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Career and Technical Education

CAREER AND TECHNICAL EDUCATION:
A STEP BY STEP GUIDE TO DETERMINE WHETHER OR NOT THE OPERATION OF A CTE
PROGRAM OF STUDY IS A SUSTAINABLE OPTION FOR YOUR SCHOOL?

Step 1: Survey School Stakeholders

As the school considers the factors involved in developing and implementing a CTE Program of Study, it is critical to
engage school-wide staff including the school leader, assistant principals, academic and CTE faculty, guidance
personnel, the data specialist, the parent coordinator as well as other relevant stakeholders to ensure the CTE
program is positioned to advance the school’s mission and goals for student achievement. As a result of the survey
a program planning team should be assembled to address the following steps prior to completing an application to
propose a CTE program of study.

Step 2: Understanding the facts about operating a Career and Technical Education program of study

A CTE program of study is a formalized program of study in a specific industry area that prepares a subset of
students enrolled in the program for seamless transition into postsecondary opportunities in two-or four-year
degree programs, further training, apprenticeships, or entry level work. Students in a CTE Program fulfill rigorous
and integrated instruction of academic and industry-specific content as well as workforce readiness training and
applied work-based learning experiences. By completion of a CTE Program of Study, students are expected to
successfully pass a technical assessment, including industry-recognized certification or licensing examinations that
lead to credentials, as evidence of their college and career readiness. A school level advisory board composed of
school level stakeholders and industry, and postsecondary partners is critical to inform and validate the integrity of
the program’s design and content to prepare students for college and career readiness.

What are the requirements of a CTE program of study?
All CTE programs operating in NYC must demonstrate alignment to the New York State Board of Regents policy on
Program Approval to ensure programs deliver measurable college and career readiness outcomes for students.
Program requirements include:
e  CTE State certified teachers who remain current in their profession
e A coherent sequence of courses focused on rigorous integrated academics, relevant technical knowledge,
and employability skills (minimum of 7 credits) including career and financial management aligned to
Common Core State Standards (CCSS), Career Development Occupational Studies (CDOS) learning
standards, and related industry-based competency standards
o Direct benefits to students: industry-based assessments, credentials, or dual enrollment college credit
e Work-based learning: A progressive, multi-year sequence of instructional activities, within a real-world,
work-related context, that allows students to build a bridge from adolescent roles in the classroom to
adult roles in the workplace. WBL activities include:
= Career Focused Field Trips (Workplace Tour), Guest Speakers, Career Fair, Job
Shadowing, Mentoring, Competitions (assessing outcomes, coaching and networking),
Research Projects (with industry interaction and support), Interactive Projects (with
multiple interactions with professionals), Student-Run Enterprise (with industry
Involvement), Service Learning (Community Service), Paid or Unpaid Internships
(outside the school), Apprenticeships
e Partnerships with business, industry and postsecondary Institutions to inform and validate the integrity of
the program’s design, content and continuous improvement
0 Postsecondary articulation agreement that offers benefits to students including:
= college credits, advanced standing, reduced tuition
= the opportunity to earn college credit for college-level high school programs
e A business and industry advisory committee to provide input for program improvements, postsecondary
training, apprenticeships, and/or employment opportunities for students, professional development for
staff, curriculum and technical assessment review



Step 3: Determine a Career Cluster and Career Pathway
*Career clusters in bold represent NYC’s high-skill, high-demand, and high wage industry areas according to labor market data.

Agriculture, Food & Natural e  Business Management & e Law, Public Safety, Corrections &

Resources Administration Security

Architecture & Construction e  Health Science e Science, Technology, Engineering

Arts, A/V Technology & e Information Technology & Mathematics

Communications e  Transportation, Distribution &
Logistics

Considerations:

Will the program of study align with our existing program enrollment offerings?

Which students would be provided the opportunity to participate in the program of study?

(programs must be accessible to all students)

Where can | learn more about career clusters and pathways?

Which postsecondary institutions offer programs of study aligned to this career cluster or pathway?
Which industry credentials within this career pathway align to this program of study?

Are there established programs of study that can be purchased and implemented? Where can | learn
more about existing program options?

How will we develop a two—to-four year course sequence aligned to a postsecondary program of study?

Step 4: Evaluate Facility space and needs’

Considerations:

Is the school situated within a shared campus? (CTE programs may not be shared across schools)

Which space(s) can be used for CTE designated instruction?

