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Welcome to Kratos Votech Training!
On behalf of our team, we welcome you to Kratos Votech Training school and wish you every 
success here. We are dedicated to your journey.

At KVT, we believe that each student contributes directly to the growth and success of the 
company, and we hope you will take pride in being alumni of our program.

This handbook was developed to describe some of the expectations of our students and to 
outline the policies, programs, and benefits available to eligible students. Students should 
become familiar with the contents of the employee handbook as soon as possible, for it will 
answer many questions about being a successful student attending Kratos Votech Training.

We believe that professional relationships are easier when all employees are aware of the 
culture and values of the organization. This guide will help you to better understand our vision 
for the future of our business and the challenges that are ahead.

We hope that your experience here will be challenging, enjoyable, and rewarding.

Again, welcome!

David Tamarus Lathiel
President & CEO
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1. Organization Description

1.1 Introductory Statement
This handbook is designed to acquaint you with Kratos Votech Training (aka KVT) and 
provide you with information about classroom conditions, student benefits, and some of the 
policies affecting your attendance. You should read, understand, and comply with all 
provisions of the handbook. It describes many of your responsibilities as an student and 
outlines the programs developed by KVT to our students. One of our objectives is to provide a 
classroom environment that is conducive to both personal and professional growth.

No employee handbook can anticipate every circumstance or question about policy. As KVT 
continues to grow, the need may arise and KVT reserves the right to revise, supplement, or 
rescind any policies or portion of the handbook from time to time as it deems appropriate, in 
its sole and absolute discretion. Students will be notified of such changes to the handbook as 
they occur.

1.2 Student Relationships 
Students are among our organization's most valuable assets. Every student represents Kratos 
Votech Training to our customers and the public. The way we train and execute the education 
presents an image of our entire organization. Customers (prospective students) judge all of us 
by how they are treated with each student contact. Therefore, one of our first business 
priorities is to assist any student or prospectve student. Nothing is more important than being 
courteous, friendly, helpful, and prompt in the attention you give to your education and 
behavior around prospective students.

Kratos Votech Training will provide student support and counseling upon request. Students 
who wish to lodge specific comments or complaints should be directed to the office of Human 
and Student Resources for all appropriate actions. Our personal contact with the public, our 
manners on the telephone, our workplace behavior and disposition, and the communications 
we send to customers are a reflection not only of ourselves, but also of the professionalism of 
Kratos Votech Training. Positive customer relations not only enhance the public's perception 
or image of KVT, but also pay off in greater student loyalty and increased school culture.
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1.3 Products and Services Provided
You can always find more information about our company by reading the KVT website, social 
media channels, and any corporate brochures.

1.4 Facilities and Location(s)
Head Office:
1775 Tysons Blvd
5th Floor
McLean, Virginia 22102
United States of America

1.5 The History of KVT
Kratos Votech Training was founded on the principles of preparing students for the next generatoin of skilled 
workers. In 2016, Kratos Produktions came into existence with the media development niche. Shortly 
thereafter the task came about of education in the media fields. Working with the owner of another (now 
defunct) trade school David Lathiel and Kevin Getward unified efforts and carfeully handled students they 
inherited from another school. KVT is accrued NATE Certification, NCCER ATS and ATC status, and are in 
route to be an offical apprenticeship licensing journeymen in their respective fields.

1.6 Management Philosophy
Our student management philosophy is based on responsibility and mutual respect. Our 
wishes are to maintain a learning environment that fosters on personal and professional 
growth for all students. Maintaining such an environment is the responsibility of every staff 
person and student. Because of their role, counselors, enrollment facillitators, and supervisors 
have the additional responsibility to lead in a manner which fosters an environment of respect 
for each person on and off campus. 

People who come to KVT want to train here because we have created an environment that 
encourages creativity and achievement. We strive to be cutting edge and are tackling the job 
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deficiency head on. KVT aims to become a leader in the skilled trades learning. The mainstay 
of our strategy will be to offer a level of student focus that is superior to that offered by our 
competitors.

To help achieve this objective, KVT seeks to attract highly motivated individuals that want to 
work as a team and share in the commitment, responsibility, risk taking, and discipline 
required to achieve our vision. Part of attracting these special candidates will be to build a 
culture that promotes both uniqueness and a bias for action. While we will be realistic in 
setting goals and expectations, KVT will also be aggressive in reaching its objectives. This 
success will in turn enable KVT to give its students above average education and innovative 
benefits or rewards, key elements in helping us maintain our leadership position in the 
worldwide learning market.

1.7 Goals
Train with consistency, train effeciently, training with modern enhancements, Train with solid 
work ethics, and never back down from knowing what you were trained to do.
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2. Your Student Career

2.1 Nature of Education
Learning with Kratos Votech Training is voluntarily entered and the student is free to be resign 
attending at any time, with or without cause. Similarly, KVT may terminate the student 
relationship at will at any time, with or without notice or cause, so long as there is no violation 
of applicable [FEDERAL AND OR PROVINCIAL/STATE] law.

Policies set forth in this handbook are not intended to create a contract, nor are they to be 
construed to constitute contractual obligations of any kind or a contract of agreement between 
KVT and any of its students. The provisions of the handbook have been developed at the 
discretion of management and, except for its policy of attendance-at-will, may be amended or 
cancelled at any time, at KVTs sole discretion. 

