C/T Administrator Scheduling

Pre –Conference Checklist

Please be prepared with the following documents and to respond to the following items of discussion with your SDE BIC Facilitator.

· Have current BIC documents available for resource. BIC forms may be obtained at www.alsde.edu.  
· Confirm programs that are to be scheduled for a 2006-2007 on-site review facilitated by SDE staff.
· Determine how Coordinated Studies is being delivered if Cooperative Education is scheduled for a 2006-2007 on-site review facilitated by the SDE staff. On-line vs. classroom.

· Confirm that the Administrator’s portion of the online enrollment and that Daily Schedules have been or will be submitted prior to October 1 or two weeks before programs are to be reviewed, whichever comes first.
· Confirm that each course that is being delivered has a state approved course of study.
· Confirm that a course of study will be available for each course the day of on-site review facilitated by the SDE staff
· Confirm that all program areas are using the 2003-2004 equipment list.
· Have a current Administrator’s Timeline document available as a resource.  (Provided at Summer Conference.)
· Determine how the C/T Core course is being delivered:  On-line vs. classroom.
· Review team members information.
· Educator(s) Team Member(s) criteria, Section 3, page 19.  Recommended one educator for each four courses per program being reviewed. 

· Business/Industry Team Members criteria, Section 1/A, page 1.
· The criteria for business/industry and educator team members.  

· Team members should be mailed the BIC Checklist documents prior to the review.
· Have a current Program Application, Form 14 as a resource.
· Be prepared to discuss non-compliant/deficient quality factor(s) and the corrective action plan to clear deficiencies/non-compliances.
