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CTSO Internet Scavenger Hunt
You have 30 minutes!

From the National Website:


(List address:______________________________________________________)


How many national members does the organization have?


What types of competitive events can you find that match what you do in the classroom?


Does the national organization have scholarships available?


When is the next national conference for students?


Where is the national office located?  Its phone number?


Does the national organization have business/corporate partners?  Who are they?

What resources are available for advisors?

From the State Website:


(List address:______________________________________________________)


Who is the State Advisor?

How is the state split (into areas, districts, regions)?  Explain.


How much are membership dues and when is the deadline?


When is the next leadership opportunity for your students?


When is the State level of competition?  Where will it be held?

Are there statewide scholarships available?










CTSO

OPERATIONAL GUIDELINES HANDBOOK


LOCAL CHAPTER EDITION

TABLE OF CONTENTS

INTRODUCTION
                                                                                         1  





3


SUPERVISION AND TRAVEL OF STUDENTS



1-2


ROLE OF ALUMNI







2-3

CODE OF CONDUCT FOR STUDENTS




3-4

EXPECTATIONS OF CTSO STATE OFFICERS



4-5

CTSO MEDICAL RELEASE FORM




6


INTRODUCTION


 


This reference shall serve as a resource and guide to those persons who assume the responsibility of a Career and Technical Student Organization. 


The United States Department of Education (USDOE) recognizes the educational programs and philosophies embraced by the following Career and Technical Student Organizations (CTSOs) as being an integral part of career and technical education (CTE) instructional programs. The responsibility for CTE instructional programs and related activities, including CTSOs, rests with state and local education agencies. The USDOE allows states to use Federal Carl D. Perkins funds to provide leadership and support for the CTE student organizations (SEC 124).


USDOE Recognized CTSOs

· Business Professionals of America (BPA) - Texas 


· DECA, Texas Association 


· Future Business Leaders of America (FBLA) - Texas 


· Family, Career and Community Leaders of America (FCCLA) 


· Health Occupations Students of America (HOSA) 


· SkillsUSA 


· Texas FFA Association 


· Texas Technology Students Association (TSA) 


Representatives of the Career and Technical Student Organizations developed the information in this document. Principals and teachers from Texas high schools and area technology centers provided valuable insight and suggestions to help improve this document.


 


The intent of the document is to assure that the student organization guidelines are compatible and are not in conflict with each other.


Since this document represents secondary career and technical student organizations in a generic manner, it is recommended that each student organization have its own addendum, which is more specific to the nature of that organization. Also organizations with postsecondary students/ officers should develop policies that meet their specific needs.


SUPERVISION AND TRAVEL OF STUDENTS


1. Local advisors shall be responsible for supervising students attending and participating in student organization events and activities.  


2. When traveling, students shall be accompanied by the local advisor who is an official chaperone and a member of the school faculty.  Other school faculty or administrative staff may be utilized when the advisor is unable to travel or the size of the group warrants a second chaperone.  Students may not drive themselves to any CTSO event held at the regional, state, or national level.      


3. Under the direction and supervision of local advisors, adult/parent volunteers who have been approved by the district may assist with supervisory responsibilities.  Adult volunteers shall be at least twenty-one (21) years of age, shall not be a violent offender or convicted of a sex crime and shall submit to a criminal record check.  


4. When traveling out of the local community, a medical release/parent permission form should be signed for each student.  The local adviser should bring these forms to each student activity. (See Sample on page six.)


5. When traveling to student organization events, including overnight trips, male and female chaperones are recommended when the group includes both genders.


6. Districts sharing an official chaperone should use the CTSO Advisor/Chaperone Consent Agreement.


7. A ratio of one chaperone for each eight students is recommended.


8. Students shall be transported to student organization events and activities in accordance with state and local policies.   A vehicle driver who is transporting students shall be a school employee or a person contracted by the school district or state agency.  


ROLE OF ALUMNI


1. Alumni of Career and Technical student organizations may support and assist with local, regional, and state activities.   Some examples include judging competitive events, serving as resource persons, and organizing fund raising events.


2. Alumni of Career and Technical student organizations who qualify as adult volunteers under local and state guidelines may assist with supervisory responsibilities.  See section on Supervision and Travel of Students item #three for definition of adult volunteers.  


3. Alumni members are not approved to transport students to student organization events and activities.


4. Alumni are expected to conduct themselves at all times in a manner that would reflect positively on the organization. 


CODE OF CONDUCT FOR STUDENTS


Local Advisors/Teachers/Approved Chaperones shall be responsible for their students at all times.


Each Career and Technical Student Organization will adopt a Code of Conduct for its organization to be followed at all regional, state and national functions.  This Code of Conduct shall include at least the following:


1. Participants shall attend all sessions in accordance with the conference agenda.


2. Participants’ behavior at all times should be such that it reflects credit to them, their school, and their organization.


3. All conference participants shall wear their conference ID while participating in conference activities.


4. Participants shall keep advisors informed of where they are at all times.


5. Participants shall sleep in the rooms for which they are registered.


6. Students are expected to observe the designated curfew.  (Curfew is described as being in your own assigned room by the designated hour.) Curfew times are listed in the conference program.


7. Participants are expected to respect hotel property and contest facilities and equipment.  The individual(s) and/or parents/guardians must pay any damages to the property or furnishings in the hotel rooms or building.


8. Participants shall be considerate and respect the rights of their roommates and other hotel guests by refraining from behavior that may disturb others.  Do not make excessive noise or have the radio or TV at a high volume.


9. Conference participants shall not possess or consume alcohol, drugs, or any form of artificial stimulant while traveling to, during, or returning from the conference/contest site. (Drugs prescribed by doctors are permissible in original container.)  Violators will be expelled from the conference and turned over to the proper authorities.  Chapter advisors will notify parents/guardians and school principal of the action taken.


10. Visitation of male and female members of the opposite sex in hotel guest rooms is strongly discouraged.  Permission from advisors of both parties and adult supervision must be obtained before visitation can take place.  It is the responsibility of the chapter advisors to provide proper supervision between visitations of the opposite sex.


11. Participants are to report any accidents, injuries, or illnesses to their advisor immediately.


12. Use of tobacco products is prohibited in business sessions, workshops and other scheduled conference activities and while in official dress.


13. Participants shall refrain from using profane language, making obscene gestures, or performing acts that would mar the image of the organization.


14. When leaving the hotel or conference site, students are to stay in groups of at least 3 or 4.


15. Students shall not participate in any activity that might cause personal injury to himself or herself or the person.  Any participant found in violation of hotel safety codes or criminal laws may be sent home at the students’/parents’/guardians’ expense.  The chapter advisor will contact the parents/guardian and the school principal.


16. The State Career and Technical Staff Person has the right to take immediate      action when violations occur, including sending individuals home at their own expense.  In the event this occurs, the local advisor or the assigned chaperone will contact the parents/guardian and the school personnel.


EXPECTATIONS OF STATE OFFICERS


1. State Officers shall represent the organization at all times in a manner that will reflect a positive image.


2. State Officers shall set an example for all members by adhering strictly to the Code of Conduct for Students as established by each organization.


3. State Officers are expected to carry out the duties of their office, including:


a. Being prepared to serve a full term representing their school and district.


b. Attending local, state, and national activities including state and national conferences.


c. Attending all State Officer training activities, some which may be out of state.


d. Serving the needs of local chapters and regions, including assisting with training local and regional officers.


4. State Officers found to be in violation of the above shall be reprimanded which may include resignation from their office according to each individual organization’s policies.