These provisions supersede all existing policies and practices and may not be amended or 
added to without the express written approval of the office of Human/Student Resources at 
KVT.

2.2 Student Relations
Kratos Votech Training believes that the academic conditions, opportunites, and benefits it 
offers to its students are competitive with those offered by other employers in this area and in 
this industry. If students have concerns about work conditions or compensation, they are 
strongly encouraged to voice these concerns openly and directly to their counselors or to the 
office of Human/Student Resources.

Our experience has shown that when students deal openly and directly with counselors and 
instructors, the academic environment can be excellent, communications can be clear, and 
attitudes can be positive. We believe that KVT amply demonstrates its commitment to 
students by responding effectively to student concerns.
To protect and maintain direct school/student communications, we will do anything we can to 
protect the right of students to speak for themselves.
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2.3 Equal Student Opportunity
To provide equal student and advancement opportunities to all individuals, student decisions 
at KVT will be based on merit, qualifications, and abilities. KVT does not discriminate in  
opportunities or practices based on race, color, religion, sex, national origin, age, or any other 
characteristic protected by law.

This policy governs all aspects of academics, including selection, job assignment, referrals, 
compensation, discipline, termination, and access to benefits and training.

Any students with questions or concerns about any type of discrimination in the classrom are 
encouraged to bring these issues to the attention of their counselor or the Student/Human 
Resources Office. Students can raise concerns and make reports without fear of reprisal. 
Anyone found to be engaging in any type of unlawful discrimination will be subject to 
disciplinary action, up to and including termination of attending KVT.

2.4 Diversity
We are opposed to all forms of unlawful and unfair discrimination. All students, no matter 
whether they are part-time, full-time or temporary, will be treated fairly and with respect. When 
KVT selects candidates for admittance, promotion, training or any other benefit, it will be on 
the basis of their aptitude and ability.

We are opposed to any form of illegal and unfair discrimination. All students, whether part-
time, full-time or temporary, will be treated fairly and with respect. 

When KVT will select candidates for admittance, promotion, training or any other benefit, it will 
be on the basis of their skills, abilities and merit.
Kratos Votech Training  is committed to:

2.5 Business Ethics and Conduct
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The successful business operation and reputation of KVT is built upon the principles of fair 
dealing and ethical conduct of our students. Our reputation for integrity and excellence 
requires careful observance of the spirit and letter of all applicable laws and regulations, as 
well as a scrupulous regard for the highest standards of conduct and personal integrity.

The continued success of Kratos Votech Training is dependent upon our students' trust and 
we are dedicated to preserving that trust. Students owe a duty to Kratos Votech Training, its 
customers, and investors to act in a way that will merit the continued trust and confidence of 
the public.

Kratos Votech Training will comply with all applicable laws and regulations and expects its 
directors, officers, staff, and students to conduct business in accordance with the letter, spirit, 
and intent of all relevant laws and to refrain from any illegal, dishonest, or unethical conduct.

In general, the use of good judgment, based on high ethical principles, will guide you with 
respect to lines of acceptable conduct. If a situation arises where it is difficult to determine the 
proper course of action, the matter should be discussed openly with your counselor or office 
of Student/Human Resources and, if necessary, with the President, David Lathiel, for advice 
and consultation.

Compliance with this policy of business ethics and conduct is the responsibility of every KVT 
student. Disregarding or failing to comply with this standard of business ethics and conduct 
could lead to disciplinary action, up to and including possible termination of program 
acceptance and admittance.

2.6 Personal Relationships in the Classroom
The admission of relatives or individuals involved in a dating relationship in the same area of 
an organization may cause serious conflicts and problems with favoritism and student morale. 
In addition to claims of partiality in treatment at work, personal conflicts from outside the 
classroom environment can be carried over into day-to-day classroom relationships.

For purposes of this policy, a relative is any person who is related by blood or marriage, or 
whose relationship with the student is similar to that of persons who are related by blood or 
marriage. A dating relationship is defined as a relationship that may be reasonably expected 
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to lead to the formation of a consensual "romantic" or sexual relationship. This policy applies 
to all employees and students without regard to the gender or sexual orientation of the 
individuals involved.

Although KVT has no prohibition against admitting relatives of current students or individuals 
involved in a dating relationship with current students, we are committed to monitoring 
situations in which such relationships exist in the same area. In case of actual or potential 
problems, Kratos Votech Training will take prompt action, and this can include reassignment. 
Students in a close personal relationship should refrain from public classroom displays of 
affection or excessive personal conversation.

2.7 Conflicts of Interest
Students have an obligation to conduct business within guidelines that prohibit actual or 
potential conflicts of interest. This policy establishes only the framework within which KVT 
wishes the business to operate. The purpose of these guidelines is to provide general 
direction so that students can seek further clarification on issues related to the subject of 
acceptable standards of operation. Contact the President for more information or questions 
about conflicts of interest.

