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SUGGESTED STEPS FOR APPLICATION PROCESS AND SUBMISSION

STEP 1:   Principals, or Assistant principals and teachers with the principal’s permission may begin the 
                   application process.

STEP 2:   Designate a school leader who will direct the exploration and application process.

   This person will be in charge of coordinating meetings between school stakeholders and external    
                  partners in addition to submitting the complete application. Select a team of school staff comprised of 
                  administration, teachers, guidance, parents, and students to serve as a self-study group. 

STEP 3:
  Determine the career cluster area and program offering then research the Labor Market Projections to    
  determine the growth and demand in the areas selected. 


STEP 4:  Convene a planning session with school stakeholders in which you develop a mission 
       
  and vision statement for your proposed program. Consider which industry partners and postsecondary 
                partners should be invited to support the program. You may want to create subcommittee assignments 
                for the following steps.
STEP 5:  Curriculum selection and Program course sequence development

STEP 6:  Work-Based Learning Sequence development

·  Identify appropriate work-based learning program exposure for grades 9-12

· Consider how the school will support a WBL coordinator
STEP 7:  Technical Assessment Selection and evaluation 

· Research nationally recognized, state approved technical assessments including industry certifications 
STEP 8:  Identification of Appropriately credentialed staff 
· If one is not currently in place, identify a CTE certified teacher holding a WBL extension certificate or a CTE certified teacher who can be trained

· Identify the appropriate city license area and state certification 
a teacher must hold to provide instruction in your chosen CTE program of study

STEP 9:  Schedule a meeting with industry and postsecondary partners 

· Conduct a meeting in person or over the phone to discuss program expectations, roles and responsibilities

· Request letters of support

· Request curriculum and technical assessment review

STEP 10: Share all program information with the self-study group for approval before completing and 

    submitting the final application. Submit the Program Proposal Application:  as a single MS Word or PDF file    
    via email to  cteprogramapproval@gmail.com