CAREER AND TECHNICAL STUDENT ORGANIZATION ACTIVITY


MEDICAL RELEASE/PARENT PERMISSION FORM


Local Education Agency (original to educational records)


INSTRUCTIONS:  Students, parents/guardians and chapter advisors must complete this form for each student participant as a prerequisite for the student to attend a career and technical student organization activity.  Each chapter advisor must bring the completed forms to the student activity. 


Student  _______________________________
Parent/Guardian _____________________________
Spouse (if married)  ______________________
Address ____________________________________


Home Address __________________________
Phone: (W) _____________  (H)________________


 ______________________________________
Alternate Contact ____________________________


Phone: (W) ____________________________
Address ____________________________________


Student’s Doctor ________________________
Phone (W) ______________ (H)________________


Address________________________________
Advisor ____________________________________
______________________________________
School _____________________________________


Phone: ________________________________
Administrator _______________________________


School Phone ___________________________
School Fax: _________________________________

Student covered by group or other medical insurance as follows:


Name of Insured_________________________ 
Insurance Co. _______________________________


Group #________________________________
Policy # ___________________________________


Please describe completely any medical condition (past or present) being treated, which may recur or be a factor in medical treatment (include allergies, medicine reactions, disease of any kind, physical handicap, heart or lung problems, seizures, convulsions, blackouts, etc.) If currently taking medication, state the medication and prescribing physician and phone number: ________________________________________


(Attach separate form if necessary)


Parent/Guardian please check one and sign:


________ I give permission for immediate medical treatment as required in the judgment of the attending physician.  Notify me and/or any person listed above as soon as possible.


________ I do not give permission for medical treatment until I have been contacted.


Parent/Guardian Signature: _____________________________________
Date: _________________




I CERTIFY THAT THE INFORMATION DESCRIBED ABOVE IS ACCURATE AND COMPLETE TO THE BEST OF MY KNOWLEDGE.  I UNDERSTAND THAT EACH INDIVIDUAL IS RESPONSIBLE FOR HIS/HER OWN INSURANCE COVERAGE DURING THIS ACTIVITY.  I GIVE PERMISSION FOR ______________________


TO ATTEND A CAREER AND TECHNICAL STUDENT ORGANIZATION CONFERENCE AND HEREBY RELEASE THE STATE AND LOCAL ORGANIZATION AND ANY ADULT IN CHARGE OF THE GROUP FROM ANY LEGAL OR FINANCIAL RESPONSIBILITY WITH RESPECT TO MY PERSONAL OR MY STUDENT’S PARTICIPATION.


Signature of Parent/Guardian ___________________________________
Date: ________________


Signature of Student __________________________________________
Date: ________________







__________________________________________________


CHAPTER/SCHOOL 













Adapted From:  http://www.kde.state.ky.us/NR/rdonlyres/F7596D42-B0A4-4550-B4CD-A79134A978F3/0/CTSOOperationalGuidelinesLocal.doc
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STUDENT ORGANIZATION PRESENTATION


INFORMATION WORKSHEET


Directions:  Prepare information for your presentation to students that will motivate them to join the student organization that ties to your CTE program area.

When will you present this information?


How long will you spend on presenting information?


Why should they join?


What can the organization offer them?


How much does it cost?


What do they get to do in the organization?


Why compete?


How much time does it take to participate?


When will meetings be held?


Planned Objections: (What will your responses be?)


I’m so busy:



I don’t have the money:



This sounds like too much work:



I didn’t even sign up for this class:


Motivational Tools: (Will you use any of these?  If so, which ones?)


Handouts



Videos



Pictures



Promotional items (T-shirts, etc.)








Career and Technical Education

Career and Technical Student Organizations 









Career & Technical Education= student success

• 	It’s for students who want to “do” things

•   It strengthens academic achievement

•   It adds relevance to instruction







Career & Technical Education students

•	Learn by doing.



•	The skills they learn lead to careers. . .



•	Careers America is counting on







Career outlook

65% of all jobs are skilled occupations

Only 20% of all jobs are in professions

Only 15% are unskilled

Source: U.S. Dept. of Labor

JOBS







Career outlook

		Largest, fastest-growing part of American economy is the technical workforce.

		Occupational skills are in demand and well paid.











Who takes CTE courses?

		96% of all high school students take a course

		20% of all high school credits are in CTE

		44% take three or more Career and Technical Education classes



Source: U.S. Dept. of Education







What do students need to succeed?





Academic skills

Job skills

Employability skills







What are employability skills?

		Communications





		Team working

		Leadership

		Goal setting

		Resource management

		Using technology

		Personal responsibility

		Higher-order thinking









Are employability skills important?

“The major skills lacking in. . .workers are basic employability skills. . .”

National Association of Manufacturers, 2001







These essential skills promote:





• Academic success

• Career success

• Self-confidence

• Positive attitudes







CTE prepares students for:

		College





		Careers 





		Life and leadership in their communities 









A Partnership for

Student Success







Student organizations are integral to instruction

		Career and Technical Student Organizations (CTSOs)

		Unique in public education 

		Co-curricular activities and  experiences for students

		The way CTE teaches employability skills

		Strengthen CTE instruction overall









Eight national co-curricular CTSO’s

		There is a CTSO for every discipline

		Included in federal legislation

		Endorsed by the National Association of Secondary School Principals

		Recognized by the U.S. Department of Education

		Supported by state directors of CTE and

		Supported by state departments of education









Together, they represent:

		1.6 million students annually

		58,000 instructors

		45,265 chapters

		3,081 national business sponsors and partners









Who are they?

DECA—An Association of

Marketing Students







Who are they?

Future Business Leaders of America - Phi Beta Lambda (FBLA-PBL)







Who are they?

Family, Career and

Community Leaders of

America (FCCLA)

Family & Consumer Sciences Students







Who are they?

Health Occupations

Students of America

(HOSA)







Who are they?

National FFA

Organization









Who are they?

SkillsUSA

Industrial Education Students







Who are they?

Technology Student

Association (TSA)







Value added to CTE

		Student identity





		Exciting activities supporting curriculum

		Hands-on and academic applications

		Student experiences including competitions and leadership seminars









Value added to CTE

		Student experiences as citizens



•	Community involvement







Value added to CTE

		Industry partnerships





		Involve industry in classroom and labs

		Help CTE meet industry standards

		National, state and local partnerships

		Valued in the millions of dollars

		Supporting students and instruction









Examples of programs







		Skill competitions based on national standards



		College scholarships



		Instructor scholarships



		“Virtual Business Challenge”



		Student/instructor workshops



		Internet-based courses



		Technology Business Skills Certification



		National Technology Achievement Award



		“Directions” Officer Training



		“Professional Development Program”









CTSOs connect students

		To each other







		To industry

		To their instructors

		CTSOs connect students to their individual success

		We leave no child behind









Student Success

		There are 13 million students in high school



		Each one wants to be successful at work and in life



		CTE and CTSOs are dedicated to helping each student reach that goal









CTE prepares students for success





		College

		Career

		Community









CTSOs make the success connection

		Personal skills





		Professional skills

		Experiences

		Networking

		Self-esteem

		Leadership









Student organizations help:



		Instructors teach

		Industry find qualified workers

		Students learn skills for success

		Our economy grow









This presentation prepared by:

		Business Professionals of America (www.bpa.org) www.kyfbla.org 

		DECA (www.deca.org) http://www.kydeca.org 

		Future Business Leaders of America-Phi Beta Lambda (www.fblapbl.org)    www.kyfbla.org  

		National FFA Organization (www.ffa.org) www.kyffa.org 

		Family, Career and Community Leaders of America (www.fcclainc.org) www.kyfccla.org   

		Health Occupations Students of America (www.hosa.org)

		SkillsUSA-VICA (www.skillsusa.org)

		Technology Student Association (www.tsaweb.org) http://www.kentuckytsa.org 









Adapted From…

		Source:  http://www.kde.state.ky.us/NR/rdonlyres/9DDA359C-AA7F-4747-8ACB-EA0EB8E7C33E/0/UtilizingCTSOsPresentation.ppt










Code of Conduct Release

Freedom High School 


Family, Career, and Community Leaders of America (FCCLA)

This form must be read and signed by the student and parent/guardian.


