Idaho Career & Technical Education
Request for New, Change in, or Reactivation of a Secondary Program
Due Date:  February 15th Annually

Directions:  The completed Request will include information needed to ensure that the essential components for secondary programs are understood and implemented.  A Cluster program includes introductory and intermediate courses, generally in a single Career Cluster. Pathway or Career Specialty programs are comprised of a series of courses that are sequential and incremental, and designed to introduce, develop, and reinforce technical and academic skills in an occupational field or Career Cluster.  The completed Request will include:

Section 1  – General Information (school district, building, school schedule, CTE contact information, etc.) 
Section 2  – Proposed Program
Section 3  – Program Advisory CommitteeTo facilitate a more timely review, ALL sections must be completed for ALL Secondary Program Requests.

Section 4  – Leadership Development
Section 5  – Realistic Work Experience
Section 6  – Facilities and Safety
Section 7  – Program Assurances

Section 1:  General Information

District Information:  

	School District Name:
	Click here to enter text.
	School District Number:
	Click here to enter text.
	School Name:
	Click here to enter text.


Type of CTE Program of Study:  (check one response)
☐  CTE Program (located at a comprehensive high school)
☐  CTS Program (located at a state approved career & technical school; Addendum to Request for New CTS Program of Study is required and located at the end of this document.)

Projected Teacher FTE of New Program:   
Information on how to calculate FTE is available at https://cte.idaho.gov/educators/forms/10-forms/. 
	
	Teacher Name (if known):
	Projected FTE

	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.


	School Schedule:
	Check One:		☐ Semester	☐ Trimester	☐ Other:  Click here to enter text.

Class periods taught per grading period: Click here to enter text. Class periods per grading period: Click here to enter text.

	District CTE Contact Information:  

	Name:
	Click here to enter text.
	Title:
	Click here to enter text.
	Mailing Address:
	Click here to enter text.
	Phone:
	Click here to enter text.
	Email:
	Click here to enter text.


Section 2:  Proposed Program

	CTE Program:
	Choose an item.
	Program of Study:
	Click here to enter text.
	CIP Code:
	Click here to enter text.

Status of Program:  Check one response.
☐ New CTE or CTS program (program has never been approved for delivery at this LEA)
☐ Change in currently-approved CTE or CTS program (i.e.: change in instructor FTE, change in
                Program of Study, etc.)
☐ Reactivation of previously-approved CTE or CTS program.

Outline the Course Sequence for this Program:  Complete the chart below.
	ISEE Course Number
	CTE Course Name
	Credits
	Required or Optional
	Course Type

	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.


Program of Study Accountability:  Complete the chart below

	Technical Skill Assessment:
	Click here to enter text.
	Course TSA Administered:
	Click here to enter text.


Articulation to Postsecondary CTE Program:
	
	Name of Postsecondary Institution:
	Choose an item.
	Name of Postsecondary CTE Program:
	Click here to enter text.
	Postsecondary CTE Program Faculty Contact (Name, Title, Phone, Email)
	Click here to enter text.


Additional Information about Program:  If needed, provide additional information about the proposed program in the comments box below.  This may include capstone courses at a magnet school, articulation out of region, etc.

	Click here to enter text.





Section 3:  Technical Advisory Committee (TAC)

A technical advisory committee (TAC) represents various aspects of the industry and community. The committee will meet annually and provides input for program improvement.  Please list the advisory committee members who have been involved in the development of this Request.

	Name of Technical Advisory Committee Member
	Company and Title
	Committee Make-Up

	Click here to enter text.	Click here to enter text.	*Industry Representative

	Click here to enter text.	Click here to enter text.	*Industry Representative

	Click here to enter text.	Click here to enter text.	*Industry Representative

	Click here to enter text.	Click here to enter text.	School Educ. Representative 

	Click here to enter text.	Click here to enter text.	Other

	Click here to enter text.	Click here to enter text.	Other


*Required Technical Advisory Committee (TAC) members. See TAC Handbook on our website at https://cte.idaho.gov/educators/technical-advisory-committees/. 

Section 4:  Leadership Development

Leadership development is integral to a program of study and is provided through an approved
Career Technical Student Organization (CTSO).  Please select the state approved CTSO with which this program of study will affiliate.  Leadership development is most easily met through involvement the state CTSO.

	CTE Student Organization:    Choose an item.

If the proposed program is not going to affiliate with a state approved CTSO, please provide a detailed explanation of how leadership development will be provided for all students enrolled in the program in the four leadership domains. Inclusion of the domains and strategies will be verified through program visits to school.

	Leadership Domains
	How Implemented Into Program for All Students 

	Individual Leadership Skills
	Click here to enter text.
	Team Leadership Skills
	Click here to enter text.
	Organizational Leadership Skills
	Click here to enter text.
	Community Leadership Skills
	Click here to enter text.


Section 5:  Realistic Work Experience

Realistic work experience will be provided through laboratory and/or industry-related activities.  Please explain how the proposed program will develop industry-based technical competencies through school-based and/or work-based learning experiences.

	Work Experience Domains
	How Implemented Into Program for All Students 

	School-Based Activities
	Click here to enter text.
	Work-Based Activities
	Click here to enter text.


Section 6:  Facilities and Safety

Classrooms and laboratories will be clean, orderly and safe. Students will be provided appropriate safety instruction related to the proposed program.  Please explain how the proposed program will develop industry-based technical competencies in occupational safety.

