CAREER/TECHNICAL EDUCATION

General Program Business/Industry Certification
STANDARDS/QUALITY FACTORS CHECKLIST

Career/Technical Administrator’s Section
	The Career/Technical Administrator’s Section is reviewed prior to or concurrent with the system’s first program review of each year.


	School System:

	SDE Facilitator:

	Date:

	

	List programs to be reviewed during the current instructional year.  If additional space is needed, list on the back of this page.

	1.

	2.

	3.

	4.

	5.

	6.

	7.

	8.

	9.

	10.






STANDARD 1 – PURPOSE

	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS

	A1A.1-04  Employment 

Labor market analysis, employment statistics, and opportunities to collaborate with other agencies are used in the process of establishing new programs, maintaining current programs, or terminating existing programs. 

Documentation:

· Program Application and Accountability Plans, LEA Form 4,10,13
· Tallied business survey that reflects employment potential for each program and/or Labor Market Information (LMI)

//dir.alabama.gov/lmi

LED Quarterly Workforce Indicators
	All middle level programs

Career Technologies

FACS Family Life
	Does the documentation show evidence that:
	If NO is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

_________________________________________________________________________________________________________________________________________________

	
	
	a) Employment potential exists for each career cluster?
	
	
	

	
	
	b) Data was gathered within past three years?
	
	
	

	
	
	c) Programs are meeting community employment needs?


	
	
	

	STANDARD 2 – ADMINISTRATIVE SUPPORT

ADMINISTRATIVE SUPPORT IS PROVIDED TO IMPLEMENT THE PROGRAM.



	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS

	A2A.1-04  Administrative Support

Administrative support from the local education agency and local governing bodies is demonstrated.

Documentation:  

· New Teacher Institute or New Administrator Academy certificate for first-year administrators or teachers with CTE  level certificates or Alternative Baccalaureate Certificates as required for certification

· Compliance reviews for all programs for the previous instructional school year.

· Schedules (time line and appropriate activities) for extended contract personnel for the previous summer with Administrator’ approval (Use documentation from A1A.1-04 to determine contract length.)

     Do not duplicate documentation.
	
	Does the documentation show evidence that:
	If NO is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

______________________________________________________________________________________________________________________________________________________________________________

_____________________________

	
	All except first-year teachers with CTE Level Certificate or Alternative Baccalaureate Certificate
	a) All teachers holding CTE Level Certificates or Alternative Baccalaureate Certificate attended New Teacher Institute as required for certification? (Within instructional year hired.)
SDE Desk Audit
	
	
	

	
	All except first-year  CTE administrators and assistant CTE administrators
	b) All new CTE administrators and assistant CTE administrators attended New Administrator Academy within the first 12 months of being appointed?

SDE Desk Audit
	
	
	

	
	
	c) Certification of Continued Compliance Review was performed and form was completed in full for all programs
	
	
	

	
	
	d) Schedules with time lines and appropriate activities were completed in full and evaluated for all extended contract personnel
	
	
	

	
	
	e) All teachers received local maintenance funds-$300 per teacher plus $3 per student

SDE Desk Audit
	
	
	


THE PROGRAM HAS CLEARLY STATED GOALS RELATED TO THE NEEDS OF THE STUDENTS AND EMPLOYERS.
	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS


	A2A.5-04 Advisory Council.

A system advisory council, consisting of a minimum membership of seven (7) persons, convenes at least two (2) times a year and provides counsel, assistance, and information from the community served by the career/technical education programs.  The council is broadly based and includes employees and/or representatives from consumer’s interest.  The membership must include a minimum of five business and industry persons and two additional persons with interest in career/technical education (educators, former students, administrators, government officials, etc.).

Documentation:  

· Minutes from two meetings

· Current year’s program of work

· Roster of members

· Operation guidelines
	
	Does the documentation show evidence that:
	If NO is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.
_________________________________________________________________________________________________________________________________________________

_______________________________________________________________________________________



	
	
	a) Written operation guidelines of the advisory council have been developed?
	
	
	

	
	
	b) Two meetings were held during the past 12 months?
	
	
	

	
	
	c) Fifty-one percent or more of the membership were present for each meeting?
	
	
	

	
	
	d) Council approved the program of work?
	
	
	

	
	
	e) Program of work includes time lines, activities, long- and short-range goals, objectives, and council member responsibilities?
	
	
	

	
	
	f) Program of work was implemented?
	