How much space would be required to serve a two-to-four year program course sequence to 300 or more
students?

Would the designated space require capital improvements and would a capital improvement request
have to be generated? (currently capital improvement requests may take up to two years if granted)

Step 5: Evaluate staffing needs

Considerations:

Who will oversee the development, and implementation of the CTE program of study?

Is there a CTE certified teacher on staff? Can an existing teacher qualify for CTE certification in the
proposed program area or will a new teacher(s) need to be hired?

How would we recruit a teacher from industry? Is this considered a high needs area under the current
hiring freeze? Are there ATRs in this program area?

Which industry credentials should a teacher hold for this program of study? Which types of training
and/or educational requirements are expected?

Who will take on the role of the work-based learning coordinator? How will time be allotted to allow for
managing external partnerships and site visitation?

Step 6: Determine cost and benefits

How are Career and Technical Education programs funded?

All schools offering CTE programs of study use existing school budgets to sustain CTE programs. Federal Vocational
and Technical Education Act grant funds (VTEA) may only be used to supplement funding from the school budget,
not provide a sole source of support to supplant your CTE program.

! School leadership should fully assess local factors to determine costs associated with start-up and maintenance of
required facilities, staffing, equipment, etc., tied to their respective CTE program plans.



Overview of Start-Up Costs & Considerations

Start-up costs associated with beginning new CTE programs fall into three general categories: Facilities, equipment
and supplies, and personnel. The size and scope of a program of study will determine if it is cost effective to
operate and whether the investment of capital funds can be justified. The major indicators of a sustainable
program include: a team of qualified staff members (minimum 3-4) committed to running the program, the
number of students served (minimum 300), and the consistent engagement with industry and postsecondary
partners to continually improve the program to maintain relevant instruction within the designated career area.
Based on expense category, equipment and supplies expenses are annual needs and vary based on ‘tier’ of
program area.

Ongoing maintenance costs for CTE programs

Beyond start-up costs, programs incur additional costs associated with operating programs. Costs may be covered
via school budgets or VTEA, depending on the expenditure area. As programs grow in size, operating costs also
rise.

Costs may include

e  Equipment and supplies e  Professional development e Maintenance of equipment
e  Personnel expense e  Student work experience e  Transportation of student and staff
e  Facility upgrades e  Technical assessments/certifications e  Professional services

Step 7: Determine Program objectives and expectations
Considerations:

e Identify your school’s objectives for the CTE Program of Study

e  What will this program prepare students for? Does this align with the school’s overall mission and goal
for its students? Is there a demand for the program by students?

e  What industry-specific competencies and skills should students be able to demonstrate by completion of
program?

Step 8: Timeline
Considerations:

e  Review the program proposal application with the program planning team
e Develop a plan for how the program planning team will complete the application
e Plan out the program sequence that will allow students to achieve the program’s objectives
0 How will this program sequence connect to and support core requirements of the academic
curriculum?
e Plan out the Work-based Learning sequence
0 How can this form of instruction support students in completing both academic and CTE
requirements for graduation?
0 How will course schedules be designed to allow students to participate in off-site work?
e  What industry-recognized technical exam or certification will students be prepared to take by end of
program to validate their knowledge and competencies?
e How will external partners be engaged in the design proposal of the CTE Program of Study?
O advice on industry trends/credentials and assessments/employment requirements
0 review of course syllabus, postsecondary-level syllabi to help plan out curriculum, establish
post secondary articulation opportunity, offer teacher training or externships, identify or host
student internships



Step 9: Action Plan
Considerations:

e As the planning team begins to develop a program proposal
e  Ensure a school-wide approach toward implementing a CTE Program of Study
0 How will the development of the program align to the elements of program approval?
0 What support structures are available to ensure program accessibility for students with
disabilities and English Language Learners have the opportunity to complete the program?
0 How will the school provide postsecondary guidance to students in this program of study?

Step 10: Apply to launch a CTE program

How does a school apply to open a CTE program?

High schools interested in applying to launch new CTE programs, including programs offered through the Justice
Resource Center, The National Academy Foundation, and Virtual Enterprises International must use the NYC DOE

Program Proposal Application found on the NYC DOE CTE web pages:

http://schools.nyc.gov/ChoicesEnrollment/SpecialPrograms/CTE/Educators/default.htm




