day(s).
a. Materials relating to offense.
b. Assignments from teachers
c. Other School assignments
d. Personal, educational work
Students may purchase their lunch in the cafeteria, but will be required to eat their lunch with the in-house suspension
group.
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4.

In-house suspension is not a day off from school. Students are expected to arrive with enough educational materials to
keep occupied for seven hours. The supervisor will provide educational exercises to help the student benefit from the
experience in the in-house suspension room. If a teacher provides work, that is to be completed as well.

5.

The in-house supervisor may contact teachers for students fors' schoolwork. Please comply with this request, for we
desire that students continue their educational tasks.

SUSPENSION AND EXCLUSION (EXPULSION): Students not conforming to the rules and regulations at Monty Tech
may be suspended. Cases recommending exclusion may be referred to the Principal for action. (See specifics in Student
Handbook.)
Formatted: Centered

EXPULSION
While a student may be expelled from the school by the Principal if the student violates the policies regarding weapons,
controlled substances, and/or assault on a staff member; the provisions of federal special education regulations regarding ten
accumulated days within a school year must be followed.
If the Principal chooses to suspend rather than expel a student for the above noted causes, the Principal needs to inform the
School Committee his reasons for choosing suspension rather than expulsion as the most appropriate remedy.
A teacher shall immediately report to the Principal or immediate supervisor any incident involving a student’s possession or
use of a dangerous weapon on school premises. The teacher should follow up with a written report to their supervisor who
shall file it with the Principal.
EMERGENCY PROCEDURES
This procedure will be used when a student, staff member or visitor has a serious accident, illness, or injury.
1. ACCIDENT OCCURS/FIRST RESPONDER AT SCENE
Α. Stay with victim; maintain safety; stay calm
Β. Call or designate someone to call School Nurse at EXT. 5219. If busy, or no answer, call 711
2.

SCHOOL NURSE
A. Report to the scene and assess the victim
B. Determine whether EMS (911) and/or AED is needed
C. Nurse will call or designate someone to call 911 and retrieve AED if needed.
D. Maintain the victim’s health and safety until EMS arrives
E. Inform EMS of victim’s medical and contact information if known
F. Designate someone to call front office and inform them of the situation
G. Notify Parent/Guardian
H. File appropriate reports and follow up with appropriate personnel

3.

RECEPTION DESK
A. Notify the Principal and Superintendent

4.

THE BUILDING ADMINISTRATOR
A. Report to the scene
C.
B.
Direct staff/students to remain in assigned areas until further notice if needed
Notify Crisis Management Team if needed
irects EMS to location of victim
Χ. Clear area of students
∆. Maintain control of location until termination of emergency
Ε. Notify the superintendent of the incident by phone to be followed by written report
5.

CRISIS MANAGEMENT TEAM
A. Reports to the area as needed

EMERGENCY TELEPHONE PROCEDURE
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• CALL 711
IF SCHOOL PHONE SYSTEM IS DOWN, OR YOU ARE NOT IN THE BUILDING
CALL 911 FROM A CELL PHONE
•

•

When dispatcher answers do the following:
a. Identify yourself and your location
b. Tell them about the situation (i.e. injured student, heart attack)
c. Tell them the location of the victim and the best access way
d. Indicate number of victims
e. Explain any other relevant information
Do not hang up until released by the dispatcher

Teachers should hold their students in the classroom or shop until further instructions are given over the public address
system. If announcement is made and a period is about to end or the school day to close, teachers are to hold students until
further direction is given, in order to keep the corridors and outside traffic clear for emergency personnel.
CODE YELLOW (LOCK DOWN) PROCEDURES
In the event of a serious emergency that jeopardizes the safety of students and faculty, a Code Yellow Lockdown will be
announced via the public address system. Immediately following the “Code Yellow” notification, staff will receive:
•

A clear Alert in plain language which will convey the type and location of the emergency. Based upon the
information given in the Alert, staff and students will take action according to the A.L.I.C.E. plan.
o Alert – Get the word out! Use clear, concise language to convey the type and location of the event.
o Lockdown – This is a good starting point, as it allows aggressive use of current technology and procedures.
You decide if this is the best action for you based on information and threat. Police or Fire Personnel
will clear the Lock Down when it is safe to do so.
o Inform – Communication keeps the intruder off balance, be aggressive. Allow for good decision making.
o Counter – Apply skills to distract, confuse and gain control.

o Evacuate – Based upon Alert and other communications, you may decide to evacuate the building. When
evacuating, move quickly and in single file; stay alert; keep hands clear and away from your body.
Evacuate to the East or West Assembly Areas based upon Alert information. Once in the assembly area,
organize and account for your class. Render assistance as needed. Remain responsible for your students
until directed otherwise by first responders or school administration.

o
SHELTER IN PLACE PROCEDURES
SHELTER IN PLACE PROCEDURES

• Staff may also be directed to Shelter in Place. Upon hearing the announcement “Shelter in Place” staff will take
the following action:

•
o Account for students /co-workers. If moving throughout the building, seek a safe room.
o
o Lock your door (s).
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o Stage your classroom: lights off, no talking, cell phones collected, windows closed, blinds pulled. Keep
everyone out of view from hallways and windows.
o Report, using your computer as a primary means. Make your report via the web based reporting system. If
we experience a loss of power or a loss of web service, the following forms of communication will be used:


Classroom phone - Your room will be called, you do not need to call out. If you are in need of
emergency support, dial 711. If you do not receive a response from 711 you may dial 911.



Cell phone- If your cell phone number is on record, the Crisis Team will attempt to contact you via
your personal cell phone. If you are in need of emergency support, and the web service and
classroom phone service is down, dial 911 using a cell phone to report your emergency.

o Stay in place and remain calm. The public address system will be used to end a “Shelter in Place” status.

** DISREGARD FIRE ALARMS DURING LOCK DOWN OR SHELTER IN PLACE **

EQUIPMENT
Each department is responsible for its equipment, to include inventory, maintenance and ensuring the highest standards of
conservation and safety. See your administrator for assistance in following school procedures in each of these areas.
1.

Never allow anyone to use equipment if the person has not been properly trained in safe use.

2.

Never allow a student to use equipment without supervision or without use of designated safety accessories (guards,
safety glasses, emergency shut-off devices, etc.).

3.

Do not turn on the electrical power to a machine until and unless the machine is needed.

4.

Ensure that portable material is checked-out, inspected, checked-in and kept in secure storage when not in use.
Carelessness encourages theft and inexcusable loss of teaching resources.

5.

Emphasize care and maintenance procedures as part of developing skilled technicians and tradespersons.

6.

Do not move any equipment from any room or shop without first receiving prior approval from your coordinator.

7.

School equipment should not be loaned to students for outside of school use.

8.

No school equipment will be loaned for private use off of school property, as dictated in the State Ethics Code.
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insert tech equipment loan form here
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EVALUATION: TEACHER
Comprehensive teacher evaluation shall include the extent to which students assigned to such teachers satisfy student
academic standards or, in the case of a special education student, the individual education plan, and the successful
implementation of professional development plans.
Professional Development Plans shall include training in the teaching of new curriculum frameworks and other skills required
for the effective implementation of the Education Reform Act, including participatory decision making, and parent and
community involvement. Such plan may include teacher training which addresses the effects of gender bias in the classroom.
Faculty must conform to new re-certification requirements and new teacher standards that will be developed by School
Committee and the Teachers Association.
A Principal may dismiss or demote any teacher or other person assigned full-time to the school, subject to the review and
approval of the superintendent. A teacher with professional teacher status shall not be dismissed except for inefficiency,
incompetence, incapacity, conduct unbecoming a teacher, insubordination, or failure on the part of the teacher to satisfy
teacher performance standards, or other just cause.
EXPLORATORY
PRE-EXPLORATORY/EXPLORATORY SCHEDULE: Pre-exploratory will consist of 2 periods in each vocational area.
Students will report to lunch according to the afternoon shop lunch schedule.
In cases where there are two programs listed together, students are to report to the room listed first. For example, AB/AT
(Auto Body and Automotive Technology), Room 750/735. All students report to AB in Room 750. Instructors from both
shops will divide the group. The instructor from the second listed shop (Automotive Technology) will escort his or her group
to Room 735.
20145-20156 EXPLORATORY SCHEDULE

PRE-EXPLORATORY/EXPLORATORY (B weeks)
Pre Exploratory
Exploratory 1
Exploratory 2
Exploratory 3
Exploratory 4
Exploratory 5
Exploratory 6
Exploratory 7
Exploratory 8
Exploratory 9

DATES:
Sept. 8,9,10,11 (4 days)
Sept. 21,22,23,24,25 (4 1/2 days)
Oct 5,6,7,8,9 (5 days)
Oct. 20,21,22,23 (4 days)
Nov. 2,3,4,5,6 (5 days)
Nov. 16,17,18,19,20 (4 1/2 days)
Nov. 30, Dec. 1,2,3,4 (5 days)
Dec.14,15,16,17,18 (4.5 days)
Jan. 4,5,6,7,8 (5 days)
Jan. 19,20,21,22 (4 days)
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PRE-EXPLORATORY/EXPLORATORY (B weeks)
Pre Exploratory
Exploratory 1
Exploratory 2
Exploratory 3
Exploratory 4
Exploratory 5
Exploratory 6
Exploratory 7
Exploratory 8
Exploratory 9

DATES:
Sept. 2, 3,4,5 (4 days)
Sept. 15,16,17,18,19 (4 1/2 days)
Sept. 29, 30, Oct. 1,2,3 (5 days)
Oct. 14,15,16,17 (4 days)
Oct. 27,28,29,30,31 (5 days)
Nov. 10,12,13,14 (4 days)
Nov. 17, 18, 19, 20, 21 (4.5 days)
Dec. 1,2,3,4,5 (5 days)
Dec. 15,16,17,18,19 (5 days)
Jan.5,6,7,8 (4days)

Subject to Department of Education Regulations.
ALL DATES OF EVENTS ARE TENTATIVE, BASED ON CURRENT INFORMATION AND MAY CHANGE DUE TO
UNFORESEEN CIRCUMSTANCES.
Formatted: Centered
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FACILITIES USE
USE OF THE BUILDING: The Building Use Form must be submitted to the Principal in the Main Office for approval. If a
kitchen facility is to be used, a cafeteria employee is required to be in attendance. Depending on when the building is to be
used, it may be necessary for a custodian to be present.
The organization or group will be financially responsible for all costs incurred.
Planning should be at least two (2) to four (4) weeks prior to the event and must be approved prior to any notices being made
public.
Faculty requesting the use of the Performing Arts Center should complete and submit the Building Use Form and submit to
Mrs. Moux in the Main Office prior to September 11th for optimum selection of available dates. Note: The Performing Arts
Center should be used for events that will entertain/admit a large audience.
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INSERT BUILDING USE FORM P1
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FIELD TRIPS
1.

