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.GLOSSARY -
. GENERAL
Advisory Committee )
An advisoty committee assists in curriculuni review, verification of labor market
needs, provides support and strengthens the relationship between business, industy,
the commumity, and education. The advisory committes membership includes, but is
not limited to, representatives from the community, special populations, business,
industry, students, parents, community agencies, staff, postsecondary agencies, labor,
* and other individuals having skills in and knowledge of the occupation(s) for which

instructionis provided.

Applied Academics .
The integration of academic principles and concepts through classroom and

laboratory activities which connect the theoretical knowledge to the workplace
application.” C ‘ :

Career and Technical Student Organization
Are those organizations for students enrolled in career-and technical education
programs and engage in student activities to develop leadership skills and which are
an integral part of the classroom instructional program. T hese organizations must
have state and nationa] units, which aggregate the work and purposes of instruction in -

- carcer and technical education at the local level.

Career Guidance ' S
Programs that (1) pertain to the body of subject matter and related techniques and

- methods organized for the development in individuals of career awateness, career
planning,.carcer decision making, placement skills, and knowledge and understanding
of local, state, and national occupational, educational, and labor market needs, trends,
opportunities, and occupational choices; (2) assist those individuals in making and
implementing informed educational and ocoupational choices.

Course o .' ‘ _ .
A sequence of ipstructional units that includes a body of facts, understandings,

" processes, skills, values, and appreciations that constitute the substance of a specific
aspect of knowledge, activity, or experience. A course is offered for a preseribed
length of time, such as a quarter, a semestor, or a yeat. When the student successfully

' completes the course, he or she receives a prescribed number of units. '
Course of Study . ' ‘ :
A coutse outline is usually a topical listing of all subject matter to be includedin a
coutse. However, for the purposes of the Curriculum Process Guide in this document,
the course outline also contains other pertinent information, such as course title,
course description, course goals and objectives, and instructional hours and grade
levels. Used in this context, course outline may also be referred to as a course of

study. .
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Curriculum
Instructional and Lelated at supp ortlve materials, including materials usmg advanced

learning technology in any occupational field that is designed to strengthen the
academic foundation and prepare individuals for reemployment at the entry level or
to upgrade occupational competencies of those previously or presently employed in
any occupational field and appropriate counseling and guidance materials.

Curriculum Guide '
An outline of the components designed to provide state direction to school districts in
the provision of instructional programs. In addition, the curriculum guide sets
minimum standards and guidelines for educational programs that reflect the
philosophy, goals, and objectives of the State of Nevada.

Disadvantaged :
Tndividuals (othel than individuals with dlsabxhtles) who have economic or academic
disadvantages and who require special setvices and assistance-in order to enable those

" individuals to succeed in vocational education programs. Disadvantaged includes

students who are members of economically disadvantaged families, migrants,
limited-English proficient and students who are dropouts from or Who are identified
as potential dropouts from secondary school. -

Entry Level ‘

Acquisition of skills, knowledge and attitudes for those _]ObS that require the least

amount of preparation.

ngh—Quallty Professional Development
A rigorous and relevant content, strategies, and otganizational supports that ensure

the prepatation and career-long development of teachers and others whose
competence, expectations and actions influence the teaching and learmng
environment, Both pre- and in-service professional development require partnerships
amnong schools, higher education institutions and other appropriate éntities to promote
inclusive learning communities of everyone who impacts sfudents and their learning.
Those within and outside schools need to work together to bring to bear the ideas,
commitment and other resources that will be necessary to address important and
- complex educational issues in a varioty of settings and for a diverse student body.
Integrated Curriculum ' o
Tntegration among academic disciplines is a hallmark of the curriculum. This
integration can take a variety of shapes—for instance, between math and science;
history and English; or hisfory, math, and the arts; and between academic and

vocational disciplines.

Job Market Analysis
The biennial review requires certam job market information fo validate program

appropriateness. The implementation, continuance, or termination of course depends,
in part, upon labor market dernand.
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Leadexship ‘
These skills include being persuasive in a positive manner, good verbal and written

communication skills, and the ability to organize people into a common effort.’
Nontraditional Training and Employment :

Occupations or fields of work, including careers in computer science, technology, and

other emerging high-skill occupations, -for which individuals from one gender

comprise less than 25 percent of the individuals employed in each such occupation or

field of work. .

