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	The Oklahoma Department of Career and Technology Education uses this instrument to evaluate career and technology education according to the standards approved by the State Board of Career and Technology Education.
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INTRODUCTION

The Summary Evaluation Questionnaire was developed to assist in evaluating the administration and personnel support services of technology centers.  It is designed for use in conducting both a comprehensive self-evaluation and an on-site team review.  The questionnaire is divided into sections that correspond to the postsecondary accreditation standards.  These standards have been endorsed by the U.S. Department of Education and State Board of Career and Technology Education and are applied uniformly to all technology centers in Oklahoma.

Each standard is followed by a series of questions or Quality Indicators that further define the standard.  Some Quality Indicators are identified as State Board Rules and must be met in order to meet the standard.  The sum of the ratings of the Quality Indicators below each standard will serve as a measure of the standard.  The ratings of each standard and the corresponding narrative section will be recorded and reported in the final evaluation report.

DIRECTIONS

Evaluators using this instrument should strive to rate the Quality Indicators in relationship to the standards.  Comparing one institution with another may result in distorting evaluative information and is highly discouraged.

Questionnaire Rating

To complete the questionnaire, carefully read each standard and the Quality Indicators that follow.  Questions related to State Board Rules are enclosed in a shaded area and are grouped at the beginning of each standard.  For each question, the evaluator should indicate if the State Board Rules are met or not met by marking the appropriate box in the column on the right.

[bookmark: Check1]													|_|	Met
													|_|	Not Met

All other Quality Indicators are assessed by circling the appropriate rating in the column on the right.  The numbers on the rating scale indicate the following:

							5 = Outstanding
Exceeds Standard
							4 = Above Minimum Standard



Meets Standard	3 = Meets Minimum Standard


	
							2 = Below Minimum Standard
Falls Below Standard
							1 = Poor (Major Improvement Needed)


							or
[bookmark: Check2]																		|_|	Yes = 3

[bookmark: Check3]by marking the appropriate box in the column on the right.				|_|	No  = 0


Conducting the Self-Evaluation

The institution’s chief executive officer should designate an administration and personnel services review committee to conduct the self-study. The committee should consist of not less than three members and should be broadly representative of the administrative and support staffs. At least one counselor and one teacher should be assigned to this committee.

The self-study review committee will be responsible for conducting the self-study and preparing the required documentation.  The committee should:

1. Review institutional policies and directives and other publications as they relate to accreditation standards.
2. Compile (or have readily accessible) documentary evidence in support of facts and conclusions.
3. Complete the administration and personnel services questionnaire.
4. Be prepared to address questions from visiting team members and provide the information they are seeking.

Conducting the On-Site Evaluation

The on-site evaluation team will be composed of technology center administrators and staff as well as state staff. The visiting team will be charged with the responsibility of reviewing the institution’s self-study, interviewing staff members, and completing this evaluation instrument. For each standard, there is a suggested list of documents to review or activities to perform as the evaluator rates the standard. The evaluator should use these suggestions as a guide but not as a limitation. The findings and conclusions drawn by the evaluation team members will be utilized as the basis for the final report.

Narrative Comments

The Comments Section of the questionnaire should be used to note the institution’s overall performance as it relates to the specific standards for which recommendations or commendations need to be made. Items rated below standard should be accompanied by realistic statements on how they can be improved. These notes should be used to write the Commendations and Strengths Section, the Specific Recommendations for Improvement Section, and the General Suggestions for Improvement Section at the conclusion of the evaluation.

Scoring Totals (Evaluators Only)

To determine if a standard is met, the evaluator should:

1. Determine if all State Board Rules are met.
2. a.	Sum the ratings in the column on the right to find the total points.
b. Compare the Total Points to Minimum Points Required to Meet the Standard as stated at the end of the standard.
c. If any questions were not applicable, use the chart at the end of the standard to determine the Minimum Points Required to Meet the Standard. (The Total Number of Questions Rated should include the questions related to State Board Rules.)

Example

Sum the ratings in the preceding columns 	    45    Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed	    36_ points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions
Rated
	14
	13
	12
	11
	10
	9
	8
	7
	6
	5
	4
	3
	2     1

	Minimum Points Required
To Meet Standard
	36
Pts.
	33
Pts.
	30 Pts.
	27 Pts.
	24 Pts.
	21 Pts.
	18 Pts.
	15 Pts.
	12 Pts.
	9 Pts.
	6 Pts.
	3 Pts.
	All Must
Be Met



[bookmark: Check6][bookmark: Check7]Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.
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ACCREDITATION STANDARDS
FOR THE EVALUATION OF
TECHNOLOGY CENTERS


STANDARD 1		Institutional Purpose

STANDARD 2		Administration and Support Services

STANDARD 3		Quality Program Operations

STANDARD 4		Guidance and Training Assistance

STANDARD 5		Placement

STANDARD 6		Academic Integration

STANDARD 7		Business and Industry Relationship

STANDARD 8		Professional Development

STANDARD 9		Adult and Career Development

STANDARD 10		Educational Equity/Nondiscrimination

STANDARD 11		Innovative Programs

STANDARD 12		Adherence to Policies and Procedures

STANDARD 13		Communications and Marketing




Each technology center accredited by the State Board shall have an established institutional purpose.  The institutional purpose should be embodied in the technology center’s mission and vision statements, goals, and objectives and should express the scope of responsibilities to the students whom it seeks to serve and the outcomes to be attained.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Do the components of the district’s strategic plan align with the Oklahoma career and technology education system’s strategic plan?
	District’s strategic plan.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Does the district’s strategic plan express the scope of responsibilities to all student groups whom it seeks to serve, including all special populations and both genders?
	District’s strategic plan.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	3. Does the technology center maintain written goals and objectives that are consistent with the mission and vision statements?
	Mission and vision statements.  Goals and objectives.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	4. Are the goals and objectives realistic, achievable, measurable, and understood by all referent groups (students, employees, communities, parents, and business and industry)?
	Explanation of how goals and objectives are achieved.  Explanation of how referent groups have access to goals and objectives.  Annual report.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	5. Are the mission and vision statements, goals, and objectives periodically reviewed in order to maintain their relevance to the technology center’s purpose and the needs of the district?
	Dates of last two revisions.  Examples of how input was gathered from focus groups, etc.  
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	6. Are representatives of all faculty, staff, and students (including representatives of minorities, nontraditional students, and individuals with disabilities) involved in the writing and review of the institution’s mission and vision statements, goals, and objectives? 
	List of review committee members with their job titles or group designation.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 9 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions
Rated
	6
	5
	4
	3   2   1

	Minimum Points Required
To Meet Standard
	9 Pts.
	6 Pts.
	3 Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.


