
CHAPTER X

SUCCESSFUL PRACTICES AND SAMPLE FORMS

One of the most time-consuming responsibilities of administration is the task of writing policies, developing forms, and managing related personnel activities.  In this section are sample policies and forms not previously addressed in this document.  Coordinators should refer to the Career/Technical Education Cooperative Education Manual for co-op sample forms.  Sample BIC forms are found in the Business/Industry Certification section of this document.  

The following forms are samples, supplied by local education agencies that may be used as is, revised, or redesigned.  For some items there may be more than one example.  We sincerely thank those who have shared their practices. 

Local policies should always be considered when designing forms and developing policies.

SAMPLE (PROVIDED BY LEA)

TIPS/BEST PRACTICES

Paperwork Management

· Copies of all required forms and reports are located in the faculty handbook with detailed instructions for completing each document. 

· A file system is maintained with copies of every report faculty members have to be familiar with and/or complete.  The file cabinet is in a location in which all faculty and staff have unrestricted access.

Recruitment

· A CTE ambassador group is selected from the student body.  Every department is represented on the ambassador group.  The ambassadors represent the Career/Technical Center at various school-sponsored events as well as civic group meetings.  The ambassadors have a three-dimensional display they carry with them and hand out literature about career/technical education.  The ambassadors have also conducted junior achievement classes at the elementary schools.

· Fourth grade students are brought to the Career/Technical Center campus for visitation.  This is associated with a Career Links program the ambassadors provide prior to visitation.  Career Links helps the elementary students start exploring careers and gives the ambassadors an opportunity to talk about what they do at the Center.  The day of the visitation is a big day on the CTC campus. We invite business and industry representatives from every department to be present on campus that day.  “What I Want To Be When I Grow Up” is organized around Halloween and students are encouraged to dress as the career professional they want to be when they grow up.  We have policemen, firefighters, paramedics, and their vehicles.   Doctors and nurses volunteer their time for this event.  This is an exciting day for every one involved.

· A Focus on Careers Night is sponsored by the local community college every year.  We host the event on the CTC campus and all parents with students in Grades 8 through 12 are invited to attend.  We show a direct correlation from secondary career/technical programs into postsecondary career/technical programs.  During this event parents and students tour the CTC campus and talk with teachers from both campuses about the career options available in each program area.

· Students enrolled at the Career/Technical Center participate in Groundhog Shadowing Day.  Students job shadow professionals in their program area of specialization.

Sample Weekly Memo (Next Page)

The weekly memo on the following page is used to announce upcoming events that might need to be considered by teachers as they make their lesson plans.  Also, it serves as a tool for noting good things that have taken place at school and as a reminder for BIC items that need to be continually addressed.


Winston County Technical Center

This Week’s Events

Break Monitor – Alan Gray

April 1 – Finalize class rosters

April 2 – North West Senior Day

 
Lynn/WCHS


SAT Testing in Lovett’s Dept.


Bells off until testing finished

April 3 – SAT Testing in Lovett’s Dept.


Bells off until testing finished

April 4 – SAT Testing in Lovett’s Dept.


Bells off until testing finished

April 5 – 6-Weeks Ends


Counselors will begin coding


using your class rosters on the

 
web.

Make Your Plans

April 8 – 12 – Spring Break

April 11-12 - FBLA State Conference

April 17 – 19 – Ford AAA

April 19 – 24 – DECA National Conference

Announcements

· Please have Alternative School (AS) Work placed in Kathy Watts box by 10:00 every Monday morning for the entire week.

Remember, all we can grade for AS students is the bookwork that we send to them.

· Work for Homebound Students should go on the buses on Friday morning.

Keep Up The Good Work!

A big Thank You to Mr. Porter for planning and directing our Job Shadow Day.  The students enjoyed their short time at the businesses.  We had approximately 40 students to participate.

Good luck to Mr. Gray’s students Jesse Boyd and Phillip Hinkle.  They are participating in the auto competition in New York City, April 1-4.

Good luck to Ms. Berry’s and Ms. Faulkner’s students next week at their FBLA State Competition.  These are very dedicated students and teachers to compete during spring break.