Porifolio
The student portfolio includes examples and records of what a student knows and can

do. The portfolio is used in postsecondary job placement or to gain entry into
programs for further education.

Restructuring .
Organizational structure is designed that facilitates the school’s task of reaching its

learning goals. The school community redefines how it conducts its business, It
reconsiders the way people interact; the relationship of a high school to the outside
world; and how resources, including people, {ime, and money, are used. While
specific approaches vary among schools, the elemerits can include: changes inthe
master schedule and flexible uses of time, such as Saturday classes; variable teaming
~of teachers for curticular units; reducing the number of students a teacher sees in a
day; and students clustered in small learning teams or in organized programis that
support personalized leatning.

State Skill Standards
State Skill Standards are comprised of content standards that provide a broad

desctiption to assist individuals in understanding the' content of the atea. This
standard is designed to provide a general description and overall direction. The
performance standard is directly rclated to the body of knowledge, skills and
practices of an area. The verbs for performance standard are written in an action
form. The petformance indicator further defines the knowledge, skills and practices

of the performance standard and provides the basis for measurement criteria. They

are composed of action verbs and the contents that should be acted upon.

Sequential Courses
An integrated series of courses that are directly related to the educational and
occupational skills preparation of individuals for jobs, or preparation for
postsecondary education.

Special Population : ‘
Students with disabilities as well as those who are educationally and economically

. disadvantaged. This includes foster children, studerits having limited-English
proficiency, participating in programs designed to eliminate sex bias, and
 incarcerated in correctional institutions, ,
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'Tech Prep
A combiinted secondary and postsecondary program that (1) leads to an associate’s
degree or two-year certificate; (2) provides technical preparation in at least ons field
of engineering fechnology, applied science, mechanical, industrial, or practioal art or
trade; (3) leads to placement in employment.

Technical Skills Committee

A technical skills comimittee assists in curticulum review, verification of labor market .

needs, provides support and strengthens the relationship between, business, industry,
- the community, and education. The technical skills committee membership includes,
but is'not limited to, representatives frorm the commumty, special populations,
business, industry, students, parents, community agendies, statf, postsecondary
. agencies, labor, and other individuals having skills in and knéWIedge of the

occupation(s) for which instruction is provided,
Effective September 1, 1992, Nevada implemented guldehnes for the establishment
of technioal skills committees. (NAC 389.810) As such any agency funded from this
Act must be'in compliance with thls statute.

Work-Based Learning

Work-based learning experiences are activities at the high school level that involve actual

- work experience or connect classroom learning to work.




GLOSSARY

This section provides general definitions for some of the terms frequently used in the KTIP materials.

Accommaodations

Practicés and procedures i the areas of presentation, responss, setting, and timing/scheduling that provide

equitable access during instruction snd assessments for students with disabilities.

Alignment :
. The comsistency among objectives, pre-assessments, instruction, formative assessments, and swmmative

assessments.

An alys:is of Data _
Tneludes collecting and compiling a variety of student performances in order to make inferences about the

Tevel of student understanding as compared with standards..

Artifacts ) . :
Documents or pieces of evidence that are used to support teacher performance assessment entries. Good

artifacts should demonstrate the active thought processes of students, not just the ability to recall facts.

Benchmarks " -
Models of performance that illustrate, by way of examplé, standards of teaching at different levels.

Collaborating: . :
Pxchanging information, altering activities, sharing resources and enhancing each other’s capacity for

muteal benefit and to achieve a common goal. The gualitative difference between cooperating and
collaboraiing is that orpanizations and individuals are willing to learn from each other to become better at
what they do. Collaborating means that organizations share risks, responsibilities, and rewards. It Tequiresa
substantial time commitment, |

very high level of trust, and twf sharing.

Data :
Information providing measured evidence of progress.

Developmentally Appropriate
"The use of content, instruction, and assessment that meet the students’ ability to reason, interpret, focus,

communicate, and interact, both socially and academically.