Plan ahead for the project. Discuss the educational benefits of the trip with your Coordinator for his/her concurrence.

2.

Final approval will be determined by the Principal. Transportation will be arranged through the maintenance office.

3.

Good public relations would require a notice to the parents explaining the purpose of the trip, time of departure,
provision for lunch, and estimated time of return to the school, if after 2:40 p.m.

4.

The day before departure, submit to your Coordinator an alphabetical list of students participating and a signed parent’s
permission slip. A list of students with their ID numbers must also be submitted to the Attendance Office, the
Main Office, and the School Nurses Office.

5.

If the student is to participate on an optional field trip, the student should be in good standing regarding grades,
attendance and discipline.

6.

Please process the Field Trip Form through your respective Coordinator with as much preparation time as possible
(usually two to three weeks minimum).

7.

Student/Teacher and/or chaperone ratio for the field trip should be no more than 12 to 15:1.

8.

Classroom preparation prior to the field trip is essential: students need to know what will occur, what is expected of
students in performance and behavior, what type of clothing is necessary to participate in the field trip.

9.

The Nurse's Office needs a list of all students who are leaving the building on a Field Trip. Please get this information
to the Nurse at least 5 days in advance. This is to iensure that students with medical issues have the appropriate orders
and supplies in order to attend.

10. All staff who have a student with a life threatening allergy (Epipen needed), diabetes, or a seizure disorder MUST be
trained by the nurse before they may take a student off school property.

(See Form next page)
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Insert Request for Field Trip Form p1
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Insert for Field Trip Form p2
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Trip Title: __________________________________
ACADEMIC/VOCATIONAL TEACHER PERMISSION
FOR STUDENT TO BE ABSENT FROM CLASS

_____________________________________
ID#_____________

Name
ID #

is scheduled

to participate in a field trip on _____________________ _
Teacher Requesting: _______________________

This Field Trip would require the student’s absence from your class. If the above student is in good
standing and you grant permission to be absent from your class on the above date, please sign below
adjacent to your period that you usually see the student.
Academic

Teacher Signature

Period 1
Period 2
Period 3
Period 4
Period 5
Period 6
Period 7
Period 8
Period 9
Vocational Related
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MONTACHUSETT REGIONAL VOCATIONAL TECHNICAL SCHOOL
FIELD TRIP PERMISSION SLIP

Date of Trip:
Name of Group:

__
_

Teacher Requesting:
Going to: __

__
_

Name of Student: _______________________________________ ID#
has my permission to go on the Monty Tech Field Trip indicated above.
Travel Information
Depart Monty Tech at: (Time) __

________

Return to Monty Tech at (Time)

___

Parent’s / Guardian’s Signature: __________________________________________________

Parent's/ Guardian's Emergency Phone Number:

The Nurse's Office needs a list of all students who are leaving the building on a Field Trip.
Please get this information to the Nurse at least 48 hrs. in advance.
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Before leaving on the field trip, the Attendance Office and Main Office must have an alphabetical listing of students with
their ID numbers who are going on the field trip.
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FIRE PREVENTION
Prevention of fires is a major responsibility of every employee. Each department should establish rules for handling materials
and procedures unique to its operation. In addition, these rules are to be observed by all:
1.

Pull a fire alarm at once or, in the absence of a convenient alarm, dial the operator “0” or "711" on any school telephone
to report any sign of fire. Note: If you have capabilities to extinguish the fire, do so, but only after pulling the fire alarm.

2.

Do NOT purchase, use, or store flammable materials unless it is absolutely necessary.

3.

Supervise use and clean-up of flammable materials very carefully.

4.

Ensure that flammable materials are stored only in approved fireproof containers in secured areas.

5.

Ensure that rags and oils are properly cleaned-up after EVERY job. An improperly stored or discarded oily rag can be a
source of spontaneous combustion.

6.

Prevent the thoughtless mixing of flammable vapor or dust and any source of a spark.

7.

Inspect all electrical devices and outlets regularly. Ensure immediate correction of any problem.

8.

Inspect the fire extinguishers in your area. Call the Front Office if an extinguisher needs to be recharged.

9.

Avoid creating fire hazards with litter, cardboard, construction of unauthorized or untreated walls, etc.

10. Be familiar with fire safety and evacuation procedures and be ready to use them at all times.
FIRE DRILL PROCEDURES: In the event of a fire drill, all personnel — including teachers, students, and staff — must
leave the building.
Procedures for vacating the building are as follows:
1.

Teachers are to line up their classes and accompany them to designated assembly points outside of the building. Students
are to proceed in a line, quietly but quickly. Each teacher is responsible for his/her own students and will meet for
attendance at the assembly point, which will ensure that all students under his/her care have been properly evacuated. It
is advisable that each teacher discuss the procedure with each class on the first instructional day of each new class.

2.

When leaving, teachers must check to be sure windows and doors are closed in their own rooms. Lights must also be
turned off.

3.

Teachers should clearly post in their assigned rooms the means of exit in the event of a drill.

4.

Students should stay together and not wander away from the class group.

5.

No one is to re-enter the building until the “All Clear” signal has been given.
Note: Students are not allowed to enter any vehicles in the parking area.

6.

When students return to the school, the instructor shall take attendance and report any missing students to the discipline
office.

7.

Procedure for the physically handicapped in building 1, or building 2, second floor: Students who are physically
handicapped (requiring the elevator use due to a handicapping condition) should report to either room 151 or 157
whichever is closest to the area they are located in when a fire alarm occurs. The student is to remain in this
room of “safe refuge” and follow the instructions of the Dean of Students or In-House Supervisor who will check
on the status of the rooms and students, and contact the Principal in the Main Office.
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FIRE DRILL EXITS (POST DIRECTIONS IN CLASSROOMS)
BUILDING 1 (Southwest Exit)
Rooms 151, 152, 153, 154 (151 is a Safe Refuge Room)
Turn left, keep left of corridor, proceed down stairway and directly out Southwest exit in front of building, then proceed
to far edge of driveway
Rooms 160, 161, 162
Turn right, keep right of corridor, proceed down stairway and directly out Southwest exit in front of building, then
proceed to far edge of driveway.
Rooms 101, 102, 103
Turn left, keep left of corridor, proceed directly out Southwest exit in front of building, and then proceed to far edge of
driveway.
Room 116, 117, 118
Turn right, keep right of corridor, proceed directly out Southwest exit in front of the school, and then proceed to far edge
of driveway.
BUILDING 1 (Southeast Exit)
Room 155, 156, 157 (157 is a Safe Refuge Room)
Turn right, keep right of corridor, proceed down stairway and directly out Southeast exit in front of building, then
proceed to far edge of driveway.
Rooms 166, 167, 168, 169
Turn left, keep left of corridor, proceed down stairway and exit directly out to Southeast exit in front of building to far
edge of driveway.
Rooms 106, 107, 108, 109
Turn right, keep right of corridor, proceed directly out Southeast exit under stairwell in front of building to far edge of
driveway.
Rooms 122a, b, c, 127, 137a, b, 135, 129
Turn left, keep left of corridor, and proceed directly out Southeast exit in front of building to far edge of driveway.
BUILDING 2 (Northwest Exit)
Rooms 258, 259, 260, 262, 263
Turn right, keep right of corridor, go down stairs, exit through Northwest exit into parking lot. Proceed to far edge of
parking lot.
Rooms 289, 286, 285
Turn left, keep right of corridor, go down stairs, exit the building through Northwest exit into parking lot. Proceed to far
edge of parking lot.
BUILDING 2 (Northeast Exit)
Rooms 264, 265, 266, 267
Turn left, keep right of corridor, go down stairs, exit the building through Northeast exit into parking lot. Proceed to far
edge of parking lot.
Rooms 280 278
Turn right, keep right of corridor, go down stairs, exit the building through Northeast exit into parking lot. Proceed to far
edge of parking lot.
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Room 217, 217a
Turn right. Keep to the right in corridor. Proceed through stairwell, exiting building through northwest exit. Proceed to
far edge of parking lot.
Rooms 221, 222
Enter small corridor, proceed to main corridor, turn left, and keep to right in corridor, exiting building through Northeast
exit. Proceed to far edge of parking lot.
Rooms 224, 223
Enter small corridor, proceed to main corridor turn left, and keep to right in corridor and exit building through Northeast
exit. Proceed to far edge of parking lot.
Rooms 235, 234
Turn left, keep to right in corridor. Exit building through Northeast exit and proceed to far edge of parking lot.
Rooms 201, 202, 204, 210, 232, 231
Turn right, keep to right in corridor, exiting building through Northeast exit. Proceed to far edge of parking lot.
BUILDING 3
Room 343 Superintendent/Directors Office
Leave directly through outside door, proceed to far edge of driveway.
Rooms 328, 329, 330, 336
Turn right, keep right of corridor and proceed out the door adjacent to Room 343. Proceed to far edge of driveway.
Room 306 (Administration and Main Office)
Proceed through Foyer and exit through the Front Door. Proceed to far edge of driveway.
Room 352 (Library)
Turn left, proceed through building and exit through Southwest door at end of hallway. Proceed to far edge of driveway.
BUILDING 4
Room 410 (Cafeteria Kitchen)
Proceed from Kitchen through rear door of Kitchen and continue through exit near receiving. Proceed to far end of
student parking lot.
Room 401 (Cafetorium)
All students proceed through Foyer and exit through Front Door and continue to far edge of driveway.
Room 416, 417, 420
Proceed into hallway, turn left and proceed outside to far end of student parking lot.
Rooms 432, 450, Tea Room, Culinary Conference Room
Proceed to hallway, turn right and proceed to end of hallway, out the door to the parking lot. Proceed to far end of
student parking lot.
Rooms 433 & 458 (Baking)
Proceed from kitchen through outside exit of bakery. Proceed to far end of student parking lot.
BUILDING 5
Room 524 Teachers’ Room
Turn right, proceed down corridor, and turn right to end of hallway, turn left at end of Carpentry Shop and proceed out
the door to parking lot.
Room