Transactions with outside firms must be conducted within a framework established and 
controlled by the executive level of Kratos Votech Training. Business dealings with outside 
firms should not result in unusual gains for those firms. Unusual gain refers to bribes, product 
bonuses, special fringe benefits, unusual price breaks, and other windfalls designed to 
ultimately benefit the organization, the student, or both. Promotional plans that could be 
interpreted to involve unusual gain require specific executive-level approval.

An actual or potential conflict of interest occurs when an employee is in a position to influence 
a decision that may result in a personal gain for that student or for a relative because of KVT 
business dealings. For the purposes of this policy, a relative is any person who is related by 
blood or marriage, or whose relationship with the student is similar to that of persons who are 
related by blood or marriage.

No "presumption of guilt" is created by the mere existence of a relationship with outside firms. 
However, if students have any influence on transactions involving purchases, contracts, or 
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leases, it is imperative that they disclose to an officer of KVT as soon as possible the 
existence of any actual or potential conflict of interest so that safeguards can be established 
to protect all parties. 

Personal gain may result not only in cases where an student or relative has a significant 
ownership in a firm with which KVT does business, but also when an student or relative 
receives any kickback, bribe, substantial gift, or special consideration as a result of any 
transaction or business dealings involving KVT.

Should you be in doubt as to whether an activity involves a conflict, you should discuss the 
situation with your manager.

2.8 Non-Disclosure
The protection of confidential business information and trade secrets is vital to the interests 
and the success of Kratos Votech Training. Such confidential information includes, but is not 
limited to, the following examples:

All students are required to sign a non-disclosure agreement as a condition of admission. 
Students who improperly use or disclose trade secrets or confidential business information 
will be subject to disciplinary action, up to and including termination of admission/dismissal 
and legal action, even if they do not actually benefit from the disclosed information.

2.10 Disability Accommodation
KVT is ensuring equal opportunity in academic instruction for qualified persons with 
disabilities. All student practices and activities are conducted on a non-discriminatory basis.

Admission procedures have been reviewed and provide persons with disabilities meaningful 
employment opportunities. Upon request, classroom material is available in alternative, 
accessible formats, as is assistance in completing the classwork. Pre-admission inquiries are 
made only regarding an applicant's ability to perform the duties in class as a student. 
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Reasonable accommodation is available to all disabled students, where their disability affects 
the performance of academic success. All admission decisions are based on the merits of the 
situation in accordance with defined criteria, not the disability of the individual.

Qualified individuals with disabilities are entitled to equal education. KVT is also committed to 
not discriminating against any qualified studengts or applicants because they are related to or 
associated with a person with a disability. KVT will follow any provincial or local law that 
provides individuals with disabilities greater protection.

This policy is neither exhaustive nor exclusive. KVT is committed to taking all other actions 
necessary to ensure equal student opportunity for persons with disabilities in accordance with 
all applicable federal, provincial, and local laws.

2.11 Whistleblower Policy
KVT is committed to conducting its business with honesty and integrity at all times. If, at any 
time, this commitment is not respected or appears to be in question, KVT will endeavor to 
identify and remedy such situations. Therefore, it is the company's policy to ensure that when 
a person has reasonable grounds to believe that an student, manager or any other person 
related to the company has committed, or is about to commit, an offence that could harm the 
company's business or reputation, it denounces the wrongdoers in question. 

The whistleblowing policy has been put in place to: protect both students and school alike.

It is the duty of all students, contractual third parties or partners to report misconduct or 
suspected misconduct, including fraud and financial impropriety to the school board.

2.13 Accident and First Aid
KVT believes that the best practice in case of an accident, is to ensure staff have access to a 
trained First Aider or someone who can take charge in the event of an accident. 



KRATOS VOTECH TRAINING // STUDENT HANDBOOK

Details of these trained staff will be displayed from your lab assistant and you should 
familiarize yourself with names and contact details.

An Accident Book is also available from your lab assistant and it is the responsibility of 
everyone to report and record any accident involving personal injury.

Students who are absent from class following an accident must complete a self-certification 
form, which clearly states the nature and cause of the injury.
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3. Student Status and Records

3.1 Student Categories
It is the intent of Kratos Votech Trainong to clarify the definitions of admission classifications 
so that students understand their admission status and benefit eligibility. 

Each student will belong to one other admission category: 

REGULAR FULL-TIME students are those who are not in a temporary or probation status and 
who are regularly scheduled to attend KVTs full-time schedule. Generally, they are eligible for 
KVT apprenticeship program, subject to the terms, conditions, and limitations of each benefit 
program. 

REGULAR PART-TIME students are those who are not assigned to a temporary or probation 
status and who are regularly scheduled to attend less than 28 hours per week. While they do 
receive all legally mandated benefits, they are ineligible for all of KVT other benefit programs 
for apprentices. 

PROBATION is those whose performance is being evaluated to determine whether further 
attendance in a specific position or with KVT is appropriate. Students who satisfactorily 
complete the probation period will be notified of their new admission classification. 
CONTRACTUAL students are those who are hired as assistants, to temporarily supplement 
the work force, or to assist in the completion of a labs and demonstrate knowledge base.  

Work Release employees are those who have established an employment relationship with 
KVT but who are assigned to work on an intermittent and/or unpredictable basis. While they 
receive all credits for attending class, they are ineligible for all of KVT other benefit programs.

