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Training Sponsor Evaluation of Student Trainee

Student’s Name __________________________________________________________                   Due Date ________________


Training Site _____________________________________________________________                  Grading Period  1  2  3  4  5  6


Employer: Complete this evaluation by circling the number that applies in each category; place the corresponding number in the space labeled “Total”. 


		1. COOPERATION: 


Ability to get along with others

		    1

		    2

		  3

		   4

		    5

		  6

		   7

		  8

		   9

		   10

		Total



		

		Antagonistic, pulls against rather than works with others

		Difficult to handle

		Usually gets along with others

		Cooperates willingly, gets along with others

		Gets along well with others, is friendly and helpful

		



		2. INITIATIVE: 


Tendency to go ahead

		      1

		    2

		    3

		    4

		   5

		  6

		  7

		  8

		  9

		  10

		



		

		Takes no initiative, has to be instructed repeatedly

		Takes very little initiative, requires urging

		Does routine work acceptably

		Is fairly resourceful, does well by self

		Is resourceful, looks for things to learn and do

		



		3. COURTESY: 


Polite and mannerly

		      1

		     2

		     3

		     4

		   5

		   6

		   7

		   8

		     9

		   10

		



		

		Has been discourteous to public and staff

		Is not polite and is inconsiderate of others

		Usually polite and is considerate of others

		Considerate and courteous of others

		Very polite and always considerate 


of others

		



		4. ATTITUDE: 


Toward constructive criticism

		     1

		      2

		   3

		   4

		   5

		   6

		   7

		   8

		   9

		   10

		



		

		Does not profit from criticism, resents it

		Does not pay much attention to criticism

		Accepts criticism, tries to do better

		Accepts criticism, improvement has been noticed

		Accepts criticism, and improves greatly

		



		5. KNOWLEDGE OF JOB: 


 

		     1

		     2

		     3

		     4

		     5

		     6

		   7

		   8

		   9

		   10

		



		

		Has not tried to learn job and its routines

		Pays little attention to  learning job

		Has learned necessary routines but needs supervision

		Understands the job; needs little supervision

		Knows job well and shows desire to learn more

		



		6. ACCURACY, SPEED OF WORK, AND WORK HABITS:

		     1

		       2

		    3

		    4

		   5

		   6

		   7

		   8

		   9

		   10

		



		

		Is extremely careless; works slowly; output is unsatisfactory; wastes time

		Is often inaccurate & careless; is slower than average; often wastes time

		Makes errors, but work is generally satisfactory; occasionally wastes time

		Makes few errors; is careful, neat, & thorough; seldom wastes time

		Rarely makes errors; work is of good quality; is fast, efficient, & industrious; rarely wastes time

		



		7.  ADAPTABILITY:

		   1

		     2

		   3

		   4

		   5

		   6

		   7

		   8

		   9

		   10

		



		

		Cannot adjust to changing situations

		Is slow in grasping ideas, has difficulty adapting to new situations

		Makes necessary adjustments after considerable instruction 

		Adjusts readily

		Learns quickly, is adept at meeting changing situations

		



		8. PERSONAL APPEARANCE:


Neatness and personal care

		    1

		     2

		   3 

		   4

		   5

		   6

		   7

		   8

		   9

		   10

		



		

		Is extremely careless in dress & appearance

		Often neglects appearance & dress code

		Is passable in appearance, but should make effort to improve

		Has good appearance; looks neat most of the time

		Has excellent appearance; looks very neat all of the time

		



		

		   1

		   2

		   3

		   4

		   5

		   6

		   7

		   8 

		  9

		  10

		



		9. ATTENDANCE:


How many days did this student call in when scheduled to work?_____

		Too frequently absent for continued training

		Not regular enough in attendance

		Usually dependable

		Dependable

		Never absent except for an unavoidable emergency

		



		

		   1

		   2

		   3

		   4

		   5

		   6

		   7

		   8

		   9

		   10

		



		10. PUNCTUALITY: 


How many days was this student late to training site? ___

		Too frequently tardy for continued training

		Very often tardy

		Punctuality could be improved

		Seldom tardy

		Never tardy except for an unavoidable emergency

		



		TOTAL GRADE: 

Up to 100

		

		





· Overall, I would rate this student’s performance as: (circle one)  A+    A      A-     B+     B     B-     C+     C      C-      D      F


· Maturity level of this student: (check one)    _____Below Average      _____Average      _____Above Average


SUPERVISOR’S SIGNATURE: ______________________________________________     Date ________________


Print Name of Supervisor: _____________________________________________________

· You may make any comments on the back.  In order for this evaluation to be most effective, you are encouraged to go over it with your student trainee and help them make a plan for improvement.  


· If you wish to meet with the teacher-coordinator regarding the student’s performance or this evaluation, please do not hesitate to contact me at:   Put your contact information here.

It is the policy of _____ ISD not to discriminate on the basis of race, color, national origin, sex or handicap in its career & technical education programs, services, or activities.  ______ ISD will take steps to assure that lack of English language skills will not be a barrier to admission and participation in all educational and vocational programs.


PROCEDURE FOR CHANGING 

TRAINING STATIONS

1. Teacher Conference:

You must schedule a conference with the teacher/coordinator to discuss the possible change prior to giving notice. The conference will not be conducted during class time.

2. Letter of Request:

You must turn in a letter of justification to your teacher/coordinator as to why you wish to change trainings stations including:


a. The name, location, phone number and name(s) of your present supervisor(s).

b. The name(s) and daytime phone number(s) of your parent(s) or guardian(s).

c. The name, location, phone number, job description and name of the supervisor(s) of the new company at which you work


d. This must be signed by you and your parent before turning it into the teacher/coordinator.


3. Letter of Resignation:

Submit two (2) copies to your coordinator. When one (1) copy has been approved and returned to you, you can then submit it to your employer. It must include:


a. Two weeks notice


b. The date of your intended last day there


4. Signed and Dated Exit Evaluation:

You will need to give your teacher/coordinator a copy of your exit evaluation that has been dated and signed by you and your supervisor that conducted the evaluation.



Request for Job Change  - Date: _________________

Student Name: _________________________________________________________


Current Training Station: _________________________________________________


Name of Current Supervisor: ______________________________________________


Supervisor’s Telephone Number: ___________________________________________


Reason(s) for desired job change:


______________________________________________________________________

______________________________________________________________________

I want to end my employment with my present training station on the following date (must be at least two weeks from the date of this request): ______________________


Training (job/work) plans:


· I do not have another job.


· I have an appointment for a job interview with (company name) _____________________ on (date)_________.


· I have been hired by (name of business) ___________________________  and will start work on (date)____________.

New Training Station: ___________________________________________________


New Supervisor: _______________________________________________________


Address: _____________________________________________________________


Telephone number: ____________________________________________________


My duties will be: ______________________________________________________




To be completed by Teacher/Coordinator:



Date: _____________________



This job has my approval:  ____yes      ______no



Reason(s):__________________________________________________________________________



Signature of Teacher/Coordinator: ______________________________________________________












{YOUR DISTRICT} INDEPENDENT SCHOOL DISTRICT

Career Preparation/Work-Based Learning Performance Evaluation



Student:  ________________________________________  Training Station:  ____________________________________________



School:  ________________  Coordinator:  ___________________________  Grading Period:  ________  School Year ___________



As a training station, your business is considered a laboratory for (1) Practicing principles learned in the classroom and (2) Introducing additional job-related activities necessary for competency in the student’s career objective.  Your student-trainee’s grade is based on a combination of his/her performance in the classroom and on the job.  



Directions:  Please circle the appropriate number in each category below to indicate the level of mastery or performance of your student-trainee.



1. Knows job responsibilities for level of training:



       5			            6	               	7		8	                      9		   10

       Doesn’t know overview          Knows overview only		Knows most details		   Knows all details



2.     Productivity:



5			           6			7		8		       9		   10

Never works hard	           Sometimes works hard		Usually works hard		   Always works hard



3.    Quality of Work:



         5			           6			7		8		      9		  10

       Never neat and accurate        Sometimes neat and accurate		Usually neat and accurate		  Always neat and accurate



4.    Exhibits initiative:



5			           6			7		8		     9         	 10

Never shows initiative	           Sometimes shows initiative		Usually shows initiative		  Always shows initiative



5. Supervision: 



5			            6 		7		8		     9		10

Needs constant supervision    Needs some supervision		Finishes assignments with		Finishes assignments and

little supervision			takes initiative

6. Judgment shown on job:



5			           6			7		8		     9		10

Frequently makes	           Occasionally makes			Routinely makes sound		Skilled in decision-making

poor decisions	           sound decisions			decisions



7.    Use of human relations skills:



        5			          6			7		8		    9		10	

      Seldom tactful or poised        Tries to be tactful and poised		Often tactful and poised		Always tactful and poised



 8.   Appearance and grooming:



5			          6			7		8		   9		10

Never neat nor follows         Sometimes neat and follows		Usually neat and follows		Always neat and follows

dress code		          dress code				dress code			dress code



9. Acts upon supervisor’s suggestions for improvement:



5			          6			7		8		 9		10

No improvement	          Slow improvement			Steady improvement with 		Steady improvement

			          with supervision			supervision			without supervision



10. Attendance and dependability:



5			          6			7		8		9		10

Excessively absent/tardy      Occasionally absent/tardy		Regularly present/rarely tardy	Always present/never tardy	



Signature of Training Sponsor/Evaluator:  ______________________________________________  Date:  _____________________



Please write any comments and/or recommendations for the student-trainee below.











White – Training Sponsor               Yellow – Teacher/Coordinator               Pink – Student/Employee


CAREER AND TECHNOLOGY 
EDUCATION
FREEDOM HIGH SCHOOL
555 FLAGSTAFF LANE
NEW YORK, NY  12345

STUDENT PERFORMANCE EVALUATION

STUDENT NAME:___________________________________

TRAINING SITE:___________________ PHONE #:________

ADDRESS:_________________________________________

SUPERVISOR:______________________________________

Dear Training Station Supervisor:
	
	Frequent evaluation of employees is necessary to see improvement in performance.  In a training situation it is essential for the student to receive feedback for growth to occur.  The time taken to provide students with an accurate picture of job performance through the written evaluation and employer/employee discussion is appreciated.
	To complete the student evaluation form circle the number that best describes their performance level for each competency, 6 being poor to 10 being outstanding.
	Please discuss the evaluation with the student each six weeks.  Evaluator and student will need to sign the evaluation.
	The student performance evaluation is a significant portion of the student’s grade.  If for any reason you have questions or concerns please call.
PLEASE RETURN BY:
1st Six Weeks:   October 3, 200?
2nd Six Weeks:   November 14, 200?
3rd Six Weeks:   January 14, 200?
4th Six Weeks:   February 26, 200?
5th Six Weeks:   April 14, 200?
6th Six Weeks:   May 20, 200?
CONTACT INFORMATION:

Marketing, Mrs. Suzy Brown
FCSCP, Ms. Valerie Wood
BPA, Mr. John Smith
Freedom High School
PHONE:  555-345-6789 
FAX:       254-547-9870

1.  HUMAN RELATIONS- 
the overall ability to deal smoothly and effectively with others by displaying friendliness, courtesy, and cooperation.