1. Student behavior at all times should reflect a positive, professional image of you, your school, and the FCCLA organization.


2. Students will abide by the school dress code.




3. Students shall participate in the activities for which they are responsible.


4. Any accidents, injuries, or illnesses should be reported to the adult chaperones immediately.


5. All students will observe the curfew issued and be in their assigned rooms at this time.  They will remain in this room until the group gathers the next morning.  Students are not allowed in sleeping rooms of the opposite gender, except when a sponsor is present in the case of a meeting.


6. Students will keep their sponsor/chaperones informed of their activities and whereabouts at all times.


7. Students may not purchase, possess, consume, or be under the influence of alcohol, tobacco, non-authorized prescription medication or any illegal drugs at any time.  


For violation of any of the above, parents will be contacted 


and students may be sent home at their own expense.


I have read, understand, and agree to abide by the above regulations.


________________________________
_________________________________


Student signature

         Date
Parent/Guardian Signature
           Date


________________________________
_________________________________


Parent/Guardian home phone


Parent/Guardian alternate phone



Family, Career and Community Leaders of America, Inc.


Freedom High School FCCLA


BYLAWS


Family, Career and Community Leaders of America is incorporated as a nonprofit 


national vocational student organization for young women and men in 


family and consumer sciences education in public and private schools through grade 12.  


It is open to students of all races and religious beliefs.


ARTICLE I:  Name, Sponsors and National Headquarters


Section 1: Name

The name of the organization shall be Family Career and Community Leaders of America, Incorporated.  The name shall be used only by the national organization, state associations and affiliated chapters.


Section 2. Sponsors


The sponsors of the organization are the United States Department of Education and the American Association of Family and Consumer Sciences.


Section 3. National Headquarters


The location of the national headquarters of the organization shall be determined by the National Board of Directors.


ARTICLE II:  Mission Statement and Purposes


Section 1. Mission Statement


The mission of Family, Career and Community Leaders of America is to promote personal growth and leadership development through family and consumer sciences education.  Focusing on the multiple roles of family member, wage earner and community leader, members develop skills for life through character development; creative and critical thinking; interpersonal communications; practical knowledge; and vocational preparation.


Section 2. Purposes


Organized instruction relating to the mission is part of the family and consumer sciences education program in schools.  The purposes of the organization shall be as follows:


 


1. To provide opportunities for personal development and preparation for adult life;


2. To strengthen the function of the family as a basic unit of society;


3. To encourage democracy through cooperative action in the home and community;


4. To encourage individual and group involvement in helping achieve global cooperation and harmony;


5. To promote greater understanding between youth and adults;


6. To provide opportunities for making decisions and for assuming responsibilities;


7. To prepare for the multiple roles of men and women in today's society;


8.   To promote family and consumer sciences and related occupations.


Article III:  Membership


Section 1:  Definition of a member


Any student who has had an FCS class or is currently enrolled in one and pays dues is qualified to be a member.


Active members are those members who have paid dues, attended meetings, and are eligible to participate in all club activities.


Inactive members are those members who have not met attendance requirements and are no longer eligible for participation in club activities, both social and otherwise.  Members will be notified if they become inactive.


Section 2:  Attendance


Members are required to attend a majority of the meetings.  Members who miss more than 4 meetings per semester will be deemed inactive.


Article IV:  Officers


Section 1:  Definition of an Officer


An officer is a member who has been previously elected by club vote and who has signed the FCCLA Code of Ethics.  The officer will hold a leadership position with various responsibilities, which are outlined in section 3.


Section 2:  Election


Officers will be elected during a general club meeting near the end of the school year. During that meeting candidates will be expected to present a prepared speech of reasonable length to the members, advisors, and other officer candidates. All active members of FCCLA will be able to vote for each office by ballot.


Section 3:  Officer Description, Duties, and Roles


President:  The president will meet with the advisor to plan the meeting agenda, will carry out the agenda at the meetings, and will serve as the contact person. The president presides over this chapter of FCCLA under the advisor.  


Vice-President:  The vice-president will be responsible for updating the FCCLA board frequently as well as submitting announcement forms before every meeting.  The VP will also preside for the President if needed.


Treasurer:  The treasurer will serve as the contact person for the fundraisers and is responsible for writing out and delivering any receipts.


Secretary:  The secretary will record minutes of the meetings and keep attendance records.


Historian:  The historian will submit articles to the Tiger Talk newsletter and be responsible for completing a scrapbook for that school year throughout that same year.  


*Additional responsibilities, such as: assisting with STAR events or member recognition may become the responsibility of any office if necessary.


Section 4:  Officer Attendance


All officers are required to attend the annual summer and January meeting.  They may miss no more than 2 general meeting absences per semester.  Officers who overlook attendance guidelines may be subject to removal from office.


Section 5:  Removal from office


Removal from office will be subject to the advisor’s discretion and will be decided by a club vote.


Article V: Meetings


Section 1:  Meeting dates and times


Dates and times of general club meetings will be determined at the annual summer officer meeting.  The day before the general meeting, the president and the advisor will meet to draw up the agenda.  The president will carry out that agenda on the day of the meeting.


Article VI:  Activities (Community Service, Projects, Socials)


Section 1: Activities


The club will attempt to carry out at least one activity per month.  The purpose of these activities is to benefit both the members and the community while upholding the FCCLA mission statement.  Active members are required to participate in at least 1 activity per semester.


Article VII: Fundraising


Section 1: Fundraisers 


There will be one club fundraiser per semester.  These will be decided upon within the first month.  The money raised will be used for projects, activities, and scholarships.





 


Career and Technical  
Student Organizations


 
The United States Department of Education (USDOE) has endorsed Career and Technical 
Student Organizations (CTSOs) as a critical component of an effective Career and Technical 
Education (CTE) program. The responsibility for CTE instructional programs and related 
activities, including CTSOs, rests with state and local education agencies.  
 
I. OVERVIEW 
 


CTSOs are defined in the Federal Carl D. Perkins Career and Technical Education 
Improvement Act of 2006, Section 3. Definitions as follows: 


 
(6) Career and Technical Student Organization 


(A) In general – The term ‘career and technical student organization’ 
means an organization for individuals enrolled in a career and 
technical education program that engages in career and technical 
education activities as an integral part of the instructional 
program. 


(B) State and National Units – An organization described in 
subparagraph (A) may have state and national units that 
aggregate the work and purposes of instruction in career and 
technical education at the local level.   


 
State charters for Texas CTSOs are held by the Texas Education Agency (TEA), which 
has the responsibility for leadership and fiscal oversight of each organization, as well as 
integration of CTSO activities into a state-approved CTE program of study. TEA sponsors 
the following CTSOs: 
 
A. BPA - Business Professionals of America 
 
B. DECA 
 
C. FBLA - Future Business Leaders of America 
  
D. FCCLA - Family, Career and Community Leaders of America 
 
E. FFA 
 
F. HOSA - Health Occupations Students of America 
 
G. SkillsUSA 
 
H. TSA - Technology Student Association 


II. OVERSIGHT POLICY 
 


Unless otherwise determined by management of the TEA, a TEA CTE staff member shall 
serve as the representative to provide oversight for one or more CTSO(s).  
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The Board of Directors of each CTSO shall adopt and implement Bylaws and Policies for 
the efficient operation and fiscal management of the CTSO. TEA staff shall not be 
involved in the day-to-day operations (membership dues, finances, conference 
registration) of a CTSO except for administrative leadership of the Board of Directors and 
to review CTSO expenditures and audit reports. 


