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Equal Education and Employment Opportunities M/F/D

Completer

A Completer is a student who has completed four high-school credits in a coherent sequence of technical courses relevant to a career major.
Career Major

All students completing the following requirements may be awarded a career major certificate by the local high school.

1. Four high-school credits in a coherent sequence of technical courses relevant to the career major,

2. High school graduation,

3. A career-related culminating project and

4. A work-based learning experience related to the career major.

The career major is the central focus for developing an Individual Learning Plan.  Each student must complete an Individual Learning Plan (ILP) by the end of the   sixth (6th) grade that incorporates emphasis on career development and addresses KDE academic expectations. 2.36-2.38. (See Academic Expectations on the Kentucky Department of Education’s website.
Certificates

Career/Technical Certificate – Students completing work leading to a certificate in an O*Net occupational job title will be awarded a certificate of achievement.

Business and Industry Certificate – Many programs carry industry certifications.  Upon completion of related coursework, students are prepared to take exams for industry certification or continue to postsecondary programs for additional preparation.  These certifications are issued by the evaluating agency.

Skill Standards Certificate (KOSSA) – 


Junior:  A Junior career and technical concentrator (enrolled in at least the 3rd credit of a career major) may participate in the Kentucky Occupational Skill Standards Assessment for their program area of study.  


Senior:  A senior career and technical concentrator (enrolled in at least the 3rd credit of a career major) must participate in the Kentucky Occupational Skill Standards Assessment for their program area of study.

Successful students will receive a Skill Standards Certificate.  

Skill Standards Assessment resources and sample scenarios can be found under Instructional Resources, Career and Technical Education on the Kentucky Department of Education’s website for KOSSA.

Flagging Programs

The Office of Career and Technical Education is responsible for serving the technical education needs of students and business and industry.  When a program no longer meets the needs of students and business and industry, it may be necessary to close the program and explore the possibility of opening a new one.

The Deputy Executive Director will establish an Enrollment Review Committee comprised of Area Technology Center principals and representatives from the Office of Career and Technical Education.  The Committee is responsible for the review of the flagging process, making recommendations for process changes and assembling as needed by the Deputy Executive Director.   

The principal of each school shall report enrollment in the fall of each school year through the Kentucky Tech Enrollment Database.  Student to Teacher Ratio (STR) will be determined through the data collected in the database.  A program with a STR of 12.5 or less will be flagged for closure.

 The Deputy Executive Director will notify the principal and teacher by certified letter that the program has been flagged for closure.  Once a program has been flagged, procedures for closing programs will be implemented. 
(Amended 6-15-2012)

Closing Programs

Procedures for closing a program with a vacant teacher position:

(1) The Deputy Executive Director may recommend to the Executive Director that a program be closed immediately.

(2) The Executive Director will make the final decision on program closure.

(3) The Executive Director/Deputy Executive Director will notify the school principal in writing of the official date for closure of a program or status for continuation.

Procedures for closing a program with a filled teacher position:
(1) The principal and teachers(s) of the school will receive a letter from the Deputy Executive Director indicating the program has an STR of 12.5 or less and is flagged for closure.  The letter will provide information on establishing a Program Improvement Committee and the timeframe to meet goals for program continuation.   The targeted closure date will be included.

a) Program Improvement Committee:  When a program is flagged, the Deputy Executive Director will advise the school principal to appoint and chair a Program Improvement Committee comprised of superintendent(s), high school principal(s), teacher(s), counselors, legislator(s), area supervisor, and representatives from local business and industry to further evaluate the program and develop a plan for improvement to include a review of the program profile. 

b) Timeframe:  The Deputy Executive Director will notify the school of a decision to flag a program no later than December 30.  The flag period will continue through May 1 of the next school year.  For example:  If a school is notified of a decision to flag a program in December 2012, the school will have until May 1, 2014 to increase enrollment to greater than 12.5 and meet the recommendations of the Program Improvement Committee.

c) Maintenance:  If the program obtains a 12.5 STR following the flagging period, the program must sustain 12.5 STR for five consecutive years.  Should the flagged program not maintain 12.5 STR for five consecutive years following the flagging period, the Executive Director, after consultation with the Program Improvement Committee, will make the final decision on program closure.
(2) The Program Improvement Committee will monitor the improvement plan through the flagging and program closure timeframe, make a recommendation, and report on the progress of the program’s improvement to the Deputy Executive Director by May 1 prior to closure.  Meeting minutes of the Program Improvement Committee and the program advisory committee must accompany the report.

(3) The Executive Director, after consultation with the Program Improvement Committee, will make the final decision on program closure.

