CHAPTER II

PROGRAM INFORMATION

DESCRIPTIONS

The Agriscience Education program cluster is a comprehensive program, which provides education in and about agriculture from the perspective of science and technology and prepares students for employment in an agricultural career and/or for entry into postsecondary programs in agriscience.  Emphasis is on plant biosystems, animal biosystems, agri-engineering, agri-commerce and communications, and environmental and natural resources.

The Business/Marketing Education program cluster is designed for students with career interests in business and marketing.  The curriculum provides instruction in the required principles, concepts, attitudes, and skills for advanced study or employment.  Emphasis is in marketing, management, computer technology and information systems, and finance.

The Career Technologies program cluster is an application-oriented discipline designed to allow students to explore a variety of technological careers.  This program includes concepts, practices, and careers associated with communications technologies, physical technologies, and bio-related technologies.  Students are provided opportunities to explore these technologies through the use of problem-solving approaches, teamwork, and hands-on activities that integrate technical, academic, and knowledge skills applicable to the workplace.

The Family and Consumer Sciences Education program cluster prepares students for family life, work, and careers. It provides opportunities to develop the knowledge, skills, attitudes, and behaviors needed for strengthening the well being of individuals and families across the life span and becoming responsible citizens and leaders in family, community, and work settings.  Emphasis is on art and design, clothing, family, foods, housing, resource management, early childhood education, family and community services, education, career arts, and food, culinary arts and hospitality.

The Health Science program cluster identifies core knowledge and professional ethics essential to all healthcare learners/workers who pursue career paths in diagnostic, therapeutic, environmental, and/or informational services.  The Health Science program introduces students to the healthcare system and prepares them for acceptance in postsecondary healthcare education programs and/or employment in healthcare jobs.  Emphasis is on therapeutic innovations, environmental health, data link, and dynamics of diagnostics.

The Technical Education program cluster consists of a wide variety of courses that provide students with specialized skills, experiences, and technical knowledge necessary for further education and training at the postsecondary or apprenticeship level and/or entry-level employment.  It provides a wide range of opportunities for students in a variety of occupational areas blending academic, occupational, and life skills. The seven career majors for technical education are construction; human services; information technology services; logistics, transportation, and distribution; manufacturing; science, engineering, and technology services; and arts and communication services.  Each of these career majors represents a selection of course offerings within an occupational area.

For additional information, see the Alabama Courses of Study: Career/Technical Education.  It is available at www.alsde.edu; click on Sections; click on Career/Technical Education: scroll to Course of Study; click on desired course of study.
DIPLOMA ENDORSEMENTS

Alabama High School Graduation Requirements
(Alabama Administrative Code 290-3-1-02(8)(a) (b) and (c)

1.
COURSE REQUIREMENTS

The Alabama courses of study shall be followed in determining minimum required content in each discipline.  Students seeking the Alabama High School Diploma with Advanced Academic Endorsement shall complete advanced level work in the core curriculum.  Students seeking the Alternate Adult High School Diploma shall complete the prescribed credits for the Alabama High School Diploma and pass the test of General Education Development (GED).

	COURSE REQUIREMENTS
	Alabama

High School Diploma

Credits
	Alabama High

School Diploma

with Advanced

Academic Endorsement

Credits
	Alabama Alternate

Adult High School

Diploma

Credits

	ENGLISH LANGUAGE ARTS
	4
	4
	4

	Four credits to include the equivalent of:

English 9

English 10

English 11

English 12
	1

1

1

1
	1

1

1

1
	1

1

1

1

	MATHEMATICS
	4
	4
	4

	Four credits to include the equivalent of:

Algebra I

Geometry

Algebra II with Trigonometry

Mathematics Elective(s)
	1

1

2
	1

1

1

1
	1

1

2

	SCIENCE
	4
	4
	4

	Four credits to include the equivalent of:

Biology

A physical science

Science Electives
	1

1

2
	1

1

2
	1

1

2

	SOCIAL STUDIES*
	4
	4
	4

	Four credits to include the equivalent of:

Grade
9
Social Studies

Grade
10
Social Studies

Grade
11
Social Studies

Grade
12
Social Studies
	1

1

1

1
	1

1

1

1
	1

1

1

1

	PHYSICAL EDUCATION
	1
	1
	1

	HEALTH EDUCATION
	0.5
	0.5
	0.5

	ARTS EDUCATION
	0.5
	0.5
	0.5

	COMPUTER APPLICATIONS**
	0.5
	0.5
	0.5

	FOREIGN LANGUAGE***
	
	2
	

	ELECTIVES
	5.5
	3.5
	5.5

	Local boards shall offer foreign languages, fine arts, physical education, wellness education,

career/technical education, and driver education as electives.

	TOTAL CREDITS
	24
	24
	24



*
All four required credits in Social Studies shall comply with the current Alabama Course of Study.

**
May be waived if competencies outlined in the computer applications course are demonstrated to qualified staff in the local school system.  The designated one-half credit shall then be added to the electives credits, making a total of six electives credits.


***
Students earning the diploma with the advanced academic endorsement shall successfully complete two credits in the same foreign language.

2.
ASSESSMENT REQUIREMENTS



Pass the required statewide assessment for graduation.

Alabama High School Graduation Requirements (continued)

DRAFT (August 2004)

1. COURSE REQUIREMENTS

Effective for students with disabilities as defined by the Individuals with Disabilities Education Act, students must earn the course credits outlined in AAC Rule 290-3-1-.02(8)(g)1. and take the Alabama High School Graduation Exam at least once (Spring of the 11th grade), in order to be awarded the Alabama Occupational Diploma.
	COURSE REQUIREMENTS
	Alabama Occupational Diploma

Credits

	ENGLISH LANGUAGE ARTS
	4

	Four credits to include the equivalent of:

Employment English I

Employment English II

Employment English III

Employment English IV
	1

1

1

1

	MATHEMATICS
	4

	Four credits to include the equivalent of:

Essential Mathematics I

Essential Mathematics II

Algebraic Explorations I

Algebraic Explorations II
	1

1

1

1

	SCIENCE
	4

	Four credits to include the equivalent of:

Life Skills Science I: Physical Science

Life Skills Science II: Biology

Life Skills Science III: Earth and Space Science

Science Connections IV
	1

1

1

1

	SOCIAL STUDIES
	4

	Four credits to include the equivalent of:

Career Preparation I

Career Preparation II

Career Preparation III

American Government/Economics IV
	1

1

1

1

	CAREER/TECHNICAL EDUCATION

Coordinated Studies

Career/Technical Cooperative Education
	2

1

1

	HEALTH EDUCATION
	  0.5

	PHYSICAL EDUCATION
	1

	ARTS EDUCATION
	  0.5

	ELECTIVES
	2

	Existing laws require LEAs to offer arts education, physical education, wellness

education, career/technical education, and driver education as electives.