INSTITUTIONAL PURPOSE

STANDARD ONE



Each technology center accredited by the State Board shall provide sufficient administrative and support services to plan and conduct quality occupational training programs.  The administrative staff shall hold appropriate credentials and be of sufficient strength to carry out its responsibilities.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Are the administrative and support services provided by the technology center sufficient to carry out its purpose?
	Organizational chart identifying responsibilities.  Job descriptions.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Do the administrators hold the appropriate credentials and seek to update their professional skills?
	Credentials/certificates. Job descriptions and résumés of administrative staff.  Documentation of update training.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	3. Are career pathways/majors planned and redesigned to meet the current needs of students and businesses and industries?
	Catalog.  List and description of new or expanded career majors.  Method used to collect student and business and industry input.  Specific changes implemented based on input.  Strategic plan.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	4. Does the administration utilize teacher and staff input in operational decisions that directly affect them?
	Method used to collect staff input.  Specific changes implemented based on teacher and staff input.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	5. Are procedures in place to ensure that communications with economic development entities and business and industry occur during regular school hours as well as when school is not in session, including holiday breaks and special events?
	Written procedures.  Contact information that is provided to ODCTE technology center services coordinators, chambers of commerce, etc.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	6. Does the financial aid personnel participate in developing institutional strategies, policies, and procedures that may impact the administration of the financial assistance programs or the technology center’s eligibility to participate in these programs?
	Minutes of meetings.  Job description for financial aid administrator.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	7. Does financial aid personnel maintain a thorough knowledge of applicable laws and regulations and inform appropriate staff of changes that may impact students and/or institutional operations?
	Availability of all current laws, regulations, and guidelines from U.S. Department of Education.  Written evidence that appropriate staff members have been alerted.  Job description for financial aid administrator.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 15 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions
Rated
	7
	6
	5
	4
	3
	2   1

	Minimum Points Required
To Meet Standard
	15 Pts.
	12 Pts.
	9 Pts.
	6 Pts.
	3 Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.

ADMINISTRATION AND SUPPORT SERVICES

STANDARD TWO



Each technology center accredited by the State Board shall ensure that its career pathways/majors are designed to provide the cognitive, affective, and psychomotor skills necessary for employment.  Approved career majors within accredited institutions shall meet or exceed all established standards for quality operations.  In addition, all approved career majors shall be conducted in accordance with state standards, policies, and operational procedures.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Does the administration support career and technology education by providing quality, up-to-date equipment and supplies, including special equipment and auxiliary aids for students with special needs?
	Purchasing policy, budget requests, and requisitions.  Individual career plans.  Process for initiating and approving requests.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Does the administration regularly monitor safety standards and practices throughout the institution and correct any deficiencies?
	Hazardous right-to-know program.  Safety reports.  Staff in-service training.  Corrective action plan.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	3. Does the administration monitor enrollment based on facility size, safety, and local policy?
	Current enrollment reports.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	4. Is a live-work policy in place that meets state guidelines?
	Live-work policy.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	5. Are environmental factors (temperature, lighting, noise, and ventilation) maintained at appropriate levels within the instructional facilities?
	Observation of facilities for appropriate temperature, lighting, ventilation, and noise control.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	6. Does the administration ensure that all students are afforded the opportunity to participate in the activities of an appropriate student organization?
	Technology center’s policy for student organizations.  Student handbook.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	7. Does the administration ensure that all approved/accredited career majors meet the minimum length and attendance requirements for Pell Grant eligibility?
	Course catalog.  Student handbook.  OBCTE letter of accreditation.  Policy establishing minimum attendance standard for postsecondary students enrolled in accredited career majors.
	|_| Yes = 3
|_| No = 0


	COMMENTS:
     
	
	

	8. Does the administration ensure that all approved/accredited career majors prepare students for employment in recognized occupations?
	Course outlines.  Course catalog with listing of occupations for which each career major trains.
	|_| Yes = 3
|_| No = 0


	COMMENTS:
     
	
	

	9. Does the administration ensure that all approved/accredited career majors lead to a certificate or other recognized credential?
	Certificates.  Course catalog.  Student handbook.
	|_| Yes = 3
|_| No = 0


	COMMENTS:
     
	
	

	10. Does the administration ensure that all approved/accredited career majors can be identified as separate programs of study within the technology center and by the certificate awarded?
	Course catalog and student handbook.  OSBCTE letter of accreditation.
	|_| Yes = 3
|_| No = 0


	COMMENTS:
     
	
	

	11. Does the administration ensure that the standards established for students enrolled in approved/accredited career majors are consistently applied?
	Student handbook.  Policies and procedures manual.
	|_| Yes = 3
|_| No = 0


	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 21 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions
Rated
	11
	10
	9
	8
	 7
	6
	5
	4   3   2   1

	Minimum Points Required
To Meet Standard
	21
Pts.
	18
Pts.
	15 Pts.
	12 Pts.
	9 Pts.
	6 Pts.
	3 Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.
QUALITY PROGRAM OPERATIONS