2.  JOB KNOWLEDGE-
the information about job duties and safety procedures which should be known for satisfactory job performance.





3.  DEPENDABILITY-
doing required jobs well with a minimum of supervision.







4.  ATTENDANCE-
faithfulness in coming to work daily and conforming to work hours.






5.  JUDGEMENT-
the ability to make sound decisions.

6.  ACCURACY-
the correctness of job duties performed.







7.  ALERTNESS-
the ability to grasp instructions, to meet changing conditions and to solve novel or problem situations.




8. INDUSTRIOUSNESS-
the amount of work an individual does in a work day.  







9.  HOUSEKEEPING-
keeping a work area orderly
and clean.






10.  PERSONAL APPEARANCE-
the impression an individual makes on others.  (Consider cleanliness, grooming, neatness, and appropriateness of dress on the job.)
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2nd Six Weeks
Printed name of evaluator:___________________________	Date:_______
Signature of evaluator:______________________________
Student signature:__________________________________	Date:_______
COMMENTS:
3rd Six Weeks
Printed name of evaluator:___________________________	Date:_______
Signature of evaluator:______________________________
Student signature:__________________________________	Date:_______
COMMENTS:
4th Six Weeks
Printed name of evaluator:___________________________	Date:_______
Signature of evaluator:______________________________
Student signature:__________________________________	Date:_______
COMMENTS:
5th Six Weeks
Printed name of evaluator:___________________________	Date:_______
Signature of evaluator:______________________________
Student signature:__________________________________	Date:_______
COMMENTS:
6th Six Weeks
Printed name of evaluator:____________________________ 	Date:_______
Signature of evaluator:_______________________________
Student Signature:__________________________________  	Date:_______
COMMENTS:
1st Six Weeks
Printed name of evaluator:___________________________	Date:_______
Signature of evaluator:______________________________
Student signature:__________________________________	Date:_______
COMMENTS:




Permission to use granted by Copperas Cove ISD.



TRAINING STATION: _________________________________________________________



ADDRESS: ___________________________________________	ZIP:____________________



OWNER/MANAGER____________________________PHONE:__________________



Dear Training Sponsor:



Frequent evaluation of employees is necessary to see improvement in performance. In a training situation it is essential for the student to receive feedback for growth to occur. The time taken to provide students with an accurate picture of job performance through the written evaluation and employer/employee discussion is appreciated.



The form provided lists several major categories. For each category, a continuum of descriptors of behavior expected at each level of performance is shown. This will aid in rating the student. It will help the student to see where improvement is necessary or provide positive feedback for excellent performance.



To use the performance evaluation, check the description of behavior which most closely matches the student’s behavior in the appropriate grading period column.



SAMPLE:



 (
ALERTNESS
 is the ability to grasp instruction, to meet changing conditions and to solve novel or problem situations.
)





		

		

		GRADING PERIODS



		

		pts

		1

		2

		3

		4

		5

		6



		Exceptionally keen and alert.

		5

		

		

		

		

		

		



		Usually quick to understand and learn.

		4

		

		

		

		

		

		



		Grasps instructions with the average ability

		3

		

		

		

		

		

		



		Requires more than average instructions and explanations

		2

		

		

		

		

		

		



		Slow to “catch on.”

		1

		

		

		

		

		

		











Please write a comment or provide additional information in order to improve student performance. It is possible that a training station may choose to add criteria to the evaluation and this could be done in the comment section.



The student performance evaluation is a significant portion of their grade. Questions relating to the form may be answered by the teacher-coordinator.



 (
Grading Scale
100 = 50 total points
 
  90 = 40 total points
  
80 = 30 total points
  
70 = 20 total points
          
       
       
Failing = Below 20
                   
                
  
)












CAREER PREPARATION TRAINEE EVALUATION



DIRECTIONS: Please “check” the appropriate indicator for each employee competencies below. (Ex.: If you are in grading period 1 only check on box vertically that applies to the employee’s performance.)



 (
HUMAN RELATIONS
 is the overall ability to deal smoothly and effectively with others by displaying friendliness, courtesy, and cooperation.
)





		

		

		GRADING PERIODS



		

		pts

		1

		2

		3

		4

		5

		6



		Inspiring to others in being courteous, friendly, and excellent at establishing good will.

		5

		

		

		

		

		

		



		Usually polite, out-going, and willing to help.

		4

		

		

		

		

		

		



		Pleasant and friendly.

		3

		

		

		

		

		

		



		Friendly once known, but sometimes tactless.

		2

		

		

		

		

		

		



		Often blunt, discourteous.

		1

		

		

		

		

		

		









 (
JOB KNOWLEDGE
 is 
the information about job duties and safety procedures which should be known for satisfactory job performances.
)





		

		

		GRADING PERIODS



		

		pts

		1

		2

		3

		4

		5

		6



		Has exceptional understanding of all phases of job.

		5

		

		

		

		

		

		



		Usually understands all phases of job.

		4

		

		

		

		

		

		



		Moderate knowledge of some phases of job.

		3

		

		

		

		

		

		



		Has little knowledge of some phases of job.

		2

		

		

		

		

		

		



		Has little knowledge about job duties.

		1

		

		

		

		

		

		









 (
DEPENDABILITY
 is
 doing required jobs well with a minimum of supervision
.
)



		

		

		GRADING PERIODS



		

		pts

		1

		2

		3

		4

		5

		6



		Exceptionally dependable at completing tasks.

		5

		

		

		

		

		

		



		Usually requires little supervision to complete tasks.

		4

		

		

		

		

		

		



		Ordinarily takes care of job tasks.

		3

		

		

		

		

		

		



		Sometimes needs direction to complete tasks.

		2

		

		

		

		

		

		



		Requires close supervision to complete tasks.

		1

		

		

		

		

		

		









 (
JUDGEMENT
 is
 the ability to make sound decisions.
)



		

		

		GRADING PERIODS



		

		pts

		1

		2

		3

		4

		5

		6



		Has exceptional ability to make sound decisions.

		5

		

		

		

		

		

		



		Usually has confidence and skill in decision making.

		4

		

		

		

		

		

		



		Ordinarily makes sound decisions.

		3

		

		

		

		

		

		



		Occasionally makes sound decisions.

		2

		

		

		

		

		

		



		Frequently makes poor decisions.

		1

		

		

		

		

		

		











 (
ACCURACY 
is
 the correctness of job duties performed.
)



		

		

		GRADING PERIODS



		

		pts

		1

		2

		3

		4

		5

		6



		Almost always accurate; requires absolute minimum of supervision.

		5

		

		

		

		

		

		



		Usually exact and precise; requires little supervision.

		4

		

		

		

		

		

		



		Ordinarily accurate; makes only average number of mistakes; requires some supervision.

		3

		

		

		

		

		

		



		Makes recurrent errors; requires frequent supervision.

		2

		

		

		

		

		

		



		Makes very frequent errors; careless; requires constant supervision.

		1

		

		

		

		

		

		









 (
ALERTNESS 
is the ability to grasp instruction, to meet changing conditions and to solve novel or problem situations.
)

		

		

		GRADING PERIODS



		

		pts

		1

		2

		3

		4

		5

		6



		Exceptionally keen and alert.

		5

		

		

		

		

		

		



		Usually quick to understand and learn.

		4

		

		

		

		

		

		



		Grasps instructions with the average ability.

		3

		

		

		

		

		

		



		Requires more than average instructions and explanations.

		2

		

		

		

		

		

		



		Slow to “catch on.”

		1

		

		

		

		

		

		









 (
INDUSTRIOUSNESS 
is the amount of work an individual does in a work day.
)



		

		

		GRADING PERIODS



		

		pts

		1

		2

		3

		4

		5

		6



		Superior work production record, enthusiastic.

		5

		

		

		

		

		

		



		Usually industrious, does more than is required.

		4

		

		

		

		

		

		



		Average volume of work.

		3

		

		

		

		

		

		



		Does just enough to get by.

		2

		

		

		

		

		

		



		Does not meet minimum requirements.

		1

		

		

		

		

		

		









 (
HOUSEKEEPING 
is keeping a work area orderly and clean.
)



		

		

		GRADING PERIODS



		

		pts

		1

		2

		3

		4

		5

		6



		Exceptionally neat, clean, and orderly.

		5

		

		

		

		

		

		



		Usually conscientious about neatness and cleanliness.

		4

		

		

		

		

		

		



		Ordinarily keeps work area fairly clean.

		3

		

		

		

		

		

		



		Some tendency to be careless and unclean.

		2

		

		

		

		

		

		



		Disorderly or unclean.

		1

		

		

		

		

		

		









 (
PERSONAL APPEARANCE 
is the impression an individual makes on others. 
Considers cleanliness, groo
ming, neatness, and appropriateness of dress on the job
.
)



		

		

		GRADING PERIODS



		

		pts

		1

		2

		3

		4

		5

		6



		Exceptionally well groomed; very neat; appropriate attire.

		5

		

		

		

		

		

		



		Careful about personal appearance; appropriate attire.

		4

		

		

		

		

		

		



		Generally neat and clean; satisfactory attire.

		3

		

		

		

		

		

		



		Sometime untidy and careless; questionable attire.

		2

		

		

		

		

		

		



		Very untidy; inappropriate attire.

