
SECTION I:  PROGRAM PLANNING TASKS AND TIMELINES

INTRODUCTION

New career and technical concentrations are enormously expensive in terms of the time and money needed to plan and implement them.  If you are not careful in choosing a new concentration, you may be saddled with a program that does not attract sufficient students or that cannot find placement for graduates or that does not offer the prospect of advancement through further education and training for graduates or that provides no student credential for graduates.  If you are not careful in planning a new concentration, you may find yourself with a program that does not provide high quality or that suffers from a lack of equipment or instructional materials.  

Following are the steps found to be critical to success in developing a new program and a timeline (approximately seventeen months) for when these steps should be done.  They are presented here as a recommendation, not a requirement, for program planning.

It may be possible to shorten this timeline and eliminate some of these steps, but to paraphrase an old saying, “If you plan in haste, you may repent at leisure.”  This list is not intended to be all-inclusive.  Add other steps as necessary.  You may also want to move certain tasks to other periods on the timeline.

It is understood that the appropriate administrators at the county level must be informed, involved and supportive throughout the process.

PLANNING NEW SECONDARY PROGRAMS
April (approximately 17 months before students report to class)

1.  Determine the need for a new concentration in a cluster that needs 

 additional program offerings.  (See Section H: Evaluating and Improving 

 Career & Technical Education Program Offerings.)

2.  Confirm the availability of funding.  If you are not closing a secondary 

 program, will the LEA agree to fund another position out of the secondary      

 school aid formula and will there be sufficient funds in your secondary block grant or federal allocation to pay for any extended employment and travel for the instructor and for other program expenses. e.g., equipment, instructional 

materials?  One other possibility for funding the instructor position is your 

federal (Perkins) funds.  You can use this funding for no more than the first three years of operation, so do not use it unless you have a reasonable expectation of finding other funding for continued operation after that time.

3.  Determine the availability and suitability of space for a new concentration.

4.  Gather local, state and national labor market information on occupations 

promising high numbers of annual openings not currently being filled by 

graduates of other local training or educational institutions, high wages, 

opportunities for advancement, etc. 

(Note:  Career and technical education does not traditionally offer preparation for low skill occupations that require only limited formal or on-the-job training, even though some of those occupations have high numbers of annual openings.  

5.  Use this information to develop a list of prospective occupations to address.

6.  Delete from your list any proposed program that unnecessarily duplicates a

program already available to your students in the school or feeder school or 

that is not feasible because of high start-up costs, etc.

7.  Determine the availability of Community and Technical College programs in the same or related fields for possible articulation/EDGE credit.

8.  Develop a student interest survey based on prospective occupations.

9.  Develop a method for conducting the student survey.

10.Conduct the student survey.

May

1.  Collate and review the student interest survey results.

2.  Identify the concentration ranking highest in student interest, employment 

 prospects, opportunities for college credit and feasibility.

3.  Contact the appropriate Program Coordinator from the Office of Career and Technical Instruction (WVDE) for his/her expert advice on your selection.

4.  Identify prospective Advisory Council members, including employers in the       

 field and local Community and Technical College representatives from the 

 same or related program. 

August

1.  Call the prospective Advisory Council members, asking them to serve and 

agreeing on a date for the first meeting.

2.  Follow up with a letter.

September

1.  Hold the first Advisory Council meeting.

  
a. Explain the need for a new program and your rationale for choosing the 
program you have initially selected based on student interest, employment 
prospects, opportunities for college credit and feasibility.

b. Get the reaction of council members and and initial indication of need 
for new and replacement employees now and in the future.


c. Make an initial “go” - “no go” decision.


d. If the decision is “no go,” thank the council members, disband the 
council and adjourn.  Then go back to the second step under May and 

 
choose another program.

           e. If “go,” identify national industry recognized program accreditations and    

           industry recognized student credentials (if available and appropriate.)  

           f. Identify any people who should be added to the Advisory Council.

         
g. Elect an Advisory Council chairperson.

h. Set an October meeting date.

2.  Search for other schools in and out-of-state offering the program.

3.  Recruit newly identified additions to the Advisory Council.

October

1.  Contact the accrediting and credentialing organizations, requesting materials.

2.  Contact/visit other schools offering this concentration, requesting materials.

3.  Review the accreditation and credentialing guidelines sent to you by accrediting agencies and the materials given to you from other schools.