STANDARD THREE



Each technology center accredited by the State Board of Career and Technology Education will provide all students with information on career options, advise them on appropriate educational paths to meet career goals, and provide students with the necessary support for success in their career programs.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Does the technology center provide an identifiable guidance and counseling program that provides all students with information about career and educational options and necessary support for success in their career pathways/majors?
	Written guidance plan for the technology center.  Description of guidance services in brochures, videos, student handbook, and/or website. Description/agenda of orientation sessions. Guidance Self-Study.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Does the technology center identify, document, and provide accessible, appropriate career and technology training and student services to all students who are members of special populations, and does the technology center communicate specific needs and modified instructional strategies to instructors and other appropriate personnel?  (Accessibility is ensured through classroom, equipment, and curriculum modifications and supportive services.)
	Documentation of process for providing services to students with disabilities, both high school and adult. ADA/504 accommodation plan, IEP, career plan.  Student handbook.  List of specialized equipment and its use.  Modification checklist.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	3. In order to assist students in career pathway/major choice and placement, does the technology center:
a. provide/acquire assessment documentation prior to enrollment; and
b. explain to the individual prior to assessment the purpose of the assessment and how results will be used; and
c. ensure assessment results are properly interpreted to potential students?
	List of assessments used for high school and adult students for achievement, aptitude, and interest.  Work history.  Agency referrals.  Policies and procedures.  Description of assessment process. Description of procedures followed for dissemination and interpretation of assessment results. (Methods of evaluating student aptitudes and interest may be formal or informal but must be documented.)
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	4. Do all students meet individually with an advisor to discuss their career and educational plans?  Does the technology center develop or acquire for all students:
a. an individual career plan that is updated and on file that documents career and academic services and identifies technical and academic courses that support the individual career major and
b. a career major course sequence?
	Individual career plan. Career major course sequence. Evidence of student advisement session. Instructors as Mentors program. Guidance Self-Study.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	5. Are students assisted with managing the process for smooth transition to collegiate studies and/or advanced credentials related to their career goals?
	Alliance information provided to students.  College credit information.  Industry certification information.  Evidence of support for continuing education/employability. Example of communications to partner schools of student-earned business and industry recognized endorsement.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	6. Does the technology center gather data in order to show effectiveness of career guidance services?
	Needs assessments.  Student surveys.  Data from educational partners.  Record of students’ career and academic success.  Remediation rates. Targeted intervention data. Alliance data. Guidance Self-Study. School improvement data on guidance services (TCTW, Model School, Baldrige, Oklahoma Quality, etc.)
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	7. Does the technology center ensure that students have access to student services within the guidance program offered by the technology center whenever approved/accredited classes are in session?
	Request for Services form.  Staff flextime schedule.  Schedule of hours of operation.  Brochures.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	8. How does the technology center guidance and counseling program collaborate with its partners in education (K-adult), community, and business and industry?
	List of partners. Agendas of collaborative meetings and/or planning.  Correspondence, including memos and e-mail. Guidance Self-Study.  Guidance advisory committee minutes.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	9. 
How does the technology center provide and document responsive services to all students that include:
a. counseling students as necessary;
b. providing information to students and families on community support services available;
c. developing individual and/or group interventions; and
d. having a referral system in place for extensive student support?
	Community directory.  List of referral agencies.  Policies and procedures. Crisis intervention plan.  Student handbook. Counselor calendar of activities. Guidance Self-Study.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	10. Are all guidance and student services personnel, including supervisors/coordinators, assigned duties consistent with specific professional preparation and does the technology center provide adequate clerical support staff to assist professional staff in administration of student services?
	Certification documentation.  Job descriptions.  Résumés. Organizational chart.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 24 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions
Rated
	10
	9
	8
	7
	6
	5
	4
	3
	2   1

	Minimum Points Required
To Meet Standard
	24
Pts.
	21
Pts.
	18
Pts.
	15
Pts.
	12
Pts.
	9
Pts.
	6
Pts.
	3
Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.
GUIDANCE AND TRAINING ASSISTANCE

STANDARD FOUR



All students in accredited technology center programs must receive assistance in developing transition, employability and job search skills prior to completing their career major.  Every Technology Center must provide instruction on strategies that help the student get and maintain a training-related job.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Does the technology center provide job placement assistance to all completers of accredited/approved career majors and inform all students, prior to completion of training, of the availability of job placement services?
	Student handbook.  Brochures describing services.  Policies and procedures.  Orientation schedule and materials.  Course or technology center catalog. Information on website.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Does the technology center assist all students in approved/accredited programs in developing employability skills, computer familiarity, résumé’ writing, interview skills, knowledge of job application procedures, interpersonal communications, skills for disclosing special needs and requesting modifications (self-advocacy), and job search skills prior to completion of training?
	Curriculum for employability or job search elements.  Student organization or other curriculum used.  List of presentations/
workshops.  Student profiles or records.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	3. Are students assisted with managing the process for smooth transition to collegiate studies and provided opportunities to earn advanced credentials related to their career goals, such as licensure, certification, or a WorkKeys Career Readiness Certificate (CRC)?  Does the technology center assist all students in developing a portfolio?
	Portfolios.  Alliance information provided to students.  College credit information.  Industry certification information.  Evidence of support for continuing education/employability.  Example of communications to partner schools of student-earned business and industry recognized endorsement.  Roster of industry & other certifications, and WorkKeys CRCs earned.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	4. Does the technology center request that employers or potential employers provide written assurances or written employer policies stating that individuals will not be discriminated against in employment, work assignments, or promotion based on race, color, national origin, sex/gender, age, or disability as required by the Office of Civil Rights and Department of Education, Regulation Title 34 - Subtitle B, 34 CFR 100 Appendix B VII(a)?  Are the instructors and others engaged in placement activities made aware of such assurances?
	File of signed assurances or documentation of declining to sign.  Affirmative action policies submitted by businesses.  Job placement procedures.  Instructor verification.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	5. Does the technology center create and maintain a list of student placement opportunities to include job openings, military and scholarship information?  Is it accessible to all students, staff, and instructors involved in student job search and referral activities?
	Placement bulletin board.  Job listings.  Additional placement-related services.  Database of employers.  Computer bulletin board.  Job bank. Online job listings.  College, scholarship, military information provided to students.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	6. Does the technology center provide diversity awareness training for staff, instructors and students as well as sufficient additional support to meet the needs of special populations, minorities/ethnic groups, and nontraditional students to encourage completion and training-related placement?
	Description of services provided.  Diversity awareness training.  Training in recognizing, preventing, or dealing with harassment and/or discrimination.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	7. Do students have direct interaction with business and industry (other than OJT), college and military representatives during their training experiences?  Are all students given access to postsecondary education and training options?
	College and career fairs.  Mock interviews.  In-class presentations.  Speakers’ bureau.  Job shadowing.  Mentoring.  Field trips.  Scholarship information.  Evidence of student access to college, military and business and industry representatives.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	8. Does the technology center assist students in learning about current job search trends, and in developing job search skills suing the tools (electronic and paper) now available in the job market?
	Curriculum on using social media in the job search.  Use of job search and job board websites.  Job search publications, electronic résumés, online applications, employer websites.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	9. Are all students informed and provided assistance for a minimum of six months following career pathway/major completion to support job placement, to refine job search strategies and skills, and to develop job retention skills for continuing employment?
	Policies and procedures.  Handbooks.  Brochures. Curriculum.  Website.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	10. Does the technology center gather data in order to show the effectiveness of placement activities?
	Follow up placement reports.  Partners involved in placement activities.  Use of OKCIS and other resources.  Advisory Committee activities..
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 21 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions
Rated
	10
	9
	8
	7
	6
	5
	4
	3
	2   1