Grade Reporting Time

Please check the attached class rosters to make sure that I have them accurate for grade reporting.

I’ll have the disk ready for you to start entering grades on Friday afternoon.  

Grades must be entered by Monday afternoon (April 15) after we return from spring break.  Grades will go out on the bus on Tuesday, April 16.

On-going BIC Items

Placement Contacts (1.1 and 5.5)

Public Relations (2.4)

Community Resources Utilized (5.7)

Written Lesson Plans with all parts (6.2, 6.8, 6.9, 6.11)

Maintenance Requests (8.4)

Housekeeping (8.5)

B/I Awareness Training (9.3)


SAMPLE (SUBMITTED BY LEA)

PROFESSIONAL OR INSTRUCTIONAL TRIP REQUEST
	Destination
	     
	Date of Trip
	     

	Number of Students
	    
	Departure Time
	     
	Return Time
	     

	Number of Chaperons
	    

	Approximate Round Trip Mileage
	    
	@
	    
	per mile

	Person Making the Request
	     

	Purpose of Trip
	     

	Driver’s Name
	     
	Valid Bus License?
	Yes
	  
	No
	  


 

TRIP APPROVAL

APPROVED BY:

Principal ________________________________Date:_________________________________

Trip Coordinator (at Central Office) ________________________________________________

This is to certify that Bus # _______________is authorized to make a trip to ________________

on _____________________200___.

Approved by Transportation Supervisor _______________________Date__________________

SAMPLE

FUND-RAISING ACTIVITY REPORT

	SCHOOL
	

	ORGANIZATION
	

	PURPOSE OF SALE
	

	DATE(S) OF SALE
	

	METHOD OF FUND RAISING
	

	PROJECTED INCOME
	


APPROVAL:

	
	
	

	Advisor Signature
	Date
	
	Principal Signature
	Date


******************************************************************************

SUMMARY REPORT
	Expenses:
	

	Total of All Receipts:
	

	Total Profit:
	

	Comments:
	

	

	


SAMPLE (PROVIDED BY LEA)

ALLOCATION LETTER
_____School Year

	TO:
	
	(Teacher Name)

	
	
	School

	The funds allocated to you for the school year are:


	________________


	
	     
	Maintenance Funds

	
	     
	Equipment Funds

	
	     
	State Allocated Funds (Fee replacement fund)

	
	     
	Federal Career/Technical Funds


	     
	
	     

	Date
	
	Career/Technical Administrator


SAMPLE (PROVIDED BY LEA)

___________________ BOARD OF EDUCATION

EQUIPMENT MAINTENANCE, REPAIR, UPDATING & REPLACEMENT POLICY

	Descriptor Term: Equipment Maintenance, Repair, Updating & Replacement
	Descriptor Code : IDCGB

	Legal Reference:


	Passage Date: 5-18-98

	
	Amendment Date:


To ensure that skills taught in career/technical education courses are consistent with prevailing business and industry standards, the (name of system) Board of Education does hereby adopt the following procedures for maintenance, repair, updating, and replacement of equipment.

Equipment Maintenance and Repair

Each instructor shall, as needed, submit an equipment maintenance or repair request form stating the item and an estimate of cost for parts and service, if known, to the CTE administrator.  The administrator shall determine who will make the repairs and shall proceed to get the repairs completed.

If applicable, each instructor shall develop a periodic maintenance performance schedule, and follow it, for cleaning, greasing and oiling equipment, changing filters, draining water from air compressors, etc.

The administrator or administrator’s designee shall periodically inspect labs and classrooms to determine if tools and supplies are properly stored, equipment is kept in good repair and properly used, safety requirements are met, etc.  It is the responsibility of the administrator and each instructor to work to see that facilities, equipment, and instructional materials are kept in good working order and in safe, operable conditions.

Equipment Updating and Replacement Procedures

The CTE administrator and instructor for each department shall cooperatively develop, complete, and utilize annually, a needs assessment survey to determine when instructional supplies, textbooks, or equipment should be replaced or updated.  Instructors shall utilize their state equipment list, curriculum guides, advisory committee recommendations, and state career/technical education specialist to help determine their current and future equipment, textbook, and instructional supplies needs.