(4) The Executive Director/Deputy Executive Director will notify the school principal and teacher(s) of the decision by mail by June 15.  In line with the examples above, the closure date will be June 15, 2014.  A multi-teacher program may be decreased by one or more teachers.

(5) If any principal or teacher is subject to layoff due to program closure, the layoff shall be in accordance with KRS 151B.  Any such principal or teacher impacted by a program closure may contact the Education and Workforce Development Cabinet Division of Human Resources to find out his or her rights pursuant to KRS 151B.

(Amended 6/15/2012)
Curriculum

All programs in area technology centers shall follow the Kentucky TECH curriculum.  Programs consist of individual courses containing task lists.  A complete listing of programs, course titles, and course lengths is available on the Office of Career and Technical Education’s website.  www.kytechcurriculum.org All courses align with the Kentucky Department of Education’s Career and Technical Education Program of Studies.  The Kentucky TECH curriculum is aligned with the Kentucky Department of Education’s academic expectations and core content and aligned with the Program Area Skill Standards. 
Curriculum Revisions

All additions, deletions, or corrections to the Kentucky TECH Curriculum (including task lists, certificates, equipment and resources) must be made through the Curriculum Revision Approval Process.  (See Form, Curriculum Revision Form)  A written request including a detailed description of the change(s), an appropriate justification, the signature of the program teacher, and the signature of the school principal should be submitted to the appropriate curriculum consultant in the Office of Career and Technical Education in Frankfort.  The routing form for curriculum revision should be attached to the front of the written request for circulation through the approval process.  Approved curriculum changes will be effective the fall semester following final approval.   

Lesson Plans/Database

Lesson plans outline the instructional sequence and explain instructional processes.  Teachers are responsible for planning and organizing instruction through the use of lesson plans.  

Lesson plans should include the following:

(
Objectives

(
Connections to academic expectations, core content and Skill Standards 

(
Context of lesson

(
Materials/technology

(
Classroom procedures (Content, strategies, methods, learning activities)

(
Student assessment

(
Impact of lesson (What went well?   What did not go well?)

(
Refinement (What changes would you make?)


See Form http://www.kytechcurriculum.org/functions.asp 


Lesson Plan
http://www.kytechcurriculum.org/lp_Main.asp 
It is the responsibility of the principal to ensure that teachers prepare and follow lesson plans.  The Kentucky TECH Lesson Plan Database is available on the Web for instructors to use as a reference.  The plans on the Web were developed by Kentucky TECH teachers throughout the state and are available as a teacher resource.  The Web address is: http://www.kytechcurriculum.org/functions.asp  and http://www.kytechcurriculum.org/default.asp.  

Program Assessment

Program assessment is a process of evaluating programs using established criteria for the purpose of continuous program improvement.  It is not the sole measure of program success.  Class enrollment, placement rates, completion rates, etc., are also                                                        indicators.  The instrument used for the assessment process contains seventeen (17) standards indicative of quality programs.  (See Form, Program Assessment) http://kytech.ky.gov/programassessment.htm 

Each item is scored as 4,3,2,1, 0 or N/A based upon specific criteria.  Documentation to support the score for each item must be maintained by the program teacher.  Standard thirteen (13) on national industry standards is the only standard that can be marked N/A if industry standards have not been set for a program area.  The score for the assessment will be calculated by totaling the rating for each item and dividing by the total number of items excluding N/As.

The teacher is responsible for completing the assessment instrument for his/her program and providing the necessary documentation to support the ratings.  Teachers will prepare a Self-Assessment Program Assessment Rating Summary Sheet and submit it to the Principal. (See Form, Program Assessment)  It is the principal’s responsibility to review the documentation and verify the ratings.  The principal will keep the summary sheet on file in the school office and return a copy to the teacher.  The scores will be submitted to the Program Assessment Branch, 500 Mero Street, Frankfort, KY  40601, by June 15.  All program assessment and corresponding documentation must be kept on file at least two years.  Each program is subject to periodic review by an assessment team composed of university educators, OCTE staff, KCTCS representatives, and local business community members.  

