CAREER/TECHNICAL EDUCATION

General Program Business/Industry Certification
STANDARDS/QUALITY FACTORS CHECKLIST

Career/Technical Teacher’s Section

	School System:

	School Name:



	Program Name:

	SDE Facilitator:

	Date:


	List teacher’s name(s) for the program being reviewed.

	Name:



	Name:



	Name:



	Name:



	Name:



	Name:



STANDARD 1- PURPOSE

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

	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS

	T1.1-04   Student Organizations

Student organizations are an integral part of career/technical education programs and shall be affiliated with the respective state and national organizations.

Documentation:  

· Program of work that includes time lines, co-curricular activities for current instructional year, and responsibilities for each program area teacher 

· Copy of check that demonstrates payment of membership dues (If personal check was used must show cancelled check.)
· Affiliation verification document


	
	Does the documentation provide evidence of the following?
	

	
	
	a) Program of work includes time lines, 

 co-curricular activities for current instructional year, and responsibilities for each program area teacher.
	
	
	

	
	
	b) Payment was made for student memberships to affiliate with the respective state and national organizations.
	
	
	

	
	
	c) Check is dated between August 1, 2006, and March 31, 2007.


	
	
	

	
	
	d) Forms were submitted for national affiliation.
	
	
	

	T1.2-04 Program Goals

The program has clearly stated goals related to the needs of the employers.

Documentation:  

· Document given to the employers stating goals and recruitment tools

(Provide only one piece of evidence.)


	All programs except those being reviewed by AGC
	Does the documentation provide evidence of the following?
	

	
	
	a) Identification of residential and/or commercial construction training goals
	
	
	

	
	
	b) Identification of written goals for the program pertaining to enhancement of the construction industry image
	
	
	


STANDARD 2 - ADMINISTRATION

ADMINISTRATION ENSURES THAT INSTRUCTIONAL ACTIVITIES SUPPORT AND PROMOTE THE GOALS OF THE PROGRAM.

	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS


	T2.1-04   Advisory Committee.

A program advisory committee, consisting of a minimum membership of five (5) persons, convenes at least two (2) times a year and provides counsel, assistance, and information from the community served by the career/technical education program.  The committee is broadly based and includes employees and/or representatives for consumer’s interest.    

Documentation:  

· Minutes from two meetings 

· Current year’s program of work

· Roster of members

· Operation guidelines
	
	Does the documentation show evidence that:
	

	
	
	a) Written guidelines for the operation of the advisory committee 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) Committee approved the program of work?
	
	
	

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

	
	
	f) Program of work was implemented?
	
	
	

	
	FACS Family Life

FACS middle level

Construction-related programs

Masonry
	g) Membership consists of a minimum of five (5) broadly based business and industry persons?
	
	
	

	
	All programs except construction-related programs and masonry
	h) Membership consists of a minimum of five (5) broadly based business and industry persons?  One of the five business/industry persons is a member of AGC (for all construction related programs) or BIA (for masonry)?
	
	
	

	
	All programs except FACS Family Life

FACS middle level
	i) Membership must be diversified with a minimum of five (5) persons from education (secondary or postsecondary in the field), parents, former students, administrators, government officials or representatives from agencies/businesses that serve individuals and families?
	
	
	

	
	
	j) Each person’s name, business address,

 and occupation/job title are documented?
	
	
	


STANDARD 4 - FINANCES

FUNDING IS PROVIDED TO MEET THE PROGRAM GOALS.

	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS

	T4.1-04    Budget Preparation

An annual program budget is prepared by the teacher(s) and approved by the administration. 

Documentation:

· Program’s Annual Budget(s)

Multi-teacher programs must combine information and provide one consolidated program budget.
	
	Does the documentation show evidence of the following?
	

	
	
	a) Administrator’s signature
	
	
	

	
	
	b) State teacher allocation
	
	
	

	
	
	c) Local maintenance funds ($300 + $3 per student)
	
	
	

	
	
	d) Additional revenue (donations, grants, program fees, live work, etc.)
	
	
	

	
	
	e) Career/technical student organization (DECA, FBLA, FCCLA, FFA, HOSA, SkillsUSA, TSA) revenue (dues, fund raising revenue, etc.)
	
	
	

	
	
	f) Expenses
	
	
	

	
	
	g) Career/technical student organization (DECA, FBLA, FCCLA, FFA, HOSA, SkillsUSA, TSA) expenses (national and state dues, fund raising expenses, etc.) 
	
	
	


CAREER/TECHNICAL EDUCATION


General Program Business/Industry Certification
STANDARDS/QUALITY FACTORS CHECKLIST

Career/Technical Teacher’s Section
	School System:

	School Name:

	Program Name:

	SDE Facilitator:

	Date:

	List teacher’s name(s) and contract length for the program being reviewed.