		1

		

		

		

		

		

		







 (
FIRST GRADING PERIOD
RATED BY: ______________________________________ DATE: ________________________
COMMENTS:
STUDENT’S SIGNATURE:  __________________________________
)



















 (
FIRST GRADING PERIOD
RATED BY: ______________________________________ DATE: ________________________
COMMENTS:
STUDENT’S SIGNATURE:  __________________________________
)





















 (
FIRST GRADING PERIOD
RATED BY: ______________________________________ DATE: ________________________
COMMENTS:
STUDENT’S SIGNATURE:  __________________________________
)























 (
FIRST GRADING PERIOD
RATED BY: ______________________________________ DATE: ________________________
COMMENTS:
STUDENT’S SIGNATURE:  __________________________________
)























 (
FIRST GRADING PERIOD
RATED BY: ______________________________________ DATE: ________________________
COMMENTS:
STUDENT’S SIGNATURE:  __________________________________
)











 (
FIRST GRADING PERIOD
RATED BY: ______________________________________ DATE: ________________________
COMMENTS:
STUDENT’S SIGNATURE:  __________________________________
)


HUMAN RELATIONS is the dealing smoothly & effectively with others by displaying friendliness courtesy & cooperation.



JOB KNOWLEDGE is the information about job duties & safety procedures for satisfactory job performance.

		GRADING PERIOD

		1

		2

		3

		GRADING PERIOD

		1

		2

		3



		Often blunt, discourteous

		

		

		

		  Has little knowledge about job duties

		

		

		



		Friendly, but sometimes tactless

		

		

		

		Lacks knowledge of some phases of job

		

		

		



		Pleasant & friendly

		

		

		

		Moderate knowledge; answers most questions

		

		

		



		Usually polite, outgoing & willing to help

		

		

		

		Usually understands all phases of job

		

		

		



		Inspiring, courteous, friendly, shows goodwill

		

		

		

		Exceptional understanding of all phases of job

		

		

		





DEPENDABILITY is doing jobs well with minimum supervision.


		GRADING PERIOD

		1

		2

		3

		GRADING PERIOD

		1

		2

		3



		Requires close supervision to complete tasks.

		

		

		

		Absent without excuse and/or frequently tardy.

		

		

		



		Sometimes needs direction to complete tasks.

		

		

		

		Poor attendance; frequently tardy.

		

		

		



		Routinely takes care of job tasks.

		

		

		

		Ordinarily present & on time.

		

		

		



		Requires little supervision to complete tasks.

		

		

		

		Usually on time; regular in attendance.

		

		

		



		Exceptionally dependable at completing tasks.

		

		

		

		Superior attendance; works overtime as needed.

		

		

		





ATTENDANCE is working daily & conforming to work hours.

JUDGMENT is the ability to make sound decisions.


ACCURACY is the correctness of job duties performed.


		GRADING PERIOD

		1

		2

		3

		GRADING PERIOD

		1

		2

		3



		Frequently makes poor decisions.

		

		

		

		Frequent errors; careless; needs constant direction.

		

		

		



		Occasionally makes sound decisions.

		

		

		

		Recurrent errors; requires frequent supervision.

		

		

		



		Routinely makes sound decisions.

		

		

		

		Usually accurate; requires some supervision.

		

		

		



		Usually confident; skilled in decision making.

		

		

		

		Usually accurate; requires little supervision.

		

		

		



		Exceptional ability to make sound decisions.

		

		

		

		Usually accurate; minimum supervision required.

		

		

		





ALERTNESS is the ability to meet change & to solve problems. 


		GRADING PERIOD

		1

		2

		3

		GRADING PERIOD

		1

		2

		3



		Slow to "catch on".

		

		

		

		Does not meet minimum requirements.

		

		

		



		Requires more than normal directions.

		

		

		

		Doles just enough to get by.

		

		

		



		Grasps instructions with average ability.

		

		

		

		Average volume of work.

		

		

		



		Usually quick to understand & learn.

		

		

		

		Usually industrious, does more than required.

		

		

		



		Exceptionally keen & alert.

		

		

		

		Superior work production record, enthusiastic.

		

		

		





		GRADING PERIOD

		1

		2

		3

		GRADING PERIOD

		1

		2

		3



		Disorderly and/or unclean

		

		

		

		Untidy; inappropriate attire.

		

		

		



		Tendency to be careless and unclean.

		

		

		

		Sometimes untidy & careless; questionable attire.

		

		

		



		Normally keeps work area fairly clean.

		

		

		

		Neat & clean; satisfactory attire.

		

		

		











DIRECTIONS: Check one indicator box for each competency. Use the column of the current grading period.

HOUSEKEEPING is keeping work area orderly & clean.


PERSONAL APPEARANCE is the impression one makes on others grooming cleanliness neatness attire .




INDUSTRIOUSNESS is the amount of work done daily.












To the Employer:


The following statements are for your information concerning the operation of the Cooperative Education Training Program:


Students admitted to these career and technology programs are:


(a)
Expected to be employed the entire school year.


 (b)
Expected to be employed a minimum of 15 hours per week, including 5 hours which may be worked on weekends. It is recommended that Monday through Friday work hours be limited to 25.


 (c)
Expected to work no later than 11:00 pm on school nights.


Students will be considered for employment without regard to race, color, national origin, sex or handicapping condition.


The employer will be expected to assist in evaluating the student's work within the guidelines of this program. These guidelines and evaluation procedures will be shared with the employer during the initial visit by the program coordinator. The program coordinator will contact the employer within two weeks after this application has been processed and will consult with him/her on a regular basis throughout the term of employment.


Cooperative Education students are exempt from unemployment benefits.


 ISD does not discriminate on the basis of race, color, national origin, religion, sex, age, or disabilities in providing educational services, activities, and programs, including vocational programs, in accordance with Title VI of the Civil Rights Act of 1964, as amended; Title IX of the Educational Amendments of 1972; Section 504 of the Rehabilitation Act of 1973, as amended; and Title II of the Americans with Disabilities Act.


CAREER PREPARATION 


TRAINING


PROGRESS REPORT


_____________________________

Student Trainee


_____________________________

Training Station


_____________________________

Career Preparation Program


_____________________________

High School


_____________________________

Teacher-Coordinator


_____________________________

Telephone


Name _______________________________________________

Semester __________________ School Year _________

Employer: Your appraisal of the trainee’s job performance is essential to planning appropriate learning experiences and will be used in evaluating his/her progress in this program.  You will be asked to complete this report each grading period. Please check all categories and sign. Your evaluation represents 1/3 of the student’s grade.


		RATING FACTORS

		Grading


Period 1

		Grading


Period 2

		Grading


Period 3

		Grading Period 1



		

		Exceeds Expectations

		Meets Expectations

		Below Expectations

		Exceeds Expectations

		Meets Expectations

		Below Expectations

		Exceeds Expectations

		Meets Expectations

		Below Expectations

		



		

		

		

		

		

		

		

		

		

		

		Grading Period 2



		Appearance and Grooming

		

		

		

		

		

		

		

		

		

		



		Interacts with People

		

		

		

		

		

		

		

		

		

		



		Initiative & Self-Reliance

		

		

		

		

		

		

		

		

		

		



		Judgment

		

		

		

		

		

		

		

		

		

		Grading Period 3



		Attitude/Interest in Job

		

		

		

		

		

		

		

		

		

		



		Accepts Supervision/Follows Instruction

		

		

		

		

		

		

		

		

		

		



		Quality of Work

		

		

		

		

		

		

		

		

		

		



		Productivity/Quantity of Work

		

		

		

		

		

		

		

		

		

		



		Attendance/Punctuality

		

		

		

		

		

		

		

		

		

		



		Job Knowledge

		

		

		

		

		

		

		

		

		

		





		Grading Period

		Signature of Evaluator

		Position in Firm

		Date



		

		

		

		



		

		

		

		



		

		

		

		






TRAINING STATION INFO SHEET:
_______ PERIOD

		STUDENT NAME

		BUSINESS NAME

		ADDRESS/PHONE

		SUPERVISOR



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		






NAME: _____________________________      DATE:  ______________  THRU  ______________  



WAGE AND HOUR REPORT


________________ SIX WEEKS


		WK. 1

		TIMES

		HRS

		WK. 2

		TIMES

		HRS

		WK. 3

		TIMES

		HRS



		SUN.

		

		

		SUN.

		

		

		SUN.

		

		



		MON.

		

		

		MON.

		

		

		MON.

		

		



		TUES.

		

		

		TUES.

		

		

		TUES.

		

		



		WED.

		

		

		WED.

		

		

		WED.

		

		



		THU.

		

		

		THU.

		

		

		THU.

		

		



		FRI.

		

		

		FRI.

		

		

		FRI.

		

		



		SAT.

		

		

		SAT.

		

		

		SAT.

		

		



		WK. 1

		TOTAL HRS.

		

		WK. 2

		TOTAL HRS.

		

		WK. 3

		TOTAL HRS.

		





JOURNAL/COMMENTS


WEEK 1: _________________________________________________________________________


________________________________________________________________________________

________________________________________________________________________________

WEEK 2: _________________________________________________________________________


________________________________________________________________________________

________________________________________________________________________________



WEEK 3: _________________________________________________________________________


________________________________________________________________________________

________________________________________________________________________________

		WK. 4

		TIMES

		HRS

		WK. 5

		TIMES

		HRS

		WK. 6

		TIMES

		HRS



		SUN.

		

		

		SUN.

		

		

		SUN.

		

		



		MON.

		

		

		MON.

		

		

		MON.

		

		



		TUES.

		

		

		TUES.

		

		

		TUES.

		

		



		WED.

		

		

		WED.

		

		

		WED.

		

		



		THU.

		

		

		THU.

		

		

		THU.

		

		



		FRI.

		

		

		FRI.

		

		

		FRI.

		

		



		SAT.

		

		

		SAT.

		

		

		SAT.

		

		



		WK.4

		TOTAL HRS.

		

		WK. 5

		TOTAL HRS.

		

		WK. 6

		TOTAL HRS.

		





JOURNAL/COMMENTS


WEEK 4: _________________________________________________________________________


________________________________________________________________________________

________________________________________________________________________________

WEEK 5: _________________________________________________________________________


________________________________________________________________________________

________________________________________________________________________________



WEEK 6: _________________________________________________________________________


________________________________________________________________________________

________________________________________________________________________________



NAME: _____________________________      DATE:  ______________  THRU  ______________  







WAGE AND HOUR REPORT

________________ NINE WEEKS



		WK. 1

		TIMES

		HRS

		WK. 2

		TIMES

		HRS

		WK. 3

		TIMES

		HRS



		SUN.

		

		

		SUN.

		

		

		SUN.

		

		



		MON.

		

		

		MON.

		

		

		MON.

		

		



		TUES.

		

		

		TUES.

		

		

		TUES.

		

		



		WED.