The career/technical administrator and the instructor shall jointly prepare an annual budget for each instructional program.  All local, state, and federal career/technical education funds allocated for each department shall be reflected in the budget.  When possible, consideration should be given to setting aside a portion of funds for large, long-range expenditures that may be needed to update equipment.

Purchase orders shall be prepared for all goods and/or services purchased in the name of the (school system name) career/technical departments.  A separate purchase order shall be prepared for each vendor and shall be signed by the appropriate person.  The superintendent has the final responsibility for approving or disapproving all purchases and/or services.  However, approval or disapproval must be made in terms of budgetary allocations, needs, desirability, and contribution to the program.

Instructors shall report facility maintenance needs on a building maintenance request form to the building principal.  The principal will forward the request to the Board of Education maintenance supervisor who shall implement the repairs as expeditiously as possible.  Requests for major repairs, building modifications, or additions shall be submitted by the CTE administrator to the superintendent and/or Board.  The superintendent must approve minor alterations, which involve changing the original building plans.

(Continued Next Page)
Care of Facilities and Equipment

Each instructor and the building supervisor must ensure care and protection of the school property.  Abuse and/or misuse of school furniture and property are not to be tolerated and should be reported to the administration.
Willful Damage to School and Personal Property

Each student enrolled in the career/technical programs shall be responsible for respecting school and live work production property at all times.  When school or live work property is damaged, destroyed, or defaced by a student, the student and/or his parent or guardian shall be required to make full restitution for the willful damage to the school or personal live work property.  The student shall also be subject to probation, temporary suspension, expulsion, or other disciplinary action that may be deemed necessary and advisable by school officials.

Approved by the _____________ Board of Education 

on ________________________,

Signature ___________________________________

SAMPLE (PROVIDED BY LEA)
PROCEDURES FOR REPORTING FACILITY PROBLEMS

 CAREER/TECHNICAL DEPARTMENT

Care of Facilities and Equipment
The care that school property and equipment receives reflects the attitude of administrators, teachers, and students toward their work.  Positive means must be used by each teacher and the administration to ensure care and protection of the school property.  Abuse and/or misuse of school furniture and property are not to be tolerated.  Teachers must teach the care of school equipment and property in every course.

All personnel will stress the responsibility each student has toward keeping the buildings and grounds clean and instill in each student a school pride that will make him/her want to keep classrooms, buildings, restrooms, and school grounds clean.  Teachers are expected to require students to care for school property throughout the school campus.

Report any needed repairs of facilities or equipment to the administrator at once.  This cannot be overemphasized.  Teachers are responsible for property in their work area.  

Maintaining and Updating Facilities 

Instructors should report facility maintenance needs on a Building/Equipment Maintenance Request Form to the administrator who, in turn, shall determine if repairs can be made by career/technical education personnel.  If necessary, the administrator will forward the request to the Board of Education maintenance supervisor who, in turn, will implement the repairs as expeditiously as possible.

Requests for major repairs, building modifications, or additions should be submitted by the administrator to the Superintendent and/or Board of Education at least one year prior to expected completion.  Minor alterations which involve changing the original building plans must be approved by the Superintendent and/or maintenance supervisor.

The administrator will develop a Facility Review Checklist.  A periodic check will be made to help determine immediate and long-range needs.


SAMPLE (PROVIDED BY LEA)

FACILITY REVIEW CHECKLIST

CAREER/TECHNICAL EDUCATION DEPARTMENT

(LEA) BOARD OF EDUCATION
Program_______________________________  Teacher_________________________________

School_________________________________  Date____________________________________

Rate the following FACILITY REVIEW CHECKLIST for your program area with 

1 being least adequate and 5 being most adequate. 

SAFETY

A.        Safety signs are posted in highly visible locations.

            1   2   3   4    5   NA
      

B. 
Safety zones  (painting, welding, etc.) are identified.


1   2   3   4    5   NA 

C.
Fire extinguishers have current inspection tags attached
   
1   2   3   4    5   NA


and meet fire codes for different types of fires.

D.
Electrical plugs are adequate for task performance and
    
1   2   3   4    5   NA   


safety.

