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WELCOME
I would like to take this opportunity to welcome you to the Alaska Technical Center. You are a
member of our 39th class continuing a tradition of success. I hope your stay at the Alaska
Technical Center will not only be an educational one but a very pleasant experience as well.
The purpose of Alaska Technical Center is to provide you with the opportunity to receive quality
learning and experiences to prepare you for the workforce. Our ATC staff is dedicated to helping you
reach your goals.
Your training will include obtaining knowledge through classroom instruction, hands on participation,
and on-the-job work experience. This blend of learning will allow you to apply what you are learning
to real life so that your transition from training to work will be minimized.
Your job here will be to take advantage of this opportunity to obtain skills and knowledge that will help
you get and hold a job. It will mean hard work, seeking help, some adjustment and possibly sacrifices
on your part. Do not be afraid to accept new challenges and be willing to accept change. The choices
you make while here choices will impact your life and career.
Our staff will take every measure to ensure your success and we need that same commitment from
you. This personal commitment on your part will provide you with the necessary skills and work habits
that will make you a productive and dependable worker in the future.

Have fun learning!

Cheryl Edenshaw Director,
Alaska Technical Center
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GENERAL ADMISSIONS AND TRAINING INFORMATION
INTRODUCTION

Information about the Alaska Technical Center (ATC) and admission into training programs is available
year round. You can obtain information about ATC on our website at www.nwarctic.org/atc, call 1-800478-3733 or (907) 442-1500, or stop by the Administrative Office at 843 4th Street in Kotzebue, Alaska,
between 8:00 am and 4:30 pm, Monday through Friday.
ORIENTATION

If you are enrolled in a long-term training program (six weeks or longer), formal orientation is held at
the campus in Room 170 Community Resources, 843 4th Street.
Orientation includes receiving information about school procedures and services, obtaining your
program schedule, student responsibilities and meeting with staff members in Administration.
If you enroll in a short-term (less than six weeks), you will receive a specific orientation from your
instructor on the first day of class.
EVALUATION OF TRAINING PROGRESS

Your instructor evaluates your progress monthly and records your level of attendance and achievement
on a Monthly Progress Report Form. The monthly reports are provided to agencies that fund trainees.
Trainees are encouraged to maintain copies of the monthly progress reports to share with potential
employers.
CERTIFICATE OF COMPLETION

Issuance of a Certificate of Completion is based on the successful completion of the training program,
testing, attendance and payment of all training costs.

ATC Training Programs
ATC training programs are designed to prepare you for a job and teach specific skills you can use
immediately on the job. Training is conducted throughout the day, similar to a workday schedule. The
training is competency-based and leads to a certificate, different from a series of college courses
leading to a degree.
In this type of training you will demonstrate what you learn by performing tasks you would do on a
job. You will do both classroom activities and “hands on” work. Receiving a certificate of graduation
means that you have performed the training activities and met the standards required for entry into, or
advancement in, a specific occupation.
Annually, training in the core programs begin in September and January; however, short courses may
be offered periodically based on workforce and employer needs.
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ATC RULES
Alaska Technical Center (ATC) strives to ensure that all trainees receive quality training in a safe
environment. We ask for your cooperation to help us achieve this goal by observing the rules. All
trainees attending ATC must abide by this set of rules. This helps ensure safety, comfort, and
productive learning for everyone. Failure to adhere to the rules can result in serious consequences
and/or termination from ATC.
ATTITUDE FOR LEARNING

A positive attitude is critical to learning and future workplace success. A negative attitude is not only
detrimental for the person involved, but it also influences other trainees who hear it. Trainees with a
continued negative attitude will be referred to the ATC Administration for counseling.
COUNSELING AND EMPLOYABILITY SKILL TRAINING

