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Preface

This training manual is designed to provide pertinent
information for those who have been selected to
serve on evaluation teams during the career and
technology program reviews. The underlying
assumptions are that these personnel need to
understand the evaluator’s role and to understand the
processes by which program quality is determined.
The information contained in this manual will assist
the evaluator in preparing for his/her role in the on-
site evaluation of a career and technology program.

It is the firm belief of the Accreditation Division of
the Oklahoma Department of Career and Technology
Education that evaluators who have received training
conduct the best evaluations. Evaluation team
members who fully understand the roles they play
and how to be effective in those roles can have a far-
reaching impact on the improvement of career and
technology programs.
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Our Primary Goal

The primary goal of accreditation for the Oklahoma
Department of Career and Technology Education is to
improve the quality of programs through the evaluation
process. All CareerTech programs are evaluated. The
technology centers are accredited once every five years,
according to Title 780 in the Oklahoma Administrative
Code. The goal of maintaining excellence in career and
technology education is nurtured by the evaluation process.
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EVALUATOR'’S ROLE IN THE EVALUATION PROCESS

PREPARE FOR THE EVALUATION

Check your calendar and make sure that the correct date is scheduled for the evaluation and
that no conflicts exist.

File all correspondence received concerning the evaluation in a safe place so that all needed
materials are easily accessible when the evaluation date arrives.

Contact the Accreditation Division staff if a major conflict arises and you are unable to
participate in the evaluation. Do not wait until the last minute because there will not be
sufficient time to find a replacement.

Study this Training Manual prior to the on-site visit.

Participate in the Evaluator’s Training Session.

Review the agenda prior to the evaluation date so that you will be familiar with the general
time frame of activities. (See Sample Agenda in the appendices.)

Direct any questions or concerns regarding the evaluation to the Accreditation Division of
the Oklahoma Department of Career and Technology Education, 1-800-522-5810 ext. 515
(or call direct to 405-743-5515).

Review the school’s online self-study and documentation prior to the on-site visit.

Complete the Summary Evaluation Questionnaire on your own before you help complete the
Composite Questionnaire with your team. Your input and expertise are valuable.

CREATE A GOOD IMPRESSION AND BUILD RAPPORT WHILE ON-SITE

Be on time and dress appropriately. Allow extra travel time if you aren’t sure of the exact
location.

Be sure to meet the school administration while waiting for the meeting to begin. Wear your
nametag all day.

Mingle with the group and meet as many different people as possible before the meeting
begins. This provides a perfect opportunity to network with other educators.



CONDUCT THE EVALUATION

Make careful observations as you identify important facts that will influence the final report.
Be sure to ask questions if you do not understand something.

Give honest and appropriate recommendations and input. You were recruited as an evaluator
because of your expertise.

Be careful to evaluate the total program, considering all standards and quality indicators. Do
not give the appearance that you are addressing a “hit list” or a “pet peeve list.”

Do not let your frienhship get in the way of conducting an accurate evaluation. Objectivity
supersedes subjectivity.

WRITE THE REPORT

The report is usually written by the chairman of the program evaluation team with comments
from other team members.

Summarize the findings of the evaluation in the Program Evaluation Profile. Each standard
should be identified as “Met” or “Not Met”.

Write an introduction that explains and describes the program.

Cite appropriate commendations or strengths during the evaluation and include them in the
report. It is always important to mention those activities that are being done well.

Write more than one small recommendation for improvement if a program does not meet a
standard. When appropriate, options that would solve the problem should be suggested.

State recommendations in a positive way. Constructive criticism is preferred instead of
negative comments.

Use good grammar and correct spelling. These elements are essential in writing a quality
report.

Use the Specific Recommendations for Improvement section for only those standards that are
not met. Each specific recommendation should be identified by the appropriate standard.
For example, “Program needs six CD-ROM computers” addresses Standard 5 (Equipment
and Supplies).