		

		

		WED.

		

		

		WED.

		

		



		THU.

		

		

		THU.

		

		

		THU.

		

		



		FRI.

		

		

		FRI.

		

		

		FRI.

		

		



		SAT.

		

		

		SAT.

		

		

		SAT.

		

		



		WK. 1

		TOTAL HRS.

		

		WK. 2

		TOTAL HRS.

		

		WK. 3

		TOTAL HRS.

		









JOURNAL/COMMENTS



WEEK 1: _________________________________________________________________________



________________________________________________________________________________

________________________________________________________________________________

WEEK 2: _________________________________________________________________________



________________________________________________________________________________

________________________________________________________________________________



WEEK 3: _________________________________________________________________________



________________________________________________________________________________

________________________________________________________________________________








		WK. 4

		TIMES

		HRS

		WK. 5

		TIMES

		HRS

		WK. 6

		TIMES

		HRS



		SUN.

		

		

		SUN.

		

		

		SUN.

		

		



		MON.

		

		

		MON.

		

		

		MON.

		

		



		TUES.

		

		

		TUES.

		

		

		TUES.

		

		



		WED.

		

		

		WED.

		

		

		WED.

		

		



		THU.

		

		

		THU.

		

		

		THU.

		

		



		FRI.

		

		

		FRI.

		

		

		FRI.

		

		



		SAT.

		

		

		SAT.

		

		

		SAT.

		

		



		WK.4

		TOTAL HRS.

		

		WK. 5

		TOTAL HRS.

		

		WK. 6

		TOTAL HRS.

		









JOURNAL/COMMENTS



WEEK 4: _________________________________________________________________________



________________________________________________________________________________

________________________________________________________________________________

WEEK 5: _________________________________________________________________________



________________________________________________________________________________

________________________________________________________________________________



WEEK 6: _________________________________________________________________________



________________________________________________________________________________

________________________________________________________________________________











		WK. 7

		TIMES

		HRS

		WK. 8

		TIMES

		HRS

		WK. 9

		TIMES

		HRS



		SUN.

		

		

		SUN.

		

		

		SUN.

		

		



		MON.

		

		

		MON.

		

		

		MON.

		

		



		TUES.

		

		

		TUES.

		

		

		TUES.

		

		



		WED.

		

		

		WED.

		

		

		WED.

		

		



		THU.

		

		

		THU.

		

		

		THU.

		

		



		FRI.

		

		

		FRI.

		

		

		FRI.

		

		



		SAT.

		

		

		SAT.

		

		

		SAT.

		

		



		WK.7

		TOTAL HRS.

		

		WK. 8

		TOTAL HRS.

		

		WK. 9

		TOTAL HRS.

		









JOURNAL/COMMENTS



WEEK 7: _________________________________________________________________________



________________________________________________________________________________

________________________________________________________________________________

WEEK 8: _________________________________________________________________________



________________________________________________________________________________

________________________________________________________________________________



WEEK 9: _________________________________________________________________________



________________________________________________________________________________

________________________________________________________________________________




CAREER PREPARATION


WEEKLY JOB REPORT


Name





 Training Station






Due:  Friday (week ending)


 Supervisor's Name 







Work Schedule






Description of Routine Duties


		Fri

		From:

		To:

		



		Sat

		From:

		To:

		



		Sun

		From:

		To:

		



		Mon

		From:

		To:

		



		Tues

		From:

		To:

		



		Wed

		From:

		To:

		



		Thurs

		From:

		To:

		



		______________ x ____________ = ____________


(total hrs worked)          (rate per hr)            (gross pay)

		





		Describe an unusual, interesting, challenging, or troubling event that occurred this week on your job. (Give date, time, outcome, details.)






		What have you learned this week on your job? (Give details.)






		Copy the Journal topic for the Week. Write at least five sentences (example: one a day) relating/explaining/detailing this Journal topic.








*Use the back for more space.


NAME:  _________________________________   JOB SITE:  ________________________

YEARLY WAGE AND HOUR REPORT


Training Station ______________________________________________________________


Starting Wage $ _________       Wage Increases: Date ________
Amount $ ________


Date ________
Amount $ _______

Date ________
Amount $ ________


Hours Per Week – First Semester


Hours Per Week – Second Semester


First Nine Weeks




Third Nine Weeks


Wk. 1 
______
Wk. 4______


Wk. 1 
______
Wk. 4 ______




Wk. 2 
______
Wk. 5 ______


Wk. 2 
______
Wk. 5 ______



Wk. 3 
______
Wk. 6 ______


Wk. 3 
______
Wk. 6 ______



Second Nine Weeks




Fourth Nine Weeks


Wk. 1 
______
Wk. 4______


Wk. 1 
______
Wk. 4 ______




Wk. 2 
______
Wk. 5 ______


Wk. 2 
______
Wk. 5 ______



Wk. 3 
______
Wk. 6 ______


Wk. 3 
______
Wk. 6 ______



1st Sem. Total Hours:   __________

            2nd Sem. Total Hours:   ___________








      YEARLY TOTAL 

____________


NOTE: For any career preparation program, yearly total should be 540 hours (15 hours per week times 36 weeks per school year) to receive state credit.



Student Name:  _____________________________   School year: _______________

YEARLY WAGE AND HOUR REPORT

Training Station:  _____________________________________________________________


Starting Wage $ _________       Wage Increases: Date ________
Amount $ ________


Date ________
Amount $ _______

Date ________
Amount $ ________


Hours Per Week – First Semester


Hours Per Week – Second Semester


First Nine Weeks




Third Nine Weeks


Wk. 1 
______
Wk. 7______


Wk. 1 
______
Wk. 7 ______




Wk. 2 
______
Wk. 8 ______


Wk. 2 
______
Wk. 8 ______



Wk. 3 
______
Wk. 9 ______


Wk. 3 
______
Wk. 9 ______



Wk. 4 
______




Wk. 4 
______





Wk. 5 
______




Wk. 5 
______




Wk. 6 
______




Wk. 6 
______



Second Nine Weeks




Fourth Nine Weeks


Wk. 1 
______
Wk. 7______


Wk. 1 
______
Wk. 7 ______




Wk. 2 
______
Wk. 8 ______


Wk. 2 
______
Wk. 8 ______



Wk. 3 
______
Wk. 9 ______


Wk. 3 
______
Wk. 9 ______



Wk. 4 
______




Wk. 4 
______





Wk. 5 
______




Wk. 5 
______




Wk. 6 
______




Wk. 6 
______



1st Sem. Total Hours:   __________

            2nd Sem. Total Hours:   ___________








      YEARLY TOTAL 

____________


NOTE: In order to receive state credit, students enrolled in any Career Preparation program should work a total of 540 hours (15 hours per week times 36 weeks) per school year.



Career and Technical Education Teacher Questionnaire

Instructions: This questionnaire is to be completed by ALL Career and Technical Education teachers (grades 9-12) that are teaching career and the technical education courses during the 2007-2008 school year.  Please read each statement and click the appropriate box that BEST describes your opinion. 

1. My classes are held at times and in locations that are convenient for most of our students. 


2. Administrators are knowledgeable of the school and CTE curriculum.

3.  I am involved in the school’s planning, budgeting, and continuous improvement of career and technical education programs under the Carl D. Perkins grant. 


4.  There is an established school advisory committee that works with my subject area. 


5.  I am provided opportunities to attend professional development activities in my subject area that includes visiting business and industry related to my program area. 


6.  Frequent communication occurs between faculty and administration.

7.   I would like to have more training in differentiated teaching strategies. 


8.  I have been provided with training opportunities to fully utilize the latest technology for my program area. 


9.  School counselors have knowledge about career and technical education courses in my school. 


10. Students are encouraged to take career and technical education courses by school counselors. 


11.  Important occupational trends are considered in curriculum and course planning.

12.  The Career and Technical Education plan is revised, monitored, and reviewed periodically.


13.  An atmosphere of respect and trust exists between staff and administration, teachers, and students.


14.  Available resources appropriate for students enable me to use a variety of teaching methods.


15.   My classroom is equipped with current technology for my subject area. 


16.  The current “traditional” schedule is currently meeting the needs of the student population and programs.


17.  Appropriate safety principles are taught and practiced.


18.  Extracurricular and supplemental activities support instruction.


19.  School conduct rules and procedures are taught along with other skills.


20.  TAKS objectives are supported by CTE instruction.


21.  CTE electives are integrated into the school curriculum.


22.  The curriculum is varied to accommodate needs, interests, and abilities of students.


23.  My class goals are consistent with school and district goals.


24.  Assessment data are used to improve the CTE programs.


25.  Student performance is monitored in a variety of ways.


26.  Effective and frequent communication occurs with parents.


27.  Community resources are used to support the CTE programs.


28.  Parents actively participate in school-sponsored CTE activities.


29.  If I had the opportunity, I would do the following to improve the program 

30.  Other Comments

What program area(s) are you certified to teach? 


Agricultural Science and Technology Education


Business Education 


Technology Education 


Family and Consumer Sciences Education 


Marketing Education 


Health Science Technology Education

Trade and Industrial Education 


How many years have you taught in this program area? 


1 year 


1-2 


3-4 


5-10 


10 or more 



FAMILY  AND  CONSUMER  SCIENCES  EDUCATION


PROGRAM  EVALUATION


		Texas Administrative Code §75.1025 states that each district and consortium shall annually evaluate its career and technology education programs.  This document is a suggested instrument for local use or adaptation to evaluate the family and consumer sciences education program and is retained with local district administrators as they direct.










Statewide Perspective and Overview


Family and Consumer Sciences Education prepares students for personal and family life across the life span as they manage the challenges of living and working in a diverse, global society.  The program focus is on families, work, and their interrelationships.  Family and Consumer Sciences Education prepares students for family life, work life, and careers by providing opportunities to develop the knowledge, skills, attitudes, and behaviors needed for:


· Strengthening the well being of individuals and families across the life span.


· Becoming responsible citizens and leaders in family, community, and career settings.


· Promoting optimal nutrition and wellness across the life span.


· Managing resources to meet the material needs of individuals and families.


· Managing multiple family, community, and career roles.


· Using critical and creative thinking skills to address problems in diverse family, community, and work environments.


· Successful life management, employment, and career development.


· Functioning effectively as providers and consumers of goods and services.


· Obtaining initial employment (providing the foundation for further training/education and advancement) in family and consumer sciences careers and other related careers.


· Appreciating human worth and accepting responsibility for one's actions and success in family, community, and career life.