3.2 Access to Personnel Files
Kratos Votech Training maintains a personnel file on each student. The personnel file includes 
such information as the students admission application, resume, records of training, 
documentation of performance appraisals and job offers, and other student records.
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Personnel files are the property of KVT, and access to the information they contain is 
restricted. Generally, only counselors and executive personnel of KVT who have a legitimate 
reason to review information in a file are allowed to do so.

Students who wish to review their own file should contact the Student/Human Resources. 
With reasonable advance notice, students may review/download their own personnel files in 
KVT offices and in the presence of an individual appointed by KVT to maintain the files.

3.3 Personnel Data Changes
It is the responsibility of each student to promptly notify KVT of any changes in personnel 
data. Personal mailing addresses, telephone numbers, number and names of dependents, 
individuals to be contacted in the event of emergency, accomplishments, and other such 
status reports should be accurate and current at all times. If any personnel data has changed, 
notify the Student/Human Resources Office..

3.4 Student Applications
KVT relies upon the accuracy of information contained in the admission application, as well as 
the accuracy of other data presented throughout the onboarding process and employment. 
Any misrepresentations, falsifications, or material omissions in any of this information or data 
may result in the exclusion of the individual from further program consideration or, if the 
person has been hired, termination of employment.

3.6 Performance Evaluation
Counselors and students are strongly encouraged to discuss academic performance and 
goals on an informal, day-to-day basis. Additional formal performance evaluations are 
conducted to provide both staff and students the opportunity to discuss classroom tasks, 
identify and correct weaknesses, encourage and recognize strengths, and discuss positive, 
purposeful approaches for meeting goals. 
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At the time of the performance appraisal, the staff and student will review the objectives and 
the results achieved.  Throughout the program, the student and staff may refer to this 
document to track progress made toward objectives, highlight areas of concern and indicate 
challenges identified along the way.

3.7 Professional Development
At the discretion of your counselor/dean, students may be able to attend conferences, 
courses, seminars and meetings, identified through annual academic plans and performance 
reviews, which may be beneficial to the student’s professional development. When these 
opportunities are directly related to the students’s position, or are suggested by the counselor, 
then KVT will cover the cost of registration, course materials and some travel expenses.

If KVT or a sponsor has agreed to pay for a course, the fees will be paid on evidence of 
successful completion.  If KVT sponsors a course (or courses) and the student departs KVT 
without notice within a year of completion, the course fees will become repayable in full. 
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4. Employee Benefit Programs

4.1 Religious Observance
Federal and state equal opportunity laws generally require employers to accommodate the 
religious beliefs of students. KVT respects your religious beliefs. Students who require 
additional time off may submit via  request through a counselor one week prior to the event for 
approval.

4.5 Holidays
[YOUR COMPANY NAME] will grant paid holiday time off to all eligible employees 
immediately upon assignment to an eligible employment classification. Holiday pay will be 
calculated based on the employee's straight time pay rate (as of the date of the holiday) times 
the number of hours the employee would otherwise have worked on that day. Eligible 
employee classification(s): Employees who worked a minimum of 60 days.

To be eligible for holiday pay, employees must work the last scheduled day immediately 
preceding and the first scheduled day immediately following the holiday. 

A statutory holiday that falls on a Saturday will be observed on the preceding Friday or in the 
case it falls on a Sunday will be observed on the following Monday. 

If a statutory holiday falls during an eligible employee's paid absence (such as vacation or 
sick leave), holiday pay will be provided instead of the paid time off benefit that would 
otherwise have applied. 

If eligible non-exempt employees work on a recognized holiday, they will receive holiday pay 
plus wages at one and one-half times their straight-time rate for the hours worked on the 
holiday. 

Paid time off for holidays will not be counted as hours worked for the purposes of determining 
overtime.
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4.9 Educational Assistance
KVT recognizes that the skills and knowledge of its employees are critical to the success of 
the organization. The educational assistance program encourages personal development 
through formal education so that students can maintain and improve job-related skills or 
enhance their ability to compete for reasonably attainable jobs via KVT.

KVT will provide educational assistance to all eligible students immediately upon assignment 
to an eligible admission classification. To maintain eligibility students must remain in the active 
class and be performing academically through completion of each course. 

Students can contact their counselor or the Student/Human Resources Office for more 
information or questions about educational assistance.

While educational assistance is expected to enhance students’ performance and professional 
abilities, KVT cannot guarantee that participation in formal education will entitle the student to 
automatic advancement, a different job assignment, or pay increases.
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5.3 Student Dismissal
Dismissal of student is an inevitable part of personnel activity within any organization, and 
many of the reasons for dismissal are routine. Below are examples of some of the most 
common circumstances under which admission is terminated: 

Dismissal for Cause: An student Contract may be terminated by KVT at any time for cause, 
without notice. Cause includes, but is not limited to, any act of dishonesty, conflict of interest, 
breach of confidentiality, harassment, insubordination, or careless, negligent or documented 
poor work performance.

Dismissal Without Cause: An student Contract may be terminated by KVT at any time and 
for any reason on a without cause basis, upon the provision of notice as is minimally required 
by the law, as amended from time to time.  