 
TEA CTE staff shall: 
 
A. provide administrative leadership and oversight at meetings and conferences in 


collaboration with the CTSO Board of Directors; 
 
B. work in partnership with the CTSO Board of Directors to cooperatively evaluate 


the CTSO for effectiveness and compliance with the goals of the CTSO; 
 
C. serve as ex-officio, non-voting members on the CTSO Board of Directors, 


including the Executive Board and its executive sessions and committees; and 
 
D. monitor the CTSO requirements for Perkins grant funds as established in the 


funding agreement with TEA, and provide administrative leadership with the 
Board of each CTSO to determine that the policies and rules are carried out in a 
timely and equitable manner. 


III. FINANCIAL ACCOUNTABILITY 
 


The USDOE allows states to use Federal Carl D. Perkins funds to provide leadership and 
support for the CTE student organizations.  


 
Title I Part B – State Provisions, Section 124. State Leadership Activities. 


(c) Permissible Uses of Funds.- 
(4) support for career and technical student organizations, especially 
with respect to efforts to increase the participation of students who are 
members of special populations; 


 
TEA CTE staff will monitor for fiscal compliance and verify that the requirements are met 
in order for the CTSO to receive Perkins funds. 


 
A. Each CTSO Board of Directors shall be responsible for ensuring financial 


accountability and shall implement checks and balances in order to accomplish 
the organization’s purposes. 


 
B. According to OP 07-04 - Agency Standards of Conduct and Conflicts of Interest, 


no TEA employee shall solicit, accept, or agree to accept an honorarium or 
remuneration in consideration for services that the employee would not have 
been requested to provide but for the employee’s official position or duties. 


 
C. AUDITS 
 


1. Each CTSO shall employ an independent certified auditor to perform an 
annual audit and issue an opinion on the accuracy and fairness of the 
entity’s financial statement. The audit shall include all accounts, 
investments, and financial activities of the organization. The certified 
auditor will attend and present the annual independent audit to the Board 
of Directors. A printed copy of the audit must be provided to each board 
member. 
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2. An electronic copy of the annual independent audit report shall be 
furnished to the TEA CTE staff and submitted to the TEA eGrants system 
as required. 


 
3. The audit cannot be paid for from Perkins funds. Perkins funds can be 


used for other allowable expenses in the budget, thus freeing up 
necessary funds for audit expense. 


 
4. Each CTSO shall submit to the TEA CTE staff, monthly or no less than 


quarterly, financial reports of cash disbursements and payments. 
 


5. Each CTSO board of directors must review and approve monthly or no 
less than quarterly, financial reports of cash disbursements and 
payments. 


 
6. All expenditures shall be tied to the mission and goals of the organization. 


Each CTSO will utilize a standardized expense reimbursement form. 
 
7. CTSOs shall have policies prohibiting the receipt and disbursement of 


currency. 
 
8. All CTSO checks shall be serially pre-numbered and accompanied by 


appropriate supporting documents as required in the Bylaws/Policies. 
Only designated CTSO representatives shall have authorization to sign 
checks.  


 
9. TEA CTE staff shall not have authorization to sign CTSO checks. 


 
D. MEAL EXPENSES 
 


1. Receipts for CTSO entertainment, meals and etc. shall have a list of the 
attendees. 


 
2. When meals are provided at no charge for all participants, neither CTSO 


participants nor TEA staff may claim reimbursement for those meals. 
 


E. CREDIT CARDS 
 


1. For CTSOs that have credit cards, itemized credit card statement(s) shall 
be submitted monthly or no less than quarterly to the TEA CTE staff. 


 
2. Each CTSO shall adopt a policy that limits the use of a CTSO-owned card 


to legitimate organizational expenses. Use of a CTSO credit card for non-
organizational or personal expenses is prohibited. 


 
3. Copies of receipts shall accompany all statements and/or payment 


vouchers before reimbursements can be approved. 
 
4. TEA CTE staff shall not be assigned or have the use of CTSO corporate 


credit cards. If authorized expenses are incurred by TEA CTE staff, 
personal credit cards may be used and reimbursement claimed on an 
expense voucher submitted to the organization. 
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F. TRAVEL POLICY FOR TEA CTE STAFF 
 


1. All CTSO travel must be approved prior to travel. Expense vouchers 
submitted to TEA by staff shall be reviewed and approved by the 
employee’s supervisor. 


 
2.  TEA CTE staff expenses may be paid by the CTSO when sufficient 


funding is not available from TEA.  Any CTSO travel reimbursement to 
TEA CTE staff will be noted in the CTSO’s monthly or no less than 
quarterly, financial reports submitted to TEA.   


 
3.  TEA CTE staff attending CTSO state conferences or CTSO board 


meetings may request compensatory time plus travel time if it is 
mandatory to attend meetings outside the normal eight hour work day. 


 
G. TEA COORDINATION 
 


1. Membership rosters and dues may not be received or processed at TEA. 
 
2.  If the CTSO Board of Directors authorizes a private post office box to 


receive mail for the organization, TEA CTE staff shall not have access to 
or responsibility for the box. 


 
3. TEA CTE staff may not be assigned a CTSO cellular telephone or other 


communication device. 


IV. PLANNING AND MANAGEMENT 
 


Each CTSO shall: 
 


A. have a policy providing membership opportunities to students previously or 
currently enrolled in a CTE state-approved  program of study; 


 
B. have a policy that requires teachers to inform administrators of a desire for either 


their students or themselves to pursue leadership roles in the organization; 
administrative notice shall include the expected times away from school and 
expenses related to meetings; and 


 
C. plan their state conferences and competitive events (if held during the school 


year) between 1:00 p.m. on Thursday and 6:00 p.m. on Saturday in order to 
balance the time students and teachers are away from school. 


V. CTE PROFESSIONAL DEVELOPMENT CONFERENCES 
 


A. CTSO activities shall include involvement in CTE statewide professional 
development conferences.  Presentations shall include techniques for integrating 
CTSO activities into the CTE program of study.  Special emphasis should be 
given to strategies to increase the participation of students who are members of 
special populations. 


 
B. CTSO state directors/officers shall schedule all CTSO activities in collaboration 


with and approval by the PDC grant recipient(s) and TEA CTE grant 
administrator. 


 
Revisions: September, 2004; October, 2006 


 4







 
 


 5





		II. OVERSIGHT POLICY 

		III. FINANCIAL ACCOUNTABILITY 

		IV. PLANNING AND MANAGEMENT 

		V. CTE PROFESSIONAL DEVELOPMENT CONFERENCES 




		






		 


[image: image1.png]

Career and Technical Student Organizations Building Our Future

 


By Susan Reese, Techniques Contributing Editor

In career and technical student organization chapters across the country, young people are learning more than just skills for a future career. Guided by the career tech educators who are their advisers, they are also learning to become good citizens who will contribute greatly to their communities and to their nation.

“Kids! I don’t know what’s wrong with these kids today,” goes the song from the 1960s musical Bye Bye Birdie, but that’s a sentiment that has been expressed in some form or another throughout history by many adults. 