List suggestions for how the program can be improved in the General Suggestions for
Improvement section on the last page of the report. The standard may have been met, but
there may still be suggestions for how the program could be improved. These suggestions
need to be valid and should be identified by standard. The suggestions should be thoroughly
explained with specific evidence and/or examples that documents how and why the
improvements should be made. -

PRESENT THE EXIT REPORT

The exit report presents the findings of the evaluation team. This dialogue should be
approached in a professional manner,

The exit report is usually presented by the chairman of the program evaluation team with
comments from other team members.

Approximately 15 minutes is planned for each exit report. Time is very important, and
punctuality is essential. Do not continue talking long after your allocated time has ended.

Be honest and maintain good eye contact with the administration.

Follow these tips if you are presenting the exit report:

v" Be brief and to the point, especially if a recommendation needs to be explained.

v" Do not make comparisons of the program being evaluated to programs in other schools.
(If you specify that another situation is better, resentment can build rapidly.)

v" Keep recommendations and discussions focused on what is best for students and how it
impacts student learning,

v" Remain calm if the recommendations are challenged. Do not get emotional or say
anything that would embarrass the team or the Oklahoma Department of Career and
Technology Education.

PREPARE TO LEAVE

Thank the Administration for the hospitality extended.

Submit your conflict-of-interest statement to the appropriate person. The Oklahoma
Department of Career and Technology Education reimburses peer teachers serving as
evaluators. Career Tech Skills Center instructors submit travel claims to the Skills Centers
Division of the Oklahoma Department of Career and Technology Education.

Check with the state Accreditation Coordinator before leaving to make sure that you have
turned in the required paperwork.
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UTILIZING THE INSTRUMENT CORRECTLY

The Summary Evaluation Questionnaire was developed to assist in evaluating the instructional
processes of career and technology programs. It is designed for use by both the local teacher (in
conducting a comprehensive self-evaluation) and by an external evaluation team. The
questionnaire is divided into eleven sections corresponding to the eleven standards of quality
program operations. These standards have been endorsed by the Oklahoma State Board of
Career and Technology Education and are applied uniformly to all career and technology
programs in Oklahoma.

Each standard is followed by a series of rating-scale questions or quality indicators that further
define the standard. The Quality Indicators may be different for each occupational division.
QUESTIONS RELATING TO STATE BOARD RULES ARE ADDRESSED AT THE
BEGINNING OF EACH STANDARD AND ARE ENCLOSED IN A SHADED AREA.
THESE RULES MUST BE MET IN ORDER TO MEET THE STANDARDS. The State Board
questions are followed by “Met” or “Not Met.” The sum of the total ratings of the State Board
Rules and Quality Indicators will serve as a rating of the standard. The rating of each standard
and the corresponding narrative section will be recorded and reported in the final evaluation
report. REMEMBER THAT STATE BOARD RULES MUST BE MET IN ORDER TO MEET
THE STANDARD,

ASSESS THE PROGRAM ACCORDING TO THE ELEVEN STANDARDS.
* Rate the questions relating to the State Board Rules and the Quality Indicators.

¢ Collaborate with team members to make a composite evaluation booklet that
summarizes each team member’s ratings into one booklet. We encourage input from
each team member, as each person was recruited because of his/her expertise in the
subject matter. Your assessment of this program is valued highly.

v Total the ratings for each standard, making sure to identify any State Board Rules
that are not met.

v The total points needed to meet the standard are identified near the end of each
standard. REMEMBER THAT A STANDARD CANNOT BE MET IF A
STATE BOARD RULE IS NOT MET.

v Verify whether the standard was “Met” or “Not Met” by mérking the appropriate
box at the end of each standard.

COMPLETE THE EVALUATION PROFILE.

® Include the name of the instructor, the program being evaluated, the name of the
school, the date of the evaluation, and the team members conducting the evaluation.
Be specific. For example, Buck Smith may in reality be John, Robert, or William
Smith,

® Make sure the profile page reflects the composite evaluation booklet findings.



e Collaborate with team members to write the Introduction, Commendations or
Strengths, Specific Recommendations for Improvement, and General Suggestions for
Improvement sections.