534 (Chemistry Lab)
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Turn left, proceed down corridor, and turn right to end of hallway (keep to the left), turn left at end of Metal
Fab/Welding Shop and proceed out the door to parking lot.
Room 523
Turn right to end of hallway, turn left at end of Carpentry Shop and proceed through the door to parking lot.
Room 535, 536, 539, Nurse’s Office
Turn left to Foyer and proceed out the front door. Proceed to the far edge of driveway.
Rooms 503 (Engineering), 510
Turn right to foyer and out the Front exit to far edge of driveway.
Rooms 501, 502
Turn left and proceed out Front exit to far edge of driveway.
Rooms 520 and 518 (ROTC & Machine Shop)
Proceed through outside door in classroom to adjacent parking lot.
Room 569 (Business Technology)
Exit into corridor, turn right, take first left, and exit building into front parking lot.
BUILDING 6
Rooms 681, 682
Turn right and proceed out the door in front of building to the far edge of driveway.
Room 650
Proceed directly through outside exit into student parking lot
Rooms 651, 671, 675 (Electrical)
Exit through 659 (Graphic Communications) to parking lot.
Room 659 (Graphic Comm) and 665 (Plumbing)
Proceed through outside door in shop area to adjacent parking lot.
Room 672
Turn right and proceed out the door to the rear of the school Parking Lot then to Athletic Field.
Room 685 (Industrial Tech)
Proceed through outside door in shop area and to adjacent parking area.
BUILDING 7
Room 718
Proceed into shop area and exit through outside door into student parking lot
Rooms 731, 733
Turn left and proceed out door to road at the rear of school.
Rooms 725, 730
Turn right and proceed out door to adjacent parking area.
Room 701, 710, 735, 750
Proceed through outside doors in classrooms and continue to adjacent parking areas.
Room 754 detailing
Proceed directly through outside door and continue to student parking lot
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SPORTS COMPLEX (BUILDING 8)
Main Gymnasium
Proceed out Gymnasium, to corridor exit rear of building and continue to far end of student parking area.
Boys’ Locker room
Proceed into corridor. Turn right and left at Team Room. Exit building through West exit to student parking lot.
Boys’ Team room
Proceed into corridor. Turn right and exit into student parking lot.
Girls’ Locker Room
Proceed into Sports Complex Lobby, exit building through Front Doors.
Girls Team Room
Turn left into Sports Complex Lobby and exit building through Front Doors.
Weight Room (817)
Turn left, exit building through West exit to student parking lot.
Athletic Director’s Office (842)
Turn right in to Sports Complex Lobby and exit building through Front Doors.
Training Room (826)
Exit into Practice Gym and exit through front exit to Sports Complex Lobby and through Front Doors.
Practice Gymnasium
Proceed out West exits of building to student parking lot.
AUDITORIUM (BUILDING 9)
Lecture Halls
Proceed out marked exit. Continue to exit the building through outside door.
Auditorium & Stage (Room 921)
Proceed out nearest marked exit. Continue to exit building through outside door.
AV Studio (Room 940) & Dressing Room 941a, b
Turn right exit building through Northeast Exit. Proceed to far edge of parking lot.
Practice Room (942)
Turn right exit building through Northeast Exit. Proceed to far edge of parking lot.
Green Room (951)
Exit main door to hallway, turn right, proceed to outside through double doors to parking lot area.
*Alternate Exit: Exit room through rear door. Go straight down the stairs and out exit door to side parking lot area by the
auditorium.
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STUDENT SUPPORT SERVICES
The Director of Student Support Services, assisted by counselors and other supporting professionals, will provide personal,
educational and career counseling services for students at Montachusett Regional Vocational Technical School. In addition
to counseling, which is considered the major focus of the Guidance Program, the department is responsible for the following:
testing, student orientation, and follow-up procedures.
The guidance personnel serve as a resource for the “sending” schools. This function will include the dissemination of
occupational and educational information to prospective students. The guidance personnel keep local school counselors and
instructors fully informed concerning the curriculum and opportunities available at this school.
THE ROLE OF THE TEACHER IN THE MONTACHUSETT GUIDANCE PROGRAM: If we are to assist each Monty
Tech student to develop to his/her fullest potential, teachers and counselors must work closely together as a team.
You, the teacher, are in a singular position to detect, foresee and to observe the development of students’ needs. Discussing
this information with a counselor can be a great contribution. Counselors will be in a better position to help if the teacher can
brief them before referring a student.
The counselor can help the teacher become more familiar with students and broaden the vision of their needs and
achievement through the use of counselor records and services. In turn, the teacher can help the counselor learn more about
students by inviting the counselor to observe classes.
Although playing the role of confidant to a troubled student may appeal to you, remember that personal counseling carries
with it a great measure of personal responsibility. Appraise honestly your qualifications and your willingness to accept the
responsibility. Encourage the student to visit the counselor, who is trained and employed to accept this responsibility.
Alternatively, within the limits of confidentiality, let the counselor assist you in your relationships with students. Refusal to
listen to a student may result in feelings of rejection.
Each counselor shares your conviction that each student, regardless of individual differences, is worthy of acceptance and an
opportunity to grow. The team approach will make acceptance of less able and disadvantaged students as challenges rather
than as threats to your record, because we will be working together for students’ growth and development.
Accept graciously an occasional inconvenience when a counselor schedules a conference with a student during your class
period. Suggest alternatives which appear appropriate, but realize that a student preoccupied by a personal problem will
probably be better off in the counselor’s office than in your classroom.
Use occupational and educational information to relate your subject matter to career areas, to advanced areas of study, and to
the reality of the student’s present world as well as the world in which he/she will live and earn a living in the future. Know
as much as you can about careers that require the study of your subject. Ask a counselor to help you obtain relevant
materials.
Talk positively about counseling and related guidance services to students, parents and other staff members. Stress the nonproblem aspect of these services. By working together in a positive manner, teachers and counselors can help students to
adjust and be successful at Monty Tech.
HANDBOOKS
STUDENT HANDBOOK: A Student Handbook has been assembled and is distributed to all students. Every teacher must
familiarize herself/himself with the regulations contained within the handbook and must assume responsibility for their
enforcement.
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HEALTH SERVICE
Our school nurses provide health service in these areas:
1.
2.

3.

First Aid - The Health Center is located between the Cafeteria and Dean of Students. Call extension 5219 (school nurse),
“0” (school operator), or 711 (the school emergency number) if you need emergency service during school hours.
Medical records - If a student is ill or acting in an unusual manner, refer the case to the nurse at once. Do not “wait” or
attempt to make medical judgments. Our nurses perform assessments; issue medications; recognize the symptoms of
substance abuse, and medical/mental health problems; provide referrals and coordinate care; and deal with emergency
situations, arranging ambulance transport when necessary.
Medical Safety - Our nurse provides special information on TB tests, protection against AIDS, precautions to take in
virus season, pregnancy counseling to teenagers, etc. No student or staff member should hesitate to seek the support and
help available. A school physician also provides some medical service to students through the nurse’s office.

ACCIDENTS: No matter where an accident happens, call the nurse’s office. If the student is mobile, take him/her to the
nurse’s office. If it is not a serious injury, send him/her to the nurse with another student. If you need the nurse to come to
you, please specify the type of emergency so the nurse can bring the necessary equipment/materials.
ACCIDENT REPORTS: Reportable accidents involving students or faculty are those requiring the services of a physician or
nurse. All employees’ Workers’ Compensation injuries must be reported immediately (same day) to the nurse so the
necessary paperwork may be completed. An examination by a school authorized doctor is required for staff injuries.
MEDICATION POLICY: Absolutely no medication, including aspirin, without a doctor’s direction is to be dispensed to
students. If a prescription medication is required during school hours, it must be stored and taken in the nurse’s office.
Written, signed and dated request by the parent or guardian authorizing the administration of medication to the child during
school hours, as indicated by the family physician, must accompany the medication. The medication must be sent to school in
the prescription bottle with the name of the drug and doctor’s instructions on how and when to take it clearly on the bottle.
ALL MEDICATION TAKEN BY ANY STUDENT MUST BE TAKEN IN THE NURSE’S OFFICE.
MEDICAL INFORMATION: Each instructor is responsible for knowing their students’ medical issues. These can be found
in X2, under “Alerts”. Please refer to these alerts frequently, as additional information may be added throughout the year. If
you have any questions or concerns, please do not hesitate to contact one of the nurses.
MISCELLANEOUS HEALTH SERVICE INFORMATION: When students are scheduled for physicals, testing, etc., passes
will be given to the homeroom teachers. Please see that the students are sent to the Health Center at the designated times. All
physical examination forms, medical excuses from gym, and immunization records are to be sent to the nurse’s office.
HOMEROOM/OPENING PROCEDURES
Students will begin school in their 1st period class at 7:45 a.m. at which time attendance will be taken. A bell will sound at
7:51 a.m. indicating the start of 1st period instruction. Morning announcements are made between 7:45 and 7:51. It is
requested that teachers cooperate by having students remain quiet and listen attentively atduring this time.
ATTENDANCE (Students): Any student entering your room after 7:45 a.m. is to be considered as TARDY and should
report to the Attendance Office. Do not admit any students after 7:45 unless they have a pass from the Dean of Students’
Office.
1. Teachers will log on to the X2 Aspen Student Information System and record attendance for each class. Note: Shops and
double period classes need to be recorded only once at the start of the class.
2. In the event your computer is not working correctly, please forward attendance information to the Dean of Students'
Office.
SALUTE TO THE FLAG: The Salute to the Flag of the United States of America is required by Massachusetts Law.
Students should stand and salute the Flag in the customary manner. Do not force any student to participate, but do not allow
any student to be a distraction.
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ANNOUNCEMENTS: If you have a notice you would like broadcast on the Morning Announcements, you must submit it,
via email, to morningnews@montytech.net on the day before you want the announcement made. Your announcement must be
submitted with the exact wording in which you wish it to be read.
HOMEWORK
Homework is an integral part of the educational process. Homework should be given to students by all staff members for all
courses. Homework, in order to be meaningful, should be corrected and/or graded with the students or reviewed with the
students.
ID BADGES
All faculty will be issued and are required to wear a Monty Tech ID badge and lanyard. Students are required to wear ID
badges and lanyards at all times and immediately show badge to any faculty or staff upon request. Failure to do so will result
in being reported to the Dean of Students.
INTERIM PROGRESS REPORT NOTICES
Interim Progress Report Notices will be issued by all teachers, for all students, four times a year.
JOB POSTINGS
It is the policy of Monty Tech to post vacancies or extra teaching, coaching or paid advisory positions for a minimum of five
consecutive school days. Notice of such openings will be located in 2 areas: (a) Main Entrance - Bulletin Notices (glass
case); (b) Association Bulletin Board
KEYS AND SECURITY
Classroom, shop, department, office and staff keys/combinations will be signed out to each staff member by the Coordinator's
office. At the close of the school year, your keys must be returned to your Coordinator. This practice enables us to
adequately operate summer activities. Keys to the locks shall be issued by the Director of Facilities. Keys should not be
given or exchanged with other staff members.
We do remind all staff that their teaching areas may be used after school, evenings and during vacations. Please do not leave
personal items in your areas.
No key, lock, pegging or other security device may be placed within the building without prior approval of the Principal.
All keys issued to a staff member must be personally returned to the Coordinator and/or the Director of Facilities upon
termination of employment via the Employee Check Out Form. A special warning is issued to all staff NOT to lend or give
any school issued key to a student. If you feel such an action is warranted, prior permission of the Principal is required.
Mailbox keys are distributed through the Director of Facilities and must be returned at the close of each school year or on
termination of employment. Lost mailbox keys will be re-issued at a cost of $3.00 per key.
Unauthorized duplication of a school issued key is forbidden. All entrances to the building, except the main opening will be
locked following the start of school.
USE OF LIQUID REFRESHMENTS
The use of liquid refreshments in the classroom is prohibited by students.
LOST AND FOUND
Found articles should be brought to the Main Office. Pupils reporting lost articles should be directed to check with the Main
Office.
MEDIA RESOURCE SUPPORT
Media Resource Center Use: The philosophy governing the operation of the Media Resource Center will be to provide
maximum accessibility of the facility for both students and faculty.
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Resources include books, newspapers and magazines, software, and other audiovisual media. All material is centrally
catalogued with color coding for audio/visual material. The Dewey Decimal Classification scheme is utilized.
Passes will be needed for students using the resources of the Media Resource Center during school hours. Most Media
Resource Center materials will circulate for a period of two (2) weeks.
Students using the Media Resource Center will be sent back to their room of origin five (5) minutes prior to the end of the
period or sooner.
It is the borrower’s responsibility to return materials on time to the Media Resource Desk. Overdue notices are sent out
weekly to students. When a student is on the Overdue List, he/she may not take out any additional material. Two notices are
sent to the student. A third notice in the form of a letter is sent to the student’s home. If this is done, all resource privileges
will be lost for the period of one month. Lost books and materials have to be replaced, so the borrower must pay for these
items.
MAIL
All staff members are expected to check their MAILBOX at least prior to 1st period and again during the latter part of the
day. Mailbox keys are distributed through the Principal and must be returned at the close of each school year or on
termination of employment. Lost mailbox keys will be re-issued at a cost of $3.00 per key.
MAINTENANCE
MAINTENANCE OF CLASSROOMS, SHOPS AND LABORATORIES: Teachers who need repairs or special
maintenance of their classrooms or shops must submit a request on the School Dude website at www.myschoolbuilding.com
specifying the work to be performed. This will enable the maintenance staff to schedule repairs in an orderly fashion.
If the need is an emergency situation, contact the Main Office.
MARKING PERIODS