Today there is a lot of negative press about youthful apathy and about juvenile crime. It seems that, when they’re not out causing trouble, kids today are listening to rap music, playing video games, or vegetating in front of the television set. Yet, a look into career and technical student organizations paints an entirely different picture of today’s youth and might remind you of another song title The Whos “The Kids Are Alright” because these kids are definitely alright.

Their History


Career and technical student organizations (CTSOs) have a long, rich history tracing back almost as far as career and technical education itself. Our national association was established in 1926, and the FFA was established in 1928 as a national organization called Future Farmers of America. While they may have changed their names, just as the American Vocational Association became the Association for Career and Technical Education, CTSOs have continued their role in preparing youth to become productive citizens and to assume roles of leadership in their communities.

In addition to the FFA, which is the national association for students of agricultural education, these career tech student organizations include: Business Professionals of America (BPA); DECA, an association for marketing students; Family, Career and Community Leaders of America (FCCLA), a national organization for young men and women in family and consumer sciences education; Future Business Leaders of America-Phi Beta Lambda (FBLA-PBL); Health Occupations Students of America (HOSA); SkillsUSA-VICA, which serves both high school and college students enrolled in training programs in technical, skilled and service occupations; and the Technology Student Association (TSA).

Their Structure


As a rule, these organizations operate on local, state and national levels, with career and technical education instructors serving as chapter advisers for the student members. 

CTSOs enhance the educational opportunities for students, but they also help the students explore career paths. As they prepare their young members to become skilled professionals in the workplace, they also help prepare them to become active participants in their communities. The leadership skills being developed in career tech student organizations today are helping to create the leaders of tomorrow. FFA alone has alumni who are business leaders (James E. Oesterreicher, CEO of J.C. Penney Company, and Burton Sperber, CEO and founder of Environmental Industries, Inc.), education leaders (M. Peter McPherson, Michigan State University President and 1998 Walt Disney Outstanding Teacher of the Year Ray Chelewski), governors (John Engler of Michigan and James B. Hunt of North Carolina), U.S. Congressmen (Charles Stenholm, Bill Sarpalius and Larry Combest), and U.S. Senators (Sam Brownback and Larry Craig). 

Members of CTSOs are also involved in community service projects all across the country. Following the events of September 11, 2001, career and technical student organizations in Wisconsin organized the Wisconsin CTSO Fire Truck Project?a statewide campaign to raise funds for a new fire engine for the Fire Department of New York City. The Wisconsin organizations that participated in the project are DECA, FBLA, FCCLA, FFA, HOSA and SkillsUSA-VICA, and they raised more than $130,000 in donations. 

Among the recently named Toyota Community Scholars are two FFA members, Ryan Quarles and Matt Fryar (see Front and Center in the September 2002 Techniques). Their community service activities include organizing a benefit for a children?s hospital and developing a nursing home visitation program. 

TSA and BPA both encourage their members to become involved with the American Red Cross, and FBLA-PBL raises almost a half million dollars each year for the March of Dimes.

FCCLA members have organized food drives, provided school supplies for foster children and worked on violence prevention - even creating their own STOP the Violence program following a school shooting in Kentucky.

These are just a few of the service projects of CTSOs. Students in these organizations are developing character as well as building knowledge. They are learning life skills along with career skills. Instead of focusing on what’s wrong with these kids today,? let’s look at what’s right with them. For those who participate in career and technical student organizations that is quite a lot. 

Our Role


One clear reason behind the success of CTSOs is the role played by career and technical educators. Many of our members are advisers for these organizations and devote countless hours of work and immeasurable amounts of support. These dedicated teachers are making a huge difference in the lives of their students, serving as teachers, mentors and role models. They offer support, guidance and inspiration for their students, who learn that, even though they are young, they still have the power to change the world. It may be in small ways now, but there is no way to know what the future might hold. After all, at least one world leader was the member of a career and technical student organization. Former U.S. president and recent Nobel Peace Prize winner Jimmy Carter belonged to FFA.

BPA


The BPA Mission is ?to contribute to the preparation of a world-class workforce through the advancement of leadership, citizenship, academic and technological skills.?

At the 1964 meeting of ACTE (which was then AVA), a suggestion was made to study whether the state supervisors of office education wanted a student association such as the ones that already existed for agriculture and family and consumer sciences. That study resulted in the 1966 establishment of the Vocational Office Education Clubs of America, which, by 1988, had evolved into the Business Professionals of America.

BPA offers its members opportunities for professional and leadership development, community service and competitions to demonstrate their business technology skills. Competitive events include financial services, administrative support, information technology and management/marketing/human resources.

Among the Special Recognition Awards of BPA are the Air Force Recruiting Salute Award which encourages “outstanding citizenship, compassionate community service, leadership and achievement, and support for American free enterprise” and the American Red Cross Award which encourages BPA chapters to “provide volunteer services, to assist with disaster services, to provide health and safety community education, to participate in American Red Cross blood drives, and/or to raise and donate monetary support for the American Red Cross.”

Through the organization’s long-time involvement in its national service project, Special Olympics, BPA members have contributed hundreds of thousands of dollars and donated hundreds of thousands of man-hours of participation in Special Olympics events and fundraisers. 

“Business Professionals of America has a vital role in helping young people interested in business and technical fields acquire the skills necessary to be strong contributors in their chosen vocation,” says President and CEO of BPA John O. Boyd, III. “We are also sensitive to employers’ needs for individuals in their workforce who are technically skilled, but also possess a demonstrated commitment to excellence and an awareness of social and community responsibilities. Our strong local chapters combined with competitive events at the regional, state and national levels support our members’ needs and help assure employers the most well-rounded, competent employee possible.”

SkillsUSA-VICA


When the Vocational Industrial Clubs of America, Inc. (VICA) was founded in 1965, 14 states were represented in its membership. Today, its more than 250,000 members come from all 50 states plus the District of Columbia, Puerto Rico, Guam and the Virgin Islands. Included are high school and college students as well as professional members who are enrolled in training programs in technical, skilled and service occupations.

VICA’s name was officially changed to SkillsUSA-VICA in 1999, but the central focus of the organization remains the same - providing quality education experiences for students in leadership, teamwork, citizenship and character development.? 

At the core of that purpose is the National Program of Work and its seven major goals: professional development, community service, employment, ways and means (fundraising activities), SkillsUSA Championships, public relations and social activities.

The SkillsUSA Championships are a great way to showcase outstanding career and technical education students from all across the nation - starting locally then continuing through competitions at the state and national levels. The national competition has become a multi-million dollar event, which in the summer of 2002 was held in a space equivalent to nine-and-a-half football fields and included more than 4,000 contestants in 73 separate events.

“SkillsUSA membership is the highest it’s been in a decade, and our national conference registration is up every year,” says Timothy Lawrence, executive director of SkillsUSA-VICA. “Our SkillsUSA Championships has been hailed as the largest commitment of corporate volunteerism on a single day anywhere in America. Nearly 2,000 technical experts from industry and labor design and judge our 73 contests, which represent a wide variety of skilled occupations. Their organizations contribute more than $25 million worth of volunteer time, materials and equipment. For example, we have more than 700 computers donated, 50 trucks, 10,000 bricks and 100 stoves. We have complete laboratories set up for machining, welding, collision repair technology, cosmetology, robotics and 40 other occupational areas.”

SkillsUSA-VICA?s TeamUSA has represented the United States in the Biennial World Skills Competition since 1973. During the 2001 event, which was held in September in Seoul, South Korea, the terrorist attacks occurred in our country. Despite the difficulty of competing far away at such an emotional time, the young Americans produced the best showing ever for an American team at the event, bringing home three medals, two diplomas of honor and an overall team ranking of fourth in the world among 35 nations. And, Lawrence notes, TeamUSA received a standing ovation from 34 nations as they paraded into the opening session holding the American flag high.