E.
An electrical disconnect system or procedure is available

1   2   3   4    5   NA


to shut down all outlets in case of an 
emergency.

F.
Lighting is adequate for task for performance and safety.

1   2   3   4    5   NA

G.
Plumbing is adequate for task
 performance and safety.

1   2   3   4    5   NA

H.
Safety standards associated with clothing, eye protection

1   2   3   4    5   NA


hand tools, power equipment, and the handling, storage, and 

disposal of chemicals are adhered to in accordance with local,


state, and federal safety and environmental regulations.

I.
Evacuation procedures are posted in highly visible areas.

1   2   3   4    5   NA

J.  
Safety lighting, security cameras, and intrusions systems

1   2   3   4    5   NA


are available and operable.

MAINTENANCE

A.   
The facilities maintenance program ensures that 


1   2   3   4    5   NA

      
facilities are suitable for instruction.

HOUSEKEEPING

A.   
Classroom and lab are kept clean and
 orderly

1   2   3   4    5   NA

B.   
Storage areas are clean and orderly.



1   2   3   4    5   NA

OFFICE SPACE

A.   
An area separate from the lab is available for


1   2   3   4    5   NA



the instructor’s use as an office.

INSTRUCTIONAL AREA

A.
 
An area convenient to, but separate from, the lab

1   2   3   4    5   NA    

 
is available for classroom instruction and other 

non-lab activities.

B.  
Adequate space (i.e. training 
stations) is available for
1   2   3   4    5   NA

      
stations) is available for the number of students enrolled

      
in the program. 
 

STORAGE

A.
 
The storage area for specialized tools, parts and

1   2   3   4    5   NA



supplies  is adequate to support the program goals 

and objectives. 

B.

Secured storage is sufficient to support the


1   2   3   4    5   NA


 
program goals and  objectives.

C.

Storage areas are secure from pilferage and  


1   2   3   4    5   NA


 
vandalism.

D.
 
Secured filing cabinets are available for


1   2   3   4    5   NA



student files.

SUPPORT FACILITIES

A.
 
Support areas are clean and orderly.



1   2   3   4    5   NA

B.
 
The area provided for clean-up after lab activities

1   2   3   4    5   NA



is conveniently located.

C.

The restrooms
are conveniently located and


1   2   3   4    5   NA


 
are handicapped accessible.

VENTILATION

A.   
The exhaust fume removal system is operable. 

1   2   3   4    5   NA

B.
 
The heating and cooling system is operable.


1   2   3   4    5   NA

FIRST AID

A.   
A first aid kit is available.




1   2   3   4    5   NA

B.
 
The first aid kit is properly equipped and


1   2   3   4    5   NA



highly visible.

FACILITY NEEDS:

Describe any facility needs: ________________________________________________

Teacher___________________________    Evaluator(s)_________________________

SAMPLE (PROVIDED BY LEA)

EQUIPMENT REPLACEMENT AND UPDATING PROCEDURES
(LEA) BOARD OF EDUCATION

The CTE administrator shall regularly require that the instructor for each department complete a projected equipment replacement and update needs survey to determine the instructional supplies, textbooks, and/or equipment that should be replaced or updated.  Instructors shall be asked to prioritize needs (priorities 1-6) on the survey.  Instructors shall utilize their current equipment inventories, state equipment list, curriculum guides, advisory committee recommendations, and state CTE specialist to help determine their current and future equipment, textbook, and instructional supplies needs.

The administrator shall review for each program the equipment needs as identified on the survey, and consult with the instructor as needed. A system wide budget will then be prepared for the following school year. All local, state, and federal career/technical education funds allocated for each department shall be reflected in the budget.  

Current funding sources include the following: 

Locally generated department (class) funds, career/technical maintenance funds, state Instructional Supply funds, state equipment bond funds, federal funds such as the Perkins 

Basic Grant, Program Improvement funds, Tech Prep funds, and other specific allocations to individual teachers as specified by law (i.e., technology funds).

When possible, consideration should be given to setting aside a portion of funds for large, long-range expenditures that may be needed to update equipment.

The following is a proposed schedule replacement of equipment, software, and tools:

Year 1

Each program determined by needs identified, with additional funding provided for programs (listed below) that are being reviewed for BIC certification. 