Interim Progress Report Dates
Interim Progress Report 1st Period
September 26, 2014
Interim Progress Report 2nd Period
December5, 2014
Interim Progress Report 3rd Period
February 27, 2015
th
Interim Progress Report 4 Period
May 1, 2015

Marking Periods
1st Marking Period
October 1, 2014
2nd Marking Period
January 23, 2015
3rd Marking Period
March 27, 2015
th
4 Marking Period SENIORS
May 15, 2015 Academic
4th Marking Period SENIORS
May 22, 2015 Vocational
th
4 Marking Period
June 11, 2015

Interim Progress Report Dates
Interim Progress Report 1st Period September 25, 2015
Interim Progress Report 2nd Period December 4, 2015
Interim Progress Report 3rd Period March 4, 2016
Interim Progress Report 4th Period May 6, 2016

Marking Periods
1st Marking Period
October 30, 2015
nd
2 Marking Period
January 29, 2016
3rd Marking Period
April 1, 2016
4th Marking Period SENIORS
May 13, 2016 Academic
4th Marking Period SENIORS
May 20, 2016 Vocational
4th Marking Period
June 8, 2015

REPORT CARDS: Report cards are issued four times a year. Incomplete grades are to be made up within ten (10) school
days after the close of a term unless other arrangements have been made with the teacher. Teachers are required to update
incompletes for the next school quarter.
A general rule is that students should be allowed two school days to make-up one school day’s work.

NATIONAL HONOR SOCIETY PROCEDURE
National Honor Society members have been issued an official N.H.S. Membership Card, which they are required to use to
participate in the following activities:
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1.

2.

Membership card may be used as hall pass; however, the student is required to have permission from the instructor to
leave a classroom. Basically, the only change for the teacher is that you do not need to fill out and sign a pass. If the
student does not have their membership card, then the student is required to have a pass filled out and signed by the
instructor.
National Honor Society students will be permitted to eat lunch in the Tea Room on Monday, Tuesday and/or Wednesday
during their regular lunch time. The N.H.S. Membership card will be the eligibility admission requirement - NOT a pass.

Any N.H.S. student found not following these guidelines will not only lose their eligibility but could jeopardize all N.H.S.
students’ privileges.
PARENT CONTACTS
Direct teacher-parent/guardian communication is encouraged. Meetings with parents/guardians can be arranged through
Guidance or directly by the teacher who should keep the Student Support Services informed about the contact. Special
Education team meetings are arranged through the Special Education Office.
Regular written communications in the form of report cards (quarterly), interim progress reports (mid term) and, in special
cases, weekly progress reports are important. Be sure to praise and not just suggest improvements for students.
Two Parents’ Nights for all grades are scheduled for this school year on November 2519, 201415 and November20r 24,
20145.
PARKING
FACULTY PARKING: Faculty parking spaces will be assigned by the Dean of Students Office. All faculty will park either
in front of the building, in the auditorium parking lot, or in the lot behind the Graphic Arts shop.
Parking will not be permitted in the Culinary Arts area, on the roadway, or in other areas not designated for faculty parking.
Cooperation of teachers in this matter is most appreciated.
The driveway around the building must be kept clear in the event of emergency situations. Space for fire trucks, delivery
vehicles, etc. must be provided.
Parking permit sticker must be displayed on the appropriate area of the vehicle.
PASS SYSTEM
Students moving about the building, except during regular passing time, must have a “Pass Slip”. Students must wear their
Monty Tech ID’s at all times, and show ID Badge when requested to do so. The student agenda will be utilized as a pass
system for the 20145-20156 school year.
The “Pass” is issued by the teacher at the point of origin. It will indicate the point of origin, student’s name, destination, time
left, and the name of the issuing teacher. The student surrenders the “Pass” at their destination. If the student is returning to
their original location, the same “Pass” is reissued with the time left indicated on the “Pass” and the name of the person
approving the student returning.
To prevent unnecessary movement of students and to protect teachers from unlimited demands during unassigned periods, a
student must obtain permission in the form of a “Pass”, issued by the teacher desiring the student’s presence, in order to leave
an assigned location. If you are uncertain that the teacher/staff member will be in a particular area, please call first before
issuing a pass.
Teachers are asked to exercise good judgment in issuing passes so that abuse of pass privileges does not occur.
PASSING BETWEEN CLASSES: In order to facilitate the orderly passage between classes, students should observe the
following:
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1.

Students are to walk to the right of the center of the corridors.

2.

There must be no loitering, running or fooling in the corridors.

3.

In passing between classes, students may talk in a conversational tone, but are not expected to be noisy or boisterous.
Students should avoid congregating in groups, which tend to block traffic. If it is necessary to stop and talk, students are
to be considerate and move out of the normal flow of traffic.

4.

Four (4) minutes passing time is allowed between classes. This is provided to allow students sufficient time to travel to
the farthest ends of the building, not to provide time for loitering in the corridor — students are to move directly to their
destinations.

5.

Students may go to their lockers during passing time, if time permits. Tardiness to class will not be accepted.

6.

Students will have access to the lavatories before and after school and between classes, but this is not an excuse for
tardiness to class.
PAYROLL

DISTRIBUTION OF PAYCHECKS: Pay stubs will be placed in your mailbox every other Thursday, no later than 1:45 p.m.
except in extenuating circumstances. Please do not request them prior to 1:45 p.m. Payroll is direct deposited to your bank.
TIME SHEETS: Special assignments may require Time Sheets. Time Sheets should be submitted to the Coordinator in a
timely manner for approval.
NOTE: Staff members are not allowed to receive compensation during their hours of employment at the school, other than
from Monty Tech.
Any questions regarding salary, deductions, insurance, benefits, etc., should be made directly to the Business Office or
Superintendent-Director.
BUSINESS OFFICE HOURS: Teachers should complete all transactions with the Business Office prior to 3 p.m.
PROFESSIONAL IMPROVEMENT
(COURSE APPROVAL/REIMBURSEMENT)
COURSE APPROVAL RECOMMENDATIONS: (forms are found on the Monty Tech web site)
1.

All courses must be approved on the basis of Professional Improvement by the Superintendent-Director prior to the
beginning of any such course.

2.

Approved courses may be graduate or undergraduate, depending upon the individual teacher involved.

3.

Such courses must be taken at an accredited college or university or a recognized professional training school.

4.

Teachers shall be reimbursed for courses required for certification as explained in the teachers’ contract.

5.

A grade of at least “C” or Pass for Undergraduate courses and B or Pass for Graduate courses must be obtained in order
for reimbursement to be given.

6.

Reimbursement shall be 100% up to the current Fitchburg State College rate. (Note: C in graduate course shall not be
refunded).

7.

An approval record sheet must be completed for the Administration before courses are to be taken. No course(s) will be
approved during a semester or after a semester has ended.

8.

Once the course has been completed, the grade report or transcript must be presented to the Superintendent-Director’s
office.
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9.

If a course has been rejected for approval, a written explanation should be placed in the teacher’s file.

10. Teachers shall be reimbursed for 50 percent of required out-of-pocket expenses actually incurred in conjunction with
courses for which tuition refund is approved as above limited to required library fees, laboratory fees, and required
course registration fees.
11. Reimbursement for approved courses will be made upon submission of the following to the Office of the SuperintendentDirector:
a.
b.
c.

evidence of successful completion of course(s)
an itemized bill from the college or institution
a canceled check or other proof of payment