	TOTAL CREDITS
	24


Alabama High School Diploma with Career/Technical Endorsement and

Alabama High School Diploma with Advanced Career/Technical Endorsement

1.
COURSE REQUIREMENTS

Effective for students who begin the ninth or tenth grade in the 1999-2000 school year, students may earn an Alabama High School Diploma with Career/Technical Endorsement or an Alabama High School Diploma with Advanced Career/Technical Endorsement by completing the required credits in the core curriculum consistent with guidelines established by the State Department of Education and local boards and a coherent sequence of three career/technical courses in a career major.  For the advanced career/technical endorsement, advanced-level work must be completed; and core curriculum requirements may be satisfied by credit earned through applied academic courses or embedded or substitute credit situations.

	COURSE REQUIREMENTS
	Alabama High School Diploma

with Career/Technical

Endorsement
Credits
	Alabama High School Diploma
with Advanced Career/Technical

Endorsement Credits

	ENGLISH LANGUAGE ARTS
	4
	4

	Four credits to include the equivalent of:

English 9

English 10

English 11

English 12
	1

1

1

1
	1

1

1

1

	MATHEMATICS
	4
	4

	Three credits to include the equivalent of:

Algebra I

Geometry

Algebra II with Trigonometry

Mathematics Electives (1 may be embedded)
	1

1

2
	1

1

1

1

	SCIENCE
	4
	4

	Two credits to include the equivalent of:

Biology

A physical science

Science Electives (1 may be embedded or substituted)
	1

1

2
	1

1

2

	SOCIAL STUDIES*
	4
	4

	Four credits to include the equivalent of:

Grade 9 Social Studies

Grade 10 Social Studies

Grade 11
 Social Studies

Grade 12 
Social Studies
	1

1

1

1
	1

1

1

1

	PHYSICAL EDUCATION
	1
	1

	HEALTH EDUCATION
	  0.5
	  0.5

	ARTS EDUCATION
	  0.5
	  0.5

	COMPUTER APPLICATIONS**
	1
	1

	CAREER/TECHNICAL EDUCATION

(Sequenced program of courses)***
	3
	3

	ELECTIVES****
	2
	2

	Local boards shall offer foreign languages, arts education, physical education, wellness education, career/technical

 preparation, and driver education as elective credits.

Local boards are not required to implement this diploma endorsement.

	TOTAL CREDITS
	24
	24



*
All four required credits in Social Studies shall comply with the current Alabama Course of Study.


**
May be waived if competencies outlined in the computer applications course are demonstrated to qualified staff in the local school system.  The designated one credit will then be added to the elective credits, making a total of three elective credits.


***
The Alabama courses of study shall be followed in determining minimum requirements for the coherent sequence of career/technical education courses.


****
Students may earn the advanced career/technical and the advanced academic endorsements concurrently if the elective credits as outlined above are used to earn the required credits in foreign language.

2.
ASSESSMENT REQUIREMENTS


Pass the required statewide assessment for graduation.

The Alabama Occupational Diploma

Questions and Answers

What is the Alabama Occupational Diploma (AOD)?
 

The AOD is designed to meet the mandates of federal and state legislation, as well as incorporate “best practices” utilized in delivering transition services.  This diploma option sets high expectations for students with disabilities and emphasizes personal responsibility, employability skills, job placement, and the opportunity to achieve challenging academic standards. 

Beginning at age 14, or younger if appropriate, Individualized Education Plan (IEP) Teams must discuss the student’s transition goal and course of study.  IEP Teams and guidance counselors must counsel students in special education toward the highest most appropriate diploma option.  IEP Teams should select the AOD only when it is clear that this is the most appropriate option for the student.  Program and diploma options are to be reviewed annually by the IEP Team and revisions made as necessary.  A career/technical education designee having content knowledge shall serve on the IEP team for perspective career/technical education students.

Who is eligible for the Occupational Diploma?
Students with disabilities who have chosen not to pursue the Alabama High School Diploma (AHSD) and who have a post-school goal of employment may choose to pursue the AOD. The AOD requirements consist of 24 units of credit.  The AOD courses in the core subject areas (i.e., English Language Arts, math, science, and social studies) will be aligned with general education as the courses of study for each of these core subjects are revised to meet the requirements of the No Child Left Behind Act of 2001 (NCLB).  

Students pursuing the AOD are required to participate in Career/Technical Education. Students in their senior year are provided with job development and job placement services in order to obtain competitive employment. 

Students pursuing the AOD may not count credits earned in the AOD courses of study toward AHSD, except as electives.  If the student chooses to change their diploma/exit option to the AHSD, general education course credits will have to be earned.  Students pursuing the AHSD may change to AOD at any time during the ninth through the 12th grade with their earned credits applying towards the AOD.  If a student chooses to change in his or her senior year, regardless of the number and type of credits previously earned, the student must meet all requirements for Career/Technical Cooperative Education to receive the AOD.  Additional coursework and/or community-based work training experience(s) may be required.     

What are the requirements to earn an Alabama Occupational Diploma?

The student must meet the program’s academic, work training, and the Career/Technical Cooperative Education requirements.