DECA/Delta Epsilon Chi


The Mission of DECA, Inc.: ?To enhance the co-curricular education of students with interests in marketing, management and entrepreneurship.?

DECA is an association of marketing students, and its divisions include the High School Division, the Delta Epsilon Chi Division, the Collegiate Division, the Alumni Division and the Professional Division. 

Originally established as the Junior College Division, Delta Epsilon Chi’s membership is now open to marketing students in four-year colleges and universities. The Collegiate Division is the student/professional division directed toward future marketing education teacher-coordinators. 

Alumni Division membership is open to any former high school, Delta Epsilon Chi or collegiate DECA member, or any member of these divisions who is completing the last semester before graduation. The Professional Division membership includes teachers, state supervisory directors, cooperative employers, school administrators, board of education members, advisory committee members and parents.

The association has 170,000 marketing students, 4,500 marketing teachers and 14,000 postsecondary Delta Epsilon Chi members. 

Its programs include competitive events, leadership activities, recognition programs and scholarships, which are all intended to help develop the future leaders in marketing, management and entrepreneurship.

HOSA

The mission of the Health Occupations Students of America (HOSA) is ?to promote career opportunities in the health care industry and to enhance the delivery of quality health care to all people.?

Officially organized in 1976 with about 6,000 members in only six states, HOSA membership has grown to more than 67,000 secondary, postsecondary and adult students, and HOSA continues to encourage all health occupations instructors and students to become involved in the organization. 

Like many of our CTSOs, HOSA takes on a role of providing more than just the technical training students receive in the classroom. HOSA helps its members learn dedication, leadership and social skills - all of which are vital when dealing with people in the context of health care.

The HOSA National Leadership Conference includes competitive events as well as leadership development programs. Students can compete in five categories, which include health occupations related skills, health occupations skills, individual leadership skills, team leadership skills and recognition. 

HOSA members also demonstrate the concern for others that will be an important part of their future professional lives. At the Fourth Annual National HOSA Conference, the American Diabetes Association was selected as the organization’s National Charity Project, and following the attacks of 9-11, HOSA?s Project 911 resulted in more than 10,000 letters being written to the health care professionals in New York City and Washington, D.C., described as “HOSA’s heroes.”

There may be no other field in which the need for trained professionals is more critical than it is in health care. There is a grave concern in this country about the serious shortage of qualified health care workers, and this critical shortage is expected to grow as our population continues to age and more and more of our citizens require health care services. We can only hope that the membership of HOSA continues to grow, because that could mean that a new generation is preparing in greater numbers to take on the challenges of meeting the health care needs of the United States. 

TSA


The mission of the Technology Student Association is “to prepare our membership for the challenges of a dynamic world by promoting technological literacy, leadership and problem solving, resulting in personal growth and opportunity.”

TSA is the only student organization dedicated exclusively to K-12 students enrolled in technology education classes and boasts a current membership of more than 160,000 students - mostly in middle and high schools. About 2,500 technology education teachers serve as TSA advisers, using TSA activities to interest and inspire students to go into technology-based careers.

TSA student members also participate in local, state, regional and national competitions, as well as leadership training and community service projects.

TSA, formerly the American Industrial Arts Student Association, adopted its current name in 1988. Today, the importance of technological literacy makes the need for an association such as TSA even more evident and has resulted in a growing membership. TSA Executive Director Dr. Rosanne T. White notes, “TSA is the youngest of the career and technical student organizations, but it appears to be the fastest growing because technology touches the lives of all students. This year, TSA celebrates its 25th anniversary. Our roots came from industrial arts, but about 15 years ago the curriculum changed to technology education, and our membership just flourished.”

National TSA Day has even grown this year into National TSA Week, which will be celebrated April 21-25, 2003. 

FBLA-PBL


The FBLA-PBL Mission is “to bring business and education together in a positive working relationship through innovative leadership and career development programs.”

Future Business Leaders of America-Phi Beta Lambda is a CTSO that prepares students for careers in business and business-related fields and helps create tomorrow’s business leaders. Its membership includes middle school students, high school students, postsecondary students and through its Professional Division - educators, alumni, business people and parents.

The organization was developed in 1937, and its first chapter was chartered in Johnson City, Tennessee, in 1942. Phi Beta Lambda, the college division, was established in 1958. Today, FBLA-PBL reports a membership of almost a quarter of a million members at the high school, postsecondary and middle school levels and the Professional Division.

Today’s business world demands a new kind of business leader. Characteristics such as solid ethics, excellence, and leading-edge technical knowledge are critical elements that FBLA-PBL members bring to the table, notes Jean M. Buckley, president and CEO of FBLA-PBL. Through co-curricular programs including career-directed competitive events, online special programs, business partnerships and leadership initiatives, FBLA-PBL creates a fertile environment for young business students to achieve their optimum career goals.

For a more personal look at what FBLA-PBL offers for its student members and for the educators who serve as its advisers, read the article in this issue titled ?The Greatest Love of All Advising America’s Future Business Leaders,? which was written by Phi Beta Lambda National President Brian Ferrell.



FCCLA


The FCCLA Mission: “To promote personal growth and leadership development through family and consumer sciences education. Focusing on the multiple roles of family member, wage earner and community leader, members develop skills for life through character development, creative and critical thinking, interpersonal communication, practical knowledge and vocational preparation.”

Founded in 1945 as Future Homemakers of America, Family, Career and Community Leaders of America, Inc. (FCCLA) is a national career and technical student organization for young men and women in family and consumer sciences (FACS) education in public and private school through grade 12. Delegates voted to change the name in 1999 to better reflect the FACS curriculum and the programs offered to members. Today FCCLA has more than 220,000 members in 50 states as well as the District of Columbia, Puerto Rico and the Virgin Islands. 

FCCLA Executive Director Alan T. Rains, Jr. notes, “With family as its main focus, FCCLA teaches its members important family life skills, prepares them for a variety of career opportunities, and educates them on the importance of community involvement. FCCLA members become well-rounded young adults prepared to take active roles in society.”

Before they even reach adulthood, all of the young students in FCCLA will have made contributions toward improving their communities. And one of their programs, STOP the Violence, is now a national initiative working to create societal change.

STOP the Violence - Students Taking On Prevention was created by FCCLA national student officers following the school shooting in Paducah, Ky. Such events often leave young people feeling both frightened and powerless, but STOP the Violence is a peer-to-peer initiative that provides young people with power to recognize, report and reduce the potential for youth violence - whether it is bullying, hallway fights or school shootings. Teams of local FCCLA members and their adult advisors are trained to facilitate the program in their chapters. 

In 2001, the U.S. Department of Justice, Office of Juvenile Justice and Delinquency Prevention awarded $500,000 to expand the project by developing and training a national FCCLA STOP team of current members and alumni who have participated in previous STOP the Violence training. 

FCCLA members are also active on a local level working to make positive changes in their communities. From preventing teenage pregnancies to promoting safer driving habits to restocking the shelves of the local food bank, the young men and women of FCCLA chapters across the country are finding that they have the power to make a difference. 

FFA


The FFA Mission: ?The National FFA Organization is dedicated to making a positive difference in the lives of young people by developing their potential for premier leadership, personal growth and career success through agricultural education.?