12. Column movement will occur at the start of each school year only. If you enroll in courses during the summer that will
give you sufficient credits for a lateral move, evidence of these credits must be submitted to the Superintendent-Director
prior to August 1, of each school year.
TRAVEL REIMBURSEMENT: All travel that is in connection with school business is subject to reimbursement as indicated
on the Travel and Expense Report Form. (See Form next page) Expenditures must have the recommendation of the
Coordinator and approval of the Superintendent-Director. After the event, a Travel and Expense Report form, as noted
above, must be submitted to your Coordinator itemizing expenses, which do not exceed the request that had received prior
approval.
This form is found on the Monty Tech website.
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Travel Reimbursement Form Here (2nd of 2 pages)
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PUBLICITY
PUBLIC RELATIONS AND NEWS RELEASES: Good public relations are essential. A well-informed public is a
supportive public. Each activity advisor is responsible for writing a draft of activities occurring in his/her area. All releases
should be submitted to the Publicist.
No releases will be submitted to the News Media without the approval of the Superintendent-Director. No materials will be
distributed to groups, organizations, etc., unless first reviewed by the Principal or the Superintendent-Director.
RESTAURANT
CULINARY ARTS: The Mountain Room (Tea Room) is an integral part of the Culinary Arts Program. Its operation is
designed not only to serve school personnel and the public, but also to provide learning and training station for the students.
Meals will be served during lunch periods for members of the staff at a reasonable cost.
In addition to purchasing lunches in the Tea Room, the School Cafeteria is also available if members of the staff wish to
purchase lunch there. It is the desire of the administration that each teacher make a practice of eating lunch with the students
in the Cafeteria at times throughout the school year. This would be a good opportunity to sit informally with your students
and would simultaneously provide additional unassigned supervision to the Cafeteria.
SAFETY
EYE PROTECTIVE DEVICES IN SCHOOL SHOPS AND LABORATORIES: All students who are enrolled in shops and
science programs requiring eye protection must wear protective devices. These may be obtained from the school for a
minimal cost. By doing this, the school will be in compliance with Section 55C of Chapter 71 of the General Laws, which
require each person in a public school to wear industrial quality eye protection devices when engaged in any activity which
might have a tendency to cause damage to the eyes. Teachers and visitors are also required to wear protective glasses in all
designated areas.
SCHOOL COUNCIL
A School Council is established by the Principal in discussion with the Superintendent-Director and as approved by the
School Committee. Membership will include the Principal, parents of students attending the school, teachers, at least one
student, and other persons, not parents or staff or teachers of students at the school.
School Council will meet on a regular basis and shall assist in the identification of the educational needs of the students
attending the school, in the review of the annual school budget, and in the formulation of a School Improvement Plan. This
plan shall include:
• An assessment of the impact of class size on student performance
• Consideration of student to teacher ratios
• Professional development for the school's professional staff
• The allocation of any professional development funds in the annual school budget
• The enhancement of parental involvement in the life of the school, safety and discipline
• The establishment of a welcoming school environment characterized by tolerance and respect for all groups
extracurricular activities
• The development of means for meeting the diverse learning needs of as many children as possible,
including special needs
The School Improvement Plan will be submitted annually to the School Committee for review and approval. The School
Council will annually review the Student Handbook.
SMOKING/USE OF TOBACCO
State Law and local Board of Health Regulations prohibit the use of tobacco products in school buildings and on school
property. Therefore, the Montachusett Regional Vocational Technical School is committed to having a smoke and tobacco
free environment for all members of the school community. The use of tobacco and smoking related products on school
property is strictly prohibited. Violators will be ticketed with a fine of $100 through the Fitchburg District Court.
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STAFF MEETINGS
The following types of staff meetings will be called throughout the school year:
Superintendent-Director's and/or Principal's Meetings: Generally scheduled the second Tuesday of the month.
Coordinators’ Meetings: Coordinators may call meetings with teachers within their area, usually the first Tuesday of the
month. May be subject to change based on teacher contractual agreement.
Departmental Meetings: Coordinators may call a meeting with members of any given department, usually the third
Tuesday of the month. NOTE: It is the intention of the administration to call meetings only as needed. This objective can
be met only with the cooperation of the teaching staff.
It is expected that all staff shall attend the above meetings unless excused by the Principal or the Superintendent-Director.
In an attempt to eliminate some meetings, distribution of administrative bulletins will be made throughout the year to notify
the staff of any changes in procedure, policy, or other information. Bulletins will also be utilized to bring the attention of the
staff to areas, which could be strengthened with suggested means of improvement. Strict attention to these Bulletins would
help to eliminate the need of some meetings. Detailed calendars will also be distributed to teachers on a periodic basis
indicating total school information.
STORM DAYS
a.

b.

When school is called off due to a storm or other emergency, an automated call will be made to the designated phone
number of each student and staff member. An announcement will be made on the following TV STATIONS: Ch. 4
News; Ch. 5 News; Ch. 7 News; and on the following RADIO STATIONS: - WAHL (99.9 FM) - WEIM (1280 AM) WSRS (96.1 FM) - WTAG (580 AM) - WXLO (104.5 FM) – WROR (105.7), or website CBSBoston.com
A “NO SCHOOL” announcement for your town/city does not automatically mean Monty Tech has no school. Listen for
the Monty Tech announcement. Parents/guardians and students should use their own judgment concerning a bus that is
late due to inclement weather.
STUDENT ACTIVITIES/CLUBS

ADVISORSHIPS: Advisorships were created for the purpose of enabling staff the opportunity to work with students in an
area of interest to both parties.
Through the Advisor’s Club or sponsored activity, students are given the opportunity to work in an area, which allows them
to develop their interests and talents beyond the academic/occupational setting.
Extra-curricular activities enable the advisor to work with students in developing students into well-rounded individuals.
Advisors will meet with the Principal on a quarterly basis at which time:
1.

A quarterly report will be presented by each advisor, giving an overview of the club or group’s accomplishments during
the previous months.

2.

A projected schedule of events for the following months will be presented to the entire advisorship body.

Any club-sponsored activity must have prior approval from the Principal. Monthly - Advisors must sign the financial
statement of their particular activity.
STUDENT PROGRAMS
We encourage students to participate in all school programs. While recognizing the importance of the academic and
occupational programs available at Monty Tech, no student should consider their school program complete without also
participating in our extra-curricular activities. Individual extra-curricular activities may be specific to a grade level and/or
may have restrictions on participation, but for many of the activities the only criteria for being a member of a club or activity
is to be a student at Monty Tech.
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If meetings of the club or activity take place during normal school hours, then the student will need permission by the teacher
whose class the student will be missing. The permission by the teacher will be based on grades and conduct plus the specific
lesson of that period.
The student must report to the class on the student’s schedule, request permission from the teacher, and if the teacher agrees
then the student may miss that class for the activity/club. If the teacher does not give permission and the student does attend
the extra-curricular activity, the student will be disciplined as cutting class.
To be an officer in a student organization that meets during the school day, a student must meet criteria of a 73 or higher
overall average with no failing grades in academics, and a 73 or higher overall average in tradeshop. If a student is an officer
and fails to meet the criteria established, the maximum time to meet the criteria will be one marking period as determined by
the Principal. Once a student is removed from office for failing to meet the criteria, this removal shall be for the balance of
the school year. If an activity is only after the normal school day of 7:45 a.m. -2:40 p.m., then no criteria would need to be
met.
CLUBS, ORGANIZATIONS, AND COMMITTEES
Freshman Class Officers
Club
Sophomore Class Officers
Patriot Program
Junior Class Officers
Senior Class Officers
Anime Club
Drama Club
Student Council
Diversity Club
Gaming Club Athletic Council
Math League

Peer Mediation

School Newspaper

Leo

Math League

Student Council

Cyber

SKILLS USA
Robotics
Science Tech Engineering Math Club
United Way Youth Venture
National Honor Society
Regional Student Advisory Council
Student Advisory to the School Committee
Peer Leadership Group
Peer Mediation

Yearbook
Bowling
Women in Technology
Fish and Game Club
Friends of Rachel Club
Media Club
Gaming Club

RESPONSIBILITIES OF ACTIVITY ADVISORS
1.
2.
3.
4.
5.
6.
7.

Assist in student organization of the activity.
Assist in the establishment of purpose, goals, and programs of the activity.
Approve of all activities and programs involving facilities and calendar dates.
Advise club officers in parliamentary procedures.
IEnsure that proper accounting is kept for all organization monies; monthly financial statements must be signed and
returned to the Student Activities Advisor/Treasurer...
Supervise all class or organization activities.
All bills for payment must have the appropriate paperwork (invoice, etc.) or checks may be delayed.
RESPONSIBILITIES OF CLASS ADVISORS

1.
2.
3.
4.
5.
6.
7.
8.

Class meetings
Class elections
Coordinating class functions
Class financial reports, all monies must be turned in to the Business Office - Monthly financial statement must be signed
and returned to the Student Activities Advisor/Treasurer...
Public relations
Meetings with administration
All bills for payment must have the appropriate paperwork (invoice, etc.) or checks may be delayed.
Directly responsible to the Principal for all activities and details pertaining to this advisorship.
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1.
2.
3.
4.
5.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

SCHOOL ACTIVITIES - PRELIMINARY PROCEDURES:
All activities sponsored by school organizations must be approved in advance by the Student Activity and Student Fund
Treasurer and the Principal.
Activity Request Form (found on the Monty Tech website) should be submitted at least two weeks before the activity is
to take place.
School organizations must assume the responsibility for making all preliminary arrangements and enforcing all school
activity regulations.
Commitments made before administrative approval is given will not be honored.
Faculty advisors of an activity shall be completely responsible for all aspects of the program.
ACTIVITY RULES AND REGULATIONS:
The Administration reserves the right to indicate who may or may not attend school activities.
All persons attending school activities must be dressed in an acceptable manner.
Disorderly conduct will result in the ejection of persons involved.
Smoking on school property is not permitted at any time.
People attending school sports activities must treat players and coaches from visiting teams with respect. The officials
must be treated with respect at all times.
Anyone leaving the activity will not be re-admitted.
Persons found in unauthorized sections of the building will be asked to leave the activity and further legal or punitive
action may be forthcoming.
Students bringing guests to a school activity must obtain a guest pass, and will be responsible for the behavior of their
guests.
Destruction of school property will result in punitive and legal action.
Fire exit doors are to be used for emergency only.
Students and guests are expected to conduct themselves in such a fashion as to reflect credit on their home, school and
community.
School organizations sponsoring an activity will make arrangements for cleaning up and leaving the area used in the
same condition as it was found.
Activities that involve the collection and/or expenditure of money must be reported on the appropriate form. The
administration expects a detailed financial report no later than two days after the activity has taken place.

RULES FOR SCHOOL DANCES:
Dances will be limited to Monty Tech students and individuals with approved guest passes.
Police officers will be required at all dances. Arrangement for police coverage must be made through the school
administration.
3. Dances will be conducted between the hours of 7:00 and 10:00 p.m. and will be so advertised. Police must be in
attendance at 7:00 p.m.
4. A contract will be established between the band or other forms of entertainment for proper determination of “breaks” and
playing time for the band.
5. There will be a minimum of six adult chaperones in attendance at each dance. The number of chaperones beyond the
minimum will be determined prior to the dance by the Principal.
6. Chaperones may be parents, teachers or other adults approved by the Principal. A CORI check must be completed on all
persons prior to serving as a chaperone for any school function.
7. At least one chaperone must stay at the function until all students have been picked up.
8. A secure area will be provided for the band. Only band members will be allowed in that area, and advisors must see that
this rule is strictly enforced.
9. Any person who attends a dance under the influence of alcohol or drugs will be immediately turned over to the police.
10. People who engage in fighting will be escorted from the dance and may be turned over to the police for further action.
11. People who gain entrance illegally may be turned over to the police for further action.
1.
2.

