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Guidelines for CTE Program of Study Identification and Student Enrollment
Overview
1. The CTE Sequence Page in STARS enables you to track your CTE Program of Study (Program), the associated courses in the Program’s sequence, and the students who have committed to pursuing that Program.  
2. Schools should determine the expected duration of a Program and at what point during their high school experience a student is expected to commit to pursuing that Program.  Both the duration and expected commitment time should be consistently applied for that Program.  
3. Upon commitment to a Program, a student should be enrolled and tagged to the Program via the Load Student CIP Codes function on the client or Custom Report 6.51
4. Students should remain tagged to that Program in STARS, unless they formally drop out of the Program to pursue a different sequence and/or no sequence at all.  Electing to drop out of a Program or pursue a different Program should be consistent with the school’s CTE program policies.  
5. Changes to student enrollment in the Program should be made at the beginning of the each term as part of data verification.  Oct 31st for term 1 and Feb 28 for term 2.  No students should be switched from one sequence to another during the active term.  
6. Students enrolled in a Program should carry the same six-digit Classification for Instructional Program (CIP) Code as the CIP associated with the Program identified on the CTE sequence page.   This is not related to the course CIP in which the student may be enrolled in a given term.   Remember, a student’s enrollment in a particular course does not in and of itself indicate that s/he has enrolled in the entire CTE program/sequence.    
The following diagram shows a possible relationship among the CTE Program/CIP, the courses that make up the program’s sequence and students enrolled at the school.  

· In the example of above the school has identified a CTE Program and its corresponding CIP code on the course sequence page in CTE Maintenance.   
· The √ next to each course shows the courses that are part of this CTE program’s sequence.  Courses 1, 2, 3 and 4 are required for the sequence.  Course 5 is not part of the sequence.  
· The students who are formally pursuing this program of study are identified with the same program CIP and tagged to the program.  Students A, B, and C are part of the program.
· Among those students, only Student A and C are currently enrolled in a one of the program’s courses.
· Students D & E are not in the CTE program and therefore do not count as part of the CTE Program’s enrollment.
· The total enrollment in this sample CTE program is 3 students.
· Note that Student D is enrolled in Course 3 which is part of the sequence, but he is not formally enrolled in the CTE program since he hasn’t been tagged as such.  Perhaps he’s just taking a single course as an elective.
· Note that Student E has a different CIP and is therefore not tagged to this particular CTE program.


Frequently Asked Questions
What is a Career and Technical Education Program of Study?

· A formal program that provides students with both academic and technical instruction that prepares them for post-secondary education and workplace opportunities.
· A CTE Program must include: 
· Sequence of courses toward graduation and for a specific career pathway 
· combined rigorous academic and technical coursework
· Content alignment to business and industry standards 
· Work-based learning opportunities and internships for applied learning
· Preparation toward industry-level certification, licensing or credential-bearing examination (technical assessment)
· Opportunity to graduate high school with industry-specific competencies and skills leading to post-secondary education, further industry training and/or entry into the workforce through an articulated agreement

When do I enroll a student in a CTE program of study?
You enroll a student into the program of study when that student has made the decision and committed to pursuing that Program of Study consistent with the school’s policy for that program of study.  Students should remain enrolled in that Program until they graduate, unless they are deliberately discharged because they dropped out of the Program. 
Are all students enrolled in a CTE course, considered an enrollee in the CTE Program of Study?
No.  Any student may be enrolled in a course affiliated with a CTE program of study.  However, only students formally pursuing the sequence of the CTE Program should be tagged to the CTE Program.  A CTE Program is made up of a sequence of courses formally affiliated with that program – these courses should be documented in STARS on the CTE sequence page.  
How do I create and maintain a CTE program in STARS?
1. Go to the CTE Maintenance screen and select <Course Sequence>
a. Select <New> and select the appropriate program of study with CIP code.
b. Save with an appropriate name.
c. Make all relevant courses available for the CTE program. 
d. Check all courses in CTE sequence.
How do I assign students a CIP code?
You should create an Excel spreadsheet chart for each CTE sequence and save it on the CLIENT machine so that it can be uploaded.  Under Miscellaneous, go to Load Student CIP Codes, make sure that the format of your spreadsheet matches the sample shown on the screen; all students should have an “N” for TechPrep unless you have that specific program.  As you upload your students it will give you the number of students that have been successfully updated.  For small numbers of students requiring updates, you can also use custom report 6.51 to assign or remove CIP codes to students.
When do I need to upload my students?
STARS maintains your students from one term to the next term; but you need to roll them over by running custom report 6.73 in the new term.  Custom Report 3.20 provides a regular view into the students that are affiliated with each of the relevant programs of study.  You need to verify that students are appropriately affiliated with their CTE program by October 31st and February 28th for each term respectively. 
What is the procedure for rolling the student over into the new term?
a. From the previous term, run custom report 3.20.  
b. Check to see that all students are correctly associated with the CIP program for that term
c. Log into the new term 
d. Run custom report 6.73
e. Run custom report 3.20 in the new term.  
f. Check to see that all students are correctly associated with the CIP Program
g. Use custom report 6.51 to update any students necessary