The FFA, which is chartered by the U.S. Congress, began its existence as Future Farmers of America and was organized nationally in 1928. In 1988, as opportunities in the field expanded from traditional farming to a wide range of agricultural opportunities in science, business and technology, the name was changed from Future Farmers of America to the National FFA Organization. 

Today, the National FFA Organization has 461,043 members and 7,308 chapters in rural, urban and suburban school settings. It is represented in all 50 states, as well as Puerto Rico and the Virgin Islands. A comprehensive education in agriculture usually includes classroom instruction, hands-on experience and FFA. The competitive events and awards programs help members hone and test their skills in agriculture as well as in areas such as public speaking. FFA members actively participate in community service, and many have started their own businesses. 

“The misperception is that things connected with agriculture are going downhill,” says FFA Chief Operating Officer Bernie Staller, “but our membership is actually at a 19-year high and 65 percent of our members are non-farm kids, and 40 percent are women. We also had more than 51,000 people at our convention this year.”

The benefits of FFA participation have been well documented. A 1999 Purdue University study, ?A Comparison of Agricultural Education Students to the ?Typical High School Student? As Quantified in The State of Our Nation’s Youth: by the Horatio Alger Association,? found that FFA members were active, involved and enthusiastic students who attached greater value to their school studies than the average student. They are also more actively engaged in school and community activities.

FFA also offers leadership opportunities, and members elect their own officers and plan activities that they then conduct with their chapter advisors? supervision. The six students typically college students who make up the team of national officers take a year out of their studies to travel around the country representing the FFA. Among them may be a future leader who will someday be traveling around the world representing his or her country.
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BE PREPARED IN CASE OF AN EMERGENCY


State and national conferences are intended to provide fun and exciting opportunities for students and advisors.  While rare, there are emergency situations that do occur at these conferences.  This guide will serve to prepare advisors and students for emergency situations.  Please be extremely familiar with this information and be prepared for an emergency.  Your students and others will look to you for leadership in an emergency situation.   Don’t be caught unprepared.


Be assured that each member of the hotel staff is trained to handle emergency situations and have assigned duties during emergencies.  As a student organization advisor, your responsibility will be to make sure students are prepared, remain calm, and follow the direction of the hotel staff.  Your first priority will be the safety of all students attending the conference.


BEFORE LEAVING FOR CONFERENCE


1. Understand all local policies for emergency procedures.  Know when to contact your principal, parents, and the local school board.


2. Provide all parents and school officials (principal, school secretary, other teachers, etc.) with emergency contact information.


· hotel address and phone number


· state advisor’s name


· name of each advisor and chaperone along with their cell phones and hotel room numbers if known in advance


· the conference agenda with departure and arrival times noted


· a list containing the name,  home phone number, and parent of each student attending the conference 


3. Discuss with students what emergency items to pack for the trip (band aids, prescription medication, Tylenol, flashlight with fresh batteries, emergency contact information at home, etc.).  Obtain a written document from parents indicating any prescription medicine taken by their child, strength, and dosage.  Students should carry any prescription medication in the original container.


4. Prepare a folder/envelope for you to keep containing all medical release information and emergency contact information for each student.  Obtain more than one emergency phone contact for parents—cell phone, work phone, or phone number of other relatives, neighbors, and/or friends.  Parents should provide authorization for advisors to obtain medical treatment, if necessary.  Parental permission should also be obtained for their child to use the pool and/or exercise equipment.  


5. Discourage parents, relatives, and friends from visiting students except during special recognition activities.  If the student must leave conference early, proper identification must be made and parental permission received before the student will be released from the property for any reason.


6. Talk with students and parents about money needed during the conference.  Make sure they understand an estimated cost for meals and sightseeing.  Help students understand how to budget their money for the entire trip.  Encourage them to use traveler’s checks.  Take the opportunity to have a guest speaker from AAA or a travel agency. 


UPON ARRIVAL AT CONFERENCE


Tour the interior of the building! 


· Sleeping Rooms


· All students and advisors should know the location of all sleeping rooms for chapter members.  Let students know where everyone is located. 


· Post a sign-in and sign-out sheet on the advisor’s sleeping room door.  Students should sign in and sign out so the advisor may locate them in an emergency situation.  (A sample sheet is available on page 13.)


· Point out the location of the emergency evacuation plan on the back of the sleeping room door.  


· Investigate emergency exits closest to the students’ sleeping rooms.  Students should be able to identify at least two emergency exit routes should the primary exit route be inaccessible.


· Discuss the importance of identifying visitors before opening the door.   If a hotel staff or security person knocks on the student’s door, the student should contact the advisor, or the student should call the hotel front desk to identify the reason for the visit before allowing anyone to enter the room.   No one should be allowed in the room except for the occupants.  Pizza or food delivery transactions can occur in the hallway or in the presence of the advisor.


· Point out the door viewer, chain locks, and dead bolt locks.


· Point out the sprinkler system in the room.  Direct students not to tamper with the sprinkler.


· Check out the windows to see if they open.  If they do, instruct students to use extreme caution when the windows are open.  


· Do a practice fire drill from the students’ sleeping rooms.  Actually walk down the exit stairs.  Help students understand the signs on the exterior of the exit doors to plan any escape.  Hotels may have several levels beyond the ground floor, so students need to be familiar with the appropriate door opening to the outside.


· Students should not leave valuables in the room in plain view.


· Ask students to always take along at least one other person if they leave their room for small chores such as trips to the ice machine or vending area.  


· Event and Activity Rooms


· Review the conference program and visit each conference room.  Make sure students know where they should be at all times.  Let them know your schedule, so they may find you at any time during the day and evening.


· Tour the hallways and meeting rooms.  Discuss escape routes for each area the students will be occupying during their stay.


· Hotel (General)


· Point out the location of fire extinguishers and sprinklers.  Discuss the importance of not tampering with these items.


· Help students to recognize the uniforms of hotel personnel including the security staff.


· Locate and travel on the elevators.  Locate the emergency phone and/or alarm button within the elevator.  Discuss with students the importance of being calm when an elevator is stalled.  Discuss appropriate elevator behavior (not pushing all the floor buttons, sounding the alarm in a non-emergency situation, pressing the stop button, forcing the doors to open, etc.).


· Visit the pool or other guest facilities.  Help the students identify safety rules for each area.  Request that students are extra cautious in the pool area where wet surfaces are extremely slippery.


Tour the exterior of the building!


· Talk about safety on hotel balconies.  


· Review vehicle traffic situations.  If students will be outside, discuss the best routes to avoid high-traffic areas.


· Choose a “special” meeting place outside the building should an evacuation be called by the hotel.  This location should not be near any major entrances, exits, or roads because emergency vehicles entering or exiting the hotel will need complete access.


DURING THE CONFERENCE


1. Plan a fun activity together each day such as afternoon snacks in the advisor’s room, discuss the day’s activities poolside or outside, or visit exhibits together.


2. Students should report any lost or stolen items to the advisor immediately.


3. Request students report any suspicious circumstances or people to you and then contact hotel security.


4. Always travel in groups of two or three.  Adopt the “buddy” system.


5. Never wear a conference name badge outside the conference facilities.  Criminals identify strangers to the area and target conference participants who are unfamiliar with their surroundings.


6. Always wear a conference name badge during conference activities.  Conference planners use name badges to identify participants.  Without an official name badge, you will not be allowed into conference activities.


7. Encourage students to be cautious with their money.  They should not talk about the amount of money they brought with them or the amount they are carrying with them. Carry purses close to the body and wallets in the front pocket.  Traveler’s checks are advisable.


8. Prepare students to be good tourists.  Be familiar with directions before leaving the hotel.  Never look like a tourist.  Introduce students to the Concierge or identify a safe place to ask for directions. 