In addition to notice, and pursuant to the law, the student shall be entitled to an additional one 
(1) week notice.
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6. Classroom Conditions and Hours

6.1 Absences
As an student, you will be treated as a professional, which means that you will be expected to 
complete your work on time and at the expected level of quality. In return for being treated as 
a professional, we expect you to behave as one and not to abuse these privileges.

Even though you will be treated as a professional and will presumably behave as one, general 
absence guidelines are nevertheless necessary to ensure that we are able to conduct 
business in a predictable manner. Although we are not interested in monitoring your comings 
and goings, we need to know, in advance where possible, when you will be absent from class 
and lab. Here are those guidelines:

Absences

Students are expected to be in lab when the module calls for it, except for authorized 
absences. Authorized absences include the following:

Notification procedure
To obtain an authorized absence, download form and submit it, where possible, and let the 
appropriate person know that you are unable to coming to lab.

As for notifying someone that you will be late to class or will be leaving early in the event your 
work has been completed, we ask that you use your best judgment. If you know someone is 
likely to need to know that you will be coming in late or leaving early, you should call that 
person and let him or her know.

Failure to notify
If you don’t come to lab and don’t call in, at some point we have the right to determine that 
you’re not coming back. Thus, our rule is that unauthorized absences of three or more 
consecutive days without notice will be considered as a voluntary student dismissal, and we 
will remove you from the class.
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If you are repeatedly absent without authorization, you could be subject to counseling, 
suspension, and dismissal.

Inclement weather
During inclement weather, you should call to find out whether to report to lab. Also, while the 
weather may be nice where you are, hazardous weather conditions could exist at or near the 
school. If you know hazardous conditions have been reported in the area, protect yourself and 
call the school first.

6.2 Use of Phone and Mail Systems
Personal use of the telephone for long-distance and toll calls is not permitted. Students should 
practice discretion when making local personal calls and may be required to reimburse KVT 
for any charges resulting from their personal use of the telephone. 

The use of KVT-paid postage for personal correspondence is not permitted. 

6.3 Smoking
In keeping with KVT intent to provide a safe and healthful work environment, smoking is 
prohibited throughout the office. 

This policy applies equally to all students, customers, and visitors.

6.4 Use of Equipment
Equipment essential in accomplishing classroom duties is often expensive and may be 
difficult to replace. When using property, students are expected to exercise care, perform 
required maintenance, and follow all operating instructions, safety standards, and guidelines. 

Please notify the lab assistant if any equipment, machines, or tools appear to be damaged, 
defective, or in need of repair. Prompt reporting of damages, defects, and the need for repairs 
could prevent deterioration of equipment and possible injury to students or others. The lab 
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assistant can answer any questions about an student's responsibility for maintenance and 
care of equipment used in the class. 

The improper, careless, negligent, destructive, or unsafe use or operation of equipment can 
result in disciplinary action, up to and including dismissal of admission.

6.5 Emergency Closing
At times, emergencies such as severe weather, fires or power failures, can disrupt company 
operations. In extreme cases, these circumstances may require the closing of a facility. 

When operations are officially closed due to emergency conditions, the time off from class will 
be approved. 

In cases where an emergency closing is not authorized, students who fail to report for lab will 
not be approved for the time off. 

6.6 Visitors On Campus
To provide for the safety and security of students and the facilities at KVT, only authorized 
visitors are allowed in the school. Restricting unauthorized visitors helps maintain safety 
standards, protects against theft, ensures security of equipment, protects confidential 
information, safeguards students welfare, and avoids potential distractions and disturbances. 

All visitors should enter KVT at the reception area. Authorized visitors will receive directions or 
be escorted to their destination. Students are responsible for the conduct and safety of their 
visitors.

If an unauthorized individual is observed on KVT premises, students should immediately 
notify their scounselor or, if necessary, direct the individual to the reception area.

6.7 Computer and Email Usage
Computers, computer files, the email system, and software furnished to students are valuable, 
vital assets and KVT property intended for business use. Students should not use a 
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password, access a file, or retrieve any stored communication without authorization. To 
ensure compliance with this policy, computer and email usage may be monitored.

KVT has the right to monitor all of its information technology system and to access, monitor, 
and intercept any communications, information, and data created, received, stored, viewed, 
accessed or transmitted via those systems. 

[YOUR COMPANY NAME] strives to maintain a workplace free of harassment and sensitive 
to the diversity of its employees. Therefore, [YOUR COMPANY NAME] prohibits the use of 
computers and the email system in ways that are disruptive, offensive to others, or 
harmful to morale.

For example, the display or transmission of sexually explicit images, messages, and cartoons 
is not allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, 
off-color jokes, or anything that may be construed as harassment or showing disrespect for 
others. 

Email may not be used to solicit others for commercial ventures, religious or political causes, 
outside organizations, or other non-business matters. 

6.8 Internet Usage
Internet access to global electronic information resources on the World Wide Web is provided 
by KVT to assist employees in obtaining academic-related data and technology. The following 
guidelines have been established to help ensure responsible and productive Internet usage. 
While Internet usage is intended for job-related activities, incidental and occasional brief 
personal use is permitted within reasonable limits.

