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Annual Planning Guide for Teachers

The Annual Planning Guide for Teachers serves as a resource to assist teachers in performing their job duties.  The Guide is designed so that teachers will know when specific tasks are to be completed.   The Guide also cross-references activities that will help the teacher meet the requirements of program assessment.  (See Form, Annual Planning Guide for Teachers)

Code of Ethics
(16 KAR 1:020)

In 1990, the General Assembly of the Commonwealth of Kentucky enacted landmark legislation for education reform throughout the state.  As the Kentucky Education Reform Act is implemented across the state, the Education Professional Standards Board calls Kentucky’s educators to reaffirm their commitment to the highest ethical standards.  In recognizing the magnitude of our responsibility to learners and to society, we offer this Code of Ethics that reflects and promotes the aspirations of our profession.

Section 1:  Certified Personnel in the Commonwealth:

(1) Shall strive toward excellence, recognize the importance of the pursuit of truth, nurture democratic citizenship, and safeguard the freedom to learn and to teach
(2) Shall believe in the worth and dignity of each human being and in educational opportunities for all
(3) Shall strive to uphold the responsibilities of the education profession, including the following obligations to students, to parents, and to the education profession
To Students

(
Shall provide students with professional education services in a non-discriminatory manner and in consonance with accepted best practice known to the educator
(
Shall respect the constitutional rights of all students
(
Shall take reasonable measures to protect the health, safety, and emotional well being of students
(
Shall not use professional relationships or authority with students for personal advantage
(
Shall keep confidential information about students that has been obtained in the course of professional service, unless disclosure serves professional purposes or is required by law
(
Shall not knowingly make false or malicious statements about students or colleagues
(
Shall refrain from subjecting students to embarrassment or disparagement
(
Shall not engage in any sexually related behavior with a student, with or without consent, but shall maintain a professional approach with students.  Sexually related behavior shall include such behaviors as sexual jokes; sexual remarks; sexual kidding or teasing; sexual innuendo; pressure for dates or sexual favors; inappropriate physical touching, kissing, or grabbing; rape, threats or physical harm; and sexual assault.

To Parents

(
Shall make reasonable effort to communicate to parents, information which should be revealed in the interest of the student
(
Shall endeavor to understand community cultures and diverse home environments of students
(
Shall not knowingly distort or misrepresent facts concerning educational issues
(
Shall distinguish between personal views and the views of the employing educational agency
(
Shall not interfere in the exercise of political and citizenship rights and responsibilities of others
(
Shall not use institutional privileges for private gain, for the promotion of political candidates, or for partisan political activities
(
Shall not accept gratuities, gifts, or favors that might impair or appear to impair professional judgment, and shall not offer any of these to obtain special advantage
To Education Profession
(
Shall exemplify behaviors, which maintain the dignity and integrity of the profession
(
Shall afford just and equitable treatment to all members of the profession in the exercise of their professional rights and responsibilities
(
Shall keep in confidence information acquired about colleagues in the course of employment, unless disclosure serves professional purposes or is required by law
(
Shall not use coercive means or give special treatment in order to influence professional decisions
(
Shall apply for, accept, offer, or assign a position of responsibility only on the basis of professional preparation and legal qualifications
(
Shall not knowingly falsify or misrepresent records of facts relating to the educator’s own qualifications or those of other professionals
Live Work Fees
(780 KAR 2:040)
A $15 fee shall be charged for live work projects requiring more than one hour of labor.  Materials for the live work shall be purchased by the person(s) for whom live work is accepted.  If requested, the school may purchase the materials and recover the costs of materials plus twenty (20) percent for handling.

Live work orders shall not be released until payments for parts, supplies, and other cost items have been made and documented by authorized personnel in the school office.

No payment shall be handled by a teacher.

New Teacher Institute
(780 KAR 3:140)

New technical education teachers (in all programs) in state-operated schools shall attend a New Teacher Institute Workshop prior to or at the beginning of the first year of teaching.  The training shall consist of five (5) days of intensive training in which new teachers will be introduced to and practice basic classroom skills.  A two-day follow-up workshop will be scheduled sometime during the year to cover such topics as instructional management, discipline, and motivation.  

Professional Organizations/Professional Days

Teachers and principals are encouraged to join professional organizations specific to their profession.  Dues and related costs shall be the responsibility of the individual.  Two (2) professional days shall be granted for participation in professional meetings without loss of pay or leave status if requested in advance and if the absence from school does not effect efficient school operations.  The school principal shall make approval of requests for professional days for school staff.

The Executive Director for the Office of Career and Technical Education may approve up to fifteen (15) paid days for employees holding regional, state, or national leadership roles in professional organizations when these days are requested in advance and the employees’ skills and leadership development are of value to the organization.  Reimbursement of travel expenses for professional days requires prior approval and is considered on a case-by-case basis.