Academic Component:  A total of 24 academic credits are required for graduation.  These requirements include (1) 4 credits in English Language Arts, Math, Science, and Social Studies (course content specified for AOD credit); (2) two credits in career/technical education; (3) one credit in coordinated studies and one credit in career/technical cooperative education; (4) one credit in physical education; (5) one-half credit each in health education and fine arts; and (6) two elective credits.

Work Training Component: The Community-Based Work Training is an important component of the AOD.  
Community-Based Work Training enables the student to develop appropriate work skills and habits.  The purpose of Community-Based Work Training is to help students learn appropriate work habits, such as attending to tasks until completed, punctuality, exhibiting appropriate dress/personal hygiene, and following directions.  These experiences are designed to enhance the career interest(s) of the student and prepare the student to meet his/her employment goal(s).

Students participating in the AOD are required to demonstrate and have documentation of specific work skills that are necessary in order to be successful in competitive employment.  Each student should have 

documentation of successful experience(s) such as 
paid work experiences, volunteer work experiences, and other related experiences.

The IEP Team will review documentation to determine if additional Community-Based Work Training is required to assist the student in determining or reaching his/her competitive employment goal.

Career/Technical Education: 
Cooperative Education is a structured component of the Career/Technical Education curriculum that integrates classroom instruction and learning with productive, supervised, work-based experiences in fields related to students' career objectives.  Students with disabilities who are pursuing the Alabama Occupational Diploma are required to take career/technical education courses to meet the requirements of cooperative education. The Cooperative Education program requires students to successfully complete 140-clock hours of instruction to earn one unit of credit in coordinated studies and work a minimum of 270 hours (independent paid employment) to earn one credit for work-based learning.

Source:  Alabama Department of Education, Special Education Section.

EMBEDDED AND SUBSTITUTE CREDIT

Embedded credit is an alternative method of receiving credit for one unit of math and/or science for career/technical students to meet the Alabama Department of Education’s graduation requirements i.e., four credits of math, four credits of science, four credits of social studies, and four credits of English Language Arts.  Students are able to receive one unit of math and/or science in career/technical education programs that contain academic credit that have been approved by the Alabama Department of Education and adopted by the local board of education.  Instructors must be highly qualified in the academic area.  

Substitute credit is credit awarded for satisfactory completion of a designated career/technical education course containing academic content from the core curriculum as a substitute for required courses or an elective in math, science, fine arts, health education, or computer applications.

A student may earn only one embedded or substitute credit in a given area (math, science, fine arts, etc.)  

It is the responsibility of the career/technical education administrator to ensure that such credit is approved by the local board of education and that instructional time is documented.

See www.alsde.edu for a list of approved courses with embedded and substitute credit.

TECH PREP

Tech Prep combines at least two years of secondary education with at least two years of postsecondary education in a non-duplicative, sequential course of study based on the recommended career/technical education secondary programs.

Tech Prep is a program of study that:

· Leads to an associate degree, a two-year postsecondary certificate, or a postsecondary two-year apprenticeship with a provision, if applicable, for the student to continue toward the completion of a baccalaureate degree.

· Provides a seamless pathway of articulation between secondary and postsecondary institutions.

· Integrates academic and career/technical instruction.

· Provides professional development for secondary and postsecondary instructors.

· Provides professional development for secondary and postsecondary counselors.

· Provides equal access to a full range of Tech Prep educational programs to individuals who are members of special populations.

· Provides preparatory services in the form of career development and guidance activities, including the development of education plans and recruitment.

· Uses work-based and work-site learning where available and appropriate

The career/technical administrator is responsible for coordination between the LEA and the consortium of which the school system is a member.  For information about your area Tech Prep consortium, see the Tech Prep Website at www.alabamatechprep.org.
HIGH SCHOOLS THAT WORK (HSTW)

HSTW is the largest and oldest of the Southern Regional Education Board’s seven school-reform initiatives for high school and middle grades.  The framework of goals and key practices are established to raise student achievement.

The goals are to:

· Raise the mathematics, science, communication, problem solving, and technical achievement of students to the national average and above.

· Blend the essential content of traditional college-preparatory studies with quality career/technical education studies by creating conditions that support school leaders, teachers, and counselors in carrying out key practices.

· Advance state and local policies and leadership initiatives necessary to sustain a continuous school-improvement effort.

Key Practices For Accelerating Student Achievement

· High expectations – setting higher expectations and getting more students to meet them.

· Career/technical studies – a critical and integral component of the total educational system offering career-oriented benefits and a curriculum tied to specific workplace requirements, with a   major emphasis on using high-level mathematics, science, language arts, and problem-solving skills in the workplace and in preparation for continued learning.  

· Academic studies – increasing access to academic studies that teach the essential concepts from the college-preparatory curriculum by encouraging students to use academic content and skills to address real-world projects and problems.

· Program of study – having students complete a challenging program of study with an upgraded academic core and a career or academic major.

· Work-based learning – giving students and their parents the choice of a system that integrates school- and work-based learning. The system should span high school and postsecondary studies and should be planned by educators and employers.

· Teachers working together – having an organization, structure, and schedule giving academic and career/technical teachers the time to plan and deliver integrated instruction aimed at teaching high-level, integrated academic and technical content.

· Students actively engaged – getting every student involved in rigorous and challenging learning.

· Guidance – involving each student and his or her parents in a guidance and advising system that ensures the completion of an accelerated program of study with an in-depth academic or career/technical major.

· Extra help – providing a structured system of extra help to enable students who may lack adequate preparation to complete an accelerated program of study that includes high-level academic and technical content.

· Keeping score – using student assessment and program evaluation data to continuously improve the school climate, organization, management, curricula, and instruction to advance student learning and to recognize students who meet both curriculum and performance goals.
Key Conditions For Accelerating Student Achievement 

1. An organizational structure and process ensuring continuous involvement by school administrators and teachers in planning strategies to achieve the key practices.

2. A school principal with strong, effective leadership who supports, encourages, and actively participates with the faculty in implementing the key practices.