All Internet data that is composed, transmitted, or received via our computer communications 
systems is considered to be part of the official records of KVT and, as such, is subject to 
disclosure to law enforcement or other third parties. Consequently, students should always 
ensure that the business information contained in Internet email messages and other 
transmissions is accurate, appropriate, ethical, and lawful. 
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The equipment, services, and technology provided to access the Internet remain at all times 
the property of KVT. As such, KVT, reserves the right to monitor Internet traffic, and retrieve 
and read any data composed, sent, or received through our online connections and stored in 
our computer systems.
Data that is composed, transmitted, accessed, or received via the Internet must not contain 
content that could be considered discriminatory, offensive, obscene, threatening, harassing, 
intimidating, or disruptive to any employee or other person. Examples of unacceptable content 
may include, but are not limited to, sexual comments or images, racial slurs, gender-specific 
comments, or any other comments or images that could reasonably offend someone on the 
basis of race, age, sex, religious or political beliefs, national origin, disability, sexual 
orientation, or any other characteristic protected by law. 

The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or 
patented material on the Internet is expressly prohibited. As a rule, if an student did not create 
the material, does not own the rights to it, or has not gotten authorization for its use, it should 
not be put on the Internet. Students are also responsible for ensuring that the person sending 
any material over the Internet has the appropriate distribution rights. 
Internet users should take the necessary anti-virus precautions before downloading or 
copying any file from the Internet. All downloaded files are to be checked for viruses; all 
compressed files are to be checked before and after decompression.

Abuse of the Internet access provided by KVT in violation of law or KVT policies will result in 
disciplinary action, up to and including student dismissal. Students may also be held 
personally liable for any violations of this policy. 

6.9 Campus Monitoring
Workplace monitoring may be conducted by KVT to ensure quality control, student safety, 
security, and customer satisfaction. 

Students who regularly communicate with staff may have their telephone conversations 
monitored or recorded. Telephone monitoring is used to identify and correct performance 
problems through targeted training. Improved job performance enhances our customers' 
image of KVT as well as their satisfaction with our service. 
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Computers furnished to students are the property of KVT. As such, computer usage and files 
may be monitored or accessed. 

Students can request access to information gathered through workplace monitoring that may 
impact employment decisions. Access will be granted unless there is a legitimate business 
reason to protect confidentiality or an ongoing investigation.

Because KVT is sensitive to the legitimate privacy rights of students, every effort will be made 
to guarantee that camp0us monitoring is done in an ethical and respectful manner.

6.10 Campus Violence Prevention
KVT is committed to preventing campus violence and to maintaining a safe academic 
environment. KVT has adopted the following guidelines to deal with intimidation, harassment, 
or other threats of (or actual) violence that may occur during business hours or on its 
premises.

All students, including staff and students, should be treated with courtesy and respect at all 
times. Students are expected to refrain from fighting, "horseplay," or other conduct that may 
be dangerous to others. 

Conduct that threatens, intimidates, or coerces another student, a customer, or a member of 
the public at any time, including off-duty periods, will not be tolerated. This prohibition includes 
all acts of harassment, including harassment that is based on an individual's sex, race, age, 
or any characteristic protected by federal, provincial, or local law.

All threats of (or actual) violence, both direct and indirect, should be reported as soon as 
possible to your counselor or any other staff member. This includes threats by students, as 
well as threats by customers, vendors, solicitors, employees,  or other members of the public. 
When reporting a threat of violence, you should be as specific and detailed as possible.

All suspicious individuals or activities should also be reported as soon as possible to a 
supervisor. Do not place yourself in peril. If you see or hear a commotion or disturbance near 
your classroom, do not try to intercede or see what is happening.
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KVT will promptly and thoroughly investigate all reports of threats of (or actual) violence and 
of suspicious individuals or activities. The identity of the individual making a report will be 
protected as much as is practical. In order to maintain classroom safety and the integrity of its 
investigation, KVT may suspend students pending investigation.

Anyone determined to be responsible for threats of (or actual) violence or other conduct that 
is in violation of these guidelines will be subject to prompt disciplinary action up to and 
including dismissal of admission.

KVT encourages students to bring their disputes or differences with other employees to the 
attention of their counselors or the offie of Student /Human Resources before the situation 
escalates into potential violence. KVT is eager to assist in the resolution of student disputes 
and will not discipline students for raising such concerns.
.
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7. Student Conduct & Disciplinary Action

7.1 Student Conduct and Classroom Rules
To ensure orderly operations and provide the best possible classroom environment, KVT 
expects students to follow rules of conduct that will protect the interests and safety of all 
students and the organization. 

It is not possible to list all the forms of behavior that are considered unacceptable in the 
classroom. The following are examples of infractions of rules of conduct that may result in 
disciplinary action, up to and including student dismissal:

7.2 Sexual and Other Unlawful Harassment
KVT is committed to providing a academic environment that is free from all forms of 
discrimination and conduct that can be considered harassing, coercive, or disruptive, 
including sexual harassment. Actions, words, jokes, or comments based on an individual's 
sex, race, color, national origin, age, religion, disability, or any other legally protected 
characteristic will not be tolerated. 

Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical 
conduct of a sexual nature. This definition includes many forms of offensive behavior and 
includes gender-based harassment of a person of the same sex as the harasser. The 
following is a partial list of sexual harassment examples:

Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other 
verbal or physical conduct of a sexual nature constitute sexual harassment when: 

1. submission to such conduct is made either explicitly or implicitly a term or 
admission/student success;

2. submission or rejection of the conduct is used as a basis for making admission or 
student based decisions,

3. the conduct has the purpose or effect of interfering with student performance or 
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creating an intimidating, hostile, or offensive learning environment.

If you experience or witness sexual or other unlawful harassment in the classroom, 
report it immediately to your lab assistant. If the lab assistant is unavailable or you 
believe it would be inappropriate to contact that person, you should immediately contact 
the office of Student/Human Resources or any other member of the staff. You can raise 
concerns and make reports without fear of reprisal or retaliation.

All allegations of sexual harassment will be quickly and discreetly investigated. To the 
extent possible, your confidentiality and that of any witnesses and the alleged harasser 
will be protected against unnecessary disclosure. When the investigation is completed, 
you will be informed of the outcome of the investigation.

Any staff member who becomes aware of possible sexual or other unlawful harassment 
must immediately advise the Student/Human Sreounce Offce or any member of 
management so it can be investigated in a timely and confidential manner. Anyone 
engaging in sexual or other unlawful harassment will be subject to disciplinary action, 
up to and including dismissal of admission.

7.3 Attendance and Punctuality
To maintain a safe and productive work environment, KVT expects employees to be 
reliable and to be punctual in reporting for class. Absenteeism and tardiness place a 
burden on other team and culture and on KVT. In the rare instances when students 
cannot avoid being late to class or are unable to attend class as scheduled, they should 
notify their counselor as soon as possible in advance of the anticipated tardiness or 
absence. Poor attendance and excessive tardiness are disruptive. Either may lead to 
disciplinary action, up to and including dismissal of student.

7.4 Personal Appearance
Dress, grooming, and personal cleanliness standards contribute to the morale of all 
students and affect the business image KVT presents to customers and visitors.
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During business hours or when representing KVT, you are expected to present a clean, 
neat, and tasteful appearance. You should dress and groom yourself according to the 
requirements of your position and accepted social standards. This is particularly true if 
your job involves dealing with customers or visitors in person

Without unduly restricting individual tastes, the following personal appearance 
guidelines should be followed:

7.5 Return of Property
Students are responsible for all KVT property, materials, or written information issued to 
them or in their possession or control. Students must return all KVT property 
immediately upon request or upon student dismissal. KVT may also take all action 
deemed appropriate to recover or protect its property.

7.6 Security Inspections
KVT wishes to maintain a academic environment that is free of illegal drugs, alcohol, 
firearms, explosives, or other improper materials. To this end, KVT prohibits the 
possession, transfer, sale, or use of such materials on its premises. KVT requires the 
cooperation of all students in administering this policy.

Desks, lockers, and other storage devices may be provided for the convenience of 
employees but remains the sole property of [YOUR COMPANY NAME]. Accordingly, 
they, as well as any articles found within them, can be inspected by any agent or 
representative of [YOUR COMPANY NAME] at any time, either with or without prior 
notice.

7.8 Progressive Discipline
The purpose of this policy is to state KVTs position on administering equitable and 
consistent discipline for unsatisfactory conduct in the classroom. The best disciplinary 
measure is the one that does not have to be enforced comes from good leadership and 
fair supervision at all employment levels.
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KVT own best interest lies in ensuring fair treatment of all students and in making 
certain that disciplinary actions are prompt, uniform, and impartial. The major purpose 
of any disciplinary action is to correct the problem, prevent recurrence, and prepare the 
student for satisfactory service in the future. 

Although employment with KVT is based on mutual consent and both the employee and 
KVT have the right to dismiss any student at will, with or without cause or advance 
notice, KVT may use progressive discipline at its discretion.

Disciplinary action may call for any of four steps – verbal warning, written warning, 
suspension, or dismissal of application – depending on the severity of the problem and 
the number of occurrences. There may be circumstances when one or more steps are 
bypassed.

Progressive discipline means that, with respect to most disciplinary problems, these 
steps will normally be followed: a first offense may call for a verbal warning; a next 
offense may be followed by a written warning; another offense may lead to a 
suspension; and, still another offense may then lead to student dismissal. 

KVT recognizes that there are certain types of student problems that are serious 
enough to justify either a suspension, or, in extreme situations, student dismissal, 
without going through the usual progressive discipline steps. 

While it is impossible to list every type of behavior that may be deemed a serious 
offense, the Student Conduct and Classroom Rules policy includes examples of 
problems that may result in immediate suspension or student dismissal. However, the 
problems listed are not all necessarily serious offenses, but may be examples of 
unsatisfactory conduct that will trigger progressive discipline.

By using progressive discipline, we hope that most student problems can be corrected 
at an early stage, benefiting both the employee and KVT.

7.9 Problem Resolution
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KVT is committed to providing the best possible academic conditions for its students. 
Part of this commitment is encouraging an open and frank atmosphere in which any 
problem, complaint, suggestion, or question receives a timely response from KVT 
supervisors and management.