Responsibilities of Teachers

1.
Curriculum, planning, implementation and evaluation – the teacher shall:


(
Implement the Kentucky TECH curriculum, 


(
Inform principal of equipment and supply needs,


(
Maintain written program objectives,

(
Manage information to keep students informed of course requirements and to progress toward achieving the requirements,

(
Evaluate the curriculum content involving students, advisory committee 

members, and other personnel to determine curriculum changes,

(
Prepare written lesson plans based upon tasks for the course,

(
Utilize appropriate instructional materials, supplies and equipment 


essential for the program,

(
Assure that the curriculum and materials are free of sex bias and 


stereotyping,

(
Work with an active advisory committee,

(
Assist and/or serve as an advisor to the appropriate student organization,

(
Plan appropriate teaching strategies to assist students of differing abilities,


(
Reinforce basic skills of reading, communication and math through 


technical training experiences,

(
Utilize a grading procedure which is communicated to all students and is in line with local administrative policies,

(
Set an example for appropriate grooming and dress found in the occupational area in business and industry,

·       Adhere to program assessment standards,

·       Secure appropriate industry program/teacher accreditation.

2. Record keeping – the teacher shall:

(
Maintain information necessary to complete follow-up of students who complete or terminate the program,

(
Maintain training agreements on file for all cooperative education students,

(
Maintain adequate up-to-date student records which include courses completed, tasks completed, grades, attendance, safety tests, program area tests, portfolio entries, etc., 

(
Maintain specific well-documented cases of discipline and attendance, and

·       Maintain accurate records documenting the 21 standards in program 
assessment.  

3. Classroom/Lab Management and Safety – the teacher shall:

(
Maintain a facility free of hazards and report all accidents to the principal,

(
Provide training to students in the general care and maintenance of the facility,

(
Maintain an accurate inventory of supplies and equipment,

(
Provide adequate safety instruction to all students on the use of equipment in the program,

(
Be fair and impartial in handling assignments, grades, discipline, etc.,

(
Refer students to high school/vocational guidance counselor for help, 

(
Refrain from making any public comments about any student and/or program to the press, radio or the general public that might be considered nonprofessional,

(
Participate in all faculty meetings and in-service training,

(
Participate in staff development/technical update activities in accordance with an approved annual staff development plan,

(
Provide supervision of students while enrolled in program.

School Closure Work Plan

When the local school districts are closed due to inclement weather or professional development activities, teachers in the area technology centers may report to work provided they are engaged in school-related activities that have been approved by the principal.  A plan shall be developed by the teacher and approved by the principal at the beginning of the school year. (See Form, School Closure Work Plan)

The following is a list of approved school-related activities:


(
Lesson Planning


(
Curriculum Alignment


(
Technology Training


(
Safety Training


(
Workplace Violence Training


(
Equipment Maintenance (2 days only)


(
Visitation to Industry


(
Student Organizations


(
Test Preparation and Assignment Sheets


(
Staff Meetings/Advisory Committee Meetings


(
Student Follow-Up


(
Program and Teacher Industry Certification


(
Student Records

·       Program Assessment Activities

Supplies

The principal is responsible for managing the funds that are budgeted to the area technology center and for allocating classroom supply funds to each program area.  Supplies, as it applies to the Kentucky TECH schools, shall mean any article or material which meets any one (1) of the following conditions:

(a) Is consumed in use;

(b) Loses its original shape or appearance with use;

(c) Is expendable - If the article is damaged or some of its parts are lost or worn, it is usually more feasible to replace it with an entirely new unit rather than repair it; 

(d) Loses its identity through incorporation into a different or more complex unit or substance
Supply requests shall be made by teachers using an Order Request form and approved by the principal.  (See Form, Finance - Purchase Requisition)  Supply funds must be expended in the year allocated. They do not carry forward. 

Textbooks

Textbooks for secondary career and technical education programs in area technology centers are provided under the guidelines for local school districts (704 KAR 3:455, Section 17).  Local school districts shall establish and maintain a textbook rental program for grades 9-12.  This shall not prohibit local districts from using local funds to provide a free textbook program.  Local school districts not providing a free textbook program for grades 9-12 shall establish annually a textbook rental fee.  Textbooks for career and technical education programs are included in the adoption cycle as established by the Kentucky Department for Education. The teacher and school principal shall provide information on textbook needs to the school district(s) so textbooks can be ordered.

The teacher shall account for all textbooks and instructional materials purchased by the local school district(s).   (See Form, School - Textbook Assignment Sheet)

Year-End Closeout

A year-end closeout checklist shall be completed by each teacher by June 15 or the last date the teacher is at the area technology center.  The principal shall be responsible for ensuring that all items on the checklist have been completed and appropriate documentation submitted.  (See Form, School - Year-End Closeout Checklist) 
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