Differentiation : )
The practice of giving students multiple options for taking in information, making sense of ideas, and

expressing what they learn. It provides different avenues to acquire content, to process or make sense of

ideas, and to develop products.

Diverse Student Needs _ _ :
. Various leaming styles (visual, interpersonal, mathematical), various interest levels, and/or achievement

levels (gap groups) which require teachers to provide a diverse leaming environment to meet the needs of all
students. .

ELL .
English Langnage Leamers

Exhibits
Documents, attifacts, or other products that demonstrate an intern’s performance on a task.




Formative Assessment } : .
All those sirategies undertaken by teachers and by students assessing themselves which provide

information to be used as feedback to modify the teaching and leaming activities in which they are

engaged. Such assessments become formative when the evidence is actually used to adapt the teaching to

meet the needs.

Gap Gf{mps ' .
Groups of students in a school or classroom who are not performing at the level of proficiency. They might

inclnde those students who are English I.;anguage T.eamners, have TEPs, a 504 plan, or some other special
echication needs, students in a gender gap, or those who are falling behind because of cultural and/or

economic environment.

" GSSP
Gifted Student Services Plan

Higher-order Thinking ) . :
Comparing, analyzing, syn:chesizing, gvaluating, and applying knowledge by the classroom strategies that

gobeyond dissemination of factual informatjon.

Holistie'Scoring - — o .o ;
The process of assigning a single performance level raiing based on an overall view of a standard -or

exlibit. It is an inferential process in which the observer draws soms overall conclusions based on -

evidence gathered from the assessment components using critexia specified by the indicators. The observer
assesses the standard as a whole and should resist averaging indicator scores.

1EP : -
Tndividnalized Education Program designad to meet the unique educational needs of a child who may have

a disability, as defined by federal regulations

Intervention . .
Anx educational practice, strategy, curriculum, or program to enhance learning for students.

Indicators
Descriptors of each standard on which the intern is evaluated using the Intern Performance Record (IPR).

Instructional Maferials -

Amny print, non-print, or electronic medium of instruction designed to. assist students in achieving the
academic éxpectations.

Interdisciplinary _ )
Tritentionally developed activities which teach conmections across content areas and diminish artificial

divisions between subject areas; examples could be Jong-teym projects and theratic uniis.

) I::earning Qutcomes .
Educational aims or énd products which encompass all goals and objectives.

Learning Targets . T ' . :
Educational aims or end products which encompass all goals and objectives. These are sometimes yeferred

toas "1 can” statements. -

Misconceptions ,
Sident responses which indicate inaceurate undesstanding of content.

Moadifications- . _
. Practices that change, lower, or reduce leamning expectations. Modifications can increase the

gap between the achievement of students with disabilities and expectations for proficiency at a particular
grade level. .
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Specially Designed Tnstruction

Cbj octives .
The goals to be achieved by a lesson or unit. Objectives describe a clear expeciation from the student; as in

“By the end of this lesson,-the student will be able to identify and describe eight major causes of the Civil War.”

Patierns of Achievement ) ‘
Regular growth in knowledge that can be charted or graphed showing the progress of student toward the

objectives of the mit]

Performance-pased Assessment : A
An assessment that includes what a student or teacher is able to do (performance) rather than simply an

explanation of what they know.

Professional Development .
The means and activities teachers use to achieve professional growth. It may include specific fraining in

 growth areas, observation, planning, efc. (i.e. It is an answer to the question: How can I turn those teaching
growth areas into teaching strengths?) .

Professional Growth Plan
The plan teachers use fo
Indicators.. Tt usually involves self-assessment an

identified areas of growth.

become more proficient in meeting the Kentucky Teacher Standards and-
d a written plan for addressing and improving in the

Prompis
Stateménis that provide directions for the teaching tasks utilizing guiding questions, suggestions for

specific actions, and graphic organizers that the intern can use to complete teaching tasks.

Reflection o :
The reporting and analyzing of teaching philosaphies, praciices, and experiences. A vital part of a

performance-based prodact is ‘the reflection required of the teather to understand why a lesson was
productive or unproductive.

Rubri¢/Scoxing Guide :
Al the classroom level, a set of scoring guidelines to be used in assigning and evaluating student work.