DANCES - SCHOOL
An advisor schedules dances for the school year. School dances are held for Monty Tech students. Guests will be permitted
only if a guest pass is picked up in the Main Office, completed with the necessary information and returned to the Main
Office for approval or disapproval. Monty Tech students must have their school I.D. while in attendance. Guests must
present a picture I.D., or be approved by an administrator.
Students should not arrive prior to the starting time. Also if a student chooses to leave the immediate dance area as outlined
by the dance advisor, the student will not be permitted to return to the dance program.
Note: If a student is on suspension or absent from school on the day of the dance, then the student may not participate in this
dance.
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SEXUAL HARASSMENT POLICY
(Sexual Harassment and Training in the Workplace)
I.

Introduction

It is the goal of Montachusett Regional Vocational Technical School to promote a workplace that is free of sexual
harassment. Sexual harassment of employees occurring in the workplace or in other settings in which employees find
themselves in connection with their employment is unlawful and will not be tolerated by this organization. Further, any
retaliation against an individual who has complained about sexual harassment or retaliation against individuals for
cooperating with an investigation of a sexual harassment complaint is similarly unlawful and will not be tolerated. To achieve
our goal of providing a workplace free from sexual harassment, the conduct that is described in this policy will not be
tolerated and we have provided a procedure by which inappropriate conduct will be dealt with if encountered by employees.
Because Montachusett Regional Vocational Technical School takes allegations of sexual harassment seriously, we will
respond promptly to complaints of sexual harassment and where it is determined that such inappropriate conduct has
occurred, we will act promptly to eliminate the conduct and impose such corrective action as is necessary, including
disciplinary action where appropriate.
Please note that while this policy sets forth our goals of promoting a workplace that is free of sexual harassment, the policy is
not designed or intended to limit our authority to discipline or take remedial action for workplace conduct which we deem
unacceptable, regardless of whether that conduct satisfies the definition of sexual harassment.
II.

Definition of Sexual Harassment

In Massachusetts, the legal definition for sexual harassment is this:
"sexual harassment" means sexual advances, requests for sexual favors, and verbal or physical conduct of a sexual
nature when:
(a)

submission to or rejection of such advances, requests or conduct is made either
explicitly or implicitly a term or condition of employment or as a basis for
employment decisions;
or
(b)

such advances, requests or conduct have the purpose or effect of unreasonably
interfering with an individual's work performance by creating an intimidating, hostile,
sexually offensive work environment.

humiliating

or

Under these definitions, direct or implied requests by a supervisor for sexual favors in exchange for actual or promised job
benefits such as favorable reviews, salary increases, promotions, increased benefits, or continued employment constitutes
sexual harassment.
The legal definition of sexual harassment is broad and in addition to the above examples, other sexually oriented conduct,
whether it is intended or not, that is unwelcome and has the effect of creating a work place environment that is hostile,
offensive, intimidating, or humiliating to male or female workers may also constitute sexual harassment.
While it is not possible to list all those additional circumstances that may constitute sexual harassment, the following are
some examples of conduct which if unwelcome, may constitute sexual harassment depending upon the totality of the
circumstances including the severity of the conduct and its pervasiveness:
--

Unwelcome sexual advances, whether they involve physical touching or not;

--

Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one's sex life;
comment on an individual's body, comment about an individual's sexual activity, deficiencies or prowess;

--

Displaying sexually suggestive objects, pictures, cartoons;

--

Unwelcome leering, whistling, brushing against the body, sexual gestures, suggestive or insulting
comments;
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--

Inquiries into one's sexual experiences; and,

--

Discussion of one's sexual activities.

All employees should take special note that, as stated above, retaliation against an individual who has complained about
sexual harassment, and retaliation against individuals for cooperating with an investigation of a sexual harassment complaint
is unlawful and will not be tolerated by this organization.
III.

Complaints of Sexual Harassment

If any of our employees believes that he or she has been subjected to sexual harassment, the employee has the right to file a
complaint with our organization. This may be done in writing or orally.
If you would like to file a complaint, you may do so by contacting the Superintendent-Director (extension 5207), or Principal
(extension 5216), at Montachusett Regional Vocational Technical School, 1050 Westminster Street, Fitchburg, MA. 01420,
telephone number (978) 345-9200 or (978) 632-8889. These persons are also available to discuss any concerns you may
have and to provide information to you about our policy on sexual harassment and our complaint process.
IV.

Sexual Harassment Investigation

When we receive the complaint, we will promptly investigate the allegation in a fair and expeditious manner. The
investigation will be conducted in such a way as to maintain confidentiality to the extent practicable under the circumstances.
Our investigation will include a private interview with the person filing the complaint and with witnesses. We will also
interview the person alleged to have committed sexual harassment. When we have completed our investigation, we will, to
the extent appropriate inform the person filing the complaint and the person alleged to have committed the conduct of the
results of that investigation.
If it is determined that inappropriate conduct has occurred, we will act promptly to eliminate the offending conduct, and
where appropriate we will also impose disciplinary action.
V.

Disciplinary Action

If it is determined that inappropriate conduct has been committed by one of our employees, we will take such action as is
appropriate under the circumstances. Such action may range from counseling to termination from employment, and may
include such other forms of disciplinary action as we deem appropriate under the circumstances.

VI.

State and Federal Remedies

In addition to the above, if you believe you have been subjected to sexual harassment, you may file a formal complaint with
either or both of the government agencies set forth below. Using our complaint process does not prohibit you from filing a
complaint with these agencies. Each of the agencies has a short time period for filing a claim (EEOC - 180 days; MCAD - 6
months).
1.

The United States Equal Employment Opportunity Commission ("EEOC")
John F. Kennedy Federal Blg
475 Government Center
Boston, MA 02203
1-800-669-4000

2.

The Massachusetts Commission Against Discrimination ("MCAD")
Boston Office:
One Ashburton Place
Sixth Floor – Room 601
Boston, MA 02108
(617) 994-6600
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Springfield Office:
436 Dwight Street
Second Floor Room 220
Springfield, MA. 01103
(413)739-2145
STUDENT RECORDS (GRADING)
PROGRESS RECORDS: All teachers are required to keep accurate, updated progress records and charts on all students.
These records will be essential in summarization of pupil progress to be sent home to parents periodically throughout the
year. Progress records are to record daily performance plus additional grading information required for quarterly grade
reports.
RECORD BOOKS: Teachers will submit all record books to their respective Coordinator at the end of the school year.
Vocational teachers are also responsible for recording competencies and hours for licensed trades.
QUARTERLY GRADES and INTERIM PROGRESS REPORTS are recorded directly on the X2 Aspen System.
RECORDING PROCESS:
Class Lists: Class Lists will be available through the X2 Aspen Student Information System. You may print an up to date
class list at any time.
Quarterly Grades and Interim Progress Reports will be entered directly through the X2 Aspen Student Information System.
You may perform this task from any networked computer, including your home computer.
INTERIM PROGRESS REPORT GRADING: You must provide a status for every student for whom you are responsible.
Enter your Status & Comment Numbers using the following legend:
•

Status: (Select one)
501 – Failing (Average below 60)
502 – Danger of Failing (Average 60-69)
503 – Passing but better work possible (Average 70-79)
504 – Good Overall Performance (Average 80-89)
505 – Doing Very Well (Average 90-100)

Comment Codes – You may enter up to 2 Comment Codes.

QUARTERLY GRADES: Enter your Grade, Effort, Conduct & Comment Numbers using the following legend:
1.

Grade (Quarterly Average)

0-100 or P or F (upper case) or TR (transferred out of course)

2.

NOTE: P or F may only be used in courses that have been designated as Pass/Fail subjects.

3.

Incomplete performance may be noted as follows:
ME (upper case) - If excused from class by the Nurse for Medical Reasons
IN (upper case) - Incomplete for reasons other than Medical Reasons
All Incompletes must be made up and a grade submitted to the Main Office no later than 10 school days after the
close of the term...

4.

Effort Codes 1 – 5

5.

Conduct Codes 1 – 5 (5 Excellent; 4 Above Average; 3 Average; 2 Below Average; 1 Unacceptable)

6.

Comment Codes – You may enter up to 2 Comment Codes

(5 Excellent; 4 Above Average; 3 Average; 2 Below Average; 1 Unacceptable)
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COMMENT CODES FOR GRADE AND INTERIM PROGRESS REPORTS
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COMMENT CODES FOR GRADE AND INTERIM PROGRESS REPORTS (page 2)
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THE “A” STUDENT 1. Consistently does more than is required.
2. Contributes much of value in class discussion.
3. Completes regularly assigned work in a superior manner, and often submit projects and original contributions BEYOND
that which is assigned.
4. Is consistently prompt, thorough, accurate and neat in written work.
5. Is self-reliant and requires minimum amount of help.
6. In terms of percentage, usually achieves within the range of 90 to 100% on teacher-administered tests.
THE “B” STUDENT 1. Frequently does more than is required.
2. Contributes in class discussion, showing knowledge of material covered.
3. Completes regularly assigned work, and occasionally submit projects beyond assigned work.
4. Completes work on time but is not consistently accurate and thorough.
5. Is self-reliant but to a lesser degree than the “A” student.
6. In terms of percentage, usually achieves within the range of 80 to 89% on teacher-administered tests.
THE “C” STUDENT 1. Does what is required.
2. Participation in a routine manner in class discussions with few original contributions.
3. Completes regularly assigned work but does not attempt to go beyond.
4. Usually completes work on time but is not thorough or completely accurate.
5. In terms of percentage, usually achieves within the range of 70 to 79% on teacher-administered tests.
THE “D” STUDENT 1. Frequently does less than what is required.
2. Seldom contributes to class discussion.
3. Frequently does not complete assigned work.
4. Work is frequently not done on time.
5. In terms of percentage, usually achieves within the range of 60 to 69 % on teacher-administered tests.
THE “F” STUDENT 1. Consistently does less than is required.
2. Contributes little to class discussions.
3. Consistently does not complete regularly assigned work.
4. Work is consistently late, inaccurate, carelessly done, and incomplete..
5. In terms of percentage, usually achieves below 60% on a teacher-administered test.
HONOR ROLL: Students should work to the best of their ability to ensure success in all endeavors. Students achieve
recognition and distinction in the academic program through the Honor Roll. Individual exploratory grades will not be
included in determining Honor Roll status; however, the exploratory assessment average will be used in determining Honor
Roll status for all freshmen during the second quarter.
Requirements for attaining Honor Roll Status include ONE of the following criteria:
PRINCIPAL’S LIST – - (no grade lower than 90)
HIGH HONOR ROLL – - (no grade lower than 80)
HONOR ROLL – - (Student has an overall cumulative average of 80, with no individual grade lower than 73)
SUBSTITUTES
It is very difficult to find qualified substitutes; therefore, to protect the quality of service to students, please observe these
procedures:
1.

Each teacher should have current directions for substitutes in the upper right hand drawer of his/her desk or in another
location known to every other member of the department. These directions should consist of:
a.

A lesson plan book showing the location in the curriculum, planned activities and relevant references for each class
or group taught.
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b.