Agriscience                


- Red Bay HS

Building Technology 


- Vina HS & CTC

Business/Marketing Education 
- CTC

Family & Consumer Sciences 
- Phil Campbell HS

Health Science           


- Red Bay & CTC

Year 2
Each program determined by needs identified, with additional funding provided for programs (listed below) that are being reviewed for BIC certification.

Agriscience



- Phil Campbell HS

Computer Electronics


- Phil Campbell HS & CTC

Family & Consumer Sciences 
- Red Bay HS

Power Equipment Technology
- Belgreen HS & CTC

Year 3
Each program determined by needs identified, with additional funding provided for programs (listed below) that are being reviewed for BIC certification. 

Business/Marketing Education
- Phil Campbell HS

Business/Marketing Education
- Red Bay HS

Business/Marketing Education
- Vina HS

Collision Repair Technology

- CTC

Year 4

Each program determined by needs identified.

Year 5

Each program determined by needs identified.

Purchase orders shall be prepared for all goods and/or services purchased in the name of career/technical programs.  A separate purchase order shall be prepared for each vendor and shall be signed by the appropriate person.  The administrator has the final responsibility for approving or disapproving all purchases and/or services.  However, approval or disapproval must be made in terms of budgetary allocation, needs, desirability, and contribution to the program.

Care of Equipment

The administrator and each instructor must ensure care and protection of the school equipment, tools, materials and supplies. Abuse and/or misuse of school furniture and property are not to be tolerated and should be reported to the administration.

Approved: _____________________________



Career/Technical Administrator

Date___________________________________

SAMPLE (PROVIDED BY LEA)

PROJECTED EQUIPMENT REPLACEMENT AND UPDATE NEEDS 

FOR FIVE-YEAR PERIOD

Department: ___________________________  Teacher (s): ___________________________

	                   Item Needed
	Amount Needed
	Approximate Cost
	Funding Source

	Priority 1


	
	
	
	

	Priority 2


	
	
	
	

	Priority 3


	
	
	
	

	Priority 4


	
	
	
	

	Priority 5


	
	
	
	

	Priority 6


	
	
	
	


The information you provide will be used to plan the expenditures of any equipment and supply funds that may be made available during the next five years.  

Please return completed form to the CTE Administrator by June 1.

SAMPLE (PROVIDED BY LEA)
REQUESTING PERMANENT RECORDS OF STUDENTS

All student records are maintained in the Main Office in one of three categories--current, graduates, or withdrawals.

The information contained within cumulative record folders is considered confidential and should be handled appropriately.  Due to an increase in requests for permanent record folders and resulting increase in the number of folders that have been misplaced, the following procedure has been implemented.

1. Persons with a legitimate interest in a student may request a cumulative record folder.

2. The school counselor will pull the folder from the files.  The person receiving the file will sign the cumulative record form.

3. When the person requesting a cumulative record folder has completed his/her examination, the folder should be returned to the counselor, and the name of the person who requested it will be checked off the record form.

4. It will be the responsibility of the person requesting the folder to secure an accurate duplicate if one is lost.

5. Permanent record folders are not to be taken from the Main Office except by permission of the administrator.

No list(s) of student information or names will be provided to any outside agency or individual(s) without the principal’s knowledge and approval.

SAMPLE (PROVIDED BY LEA)

EXTENDED CONTRACT PROGRAM OF WORK

CAREER/TECHNICAL CENTER

PURPOSE:  
The purpose of this program of work is to present a working outline of activities to be completed during the extended contract time for:

____________________________________(Instructor)

___________________________________(Department)

OBJECTIVES:

1. To complete the End of Cycle Assessment and Benefits for PDP.

2. To meet with CTE Administrator to discuss, assess and evaluate



end-of-cycle assessment and benefits to finalize PDP annual plan. 

3. To inventory and assess equipment, facilities, materials and supplies to secure replacements and repairs.

4. To complete equipment replacement and update report for CTE Administrator.

5. To visit suppliers to locate and initiate acquisition of supplies, materials and equipment for department.

6. To visit local businesses/industries to identify skills, equipment, and materials that need to be incorporated into curriculum.