3.    A local system superintendent and school board members who support school administrators

  and teachers in carrying out the key practices. This commitment includes financial support for

  instructional materials, time for teachers to meet and plan together, and six to eight days per year of

  staff development on using the key practices to improve student learning.

a. Leadership from the superintendent and school board to involve employers and

postsecondary institutions in the design and implementation of a school- and work-based program to prepare students for employment and postsecondary education.

b.  A commitment from the school board to support the school in replacing the general track with a more demanding academic core and either an academic or a career/technical major.

The single highest impact on student achievement is to give every student the opportunity to complete a challenging academic core with a career concentration.  The career/technical administrator should provide the leadership to help each student complete a concentration that relates to a personal interest linked to future goals and plans.  It is the role of the career/technical administrator to utilize disaggregated data to assess and improve career/technical student achievement and to foster an atmosphere of excellence among students in all academic and career/technical courses.  High Schools That Work, Making Middle Grades Work, Making Schools Work, and Project Lead the Way are all initiatives that focus on improving the quality of career/technical studies.  Each administrator should review the content of these initiatives, determine the initiative that best meets the needs of the LEA, and provide the impetus and leadership necessary to foster school reform through career/technical education.

For more information, contact Dawn Morrison, State Coordinator, at dmorrison@alsde.edu or (334) 242-9108, Fax (334) 242-0234; or Gene Bottoms, SREB senior vice-president and director of High Schools That Work, at gene.bottoms@sreb.org or (404) 875-9211, Ext. 249, Fax (404) 872-1477.

CAREER AWARENESS

Awareness of the world of work and its many options is important to the student.  Awareness of a career role must occur before the student acquires preference to perform that role.  Career awareness is appropriate for the elementary student.  The career/technical education administrator has the responsibility to develop a career awareness plan for students in the school system, works with the guidance counselors at all levels to develop appropriate career awareness activities, and ensures that these activities are included in the system’s comprehensive counseling and guidance plan.

At the elementary level the activities may involve guest speakers and field trips.  As the student moves throughout middle and junior high school, appropriate career awareness activities should be planned.  Activities for the middle and junior high school student may be covered through a career/technical education program, such as career technologies, family and consumer sciences, or agriscience education.  As students move into high school, they may be more directly involved in career awareness through career fairs, job shadowing opportunities, and internships.

PRE-ASSESSMENT

The career/technical administrator, in coordination with the counselor, directs pre-assessment activities.  Pre-assessment activities provide information regarding the student’s personal aptitudes and interests.  This information will be available to assist the student, parent, counselor, and IEP team (when applicable) in making an informed selection of career/technical programs that will more closely align with the student’s aptitudes and interests, increasing the probability of success in and satisfaction derived from the program.

Pre-assessment activities can be conducted in numerous ways.  Each system should consider the organization of career/technical offerings in the LEA, its current assessment program, and types of instruments available.  Examples of currently used pre-assessment methods include: seventh- and eighth- grade exploratory programs, aptitude and interest inventories in the eighth grade prior to selection of diploma options, and aptitude and interest inventories in the first year of attendance at a technical center.

Examples of pre-assessment instruments include Employability and Work Maturity Skills software, CareerScope, Discover, Citizenship and Workplace Learning software, Strong’s Interest Inventory, Career Key, CareerCruising, etc.  This list does not indicate an endorsement by the Department.
PLACEMENT AND FOLLOW-UP OF COMPLETERS

A completer is a concentrator earning one additional credit in a CTE program or related academic course.

The administrator ensures that teachers implement systematic procedures for placing and following up program completers.  The following information may be helpful in assisting teachers in conducting these activities.  Annually, the follow-up report is generated and submitted to the Alabama Department of Education.  A copy should be maintained in the career/technical administrator’s files.

Placement is an annual, on-going process required of all occupational career/technical teachers that will continue year-to-year.  The following is a list of suggested systematic activities:

1. During the last two weeks in January, form letters should be sent to potential employers.   The form letter should state that the time is near for students to graduate and enter the job market and ask for cooperation in the area of interviews and completing applications.  The letter should also follow up on employment survey information regarding the number and types of positions expected to be available.  This information should also include the types of necessary skill sets.

2. In February, arrange for 2- and 4- year college counselors and other representatives to come into the class to discuss programs of study and distribute brochures and pamphlets.

3. Encourage students to talk with counselors regarding school choice, financial aid, etc.

4. In March, begin communication (visits, calls, etc.) with human resource directors about completers.  A visitation card file or log may be developed.

5. Students should develop a résumé and set up appointments for interviews with prospective employers to take required assessments (including drug tests, where applicable) and complete applications.

6. Students should be advised to register with the Alabama State Employment Service (ES).  The importance of this agency should be emphasized.  The local ES office is located jointly with the Career Center System.

7. During April and May while students are continuing to interview, the teacher is to continue to make business contacts and help with placement through personal contacts.

Student follow-up of program completers is to be conducted annually.  This is completed five to six months after students complete the program to determine if the program has met the goals of the students and to provide feedback from them for program improvement.

Suggested procedures for student follow-up:

1. In May, students provide to the teacher a self-addressed envelope for use in the follow-up study.

2. In October, the teacher sends the above envelope; the follow-up form; a stamped, self-addressed return envelope; and a cover letter requesting completion.  (See sample: Career/Technical Education Student Follow-up Mail or Telephone Questionnaire)

3. When a former student does not reply to the questionnaire, a follow-up by telephone should be conducted and documented through the use of a telephone log.  (See sample: Student Follow-up Log)

4. Results of the follow-up should be used to update the CTE program.

The following information can be obtained in a follow-up study.  Has the student been:

1. Employed in his/her occupational field?

2. Employed in related or unrelated jobs?

3. Enrolled for additional education?

4. Employed continuously?

5. Advanced on the job?

6. Employed in other positions since graduation?

7. Satisfied with the existing career/technical education program?

8. Introduced to new types of equipment and facilities?

9. Involved in progressively more difficult tasks?

SAMPLE (PROVIDED BY LEA)

CAREER/TECHNICAL EDUCATION

STUDENT FOLLOW-UP   (MAIL OR TELEPHONE QUESTIONNAIRE)

NAME:__________________________________________________  GRADUATION DATE:_________________

                       (LAST)                                         (FIRST)                          (MIDDLE)