The Family and Consumer Sciences Education program consists of courses that, through local planning and decision-making, can be offered in combinations and sequences to meet the above objectives.  As an integral part of the total Family and Consumer Sciences Education program, multicultural education, leadership development, integration and application of academic skills, technology applications, and problem solving will be emphasized in all courses.  Family and Consumer Sciences Education is a program that utilizes an interdisciplinary approach to bring together the concepts and skills across the curriculum spectrum to improve individual, family, community, and work lives.


General Information


Date___________________________________________________________________________


Name of school district_____________________________________________________________


Name of school campus____________________________________________________________


Name(s) of family and consumer sciences teachers on campus


_________________________________________


_________________________________________


_________________________________________



Identify courses conducted on this campus.  Place a check mark in the blanks to indicate the 


appropriate responses.


		School Level


Type of Course

		Course

		Courses Taught*



		Middle School

		Skills for Living

		



		High School

		Personal and Family Development

		



		   Foundations

		Career Studies

		



		

		Family and Career Management

		



		High School

		Individual and Family Life

		



		   Technical

		Family Health Needs

		



		

		Preparation for Parenting

		



		

		Child Development

		



		

		Nutrition and Food Science

		



		

		Food Science and Technology

		



		

		Management

		



		

		Consumer and Family Economics

		



		

		Apparel

		



		

		Textile and Apparel Design

		



		

		Housing

		



		

		Interior Design

		



		

		Independent Study in Family and Consumer Sciences Education

		



		

		Family and Consumer Sciences Summer Program

		





* NOTE:  Use a check mark to indicate that the course is taught in a regular/mainstream setting and/or an asterisk to indicate that it is taught through the Career and Technology Education for Students with Disabilities (CTED) instructional arrangement.


Occupationally specific training is being provided on this campus in the occupational areas checked.  


Place a check mark in the blanks to indicate the appropriate responses.


		* Pre-employment Laboratory

		** Career Preparation

		Work-Based Learning Area



		

		

		Services for Older Adults



		

		

		Child Care and Guidance, Management, and Services



		

		

		Food Production, Management, and Services



		

		

		Hospitality Services



		

		

		Institutional Maintenance Management and Services



		

		

		Textile and Apparel Production, Management, and Services



		

		

		Housing, Furnishings, and Equipment Production, Management, and Services



		

		

		Family and Consumer Sciences Production, Management, and Services





* Indicate with a check mark that the course is taught in a regular/mainstream setting and/or an asterisk to indicate that it is taught through the Career and Technology Education for Students with Disabilities (CTED) instructional arrangement.


** Family and Consumer Sciences Career Preparation includes work-based learning instructional arrangements such as cooperative education, internships, mentoring, and job shadowing.


SECTION I:  FAMILY  AND  CONSUMER  SCIENCES  INNOVATIVE  COURSES


1. ______
Place a check mark in the blank if there are no family and consumer sciences innovative





courses offered on this campus.


2. List all TEA-approved innovative family and consumer sciences courses taught on the campus.



____________________________________________________________________________



____________________________________________________________________________



____________________________________________________________________________



____________________________________________________________________________



____________________________________________________________________________


3. Overall evaluation of family and consumer sciences education innovative course(s)


Statements contained in this document are indicators of a quality Family and Consumer Sciences Education program.  Use the following scale as a basis for circling the letter that reflects the degree to which the local family and consumer sciences program meets the quality indicators stated:



E = Exceeds Guideline
    M = Meets Guideline
   B = Below Guideline
  NA = Not Applicable


SECTION II:  PROGRAM  PHILOSOPHY,  GOALS,  AND  OBJECTIVES


1. E
M
B


A written statement of philosophy exists for the family and consumer sciences








program.


2. E
M
B


The philosophy, goals, and objectives, revised annually and approved by the







school administration, reflects the thinking of all family and consumer sciences







teachers in the program and is understood by teachers, students, parents, and







administrators.


Written program goals and objectives have been developed and are reviewed and revised as needed for the following:


3. E
M
B
NA

Family and Consumer Sciences Education, Middle School


4. E
M
B
NA

Family and Consumer Sciences Education Foundations Courses, High School


5. E
M
B
NA

Family and Consumer Sciences Education Technical Courses, High School


6. E
M
B
NA

Family and Consumer Sciences Pre-employment Laboratory Education


7. E
M
B
NA

Family and Consumer Sciences Career Preparation (includes work-based learning








instructional delivery arrangements).


SECTION III:  FAMILY  AND  CONSUMER  SCIENCES  EDUCATION  TEACHERS


8. E
M
B


Each teacher's certification credentials are appropriate for all of their teaching







assignments and are on file with the local school district.


9. E
M
B


Each teacher participates in professional development activities through annual




attendance at local, interregional, and state professional development conferences




(such as the Interregional and State Professional Development Conferences for




Family and Consumer Sciences Teachers) designed to enhance their knowledge




of family and consumer sciences program content, skills, technology, current




practices in business/industry, and effective teaching techniques and strategies.


10. E
M
B


Each teacher annually participates in professional development related to the







teaching profession.


11. E
M
B


Scheduled time in the school day is used for classroom instruction, conferences







with students, and instructional preparation including parent-teacher conferences,







supervision and evaluation of career-connections experiences, evaluation of







students' work, planning/conducting Family, Career and Community Leaders of







America activities, preparation of reports, and, if appropriate, working with the







advisory committee.


12. E
M
B


Each teacher interprets the purposes of a broad family and consumer sciences







program to students, parents, colleagues, and the general public.


13. E
M
B


Each teacher cooperates with community agencies and/or groups to promote







involvement in the family and consumer sciences program.


14. E
M
B


Each teacher exhibits professionalism through membership and participation in







professional organizations.


15. E
M
B


Each teacher is aware of current and emerging career opportunities for students in






the areas of instruction.


16. E
M
B


There is articulation between the local family and consumer sciences program and







postsecondary institutions offering further education and training within the







discipline.


SECTION IV:  FISCAL MATTERS,  RECORDS,  AND REPORTS


17. E
M
B


Family and consumer sciences teachers cooperate with other school personnel to







complete career and technology education reports.


18. E
M
B


Records and reports are prepared, submitted, and maintained as required to







comply with local, state, and federal regulations and policies.


19. E
M
B
NA

As a campus department, family and consumer sciences teachers establish








departmental goals early in the school year, use the goals throughout the year to








guide focused efforts, and at the end of the school year, evaluate the








accomplishments and results of work toward the goals.


20. E
M
B


Documentation has been completed and filed locally verifying that each student







enrolled in high school foundations and technical family and consumer sciences







courses carried out a supervised career-connections experience.


21. E
M
B


The family and consumer sciences program is evaluated annually.


Management of the current year's family and consumer sciences departmental budget includes:


22. E
M
B


preparation in light of input from the family and consumer sciences teachers


23. E
M
B


adherence to local purchasing procedures and documentation policies


24. E
M
B


budget provisions for supplies, materials, and tools, including computer software


25. E
M
B


budget provisions for furniture and equipment, including computers


26. E
M
B


budget provisions for equipment maintenance and repair


27. E
M
B


budget provisions for teacher travel


28. E
M
B


budget provisions for other expenditures as appropriate (i.e. food costs)


29. E
M
B


An accurate inventory of the family and consumer sciences department is available







and annually updated.


30. E
M
B
NA

Plans and schedules for each family and consumer sciences teacher who is







involved in an extended employment period are locally approved and on file.


SECTION V:  FAMILY,  CAREER  AND  COMMUNITY  LEADERS  OF  AMERICA  (FCCLA)


31. E
M
B


The Family, Career and Community Leaders of America organization is an integral







part of the family and consumer sciences program; student organization activities







include classroom meetings and activities.


32. E
M
B


All students enrolled in family and consumer sciences courses are provided the







opportunity and encouraged to participate in FCCLA activities.


33. E
M
B


Each local FCCLA chapter is currently affiliated with the state and national







associations and participates in a full range of available opportunities







(i.e. region/state/national officers, meetings, programs, projects, etc.).


34. E
M
B


Each family and consumer sciences teacher affiliates and supervises a FCCLA







chapter.


SECTION VI:  ADVISORY  COMMITTEE


35. ______
Place a check mark in the blank if there is no family and consumer sciences advisory




committee on this campus; then, proceed to Section VII.  If there is an advisory committee,




answer items 36 – 40.


36. E
M
B


There is a local advisory committee for family and consumer sciences that meets at







least two times each year and maintains minutes of the meetings. 


37. E
M
B


The family and consumer sciences advisory committee is composed of







representatives of the general public, business/industry, labor, one member







knowledgeable of at-risk students, a parent of a program participant, family and







consumer sciences teacher(s), and appropriate representation of both genders and







of the racial and ethnic groups found in the school or community.


38. E
M
B


The family and consumer sciences advisory committee provides advice, support,







and recommendations related to current job needs and placement; instructional







content; relevance of programs and family and consumer sciences courses offered;







budget; student recruitment; program promotion; facilities, equipment, and tools;







safety standards; materials, supplies, and resources; program planning; FCCLA







activities; current industry practices; new technology; and performance standards.


39. E
M
B


There is articulation between the family and consumer sciences advisory







committee and the school administration, including the superintendent, principal,







counselor, and other appropriate school personnel.


40. E
M
B


The family and consumer sciences advisory committee provides recommendations







for short-range and long-range planning for the family and consumer sciences







program and department.


SECTION VII:  STUDENT  ENROLLMENT


41. E
M
B


Equal access to the family and consumer sciences classes is available to all







students including students with disabilities.


42. E
M
B


All students, regardless of academic goals and career objectives, are encouraged







to enroll in a range of electives reflecting individual interests and personal







development needs.


43. E
M
B


There is encouragement for each student to have a career concentration outlined in







a coherent sequence of courses on file, reviewed annually, and revised if needed.


44. E
M
B


Students enrolled in occupationally specific family and consumer sciences courses







have as their objective entrance into employment in a family and consumer







sciences occupation requiring the skills developed through the program or







entrance into advanced training in the occupational area in which they trained.


45. E
M
B


Students are provided effective and comprehensive guidance and counseling







services to help them select career concentrations and coherent sequences of







courses appropriate to their individual interests and career objectives.


46. E
M
B


Students are prepared for entry level employment after completion of a coherent







sequence of courses in a family and consumer sciences career concentration.