7. To visit employers to ascertain success of employed students, to identify potential employment opportunities for future program graduates.

8. To visit postsecondary institutions for articulation of curriculum and assisting with placing program graduates into postsecondary programs.

9. To meet with advisory/craft committee to evaluate and plan the local program.

10. To update course syllabus/course outline for each class taught based on the state approved courses of study.

11. To continue development of comprehensive lesson plans for each course offered in program.

12. To maintain up-to-date instructional files, individual student records, reports and materials.

13. To attend appropriate in-service meetings, workshops, and seminars for professional growth.

14. To attend and participate in the annual Professional Development Conference, unless excused by the CTE Administrator.

15. To attend business/industry awareness (formerly technical update) seminars and or workshops for new knowledge related to program area, skill proficiency, and/or equipment for BIC standards.

16. To attend with and supervise students participating in CTSO state and national convention (if applicable).

17. To work with counselor for purpose of interpreting test results to determine student needs and appropriate placement of students into the program.

18. To keep the department clean and organized, including the grounds around the building.

_____________________________ 


_____________________________

                               Teacher                                                                   CTE Administrator

SAMPLE (PROVIDED BY LEA)
EXTENDED CONTRACT SCHEDULE 

Year _______

Teacher ________________________  School   ________________________

MAY
 24-
Update inventories, end of year reports, etc.                                                                                              

 
 25-                                                                                                 


 26-











 27-










JUNE
   1-

 2-












   3-










   7- 



   8- 

9-     
   

  10-    



14- 

15-    

16-

17- Prepare classroom and labs for summer.  Last work day for ten-month personnel

9- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

JULY
  
 State Career/Technical Education Professional Development Conference, 

            
 Birmingham  

AUG.        2-
Begin school year ______


      3-                

  4-5 -  Institute For Teachers 

9- Teacher’s In-service Meeting – Local schools.

9- Schools open for ______ school year.

(Use part of contract time to attend business/industry awareness seminars and computer workshops, to meet business/industry certification requirements, and to return to industry for work-based learning.)

Return this to career/tech director by June 1; also give a copy to your principal

SAMPLE (PROVIDED BY LEA)

SAFETY POLICY

LEA BOARD OF EDUCATION

Students participating in a Career/Technical Education classroom/lab must be given instructions in safety.  Each student is required to practice safety in every activity in which he/she may engage.  Safety is included in each course of study as an important phase of training.  Disregarding appropriate safety requirements and/or procedures may be grounds for dismissal from the CTE program.

It is recommended that all students who participate in CTE courses, which include lab activities, be encouraged to maintain an accident insurance policy for his/her protection.

Safe buildings, grounds, and equipment shall be maintained to minimize accidents or injury to students, employees, and other citizens.  Protection from such dangers as fire, natural disasters, mechanical, electrical malfunction, and other hazards shall be provided. The director/administrator shall make periodic evaluative reports concerning their adequacy in terms of student care and safety.

The superintendent shall develop a district wide safety and fire prevention program that coordinates the requirements of the fire marshal and civil defense program with appropriate school and community officials.  Buildings shall be planned, equipped, and maintained in accordance with appropriate local, state, and federal building codes and safety regulations.  Buildings shall be provided with fire and tornado alarm systems and workable fire extinguishers.

Safety instruction, to include accident prevention, safety drills, and disaster procedures, shall be stressed at all grade levels.  Expertise of fire prevention experts, health officials, and other community services shall be incorporated into the total safety program.  Special emphasis shall be placed upon supervision within classrooms and on requirements concerning safety precautions in the lab area. Proper supervision of students and others using the buildings shall be required at all times.

Approved by the LEA Board of Education 

on  _____.

Signature_________________________________

SAMPLE (PROVIDED BY LEA)

LEA BOARD OF EDUCATION

LIVE WORK POLICY

	Descriptor Term: Live Work in Career/Technical Programs
	Descriptor Code:

	Legal Reference:


	Passage Date:

	
	Amendment Date:


Definition

Live work is work done by students as part of their training program.  Such work can be done either in school or on a job location and includes service, repair, or production jobs of any and all kinds.

