SECTION G:  PLACEMENT SERVICES AND REPORTS

INTRODUCTION
Positive placement is the most important indicator of a successful technical program because it is the final proof that we have met our mission to prepare students for employment or postsecondary education.  Therefore, the provision of placement services and the accurate reporting of placement data should be taken very seriously and given considerable attention by administrators, instructors, students and advisory committee members.   At the same time, there is considerable latitude in the reporting standards.

The information on the following pages is designed to help you to improve the quality of the placement services you provide your students and to help you meet state and federal standards.

What is the standard?
West Virginia’s Perkins Core Indicator (#3) for Placement defines it as “Placement in postsecondary education or advanced training, placement in military service, or placement in employment.”  The Performance Goal for Placement is 90%.

Additionally, the WVDE maintains records of the percentage of completers employed in field or out of field and continuing education in field or out of field.  The standard is met when EITHER employed in field or continuing education in field for any given concentration is 60% or above.

 Which completers are included in a placement report?

The placement of adult and secondary students who completed the four required courses in a career and technical education concentration and whose class graduated at the end of the previous school year will be included in the current year’s placement report.   You should include eleventh grade students who complete on the “completer” list.  The system will roll them over to the next year so they will appear on the list with their senior class.  JUNIOR COMPLETERS SHOULD TAKE THE WORKKEYS TESTS AS JUNIORS. 

When do you count completers as placed?
The standard does not state that a student must be in postsecondary education or advanced training or the military or in employment on the anniversary date of graduation.  Given this, it is appropriate to count a student as placed if s/he was placed in any category at any time during the year following graduation.  You would not do this if the placement was known to be temporary.  However, even if you find the student has later quit or been terminated from a job or has left postsecondary education or the military, you are still justified in counting the original placement for reporting purposes.

Until a completer is employed in the field or enters the military or post-secondary education or training, you should continue working with him or her (right up to the reporting deadline, if necessary) in hopes of effecting a positive placement. 

How do you report completers who are working and/or continuing their education part-time?  

It is typical for technical graduates to work part-time and attend postsecondary education part-time.  If one is in field and the other is out of field, use the one that is in field.  If both or neither is in field, use whichever one you choose.

For students who are working part-time or continuing their education part-time, you should continue to provide services that will assist them in obtaining full-time jobs or full-time enrollment.  However, there is nothing in the standards that required that placement be full-time and you can count part-time as a placement.

Note that you can report completers are placed in military service only if they are full-time members of the military.  Until notified otherwise, you can count enlistment in the National Guard or Reserves as full-time military.

Who is responsible for placement services?
It is the responsibility of school administrators or their designees to coordinate and assist in the provision of placement services and the timely submission of accurate and complete placement reports.

It is the responsibility of instructors to assist completers who choose to enter the job market, to maintain contact with all completers until their placement is determined and to maintain accurate records.  

It is the responsibility of completers to seek opportunities for employment, to develop and maintain a professional quality portfolio that includes a resume and cover letter, to prepare for and present themselves effectively in a job interview.

It is the responsibility of program advisory council members to make sure completers are employable, to hire completers in their own workplaces and to solicit employment opportunities for completers with business colleagues in the community.

How do administrators coordinate and assist?
Administrators should devise and provide instructors with a Placement Information Form (see sample on page 6) that can be used throughout the year to record information regarding each completer’s placement as it is obtained.  At the end of each school year, administrators should collect from each instructor the Placement Information Forms and a copy of the Class Placement Form (see sample on page 7) that reports placement information for the previous year’s completers of that concentration.   

Administrators should periodically provide time, i.e., the planning period, and remind and encourage instructors to make informal contact with the previous year’s graduates to keep their contact information up to date and to ascertain the graduates’ current status.

In the spring of each year, administrators should announce a deadline for submitting placement information (the completed forms.)  Once the information is submitted, administrators should check the data for completeness and accuracy.

Administrators should then see that the information is entered into the web based Evaluation and Improvement System according to the announced schedule.
How do instructors assist completers with finding employment?

Early in the second semester, instructors should have their students who will complete and graduate at the end of the year fill out the portion of the Placement Information Form that includes their current addresses and phone numbers and the addresses and phone numbers of their nearest relatives and/or neighbors.  

Students who plan to enter the military should list the branch of service and the name and location of their recruiter.

Students who intend to enter college or other post-secondary education or training should provide the name and location of the institution and their intended major. 

Students intending to enter employment after graduation should indicate if they already have a promise of employment with the name and location of the employer.  If they do not have a promise of employment, have them list their employment preferences such as job titles and locations.

(These forms should be reviewed several times during the semester so students can add or correct information.) 

Start working immediately with students who want to enter employment but do not have a promise of employment.  Make sure they have an impressive application portfolio with a resume, cover letter and letters of recommendation.