ATC provides career development and personal counseling to all trainees and will assist with referrals
when necessary. ATC wholeheartedly supports the efforts of trainees who seek help for any challenges
they are experiencing. Trainees may request to take leave of absence if they need to enter a treatment
program. We encourage trainees who have a problem with alcohol or drugs to seek help immediately,
either by contacting the ATC Counselor or by contacting other resources in Kotzebue. ATC staff can
provide referral services if requested. Any Trainee who is referred to an alcohol/drug program will be
required to sign a release, authorizing information on their progress. Those trainees who are required to
attend a treatment program as a condition for continued enrollment must comply with the
recommendations of the program. Failure to comply with the recommendations can be cause for
disciplinary action up to and including termination from the school.
CELL PHONES

Cell phone use, including initiating or answering calls, sending and receiving messages and/or emails,
and use of internet is not appropriate during class lectures, discussions, lab activities and
group/classroom study times. Cell phones should only be used before or after class or during an
authorized break, and phone conversations should be conducted as privately as possible and in a
manner that does not disturb other students. Cell phones must be turned off while training is being
conducted. Aligned with the NWABSD Student Handbook, instructors have the authority to
designate a collection place for cell phones. All students must comply with instructor’s
directions.
Students who disregard this policy are subject to disciplinary actions. Students who have been
previously warned will be dismissed from class for the remainder of the day and receive an unexcused
absence for class time missed. Continued disregard of this policy could result in dismissal from the
training program.
TELEPHONES

All telephones at the school and the dormitory office are for staff use only. In an emergency situation,
trainees will be allowed to use staff phones.

6|Page

Alaska Technical Center
Trainee Handbook
TRAINEE MESSAGES

Messages will be taken on all non-emergency calls. These messages will be delivered during authorized
breaks and/or provided to your instructor for delivery of the message to you.
BREAKS

During the morning break (10:00 AM – 10:15 AM) and the afternoon break (2:00 PM – 2:15 PM)
Monday through Friday.
ATC will have three school breaks: Thanksgiving; Christmas: and Spring break. Refer to the school
calendar for the exact dates. During these breaks the dorm will be closed to all students.
VISITORS

During class time trainees need to be in class and stay focused on their lessons. Visitors will not be
allowed to interrupt classes during the day, unless it is an emergency. If someone needs to see you during
the day, they can visit you during your lunch hour, after school or during the dorm visiting hours.
WORKSHOPS AND MEETINGS

Various organizations rent classroom space at ATC for meeting, workshops or short training programs.
As part of this service, ATC provides snacks and beverages for these organizations. Trainees in our
regular program shall not enter these workshops and meetings to obtain snacks and beverages.

SUGGESTIONS
If you have any suggestions for improvement of our program, you are encouraged to do so in writing.
RIDES

No rides are provided.
MEDICINE

Due to legal reasons, ATC and dorm staff cannot issue any medication.
HANDBOOK AND ENROLLMENT CONTRACT

All trainees are provided a copy of the ATC Trainee Handbook. Each Trainee shall sign the Handbook
Contract acknowledging that they have read the handbook. Failure to read the handbook is not an excuse
for violating the rules.
In addition, the Registrar will prepare an Enrollment Contract for all trainees. This contract must be read
and signed by the trainee.

ATTENDANCE RULES
Classes are generally 7.5 hours in duration, but may be longer depending on the program in which enrolled.
Classes are held Monday through Friday from 8:30am to 4:30pm. Lunch is at 12 noon to 12:30 pm. All
trainees will utilize time cards or scanner to document their attendance. You may request a copy of your
attendance report at any time. Attendance reports are provided to the trainees funding agencies.
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TARDY/ABSENCE RULE
Trainee will be counted as tardy whenever they clock in from 8:31am and 12:31pm. If a trainee is 30 minutes
late, then that shall count as being absent for a period of one (1) hour. All trainees are expected to call and
inform the instructor if they expect to be late 30 minutes or more.

TYPES OF ABSENCES
It is required for all trainees to complete the required number of hours of training so as to meet and comply with
industry and university requirements to ensure the highest standards are met. The following are absences
defined for ATC purposes:

EXCUSED ABSENCE
A trainee leave form must be turned in for an excused absence. Leave will be considered if the
Instructor is notified at the minimum 30 minutes before class starts. The Instructor approves or
disapproves all leave requests. Leave shall be granted on a case-by-case basis and the student is
responsible to remain current in their studies.