Ruibrics are similarly used for evaluating levels of teacher performance in this TPA. They define criteria to
meet the expected teaching standard of performance. For each of Kenticky's ten standards, five to eight
indicators have been developed from the Standards. Each component (Planning, Teaching and Evaluating
the Results of a Liesson, Professional Responsibilities, and Instructional Unit) of the TPA has rubrics that
will be used o evatuate the intern’s performance on classroom interactions or TPA exhibits,

Self-Assessment . .
A student’s evaluation of his or her own work.

Adapting, as appropriate, to the needs of an eligible child under IDEA that ensures access to the general -
curriculum and success on educational standards. . - '

Standards
Brief staternents about what the teacher must be able to do. Kentucky’s ten teaching standards represent

those ten key statements for teacher interns and experienced teachers.

Strategies built on the natural |

Student-centered o ' :
interests and motivation of the students. Activities place the responsibility to
provide evidence of understanding on students. : .



Summative assessment '
Evaluation of the effectiveness of instructional programs and services at the end of an acadesnic nnit or at a

. pre-defermined time: The goal of summative assessments is to make a judgment of student competency
after an insiractional phase is complete. - '

Teachin ¢ tasks _
Opporiunities for the intem to demonstratc performance using standards (e.g., teach a lesson and be

observed, -desipn a two to four week unit of instruction, analyze learning resulfs for the wnif). Teaching
tasks are designed to provide opportunities to demonstrate teaching performance.

Techﬁo]ogy : )
Materials, devices, computers, and software that allow a teacher to demonstrate proficiency in Standatrd 6.

Examples of eppropxiate technology might include but are not limited to word processing products, studexnt
data systems, white boards or presentation formats, Web guests, LCD projectors, computer labs, sofiware

packages that assist student learning, and email.

‘Universal Design

- An approach to designing environments and prodﬁcts so they can be used by the widest range of users '

without adaptation. It is also a-way fo conceptualize access and to maximize leaming for the greatest
mmiber of students. ' :

Variety ofInstructional Strategies :
Two or more instructional sirategies that meet different Jearning needs of all students.

Work plan

objectives, activities designed to achieve objectives, timeline for completing activities, and special
resources needed to complete activities. i : :

~. A stmctured plan or format for collaboration, professioﬁal development, and leadership tasks that 'il'_lcllldes '
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“EMPLOYABILITY SKILLS - TEAGHER HANDBOOK . 1

GLOSSARY OF TERMS:

Ability: the quality of being gble to do something; a natural or acquired skill or talent

Academic: relating to or characteristic of a school

Academic Skills: those skills which provide the basic foundation to get, keep and progress on a jobio
achieve the best results .

Apprenticeship: atraining pfogram that is required for particular occupatioﬁs, which involves education

~ (usually at a community college) plus on-the-job training

Aptitudes: natural falents and abilities

© Attitude: the bellefs and feelings that cause a person to behave in a cettain way

Budgeting: planning what to do with money

Career: the sum total of jobs, occupations, leaming and experlences—both leisure and volunteer—that

make up a person’s life, 1.e., Sara White's career is that of a health care professional .
. }

Career Cluster: career categories used to identify career information {i.e. Business, Finance and
Administration, Natural and Applied Sciences, Health, Social Sciences, Education, Government Service and
Religion, Art, Culfure, Recrealion and Sport, Sales and Setvices, Trades, Transport and Equipment
Operators, Primary Industry, Processing, Manufacturing, and Utilities)

Career Development: the process of managing leamning, training, and work throughout the iife span. itis
an umbrella term that includes many activities, some formal, others informal.

Career Goals: the goals that a person forms prior to and during his or her career; for example, the géai of
attalning a management position or starting a business :

Career Planning: ihe process'of identifying your career cholces and then forming caresr goals sulted to
both your individual needs and the realities of the world of work ' :

Chronological Résumé: a résumé style that outlines a person's employment history and other Information |

in chronological érder, from most recent to least recent’
Co-op education: an education program that offers, or combines, work experience with regular classes

Combination Résumé: arésumé style that combines features of the chronological and functional résumé
siyles . - - -

Communication; the process of exchanging information with other people. - Communication involves a
sender and a receiver of & message in a medium such as writing, speaking, or nonverbal commuinication

Community Service: students volunteer their help to the community

Community Services: organizations that add to the quality of people’s lives by providing services that
promote health and well-being : .