CURRENT ADDRESS:___________________________________________________________________________

                                                                       (STREET ADDRESS)                                               (CITY)                                   (STATE)     (ZIP)

TELEPHONE NUMBER:_________________________     E-MAIL ADDRESS 


1. If you are working, what is the name of your present employer?

Employer: 
  Business Phone 


Address: 

2. Job title: 

3. Job duties: 

4. Length of time at job: 

5. Part Time _____ Full Time _____ Approximate Gross Salary  


6. Which one of the following provided you with the greatest help in securing your present job?

         Classroom Teacher    ________   Counselor ________     Parent      ________    Relative ________

         Teacher-Coordinator ________    Friend       ________    Want Ads ________    Other     ________

7. If you are not working, are you seeking work?    Yes________   No ________

8. Have you had any additional coursework or special instruction since your graduation?


  Yes ______ No ______  If yes, where _______________________ Field of Instruction ___________________

9. Please list any additional comments you think may be useful in planning a better career/technical program.

10. What are the employment qualifications for the business/company that you are working?

11. What recommendations would you make to your career/technical education teachers to help improve the quality and type of instruction offered?

RETURN THIS QUESTIONNAIRE IN THE ENCLOSED ENVELOPE.
SAMPLE (PROVIDED BY LEA)

STUDENT FOLLOW-UP LOG

	
	Employed

(Choose one)
	Military
	Unemployed

(Choose one)
	Education
	
	
	


	Student
	In-field
	Related

Field
	Un-related

Field
	Full Time
	Seeking

Work
	By Choice
	Disabled
	4-yr
	2-yr
	Tech-

nical
	Not in

School
	Status of

Student

Not Known
	Telephone and/or Comments
	Deceased
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BUSINESS/INDUSTRY CERTIFICATION

GENERAL INFORMATION AND GUIDELINES

In 1998, Alabama business and industry persons developed a certification process that establishes and maintains a quality accountability system for the improvement and enhancement of Career/Technical Education (CTE).  Business/Industry Certification (BIC) promotes program improvement that enhances the preparedness of Alabama’s students for society and tomorrow’s workforce.  Alabama is the only state in the nation to require all CTE programs to certify to industry standards, either BIC or national certification.  The Alabama Department of Education (Department) determines the appropriate certification for all programs.

The BIC process is certified to ISO 9001:2000 standards.  The ISO 9001:2000 certification is process-based and recognizes organizations that link business objectives with operating effectiveness.  It indicates that CTE demonstrates effective implementation of BIC documentation and records management; has the commitment of top management to local career/technical programs; has established clear policies; conducts good planning and implementation; performs good resource management; and has efficient process control, measurement, and analysis.  The ISO certification ensures that the BIC process is quality-orientated, consistently administered, and focused on customer satisfaction.

The purpose of BIC is to provide programs that are up to date by industry standards so that students will be equipped for postsecondary studies and for entry into the workforce.  

· All CTE programs in each local education agency (those programs supported through federal funds and/or programs that count toward maintenance of effort as determined by the level of spending in 94-95) will meet BIC standards as determined and approved by the Department.

· The Department will determine the appropriate certification agency for all programs.

· Current national program certifying agencies are:

· Graphic Arts Education Research Foundation (GAERF) for graphic arts programs.

· National Association for Technician Education Foundation (NATEF) for automotive service technology, collision repair technology, and diesel technology programs. 

· National Institute for Metalworking Skills (NIMS) for precision machining programs. 

· Any program certifying to a nationally recognized industry certification process must remain in compliance with those national standards.

· Current state certifying processes are:

· Business/Industry Certification (BIC) 

· Associated General Contractors (AGC) for all construction related programs.

· The Department will use the business/industry certification for all programs that do not have a Department-approved national program certification process.   

· A BIC on-site team that consists of a minimum of two business/industry representatives, one educator, and a Department facilitator will review local programs.  The review time is set according to the initial review date as established in 1998. New programs must be certified within three years from their emergence.  Each year all programs not reviewed by a BIC on-site team review must be evaluated by the local administration for compliance with all quality factors.  All programs shall remain in compliance with BIC standards at all times.  

· Programs that do not attain business/industry certification within three consecutive years will be recommended for termination.

Certification Guidelines

· After a BIC on-site review team reviews programs, a letter indicating status of certification is mailed to the superintendent and copied to the career/technical administrator, along with certificates and decals for each teacher in programs that certified.  No such letter is sent for the Administrator’s Review certification.
· To determine compliance for specific deficiencies for programs that did not certify, refer to the Review Recap sheet that is presented to the career/technical administrator during the exit review the day of the BIC on-site review or to the letter indicating status of certification. Quality factors that are determined deficient should be cleared at the earliest possible time.  As deficiencies are cleared, an up-to-date letter is mailed to the superintendent and copied to the career/technical administrator.
· Process for notification of programs not obtaining certification in:
· Review Year, a letter to the superintendent outlining deficiencies, with a copy to the career/technical administrator.
· Year Two, a letter to the superintendent outlining deficiencies, with a copy to the career/technical administrator.
· Year Three, a letter to the superintendent outlining steps to withhold funds, with a copy to the career/technical administrator.  If deficiencies continue to be unmet, a recommendation will be made to the state superintendent for program termination.

· Teachers must possess specific knowledge and skills as prescribed by industry standards

and the Department for a program to be certified to business/industry standards.

· Any teacher who holds a valid Class B or higher certificate, which is based upon a bachelor’s degree or higher, in the career/technical area being taught is considered certified to industry standards.

· Any teacher who does not hold a valid Class B or higher certificate which is based upon a bachelor’s degree or higher in the career/technical area being taught is required to meet industry certification requirements as determined by the Department.

· Teachers must continually maintain industry certification and/or continually maintain teacher certification at a Class B or higher level to continue to be employed. 

· No program will be allowed to continue as a career/technical education program after being cited for termination.

· State and federal funds formerly used for terminated programs may be reallocated to other CTE programs.

