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GENERAL

· Support the Program Assessment Process

· Ensure that all appropriate data is entered in TEDS timely, accurately and completely.
· Be familiar with the program assessment document.

· Make copies of documents for teachers.

· Start the Process

· Prepare one example tote with headings for each standard and subheadings for standard subsections using the example documentation for reference.

· Prepare a place (tote) for teachers to store documents with headings for each standard and subheadings for standard subsections.

· Start early —The master schedule, for example, should be prepared and could be placed in the tote.

· Refer to the general guidelines:

· All documentation should be dated and reflect the evaluation year.

· Evidence for all standards should be included in the program documentation or Standards 3, 6 and 15 may be placed in the school documentation.  Provide the teachers and principal with necessary documents, such as TEDS reports.

· When the program has multiple teachers at one location, prepare only one set of documentation for the program.  Items required of all teachers in a multi-teacher program are denoted with ** and printed with blue shading as noted on page 6 of the program assessment document.

· Programs housed at satellite locations are considered separate programs and should have a separate set of documentation.  The satellite programs will be toured the day before the scheduled team visit.

· When a lengthy document is presented, mark the page(s) specific to the assessed program.

· Documentation must be program specific – not just the school in general.

· Refer to the Team Visit guidelines.

· Responsibilities of documenting standards

· *No documentation is needed; the team will assess by observation.

· **Include documentation from all teachers in a multi-teacher program.

· ***Principal or his/her designee is responsible for documentation.  The evidence for Standards 3, 6 and 15 should be included in the individual program or school documentation.

· Prepare for the Team Visit

· To support an inviting atmosphere, arrange for a continental breakfast and a light lunch.

· Agenda:

· On the day before the scheduled visit, assessment team member(s) will tour the labs and classrooms of satellite programs.

· The team visit will begin at 9 a.m. at main campus.

· Team will tour labs and classrooms.

· Team will review documentation for all programs including satellite programs.

· Team will eat lunch at the school.

· By 4 p.m., the team leader will meet with principal and area supervisor for an overview of the findings.  The team members will meet with the teachers.
· The school will receive an official report within two weeks.

BY STANDARD
Standard 1 - Curriculum

C.
Give each teacher a copy of the master schedule of courses being taught for at least the school year.

Standard 3 – Student Achievement  (This is the responsibility of the principal.)
A. – F. Refer to the Printing TEDS Reports Document.

Standard 4 – Student Recognition

  A.
Assist teachers in displaying student work at the tech center and high school.

  B.
Post pictures of students in the hallways and other appropriate places.

  C.
Seek information on dates of awards programs from feeder high schools.

  E.
Mention all programs/teachers in articles submitted to the local newspaper and district public relations director.

Standard 6 – Perkins Performance Measures  (This is the responsibility of the principal.)
· Enter all data into TEDS within a time frame that allows reports to be checked by teachers before the deadlines.

· Ensure that all necessary information is entered into TEDS and is correct.

· Supply the required TEDS reports as noted in Printing TEDS Reports Document for all programs.

Standard 7 – Program Area Safety

A. Assist teachers in providing clean and orderly labs by providing an easy way to dispose of unneeded items.

B. Supply all teachers with copies of the annual school safety inspection report and the responses to how the recommendations were addressed.

Standard 8 – Student Safety
C.
Work with the principal and teachers to ensure that all programs are conducting a monthly program safety inspection for labs and classrooms.

G.
Work with principal and teachers to ensure that all programs have written polices that are signed by the students and parents.
Standard 9 – Student Organizations
· Supply reports requested in Printing TEDS Reports Document.

Standard 10 – Public Relations

· Assist in developing PR articles including all programs.

· Work with public relations providers to include the articles in their publications.

· Check documents to include all programs if possible.

Standard 12 – Advisory Committees

· Provide assistance with preparing agendas, minutes and food.

Standard 14 – Work-Based Learning

· Supply reports requested in Printing TEDS Reports Document.

Standard 16 – Program Improvement Plan

E. Supply reports requested in Printing TEDS Reports Document.
G.  Supply budget information.
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