KVT strives to ensure fair and honest treatment of all students. Counselor, Staff, and 
students are expected to treat each other with mutual respect. Students are encouraged 
to offer positive and constructive criticism.

If students disagree with established rules of conduct, policies, or practices, they can 
express their concern through the problem resolution procedure. No students will be 
penalized, formally or informally, for voicing a complaint with KVTin a reasonable, 
business-like manner, or for using the problem resolution procedure.

If a situation occurs when students believe that a condition of enrollment or a decision 
affecting them is unjust or inequitable, they are encouraged to make use of the following 
steps. The students may discontinue the procedure at any step.

1. Student presents problem to lab assistant after incident occurs. If  counselor is 
unavailable or students believes it would be inappropriate to contact that person, 
students may present problem to office of Student/Human Resource or any other 
member of management.

2. Supervisor responds to problem during discussion or after consulting with 
appropriate staff member, when necessary. Counselor documents discussion.

3. Student presents problem to Student/Human Resource if problem is unresolved.

4. Student/Human Resource counsels and advises students, assists in putting 
problem in writing and visits with student's manager(s), if necessary.

5. Student presents problem to the President in writing.

6. The President reviews and considers problem. The President informs student of 
decision and forwards copy of written response to Student/Human Resouce ofice for 
students's file. The President has full authority to make any adjustment deemed 
appropriate to resolve the problem. 
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Not every problem can be resolved to everyone's total satisfaction, but only through 
understanding and discussion of mutual problems can students and management 
develop confidence in each other. This confidence is important to the operation of an 
efficient and harmonious academic environment and helps to ensure everyone's job 
security.

7.10 Workplace Etiquette
KVT strives to maintain a positive work environment where students treat each other 
with respect and courtesy. Sometimes issues arise when students are unaware that 
their behavior in the classroom may be disruptive or annoying to others. Many of these 
day-to-day issues can be addressed by politely talking with a co-worker to bring the 
perceived problem to his or her attention. In most cases, common sense will dictate an 
appropriate resolution. KVT encourages all students to keep an open mind and 
graciously accept constructive feedback or a request to change behavior that may be 
affecting another student's ability to concentrate and be productive.

The following classroom etiquette guidelines are not necessarily intended to be hard 
and fast class rules with disciplinary consequences. They are simply suggestions for 
appropriate academic behavior to help everyone be more conscientious and 
considerate of co-workers and the class environment. Please contact the 
Student/Human Resouce Office if you have comments, concerns, or suggestions 
regarding these classroom etiquette guidelines.

7.11 Suggestion Program
As employees of KVT, you have the opportunity to contribute to our future success and 
growth by submitting suggestions for practical academic-improvement or cost-savings 
ideas.

All students are eligible to participate in the suggestion program. 
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A suggestion is an idea that will benefit KVT by solving a problem, reducing costs, 
improving operations or procedures, enhancing customer service, eliminating waste or 
spoilage, or making KVT a better or safer place to learn. Statements of problems 
without accompanying solutions, or recommendations concerning co-learners and 
management are not appropriate suggestions.

All suggestions should contain a description of the problem or condition to be improved, 
a detailed explanation of the solution or improvement, and the reasons why it should be 
implemented. If you have questions or need advice about your idea, contact your 
counselor for help.

Submit suggestions to the President and, after review, they will be forwarded to the 
Direction. As soon as possible, you will be notified of the adoption or rejection of your 
suggestion.

Special recognition may be given to students who submit a suggestion that is 
implemented.

IF YOU HAVE ANY COMMENTS OR SUGGESTIONS REGARDING THE CONTENT 
OF THE STUNDET HANDBOOK, PLEASE DIRECT THEM TO THE OFFICE OF 
STUDENT/HUMAN RECOURSE.  

WISHING YOU A LONG AND REWARDING CAREER AT [YOUR COMPANY NAME]!



KRATOS VOTECH TRAINING // STUDENT HANDBOOK

Acknowledgement of Receipt
I acknowledge that I have received a copy of the Kravtos Botech Training Student 
Handbook (“Handbook”). I understand that I am responsible for reading and abiding by 
all policies and procedures in this Handbook, as well as other policies and procedures 
of the Company.  

I also understand that the purpose of this Handbook is to inform me of the Company’s 
policies and procedures, and it is not a contract of student admission. Nothing in this 
Handbook provides any entitlement to me or to any KVT employee, nor is it intended to 
create contractual obligations of any kind. I understand that KVT has the right to change 
any provision of this Handbook at any time and that I will be bound by any such 
changes.

I expressly agree to the provisions of Part 7.9, Problem Resolution, of the Handbook, in 
which I have agreed to use alternative dispute resolution, in lieu of litigation, as the sole 
means of resolving any dispute that may arise between KVT and me, subject to the 
Company’s right to seek injunctive relief. I understand that by agreeing to arbitration I 
waive any right I may have to sue or seek a jury trial. The decision of the arbitrator will 
be final and binding. 

__________________________________ _______________
Signature Date

__________________________________
Full Name (please print)

Please sign and date one copy of this acknowledgement and return it to our offices. 
Retain a second copy for your reference.