	
	

	
	
	g) Membership consists of a minimum of five business and industry persons and two additional persons with interest in career/technical education (educators, former students, administrators, government officials, etc.)?
	
	
	

	
	
	h) Each person’s name, business address, and occupation/job title is documented?
	
	
	


STANDARD 5 – STUDENT SERVICES

SYSTEMATIC INTERVIEWS, COUNSELING SERVICES, PLACEMENT, AND FOLLOW-UP PROCEDURES ARE USED.

	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	If NO is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

________________________________________________________________________________________________________________________________________________________________________

	A5A.2-04  Student Placement in Employment 

                or Postsecondary 

A student placement system is used to ensure that the placement rates of CTE completers of the previous year or the average of the previous three (3) years are at or above Alabama’s negotiated performance standard of *94.16%.

*This is the average of Alabama’s performance of the 


previous three years:


96.20


91.81


94.48


282.49/3=94.16

Documentation:

· Enrollment Reports (Follow-Up)
	All middle level programs

Career Technologies

Cooperative Ed.

FACS Family Life


	Does the documentation show evidence that:
	

	
	
	a) Positive placement rate of CTE completers for each program was at or above Alabama’s negotiated performance standard of 94.16 percent during the last reporting period or the program’s average placement rate of the previous three (3) years was at or above 94.16 percent?

SDE Desk Audit
	
	
	


STANDARD 6 - INSTRUCTION  

INSTRUCTION IS SYSTEMATIC AND REFLECTS PROGRAM GOALS. 

	A6.4-04-Program Scheduling

Teacher’s schedule has time for preparation and program development and; if applicable, coordination time for work-based learning.

Programs provide a minimum of three different courses (sequenced pathway) from the approved Alabama Career/Technical Education:  Courses of Study over a two-year period.

Class enrollment meets minimum enrollment requirements as outlined in the Alabama Career/Technical Education Methods of Administration Manual
Documentation:

· Daily Schedule(s) for all teachers

· Prior year’s Daily Schedule(s), if needed to provide evidence that three courses have been provided over a two-year period
	
	Does the Daily Schedule(s) show evidence that:
	If NO is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

___________________________________________________________________________________________________________________________________________________________________________________________________________

	
	
	a) Teachers have 30 minutes or more of uninterrupted preparation time?
	
	
	

	
	All programs except Cooperative Education
	b) Cooperative education coordinator(s) have a coordination period that meets the minimum requirement as outlined in the Alabama Career/Technical Education Methods of Administration Manual?*
	
	
	

	
	All middle level programs

Career Technologies

Cooperative Education


	c) Programs provide a minimum of three different courses (sequenced pathway) from the approved Alabama Career/Technical Education:  Courses of Study over a two-year period?
	
	
	

	
	FACS Family Life
	
	
	
	

	
	
	d) Class enrollment meets minimum enrollment requirements as outlined in the Alabama Career/Technical Education Methods of Administration Manual?** 
	
	
	


*b)

	Teacher-Coordinator*
	Four-period Day (Block Schedule)
	· Two class periods per day of instruction

· One period for planning

· One period for coordination

	
	Six-period Day
	· Three class periods per day of instruction

· One period for planning

· Two periods for coordination

	
	Seven-period Day
	· Four class periods per day of instruction

· One period for planning

· Two periods for coordination


*Not applicable for teacher-coordinators with less than 12 AOD students.  (See Frequently Asked Questions for AOD program available on the SDE Web site.)

**d)  Enrollment
Career/technical education programs will have an average class size of no less than 12 students and no more than the maximum identified class size for secondary classes.  (Contact the Department’s LEA Financial Assistance Section for current class size limits.)  Class size shall not exceed the safe working capacity of the facilities, equipment, and level of supervision.
Enrollment in cooperative education programs is in accordance with guidelines in the Cooperative Education Manual.

STANDARD 7 - EQUIPMENT

EQUIPMENT AND TOOLS USED IN THE PROGRAM ARE OF THE TYPE, QUANTITY, AND QUALITY NEEDED TO PROVIDE TRAINING TO MEET THE STUDENTS’ CAREER OBJECTIVES.

	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS

	A7A.1-04  Maintenance

Procedures are in place to ensure that preventive maintenance and repairs minimize equipment downtime.