UNEXCUSED ABSENCE
This includes but not limited to, not attending class and any leave not authorized or approved by ATC
staff.

ENROLLED ON LEAVE
A trainee may request to delay training for valid reasons. Leave requests shall be only considered for
programs that are three consecutive weeks or more. A change of status form must be completed for
approval of leave and funding agencies will also be notified of the trainee’s status. If the trainee does
not return as stated on the change of status, then that trainee will be automatically considered withdrawn
from the program enrolled in.

MEDICAL LEAVE
If a trainee or their child is ill, a doctor’s slip must be obtained in order to be excused. If the trainee
lives at the ATC dorm a doctor’s slip must be obtained in order to be in the dorm during training hours.

EARNED LEAVE
Trainees in good academic standings with perfect attendance for a month earn one (1) days of Earned Leave. It
is not accumulative and may be used as long as the instructor and trainee agree on a date. Earning this leave
does not relieve the trainee of any studies that are required.

MAKE-UP TIME
Time to be made up and credited will be for excused absences and medical/sick child excusal. Time must be
made up on 30 minute increments and can be done Monday-Friday 8:00am – 8:30am or times that the Instructor
has approved.

SUSPENSION
A trainee who is disorderly or presents a health and/or safety risk to self and others may be suspended from
class. Time missed due to a suspension is counted as unexcused.
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ATTENDANCE PROBATION
Trainees with excessive unexcused absences and tardiness shall be placed on Probation. Once a trainee has
been placed on probation for attendance this shall remain in effect for the duration of the semester. Funding
agencies will be notified of the trainee’s probation status. Each tardy counts as one (1) hours of being absent.
For Each Semester (16 weeks in length) the following Probation Levels will be applied:
Level 1

21 hours combined absences & tardiness

Attendance Plan & Counseling

Level 2

21 additional hours

Formal Attendance Contract Plan

Level 3

21 additional hours

Referred to ATC Director

Withdrawal from Program
A trainee must file with the Registrar a Change of Status form to formally withdraw from the program and also
notify their funding agencies of such.

ATC REFUND POLICY
Refunds will be computed from the last day of physical attendance. All refunds to students will be
made within 30 days of receipt of written notification of the student’s withdrawal, or 30 days after the
student’s last recorded date of physical attendance, whichever is earlier. ATC will acknowledge a
student’s cancellation or withdrawal, in writing within 5 business days after receipt of notification.
Tuition and Fees for all courses offered at ATC, refunds for tuition and/or room/board will be made as
follows based on last permanent attendance:
TUITION, ROOM AND BOARD

• Week 1
• Week 2
• Week 3
• Week 4
• Week 5
• Week 6
• Week 7 to the end of the semester
(based on 15 week course training)

• 90 %
• 75%
• 60%
45%
• 30%
• 15%
• 0%

Tuition, Room & Board
Tuition, Room & Board
Tuition, Room & Board
Tuition, Room & Board
Tuition, Room & Board
Tuition, Room & Board
NO REFUND

Classes more then 10 but less then 15 weeks shall be adjusted up to Week 3 percentages.
ALL ATC FEES, TESTING AND OTHER FEES

There will be no refund for any reason.
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APPEALS
Decisions affecting trainees will be made from time to time, any trainee disagreeing with any decision
made may appeal the decision. The appeal process is as follows:
1. Trainee should first present the grievance/complaint, in person or in writing, to the staff member
making the decision.
2. If the grievance remains unresolved, the trainee is encouraged to present their case to each
successive level of authority until the matter is resolved, as follows:
a. ATC Registrar
b. ATC Director
c. Northwest Arctic Borough School District Superintendent
d. Northwest Arctic Borough School District Board of Education
This is the final step within the Northwest Arctic Borough School District. Any trainee who remains
unsatisfied with the decision may file a complaint with any of the appropriate agency listed below:
1. Alaska Commission on Post-Secondary Education, Division of Compliance Services, 707 A
Street, Suite 206, Anchorage Alaska 99501, (907)465-7970
2. Alaska State Commission on Human Rights, 800 A Street, Suite 204 Anchorage, Alaska 99501
(907)-274-5019

