CHECKLIST FOR STUDENT RECORDS 

AND 

BUSINESS/INDUSTRY AWARENESS (BIA) HOURS FOR TEACHER

PROGRAM NAME______________________________________ 

SCHOOL ______________________________________________

TEAHER’S NAME ______________________________________


	
	Yes
	No
	Comments

	Student Records

	Student Records  - A collection of documentation for a student that may include data information, interest inventories results, safety tests, coursework assessments, student work, career objectives and plans, and Career/Technical Implementation Plans. 


	
	
	

	Records are secured and confidential. (Records are located in a locked cabinet and/or closet.)
	
	
	

	Documentation for each student including current year’s program course work to show completion of his/her secondary path in career/technical education. (This document outlines what the student is currently taking, has taken, and future planned courses that will support the student’s career goal.)
	
	
	

	There is a completed interest inventory for each student enrolled in the program for the current year.

(The interest inventory may be administered in the pencil/paper format or computer based.   The interest inventory may not be a teacher made test.  It does not have to be administered annually.) 
	
	
	

	There is a safety assessment (procedures, checklists, rubrics, written tests, etc) that addresses the unique needs of the program including a specific safety assessment for each major piece of equipment utilized in the program.  (The assessment addresses overall safety concerns in the area of study as well as for each major piece of equipment a student will come in contact with as a part of the course.)
	
	
	

	Safety assessments (procedures, checklists, rubrics, written tests, etc) have been performed until each student enrolled in the program for the current year achieved 100% proficiency. (A copy of the safety assessment indicating achievement of 100% mastery for each student must be available for review.  Each student is to achieve 100% mastery prior to participating in hands-on work.)
	
	
	

	Students receiving accommodations and/or modifications have a Career/Technical Implementation Plan.  (These plans are based on the student’s abilities and disabilities as stated in the IEP and address accommodations and/or modifications that specifically address the CTE course.)
	
	
	

	Business/Industry Awareness

	Business/Industry Awareness (BIA) – Activities that provide teachers with new knowledge on content, equipment, or skills related to the career/technical education program they teach.  This new knowledge should result in lessons taught to students. 


	
	
	

	Eight hours of BIA were completed between June 1, 2006 and May 31, 2007 for each teacher in the program who has a 9-month contract.

OR
	
	
	

	Sixteen hours of BIA were completed between June 1, 2006 and May 31, 2007 for each teacher in the program who has an extended contract. (Extended contract includes 9-months and one day employees.)
	
	
	

	The documentation indicates new knowledge gained by the teacher to be taught to students. (The documentation can include Attendance Certificates, Letters from Employers, Transcripts, and/or Administrators Verifications.) 
	
	
	

	The documentation has authorized signatures. (All documentation must have appropriate signatures.  The teacher may not be the sole signatory for verification.)
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