	Occupational Safety Domains
	How Implemented Into Proposed Program for All Students 

	Classroom & CTE Lab Safety
	Click here to enter text.
	Occupational Safety Instruction
	Click here to enter text.


Additional Information Required: For existing facilities, provide pictures (i.e.: electronic). For new and/or remodeled facilities currently in process, provide a copy of the blueprint and/or floor plan of the facilities intended for this proposed program.

Section 7:  Program Assurances
The District understands and agrees to the following conditions for operating a state-approved CTE Program.  (Click on each box to indicate you have read and agree to each program assurance.)

☐  An instructor(s) who holds an Idaho teaching certificate with appropriate CTE endorsement will be employed by the district for this program.
☐  The District will implement the proposed program as described, including the administration of a state-approved technical skill assessment as a component of the capstone course.  
☐  The district understands that this proposed program may be required to be aligned to and articulated with a postsecondary CTE program.
☐  The district understands the importance of leadership development in a student’s personal and career growth and will encourage the participation of all students enrolled in this proposed program in the CTSO or approved leadership activity.  
☐  Access to the proposed program will be provided to all students who need or can benefit from instruction in this program.
☐  The instructor(s) will participate annually in professional development related to the proposed program and teaching assignment provided by Idaho Career & Technical Education.
☐  The District understands that a secondary CTE program is based on workforce needs and is an occupation that is in demand and requires trained and educated workers.
☐  Career guidance for students will support the sequential course offerings for the CTE proposed program.

Final Approval: Superintendent and CTE Administrator

Superintendents or their designee will approve all requests for new CTE Programs.  After reviewing the information on this Request, enter the superintendent’s name or electronic signature in the space provided.  Please have the district CTE coordinator endorse the Request, as well.  A name or electronic signature in the space provided indicates the district consent in submitting this Request.  

	Superintendent Signature:
	Click here to enter text.
	CTE Administrator Signature:
	Click here to enter text.


Submit Request

Submit Request electronically on or before February 15th by e-mail to Donna Simpson at donna.simpson@cte.idaho.gov.  The Request will be reviewed by the state CTE staff and notification will be 
sent on or before April 15th if the Request has been approved.  If approved, the projected funding and
program budget request (formerly 10F) for a CTE Program of Study will be included in the Local Annual Application.


Idaho Division of Career & Technical Education
Addendum to Request for New Career Technical School (CTS) Program of Study
Due Date:  February 15th Annually

CTS Program Criteria:  Professional-Technical Schools are intended to deliver high-end technical education programs that go beyond the scope of traditional professional-technical education.  The lab should be appropriately designed for the type of program and the number of students enrolled.  The program should have state-of-the-art equipment, current technology and strong links to business and industry.  (IDAPA 550.1.03.102.01)

Directions:  The completed Addendum will include information needed to ensure the program criteria for Career & Technical School (CTS) programs are understood and implemented.  The CTS program criteria are listed in IDAPA 55.01.03.102.02 which is available at http://adm.idaho.gov/adminrules/rules/idapa55/0103.pdf.   The additional information needed for a CTS program is outlined below.

Section 1 – Industry Standards 
Section 2 – Labor Market Needs
Section 3 – Postsecondary Credit
Section 4 – Industry-Based Credential Held by Instructor(s)

Section 1:  Industry Standards

The district understands that each program of a career & technical school must be based on industry standards that are measurable using a competency-based evaluation system.  Please provide the source of the industry standards on which this program will be based, the web link to the standards, and the system for competency-based evaluation.  

	Source of Industry Standards:
	Click here to enter text.
	Web Link to Industry Standards:
	Click here to enter text.
	System for Competency-Based Evaluation:
	Click here to enter text.


Section 2:  Labor Market Needs

The district understands that each program of a career & technical school shall demonstrate responsiveness to students’ and to labor market needs.  Please provide the source of the labor market information, the demand for trained workers in this career field, and a web link to the labor market information, if available.  

	Source of Labor Market Information:
	Click here to enter text.
	Demand for Trained Workers in this Career Field:
	Click here to enter text.
	Web Link to Industry Standards:
	Click here to enter text.




Section 3:  Postsecondary Credit

The district understands that each program of a career & technical school offers a majority of its class offerings as dual credit opportunities in conjunction with an accredited institution of high education.  Please indicate the classes in this program that will be offered for dual credit or tech prep credit.  

	ISEE Course Number
	CTE Course Name
	Secondary Credits
	Dual Credit or Tech Prep
	Postsecondary Institution

	Click here to enter text.	Click here to enter text.	Choose an item.	Choose an item.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Choose an item.	Choose an item.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Choose an item.	Choose an item.	Click here to enter text.
	Click here to enter text.	Click here to enter text.	Choose an item.	Choose an item.	Click here to enter text.


Section 4:  Industry-Based Credential Held by Instructor(s)

The district understands that each program of a career & technical school shall employ instructors who hold CTE certification to teach the occupation and who also hold a related industry-based credential or equivalent.   Please provide the source of the industry certification standards, a web link to industry certification, and the industry-based credential or equivalent for each instructor.  

	Source of Industry Certification Standards:
	Click here to enter text.
	Web Link to Industry Certification:
	Click here to enter text.
	Teacher Name(s) and Industry-Based Credential held (or equivalent)
	Click here to enter text.
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