Relationship to Training

Live work will be conducted when, in the opinion of instructor and director/administrator, the training program requires such projects for acquisition of occupational skills leading to employment.  The instructor, as part of the student’s training program, will assign live work to individual students.

Administration and Control

Administration and control of live work in accordance with local Board of Education policies are the responsibilities of the administrator of each school.  All live work performed must be approved by the administrator or his/her representative, who shall be responsible for the determination and collection of all charges and maintenance of appropriate records.

Live Work Projects

Live work will be performed in specific projects for specific individuals and organizations.  The scope and extent of each project will be well defined and documented before acceptance.  Live work projects can be conducted for:

1.
Tax supported programs and institutions.

2.
Public employees.

3.
Students in the Career/Technical Education Centers.

4.
Charitable organizations that are supported by donations.

5.
Individuals and organizations.


a.
Such live work is not designed for competition with private enterprise.

b. The circumstances involved are unusual and justify the acceptance of the live-work

project.


c.
The instructor justifies in writing why the live work is necessary for the training program and files a signed copy with the administrator or his/her representative.

Release of School Liability

The person, program, institution, or organization for which live work is done shall:

1.
Assume responsibility for the results of the work being done by students.

2.
Bear all actual cost of materials and parts involved.

3.
Pay a service charge according to the schedule as prescribed by section on service charges and established by the administrator of the school to cover indirect expenses.

4.
Sign a form agreeing to the above conditions and specifically stipulating the work to be performed.

Service Charge for Live Projects

The total charges (cost plus a service charge) for live work will be as follows:

1.
Actual cost, plus 20% for indirect cost.

2.
A service charge not to exceed three dollars.

In exceptional cases such as the construction of a public building, a reduced charge for the indirect expenses of live work projects may be used provided the administrator or his/her representative concurs in writing.  The school must recover all costs.

Construction Projects

In order to protect the public, all construction projects of public buildings must be approved by the director/administrator of the school and applicable public agencies.

Restriction on Live Work

To avoid competition with private enterprise, live work is restricted as follows:

1.
Live work will be done only when it is needed for training and necessary for the acquisition


of occupational skills leading to employment.

2.       No persons, regardless of his connections, shall use Career/Technical Education Center for personal gain or profit.

Approved by the LEA Board of Education 

on  _____.

Signature_________________________________

SAMPLE (PROVIDED BY LEA)

LEA BOARD OF EDUCATION

EMBEDDED CREDIT POLICY 

	Descriptor Term:  Embedded Credit
	Descriptor Code:  

	Legal Reference:
	Passage Date:  

	
	Amendment Date:


The _____ Board of Education supports the concept of awarding embedded academic credit for specific career/technical programs offered at _____ Technology Center.

Credit for embedded content will be awarded in the 11th and 12th grade when the student completes a career/technical education program that qualifies for award of embedded credit.  A student may begin a career/technical education program in the 9th, 10th, or 11th grade.

Career/technical programs for which embedded content credit may be awarded must possess the following characteristics:  

· The career/technical education programs qualifying for embedded academic content must have academic content of sufficient scope and rigor as determined by a review committee.

· The embedded academic content must focus on expansion of previously introduced academic concepts, application of knowledge and skills in specific technical fields, and/or content not previously studied.

· The embedded academic content should be rigorous, non-repetitive, and age- and grade-appropriate.

· The embedded academic content must warrant 140 clock hours of instruction if one credit is to be earned and 70 clock hours of instruction if one-half credit is to be earned.

Credit for embedded content may be awarded:

· For specific academic content of sufficient scope and rigor in an academic field of study (e.g., mathematics) embedded in qualifying career/technical education program (e.g., electronics).

Course titles for embedded credit will be descriptive of content; e.g. Health Care Anatomy/Physiology, Mathematics in Electronics, etc.

The Division of Instruction and the Director of Career/Technical Education will serve as the system’s review committee for embedded credit.

The committee will identify the academic content embedded in the applicable career/technical course of study.