Career/Technical Administrator Procedures

On-Site Review or Compliance Schedule

· The career/technical administrator provides a tentative schedule for BIC on-site reviews in the Local Program Application and Accountability Plan (Local Application) due August 1 each year (LEA Form 14). The Department facilitator and the career/technical administrator negotiate on-site review dates by October 31.

· The Career/Technical Administrator’s Section review is conducted every year that the system has an on-site BIC program review.  An on-site BIC review team conducts the review. 

· The career/technical administrator’s review must be the first review of the year; however, it can be concurrent with the first BIC on-site program review of the year.

· A local administrator is required to annually monitor and report compliance status on the LEA Form 14-1 for all programs. Corrective action must be reported for programs that are determined to be in non-compliance.

Management System

· A management system using files, notebooks, or electronic data must be established and in place.  For ease of review, a file or tab for each quality factor should be created.
BIC Standards and Checklist

· The BIC Standards/Quality Factors Checklist is available on www.alsde.edu.
· Read carefully and thoroughly each Business/Industry Certification standard, quality factor, and checklist item. (Administrator’s Section 1/A and 1/B, Program/Teacher Sections 2 - 7).  Resources are available on www.alsde.edu for clarification or explanation of unfamiliar terms/statements, etc. (Ex. Definitions and Abbreviations Manual, Administrative Code for Career/Technical Education, Methods of Administration Manual)
· Each standard has relevant quality factors that are statements/terms that are subtopics for the standard. 
· The quality factors are used to segment the standard into manageable sections.
· The required specific documentation, which validates compliance, is listed below the quality factor. This documentation is all that is necessary to determine compliance based on the questions/statements asked in the checklist column.
· The N/A column lists programs for which particular checklist items are non-applicable. 
· All checklist items must be in compliance to receive certification.
Documentation

· Documentation is limited to that which is required on the BIC Standards/Quality Factors Checklist.  Additional documentation will not be reviewed.

· Documents should be aligned in the order they appear on the checklist.

· Review Department provided resources for samples of required documents. (Ex. Administrators Desk Reference)
Administrator’s On-Site Review

· The BIC on-site Administrator’s review team consist of two business/industry individuals that meet certain criteria as outlined on page one of Section 1/A of the BIC Standards/Quality Factors Checklist. 

· Teams members that who do not meet required criteria will not be allowed to participate and the review will be cancelled.

· Teams that do not have all members present within 30 minutes of the scheduled review time will cause the review to be cancelled.

· The Department facilitator will guide the team and answer questions.

· A BIC orientation video will be shown to team members at the beginning of the review process.

· The career/technical administrator must be available to answer the interview section (Section 1/B) of the review.

· All applicable blocks Yes, Answer Satisfied Reviewer, and/or N/A must be marked to receive a recommendation for certification.  Recommendation cannot be made if any checklist item is marked No or Answer Did Not Satisfy Reviewer.

· The program area certification will be delayed if there are deficiencies cited in the Administrator’s Review that directly relate to the program.

Administrator’s Responsibilities

· Verify that each checklist item on the BIC Standards/Quality Factors Checklist can be marked “yes” prior to the on-site review for both the administrator’s review and the program review(s).
· Verify that all required administrator and program documentation is available in a manageable format. 
· Verify that team members selected for both the administrator’s review and the program review meet criteria prior to scheduled review date.
· The career/technical administrator must approve daily schedules prior to the on-site review.
· Collect and mail the Facilitator Survey Form to the Department at the end of the on-site review. 
· Verify continued compliance for all programs not undergoing on-site reviews each year.
Program Procedures

On-Site Review or Compliance Schedule

· Local programs will be reviewed by a business/industry team according to their initial review date as established in 1998. New programs must be certified within three years from their beginning.  Each year all programs not reviewed by a BIC on-site team review must be evaluated by the local administration for compliance with all quality factors.  All programs must remain in compliance with BIC standards at all times.  

· The Department facilitator and the career/technical administrator will negotiate on-site review dates by October 31.

· The local career/technical administrator will determine the compliance review date.

Program Management System

A management system using files, notebooks, or electronic data must be established and in place immediately.  For ease of review, a file or tab for each quality factor should be created.  
Program BIC Standards and Checklist

· The BIC Standards/Quality Factors Checklist is available on www.alsde.edu.  
· Read carefully and thoroughly each Business/Industry Certification standard, quality factor, and checklist item.  Resources are available on www.alsde.edu for understanding and/or explanation of unfamiliar words/statements, or requirements. (Ex. Definitions and Abbreviations and Frequently Asked Questions)
Program Documentation

· Documentation is limited to that which is required on the BIC Standards/Quality Factors Checklist.  Additional documentation will not be reviewed.

· Documents should be aligned in the order they appear on the checklist.

· Review Department provided resources for samples of required documents. (Ex. Administrators Desk Reference) 
· Lesson plans for each year must be available for each course on the teacher’s daily schedule for the full year, except for new teachers and/or new course offerings.  New teachers which and teachers offering new courses must provide lesson plans to extend two weeks after beyond review date.   
· A daily schedule must be entered on-line for each career/technical teacher, which reflects accurate enrollment for each term. Daily schedules must be posted within one month of the beginning of each term. The career/technical administrator must approve the daily schedule prior to the on-site review. 
Program(s) On-Site Review 

· The BIC on-site review team consists of two business/industry representatives familiar with the program and one or more educators who teach in that program area.  Members must meet the criteria as outlined in the BIC Standards/Quality Factors Checklist on page one of Section 2A, and page one of Section 3.  Team members who do not meet the criteria will cause the review to be cancelled.
· The Department facilitator will guide the team(s) and answer questions. One or more career/technical programs may be reviewed at a determined central location and time.  All team(s) must remain in the same location during the documentation validation process.  The business/industry team members will move to the appropriate area for observation and interviews.
· A BIC orientation video will be shown to team members at the beginning of the review process.  
· Two business/industry team members will validate Section 2/A, 4, and 5. The team members will also validate Section 7, with assistance from the team educator(s) and program teacher(s) as needed.  
· The educator(s) will validate Section 3.  
· The Department facilitator will validate Section 2/B and Section 6, if applicable.   
· The teacher(s) and counselor must be available for an interview.
· After completion of all sections, the BIC on-site review team, Department facilitator, and LEA representative(s) will participate in the exit review.  
· All applicable blocks for Yes, Satisfied Reviewer, and/or N/A must be marked to receive a recommendation for certification.  Recommendation cannot be made if any checklist item is marked deficient No or Answer Did Not Satisfy Reviewer.
· Each teacher will have the opportunity to complete an anonymous Teacher Survey Form and return to the Department in the envelope provided.
SAMPLE (PROVIDED BY LEA)