WEAPONS, FIREARMS AND AMMUNITION
The possession or use of weapons, firearms, ammunition, explosive or combustible materials, pistols,
revolvers, pellet guns, air guns, and/or injury-threatening weapons deemed by the ATC Director to be
deadly, are strictly prohibited. This includes, but is not limited to, daggers, machetes, slingshots,
switchblade knives, pocket knives with a blade of more than 2 ½ inches in length, weapons commonly
known as blackjacks, sand-clubs, billy-clubs, and metal knuckles. Potentially dangerous items such as
metal pipes, bars, razors with an unguarded edge, or kitchen knives, will fall within this category of
prohibited objects, if used for a purpose other than the purpose for which it was intended, i.e. as a
weapon or to instill fear in another.

ALCOHOL AND ILLEGAL DRUGS
ATC has a zero tolerance policy for possession, consumption or distribution of alcohol and illegal drugs
on all ATC property. If ATC staff suspects that alcohol or illegal drugs are on any ATC premises, then
the Kotzebue Police Department may be called. Failure to comply with ATC policy and/or community
and state law is cause for disciplinary action up to and including termination from the school.
ATC has very strict policies regarding alcohol and illegal drugs for the following reasons:
1. State Law: Alaska State Law prohibits the use or storage of alcoholic beverages, marijuana, or other
illegal drugs in and around state-controlled buildings and grounds. No alcohol or illegal drugs will
be allowed on the premises of any training sites or living quarters.
2. Learning: Trainees are at ATC for a short period of time to learn skills that lead to employment.
Instructors teach by utilizing both classroom training and hands-on instruction. Trainees should be
in excellent physical and mental condition for learning to occur.
10 | P a g e

Alaska Technical Center
Trainee Handbook
3. Safety: Safety in the classroom, shop or training site is important. A trainee under the influence of
alcohol or drugs may not use correct judgment and jeopardizes the safety of self and others.

SMOKING POLICY
Tobacco usage (cigarettes, e-cigarettes, cigars, pipes, smokeless products) is prohibited on all
ATC facilities. The ATC parking lot is school property, and smoking is prohibited there.
According to state law, smoking is prohibited within 50-feet of school district property (school and
dormitory). If you do smoke, please be responsible with your debris. Trainees smoking in prohibited
areas will be subject to disciplinary action. Smoking area will be designated by ATC staff. Please
comply with their directions.

MEAL HOURS AND RULES
Monday – Friday (Served at Cafeteria)
Breakfast
8:15AM – 8:45 PM
Lunch
12:00 PM – 12:30 PM
Dinner
5:00 PM – 5:30 PM
•
•
•
•
•
•
•
•

Saturday – Sunday (Served at Dorm)
Brunch
Dinner

11:00 AM – 11:30 PM
5:00 PM – 5:30 PM

No one is allowed to walk through the kitchen area (behind the serving line) at any time. The kitchen
staff will notify ATC Administration when this occurs.
Appropriate clothing must always be worn in the dining area during meals and break times.
Beverages or food must be consumed only in the dining room during meals and break times and
must not be taken into the halls or classrooms.
The dining area will be open only during meals and break times (see Meals and Break Schedule).
All utensils, plates, bowls, cups, tumblers and trays shall not be thrown away or taken from the
dining room unless permission is obtained from the kitchen staff.
Kitchen staff will be treated with courtesy. Complaints can be made through ATC Administration.
Everyone should make a special effort to keep the dining area clean. Clean your table and floor
area during break and meal times.
Do not leave personal items in the cafeteria. We are not responsible for items left in the dining
area.