Documentation:  

· Maintenance procedures for all programs 
	
	Do the local system’s maintenance procedures address the following?
	If NO is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

____________________________________________________________________________________________________________________________________________

	
	
	a) Responsible party for preventive maintenance
	
	
	

	
	
	b) Preventive maintenance procedures 
	
	
	

	
	
	c) Preventive maintenance timetable of events
	
	
	

	
	
	d) Reporting/follow-up procedures for repairs
	
	
	

	A7A.2-04  Replacement

A systematic schedule for replacement is used to maintain up-to-date equipment, software, and tools.

Documentation:  
· Replacement Schedule for each individual program 
	
	Does the replacement schedule address the following?
	If NO is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

________________________________________________________________________________________________________________________________________________________________________

	
	
	a) Required equipment, software, and/or tools ($300 or more-not consumables) that will be updated, replaced, discarded, or repaired for each program
	
	
	

	
	
	b) Five-year proposed schedule is provided for all programs
	
	
	

	
	
	c) Proposed funding source is indicated for replacement
	
	
	


	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS

	A7A.3-04  Inventory

An inventory system is used to account for software, tools, and equipment.

Documentation:

· CTE’s Inventory List of Software, Tools, and Equipment for all programs
	
	Is the following recorded on the CTE’s inventory list of software, tools, and equipment?
	If NO is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

________________________________________________________________________________________________________________

	
	
	a) Equipment required to meet program goals as outlined in each program’s state equipment list 
	
	
	

	
	
	b) Serial numbers and/or asset numbers, if applicable 
	
	
	

	
	
	c) Approximate value 
	
	
	

	
	
	d) Condition 
	
	
	

	
	
	e) Quantity 
	
	
	

	
	
	f) Year purchased 
	
	
	

	
	
	g) Site license number for software, if applicable 
	
	
	


STANDARD 8 - FACILITIES

FACILITIES ARE ADEQUATE TO ACHIEVE PROGRAM GOALS.

	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS

	A8A.1-04  Facility Review

To ensure adequacy to meet program goals and safety standards, the Career/Technical Administrator or his/her designee annually conducts an on-site review of program facilities. 
Documentation:

· Completed Program Facilities Review for all programs
	
	Does the annual on-site program facilities review include the following?
	If NO is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

________________________________________________________________________________________________________________________________________________________________________

	
	
	a) Review date within past 12 months
	
	
	

	
	
	b) Process for correcting needs
	
	
	

	
	
	c) Reviewer’s signature
	
	
	

	
	
	Does the program area facility review indicate that the following areas have been checked?
	
	
	

	
	
	e) Safety Signs
	
	
	

	
	
	f) Plumbing
	
	
	

	
	
	g) Lighting
	
	
	

	
	
	h) Heating/cooling
	
	
	

	
	
	i) Ventilation
	
	
	

	
	
	j) Organization and cleanliness
	
	
	

	
	
	k) Handicapped access
	
	
	

	
	
	l) Electrical receptacles
	
	
	

	
	
	m) Doors and windows
	
	
	


STANDARD 9 - INSTRUCTIONAL STAFF

THE INSTRUCTIONAL STAFF IS TECHNICALLY COMPETENT AND MEETS ALL STATE AND LOCAL REQUIREMENTS FOR CERTIFICATION

	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS

	T9.2   Instructional Competency/Certification

Teacher meets all state teacher certification requirements in the program area.

(COPY THIS PAGE AS NEEDED TO COMPLETE THE CERTIFICATION REPORTING.)

Documentation:

Alabama Teaching Certificate
	
	Does the documentation reflect the following?


	Verify that each teacher in this program has the required valid teaching credentials.

TO BE COMPLETED BY 

SDE FACILITATOR

	
	
	a) Certification held by the teacher is an approved Alabama certification for the program(s) being reviewed.

SDE Desk Audit
	
	
	Teacher’s Name  _____________________

Certification Area ______________________

Valid Period __________ --- _____________

Teacher’s Name  ______________________

Certification Area ______________________

Valid Period __________ --- _____________

Teacher’s Name  ______________________

Certification Area ______________________

Valid Period __________ --- _____________

Teacher’s Name  ______________________

Certification Area ______________________

Valid Period __________ --- _____________

Teacher’s Name  ______________________

Certification Area ______________________

Valid Period __________ --- _____________



	
	
	b) 
	
	
	

	
	
	c) 
	
	
	

	
	
	d) 
	
	
	

	
	
	e) 
	
	
	


STANDARD 9 - INSTRUCTIONAL STAFF

THE INSTRUCTIONAL STAFF IS TECHNICALLY COMPETENT AND MEETS ALL STATE AND LOCAL REQUIREMENTS FOR CERTIFICATION

	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS

	(Continued)

T9.2   Instructional Competency/Certification

Teacher meets all state teacher certification requirements in the program area.

