TABLE OF CONTENTS

PREFACE 
1

ACKNOWLEDGMENTS 
1

CHAPTER I   Organization
Philosophy, Vision, Mission, Core Values, and Goals of Career/Technical Education 
3

State Plan 
4

Strategic Plan 
4

Communication Plan  
4

Organization of Career/Technical Education 
5

Career/Technical Education Staff 
5

Career/Technical Education Organizational Chart 
7

BIC Teams Regions 
8

Career/Technical Education BIC Teams 
9

CHAPTER II   Program Information 

Descriptions 
10

Diploma Endorsements 
11

Alabama Occupational Diploma Q & A
16

Embedded and Substitute Credit 
17

Tech Prep 
18

High Schools That Work 
18

Career Awareness
20

Pre-assessment 
20

Placement and Follow-up of Completers 
20
Business/Industry Certification (BIC) 
24

Program Validity
39

Teacher Certification 
39

CHAPTER III   Legal Considerations
Legislation 
40

Safety 
42

Maintaining Records 
42

Efforts To Increase Non-traditional Participation In Career/Technical Education 
43

Non-discrimination Requirements 
44

Family Educational Rights and Privacy Act 
45

Alabama Ethics Law 
46

Comprehensive Monitoring 
47

Accounting Codes 
50

Career/Technical Implementation Plan 
52

CHAPTER IV   Professionalism
Administrator Qualifications and Professionalism 
57

Professional Development 
57

Job Descriptions

Local Director/Administrator/Coordinator 
58

Data Contact 
59

Duties of Administrators of Career/Technical Education
61

Pre- and Post-School Year Responsibilities 
62

Important Contacts for Career/Technical Administrators
63

Sample Programs of Work for Teachers and Administrator
64

CHAPTER V   Advisory Council/Program Advisory Committee
Introduction 
69

CHAPTER VI   Career/Technical Student Organizations
Career/Technical Student Organizations
71

What is DECA, FBLA, FCCLA, FFA, HOSA, SkillsUSA, TSA 
71

Policy of the United States Department of Education For Career and Technical Education Student Organizations
73

CTSO Information 
74

Suggested Procedures for Advisers Taking Students on CTSO Activities 
74

Sample CTSO Code of Conduct and Conference Policies
75

CHAPTER VII   Equipment

Equipment Lists
77

CHAPTER VIII   Cooperative Education Program

Cooperative Education Program
79

CHAPTER IX   Reports

Calendar of Records and Reports 
81

CHAPTER X   Successful Practices and Sample Forms
Successful Practices and Simple Forms
83

Tips/Best Practices 
84

Sample Forms and Policies
85

APPENDIX

Calendar of Major Conferences
107

Websites
108

THIS PAGE INTENTIONALLY LEFT BLANK

PREFACE

Managing a comprehensive career/technical education program is a multifaceted process.  Many management considerations are addressed in this reference book as outlined in the Table of Contents.  Change is constant in career/technical education, as in all other areas of education.  Strategies for managing programs and curriculum in a changing environment are addressed in this book; however, it is not intended to be all-inclusive.  This is an evolving document to be constantly updated.

This reference book consists of policies, procedures, and techniques.  It is designed to provide direction and forms to ensure a quality program in compliance with Alabama Administrative Code and the Career/Technical Education Methods of Administration Manual.  Administrators should find this book of considerable value.

With today’s emphasis on quality programming, this reference book is designed to serve as a crucial resource as career/technical education administrators work to provide the services and support that teachers need to provide quality programs and students need to succeed.
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CHAPTER I

ORGANIZATION

PHILOSOPHY OF CAREER/TECHNICAL EDUCATION

The purpose of career/technical education (CTE) is to enhance the curriculum of the total school program.  Through the different phases of the students’ educational experience, career/technical education should prepare them to become more proficient in their chosen career path.  Career/technical education provides opportunities for secondary students to acquire specific and useful academic, occupational, and employability skills training.  Career/technical education prepares students to be well-rounded and to succeed and profit from new skills, knowledge, and understanding in a chosen career path.  Education for occupational competence should be an integral part of the educational program for every student enrolled in America’s high schools.  There is no question of the need for an educated labor force; therefore, the aims and purposes of those charged with the responsibility for planning an effective career/technical education program should be that of “fulfilling the need.”

VISION

The Career/Technical Education program is a vital, progressive, and rigorous part of the total educational system that provides students with life skills and prepares them as a workforce in which business and industry are confident.

MISSION STATEMENT

To provide resources and services that ensure student success in life and work.

CORE VALUES

· Integrity first.





· Striving for excellence.



· Always professional.

· Loyalty in service.

· Success through teamwork.

GOALS

· Promote the positive image of career/technical education.

· Provide relevant and focused professional development.

· Maintain effective partnerships to promote development of Alabama’s workforce.

· Provide continuous development of rigorous, progressive, and research-based

· career/technical education curricula.