Covering Letter: a lefter that accompanies a résumé that is sent to an employer. The purpose of fhe

covering letter Is to introduce the applicant and the résumé in order-to be granted an interview wiih the

employser.
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Criticism: judgments about another persen’s behavior or actions, which may involve positive or hegative -
comments : -

~ Decision Making: the process of identifying a decisionin an attempt to solve a problem or meet a
challenge - o o

Downsizing: reducing the number of workers_

Economy: the management of material resources

Employee: a person who works for an orgeinization or another person for péy
Employer: an organization of a person that -h-ires ohe or more employees
Emp!qymenz‘: the wérk in which cne is éngaged; occupation .

Entrepreneurship: the process of purs'uing[ opportunities ot fulfiing needs and wants through innovation or
the establishment of a business. Entrepreneurs think of new ways of doing things or new products or

setvices to fulfill market needs. .o
Ethics: the rules of right or'wr_oné that form a person's, company's, or society’s system of behavior

_Feedback: in communication, the recelver’s response fo a message. This response can take the form of
spaaking, writing, or nonverbal feedback : .

Functional Résumé: arésumé style that emphasizes a persbh_’s transferable skills
Goals: where a person wanfs to get to, or what a person wants to achieve

Global: around the world

Honesty: the quality of being honotable and fair in character and actions - refusing to steal, cheat, lie or
misrepresent : -

Industry: a group of businesses involved In providing ene type of product or sarvice. For exémple, finance
and Instrance is an industry selling financial products .

Initiative: doing something without being told to do I

Integrity: the human quality of havirfg high efhic_al standards and refusing to compromise ’fh_oée standaids
Interests: the aclivitfes, pastimes, and subjects'that apersofl enjgys' ' |
Interpersohal j’e!aﬁons: the pattern of associations and cammunicaiior;s among people

Interview: ameeting befween two ar more people

Job: “a specific position in a parficular organization, 6., Sara White’s Job is an emergency room nurse at

ABG Hospital

Job Interview; an Interview whose purpose is to match éjob seekertoa particular job

Job Shadowing: spendingla petiod of t'imev at work with & person in a particular career, at a particular job
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Journal: a collection of a person’s writings that reflects his or her feelings and aititudes

- Labour Market: all the individuals, businesses and organizations that hire people to help them produce

goods and provide services. The [abour market includes [arge corporations, small businesses, government
depariments and agencles, and nonprofit organizations, This market is constantly chariging hecause itis -
affected by many factors including globalizaiion, changes in consumer demands, and advances in

technology.

Labour Warket Informatfon: away of describing conditions in the world of work that can help people
understand what type of work is avallable in different industries and sectors ' :

Lifelong Learners; continuous learning as it applies to all aspects of life

Listening: actively participating In a communication process by attentively recelving and retaining
messages. Listening is not the same as hearing, which is passively sensing sounds. :

Literacy: the ability to read and write
JMessage: the information that a person wishes fo communicate

Mufﬁple Intelligences: different forms of intelligences, namely ITlUSiC,AbOdy, people, self, picture, word,
logic, humor, and emotional :

Needs: necessities that motivate people; for example, the necessities of food, love or self-fulfilliment

 Negofiate: to ba.rgain. in the world of work, employees often negotiate with an employer for salary or
. wages, benefits, and vacation time '

Network: a person's personal and professional contacts that may be able to provide job leads and other

information

Non-verbal communication: someiimes called body language, this is a way of expressing d mesgage -
without usihg words ’

Numeracy: the ability to understand numbars

' Objective: seeing something és it is, without personal thoughts and feslings afiecting one

Occupation: a term for a set of skills and responsibiiities that is common to a number of different kinds of
jobs, L.e., Sara White’s occupation [s that of registered nurse .