Introduction

Describe the program in actual terms. Examples could include: Name of the program,
career majors being offered, length of each career major in clock hours, brief description
of the courses in the career major, cooperative agreements, objective for the program, and
number of students.

Commendations and Strengths

Summarize the major strengths of the program. Examples could include: instructional
systems, materials, equipment, placement rate, retention rate, CareerTech student
organization participation, advisory committee, etc.

Specific Recommendations for Improvement -

Identify each standard that was found to be deficient and make recommendations for
improvement. Outline specific recommendations for program improvement that should
be implemented in order for the program to meet the standards. Write “All program
minimum standards were met” if the program passed all of the standards.

General Suggestions for Improvement

Outline general suggestions for overall improvement of the program. The standards may
be met, but there may still be suggestions for how the program could be improved.

REVIEW THE ENTIRE EVALUATION REPORT FOR ACCURACY AND
CLARITY AS WELL AS FOR CORRECT GRAMMAR AND SPELLING.

® Write legibly. The program evaluation team chairman will responsible for
completion and submission of the program evaluation report.

e Spell the entire name/phrase at least once in your report, such as, “A more active
Health Occupations Students of America (HOSA) chapter should be established.”
Some acronyms have more than one connotation. To write STAR in your report tells
the general public very little because, although you may know that you are referring
to Students Taking Action for Recognition, the final report may make reference to
Students at Risk or Scholastic Technological Aptitude Resources.

e Write in such a fashion that someone who knows absolutely nothing about career and
technology education will be able to read your report and have no trouble
understanding it.



* Note the distinction between a Specific Recommendation and a General Suggestion.
Writing your recommendations in the incorrect place has dire consequences because
specific recommendations are made for standards not met, and these call for the
school being evaluated to submit a plan of action. This is not so if your
recommendation was originally intended for the General Suggestions for
Improvement section of the evaluation instrument.

* All of the report should be authored in narrative form. This means that paragraphs
and transitions between paragraphs are necessary.
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Practice Set

Standard One
Instructional Planning and Organization

This is a fictional example to be used as a learning activity for the training of evaluators.
Use the following scenario to complete Standard 1—Instructional Planning and
Organization. The form is located on the following pages.

Six career majors are appropriate for the school based on the instructor’s input and are
approved by their respective team leaders. Two courses in one of the career major’s
framework has been updated at the state level and the changes are not reflected in the
school’s plan of study. Three career majors are being offered at the school and have not
been approved by the appropriate team leader. Two of the courses are within the three
career majors discussed above, but the courses do not cover all the competencies listed on
the course development guide.

The program-specific strategic plan only addresses curriculum and instructional
materials. The plan is not reflective of the career majors being taught and covers only
one planning year. An instructional plan that identifies an appropriate scope and
sequence is not in place. The instructor does not have an instructional management
system to monitor and document student progress.

The student services office does a great job of providing the instructor with student
information that is relevant for planning instruction. The instructor attends IEP meetings
with the technology center counselor and works with the educational team to make
appropriate modifications for students with special needs. The instructor works with the
Academic Center staff to provide his students the opportunity to build their employability
skills by working in Keytrain and testing in Workkeys.

The instructor does not provide his academic partners with information about his career
majors or the skills his students are learning. He does not attend or want to attend
professional development sessions on integrating academics into his classroom. The
students in his classes are not passing industry-recognized credentials and no remediation
plan is in place.
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INSTRUCTIONAL PLANNING AND ORGANIZATION

STANDARD ONE

The instructional program should be designed to impart knowledge and develop skills that are essential for success in
meeting the students’ career objectives. There should be evidence that each instructional unit has been properly planned
and organized and is being implemented in a sequential manner. The instructor should implement a fairly administered
grading system that is based upon identified criteria.

