RESPONSIBILITIES OF THE CTE CENTER ADMINISTRATOR

Note:  This list is provided for convenience.  It is a compilation of requirements from many different policies, the State Plan, State Code, etc.  It is not, in itself, a policy or official document.  It may or may not include all the requirements and should not be relied on as an all-inclusive list.  This list does not apply to comprehensive high school administrators.

The responsibilities of the principal or director of an area or multi-county career center include, but are not limited to:

Budgets and Finance
1.  Administer and monitor the budgets of the school in accordance with the current “Accounting Procedures for the Public Schools in the State of West Virginia.”

2.  Work with the Faculty Senate to design and approve the portions of the total school budget over which they have control.

3.  Collaborate with all staff members and committees in developing the school budgets.

4.  Monitor budget expenditures.

5.  Maintain equipment inventories as required.

6.  Maintain financial aid programs for adult students, if applicable.
Reporting
1.  Enter data as required on the West Virginia Education Information System (WVEIS.)

2.  Submit other reports required by the WVDE Division of Technical and Adult Education Services or by financial aid organizations such as WIA, etc.

Planning and Evaluation

1.  Establish and maintain a Faculty Senate in the school.  

2.  Establish and maintain a School Technology Team.  

3.  Establish and maintain a Local School Improvement Council (L.S.I.C.) 

4.  Establish and maintain a School Advisory Committee and monitor that each program area is properly operating a Program Advisory Committee. 

Note:  As long as both the School Advisory Committee and the L.S.I.C. are properly constituted and the requirements of both are met, they may vote to hold their meetings jointly and to combine their work.

5.  Establish and maintain a School Curriculum Team.

6.  Develop and annually update a school data summary showing the attendance rate, drop-out rate, and other indicators of quality.

7. Use the data to develop, with the participation of all the groups above, the school’s annual LEA Plan Update and the Five Year Strategic School Improvement Plan , including the schools vision and mission statements.

8. Review, with the participation of all the groups above, the Center’s scores on the Perkins Accountability Standards, determine the cause(s) of any deficiencies and develop a plan for improvement.

Curriculum

1.  Verify that all concentrations offered in the school are composed of the four State required courses and the appropriate technical electives.

2.  Verify that all instructors are teaching, at minimum, the State approved Content Standards and Objectives (CSOs) for the courses offered.

3.  Verify that each program area is providing the co-curricular activities required under Policy 2510 through the appropriate Career and Technical Student Organization (CTSO.)

4.  Work with local Community and Technical Colleges (CTCs) to provide EDGE credit for students in your programs.

5.  Submit CSOs for any locally designed technical elective to the local Board of Education or Administrative Council for approval and forward to the WVDE Office of Career and Technical Instruction for approval and a WVEIS course code.

6.  Make sure each concentration holds a State approved industry-recognized program accreditation/certification/approval, where one is available and appropriate, or is working toward obtaining it.

7.  Make sure each concentration offers a State approved student credential, where one is available and appropriate, or is working toward making that available.

8.  Make sure all programs in your building are aligned with local, state or national job market opportunities.

9. Conduct periodic surveys to make sure program offerings match student interest.

10.  Use distance learning, where feasible, to enhance program offerings.

11.  Design and implement a program of adult part-time classes to meet the needs of adults in the community for occupational training and upgrading.

Instruction

1.  Review and comment on teacher lesson plans.

2.  Develop a classroom management plan to be used school-wide for consistency.

3.  Make sure teachers are using the State approved Standards Profiles to monitor student progress and that other student educational records, such as grades, attendance, etc. are maintained as required.

4.  Make sure teachers are using the grading policy prescribed by the LEA in accordance with State policy.

5.  Develop and maintain a school homework policy consistent with any LEA policy.

6.  Make sure that teachers exhibit high expectations for the learning and achievement of all students.

7.  Make sure that teachers employ a variety of research proven instructional strategies that provide for re-teaching and enrichment.

8.  Make sure that teachers create and maintain a safe and nurturing learning environment.

9.  Make sure teachers are appropriately using technology.

10. Make sure there are sufficient numbers of up-to-date and appropriate textbooks and other instructional materials in the classroom.

11.  Make sure that work-based learning, where offered, meets all standards for quality instruction.

12.  Make sure teachers are including 21st Century Learning Skills in their lesson plans as required by WVDE Policy 2510.

13.  Monitor marketing education and diversified cooperative education programs by approving training agreements and training plans and checking that all legal considerations are being addressed.  For a copy of the publication entitled “Handbook of Cooperative Education Programs,” contact Betty Sias at bsias@access.k12.wv.us. 

Personnel

1.  Conduct performance evaluations on professional and service personnel as required by WVDE Policy 5310.

2.  Hire new professional and service personnel in accordance with certification requirements in WVDE Policy 5202 and hiring policies and procedures.

3.  Plan and conduct staff development activities in accordance with LEA policy and WVDE Policies 5500.

4.  Provide a mentoring program for new professional staff members in accordance with WVDE Policy 5900.

5.  Make sure all personnel are in compliance with Policy 5902, Employees Code of Conduct.

6. Develop a school schedule that allows each teacher a duty-free lunch period and a thirty-minute minimum planning period.

7.  Establish a procedure for recognizing excellent performance by professional and service personnel in the school.

Student Management

1.  Establish and maintain a Student Assistance Team or develop procedures with each feeder school to refer students to their Student Assistance Teams.

2.  Attend or send a designee to all I.E.P. meetings to ensure that students with disabilities are properly placed in your CTE programs.  Continue working with the Special Education staff to provide the support services necessary for the student to achieve success in the program.

3.  Encourage good attendance and follow LEA policy and WVDE Policy 4110 for attendance procedures.

4.  Enforce the Student Code of Conduct as described in LEA policy and WVDE Policy 4373.

5.  Promote the Student Rights and Responsibilities as described in LEA policy and WVDE Policy 4372.

6.  Protect students’ records and their rights to privacy as provided for in LEA policy and WVDE Policy 4350, “Collection, Maintenance and Disclosure of Student Data.”
7.  Protect all students from racial, sexual, religious/ethnic harassment and violence as provided for in LEA policy and WVDE Policy 2421.

8.  Provide adult students with a school handbook that covers, at minimum, the following requirements listed in WVDE Policy 2420:  a) exact course title, b) number of hours of instruction to be provided, c) main learning goals and objectives (CSOs,) d) national certification to be earned with disclosure of any waiting periods or work requirements to sit for the exam, and e) articulation available.

9.  Establish preventive discipline programs and procedures.

10. Provide guidance and counseling services to students in accordance with WVDE Policy 2510.

Safety

1.  Follow the procedures for Safety outlined in the CTE Handbook.

2.  Use the WVDE Protocol for Hepatitis B vaccination for health occupations students.

3.  Enforce WVDE Policy 2460, “Safe and Acceptable Use of Internet.”
4. Prepare and annually review the Safe Schools Plan which every school that accepts Title IV funding must develop and keep on file.  The plan should include weather, fire, hazardous materials, assaults/fights, bomb threats, intruder/hostage, kidnapping/childnapping, serious injury/death, suicide/weapons, infectious disease control and other incidents.  For more information on preparing your school’s plan, contact your county or RESA Safe and Drug Free Schools Coordinator or call Shelley Stalnaker at the WVDE.

School/Community Relations

1.  Involve active business partners in the teaching and learning process.

2.  Involve parents and other community members in the operation and promotion of the school.

3.  Offer the services of your school or the Division of Technical and Adult Education Services to new or existing local businesses and industries.

4.  Participate in local economic development activities.
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