	Minimum Points Required
To Meet Standard
	24
Pts.
	21
Pts.
	18
Pts.
	15
Pts
	12 Pts.
	9 Pts.
	6 Pts.
	3 Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.
PLACEMENT

STANDARD FIVE



The purpose of essential skills and education enhancement is to provide integrated academic instruction based on documented goals for students in the context of skills needed for occupational competency, computer familiarity, and other cognitive skills.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Does the technology center integrate math, reading, and communication skills instruction with all students’ occupational skills training?  This includes the full spectrum of instruction from tutoring at the remedial level through more advanced math, science, and communication skills.
	Instructional plans specifying skills or competencies addressed for each occupational training program.  Description of instructional plan for inclusion of all students.  Samples of curricula or other resources.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	2. Are courses taught for academic credit adhering to state and federal legislation/guidelines with EOI passing rates monitored on an annual basis?  If using an online or electronic curriculum for academic credit, is a highly qualified, Oklahoma subject certified instructor teaching the course?
	Teacher credentials.  Syllabus.  Course objectives and content.  Course schedule.  EOI remediation data.  Documentation of online curriculum specifications.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	3. Does the technology center assist students in acquiring occupational licensure, preparing for the GED, accessing community instructional resources, preparing for certification exams, preparing for student organization academic skills demonstrations, and preparation for college admission testing?
	Activity log or list of students served or referred.  Preparatory materials.  List of credentials acquired by students. Referral resources.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	4. Are ELL (English Language Learners) students identified and do they receive assistance in developing workplace fluency in English language communication, including speaking, reading, and writing?
	Campus and district demographics. Documentation of instructional activity.  Samples student work Documentation of outreach. Samples of educational resources.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	5. Do integrated academics staff members have appropriate educational preparation and/or certification?  Do they attend on-going professional development related to job duties??
	Staff résumé’s.  Copies of teaching certificates, professional development plan, workshop attendance.  Copies of job descriptions.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	6. Do students receive a clear explanation of the purpose for integrating academic instruction into their occupational training?
	Student handbook.  Copy of information disseminated to students.  Description/schedule of orientation activities.  Brochure.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	7. Do students receive academic instruction through a variety of delivery systems or methods geared to different learning styles, rates, and abilities?
	Examples of a variety of instructional materials, learning systems, lesson plans, classroom activities, instructional technology, and completed projects.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	8. Is academic instruction modified or are alternative methods of instruction used to accommodate identified needs of students with disabilities?  Are occupational instructors involved in development of accommodations and assisted with modifying instruction for students with disabilities?
	Accommodation plans.  Individual student plans. Documentation of disability. Accommodation checklist. Alternative teaching materials. Modification forms.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	9. Are student participation and academic attainment or development measured and reported to appropriate parties on a regular basis or at least annually?
	Documentation of assessment results. Updated individual occupational plan or student service plan. Integrated learning system summary report. Copy of instructional record. Student files.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	10. Does the technology center assist occupational and technical instructors with developing strategies for integrating academics and other essential skills into program instruction?
	Description of inservice or other activities to help instructors develop such skills.  Examples of materials and/or strategies provided.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	11. Are the occupational and technical instructors actively involved in determining goals and in selecting materials and instructional aids to be used for integrated academic skills development?
	Description of methods used for soliciting involvement of instructors.  Copies of emails with staff showing involvement in integrated academic skills development.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	12. For academic integration staff, are assigned duties consistent with academic integration responsibilities and instruction to adequately serve all students?
	Schedules for academic center/academic instruction.  Schedules for academic integration staff.  Hours of operation for the academic center.  Job description/duties.  Assigned responsibilities.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 33 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions Rated
	12
	11
	10
	9
	8
	7
	6
	5
	4
	3
	2
	1

	Minimum Points Required To Meet Standard
	33
Pts.
	30
Pts.
	27
Pts.
	24
Pts.
	21
Pts.
	18
Pts.
	15
Pts.
	12
Pts.
	9
Pts.
	6
Pts.
	3
Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology institution, this standard is  |_| Met       |_| Not Met.