Details regarding the program assessment process may be found at http://www.kytech.ky.gov/programassessment.htm.  
Updated Program Assessment section 02-24-09
Program Certification

The Office of Career and Technical Education recognizes the need for programs to meet national industry standards through program certification.  Certification ensures that training programs meet or exceed industry-recognized, uniform standards of excellence.  Each teacher and program must complete the requirements for industry certification, where available.
Certification in national industry standards is available in the following program areas:

INDUSTRY ACCREDIATION CHART

For State- and Locally-Operated Programs

	Program Certification Requirement

Timeframe

Documentation
	Teacher Certification Requirement

Timeframe

Documentation

	Auto Technology

ASE in four areas:  
1)  Brakes, 
2)  Electronics, 
3)  Engine Performance, and 
4)  Suspension and Steering.  
Must also be certified in all areas taught in the program

5 years; Letter or plaque
	Auto Technology

Certification same as program

Copy of current certificate

	Auto Body

ASE in one area:  Painting and Refinishing

Must also be certified in all areas taught in the program

5 years; Letter or plaque
	Auto Body

Certification same as program

Copy of current certificate

	Diesel Technology

ASE in five areas:  
1)  Brakes, 
2)  Suspension and Steering, 
3)  Electronics, 
4)  Diesel Engine Repair, and 
5)  Preventive Maintenance

Must also be certified in all areas taught in the program

5 years; Letter or plaque
	Diesel Technology

Certification same as program

Copy of current certificate

	Construction (Includes Building and

Apartment Maintenance, Air Conditioning,

Carpentry, Electricity, Masonry, and Plumbing)

NCCER by AGC or ABC
To maintain accreditation, complete Form 200 each year to document students’ progress in NCCER.
	Construction (Includes Air Conditioning, Carpentry, Electricity, Masonry, and Plumbing)

NCCER by AGC or ABC

Copy of current certificate



	Business & Marketing Technologies

All business and marketing education instructors will pass the core level exams of Word, Excel, and PowerPoint for the version of Microsoft Office utilized by the instructor in his/her classroom within two years from date of hire
	Business & Marketing Technologies

Teacher Certification
MOS – Microsoft Office Specialist

	Information Technology

Comp TIA A+

CISCO CCNA

Microsoft MCP or MCSE or MCSD

Novel CNE or CNA
	Information Technology

Teacher Certification

	Welding

AWS – SENSE

Does not expire

Copy of plaque
	Welding

AWS – Certified Welder

Expires in 6 months

Copy of card and documentation of certification maintenance forms submitted every six months

OR

AWS – CWE (Certified Welding Educator)

4 years

Copy of current card  

OR

AWS – CWI (Certified Welding Inspector)

3 years

Copy of Current card


Contact the Office of Career and Technical Education program area consultant

for information and assistance on program certification.

Program Enrollment

Secondary technical programs must meet standards established by the State Board for Elementary and Secondary Education.  In addition to these standards, programs may be required to meet additional standards established by independent accrediting bodies.

Program enrollment is prescribed in 705 KAR 4:231 Section 13, “The maximum number of students per class shall be based on the class setting.  For a classroom setting, the maximum enrollment shall be 31; for a laboratory or shop setting, the maximum enrollment shall be 27.  The number of students enrolled in a class cannot exceed the number of workstations available in the facility.  For a supervised out-of-school setting, the maximum enrollment shall be 27.”

Request for New Programs

A signed request for new programs requires the following information and must be submitted with an approved cover sheet.  The request must be forwarded to the Office of Career and Technical Education.    (See Forms, Request for New Program Checklist and Request for New Program Form)
A description of the scope of the proposed program should include:

(
Narrative description of the proposed program, including completion codes, program completion designation and length of program
(
Course listings with course descriptions
(
Task lists for each new course developed with industry and advisory board/steering committees input for each new course
New program requests that closely resemble programs already developed within the Kentucky TECH curriculum may be recommended to program committees to determine if they could be accommodated by some modification of the present program.  If the program already exists in the Kentucky TECH System, submit copies of existing course descriptions.  Any school applying to add to an existing program should submit an application for review and approval to the Director, Division of Secondary Education and Technical Training. 
Justification for the program:


(
Industry survey

(
Demand data – Include figures for projected local, state, and national               demand for trained workers in the occupational area.  State the source of the data.  Additional statements of support from employers and other outside agencies should also be included.

(
Supply data – Indicate interest in the program, the source of potential students and other training sites available in this field and their locations.  A student survey may be used to collect data for interest in the program.  

Implementation of the program:

(
Facility needs – How much space will be needed?  Where is space available?  Are modifications required to existing space?

(
Equipment needs – List required new equipment needed and/or existing equipment which can be used.  List sources of new/used equipment.

(
Personnel need – List qualifications needed and stipulate if new or existing position(s).

(
Resources needed – Calculate anticipated costs for facility acquisition or renovation, equipment, and personnel, including anticipated start-up costs and continuing program costs.  Identify expected sources to meet these financial needs (local, state, federal, fees, etc.)

When a request for a new program is received in the Office of Career and Technical Education, the program area consultant verifies that all required documentation and signatures are included.  If all documentation is included and program need is justified, the request is forwarded for the appropriate approval signatures. 

Upon approval of the Request for New Program, the school principal will be notified.  Approval of a new program does not mean that funding is approved.   
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