The course of study for each career major shall include both theory and skill lessons along with other supplemental
learning activities that will help guide the student toward desirable learning outcomes. In addition, the course of study
shall be integrated and organized in such a manner as to effect a well-balanced program of instruction.

QUALITY INDICATORS
NA = Not Appiicable
QUESTIONS SUGGESTED 3 b P
TO WHAT EXTENT: DOCUMENTATION g R
Sa
1. Does the instructional planning and organization provide Annual instructional plan LJ Met
.adequate opportunity for each student to develop the necessary | or course syllabi. [J Not Met
skills and competencies needed for employment and career
success?
COMMENTS:
2. Have appropriate career major(s) and/or courses been identified Salary and teaching L] Met
anda ODCTE? schedule. The ODCTE L] Not Met
COMMENTS: Career Major Approval
Report.
3. Is instruction directed toward appropriate and clearly Instructional objectives L Met
. formulated objectives with Input from partnerships such as and minutes from O Not Met
community, business and indu and local administration? meetings.
COMMENTS:
4. Does Instruction encourage the elimination of blas and Instructional content that | L] Met
ing? encourages the elimination | [ Not Met
COMMENTS: of bias and stereotyping.
Website. Brochures,
5. Is a program-specific strategic plan In place and revised Strategic plan 3-year plan | L] Met

annually that provides strategies to address the following career | that is reflective of career | L] Not Met
major components. The plan should Include what needs to be majors being taught.
done, who is responsible, and the targeted completion date.

Curriculum/technology updates
Professional development

Budget development/utilization
Facllity renovation
Business/Industry utilization
Instructional materials

Equipment and supplies acquisition
Employability skills

Student organization (except for skills center programs)
COMMENTS:
All quality indicators marked with a screen must be met In order to meet the standard.
M




INSTRUCTIONAL PLANNING AND ORGANIZATION

STANDARD ONE
6. Does each syllabus contain well-defined career major/course Syllabus for each career NA12345
descriptions? major/course, Career
COMMENTS: major descriptions. —_—
7. Does the syllabus reflect the teaching of employability and Syllabus for each career NA12345
occupationally related skills and was a copy given to each major/course. Career
student at the beginning of the course? major descriptions. —
COMMENTS:
8. Isan instructional management system for monitoring and Process for monitoring NA12345
documenting student progress avallable and being utilized? student progress.
COMMENTS: —a
9. Does the instructional management system contain a well- Grading system, including | NA12345
defined grading system and was a copy given to each student? how each element
COMMENTS: (attendance, work ethic, —
wark-based learning,
laboratory, etc.) is used to
determine final grade.
10. Is there evidence that the students’ attainment of objectives Is | Grading policy. Test NA12345
measured by an evaluation system that includes school-based results, Objectives and
and/or work-based performance? skills standards. Rubrics. ———
COMMENTS:
11. Does the instructor have access to individual student files or Student assessment files NA12345
career plan contalning the resuits of assessments of students’ or individual career plans.
interests, achlevement, abilities, and special needs, and is the ——
information used appropriately to direct effective student
learning?
COMMENTS:
12. Is the Instructor Involved in developing or approving Disability documentation NA12345
accommodations or modifications for students with identified for modifications/
disabilities? Is there evidence that integrity of skili development | accommodations. Records — i
Is maintained as accommodations or modifications are of technicai skill
Implemented? attainment for students
with disabilities.
COMMENTS:
13. Is there evidence of integrating career awareness, employability | Lesson plans showing how | NA12345
skiils, etc., and the teaching of essential skilis through essential skills are
appropriate partnerships, such as with the academic center, job | incorporated into the ———
placement staff, or others into the career major(s)? instruction. Role of
COMMENTS: academic centers.
Classroom materials that
incorporate these skills.
14. Does the instructor receive professional development in Record of professional NA12345
develioping strategles for integrating academics and other development activities.
essential skills into instruction? Resources provided to o
Instructor.
COMMENTS:
15. Is there evidence students acquire industry-recognized Industry credentials NA12345
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