Appropriate procedures have been followed in placing identified students with disabilities into family and consumer sciences classes.  Procedures include:


47. E
M
B


vocational assessment


48. E
M
B


placement by an Admission, Review, and Dismissal committee which includes the





family and consumer sciences teacher who will instruct the student, career and





technology education administrator, or a designee from career and technology





education


49. E
M
B


an Individual Education Plan (IEP) to direct appropriate family and consumer







sciences instruction for the student


50. E
M
B


appropriate modifications of instruction and/or equipment, program goals, and







related aids and services as specified in the IEP


SECTION VIII:  INSTRUCTIONAL  PROGRAM,  FACILITIES,  AND  EQUIPMENT


51. E
M
B


The Texas Essential Knowledge and Skills (TEKS) adopted by the State Board of







Education are the basis for the instructional program of each family and consumer







sciences course offered.


52. E
M
B


The Texas Essential Knowledge and Skills are identified and presented to the







students.


53. E
M
B


Curriculum and instructional strategies provide for the integration and application of







language arts, social studies, mathematics, science, and critical thinking skills into







family and consumer sciences courses.


54. E
M
B


The family and consumer sciences teacher uses state and locally adapted and







approved curriculum materials that are designed to serve the needs of all students,







including those with special needs, for each family and consumer sciences course







taught.  Curriculum documents include essential knowledge and skills, scope and







sequence, instructional strategies and techniques, evaluation techniques, and







resources.


55. E
M
B


Curriculum and instructional strategies and techniques are continuously revised to







meet new developments in the field.


56. E
M
B


Family and consumer sciences teachers use a variety of instructional strategies,







relevant and current instructional materials and supplies, and effective teaching







techniques to enhance student learning and meet student needs.


57. E
M
B


Instruction includes current and emerging local, state, and national employment







trends, occupational information, and career opportunities involving the family and







consumer sciences courses and areas of instruction studied.


58. E
M
B


Supervised career-connections experiences are individualized based on the







educational needs of each student and are an extension of classroom instruction.


59. E
M
B


Each family and consumer sciences teacher makes parent/guardian contacts for







the purpose of establishing a working relationship; coordinating efforts to promote







student achievement; obtaining information relevant in curriculum planning to meet







student needs; and when appropriate, planning, supervising, and evaluating the







career-connections experience.


60. E
M
B


Instruction incorporates nondiscriminatory strategies and practices to eliminate







discrimination and gender bias and materials and resources which are non







stereotypical and bias free.


61. E
M
B


Environmental education and resource management instruction are provided when







appropriate.


62. E
M
B


Course evaluations, student follow-up data, and other relevant information are used







to modify and improve the family and consumer sciences program.


63. E
M
B


Instructional materials, equipment, tools, and supplies are modified, when







appropriate, and are accessible to meet the needs of all students, including those







with disabilities and those with gifted abilities.


64. E
M
B


Safety and sanitation are continuously taught by teachers and practiced in







instructional activities by students, teachers, and others.


65. E
M
B


Safe use of facilities, equipment, tools, materials, and supplies is included in







student instruction prior to student use.


66. E
M
B


Safety practices include, but are not limited to, posted and enforced safety rules







and procedures; appropriate safety guards on equipment; safety apparel and eye







wear when required; required safety test(s) on file; appropriate posting of







emergency procedures and telephone numbers; MSDS sheets on file when







appropriate;
and appropriate hazardous materials storage.


67. E
M
B


Family and consumer sciences teachers model and exhibit safe practices and







procedures when using facilities, equipment, tools, materials, and supplies.


68. E
M
B


Electrical wiring and outlets, lighting, heating, ventilation, and plumbing in all






sections of the family and consumer sciences facility are adequate, appropriate,






well maintained, and meet health and safety regulations.


69. E
M
B


There are easily accessible main utility switches and/or cutoffs for laboratories.


70. E
M
B


The family and consumer sciences facility is a safe and sanitary environment for







teachers, students, and others.


71. E
M
B


Adequate hot and cold water is available for laboratory activities when appropriate.


72. E
M
B


Facilities, equipment, tools, and instructional materials and supplies comply with







local, state, and federal health and safety rules and regulations, including but not







limited to the Texas Department of Health and the Texas Department of Protective







and Regulatory Services.


73. E
M
B


Equipment and tools are maintained according to manufacturer's specifications and







conformity to local, state, and federal rules and regulations


74. E
M
B


The family and consumer sciences facility has regular custodial services.


75. E
M
B


The family and consumer sciences facility is well maintained, in good repair, and







updated when necessary.  Good general appearance is maintained.


76. E
M
B


Sufficient space, furniture, equipment, tools, materials, and supplies exist and are







accessible to permit maximum individual student participation in all areas of the







instructional program.


77. E
M
B


The space and physical arrangements of the family and consumer sciences facility







are conducive to effective instruction.


78. E
M
B


The space, physical arrangement, furniture, equipment, tools, materials, and







supplies in the family and consumer sciences department, including classrooms







and laboratories, are adequate to provide safe and effective instruction for class







enrollments as assigned.


79. E
M
B


Sufficient and appropriate safe storage is provided for equipment, tools,







Instructional supplies and materials, students' materials, and records.


80. E
M
B


Facilities, furniture, equipment, tools, materials, and supplies provided are well







maintained, readily accessible, up-to-date, safe, and meet the instructional needs of







students.


81. E
M
B


Equipment and tools are sufficient in quantity and replaced and/or updated when







appropriate.


82. E
M
B


Computer hardware and appropriate software, including access to the Internet, are







readily available for instructional use.


83. E
M
B


Audiovisual equipment and materials are available for use by teachers and







students to meet student instructional needs; the facility accommodates effective







use of the audiovisual equipment.


84. E
M
B


A balanced and up-to-date selection of relevant resources are provided and meet







the instructional needs of students.


85. E
M
B


Short and long-range plans have been developed for replacing and/or updating







outdated facilities, furniture, equipment, and tools and purchasing state-of-the-art







technology.


86. E
M
B


An effective student evaluation system that meets local school district policies and







guidelines is in place to assess student progress and achievement in family and







consumer sciences classes.


SECTION IX:  OCCUPATIONALLY  SPECIFIC  COURSES


87. ______
Place a check mark in the blank if there are no family and consumer sciences occupationally




specific classes offered on this campus; then, proceed to Section X.


Training stations utilized for providing work-based learning experiences (cooperative education, internships, mentoring, and job shadowing) are used only if…


88. E
M
B


the training sponsor is willing to follow local school district requirements and







recommendations for training students.


89. E
M
B


training opportunities are appropriate when considering the student's occupational







objectives.


90. E
M
B


training opportunities coincide with federal, state, and local regulations and







guidelines including laws, essential knowledge and skills, etc.


91. E
M
B


an overriding commitment to providing quality work-based learning experiences for







the student is fundamental to the partnership between the school and the training







sponsor.


92. ______
Place a check mark in the blank if there is no family and consumer sciences school-based




pre-employment laboratory education instructional delivery arrangement on this campus; then,




skip items 93 - 100 and proceed to item 101.


Campus-based pre-employment laboratory education classes include the following enrichment activities for students:


93. _____
short-term internships


94. _____
job shadowing


95. _____
mentoring


Items 96 – 100 apply to those family and consumer sciences occupationally specific classes that use a school-based pre-employment laboratory (PL) training delivery arrangement.


96. 
E
M
B


All students are enrolled in and attend consecutive class periods.


97. 
E
M
B


All students in a class are enrolled for the same number of credits.


98. 
E
M
B


Instructional experiences and resources are commensurate with knowledge








and skills required in the occupational area for which students are being








trained.


99. 
E
M
B


Up-to-date, safe, and relevant laboratory equipment, furniture, tools, supplies,








and resources of the types and quality used by business/industry in the








occupational area for which students are being trained are provided and used.


100. E
M
B


Students use up-to-date and relevant occupational training resources and








materials in the occupational area for which the student is being trained.


Place a check mark in the blank(s) to indicate the types of instructional delivery arrangements used in the Family and Consumer Sciences Career Preparation classes on this campus.


101. _____
cooperative education


102. _____
internship


103. _____
job shadowing


104. _____
mentoring


Items 105 - 115 should be marked in reference to Family and Consumer Sciences Career Preparation classes on this campus.


105. E
M
B
NA

Students participating in paid work-based training and receiving two credits for








the course average 10 hours per school week in work-based instruction and








average 1 hour per day in classroom instruction.


106. E
M
B
NA

Students participating in paid work-based training and receiving three credits








for the course average 15 hours per school week in work-based instruction and








average 1 hour per day in classroom instruction.


107. E
M
B
NA

Students participating in unpaid work-based training and receiving two credits








for the course average 2 hours per day in classroom and/or work-based








instruction.


108. E
M
B
NA

Students participating in unpaid work-based training and receiving three credits








for the course average 3 hours per day in classroom and/or work-based








instruction.


109. E
M
B


All students in a class are enrolled for the same number of credits.


110. E
M
B


Each student receives individualized instruction that is correlated with their








work-based training in the occupational area for which the student is being








trained.


111. E
M
B


An approved written training agreement (training plan) between the school and








the training sponsor for each student is on file in the local school district within








the time period stated in the current copy of TEA's Student Attendance








Accounting Handbook.


112. E
M
B


During classroom individualized instruction, students use up-to-date and








relevant occupational training resources and materials in the occupational area








for which the student is being trained.


113. E
M
B


Individual student records are maintained that include work-based training








experiences, training sponsor evaluations, and  wage and hour reports








(applicable for students receiving paid work-based training).


114. E
M
B


Each teacher assigned to a Family and Consumer Sciences Career








Preparation class visits each training station at least once during each grading








period and more frequently as needed to coordinate classroom instructional








activities and to supervise and evaluate the work-based training.


115. E
M
B


Each teacher has a coordination period, such as a specific class period in








addition to their required conference period, in their teaching schedule to permit








time for coordination of student classroom instruction with the work-based








training sponsor.


SECTION X:  OVERALL  SUMMARY  OF  FAMILY  AND  CONSUMER  SCIENCES  PROGRAM


Major Strengths:


Major Areas of Concern:


Recommendations/Plans for Program Improvement:


Other Comments:


Signature and Title of Evaluator(s)


_____________________________________________________________


_____________________________________________________________


_____________________________________________________________
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Health Science Technology Education
Program Evaluation

(TAC), Title 19, Part Il Chapter 75, Subchapter BB
75.1025 Program Evaluations.
Each district and consortium shall annually evaluate its career
and technology programs.