9. Discuss an appropriate dress code for conference and leisure activities.  Students should avoid dressing provocatively.


10. Ask students not to visit the room of someone who is not a member of your student organization.


11. Students should be quiet and mannerly while in the hotel.  Discuss with students the good reputation of the student organization and encourage them to respect hotel staff and other guests.  Particularly discuss the noise level late at night and running in the hallways.


12. Students are not to bring to conference or use during conference any illegal substances, alcoholic drinks, or drinks that appear alcoholic.


EMERGENCY PROCEDURES


Advisor Checklist:


Carry a list of students and emergency contact information with you at all times.  If the building is evacuated for an emergency, the list may serve as an attendance roster to determine if all students are safely out of the building. 


Airport Safety


· Most airports request passengers to arrive at least two hours prior to plane departure due to the strict security procedures.  If there is a large amount of luggage or a large delegation traveling together, allow more than two hours.


· Make sure students do not carry any knives, nail clippers, files, scissors, spray containers, or anything that may be construed as a weapon or a danger on the plane.  Follow this rule: “If in doubt, leave it at home.”  Students carrying these items may be removed from the group for a more detailed security check, and your group may become separated.


· Carry-on bags should be limited to only one bag plus a small bag or purse.  There may be longer delays if many students have carry-on bags.  Process as many bags as possible through check-in.  Make sure check-in baggage is properly labeled with name, address, and telephone number.


· Emphasize appropriate and mature behavior.  Discuss with students appropriate conversation.  Warn students that joking, acting threateningly, and horseplay will be taken very seriously and dealt with sternly by airport police/security. 


· Students should carry their ID in a safe, secure place, as it will be asked for several times during security checks.


· Airports are notorious for attracting panhandlers, pick pockets, and scam artists.  Warn your students to stay with the group and avoid any contact with strangers in and around the airport.


· Advise students to have control of their own luggage at all times.  Warn them to not agree to carry something for a stranger.


· Arrive early enough to give your students a lesson on reading and understanding signs and schedule prompters in the airport.


· Prior to the trip, discuss safety on the airplane.  For many students, this will be their first time on an airplane.  Talk to them about airplane etiquette and safety.  Discuss the importance of listening to announcements and following directions.  Flights to Washington, DC, require everyone be seated 30 minutes before landing.  Disobeying this request will cause the student to be restrained and arrested.


· Check with the airline for any special instructions.  Also check out the website for the Transportation Security Administration for any new airport rules and regulations at www.tsa.gov/public.


Bomb or Terrorist Threats:


The security and hotel staffs are trained to handle emergency situations.  Please instruct students to listen carefully when any hotel staff is giving directions during an emergency situation.


When attending a conference in the Louisville region, it is important to note that the Louisville Airport is in close proximity to all conference hotels.  In the event of an airport emergency, the hotels may be used as evacuation centers.  In the event of this type of emergency, students and advisors must remain calm and follow directions from the hotel staff.  


Crisis Management:


If a student has committed a violation of any policy/law and must be disciplined and/or sent home, an advisor must stay with the student at all times.  Students may feel very desperate and should not be left alone or with another student.  The local advisor should notify the state advisor if any violation of policy/law occurs.


During competitive events, students place undue pressure upon themselves to do well.  At the end of awards, some students may feel they have let their parents and you down.  Be aware of students’ actions and reactions after a competitive event loss.  Reassure all students you are proud of their work.


Earthquake:


If there is structural damage and injuries following an earthquake, the fire alarm procedures for the hotel should be followed.


Fire:


· Students should have practiced an evacuation for a fire emergency and should know where to meet their advisor.  (See Upon Arrival section.)


· If for some reason students cannot get out of their room, they should immediately call the hotel operator for assistance, wet a towel and place it at the bottom of the door, and hang a towel from the window.  Use a cell phone to call 911 if the hotel operator cannot be reached.  Give the hotel name, room number, and number of people in the room.  


· The hotel staff will immediately call down elevators.  The elevators should not be used in a fire emergency situation.


· Hotel staff will assist with evacuation.


· Make sure the hotel is aware of any handicapped students who may need special assistance during an evacuation.


Medical Emergencies:


Medical emergencies need an immediate response and attention.  Develop a plan for a student’s illness.  


If a student or advisor needs medical attention, inform security staff.  Hotel and security staffs may be able to render first aid in situations in which they are certified.


Power Outages:


Hotels are equipped with emergency lighting systems.  Encourage students to bring a flashlight (with fresh batteries) along with them prior to leaving for the conference.


Tell students to remain in their sleeping room during a power outage, or gather everyone in a few preassigned rooms.  Students may become injured if they begin wandering the hallways.


Robbery:


Students should not argue with, fight, or attempt to follow a robber.  They should report any robbery immediately to the advisor, who will contact the hotel staff.  Their security staff will take the appropriate action.


Stalled Elevators:


Instruct students to remain calm during this situation.  They should not randomly start pushing buttons.  If they have been given the previously mentioned orientation, students should be able to find the alarm button or call box in the elevator.  They should be able to calmly answer such questions as:  How many people are in the elevator?  Is anyone hurt or ill?  What was the last floor passed?  


If the lights go out while the elevator is stalled, remain calm and help others.  Do not ignite any lighters or matches.


Tornado Warnings:


Be aware in advance of the safe areas in the hotel during tornados and severe weather.  In general, safe areas are away from top floors, away from windows, and out from underneath wide-span rooms such as those found in big meeting rooms.  Students should keep clear of lobbies and elevators.  The safest areas will be in hallways or closed interior meeting rooms on the lower floors.  Sit against the wall with knees up, face between knees, and arms covering the head.


Executive West Tornado Procedures (similar in all hotels):


· The switchboard operator will announce three times over the PA system, “The hotel is under a tornado warning; go to an interior hallway; and stay away from windows.”


· The switchboard operator will begin calling each room starting with the top floor working down.  Other hotel staff will personally contact handicapped guests or those who may need assistance in evacuating the sleeping room.


· All elevators will be returned to the 1st floor and locked off.  The pool and restaurant areas will be cleared.


· Once the warning has been lifted, the operator will announce, “All clear” over the PA system three times.  Security will walk the hallways to personally inform guests they may return to their activities.


CONSEQUENCES FOR SAFETY VIOLATIONS


Students should be aware of the consequences for falsely reporting an emergency.  They should understand that emergency personnel should not be called unless there is an actual emergency.  Tampering with fire alarms, activating sprinklers, or making bomb threats will result in the student receiving disciplinary action following the local school policy, CTSO Operational Guidelines Handbook, and established policies of the student organization.  


“Students shall not participate in any activity that might cause personal injury to himself or herself or the person.  Any participant found in violation of hotel safety codes or criminal laws may be sent home at the students’/parents’/guardians’ expense.  The chapter advisor will contact the parents/guardian and the school principal.


The State Career and Technical Staff Person has the right to take immediate action when violations occur, including sending individuals home at their own expense.  In the event this occurs, the local advisor or the assigned chaperone will contact the parent/guardian and the school personnel.” (CTSO Operational Guidelines Handbook)


SIGN IN AND SIGN OUT SHEET


		Date

		Sign Out Time

		Sign In Time

		First Name Only
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Adapted From:  http://www.kde.state.ky.us/NR/rdonlyres/F243484E-F879-42C1-B292-5A8BB57977AE/0/SafetyGuide.doc


Adapted From:  http://www.kde.state.ky.us/NR/rdonlyres/F243484E-F879-42C1-B292-5A8BB57977AE/0/SafetyGuide.doc
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