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GENERAL

· Support the Program Assessment Process
· Communicate Program Assessment Goals

· Program Improvement

· Program Consistency

· Successful Student Transition

· Support to Technical Programs

· Meet Legislative Mandate

· Increased Student Achievement

· Meeting Accountability Standards

· Perkins Performance Indicators

· 8 Performance Measures

· No Child Left Behind

· CATS

· Kentucky Occupational Skill Standards (KOSSA)

· Standards and Indicators for School Improvement (SISI)

· CTE Program Regulations

· 15 Regulations

· 17 Program Assessment Standards
· OCTE Program Regulations

· 12 Sections – Section 8 requires Program Assessment

·   Support SACS

· Start the Process

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

· The principal has the option of providing evidence for Standards 3, 6 and 15 for all.  Labels are provided for this on the website. 

· Be familiar with the program assessment document.

· Consult the monitoring schedule and modify the schedule to fit your school if needed.

· Start early before students enter the building—program certificates defined, career pathway, syllabi, master schedule, etc.  

· Refer to the general guidelines:

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

· Documentation for all standards should be included in the program or school documentation.  Provide each teacher 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 separate 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.
· Monitor the documentation periodically to ensure progress. 

· The checklist is an organizational tool to monitor progress in documenting the standards.  It is not meant to replace the full 17-standard program assessment document.

· A monthly staff meeting may include discussion and monitoring of the documentation.

· When a teacher is planning to retire, monitor the documentation to ensure that the new teacher has the evidence needed to complete the program self-assessment process.
· Prepare for the Team Visit

· To support an inviting atmosphere, it is helpful to arrange for a continental breakfast and a light lunch for the team at the school.
· Agenda:
· On the day before the scheduled visit, assessment team member(s) will tour the labs and classrooms for satellite programs.

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

· The team will tour labs and classrooms.

· The team will review documentation for all programs including satellite programs.

· The team will eat lunch at the school.

· The team will complete the review of the program documentation
· The team will prepare a school report
· The team leader will meet with the principal and supervisor
· The team members will conduct a separate meeting with the teachers.  The teachers will be given a copy of the checklist completed by the assessment team and will have an opportunity to discuss the scores with a team member and submit requests for changes to the team leader.  The team leader’s decision on that day will be final and no other appeal process will be available.
· After the visit:

· At his/her earliest opportunity, the principal will meet with the teachers to review the findings.

· The principal will give copies of the program checklists used during visit to the teachers.

· The principal and teachers will use the findings to develop school and program improvements plans.

· The school will receive an official report within two weeks.

· Ensure that all appropriate data is entered into TEDS properly.

BY STANDARD
Standard 1 - Curriculum

· Lead teachers in developing daily lesson plans including the identification of KCTCS/KY Tech courses and task numbers, core content and KOSSA.
· If needed, ask teachers to define courses included in blocks, such as Carpentry I.  For example, Carpentry I may include Introduction to Construction, Blueprint Reading, Industrial Safety, and Floor and Wall Framing & Lab.

· Lead the teachers in aligning the master schedule, certificates, syllabi and career pathway.

· Ask teachers to include all courses needed to complete a certificate and indicate where they are taught.

· Ask teachers to develop a syllabus for each course taught that aligns with the postsecondary program partner to enhance dual credit options for students.

Standard 2 – Lesson/Unit Plans

· Lead teachers in developing detailed lesson/unit plans.

· Provide technical writing and open response training for teachers as needed.

· Assist teachers in including integration of academics in lesson plans.  Integration examples are on the program assessment website.

· Monitor unit plans to ensure that core content (math, science, etc.) is included in instruction.

· Encourage teachers to include the Skill Standards scenarios on the KDE website in instruction.

Standard 3 – Student Achievement
· Ensure that data for “O*Net Titles Earned” and “Credentials Earned” are entered into TEDS.
Standard 4 – Student Recognition

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

· Ask the high school(s) to include recognition of tech students in assemblies and awards programs.

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

· Post pictures of students and/or their work in the hallways and other appropriate places.

Standard 5 – Postsecondary Links

· Assist in developing two dual credit/articulation agreements specific to each program.

· Place cover-up tape over the names of the students and then copy the required documents.

Standard 6 – Perkins Performance Measures
· Work with teachers and the person who enters data into TEDS to develop a method to ensure that all necessary information is entered into TEDS.

· Ask the TEDS data-entry person to supply the required TEDS reports for all programs.

Standard 7 – Program Area Safety

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

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

· KDE principals should assign a qualified person (not the teacher) to complete the annual school safety inspection and sign off on the completed work.

Standard 8 – Student Safety
· Develop a method to ensure that all programs are conducting a monthly program safety inspection for labs and classrooms.

Standard 9 – Student Organization

· Support student organizations.

· Work with advisers to provide necessary information to all teachers.

· Promote school-wide community involvement.

· Provide leadership to assist in the completion of the program of work in all programs.

Standard 10 – Public Relations

· Assist in developing PR articles including all programs.

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

Standard 11 – Families and Community Contributions
· Support guest speakers and field trips.

· Work with the feeder school(s) to arrange for parent/teacher conferences.

· Encourage parent/teacher contacts.

· Become involved in community activities.

Standard 12 – Advisory Committee
· Lead the process to assist teachers in conducting two advisory committee meetings per year.

· Support the meetings with clerical assistance and food preparation.

Standard 13 – Industry Accreditation
· Provide the necessary assistance to teachers to obtain industry accreditation for the program and themselves, where applicable.

· Invite technical consultants to assist in the process.

Standard 14 – Work-Based Learning
· Encourage teachers in arranging work-based learning (WBL) opportunities.

· Develop a plan to ensure that the WBL forms are complete.
Standard 15 – Professional Growth
· When evaluating the teachers at the end of the school year, develop a professional growth plan for the next school year.

· Encourage PD activities with the high school.

Standard 16 – Program Improvement Plan

· Give teachers guidance in developing the program improvement plan.

· Provide teachers with copies of the school improvement plan.
Standard 17 - Technology

· Encourage and support the use of technology in instruction.
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