ACADEMIC INTEGRATION

STANDARD SIX



Each technology center accredited by the State Board shall ensure that its training programs are related to the employment needs of business and industry.  In order to help fulfill this responsibility, accredited institutions shall regularly meet with representatives of local businesses and industries for advice in guiding program and institutional operations.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Does the technology center ensure that its training programs are relevant to current labor market needs?
	Needs assessment.  List of businesses and industries served.  Description of business and industry services (i.e., Bid Assistance Center, BITS, etc.).  Job descriptions of Business and Industry Services staff.  Names of ten largest for-profit employers.  Number of clients served through client-based programs.  Economic development projection.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Does the administrative staff ensure that each training program utilizes advisory committee input in program planning?
	List of changes that resulted from advisory committee input.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	3. Does the administrative staff ensure that each training program provides quality training?
	Examples of assessment techniques used to ensure continuous improvement.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	4. Do Business and Industry Services personnel participate in economic development meetings held by local development authorities, chambers of commerce, or other organizations and do they share the information with other technology center personnel?
	List of economic development organizations in the district and level of technology center’s involvement. Correspondence or other documentation showing information has been shared among BIS and ACD staff.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	5. Does the technology center serve a reasonable number and a representative cross-section of businesses in the district?
	Market data on number of businesses.  List of minority-owned businesses.  Percentage of businesses being served.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	6. Does the technology center ensure that ODCTE guidelines for providing enrollment and BIS class data are being followed?
	Student information forms. Samples of class outlines or syllabi, attendance rosters, beginning and ending times of training conducted, and contact information for instructors.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	7. Are advisory committees representative of a broad segment of the business and industry community (including agencies for special populations)?
	List of advisory committee members and their places of employment.  
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	8. Are records of advisory committee meetings maintained on file for long-range planning purposes?
	Long-range plans.  Advisory committee minutes on file.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	9. Are new business, industry, and adult clients actively pursued in marketing efforts?
	Number of new clients served.  Percentage of total clients that are new.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 9 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions Rated
	9
	8
	7
	6   5   4   3   2  1  

	Minimum Points Required
To Meet Standard
	9 Pts.
	6 Pts.
	3 Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.

BUSINESS AND INDUSTRY RELATIONSHIP

STANDARD SEVEN



Each technology center accredited by the State Board shall have defined procedures for the continuous assessment of its professional staff.  These assessments shall be used as a basis for identifying the professional growth needs of individual staff members.  Efforts shall be made to ensure that in-service and/or upgrade training is provided in accordance with identified needs and current state and federal guidelines.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Is an overall professional development committee established for the technology center? Are the majority of the committee members classroom teachers? (Other members should include an administrator, a school counselor, a parent, and representatives of other school staff.)
	List of professional development committee members and committees’ role at the technology center. Process for selecting committee members. Committee meeting agendas and minutes that include committee recommendations.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Is a data-driven approach used to analyze student data and determine district, campus, and individual professional development needs for all staff? Do the local board of education and administration establish professional development programs based on the recommendations of the professional development committee?
	School and individual professional development needs assessments. Examples of results and other data used to identify professional development needs. Board policies and/or procedures. List of individuals who determine training needs and who track the training.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	3. Does the technology center’s professional development plan address educational topics that will meet the district’s needs? Is the plan directed toward meeting the goals of the school as addressed in the strategic plan? Are state-required professional development topics addressed? (Topics could include: multicultural education, special education, parent outreach, AIDS, CPR, bloodborne pathogens, diversity, prevention education, bullying, sexual harassment, technology, plans of study, instructors as advisors, classroom management, and student discipline. At least annually, training should be provided on recognizing and reporting child abuse and neglect.)
	Sign-in sheets and agendas for specific training. School’s strategic plan.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	4. 
Is there evidence of individualized professional development plans that are centered on evidence-based assessments and data? Are the plans updated annually? Do those plans address the Oklahoma Teacher and Leader Effectiveness Evaluation System? Are a variety of methods included on the plans to increase instructional effectiveness?
	Individualized professional development plans. Self-assessment and reflection tools. Evaluation forms used for certified staff. Methods used to increase instructional effectiveness could include individualized coaching, peer-to-peer coaching, small-group collaboration, and large staff development with follow-up.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	5. Is there a local orientation plan for new staff (teachers and non-teachers)?
	Procedures/policy for providing mentors for all new staff. Procedures/
policy for new teachers’ orientation for teaching skills.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	6. Have administrators who are responsible for evaluating certified teachers and administrative personnel completed training in the Oklahoma Teacher and Leadership Effectiveness Training System, and do they use an evaluation process that is fair and consistent?
	Certificate verifying completion of training. Description of evaluation process. Documents used in the evaluation process.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	7. Does the technology center provide resources to support the professional development plan?
	Professional development budget. Board policies and/or procedures. Expenses relating to supporting the plan. Support activities could include stipends, paid leave, or reimbursement. Activities could include webinars, online classes, books, guest speakers, and other resources obtained for professional development.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 6 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions Rated
	7
	6
	5  4  3  2  1   

	Minimum Points Required
To Meet Standard
	6 Pts.
	3 Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.

PROFESSIONAL DEVELOPMENT

STANDARD EIGHT



Each technology center accredited by the State Board shall provide for the training and retraining needs of adults in the district.  Training programs and seminars shall be provided at times most convenient for adults.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Does the technology center use effective needs assessment strategies and align ACD course and career major offerings with assessment results?
	Needs assessment instrument.  Examples of implementation. Marketing plan. List of delivery methods. Examples of course delivery methods.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Does the technology center have established quality indicators that are monitored for continuous improvement of the ACD courses, products, and services?
	Quality indicators. Assessment instruments (examples of course and instructor evaluations). Documentation of improvement process.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	3. Does the technology center ensure that ODCTE guidelines for providing ACD enrollment and class data are being followed?
	Student information forms. Samples of class outlines or syllabi, attendance rosters, beginning and ending times of training conducted, and contact information for instructors.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	4. 
Does the technology center have an ACD marketing strategy and utilize a variety of effective marketing techniques?
	Marketing plan. Course brochures. Promotional materials and strategies.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	5. Does the technology center support ACD instructor development and provide training in the use of instructional techniques to address a variety of learning styles?
	Instructor handbooks.  Instructor orientation workshop agendas. Instructor evaluations. Professional development activities for improvement of instruction.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	6. Does the Adult and Career Development Division participate in professional development activities to stay abreast of current  trends in adult education, program development, learning technology delivery, and evaluation?
	Attendance at meetings and adult coordinator forums. Certificates of completion. Certifications. Professional association memberships. Completion of Business and Industry Services Certification Program (BISCP).
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	7.	Does the Adult and Career Development Division staff participate in economic development meetings held by local development authorities, chambers of commerce, or other organizations and do they share the information gained from the meetings with other technology center personnel and implement courses that speak directly to those workforce needs?
	List of economic development organizations in the district and level of technology center’s involvement. Correspondence or other documentation showing information has been shared and implemented.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	8.	Does the technology center have an appropriate level of personnel and resources to provide quality customer service and to support adult and career growth and development?
	Organizational chart. List of ACD staff and their duties and responsibilities. List of resources used by ACD to serve customers; i.e., equipment, curriculum, and appropriate computer software and hardware.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	9.	Does the technology center have an appropriate technology plan to address community needs?
	School and/or division technology plan. List of technology resources. Improvements for last five years.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 18 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions
Rated
	9
	8
	7
	6
	5
	4
	3   2   1  