A clearly identified roster of students for each class taught.

c.
d.

A clear, accurate teacher schedule of classes and duties.
Other material that will help another person to conduct the teacher’s classes including the names of student aides in
each class.

2.

Suggestion for student aide: The teacher appoints one dependable student in each of his/her classes to volunteer
assistance to any substitute. The teacher would have given that student special training in assisting a substitute.

3.

A substitute should not feel that the temporary nature of their assignment in any way detracts from their professional
status as a teacher at Montachusett Regional Vocational Technical School.
SUPERVISION

SUPERVISION: All teachers have the responsibility of maintaining discipline and control throughout the building including
corridors and lavatories before and after school, and between classes. Infractions of school rules by students outside of your
classroom should be dealt with by you if observed by you. We must all be alert and consistent both in and outside the
classroom.
Teachers should monitor the hallway areas outside their classroom between class periods to help maintain control while
students are passing. At no time will students be permitted to run in the corridors or on the stairways.
CORRIDOR DUTY GUIDELINES:
1. Arrive at the assigned duty at the beginning of the specified time.
2. Check students for passes and direct them to their assigned destination.
3. Prevent loitering in the hallways and the lavatories.
4. Submit names of students who repeatedly violate the above procedure to the Dean of Students.
5. The end of the specified time signifies the end of the assigned duty.
6. Direct and accompany any unauthorized visitors to the Main Office.
Note: At times it may be necessary to assign staff members to specific supervision responsibilities.
TEACHER AND INSTRUCTIONAL SUPPLIES
All supplies may be obtained from the Supply Room. Fill out a requisition form and leave it with your Coordinator and plan
to pick up your supplies the next day during the posted time. Any supply requests not picked up by the teacher after one (l)
week will not be honored. It is asked that teachers conserve supplies and help prevent waste.
PURCHASING: BOOKS, SUPPLIES, EQUIPMENT, ETC.
1.

2.

All requests to purchase must be submitted on a Purchase Requisition Form to your respective Coordinator. If the
Coordinator recommends approval of your request, it will then be forwarded to the Principal; the SuperintendentDirector, and Business Manager for processing in conformance with standard practices and legal requirements. All
purchasing must be done through the Business Office.
a.

Originators of Purchase Requisition forms should verify with others in the department that the request is not a
duplication of any previous request. The Liaison shall coordinate department purchasing. The Liaison will also be
responsible for entering requisitions in Budget Sense.

b.

Upon approval by the Business Manager, a copy of the Purchase Order will be forwarded to the originator of the
purchase request.

c.

Upon receipt of the order, you should verify that all items have been delivered and are in good condition. Inform the
Receiving Department of any discrepancy immediately.

No teacher or other employee is allowed to order or purchase items in the name of the school, or order items for
inspection or on trial. This procedure must be followed in all situations.
Failure to comply with the above will result in cancellation of orders, return of goods, or the employee shall be
financially liable for the goods ordered and received. Unauthorized purchases will be the responsibility of the
staff member placing such order and will be required to make personal payment.
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TELEPHONE NUMBERS:
MAIN NUMBER IS (978) 345-9200 OR 632-8889
800-853-6689
For Direct access, enter the extension number when prompted.
Accident Reports
Admissions
Anonymous Reporting
Athletics
Attendance/Discipline
Billing
Buses
Conflict Resolution
Coordinator of Postgraduate & Continuing
Studies
Co-op Program
Curriculum/Assessment
Dismissals
Driver’s Education
Exploratory
Extra Help
General Questions
Guidance Services
Homework and make up work
School Nurse
Locker Problems
Lost and Found
Lunch (free/reduced)
Parking Permits
Peer Mediation
Physical Exams
Principal
Report Cards
SCAN (School Child Abuse & Neglect)
School Resource Officer
Smoking
Special Needs
Sports Physicals
Student Support Services
Guidance
Grade 9
Grade 10, 11, 12
Grade 10, 11, 12
Grade 10, 11, 12
Grade 10, 11, 12
Superintendent-Director
Suspensions
Tardiness
Title IX/Ch. 622, Title VI
Vocational Programs and concerns
Work Permits

Nurse’s Office
Dean of Admissions
Athletic Director
Dean of Students
Business Office
Business Office
School Social WorkerDean of Students
Continuing Studies Office

Extensions
5219
5235/5231
5247
3660
5247/5248
5212
5215
51035247
5220

Co-op Coordinator
Academic Office
Dean of Students
Bob Sandos
Shelley Reyes
Academic Office
Main Office
Director of Student Support Services
Teacher – See web site for contact information
Nurse’s Office
Main Office
Main Office
Business Office
Dean of Students Office
School Social Worker
Nurse’s Office
Thomas Browne
Student Support Services
Principal
Leroy JacksonDean Romano
Dean of Students
Director of Student Support Services
Athletic Director

5252
5202
5247/5248
5128
5103
5202
0
5235/5236
varies
5219
0
0
5215
5254
5104
5219
5216
5235/5236
5216
5100
5247/5248
5244
5220

Shelley Reyes
Mark Haschig (AB), (AT), (DA), (HO), (IN)
Bonnie Heikkinen (EC), (GC), (IT), (MR), (BOT)
Patricia Kozlowski (CB), (CO), (DT), (EL), (HC)
Kathleen Sallila (CA), (MT), (ET), (PL), (WM)

5103
5240
5239
5233
52383
5206
5247/5248
5248
5205
5255
0

Dean of Students
Dean of Students, Attendance
Principal
Vocational Office
Main Office
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TELEPHONE/COMMUNICATION
REGULATIONS GOVERNING TELEPHONE CALLS BY STAFF:
1. Outside telephone calls are to be restricted to school business only.
2. Staff Members should only use their cell phone for emergency purposes either before or after school hours.
3. Outside calls may be made from your classroom phone. You will be issued a password allowing you to directly dial
calls within the district. All other calls must be placed by dialing 0.
4. Long distance phone calls must not be made without prior approval from your coordinator.
5. All personnel are urged to utilize e-mail in lieu of long distance calls.
6. All personnel have a voice-mail box. Incoming calls, except in emergencies, will be forwarded to your voice-mail box.
(Your voice mail number may be dialed directly from the outside.) Because most classroom and shop phones are shared,
there is no indication that voicemail is waiting, therefore you should check for voice mail at regular intervals.
7. Regulations governing telephone use by students are located in the Student Handbook.
1.

TEXTBOOKS
All textbooks should be properly stamped and numbered prior to distribution.

2.

Students are required to complete Textbook Log Sheets, which are kept by the teacher for his/her records.

3.

When the book is returned, the Log Sheet is checked to determine if the numbers match and to see if the book returned is
the same one issued. Note: If the condition of the book has substantially changed, the student is to be assessed the
proportionate costs to be paid in the Business Office.

4.

Use the same Log Sheet throughout the school year for the books you may distribute.

5.

If books are lost during the year, you can determine which are missing by checking the number on the Log Sheet.

6.

Students are responsible for lost or damaged books and materials and will be held responsible for payment of same.

7.

Each marking term, teachers should check Textbook Log Sheets with student textbooks.

8.

Be sure to inform students who fail to return a textbook which has been assigned to them that they will not be allowed to
participate in some school activities.

VISITORS
Parents/Guardians are encouraged to visit the school. All visitors must stop at the Main Office and sign in electronically with
Lobbyguard and receive a visitor's picture ID which shall be prominently displayed. Although we welcome visitors to the
school, a scheduled appointment is recommended. Tours of the school and staff conferences should be arranged in advance.
Students from other schools, not accompanied by adults, may visit Monty Tech by prior arrangement through the Student
Support Services. These visits are designed as informational and are encouraged.
For safety reasons, babies/toddlers being transported to and from the Day Care Center should only be in designated school
areas. This does not include crowded hallways or the crowded cafeteria.
Outside visitors, including Monty Tech graduates, are not allowed to visit teachers/staff during the school day, as it distracts
from the teaching process. Exceptions will be made for visitors who have scheduled an appointment with a staff member,
only if the Main Office has been notified in advance.
Students are not permitted to bring guests to school during the regular school day.
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Salesmen selling items of a personal nature, e.g. insurance, annuities, retirement plans, will not be allowed during school
hours without prior permission of Superintendent-Director or designee.

85

Formatted: Font color: Red

Faculty Guide, 20145-20156

Work Projects for Public and Staff

Montachusett Regional Vocational Technical School will entertain requests for building and
work projects from members of the public, including members of the Monty Tech staff.
Each project will be considered on its individual merits, subject to the following considerations:
• The project must align with the Massachusetts Department of Elementary and Secondary
Education’s Curriculum Frameworks.
• The project must have overall educational value and appropriately fit within the
instructional schedule of the career and technical education program being asked to do
the work.
• The school will give preference to cities, towns, and non-profit agencies within one of the
18 communities in the Monty Tech School District.
• The school will give additional preference to cities, towns, and non-profit agencies that
have not requested prior projects.
• The individuals or group requesting the work is responsible for paying for materials and
supplies related to the project.
• The school will reject requests from individuals or groups who have previously failed to
pay or who have been deemed a potential security risk to its students or faculty.
• All work will be done during the regular school day and under the supervision of licensed
teaching personnel.
• No work will be done on private property.
• For automotive work, vehicles must be dropped off at the start of the school day and
picked up at the end of the school day or when work is completed. Payment is required
at the time of pickup.
• For automotive work, vehicles must be less than 15 years old and must be registered and
insured.
• All requests must be submitted, in writing, to the Director of Vocational Programs.
• Projects will be undertaken on a first come, first serve basis, but may be taken out of
order if they are determined to be better suited to students’ learning needs at the time.
When requesting work, please remember that this is a school, where learning is our primary
mission. Monty Tech is not a private business. For these reasons, Monty Tech reserves the
right to refuse or cancel any request that does not further our school’s educational mission or
conflicts with our school’s philosophy.
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INSERT AB/AT/IND WORK ORDER
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EDUCATION REFORM IMPLEMENTATION PLAN
OVERVIEW
On June 18, 1993, the Commonwealth of Massachusetts joined the growing ranks of states, which have passed legislation
addressing the need for statewide systemic school reform. Although some may question specific elements of the new law,
there is a growing recognition that Chapter 71, the Education Reform Act of 1993, contains the four essential components of
reform.
1) New programs and standards that will ensure high achievement for all students.
2) A fair and equitable system of school finance.
3) A governance structure that encourages innovation and accountability at all levels.
4) Standards and processes that will enhance the quality, professionalism, and accountability of all educational personnel.
The Department of Education has been given substantial new responsibilities to oversee the implementation of these four
components. They are moving forward aggressively on all four components while recognizing that many of the activities
included in the new law will take time to be put fully in place.
INTERNET POLICY
All Monty Tech staff members are required to review, sign and follow the Monty Tech Internet Policy. Questions regarding
this policy should be directed to the Director of Technology or the Principal. Access/use of the internet is restricted to school
related use during school hours.