COVER LETTER TO BUSINESS/INDUSTRY SURVEY


June 1, 20—

Mr. John Smith

Any Business/Industry

Montgomery, Alabama 36___-____

Dear Business/Industry Representative:

The career/technical education program at ______________(school name) is seeking input concerning the future workforce of our community.  It is our goal to provide the community with a skilled workforce that is equipped to handle the changing demands of business and industry.

To reach our goal, we need your assistance.  Enclosed you will find a survey that will help us to determine the curriculum and equipment needs for our career/technical education programs.  Your input will be valuable as we update and revise our programs.

Please take a few moments to complete the enclosed survey and return it by __________ (day/date) in the enclosed self-addressed envelope.  The next time you have an employee opening in your organization, we hope you will allow us the opportunity to provide you with potential candidates for employment.  Please do not hesitate to call me at ______________ (phone) if you would like additional information concerning our career/technical education programs.

Sincerely,

(Name)

Career/Technical Education Administrator

Enclosure

SAMPLE  (PROVIDED BY LEA)

BUSINESS/INDUSTRY SURVEY

Please return in the enclosed self-addressed, stamped envelope.  Please call _______________, 

if you need assistance with completing the survey.

1. What is the nature of your business? 

2. How many employees do you have working at your location? 

3. What type and how many pieces of equipment are currently used with your business/industry?  


Type of Equipment/Software
Number

________________________________________________
_______________________

________________________________________________
_______________________

________________________________________________
_______________________

________________________________________________
_______________________

________________________________________________
_______________________
4.  Please list required academic and technical skills required for entry-level employment.



Position


Technical and Academic Skills Required

_______________________________________
____________________________

_______________________________________
____________________________

_______________________________________
____________________________

5.   If we may contact you personally for additional information, please complete the following:
Name:


Title:



Company:



Address:



Telephone:



E-mail address



Thank you very much for your time.  Your assistance is greatly appreciated. 

Sample (PROVIDED BY LEA)

TELL US WHAT YOU THINK
A Survey of (School System) Business/Industry

The (school system) career/technical education program is surveying the employers to identify the educational strengths and needs of the system that prepares your employees for jobs in the economy of the 21st Century.  Please take a few moments to fill out this survey, and return at your earliest convenience.

Please return in the enclosed self-addressed, stamped envelope.  If you have questions, please call (director’s name) at (phone).

WORKFORCE PREPAREDNESS:

Are you able to find workers with the skills you need? 


If not, what can we do to help? 

A.  Company Data

1.  Name of Company: 

2.  Address: 

3.  Type of Business: _

4.  Number of employees:  ___0-25
___26-50
___51-100
___101-250
___250+

5. Minimum employee education requirements? ___ High School       ___ 2-yr/Technical College


___ Apprenticeship   ___ 4-yr College Degree

B.  Hiring Data
1. How many non-high school graduates did you hire in the last fiscal year? 

2. How many high-school graduates did you hire in the last fiscal year? 

3. How many 2-yr. technical college graduates did you hire in the last fiscal year? _

4. How many apprentices did you hire in the last fiscal year? 

5. How many 4-yr. college graduates did you hire in the last fiscal year? 

6. Total hires in the last fiscal year? _

C.  Your Workforce
1.  In what area(s) does your company encounter problems finding qualified applicants?

___Managerial/Supervisory
___Sales/Marketing

___Clerical
___Professional

___Computer Technicians/Operators
___Laboratory/Technical

___Computer Engineers/Analysts
___Manufacturing (skilled)

___Engineers
___Laborers (unskilled)

___Scientists
___Service

2.  What are the most common reasons for rejecting an applicant? (Check all that apply.)

___Inadequate technical skills
___Inadequate writing/reading skills

___Lack of career/technical training
___Inadequate oral communications skills

___Inadequate computer skills
___Inadequate problem-solving skills

___Inadequate mathematical skills
___Inability to work in a team environment

___Inadequate work experience
___Lack of a degree

___Other____________________________

D.  Equipment
Please indicate general types of equipment used in your business and equipment you may be purchasing in the near future:

__________________________________
___________________________________

__________________________________
___________________________________

__________________________________
___________________________________

__________________________________
___________________________________

__________________________________
___________________________________

__________________________________
___________________________________

Thank you for your time and information!
SAMPLE (PROVIDED BY LEA)

BUSINESS EMPLOYMENT SURVEY

Business Name:


Business Address:



	Phone 
	
	FAX 
	
	E-mail
	


Manager/Owner:



Type of Business:  (Check all that apply.)
____Business
____Culinary Arts/Food Services


____Education
____Government
____Textiles/Clothing 

____Electronics/Avionics
____Manufacturing
____Other

____Childcare


            ____Medical/Health

In the boxes below, please check the required skill level of employees hired during the past 12 months for up to three employees.  (Write in position name and check education required.)
Position__________________
Position__________________
Position__________________

____high school diploma
____high school diploma
____high school diploma

____2-yr. college/trade school
____2-yr. college/trade school
____2-yr. college/trade school

____4 or more years of college
____4 or more years of college
____4 or more years of college             
Which of the following career/technical education programs are the most important for your company? (Check all that apply.)