	Minimum Points Required
To Meet Standard
	18
Pts.
	15
Pts.
	12
Pts.
	9
Pts.
	6 Pts.
	3 Pts.
	All Must
Be Met




Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.

ADULT AND CAREER DEVELOPMENT

STANDARD NINE



Each technology center accredited by the State Board shall ensure that career and technology training opportunities are provided to all qualified students who seek such training.  Recruitment and admission policies and hiring practices shall be nondiscriminatory, and physical facilities shall be constructed and/or modified to accommodate the needs of individuals with disabilities.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Has the district designated a person or persons to:
· Respond to inquiries regarding the district’s nondiscrimination policy?
· Coordinate in-service training for employees on providing services to students with disabilities and preventing and responding to incidents of harassment and bullying?
· Ensure that the district’s nondiscrimination policy is published?
	Board minutes.  Job descriptions. In-service agendas.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Does the district’s publication of its nondiscrimination policy include:
· A statement to the effect that it does not discriminate on the basis of race, color, national origin, sex, or disability?
· Contact information for compliance coordinators (required in all notices)?
· A single, annual notification of nondiscrimination, published prior to the start of the school year, that includes a summary of training programs offered?
· Continuing notification of its nondiscrimination policy on applications, recruiting and informational materials, and the district’s homepage? 
· Translation and dissemination in the langue spoken by a minority group when a significant non-English speaking population exists within the district.
	Affidavit of publication for the annual notification. District’s homepage. Brochures, catalogs. District demographics. Non-English versions of the nondiscrimination policy notices. Position vacancy announcements.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	3. Does the district address complaints alleging prohibited actions and behaviors?
· Does the district document and retain all initial complaints, including oral complaints?
· Has the district adopted a grievance procedure that provides for the quick and equitable resolution of complaints alleging prohibited actions?
· Does the grievance procedure establish specific responsibilities and times for gathering information, informing parties involved, evaluating the evidence, and rendering a decision?
· Has the district adopted a record-keeping policy to retain documentation of all testimonies and accounts, hearing minutes, and correspondence?
	Concurrent documentation in calendars, planners, notebooks, complaint forms. Board-approved grievance procedure for resolving complaints of discrimination and harassment. Documentation of record-keeping policy and sample records.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	4. Does the student handbook include:
· Notification of the district’s nondiscrimination policy?
· Definition or explanation of behavior that qualifies as harassment?
· Grievance policies and procedures by which complaints alleging prohibited actions may be quickly and equitably resolved?
	Student handbook.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	5. Does the district avoid perpetuation of stereotypes and other forms of bias in its recruitment and information activities? Do images in print and electronic media portray males or females, minorities, and individuals with disabilities in training and occupational settings in which these groups have been traditionally underrepresented? Does the makeup of the recruiting teams mirror as closely as possible the demographic profile of the community? Are nontraditional students included in recruiting activities?
	Brochures, catalogs, website. Makeup of recruiting teams.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	6. 
Is the process by which applicants are selected for admission free from bias? Do assessments accurately measure an applicant’s aptitude rather than reflecting an applicant’s impairment? Are prerequisite courses for any program equally available to students from each sending school?
	Documentation of the process for evaluating applicants. List of programs with prerequisite courses and evidence that the courses are available at each sending school.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	7. Does the district provide accommodations and modifications for students with disabilities according to the requirements of IDEA and Section 504?
	Documentation of attendance at IEP/504 meetings. Records of required modifications pursuant to IEP/504 plans. Documentation of communication of required modifications to instructors. Documentation of in-service or training provided to instructors to modify instruction.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	8. On the enrollment applications and employment applications, does the district:
· Include the continuing statement of nondiscrimination?
· Exclude any question pertaining to the marital or parental status of an applicant?
	On its adult enrollment application, does the district exclude 	inquiries regarding the disability status of an applicant except 	where permitted by 34 CFR §104.42?
	Enrollment applications for high school and adult students. Employment applications for non-certified and certified positions.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	9. Does the district provide effective communication to the public? Where significant populations of non-English speaking individuals reside within the district, are district employees available to translate or are applications and forms available in languages other than English? Are qualified sign language interpreters or electronic assistive listening technology available to accommodate deaf or hearing-impaired persons? Is the technology in working order?
	List of bilingual employees. Applications, forms, translated website. List of qualified interpreters. Assistive listening technology.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	10. Does the district allow females to be admitted or participate in any occupational program or job regardless of pregnancy, childbirth, termination of pregnancy or recovery there from, or treat the pregnancy or childbirth the same as any other temporary disability?
	Individual program handbooks. Program literature.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	11. Does the district take steps to ensure that disproportional enrollment of male or female students, minority students, or students with disabilities in individual program areas is not due to unlawful discrimination in counseling activities? Schools must ensure that counselors do not direct or urge any student to enroll in a particular career or program nor measure or predict a student’s prospects for success in any career or program based upon the student’s race, color, national origin, sex, or disability. 
	Steps taken to determine presence of a trend of disparate enrollment. Results of examination of recruitment, selection, and counseling activities.