STUDENT RIGHTS AND RESPONSIBILITIES
As citizens or residents of the United State of America, individuals enrolled at ATC are guaranteed all
rights afforded under the constitutions of the United State of America and the State of Alaska.
Likewise, trainees at ATC are subject to the laws of the Nation, the State and the Community of
Kotzebue. Your rights include but are not limited to:
• A clean, organized, and safe training environment
• Access to training and living facilities with reasonable guidelines
• Written copies of the evaluation criteria that measure training performance
• Access to staff who provide training, assistance, or guidance
• Access to written policies, rules and regulations
• The opportunity to study without interruption or interference
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•
•
•
•
•

Enforcement of rules and contracts that govern ATC operations and the conduct of staff and
students
Respect and security of personal property
Host guests within the established guidelines
Equitable treatment when behavior is in question
Self-expression within reason

Your responsibilities include, but are not limited to:
• Maintain satisfactory progress in your training program
• Follow the policies, rules, and regulations of training and ATC life
• Respect for rights of others
• Meet expected payment schedules for tuition, room and board, and other fees
• Monitor and accept consequences for behavior of guests
• Allow health and safety inspections of your dormitory room
• Report unsafe or disturbing situations to appropriate staff
• Comply with reasonable requests made by staff or Department of Labor and Workforce
Development officials including giving your evaluation of services

ADULT BASIC EDUCATION (ABE)
Hours of the ABE Department are:
• Monday through Friday 8:30 AM to 12 noon and 1:00 PM to 4:30 PM
• Call the ABE Instructor to schedule/confirm an appointment
Alaska Technical Center’s Adult Basic Education Program provides the following services:
• GED preparation and testing
• Business Math and writing courses for ATC trainees
• Individual study programs in reading, writing and mathematics
• Individual tutors to help trainees improve reading, writing and mathematical skills
• Technical reading courses
• Computer literacy courses

STATEMENT OF NON-DISCRIMINATION
The Alaska Technical Center does not discriminate in employment, admissions, access to or treatment
in its programs, activities and services on the basis of race, color, age, sex, national origin, veteran status,
handicap or others as prescribed by applicable state and federal laws or regulations, including Title IX
of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 and E.O. 11246
as amended.
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Appendix 1
ATC STAFF DIRECTORY
FIRE ESCAPE PLAN
ATC SCHOOL CALENDAR
ATC FORMS
MONTHLY PROGRESS REPORT FORM
TRAINEE LEAVE APPLICATION FORM
NOMINATION FOR TRAINEE OF THE MONTH FORM
MAKE-UP TIME FORM
TRAINEE HANDBOOK CONTRACT FORM
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STAFF DIRECTORY
ATC Administration

Cheryl Edenshaw, Director
Georgianna Phillips, Registrar
Vacant, Recruiter/Administrator
Karen Uhl-Sours, Secretary

Faculty and Staff

Adult Basic Education (ABE)
Forest "Rose" Walker, Instructor
Culinary Arts
Alex Vargas, Instructor
Construction Trades Technology
Michael Harrison, Instructor
Health Occupations
Cindy Lincoln, Instructor
Process Technology
Vacant, Instructor
Dormitory
Don Henry, Attendant
John Stevens, Attendant
Varies - NMS Custodian
Facilities
Rodney Ticket, NMS Custodian
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Fire Escape Plan
ATC Second Floor
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Fire Escape Plan
ATC First Floor
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ATC SCHOOL
CALENDER 2020 – 2021

Fall 2020 Term Classes Begin
Thanksgiving Holiday Break
Christmas Break

September 30, 2020 (remote start)

8:30 am

November 26 & 27, 2020
*Students will stay during the break
December 18, 2020 – January 4, 2021
January 13, 2021

12:30 pm

Spring Break
Classes Resume

March 15 – 19, 2021
March 22, 2021

8:30 am

ATC Graduation

May 12, 2021 (TBD)

Spring 2021 Term Classes Begin
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Alaska Technical Center
Monthly Progress Report

Trainee Name: ________________________________________
Progress scale:

Instructor:
Program:
Program Start Date:
Completion Date:
Sponsoring Agencies:

1.
2.
3.
4.