3.  Develop a rough draft of an industry survey.

4.  Develop an industry survey list and determine the best method for conducting the survey to maximize responses.

5.  Hold an Advisory Council meeting.

a. Share the results of your reviews of materials from other schools and    

accrediting/credentialing agencies. 

b. Review/revise the industry survey instrument and survey methodology.

c. Set a November meeting date.

7.  Conduct the industry surveys.

November

1.  Collate and review the industry survey results.

2.  Hold an Advisory Council meeting.


a. Review the survey results, and any other new information.


b. Make a final “go” - “no go” decision.


c. If “go,” determine the qualifications/prerequisites for students.


d. If there are existing State approved Content Standards and Objectives 

           for courses in that concentration, review those with the Advisory 

           Council.  If not, review with them any curricula you have obtained from 

           other schools, accreditation/credentialing standards, the national 

           career cluster projects and other sources and start blocking topics/units 

           into courses.


e. Set a January meeting date.

(Complete these additional steps for concentrations with no State approved courses.)

3.  Finalize the course titles with topics/units.  Develop a description of each course.

4.  Contact the WVDE Office of Career & Technical Instruction for WVEIS Course Codes for all courses.

(These steps must be completed in time to include the concentration in the county’s program of study and to publish the courses in the handbook or other materials your county prepares for student scheduling.)

5.  Start developing the Content Standards and Objectives for each course.  These must be submitted to your local Board for approval and then to the Office of Career & Technical Instruction for approval before the first course is offered.

December

1.  Develop a recruitment plan and materials for student recruitment starting in 

January.

2.  Develop a program accreditation timeline.

January

1.  Start student recruitment activities.

2.  Hold an Advisory Council meeting.


a. Review activities since November.


b. Develop an equipment list with the approximate cost for each item and 

           possible sources of donations.


c. Develop a supply list with the approximate cost for each item and 


possible sources of donations.


d. Develop an instructional materials list (textbooks, software, etc.) with 
the approximate cost for each item and possible sources of donations.


e. Examine the designated space and make a list of renovations needed
to accommodate classroom/laboratory/office and storage needs.


f. Review any new CSOs.

g. Set a February meeting date.

3.  Contact publishers for review copies of textbooks and other vendors for catalogs for equipment, supplies and instructional materials.

4.  Make any necessary steps toward program accreditation.

February

1.  Hold an Advisory Council meeting.


a. Review the sample textbooks and select one(s) to be purchased.


b. Review the equipment, supply and instructional materials information 
and make selections.


c. Review any new CSOs.

d. Set a March meeting date.

2.  Develop lists for equipment, supplies and instructional materials.  Start     

getting firm commitments for donations.

3.  Get the Advisory Council Chairperson’s signature on LEA Form 6 for equipment to be purchased with state or federal funds.

3.  Start purchasing procedures for equipment, supplies and instructional 

 materials not donated.

4.  Order textbooks.

5.  Make any necessary steps toward program accreditation.

March

1.  Hold an Advisory Council meeting.


a. Review progress and initial enrollment figures from student scheduling.


b. Determine qualifications of new instructor that meet, at minimum, the 


requirements of Policy 5202.  (See the CTE Policies and Procedures    

           Manual.)  (Note:  For this step and all subsequent references to the 
instructor, we will assume that the concentration will be one requiring an 
instructor who will be alternatively certified.)

c. Identify possible sources for instructor applicants based on Advisory 
Council members’ knowledge of people working locally in the field.


d. Review any new CSOs.


e. Set a May meeting date.

2.  Prepare the required forms for submission of a new program request in the LEA plan due mid-April.

3.  Make any necessary steps toward program accreditation.

April

1.  Start the hiring procedure for new instructor.  Develop a job description with  

qualifications.

2.  Arrange a posting period of at least two weeks.  In addition to normal job 

posting announcements, advertise the position in local newspapers.  Send 

copies of the position announcement to Advisory Council members to circulate.  

Post  the job on the web.

3.  Recruit the Advisory Council Chairperson (and others) to serve on the interview committee.

4.  Develop interview questions and a rating scale.

5.  Arrange funds for the new instructor to start one month prior to the normal secondary teacher starting date to develop the syllabus, arrange the classroom, set up the equipment, develop lesson plans, arrange for work based learning sites, etc.

6.  If the program requires an instructor who will be alternatively certified (not 

Business, Marketing, FACS, or Technology Education,) notify West Virginia 

University Institute of Technology staff of impending hiring, including the need 

for Basic Skills testing.