· Recruit and retain highly qualified career/technical teachers and administrators.

· Increase the academic skills of career/technical education students.

· Exceed minimum requirements of state and federal legislation.

· Improve articulation with postsecondary education.

· Enhance and support the use of technology.

Career/Technical Education is the official title for Alabama’s overall program area organized to accomplish the vision, mission, and goals stated above.  The State Superintendent of Education approved this title in 1997.  At some points in this document, the term “vocational” may be used.  This term is only used in a historical context reflecting periods prior to 1997 in Alabama, or to legal documents, generally from the U.S. Office of Education, which continues to use the term “vocational.”  When referring to Alabama’s program, the title “Career/Technical Education” should be solely used.

STATE PLAN

The Alabama State Board of Education submits to the U.S. Department of Education a state plan in response to current legislation describing the state’s career/technical education program.  It includes policies followed by the state in creating, maintaining, and improving existing programs to meet the intent of the career/technical education legislation.  The state plan is a prerequisite to receiving federal funds.  As required by the state plan, local education agencies (LEAs) are required to submit a local plan for use of funds leading to program improvement.  Both state and local plans must document program improvement in the context of accountability for local, state, and national investments.  

The state plan outlines the goals the state will seek to achieve and the planned uses of federal, state, and local career/technical education funds for each fiscal year.  It may be amended at any time provided there is agreement between the U. S. Office of Education and the Alabama State Board of Education.

Reference: State Plan, Revision April 2004 (Available on Alabama Department of Education website at www.alsde.edu).

STRATEGIC PLAN

Strategic planning is a process of setting goals with measurable activities.  

In 2002, career/technical education state staff began developing a strategic plan.  Under the plan there is a vision and mission statement, nine goals with 57 measurable activities, and a list of core values.  The progress of each activity and goal will be reported annually to the public.  The first Alabama Department of Education Career/Technical Education Annual Report was distributed in 2004.   The annual report contains data on each CTE program area and disaggregated data collected from each LEA relative to the strategic goals.   Data in the Annual Report is used for decision-making leading to program improvement.  The Annual Report may be accessed at www.alcareertech.org.

COMMUNICATION PLAN

Through its communication campaign called TALENTS, Alabama’s career/technical education programs have further strengthened their efforts to provide students, parents, and communities with the highest quality service possible.  This communication plan was developed in 2003.  Two major objectives were identified:

· Improve the internal and external perceptions of career/technical education programs throughout Alabama.

· Increase long–term enrollment in Alabama career/technical education programs.  

In Phase I of the communication plan, the Talents logo was designed for use on program materials, posters, etc.  Television and radio public service announcements were developed for use throughout the state.    A Website was developed (www.alcareertech.org) which is linked directly to Alabama’s State Career/Technical Education Section at the Department.  The TALENTS Portfolio newsletter is a four-page, bi-monthly publication designed to promote the mission and opportunities available to students through Alabama’s career/technical education program.  The Celebrities of Distinction campaign identified Alabamians who have had notable success in their professions, communities, and personal lives.  Phase II includes phone surveys, CTE brochures, full-page advertisements highlighting CTE programs in newspapers around the state, and promotional items with the TALENTS logo.  One of the recommendations for 

Phase III is to develop a promotional video for use to recruit students into career/technical education programs.  For further information about how to implement the communication plan, contact Ed Crenshaw (ecrenshaw@alsde.edu).

ORGANIZATION OF

CAREER/TECHNICAL EDUCATION

Agriscience Education, Business/Marketing Education, Family and Consumer Sciences Education, Health Science, and Technical/Career Technologies Education comprise the service areas in Alabama.  There is a state director of career/technical education who coordinates the program statewide.  In addition to these service areas, there are Curriculum Innovations, Standards and Accountability, and Job’s for Alabama’s Graduates support units.

The career/technical education program in Alabama is organized as follows:

1. State director who coordinates the statewide career/technical education program and assists local boards and institutions in planning and developing programs of career/technical education in accordance with provisions of the State Plan for Career/Technical Education.

2. Education administrators and specialists who are assigned responsibilities as generalists in CTE and with specific responsibilities in each career/technical education program.

3. Local administrators who direct career/technical education in each LEA. 

4. Teachers who instruct and coordinate work-based programs; and who instruct in preparatory career/technical education programs.