The committee will judge whether or not the career/technical education program contains sufficient and appropriate academic content to qualify for award of embedded credit.
SAMPLE (PROVIDED BY LEA)

EQUIPMENT ARTICULATION AGREEMENT

Teacher Name _______________________  Program Area  _______________________________

Owner or Location of Equipment:

Name ___________________________________________________________________________

Address _________________________________________________________________________

Description of equipment (including any attachments and/or parts):

________________________________________________________________________________

Quantity __________________________ Replacement Cost/Value _________________________

Condition _________________________ Age of Equipment _______________________________

Return Date _______________________

_____________________________________

             Approval Signature and Date

APPENDIX

CALENDAR OF MAJOR CONFERENCES

         Listed below are major conferences/meetings sponsored by the Alabama Department 

         of Education that are of interest to administrators.

	Name of Conference
	Date(s)
	Contact Person

	Regional Seminars
	Throughout year
	Dawn Morrison

SDE

(334) 242-9108

	ACTA-Association of Career/Technical Administrators
	February and 

April or May


	Sarah Ray *

SDE

(334) 242-9111 

*Contact for current name of contact person

	Alabama Education Technology Conference
	June
	Kathy Birdnow

SDE

(334) 242-9594

	Mega Conference
	June
	Mabry Whetstone

SDE

(334) 242-8114

	SSA-School Superintendents of Alabama
	Throughout year
	Susan Lockwood

(334) 262-0014

	ACTE- Association for Career and Technical Education Professional Development Conference
	December
	ACTE Headquarters

(703) 683-3111 

800-826-9972

	ACTE- Association for Career and Technical Education National Policy Seminar
	March
	ACTE Headquarters

(703) 683-3111 

800-826-9972

	AACTE- Alabama Association for Career and Technical Education Summer Conference
	June or July
	Ann Gilmore

(343) 262-4694

Dawn Morrison

(334) 242-9108


WEBSITES

	www.alacte.net
	
	AACTE – Alabama Association of Career and Technical Education

	www.acteonline.org
	
	ACTE – Association of Career and Technical Education

	www.adeca.state.al.us
	
	ADECA – Alabama Department of Economic and Community Affairs

	www.acins.state.al.us
	
	Alabama CINS – Career Information Network System

	www.dir.state.al.us
	
	Alabama Department of Industrial Relations

	www.alabamapepe.com
	
	Alabama PEPE 

	www.alsde.edu
	
	Alabama State Department of Education

	www.alex.state.al.us
	
	ALEX – Alabama Learning Exchange

	www.clasleaders.org
	
	CLAS

	www.cord.org
	
	Center for Occupational Research and Development (CORD) & National Tech Prep Network (Tech Prep)

	www.marcopolo-education.org
	
	Marco Polo Lesson Plans

	www.mavcc.org
	
	Multistate Academic and Vocational Curriculum Consortium

	www.napequity.org
	
	National Alliance for Partnerships in Equity

	www.sreb.org
	
	High Schools That Work/Southern Region Education Board (SREB)

	www.nccte.com
	
	NCCTE – National Centers for Career and Technical Education

	www.powertolearn.com
	
	School to Career Lesson Plans sponsored by Cablevision

	www.rsa.state.al.us
	
	Retirement Systems of Alabama

	www.sacs.org
	
	SACS – Southern Association of Colleges and Schools

	www.ed.gov
	
	U. S. Department of Education

	www.dol.gov
	
	U. S. Department of Labor

	www.alcareertech.org
	
	Alabama Career/Technical Education

	www.alabamatechprep.org
	
	Alabama Tech Prep

	www.avl.lib.al.us/
	
	Alabama Virtual Library


National CTSOs

	www.deca.org
	
	DECA, An Association for Marketing Students

	www.fcclainc.org
	
	Family, Career, and Community Leaders of America

	www.fbla.org
	
	Future Business Leaders of America

	www.hosa.org
	
	Health Occupations Students of America

	www.skillsusa.org
	
	SkillsUSA

	www.tsaweb.org
	
	Technology Students of America

	www.ffa.org
	
	The National FFA Organization


State CTSOs

	www.alabamatsa.org
	Technology Students of America

	www.alabamafbla.com
	Future Business Leaders of America
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SAMPLE (SUBMITTED BY LEA)


Career/Technical Center


Weekly Memo
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