Personal Management Skills: the combination of skills, atfitudes and behaviors 'req,uired to get, keep, and -

progress on a job and to achiave the besi results

' Personality: the Individual non-physical characteilstics that make a person unique. Personality is a result
. of heredity, environment, and other factors. ’

Placement: the workplace at which you complete the out-of-school componant of your Co-operative
Education, Youth Apprenticeship Program or work experience program

Porifolio: a collection of a person’s work that is shown to a prospective employer in order to obtain -

employment
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Portfolio Conference: a presentation of work a student has selected from his or her Linking to the
Future: Career and Gducational Portfolio at a meeting with a teacher, counsellor, advisor { and other
people such as parentsiguardians, if the student wishes)

FPost-secondary: siter graduating from high school

Problem solving: the proceés of identifying problems and developing, selecting and evaluating solutions
for them

Profile: a brief description of a person's character and abilities

Professional contacts: people you know within an océupation. In & job search, these contacts may be
able to provide leads oh unadvertised jobs. )

Reading: the mental process of receiving and comprehending a wiitten message
Receiver: in communication, the person who receives a message - the listener, reader or viewer -

Reference: a person who recommends you fo a potential employar. Employers often ask for references
from job candidates in order to learn more about potential employees.. :

Referral: ajob Iead- to a specific company or person. Referrals help expand a per_sdn‘s_nehﬁork.

Responsibilitjf: what Is.expected of one, what one feels obliged to db

Résumé: asummary ofa person’é education, employment hisfory, and accomplishments that is sent fo
perspective employers in order to be consldered for employment. A résumé may be In chronological,

functional, or cornbination format.
Role Model: aperson whose part in life Is especially woﬁh copying or imitating

Sector; a group of industries that produce related goods and services, [FFor example, the logging wood and
" paper industries are part of tha forestry sector, | ; .

Self-assessment: a procéss of deterrining who you are and how you chanhge over fime

Self-concept: how you feal about yourself, How you believe others feel about yout s also a part of your .
.self-concept. . i

Self-directed: guided or led by oneself

Self-émp!oymenf: working for yourself or coniracting out your services from your home or out of ybur
home; freelancing or being an independent confractor :

" Self-esteen: aperson's opiriibn of himaelf or ﬁ’éréelf
Se]f—evah;aﬁon: judging youf pei*formance, skills, knowledge, productivity, and progress

Self-management skills: skills that are part of a person’s personality and that a_re-continua[[y learned; for
example, the ability fo work with others or to adapt fo new situations )

Sender: in communication, the person who originates a message - the speaker, writer, or person who
creates a visual display to send-a message

Services: work provided that enables homes and businesses to operate efflctently
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Short-term goals: go.a[s that a person can achieve in a short period of time

Speaking: exp;ressing a message verbally |

Subfective: the way personal thoughts and feelings affect how a person sees somethiné

Team: a group of people war.king together ‘

Teamwork: the way a team acis together to be successful .

Teamwork skills: those skills needed to work with others OI’-i ajob and fo acﬁieve the best results

Technical skills: specific areas of technical knoMedge and ability that & person needs in orderfo do a
particular job; for example, knowledge of computer programming

Techno!og}-r:. the application of sciénce to industrial and commercial objectives; the body of knowledge
available to péople which fashions new implements used In everyday iife (e.g., computers)

“Time line: a chart that records the important dates and events ina person's life

Timé management: organizing and planning tasks and events for l;;reater efficiency, productivity, and
reduction of strass

Transferable skifls: skills that are developed through sveryday experiences, such as school, employment,

" or other activities; for example, the ability to communicate effectively or to make decisions, Thess skills are

common to riany situations and can he easily appfied to new jobs or industries.
Trend: a general-direction in which a society is developing '
Values: the moral principles that a person uses to make decisions

Volunteer work: work that is performed without pay. -Many community and nonprofit organizations require
volunteers in order fo continue to operate. In refurn, volunteers gain valuable work experience and skills as

well as the satisfaction of helping others.

Work: consclous effort, other than that having as its primary purpose either coping or relaxation, aimed at
producing benefits for oneself and/or for oneself and others. Work is not fied to pald employment, hut fo

meaningful and safisfying activities (e.g., volunteer work, yard work, efc.). .

" Work experience: opportunity to leam on the job

~ Writing: the act of putting a message into words on paper for a reader to receive

Youth Apprenticeship: combines in-school learning and on-the-job training, with pay from the employer
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