All career/technical education programs are operated by local boards of education as a part of the total school program.  Career/technical education teachers are directly responsible to their principal, CTE administrator, and superintendent.
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Lurleen B. Wallace Building  • Telephone: (334) 242-9111  • Fax: (334) 353-8406

Nancy Beggs
Director
   (334) 242-9111


Julia Sanders
Assistant to the Director
   (334) 242-9113

Sherry Herron
Administrative Assistant
   (334) 242-9111

Standards and Accountability

Sarah Ray
Program Improvement/Accountability, Data 
         (334) 242-9111

Management, Information Services, ARC, 


Comprehensive Monitoring

Petro Johnson
Comprehensive Monitoring, Administrative Support,      (334) 242-9111


OCR, Nontraditional Education, Model Program 


Monitoring


Russell Phaturos
Program Analyst



                       (334) 242-9111
Ed Crenshaw                Public Information Specialist
      (334) 353-5220

Traci Person                 Administrative Assistant
      (334) 353-8949

Special Projects

Nan Burgess, Ed.D.
Teacher Quality/Teacher Education

(334) 242-9113

Gwendolyn Crawford
Alabama Occupational Diploma, Cooperative Education
(334) 242-9112

Sherry Key
Courses of Study, Innovative Programs

(334) 242-9108

Lisa Weeks
Student Organization Coordination

(334) 242-9109


Paggie McSpadden
Business/Industry Certification, ISO 9001

(334) 242-9109

Dawn Morrison
Career Academies/Magnet Schools, Grant Writing

(334) 242-9108

Mickey Humphries
Jobs for Alabama Graduates, WIA-Yes

(334) 242-9115

Bobby Thomas
Embedded Credit/Substitute Credit

(334) 844-4401

Darin Baldwin
AAVIM, SACS, Facilities Management

(334) 242-9112

Carolyn King
Project-Based Learning

(334) 242-9109

Curriculum Innovations

Sherry Key
State Advisory Council, Applied Academics,

(334) 242-9108


Academic-Career/Technical Integration, 


Innovative Programs, Technical Writing



Margaret Smith
Guidance and Technology, Career Pathways,

(334) 242-9108


ALEX

Dawn Morrison
Professional Development, High Schools That 

(334) 242-9108


Work, Online Coursework

Mary Simon
Tech Prep, English Language Learners

(334) 242-9108


Strategic Plan, Student Credentialing

Carrie Wilson
Administrative Assistant

(334) 242-9108

Environmental and Natural Resources (Agriscience)

Troy Newton
Agriscience Education

(334) 242-9114


Jacob Davis
Agriscience Education, FFA, Methods of 

(334) 242-9114


Administration (OCR) Coordination

Pam Kilpatrick
Administrative Assistant

(334) 242-9114

Bobby Thomas
Agriscience Education, Field Operations

(334) 844-4401

Kenneth Boyd
Technician (Auburn Office)

(334) 844-5592

Business/Marketing Education

Paggie McSpadden
Business/Marketing Education

(334) 242-9109

Carolyn King
Marketing/Business Education, DECA

(334) 242-9109

Lisa Weeks
Business /Marketing Education, FBLA-PBL

(334) 242-9109

Tina DeBruyne
Business/Marketing Education

(334) 242-9109

Elizabeth Fisher
Administrative Assistant

(334) 242-9109

Janice Smith
Administrative Assistant, BIC/ISO 9001

(334) 353-4346

Health, Family, and Consumer Sciences

Nan Burgess, Ed.D.
Family & Consumer Sciences/Health Science

(334) 242-9113

Vacant
Health Science/Family & Consumer Sciences, HOSA

(334) 242-9113

Collie Wells 
Family & Consumer Sciences/Health Science, FCCLA
(334) 242-9113

Judy Moore
Family & Consumer Sciences/Health Science

(334) 242-9113

Lillie Turner
Administrative Assistant

(334) 242-9113

Engineering, Manufacturing, Construction, Arts, Humanities, and Communications (Technical Education)

Bethany Clem
Technical & Career Technologies

(334) 242-9112

Darin Baldwin
Technical & Career Technologies

(334) 242-9112

Gwendolyn Crawford
Technical & Career Technologies

(334) 242-9112

Myron Laurent
Technical & Career Technologies, SkillsUSA 

(334) 242-9112

Ben Scheierman
Career Technologies & Technical, TSA

(334) 242-9112

Tonya Davis
Administrative Assistant

(334) 242-9112

CAREER/TECHNICAL EDUCATION BIC TEAMS

	Region
	BIC Team Leader
	Phone

(334)
	BIC Team Member
	Phone

 (334)

	 1 & 2
	Troy Newton
	242-9114
	Mickey Humphries

Dawn Morrison

Darin Baldwin
	242-9115

242-9113

242-9112

	 3 & 6
	Judy Moore
	242-9113
	Bobby Thomas

Bethany Clem

Ben Scheierman
	844-4401

242-9112

242-9114

	  5
	Meg Smith
	242-9108
	Myron Laurent
	242-9112

	 7 & 9
	Gwen Crawford
	242-9112
	Nan Burgess

Petro Johnson

Collie Wells
	242-9113

242-9111

242-9113

	 4 & 10
	Lisa Weeks
	242-9109
	Sarah Ray

Vacant

Tina DeBruyne

Mary Simon
	242-9111

242-9109

242-9108

	  8 & 11
	Carolyn King
	242-9109
	Paggie McSpadden

Sherry Key

Jacob Davis
	242-9109

242-9108

242-9114


ii