	Name:
	Name:

	Contract length:
	Contract length:

	Name:
	Name:

	Contract length:
	Contract length:

	Name:
	Name:

	Contract length:
	Contract length:


General Directions:

Section 2/B must be completed, for each program being reviewed during the 2006-2007 instruction year, by the Local Career/Technical Education Administrator or Assistant Administrator and only this page returned to the State Department of Education-Business/Industry Certification facilitator a minimum of two weeks prior to the scheduled BIC team on-site program review.    

Mail this page to the above address or fax to 334-242-0234. Section 2/B, pages 17 and 18, must be placed in the program area BIC notebook for Business/Industry Team review.

The Local Career/Technical Education Administrator and teacher(s) assure the Alabama Department of Education, Career/Technical Education Section, that Section 2/B was completed at the program site by the CTE Administrator or Assistant CTE Administrator:


STANDARD 5 - STUDENT SERVICES

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

	QUALITY FACTOR
	N/A
	CHECKLIST
	YES
	NO
	COMMENTS

	T5.1-04    Student Records

Student records are maintained and available for the current year.  Files are kept confidential.

LEA Audit


	
	Do the student records show evidence that:
	Verify that all students in this program have completed records as described in T5.1-04 



	
	
	a) Records are secured and confidential?
	
	
	

	
	All middle level
	b) Documentation is complete for each student enrolled in the program for the current year showing planned course work to complete his/her secondary path in career/technical education?
	
	
	

	
	*Exploratory rotation classes
	c) There is a completed interest inventory for each student enrolled in the program for the current year?
	
	
	

	
	
	d) Safety assessments (procedures checklist, rubric, written test, etc.) address the unique needs of the program, including specific safety assessment for each major piece of equipment utilized in the program?
	
	
	

	
	
	e) Safety assessments (procedures checklist, rubric, written test, etc.) have been performed until each student enrolled in the program for the current year achieved 100% proficiency?
	
	
	

	Documentation:  
Original student records in secured storage unit
	
	f) Students that receive accommodations and/or modifications have a Career/Technical Implementation Plan?
	
	
	


*Exploratory rotation classes – A short-term course offering content in one or more CTE program areas.

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

	T9.1  Business/Industry Awareness 

         (Formerly Technical Update)

Teachers on extended contracts obtain sixteen (16) hours annually of new knowledge related to program area content, skill proficiency, and/or equipment. Teachers on 9-month contracts obtain eight (8) hours annually. 

LEA Audit

Documentation:

· Attendance Certificates, Letter from Employer, Transcript, and/or Administrator Verification
	
	Does the documentation show evidence that:
	Business/Industry Awareness –Activities that provide teachers with new knowledge on content, equipment, or skills related to the career/technical education program resulting in lessons taught to students.

Verify that each teacher in this program has completed his/her Business/Industry Awareness hours.

	
	
	a) Eight hours were completed between June 1, 2006, and May 31, 2007, for each program teacher who has a 


9-month contract?


	
	
	

	
	
	b) Sixteen hours were completed between 

June 1, 2006, and May 31, 2007, for each program teacher who has an extended contract?
	
	
	

	
	
	c) New program content knowledge gained by teacher to be taught to students is identified on the documentation?
	
	
	

	
	
	d) Documentation has authorized signature?
	
	
	


Alabama


State Department of Education


Career/Technical Education


Post Office Box 302101


Montgomery, AL  36130-2101








Section 2/A





Review conducted by:  


Business/Industry Team





TEAM MEMBER INFORMATION/CERTIFICATION





The Business/Industry Team consists of two-business/industry persons with experience directly related to the career/technical education program being reviewed.  The team will review Sections 2A, 4, 5, and 7.








Name:                                                                                                   


�
�
E-Mail Address:


�
�
Business Name:                                                       


�
Business Phone:�
�
Name:


�
�
E-Mail Address:


�
�
Business Name:�
Business Phone:�
�
I do not represent a vendor that could benefit financially through participation in this process.�
�
I am not a current employee of 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 being reviewed.�
�
I have been employed in business/industry within the past five years.�
�
I am a professional with five or more years of experience directly related to the program being reviewed.�
�
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


�
�
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Form approved by Sherry A. Key, Director


		 Career/Technical Education











Alabama State Department 


of Education


Career/Technical Education


Post Office Box 302101


Montgomery, AL  36130-2101








Section 2/B 





Review conducted by:


Local CTE Administrator and 


Business/Industry Team








Form BIC2B-Rev08-15-2006





	


Form approved by Sherry A. Key, Director


		 Career/Technical Education





OR








____________________________________		___________		________________________________		________


Career/Technical Education Administrator	           	Date			Career/Technical Education Teacher		Date


____________________________________		___________		________________________________		________           


Career/Technical Education Teacher		            Date			Career/Technical Education Teacher		Date


____________________________________		___________		________________________________		________           


Career/Technical Education Teacher		            Date			Career/Technical Education Teacher		Date
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