The Health Science Technology Education (HSTE) Program Evaluation was
developed to assist districts in evaluating and improving programs. The
criteria may be used to identify program strengths as well as areas for
improvement. The HSTE Program Evaluation was designed for use by the
program instructor in conducting a comprehensive self-evaluation as well as
by an external evaluation team. The criteria do not incorporate all of the state
and federal rules and regulations, but should assist districts to offer quality
HSTE programs which lead to higher student achievement.

It is recommended that a program evaluation team be composed of at least:

An HSTE instructor

A Counselor

An Administrator

A student who is currently enrolled in Health Science Technology Education
A person representing students with special needs

At least two industry or education partners

A parent of a current or former HSTE student

Date of Report Name of Reviewer

Name of School

Name of Instructor






Health Science Technology Education

Evaluation Criteria

When evaluating an HSTE program, check the number that best describes the
degree to which the program meets the quality indicators by using the following
assessment levels:

4 - indicates superior quality

3 - indicate s good quality

2 - indicates minor
improvement needed

1 - indicates major
improvement needed

N/A - indicates item not

Levels of Assessment

Interpretation of Level

Exceeds program standards

Meets program standards. Additional

technical assistance not necessary.
Indicated areas could be improved.

Falls below program standards.
Demonstrates limited effectiveness.
Additional technical assistance and/or

resource utilization is required.

need.

applicable

1.0 Philosophy and Goals

1.1

1.2

1.3

1.4

A written statement of philosophy and goals exists for each
HSTE program offered (consistent with local, state, and
national standards) and is available for administrators,
instructors, parents, students, and industry partners.

HSTE program goals and evaluations are reviewed annually by
administrators, instructors, education and industry partners.

The philosophy, goals, and objectives of the HSTE program
reflect the needs of students, parents, and community.

HSTE courses are open to all students regardless of race,
gender, ethnicity, religion, or disability in accordance with state
and federal laws.

Does not apply to this program.

4 3 2

Little or no effectiveness. A great deal of
technical assistance is an immediate

1 N/A





2.0 Student Enroliment

2.1

2.2

2.3
2.4
2.5

2.6

2.7

Students enrolled in the HSTE program meet eligibility
requirements and have the intellectual ability and social
maturity to benefit from the instruction.

Students with special needs are enrolled in the HSTE program
in proportion to community demographics.

Ethnic enroliments in HSTE are proportionate to community
demographics.

The HSTE program reflects non-traditional enroliments.

HSTE enroliment and class sizes are appropriate for safe and
effective learning.

Appropriate procedures have been implemented when placing
students with disabilities into the HSTE program:

a. assessment of student interests and abilities.

b. placement by an Admissions, Review, and Dismissal (ARD)
committee which includes the HSTE instructor.

c. an Individual Education Plan (IEP) is developed to provide
appropriate instruction for the student.

d. appropriate modifications of instruction and/or equipment as
specified by the IEP

Annual nondiscrimination public notices have been
disseminated to students, employees, education and industry
partners, and the community at the beginning of the school
year and are included in the recruitment materials.

4 3 2

1 N/A





3.0 Instructional Objectives, Competencies, and TEKS
4 3 2 1 |NA

The following Health Science Technology Education
opportunities are currently being offered by this program:
(check courses offered)
Introduction to Health Science Technology
Health Science Technology |
Health Science Technology I
Health Science Technology Il
Scientific Research and Design
3.1 Anatomy and Physiology of Human Systems
Medical Microbiology
Pathophysiology
Medical Terminology
Gerontology
Clinical Nutrition
Pharmacology
Mental Health
HSTE Independent Study

Written instructional objectives have been developed with input
3.2  from education and industry partners and contain a description
of the standards of performance required of students.

33 There is evidence of active parental, student, and industry
' involvement in program planning, design, and implementation.

34 Instructional objectives are based on the Texas Essential
' Knowledge and Skills (TEKS).

3.5 Curriculum guides are used to guide the instructional process.

36 Lesson plans are developed as a component of the
' instructional process.

Instructional objectives are discussed with students at the

3.7 beginning of each course.
Standards for measuring academic and technical competency
38 levels have been identified, are consistent with the instructional

objectives and school policy, and are presented to the students
at the beginning of each course.

Evidence of pre-testing and post-testing for student
3.9 competency achievement is maintained for each student
enrolled in an HSTE program.

Instructional strategies prepare students for high-skilled, high-
3.10 wage, and high demand occupations and provide opportunities
for upward mobility in employment.





3.11

3.12

3.13

3.14

3.15

3.16

3.17

3.18

3.19
3.20

Evidence that the HSTE program is academically integrated
(minutes of joint meetings with HSTE and academic
instructors, lesson plans, special projects)

Curriculum is enriched with resources (speakers, field trips,
job shadowing, computer technology, internet research, etc.)

Safe transportation resources are available for field trips and
clinical experiences.

Safe and appropriate use of facilities, equipment, supplies, and
safety protective equipment is included in the instructional
process prior to student use.

Appropriate accommodations are made for students with
special needs including disabled, LEP, special population
students, minorities and students with gifted abilities.

There is evidence that the HSTE instruction for students with
disabilities is consistent with the student's |IEP.

Instructional materials are appropriate, sufficient, relevant, and
current to accommodate student learning styles.

The HSTE instructor is involved in the selection and acquisition
of instructional materials for a quality program.

Records of purchases and invoices are maintained.
Rate the overall effectiveness of instructional resources for:
a. professional speakers

b. skill demonstration

c. internet research

d. laboratory projects

e. independent study

f. multimedia presentations

g. group/cooperative projects

h. individual projects

i. writing assignments

j. reading assignments

k. computer hardware

|. software programs

m. assessment strategies

n. other

4 3 2

1 N/A





3.21

3.22

3.23

3.24

3.25

4.0

4.1

4.2

4.3

4.4

4.5
4.6

A variety of resources are accessible to students (including
health career information and employability materials).

Bias-free instructional materials are used and instruction
reflects nondiscriminatory practices.

Academic excellence is encouraged and recognition is
provided for student achievement through HOSA, honor
societies, Tech-Prep, dual enrollment, or advanced technical
credit.

Students have the opportunity to complete a course evaluation.

An effective public relations program is being conducted in the
school and community (radio, TV, newspaper, brochures,
community health fairs).

HSTE Paid Work Based Learning (WBL)

In the selection process, students are interviewed to determine
career interests and to explain the HSTE program, job
qualifications, training, employer  expectations and
transportation requirements. The selection process is free from
discrimination based on ethnicity, gender, disability, and LEP.

Students selecting HSTE paid WBL must receive school-based
instruction and individualized occupationally specific work
based training under the supervision of an employer which
provides the student with the broadest possible understanding
of healthcare employment opportunities.

An individualized Training Plan (Paid) agreement with the
employer, the student, a parent/guardian, and the school is
signed and on file for each student.

Training plans are up-to-date, contribute to the student's
employability skills and contain the required essential
knowledge and skills.

Individual student records include the training plan, wage and
hour reports, and employer evaluations.

Students enrolled in paid WBL receive either:

a. 2 units of credit - and have an average of 1 hour classroom
instruction each day and an average of 10 hours work-based
instruction each week.

b. 3 units of credit - and have an average of 1 hour classroom
instruction each day and an average of 15 hours of work-based
instruction each week.

4 3 2

1 N/A





4.7

4.8

4.9

4.10
4.11

412

5.0
5.1

5.2

5.3
54

5.5
5.6
5.7

6.0
6.1

6.2
6.3

6.4

The HSTE instructor uses discretion in selecting training
stations that are appropriate for the student's occupational
objectives and abilities.

The HSTE instructor supervises students' work-based training
through site visits at least six times each school year.

Continuous evaluation of student progress is made jointly by
the HSTE instructor and training station supervisor.

HSTE students exhibit professional grooming and appearance.
HSTE students maintain ethical and legal standards.

Training station supervisors and health care facilities are given
appropriate recognition for participation.

4 3 2

1 N/A

HSTE Clinical Rotation/Preceptorship/Internship

A written affiliation agreement is on file between the school and
each participating health care facility.

A signed Training Plan (Unpaid) between the student,
parent/guardian, health care facility, and the school is on file
for each student enrolled prior to the unpaid WBL experience.

HSTE students have close, direct professional supervision
during clinical experiences.

Each HSTE student is clearly identified as a STUDENT with an
appropriate nametag.

The HSTE instructor supervises and monitors the clinical
experience and student evaluation records are on file.

HSTE students exhibit professional grooming and appearance.

Industry partners and participating health care facilities are
given appropriate recognition.

Student Organization - HOSA

Membership in HOSA is open to all eligible students without
regard to race, gender, ethnicity, or disability.

Goals and objectives of the local HOSA chapter are consistent
with state and national goals.

All HSTE students are provided opportunities to participate in
activities that promote leadership, scholarship, and competitive
events.

The HOSA chapter focuses on the development of leadership
skills and reinforces HSTE instructional objectives.





6.5

7.0

7.1

7.2

7.3
7.4
7.5

7.6

7.7

7.8

7.9

7.10

7.11

712

7.13

Supporting industry partners and health care facilities are given
appropriate recognition by HOSA chapters.

Faculty Responsibilities and Support

HSTE instructors have appropriate, valid certification
credentials on file with the local school district or are currently
seeking teacher certification as approved by SBEC.

HSTE instructors are provided with opportunities to attend
professional development conferences, workshops, and/or
courses that enhance teaching effectiveness and knowledge of
and/or skills in health care.

New technologies for professional development are utilized
(on-line seminars, teleconferencing, distance learning).

Funding is available for instructor professional development.

HSTE instructors exhibit professionalism through membership
and participation in professional organizations.

HSTE instructors are provided staff development in integrating
academic and technical knowledge and skills.

Counselors and administrators are familiar with the goals and
objectives of the HSTE program and are informed of current
local and national employment trends, occupational information
and career opportunities in health care.

Professional development opportunities are available for
administrators, counselors, and HSTE instructors in health
care industry settings.

HSTE program budget is prepared with input from instructors.

HSTE instructors have access to individual student files
containing the assessment of interests, abilities, and special
needs and use the information appropriately to direct effective
learning (IEPs).

Instructors, counselors, and administrators facilitate articulation
with post-secondary institutions and keep students informed of
articulation opportunities.

The HSTE instructor acts as a role model for students and
exhibits leadership, ethical and professional practices.