Have your program advisory council members conduct practice interviews with the students (at the school or at the members’ places of business.)  Ask advisory council members and your other contacts in the community to review your students’ resumes and consider the students for current or upcoming job openings.  Work with your local WorkForce WV One Stop Center to identify openings.  Assign students to review classified ads.

If you find openings during that last semester and students have largely completed the CSOs for the concentration, consider placing them immediately in a “capstone” type of arrangement where their employment counts toward the completion of their technical courses.  Work with the students’ academic counselors and teachers to arrange for the completion of other courses.  These types of “try-out” employment often lead to full-time job offers.

Finally, a word about reporting students as “Status Unknown.”  If you follow the steps suggested above, you should be able to gather information on all completers.  Status unknown is a negative placement and should be avoided.   

If you do not enter any placement code for a student, the web based Evaluation and Improvement system automatically assigns the Status Unknown code to that student.  

PLACEMENT INFORMATION FORM

Program: __________________________________ Instructor: _________________________________

Student Last Name:  _________________________ First Name: ____________________  M.Init. _____

Mailing Address:  _____________________________________________________________________

                             P.O. Box or Street Address 
       City/State/Zip

Phone #: __________________________________  E-Mail: ___________________________________

Three Close Relatives or Neighbors:

Name


                      Relationship

             Phone

______________________________  ___________________________  ________________________

______________________________  ___________________________  ________________________

______________________________  ___________________________  ________________________

Student’s Post-Graduation Plans:    Continuing Education       Military          Employment        (circle one)

If Continuing Education - Name of School (if known): _________________________________________

Part-Time    Full-Time    (circle one)  Intended Major  _________________________________________

If Military, Branch of Service:  ________________________Recruiting Station: _____________________

If Employment, Name of Employer (if known): _______________________________________________  

Part-Time    Full-Time   (circle one)  Intended Job Title ________________________________________

----------------------------------------------------------------------------------------------------------------------------------------------

For Instructor Use Only

Graduation Date:  ________________       Placement Date:  ______________________

If Continuing Education - Name of School: _______________________ Location:___________________

Part-Time    Full-Time    (circle one)            Related Field    Yes      No    (circle one)

If Employment, Name of Employer: ____________________________  Location: ___​​​​​​_______________

Part-Time    Full-Time     (circle one)            Related Field:   Yes      No      (circle one)

Job Title: ________________________ Starting Wage: ________ Supervisor: _____________________

If Military, Branch of Service:  ________________________________________

Unavailable:                  ________  (explain on reverse)

Status Unknown:          ________  (detail efforts to locate student on reverse)

Seeking Employment:  ________  (detail efforts to place student on reverse)

Deceased:                   ________   (give date of death on reverse)

CLASS PLACEMENT FORM

Program: ___________________ Instructor:  _________________ Graduation Date:  _____
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Place a checkmark in only one column for each completer.  The totals are the number of checkmarks in each column. 

Add totals of 01, 02, 03, 04, and 05  ____.  This is X.  Add totals of 06 and 08 ____. This is Y.  Add X and Y ____ This is Z.  Divide X by Z ____  This is your placement rate.  (It should be 90% or higher.)

Add totals of 01 and 02. ____.  Divide this total into the total of 01.  ____. This is your continuing education in field rate.  
Add totals of 04 and 05. ____.  Divide this total into the total of 04. ____.  This is your employed in field rate.  

Either the continuing education in field or the employed in field (or both) should be 60% or higher.

Codes 07, Unavailable for Work, or 09, Deceased, are neutral.  They don’t count for you or against you.  However, by their very nature, the numbers in these columns should be very small.  Large numbers of completers assigned to Code 07 would raise questions.

Placement Codes and Definitions 

01  CONT. ED.  (IN FIELD)  A placement here indicates that the field of study will build on the skills and knowledge acquired in the concentration or that it is closely enough related that the completer will use most or many of the skills learned in the concentration.

02  CONT. ED. (OUT OF FIELD)  A placement here indicates that the field of study is not related to the concentration or that only a few of the skills learned in the concentration will be used.

03  MILITARY (FULL TIME)  This can be any branch of the service.  There is no requirement that the job or training program assigned by the military be related to the concentration.  (Note:  Until notified otherwise, you can count enlistment in the National Guard or Reserve as full-time employment.)

04  EMPLOYED (IN FIELD) A placement here should be in a job that is commonly listed as a target occupation for the concentration or in an occupation closely enough related that the completer will use most or many of the skills learned in the concentration.

05  EMPLOYED (OUT OF FIELD) A placement here indicates that the job is not related to the concentration or that only a few of the skills learned in the concentration will be used.

06  SEEKING WORK  A placement here indicates that the completer is actively seeking employment through the local WorkForce WV office or by other means.

07  UNAVAILABLE FOR WORK  This code should be used only in those instances when a completer cannot work because of personal or family illnesses or circumstances such as lack of child care, etc.

08  STATUS UNKNOWN  This code should be used rarely.

09  DECEASED  Self-explanatory.
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