Monty-Tech Acceptable Use Policy (AUP)
This document is a guide to acceptable use of the Montachusett Regional Vocational
Technical School (MRVTS) data communications network. It is intended to address the minimum standards of use for
the data communications network as implemented at the Montachusett Regional Vocational Technical School. Access
to data communications carried across other networks is subject to acceptable use policies of those other networks. If
other networks are accessed through the MRVTS network, the more restrictive and/or conservative policy shall, in all
cases, apply, without exception.

Acceptable use refers to whether the use of the data communications network is consistent with the guidelines
established for each network, local area network, workstation or other data communications application, which the
traffic traverses. Given the volatile nature of the technology employed and the demand that users make of networks,
determining acceptable use is a dynamic and interactive process. The intent of this use policy is to make clear certain
cases, which are consistent or inconsistent with the purposes of the MRVTS data communications network. It is not
possible to enumerate all such possible uses.

1

Primary Goals
The MRVTS data communications network has the capacity to link workstations, local area networks and/or
other external networks as well as access a wide variety of data communications resources worldwide. The goal of the
MRVTS data communications network is to support and enhance instruction, research activities, and administrative
records management among the staff and students of MRVTS as well as other interested parties who may participate
with the express invitation and permission of the Montachusett Regional Vocational Technical School District, by
providing access to computer mediated communication resources, shared resources, unique resources, and the
opportunity for collaborative work. In addition to access to local shared resources, the MRVTS data communications
network maintains high-speed access to the Internet, providing connections to regional, national and international
resources. The following guidelines establish minimum standards with regard to all uses of the MRVTS data
communications network.
2

Acceptable Use Policy
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2.1
All use of the MRTVS data communications network must be consistent with MRVTS’s primary Goals.
2.2
This policy shall be updated as conditions warrant. The most current version shall be posted on the MRVTS
web site.

2.3
The System Manager (Director of Technology) may, at any time, make determinations that particular uses are
or are not consistent with the purposes of the MRVTS data communications network. Such determinations will be
reported, via electronic mail, posting to our home page, and/or message, to the user community.
2.4
The MRVTS data communications network shall only be used for legal purposes.
2.5
It is important that disruptions to the MRVTS data communications network be minimized. Disruptions
include, but are not limited to, distribution of unsolicited advertising, propagation of computer worms and/or viruses,
and using the network to make unauthorized entry to any other machine or device accessible via the network.
Recreational computing, game playing, participating in non-educational chat rooms, social networks, and similar
activities are considered unacceptable since such activities degrade system performance and/or denies access to other
users.
2.6
Users may only access those areas to which they have been given authorization. Users should not attempt to
access information which is not in their purview. This especially applies to administrative database information
concerning the staff and students of MRVTS. If there are any questions concerning access, they should be directed to
the System Manager.
2.7
Proper professional standards of conduct must be maintained. Users should refrain from transmitting any
material which might be construed as threatening, obscene, or harassing. Users should refrain from accessing material
which is inappropriate to the educational environment.
2.8
MRVTS does not endorse or permit access to material which may be considered educationally inappropriate
or objectionable in nature. Access to such material on MRVTS owned workstations shall be restricted to the greatest
extent possible; free speech and open scholarly research issues notwithstanding. MRVTS employs content filtering
systems which provide the most technologically current protection available. MRVTS may not be held responsible for
access to inappropriate and/or objectionable material from systems connecting to the MRVTS data communications
network though outside telephone, cable or other data communications lines or on MRVTS workstations which have
been intentionally reconfigured to bypass content filtering.
2.9
Information and resources accessible via the MRVTS data communications network are private to the
individuals and organizations which own or hold the rights to those resources and information unless specifically
stated otherwise by the owners or holders of such rights. Access to information or resources (even when that
information or those resources are not securely protected) may occur only with prior permission of the owners or
holders of such rights to those resources or information. Within resources residing on equipment owned, leased or
otherwise contracted by MRVTS the final authority regarding specifically authorized rights to view and or access
applications, files and other resources that reside on the system shall be the System Manager.
2.10
The MRTVS data communications network should only be utilized for approved activities. Profit making
activities or use by for-profit institutions except when engaged in open scholarly communication and research shall
only occur with the express permission of the System Manager.
2.11
MRVTS shall not assume liability for payment of any new subscriptions, royalties or other fees associated with
accessing commercial services, bulletin board systems and/or databases without the prior express permission of the
System Manager. In the event MRVTS is billed for such unauthorized access, the user shall be held accountable and
may be required to reimburse MRVTS for charges accrued due to such unauthorized access.
2.12
Account codes and passwords are confidential and should not be shared with any other person without the
permission of the System Manager.
2.13
Professional standards of conduct and ethics must be maintained with regard to the use of copyrighted and
licensed software. It should be noted that it is illegal to duplicate copyrighted and licensed software for use by others.
2.14
Only software that directly supports approved curriculum may be installed on MRVTS workstations without
the express permission of the System Manager.
2.15
Under no circumstances shall unlicensed software be installed on any MRVTS workstation.
2.16
Personal workstations (laptops and other equipment not owned or leased by MRVTS) may only be connected
to the MRVTS data communications network (including wireless access points) with prior permission of the System
Manager. Said workstations and other equipment approved for connection must meet certain configuration, operating
system and virus protection standards. This section does not preclude certain access points (for example, the
Performing Arts Center) temporarily being made available to the public.

3

Enforcement of Policy
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3.1
User accounts and passwords may be used to administer networked workstation configuration, including but
not limited to, restricting access to ‘control panels’, and the right to view or otherwise access certain directories and
files on local workstations.
3.2
All files (including e-mail) enjoy full security and privacy privileges associated with the accounts to which
they are assigned. No staff member or student shall access email or the accounts or files of another person without the
consent of the staff member/student, or the Superintendent-Director, or the Superintendent-Director’s designee.
Violations may be subject to disciplinary action. Privacy privileges notwithstanding, the Montachusett Regional
Vocational Technical School District retains the right as owner and employer to examine any and all files residing on
our systems as may be warranted to ensure compliance with this policy, satisfy records requests of law enforcement
agencies or for other legitimate reasons. Random examination of web browser cache and history files may occur
without notice.
3.3
Software is routinely employed which monitors and decodes network traffic.
3.4
Procedures are in place to insure compliance with Massachusetts Public Records regulations as they relate to
e-mail (see section 6).
3.5
A log of all external web based traffic is maintained.

4

Violation of Policy

5

Internet Safety Policies & CIPA Compliance

6

E-Mail Policies

4.1
The System Manager of MRVTS and/or appropriate representatives of the Montachusett Regional Vocational
Technical School District will review all alleged violations of the MRVTS Acceptable Use Policy. Violations of this policy
will result in appropriate actions being taken.
4.2
In addition to this section, inappropriate computer use violations by students may be addressed by the Dean
of Students in a manner consistent with other inappropriate behavior as defined in the Student Handbook.
Inappropriate computer use violations by staff may be addressed by the Principal and/or System Manager.
4.3
Unauthorized access or attempt to access the administrative database files of the MRVTS shall be dealt with to
the full extent of the law.
4.4
Any effort to conceal the history of computer use by the deletion, erasure or other attempts to remove files,
including the installation and use of any program designed to hide evidence of Internet use, shall be deemed willful
and malicious destruction of school property.
4.5
Any effort to bypass content filtering or to perform activities not related to education may result in
disciplinary action.
4.6
Any misuse of our e-mail system, including the proliferation of spam and other unauthorized messages, are
considered a violation of the Acceptable Use Policy.

5.1
MRVTS shall maintain content filtering/blocking software which is updated at regular intervals. At present,
filtering resides on the MRVTS network gateway and not on individual workstations (see section 5.5).
5.2
Inappropriate sites discovered to be accessible should be reported to the System Manager. Such sites may be
blocked immediately by the System Manager. Conversely, blocking of sites which are necessary for 'bona fide
research" may be temporarily disabled.
5.3
Web links and/or references to the Montachusett Regional Vocational Technical School from other web sites
which contain inappropriate or objectionable content shall be discouraged by whatever administrative means are
available. This particularly applies to personal web pages of our staff and students.
5.4
Monitoring of Internet use shall be accomplished by a combination of staff supervision, the 'history files'
associated with web browsers, monitoring of network traffic and the 'log' files of gateway.
5.5
Any MRVTS owned or leased workstation which will be used to access the Internet without going through the
MRVTS network gateway shall be configured to employ appropriate content blocking and the user shall agree that
such configuration will not be altered. This includes MRVTS workstations which are used off premises.
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6.1
MGL c 4 § 7 (Massachusetts Public Records Law) applies to all government records generated, received, or
maintained electronically, including computer records and electronic mail.
6.2
MGL c 66 § 10 requires e-mail of our employees be available for inspection. All employees are expected to
maintain suitable "mailboxes" in their e-mail accounts to comply with this requirement.

6.3
MGL c 66 § 8 requires that an e-mail archive be kept for a period of 7 years. All incoming and outgoing e-mail
of all "@montytech.net" accounts (both staff and students) is archived.
6.4
In order to insure that Monty Tech is in compliance with records keeping regulations and acceptable
practices, all e-mail correspondence related to an employee's job must be conducted using the employee's official
"@montytech.net" e-mail account.
6.5
In order to insure our ability to comply with the Federal Rules of Civil Procedure Rules 26 and 34, employees
may not use personal e-mail to conduct any school related business.
6.6
Content filtering/blocking is used to block access to personal e-mail accounts.

7

Disclaimer of Liability

7.1
The Montachusett Regional Vocational Technical School disclaims all liability for the content of material that a
student may access on the Internet, for any damages suffered in the course of or as result of the student's Internet use,
and any other consequences of a student's use. of the MRVTS data communications network.
7.2
By accepting and using a Monty Tech Computer Account and Password you agree not to: (a) upload, transmit,
post, email or otherwise make available to any MRVTS workstation any content or other material in any format that is
false, inaccurate, unlawful, harmful, threatening, abusive, harassing, tortious, defamatory, vulgar, obscene, invasive of
another's privacy, libelous and/or otherwise objectionable; (b) infringes on any third party's intellectual property; or
(c) contains viruses, worms, Trojan horses, corrupted files, or any other similar software or programs designed to
interrupt, destroy or limit the functionality of any computer software or hardware or telecommunications equipment.
You agree that you will not transmit or access any data that infringes any patent, trademark, trade secret, copyright or
other proprietary rights of any party and agree to indemnify and hold harmless Montachusett Regional Vocational
Technical School District from their claims if you do.

Version 9.2 - 25 April 08
Version 9.3 – 17 June 09
Version 9.4 – 7 January 2011
Version 9.5 – 2 April 2013
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