HSTE instructor maintains accurate and current documentation
of student attendance and participation in the HST program.

4 3 2

1 N/A





8.0

8.1

8.2

8.3
8.4

8.5
8.6

8.7

9.0

9.1
9.2

9.3

9.4
9.5

9.6
9.7

9.8

9.9

Partnerships That Work

There are active partnerships with education and industry
partners, community members, counselors, administrators,
parents, and students.

HSTE partnerships reflect representation from both genders as
well as the ethnic diversity of the community.

Guidelines, policies, and procedures have been established for
the operation and maintenance of HSTE partnerships.

Education and industry partnerships support program goals
and objectives, assist with long-range planning, conduct
annual evaluations, and market the program to the community.

HSTE instructors communicate with education and industry
partners on a regular basis.

Agendas and minutes of each partnership meeting are
maintained and distributed as appropriate.

There is evidence that recommendations of HSTE partners are
reviewed by the administration and appropriate action taken.

Facilities, Equipment, and Safety

Facilities are adequate to support the full scope of the HSTE
program.

Facilities are well maintained, in good repair, and organized.

Equipment and materials are comparable to those currently
used in the health care industry and comply with local, state,
and federal health and safety guidelines and regulations.

The space and physical arrangements of the HSTE facilities
are conducive to safe and effective instruction and learning.

Adequate office space is provided which contains a functional
computer, printer, telephone, fax, and internet access.

Sufficient storage is provided for HSTE equipment, supplies,
materials, and student records.

An inventory is maintained for all HSTE equipment, materials,
and supplies and equipment purchased with state and federal
funds are marked and easily identifiable.

HSTE facilities are easily accessible for students with
disabilities.

HSTE laboratory space meets guidelines for safe and effective
learning.

4 3 2

1 N/A





9.10

9.11

9.12
9.13

9.14

Adequate operating funds are available to replace
outdated/malfunctioning equipment and to purchase state-of-
the-art technologies for the HSTE program.

The HSTE classroom./laboratory is well maintained, and meets
health and safety regulations.

Hand washing facilities are accessible and functional.
Safety rules and enforced and emergency exits are posted.

An appropriate hazardous waste disposal system is available
for the HSTE program.

Suggestions and Comments:






Marketing Education
Technology

Program Evaluation






MARKETING EDUCATION TECHNOLOGY
PROGRAM EVALUTION

School Year Date

School District

Name of School or Campus

Address

County/District No.

Name of Superintendent Email address FAX

Name of CTE Director Email address FAX





A career and technology education program shall provide competency-based, applied
learning leading to both academic and occupational competencies through a coherent
sequence of courses in which academic and career and technology education are
integrated.

A career and technology education program shall be of such size, scope, and quality as
to be effective in improving academic and occupational skill competencies of students,
while providing strong experience and understanding of all aspects of the industry the
students are preparing to enter.

An individual who is a member of a special population shall be provided equal access to
recruitment, enrollment and placement activities. Special population individuals shall
include those with a disability, who are educationally or economically disadvantaged,
including foster children, those with limited English proficiency, or an individual who
participates in programs designed to eliminate sex bias.

Each district shall annually evaluate the size, scope, quality and effectiveness of its
career and technology education programs.

A school district may use federal career and technology education funds to provide
opportunities for student participation in local chapters of approved student leadership
organizations related to each career and technology education program being
conducted. A student shall not be required to join student organizations, and shall not

be released from classes for the purpose of attending a meeting of a career and
technology education student organization.

The statements below relate to the quality of the business education courses. Following
each statement is a letter representing the level of evaluation.

E = Exceeds Quality Standard

M = Meets Quality Standard

B = Below Quality Standard
Please circle only one letter in each group.

e e

Section | Professionalism

1. The accuracy of the information in enroliment and follow-up
reports may be substantiated by written records maintained
in the business education department. E M B





2. The departmental staff meets periodically to review
courses to determine methods of improvement and/or
adding new courses.

3. The teaching staff regularly attends meetings regarding
in-service training

4. The teaching staff is provided the opportunity to
attend professional meetings.

5. The teaching staff participates in professional improvement
workshops sponsored by the Texas Education Agency to
acquire new and improve existing skills.

6. Business education facilities are kept clean, neat, and
in an orderly fashion.

Recommendations and/or Comments:





Section Il Course Goals and Objectives

1. Clearly written course goals and objectives, considering
the needs and interests of students, have been developed.

2. Course goals and objectives are reviewed periodically
by teaching staff, administrators, and advisory
committee, and revisions are made as needed.

3. Student performance objectives are considered in the
development of course goals and objectives.

4, Written instructional objectives have been developed,
which contain a description of standards or level
of performance required of students.

5. Written goals for the teaching and reinforcement of
basic skills are provided.

6. Learning objectives are discussed and presented
to students at the beginning of the school year.

7. Adequate provisions are made for educating students
who are members of special populations.

8. Student selection is based on interest and aptitude for
employment in an office occupation.

9. Follow-up data are available and on file on students
completing comprehensive/work-based course(s).

Recommendations and/or Comments:





Section Il Curriculum and Instruction

1. Current basic curriculum guides are followed in each

of the courses offered by the department. E M
2. Current guidelines were used in developing the local

teaching plan. E M
3. Lesson plans are prepared for all courses offered

by the department in conformity with the school policy. E M
4, Completion of comprehensive/work-based courses provides

the student with the skills required for entry level employment. E =~ M
5. A variety of instructional materials are available and

are utilized. E
6. Teachers use a variety of teaching methods. E M
7. Standards for measuring level of performance have

been identified and are consistent with instructional

objectives and school policy. E M

Recommendations and/or Comments:





Section IV Local Advisory Committee

1. Guidelines, policies, and procedures have been
established for the operation and maintenance of
a local advisory committee.

2. The advisory committee is composed of people
representing occupational areas related to the
business education courses, and includes representatives
of management, labor, education, and the general public.

3. Advisory committee meetings are held on a regularly
scheduled basis.

4, Minutes of each advisory committee meeting are prepared
and distributed to members and school administration.
B

5. Suggestions for course(s) improvements are solicited

from committee members.

6. Advisory committee recommendations are reviewed by
school administration and business education teachers
and appropriate action is taken.

Recommendations and/or Comments:





Section V Vocational Student Organization

1. Goals and objectives of the student organization local chapter

have been prepared with the assistance of chapter members. E M
2. The school administration and staff are made aware

of student organization goals and objectives. E M
3. The chapter program of work was prepared by a

committee(s) of chapter members. E M
4, Chapter officers are elected based upon interest and

qualifications of the members seeking office. E M
5. A description of each chapter officer's role and

responsibilities has been discussed with the officer. E M
6. Using established bookkeeping procedures, an accurate

record of all chapter financial transactions are kept

and maintained within chapter guidelines. E M
7. The chapter reporter, members, and teacher(s) prepare

publicity for the media and maintain a chapter scrapbook. E M
8. The chapter sponsors activities to acquaint members

with office careers and occupations. E M
9. All members were given basic instruction in all

leadership areas and the opportunity to participate

in organized competitive events. E M

10. Chapter members were given instructions necessary
to compete for area, state, and national offices. E M

11. Chapter representatives attended the last area conference. E

12.  Chapter representatives attended the last state conference. E M
13.  Special activities were planned and conducted by the chapter

during National Vocational Education Week. E M
14.  Monies from student activity funds or other sources are

adequate to support chapter activities. E M
15.  Chapter held employer appreciation event. E

16.  All students enrolled in business education courses are
encouraged to become members of a student organization. E M

Recommendation and/or Comments:





Section VI Comprehensive/Work-based Delivery System

1. Written training plans which include a variety of activities

at different levels of responsibilities are prepared for each

student. E M
2. Classroom instruction is related to on-the-job experiences

and includes safety and labor laws. E M
3. The most recently revised curriculum for the course in which

the student is enrolled is available and being utilized. E M
4, A continuous evaluation of student progress is made

by the teacher and training station supervisor. E M
5. Periodic conferences involving the student, training

station supervisor, and teacher are conducted. E M

Training Stations

1. Procedures have been established whereby students are
placed in training stations in accordance with their abilities.E M

2. All the items listed below are used as criteria in selecting
training stations. E M
a. Type of occupation g. Stability of employment
b. Opportunities for rotation h. Hours of employment
c. On-the-job supervision i. Facilities and equipment
d. Working conditions j. Employer-employee relations
e. Reputation k. Accessibility
f. Business attitude . Wages

3. Cooperating businesses and training station supervisors
are given recognition. E M

Student Selection

1. Criteria have been developed and serve as a basis for
student selection. E M
2. In the selection process, students are interviewed to

determine occupational interest and to explain job
qualifications, training, and transportation
requirements. E M

Recommendations and/or Comments:





Section VII Facilities and Equipment

The following statements pertain to the adequacy of facilities and equipment.
Circle the appropriate response for each statement.

1.

2
3
4.
5
6

10.

11.

12.

Facilities are adequate for type of instruction given. Yes
Facilities meet standards for handicapped students. Yes
Facilities meet standards for both male and female students Yes
Adequate money is budgeted for the classroom laboratory. Yes
Classroom equipment is in a good condition. Yes

There is an adequate number of computers available
for the students in the largest class. Yes

Machines and equipment in the classroom are similar to those
found in occupations for which students are being prepared. Yes

Materials and supplies are available in sufficient quantities
for teaching the courses offered. Yes

Fire extinguishers are well-marked and accessible to students
and teachers. Yes

An annual inventory is taken of all machines, equipment,
and supplies; and copies are given to the appropriate
administrators. Yes

Office machines and equipment are marked in order that
ownership may readily be determined. Yes

Equipment purchased with state and federal funds may be
easily identified. Yes

Recommendations and/or Comments:

No
No
No
No
No

No

No

No

No

No

No

No





Section VIII Budget

The following statements concern the adequacy of the Business Education
budget provided by local funds. Please circle the appropriate response next to
the statement.

1. The teaching staff and administration cooperate in the budgeting
of teaching materials, equipment, and supplies used by the department.
Yes No
2. A written budget request for equipment, supplies, and other
departmental expenses is prepared annually.
Yes No
3. Accurate records of budgeted funds are kept in the department
Yes No
4. The present budget received by the department is adequate. Yes No

Recommendations and/or Comments:





Section IX Summary

Major Strengths:

Major Weaknesses:

Major Recommendations:

Other Remarks:

Evaluator's Signature (s) Title





		A career and technology education program shall provide comp