Agriscience Education


Family and Consumer Sciences Education
Technical Education
___animal science



___ interior/fashion design


___advertising/graphic design

___aquaculture



___child development/child care

___drafting

___floral design/interiorscaping

___nutrition/dietetics


___TV production

___horticulture/landscape


___culinary arts/hospitality


___floral design

___fish/wildlife management


___adult/consumer services


___cabinetmaking/millwork

___forestry
___clothing/textiles



___carpentry/building construction

___other __________


___other __________


___electrical/HVAC











___masonry/plumbing

Business/Marketing Education

Health Science
               


___cosmetology




___accounting



___mental health



___automotive/collision repair

___administration/management

___medications 



___other __________

___marketing



___children’s health

___personal/business finance


___senior health

___computer technology


___consumer health and safety

___information systems


___other
__________
___other
__________
Would your company be willing to allow career/technical students to:

___shadow employees (follow an employee/observe work done by the employee)?

___intern  (student would work one period per day during a workday each week for a specified time with no salary)?

___co-op (student would work for your company for a specified time with salary)?

If yes, list name and phone number of contact person:

What areas of training would be beneficial to your company?

How many employees do you plan to hire in the next year?  (Please list by educational requirement.)

____high school diploma        ____2-yr. college/trade School        ____4 or more years of college

Would your business be interested in participating in a Career Fair for high school students?

____Yes____No 
If yes, list name of contact person ___________________________________
Thank you for your time and information!

SAMPLE (PROVIDED BY LEA)

BUDGET
Program ___________________________________________________________________

Teacher Name(s) ____________________________________________________________

INCOME:

1) Maintenance Funds

$___________________
       ($300.00 plus $3.00 per student enrolled, based on

        last school year’s enrollment) 

2) State Allocated Funds

$___________________
       (CIS-Fee replacement fund) 

3) Other: (List)



a)  Student Organization (Dues, Fundraisers)
$___________________
b)  Class/Laboratory Fees 

$___________________
c) Live Work, if applicable 

$___________________

d) Additional Revenue 

$___________________

     

              TOTAL   
$___________________

EXPENSES:

1)   Consumable Supplies

$___________________
2)   Periodicals  

$___________________
3)   Duplication or Copying of Materials

$___________________
4)   Other: (List)

      a)  Student Organization Activities 

$___________________
b)  ____________________________________________
$___________________
c)   ____________________________________________
$___________________
                                                                  TOTAL   
$___________________________

     _________________________________                   _______/_______/_______
               Administrator Signature                                                  Date

SAMPLE (PROVIDED BY LEA)

CAREER/TECHNICAL EDUCATION BUSINESS INDUSTRY AWARENESS

   NAME:_____________________________DEPARTMENT:______________________________

   SCHOOL:___________________________COST CENTER NO:___________________________

    List of career/technical awareness (update) training during the past year (June 1 through May 31).  

	Business Industry Awareness Training
	Hours
	New Knowledge 

Gained
	Date 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


SAMPLE (PROVIDED BY LEA)

ANNUAL ON-SITE FACILITY REVIEW

Date of review: ___________________________________________

School & Program: ________________________________________

	
	Review Areas 
	Yes 
	No
	Date request submitted
	Comment
	N/A

	1
	Safety signs are visible for all needed practices
	
	
	
	
	

	2
	Plumbing is adequate 
	
	
	
	
	

	3
	Lighting is adequate 
	
	
	
	
	

	4
	Heating/cooling is operational
	
	
	
	
	

	5
	Ventilation is adequate
	
	
	
	
	

	6
	Organized and clean
	
	
	
	
	

	7
	Handicapped access
	
	
	
	
	

	8
	Electrical plugs are adequate
	
	
	
	
	

	9
	Door and windows are in good condition
	
	
	
	
	

	Indicate the process for correcting needs/deficiencies.


Review Completed By:  ____________________________________

SAMPLE (PROVIDED BY LEA)

BIC TEAM MEMBERS INFORMATION SHEET

School __________________________  Date of Review 

Program 

Teacher (s) 

Business Representative #1

Name 

Position/Title 

Company 

Mailing Address 


Phone/FAX 

Business Representative #2

Name 

Position/Title

Company 

Mailing Address 

Phone/FAX 

Educator

Name 

Subject/courses taught 


School Name


School Address 

Phone/FAX 

(DUE TO CTE ADMINISTRATOR ONE MONTH PRIOR TO THE REVIEW)

SAMPLE (PROVIDED BY LEA)

EQUIPMENT INVENTORY

SCHOOL YEAR _____________  SCHOOL NAME __________________________________

PROGRAM NAME ____________________________________________________________

TEACHER(S) NAME __________________________________________________________

	ITEM & AMOUNT
	SERIAL NUMBER
	VENDOR
	CONDITION
	COST
	YEAR PURCHASED
	PROJECTED REPLACEMENT COST
	SITE LICENSE NUMBER

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


If additional pages are needed, duplicate this form.

______________________________ 

______________________________

            Teacher(s) signature



              Principal signature                                                                                      
PROGRAM VALIDITY
It is the responsibility of the career/technical administrator to ensure program validity by:

· Analyzing enrollment data.

· Conducting and analyzing community surveys.

· Reviewing business and industry needs.

· Examining program facilities and equipment.

· Reviewing student program surveys.

· Assessing program placement rates.

· Implementing advisory committee recommendations.

· Hiring highly qualified and motivated personnel.

· Maintaining BIC standards compliance.

CAREER/TECHNICAL TEACHER CERTIFICATION

According to the Alabama Administrative Code, 290-3-2.01(2)(a)… all career/technical education teachers and administrators who are employed in a public school shall hold a valid teacher license in the subject area in which they teach which is issued by the State Superintendent of Education. 

Applicants for initial certification will be required to submit legible fingerprints for a background review by the Alabama Bureau of Investigation and the Federal Bureau of Investigation.

All candidates for certification must submit a complete application package to the Teacher Education and Certification Office at the Alabama Department of Education.  Additionally, all required CTE forms must be received before applications can be processed.

Application forms and information regarding teaching certificates are found on the Alabama Department of Education Web site at www.alsde.edu.  Click on Sections.  Click on Teacher Education and Certification.  Click on Publications.  Click on Documents.  

SCHOOL LETTERHEAD





Are there courses that would be beneficial that are not taught at the career center?





__________________________________________________________________________________________________________
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