Documentation:

· College Transcript

· Exemption Status Letter


	All teachers except those who supervise the work-based component of Cooperative Education
	f) Teachers who supervise the work-based component of Cooperative Education hold a Class B or higher teaching certification in Career/Technical Education.

SDE Desk Audit
	
	
	Teacher’s Name  ______________________

Certification Area ______________________

Valid Period __________ --- _____________

Teacher’s Name  ______________________

Certification Area ______________________

Valid Period __________ --- _____________



	
	
	g) 
	
	
	

	
	
	h) Teachers have successfully completed Principles of Coordination, Functions of Coordination, or hold an exemption status letter issued by the Alabama Department of Education.

SDE Desk Audit
	
	
	

	T9.3  Industry Certification of Teacher

Teacher is certified to industry standards when he/she does not hold a Class B or higher teaching certificate in Career/Technical Education.


	Teachers who hold a Class B or higher teaching certificate in Career/Technical Education
	Does the documentation reflect the following?


	Teacher’s Name  ______________________

Industry Certification ___________________

Valid Period __________ --- _____________

Teacher’s Name  ______________________

Industry Certification ___________________

Valid Period __________ --- _____________



	
	
	a) Industry Certification held by the teacher is an approved certification for the program being reviewed.

SDE Desk Audit


	
	
	

	
	
	
	
	
	

	
	
	b) Documentation indicates teacher’s approved program area and matches program being reviewed.

SDE Desk Audit
	
	
	

	Documentation:
· Alabama Teaching Certificate
· Verification of approved program   

       area


	All programs except those with national program certification
	c) Valid dates according to required time lines for national program(s)

SDE Desk Audit
	
	
	

	T9.4 Administrative Competency/Certification

Administrator and/or assistant administrator meets state requirements for certification. 

Documentation:

· Alabama approved certification as indicated by the Alabama Department of Education Subject and Personnel Code.

	All personnel except CTE administrators and CTE assistant administrators 
	d) Certification held by the CTE administrator and assistant administrator is an approved certification as indicated by the Alabama Department of Education Subject and Personnel Code.
SDE Desk Audit
	
	
	Administrator’s Name  ______________________

Certification Area ___________________

Valid Period __________ --- _____________

Assistant Administrator’s Name  ______________________

Certification Area ___________________

Valid Period __________ --- _____________




CAREER/TECHNICAL EDUCATION

General Program Business/Industry Certification

STANDARDS/QUALITY FACTORS CHECKLIST

Administrator’s Interview Section
	School System:

	SDE Facilitator:

	Date:



	QUALITY FACTOR
	N/A
	CHECKLIST
	Answer satisfied reviewer
	Answer did not satisfy reviewer
	COMMENTS

	A1B.1-04 Employment 

Labor market analysis, employment statistics, and opportunities to collaborate with other agencies are used in the process of establishing new programs, maintaining current programs, or terminating existing programs. 


	All middle level programs

Career Technologies

FACS Family Life
	While interviewing the CTE administrator, the following were addressed: 
	If Answer did not satisfy reviewer is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

________________

________________

	
	
	a)   Discuss the employment potential that exists for

      each career cluster.
	
	
	

	
	
	b)   What types of labor market analysis were used

       to determine what programs are offered?
	
	
	

	
	
	c)   How is it determined that programs are meeting   

       the community employment needs?
	
	
	

	A1B.3-04  Partnerships 

Effective partnerships promote a mutual understanding of goals on the part of parents, general public, and employers.


	
	While interviewing the CTE administrator, the following were addressed:
	If Answer did not satisfy reviewer is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

________________

________________

________________



	
	
	a) Describe activities to develop partnerships. (other than Advisory Council)
	
	
	

	
	
	b) Describe how partnerships (other than Advisory Council) support and enhance programs.
	
	
	

	
	
	c) Describe in-school activities to promote programs to students, counselors, administrators, and faculty.
	
	
	

	
	
	d) Describe out-of-school activities to promote programs to business/industry, the community, and parents.
	
	
	




STANDARD 5 – STUDENT SERVICES

SYSTEMATIC INTERVIEWS, COUNSELING SERVICES, PLACEMENT, AND FOLLOW-UP PROCEDURES ARE USED.