7.  Finalize the CSOs.

8.  Make any necessary steps toward program accreditation.

May

1.  Hold instructor interviews.  

(Note:  WVUIT staff will suggest a basic skills test you can give to all or any number of your applicants who will be alternatively certified so you can use the scores in choosing the successful applicant and avoid choosing someone who subsequently does not pass State required test.)

2.  Check the references of the top candidates.

3.  Meet with first choice to carefully explain the salary scale and (for alternatively   

certified teachers) the commitment he/she must make to the program at Tech,  

including the two week session in July, the written and performance 

occupational competency tests and the additional Basic Skills test that will be needed before the teacher can continue in employment and convert the permit to the certificate. 
4.  Make an offer pending scores on the permit level Basic Skills test, if not 

already given.  If necessary, arrange with Tech to administer the Basic Skills 

test.

(If the applicant does not meet the minimum permit level scores but is very close, you can have him/her retake the test.  If, however, the applicant’s scores are significantly lower than the minimum, you should move on to the next highest qualified applicant.)  

5.  Hold an Advisory Council meeting.


a. Introduce the instructor so he/she can start building a network of 
contacts.


b. Present the final version of the CSOs.


c. Review any other progress/developments since the last meeting.


d. Set a meeting date for a fall meeting.

June

1.  Take the CSOs to your local Board for approval, then submit them to the WVDE Office of Career & Technical Instruction.

2.  Make sure all equipment, supplies, textbooks, and instructional materials are 

on hand.

3.  Make sure any renovations to the room are complete.

July

1.  If alternatively certified, the teacher attends courses at Tech.

August

1.  The instructor starts preparing for students no later than the first of August.

2.  Students start (last of August.)

3.  Assign a mentor teacher for the new instructor.

September

1.  Monitor the new instructor closely to identify problems early on and to assist the mentor in making sure the instructor is having a smooth beginning. 

PLANNING NEW ADULT PREPARATORY PROGRAMS
The task list and timeline for planning a new secondary program will also serve for planning new adult programs with the following changes:

1.  The adult block grant provides for 100% of the salary for an instructor and 

12% of the cost of fringe benefits for that instructor.  If you are closing an 

existing adult prep program, you can use the money allocated to that 

instructor to provide funding for the instructor in the new program with the 

approval of the WVDE Division of Technical and Adult Education Services.  The WVDE may not have the funds to increase your adult block grant, so if you are not closing an existing program, you will probably have to provide the total cost of the new instructor through local funds and tuition.  You must also use tuition or other sources of funding to pay the additional cost of fringe benefits and other program costs. The same possibility of using Perkins funding for the instructor salary applies to adult preparatory programs.

2.  It is more difficult to assess the interest of adults in the general public in new 

programs.  In addition to standard surveying methods, you may keep a log of   

programs adults ask for when they call your school for information.  You may 

talk to the intake counselors at the local WorkforceWestVirginia center.  You  

may talk to your local Adult Basic Education (ABE) staff regarding their 

students’ expressed interests or you may survey adults enrolled in ABE.

3.  In addition to determining the prerequisites for prospective students, you may 

need to develop a student selection process that includes entrance exams,   

minimum G.P.A. on high school or post-secondary work, interviews, physical 

exams, drug testing, criminal background checks, etc. If your program will 

seek an industry recognized program accreditation or student credential, 

make sure and follow those requirements.

(An important consideration here is whether or not to require a high school 

diploma or G.E.D as an admission requirement.  Students who enter without a 

high school diploma or G.E.D. must provide proof of being awarded the     

G.E.D. or external diploma before they can receive a certificate of completion.  

If you are a Title IV (Pell Grant) school, however, you must require the high 

school or external diploma or G.E.D. for all entering adult students in your 

school or, alternatively, must institute a complicated procedure for determining 

ability to benefit for all entering adult students not having a high school or 

external diploma or G.E.D.)

4.  The method of student recruitment/admission will vary from the method for 

recruiting/scheduling secondary students.  The timeline will vary according to 

the complexity of the admission requirements.  For some programs, entrance 

exams may need to be given many months before the program starts.

5.  You may need to obtain program approval from other organizations that 

provide financial support to students, e.g., veterans agencies, Workforce 

Investment Boards, etc.

6.  The start date for the instructor will have to be adjusted if the program will 

start prior to the end of August.  The new instructor should have at least one 

month (20 days) to prepare.  
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