NOTE:  If no enrollment analysis has been conducted, this quality indicator cannot be evaluated and corrective measures are required before this administrative standard can be met.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	12. 
Do accessible parking, routes connecting parking to entrances, ramps, maneuvering space at entrances, door openers/hardware, and other features combine to make buildings accessible from the outside? Are buildings connected by an accessible route? Does proper signage mark parking, accessible routes, and entrances?
	Results of self-evaluation. Onsite inspection.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	13. Are all common-use areas such as administrative offices, counselors’ offices, cafeteria and snack areas, libraries/media centers, academic centers, restrooms, and assembly areas accessible? If more than one common-use area is available (such as restrooms), is at least one accessible?
	Results of self-evaluation. Onsite inspection.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	14. 
Are instructional areas accessible? Is an accessible restroom located near the instructional area? Are the equipment and furnishings used therein readily accessible? Could they be quickly and easily modified to be accessible? Could curriculum and instructional materials be readily modified to be accessible?
	Results of self-evaluation. Onsite inspection.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 12 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions Rated
	14
	13
	12
	11
	10  9  8  7  6  5  4  3  2 1  

	Minimum Points Required To Meet Standard
	12
Pts.
	9
Pts.
	6
Pts.
	3
Pts.
	All Must Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.

EDUCATIONAL EQUITY/NONDISCRIMINATION

STANDARD TEN



It is the policy of the State Board to encourage innovative teaching methods and training that serve the needs of individual students.  To the extent possible, career majors/pathways are designed to train for present and future labor market needs and to incorporate new techniques.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Does the administration encourage the design and implementation of innovative programs? 
	List and description of innovative programs.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	2. Does the institution pursue proposals for grants that fund innovative projects?
	Proposals. Grants received.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	3. Is labor market data used in determining the need for adding career pathways/majors?
	Labor market data used for adding new career pathways/majors.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	4. Does the administration provide avenues for updating instructors on new technologies, incorporating those avenues into the occupational instruction?
	Examples of innovative in-service training activities
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 9 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions Rated
	4
	3
	2
	1  

	Minimum Points Required
To Meet Standard
	9 Pts.
	6 Pts.
	3 Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.

INNOVATIVE PROGRAMS

STANDARD ELEVEN



Each technology center accredited by the State Board shall conduct its operations in an ethical manner, with particular attention to those factors affecting students and employees.  Board policies and procedures shall be effectively communicated to constituents and administered in a manner that maintains the public’s trust in the integrity of the institution.  An accredited institution shall review periodically its policies, directives, and practices to ensure that they reflect the requirements of applicable laws and regulations and do not unfairly or negatively impact those the institution serves or seeks to serve.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Does the technology center annually review its policies, directives, and practices to ensure it does not unfairly or negatively impact those individuals the school serves or seeks to serve and does it incorporate changes necessitated by new or revised school laws and regulations?
	Policies and procedures manual.  Policy review committee members, meeting dates, minutes.  Board meeting agendas or minutes reflecting policy revisions.  Student handbook.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Has the technology center developed appropriate consumer information disclosure policies for current/perspective students as well as the general public as required for institutions participating in the federal student financial assistance (SFA) programs? Are the policies appropriately disclosed, and do they meet the requirements of applicable laws and regulations?
	Policies and procedures manual.  Description of how/when policies are disclosed.  Copy of each disclosure document (e.g., student handbook, employee handbook, general catalogs).
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	3. Does the technology center satisfy the financial and administrative capability requirements for institutions participating in the federal student financial assistance program as required in its Program Participation Agreement (PPA)?
	Annual audited financial statements.  Organizational chart and job descriptions.  Results of federal SFA compliance audits and program reviews.  Appropriate record retention. Most recent Program Participation Agreement (PPA). Eligibility and Certification Approval Report (ECAR).  Student file that are complete and accurate.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	4. Has the technology center ensured that district policies and procedures comply with the Code of Ethics (Professional Conduct) Guidelines approved by the State Board, and are policies and procedures in place for reporting and resolving alleged violations?
	Approval letter from State Director.  Policies and procedures manual.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Qualify Indicators marked with a screen must be met in order to meet the standard.

	5. Has the technology center developed an appropriate policy for filing and resolving employee and constituent complaints related to the operation of the school and the quality of its programs and complaints related to alleged violations of laws established to protect the rights of specified groups of individuals?  Is a record maintained of all formal complaints?
	Policies and procedures manual.  Record of formal complaints.  Description of how/when the policy is disclosed.  Copy of the disclosure document.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	6. Has the technology center developed a fair and equitable institutional refund policy in addition to adhering to federal student aid return requirements?
	Policies and procedures manual.  Description of how/when the refund policy is disclosed.  Copy of the disclosure document.  Files of students who have withdrawn from school.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	7. Has the technology center implemented appropriate procedures to account for Campus-Based funds (i.e., Federal Supplemental Educational Opportunity Grant [FSEOG], Federal Work Study [FWS], Federal Perkins Loan) as well as any matching contributions?
	Copy of Fiscal Operations Report and Application to Participate (FISAP).  Award notices/allocations.  FWS payroll records.  Institutional match check/warrant copy. FWS job descriptions.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	8. Has the technology center implemented appropriate actions representing diligent enforcement of a default management plan?  (Applicable only for schools with students in repayment status on Title IV student loans.)
	Current and historical cohort default rates.  Written default management plan.  Evidence of contacts with former student loan recipients concerning their loan repayment obligations.  Most recent letter from U.S. Department of Education citing current or historical cohort default rate.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	9. Does the technology center accurately disclose the names of associations, agencies, and/or governmental bodies that accredit, approve, or license the school and/or its career majors and the procedures by which constituents may review a copy of the school’s accreditation, licensure, or approval?
	Description of how/when this information is disclosed to constituents.  Copy of the disclosure document.  Copy of accreditation renewal/approval letters from applicable agencies; e.g., OBCTE, State Board of Nursing, FAA, NLNAC, etc.).
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	10. Is the school able to balance its Title IV financial aid expenditures and draw totals each fiscal year?
	Pell grant year-to-date listings, G5 ending balance EDSA – YTD POD Alerts.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	11. Does the technology center allow admission of postsecondary students who do not have a high school diploma or GED? Effective July 1, 2012, does the technology center evaluate potential students who have neither a high school diploma nor a GED for admission (i.e., homeschooled students, transfer students, former students, etc.)? Were students who were admitted as having the ability to benefit (as defined by the Higher Education Act of 1998 and as amended by the Consolidated Appropriations Act of 2012) properly documented for Title IV financial aid purposes?
	Staff flow chart or other documentation indicating separation of functions.  Student files showing date of assessment, enrollment, and financial aid authorization.  Appropriate documentation of previous enrollment on those students admitted under ATB after July 1, 2012.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	




Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 21 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions
Rated
	11
	10
	9
	8
	7
	6
	5
	4   3    2    1  

	Minimum Points Required
To Meet Standard
	21
Pts.
	18
Pts.
	15
Pts.
	12
Pts.
	9 Pts.
	6 Pts.
	3 Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.

ADHERENCE TO POLICIES AND PROCEDURES

STANDARD TWELVE



Each technology center accredited by the State Board shall maintain a program of communications and marketing that will seek to maintain an engaged and well-informed public.  Each institution shall develop and maintain a communications and marketing plan to guide the effort.  Printed materials and other media used for communication shall be presented in an accurate and ethical manner.


	QUALITY INDICATORS

	QUESTIONS
TO WHAT EXTENT:
	SUGGESTED
DOCUMENTATION
	NA = Not Applicable
1 = Poor
2 = Below Standard
3 = Meets Standard
4 = Above Standard
5 = Outstanding

	1. Does the technology center maintain and evaluate a written communications and marketing plan annually that aligns with the overall institutional strategic plan?
	Communications and marketing plan. Discussion of how the plan is evaluated. Evidence that plan is being used and annually updated.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	2. Has the technology center delegated communications and marketing responsibilities to a specific individual?
	Job description and résumé of designated individual.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	3. Does the communications and marketing professional regularly seek to improve his/her professional skills by attending communications and marketing meetings, workshops, or conferences?
	Documentation of attendance at meetings, workshops, and conferences.
	|_| Met
|_| Not Met


	COMMENTS:
     
	
	

	All Quality Indicators marked with a screen must be met in order to meet the standard.

	4. Does the communications and marketing plan identify the various community target groups and strategies, including research, analysis, communication, and evaluation (RACE) components?
	List of community target groups, strategies, and measurement tools.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	5. Does the technology center use an appropriate mix of methods and media appropriate for each targeted audience, including one-way and two-way communications?
	Communications and marketing plan that includes examples of newspaper articles, public service announcements, radio and local cable spots, face-to-face contact such as surveys, focus groups, social networking, websites, etc.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	6. Does the technology center use and/or develop communications and marketing methods and media that include individuals with disabilities, nontraditional students, and minorities?
	Examples of newspaper articles, public service announcements, promotional videos, surveys, focus groups, social networking, etc.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	7. Are procedures established and appropriate methods and measures used for one-way and two-way communication with internal audiences?
	Internal communications vehicles, staff newsletters, interactive electronic newsletter, memos, small-group discussion, surveys, suggestion box, events, Internet, etc.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	8. Are appropriate methods used to educate technology center employees of their role in the practice of effective communications and marketing?
	Discuss methods used to inform faculty and staff.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	9. Does the technology center maintain and annually evaluate a written crisis communications plan that includes periodic exercises/drills?
	Crisis communication plan. Outline of how the plan is updated, communicated to staff, and training provided. Evidence that plan is being updated and used with staff.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	

	10. Has the technology center implemented a social media policy?
	Social media policy. Provisions and training for use.
	NA 1 2 3 4 5

     

	COMMENTS:
     
	
	





Sum the ratings in the preceding columns	       Total Points

In order to meet the standard, all State Board Rules must be met and the total points must equal or exceed 21 points.

If any questions are not applicable, the chart below can be used to determine the total points needed to meet the standard.  (The Number of Questions Rated should include the questions related to State Board Rules.)

	Total Number of Questions
Rated
	10
	9
	8
	7
	6
	5
	4
	3    2    1  

	Minimum Points Required
To Meet Standard
	21
Pts.
	18
Pts.
	15
Pts.
	12
Pts.
	9
Pts.
	6
Pts.
	3
Pts.
	All Must
Be Met



Based upon the Quality Indicators, which reflect State Board Rules and factors influencing the quality of the career and technology training institution, this standard is  |_| Met       |_| Not Met.

COMMUNICATIONS AND MARKETING

STANDARD THIRTEEN



Oklahoma Department of Career and Technology Education

TECHNOLOGY CENTER EVALUATION PROFILE


School       	

Date       	

Chairman       	



	
	Standard
Met
	Standard
Not Met*

	STANDARD 1		Instructional Purpose
	[bookmark: Check8]|_|
	|_|

	STANDARD 2		Administration and Support Services
	|_|
	|_|

	STANDARD 3		Quality Program Operations
	|_|
	|_|

	STANDARD 4		Guidance and Training Assistance
	|_|
	|_|

	STANDARD 5		Job Placement Assistance
	|_|
	|_|

	STANDARD 6		Academic Integration
	|_|
	|_|

	STANDARD 7		Business and Industry Relationship
	|_|
	|_|

	STANDARD 8		Professional Development
	|_|
	|_|

	STANDARD 9		Adult and Career Development
	|_|
	|_|

	STANDARD 10		Educational Equity/Nondiscrimination
	|_|
	|_|

	STANDARD 11		Innovative Programs
	|_|
	|_|

	STANDARD 12		Adherence to Policies and Procedures
	|_|
	|_|

	STANDARD 13		Communications and Marketing
	|_|
	|_|



*Refer to Specific Recommendations for Improvement
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The Oklahoma Department of Career and Technology

Education uses this instrument to evaluate career

Ca mer iech and technology education according to the standards
approved by the State Board of Career and Technology
Education.
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