	QUALITY FACTOR
	N/A
	CHECKLIST
	Answer satisfied reviewer
	Answer did not satisfy reviewer
	COMMENTS

	A1B5.1-04  Recruitment/Retention

Career/Technical Education program recruitment information is provided to all students prior to their initial enrollment to ensure that they are aware of the opportunities available through career/technical education.  Recruitment/retention information for career/technical education program is provided to students participating in the programs to ensure their awareness in the continued opportunities available through various programs.
	
	While interviewing the CTE administrator, the following were addressed: 
	If Answer did not satisfy reviewer is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

________________

________________

________________



	1.1 
	
	a) Describe program recruitment activities for students not currently enrolled in career/technical education programs.
	
	
	

	1.2 
	
	b) Describe activities to retain students in career/technical education programs.
	
	
	

	1.3 
	
	
	
	
	


STANDARD 6 – INSTRUCTION

INSTRUCTION IS SYSTEMATIC AND REFLECTS PROGRAM GOALS.

	QUALITY FACTOR
	N/A
	CHECKLIST
	Answer satisfied reviewer
	Answer did not satisfy reviewer
	COMMENTS

	A1B6.1-04  Curriculum

Alabama’s Career/Technical Education curriculum must keep pace with the rapid changes in society and business/industry by offering students high-caliber learning experiences that are in a continuous process of review and improvement.
	
	While interviewing the CTE administrator, the following questions were addressed: 
	If Answer did not satisfy reviewer is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

________________

________________

________________



	1.4 
	
	a) How do you ensure that the learning experiences obtained in the career/technical education programs are keeping pace with the rapid changes in society and business and industry?
	
	
	

	1.5 
	Programs that offer a schedule with no course prerequisites requirements
	b) How do you ensure that students who are enrolled in courses that require prerequisites have met the requirements?


	
	
	

	QUALITY FACTOR
	N/A
	CHECKLIST
	Answer satisfied reviewer
	Answer did not satisfy reviewer
	COMMENTS

	A1B6.3-04  Safety

Safety is a vital component of career/technical education.  Each program must set and enforce standards, provide training, and encourage continual improvement in safety.
	
	While interviewing the C/T administrator, the following was addressed: 
	If Answer did not satisfy reviewer is marked for any indicator, list the non-compliant program(s) and beside it write the letter of the non-compliant indicator.

________________

________________

________________



	1.6 
	
	a) How do you ensure that safety standards are taught and enforced?
	
	
	



Alabama


Department of Education


Career/Technical Education


Post Office Box 302101


Montgomery, AL  36130-2101








Section 1/A





TEAM MEMBER INFORMATION/CERTIFICATION





Name:                                                                                                   


�
�
E-Mail Address:


�
�
Business Name:                                                       


�
Business Phone:�
�
Name:


�
�
E-Mail Address:


�
�
Business Name:�
Business Phone:�
�
I have not been retired for more than five years.�
�
I am not currently employed by the system being reviewed.�
�
I have not worked for the system being reviewed within the past five years.�
�
I am not related to any of the persons (administrator, counselor, teacher, etc.) involved with the program(s) being reviewed this year.�
�
I have been employed in business/industry within the past five years and have five or more years of experience in business/industry.�
�
I have basic knowledge of the system’s career/technical education program.�
�
I agree that the above statements are true and that I will conduct this review jointly with the other business team member in a fair and impartial manner.  I will uphold the integrity of the review process and hold all program information confidential.�
�
Team Member’s Signature


�
�
Team Member’s Signature


�
�






Interview conducted by:


Business/Industry Team





Form BIC1A- Rev 08-15-2006





	


Form approved by Sherry A. Key, Director


		 Career/Technical Education





Alabama


Department of Education


Career/Technical Education


Post Office Box 302101


Montgomery, AL  36130-2101








Review conducted by:  Business/Industry Team and


SDE Desk Audit











The Business/Industry Team consists of two or more business/industry persons with basic knowledge of the system’s career/technical education program.  








Section 1/B





STANDARD 1 – PURPOSE





Form BIC1B-Rev 08-15-2006





		


Form approved by Sherry A. Key, Director


		 Career/Technical Education





STANDARD 1 – PURPOSE


THE PROGRAM HAS CLEARLY STATED GOALS RELATED TO THE NEEDS OF THE STUDENTS AND EMPLOYERS.























September 15-March 31





2006-2007
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