How do I know which courses have been updated to my CTE sequence?
Go to CTE Maintenance page of STARS and select Course Sequence. Select a program of study by clicking the “Edit” symbol and look at the courses selected in the chart provided.  All active courses will be checked in sequence.
Why don’t I see all the courses in my Program of Study?
The list displayed only shows active courses. You should select and activate all requisite courses in your CTE sequence even if they are not always offered in a given term.
How do I select the correct CIP code for my CTE Sequence?
You can locate a list of all the current CIP codes at (our Website) based on the current program availability, if you do not see an appropriate CIP code then you may contact our office for assistance.
Do I need to assign all courses in my CTE Program of Study with a CIP course code?
Yes.  ALL CTE courses should be assigned a CIP code by definition.  All CTE courses that are part of the Program of Study, therefore, should have a CIP code.  Note that the CIP code may or may not be the same as the program of study, depending on whether it is a core course (across multiple programs) or unique to the program of study.  You may also have CTE courses with CIP that are not part of the program of study.  
How do I assign a CIP code to a course?
In the CLIENT, under <Add or Modify Course> you can select the appropriate course and then assign the Cluster and CIP code to that specific course; if the course is part of an existing sequence you should use the CIP code for that specific sequence.  If you are assigning a CIP code to an elective course choose the “best” match available.
Do I need to change my course code to reflect a CTE course?
No, you do not need to adjust your course code to a B, K, V or T.  If you flag the course with the appropriate CIP code and it is part of a sequence it will be represented.  If you are changing the course code to reflect the program of study then refer to the code deck guidelines, or contact our office for assistance.
What are the basic steps for CTE Program of Study Identification and Enrollment in Stars?
1. Go to the CTE Maintenance screen and select <Course Sequence>
a. Select <New> and select the appropriate program of study with CIP code.
b. Save with an appropriate name.
c. Make all relevant courses available for the CTE program. 
d. Check all courses in CTE sequence.
2. Identify all students that are active in the CTE sequence.***
a. Create a MS Excel worksheet for each CTE program of study.
b. Include student OSIS, FirstName, LastName, CIPcodeID, and TechPrep.
c. Tab must be read “Sheet1” located on bottom left of the workbook.
d. Upload each MS Excel sheet using the CLIENT function Load Students CIP Codes
3. Update all courses with the assigned CTE program of study CIP code.
a. Using the CLIENT modify course flag of all courses in sequence.
b. Update and save the courses when finished.
c. These courses should be the same as the courses in the sequence page.
d. CFM will be flagged using a specific code 520899.
4. Method to remove CIP information from a small number of students
a. Create a group of the students using the group administration screen who need to have a common CIP code removed
b. Use Custom report 6.51
a. Enter the group ID number in the GroupID field
b. Enter 0 in the ValueTo field
c. Click the HTML button

Data verification should take place each term by Oct 31st and Feb 28th respectively; any students that have formally dropped out of the program should be removed.  No students should be switched from one sequence to another during the active term; all changes can be done at the beginning of the next term.  
*** Alternate method to add CIP information to a small number of students
a. Create a group of the students using the group administration screen who will be assigned to a common CIP code
b. Use Custom report 6.51
a. Enter the group ID number in the GroupID field
b. Enter the CIP program number in the ValueTo field
c. Click the HTML button
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