Poor
Below average
Average
Above average

Attendance:
Possible class days
Excused absences
Excused tardiness

Number of days present
Unexcused absences
Unexcused tardiness

Vocational/Academic
Subjects

Specific projects, topics, activities

Progress

Trainee is progressing according to the original time-line for program completion: yes, or no

Performance
Progress

Progress

Dependability
Work Habits/Safety
Responsibility
Quality/Pride of Work
Skill Development
Completion of Assigned Tasks
Initiative
Positive Attitude
Instructor recommendations for improvement:
Instructor signature: ___________________________

Date: ________________

Student signature:

Date: ________________

___________________________
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ALASKA TECHNICAL CENTER
TRAINEE LEAVE APPLICATION FORM
LAST NAME

FIRST NAME

M.I.

TRAINING PROGRAM
TYPE OF LEAVE: (CHECK ONE)
SICKNESS (A DOCTORS SLIP MUST BE INCLUDED FOR EXCUSAL)
COURT
FAMILY EMERGENCY
MEDICAL/DENTAL APPOINTMENT
SICK CHILD/IMMEDIATE FAMILY MEMBER
OTHER EXPLANATION:
BEGINNING
TIME

DATE:

RETURNING
TIME

DATE:

TIME OUT:

am pm

TIME IN:

am pm

MM/DD/YY
MM/DD/YY

TRAINEE SIGNATURE

DATE

INSTRUCTOR SIGNATURE

DATE
Approved

Disapproved

Recorded

REGISTRAR
DATE
ALL SIGNATURES MUST BE IN PLACE TO BE CONSIDERED FOR EXCUSAL
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ALASKA TECHNICAL CENTER
NOMINATIONS FOR TRAINEE OF THE MONTH
FOR THE MONTH OF: _________________________
Nominated by:

Instructor _____

Trainee: _____

Staff: _____

(Please indicate)

Nominee’s Name: _________________________________________________________
Reasons for nominating this person: (please write in the space provided)
ATTENDANCE: ___________________________________________________
________________________________________________________________________
Rate Nominee: (Circle selection) 1 2 3 4 5 6 7 8 9 10
ATTITUDE: _______________________________________________________
________________________________________________________________________
Rate Nominee: (Circle selection) 1 2 3 4 5 6 7 8 9 10
COMMITMENT TO TRAINING: _____________________________________
________________________________________________________________________
Rate Nominee: (Circle selection) 1 2 3 4 5 6 7 8 9 10
QUALITY OF WORK: _____________________________________________
________________________________________________________________________
Rate Nominee: (Circle selection) 1 2 3 4 5 6 7 8 9 10
COOPERATION WITH OTHER TRAINEES: ___________________________
________________________________________________________________________
Rate Nominee: (Circle selection) 1 2 3 4 5 6 7 8 9 10
ON-THE-JOB TRAINING: ___________________________________________
________________________________________________________________________
Rate Nominee: (Circle selection) 1 2 3 4 5 6 7 8 9 10
NOTE: A point system of 10 maximum points for each criterion would be added for a possible total of
60 points. Each person selecting a trainee for TRAINEE OF THE MONTH would write their reason for
nominating that trainee and rank that individual from 1 to 10.
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ALASKAS TECHNICAL CENTER
MAKE-UP TIME
______________________________ _________________________________ _______
Last Name
First
M.I.
______________________________ _________________________________
Training Program
Course Segment
Day

Date

Time In

Time Out

Credit Time (1/2 hours)

Monday

Tuesday

Wednesday

Thursday

Friday

Total Time: _____________________
___________________________________
Trainee

__________________
Date

___________________________________
Instructor

__________________
Date
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ALASKA TECHNICAL CENTER
TRAINEE HANDBOOK CONTRACT
I have read and understand the Alaska Technical Center Trainee Handbook. I realize that if I do not
comply with all the conditions stated in the Handbook I may be subject to probation, suspension and/or
termination from the Alaska Technical Center. I agree to abide by the rules stated in this handbook.

____________________________________________________
Trainee’s Signature
Date

____________________________________________________
Recruiter/Administrator’s Signature
Date
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