Internal Improvement Review

Area Career Center Student Services Program
Standards and Indicators Assessment 

Introduction
The current degree of implementation of the Area Career Center Student Services Program should be evaluated using this self-assessment Internal Improvement Review(IIR) process. Indicators considered necessary for the successful implementation of a Student Services Program have been defined for each standard.  It is recommended that this self-assessment be completed by student services personnel and an Area Career Center administrator.  This enables the Area Career Center administrator to be more aware of the extent to which the Student Services Program is being implemented in his or her Career Center.

This IIR is structured to reflect the five standards of student services in Area Career Centers: 
· recruitment, orientation, and selection
·  guidance and counseling 
· instructional support 
· placement 
· follow-up  
Place the number from the four-point rubric (1-4) whose descriptor best reflects the current degree of implementation of each indicator.  The scale runs from 1 for minimal implementation to 4 for full implementation.  Professional judgment based on data and information should be used in determining the number that best represents the current level of implementation for that indicator.

1. Minimal =  little or no implementation of an element has occurred.  

2. Moderate = some degree of implementation has occurred, but a considerable amount of implementation remains to be accomplished.  

3. Substantial = most implementation of the element has occurred.
4. Full = the element has been fully implemented according to the criteria listed on the rubric.

Total the scores for each indicator and standard on the attached summary page (12) to help determine the extent to which the Area Career Center has implemented the Student Services Program.  
Point totals and results should then be analyzed and used to develop a Program Improvement Plan (13) that includes 1-3 goals with accompanying strategies.
Section 1—Recruitment, Orientation, and Selection
	STANDARD 1

Assists students with awareness of and selection of programs associated with their Personal Plans of Study.      
	4 - Full 
Implementation


	3 - Substantial
Implementation


	2 - Moderate

Implementation


	1 - Minimal/No

Implementation


	Score

___/24 points

possible

	1A. Recruitment and orientation materials are developed and disseminated to sending schools to support the development of the students’ Personal Plans of Study.
	Recruitment and orientation materials are developed, revised and disseminated on a regular basis to sending schools to support the development of the students’ Personal Plans of Study.
	Recruitment and orientation materials are developed, revised and disseminated occasionally to sending schools to support the development of the students’ Personal Plans of Study.
	Recruitment and orientation materials are seldom developed, revised and disseminated to sending schools to support the development of the students’ Personal Plans of Study.
	Recruitment and orientation materials are not developed, revised and disseminated to sending schools to support the development of the students’ Personal Plans of Study.
	

	1B. Effective recruitment activities are developed and implemented for students with special attention to underrepresented populations.
	Effective recruitment activities are developed and implemented for all students with special attention to underrepresented populations.
	Effective recruitment activities are developed and implemented for most students with special attention to underrepresented populations.
	Effective recruitment activities are developed and implemented for a few students with special attention to underrepresented populations.
	Effective recruitment activities are not developed and implemented for all students with special attention to underrepresented populations.
	

	1C. Admission procedures and policies are defined and reviewed and disseminated to Area Career Center stakeholders.
	Admission procedures and policies are clearly defined and annually reviewed and disseminated to all Area Career Center stakeholders.
	Admission procedures and policies are clearly defined and reviewed and disseminated every other year to most of the Area Career Center stakeholders.
	Admission procedures and policies are vaguely defined and reviewed and disseminated to a few of the Area Career Center stakeholders.
	Admission procedures and policies are not clearly defined and reviewed and disseminated to all Area Career Center stakeholders.
	

	1D. Through a cooperative effort with sending schools, student information are shared and utilized in making appropriate Area Career Center program placement decisions.
	Through a cooperative effort with sending schools, student information are always shared and utilized in making appropriate Area Career Center program placement decisions.
	Through a cooperative effort with sending schools, student information are usually shared and utilized in making appropriate Area Career Center program placement decisions.
	Through a cooperative effort with sending schools, student information are sometimes shared and utilized in making appropriate Area Career Center program placement decisions.
	Through a cooperative effort with sending schools, student information are seldom shared and utilized in making appropriate Area Career Center program placement decisions.
	

	1E. An orientation to the Area Career Center is conducted for sending school personnel.
	An orientation to the Area Career Center including admissions criteria, policies, enrollment procedures and program availability is conducted annually for all sending school personnel.
	An orientation to the Area Career Center including admissions criteria, policies, enrollment procedures and program availability is conducted every other year for most sending school personnel.
	An orientation to the Area Career Center including admissions criteria, policies, enrollment procedures and program availability is conducted infrequently for a few sending school personnel.

	An orientation to the Area Career Center including admissions criteria, policies, enrollment procedures and program availability is not conducted for sending school personnel.
	

	1F. Dual or articulated credit is offered to Area Career Center students who successfully master college level competencies within their Area Career Center program.
	Dual or articulated college credit is offered for all of the Area Career Center’s programs.
	Dual or articulated college credit is offered for most of the Area Career Center’s programs.
	Dual or articulated college credit is offered for a few of the Area Career Center’s programs.
	Dual or articulated college credit is not offered for the Area Career Center’s programs.
	


Section 2—Guidance and Counseling

	STANDARD 2

Assists students in continuing their academic, career, and personal/social development.                     
	4 - Full

Implementation


	3 - Substantial

Implementation


	2 - Moderate

Implementation


	1 - Minimal/No

Implementation


	Score

___/36 points

possible

	2A. Area Career Center staff and students are oriented to the guidance program.
	Area Career Center staff and students are oriented every year to the guidance program.
	Area Career Center staff and students are oriented every other year to the guidance program.
	Area Career Center staff and students are occasionally oriented to the guidance program.
	Area Career Center staff and students are not oriented to the guidance program.
	


	2B. Appropriate secondary student records are maintained. 
	All appropriate secondary student records are maintained in accordance with both sending school and Area Career Center policy.
	All appropriate secondary student records are maintained in accordance with either sending school or Area Career Center policy.
	Most appropriate secondary student records are maintained in accordance with either sending school or Area Career Center policy.
	Appropriate secondary student records are not maintained in accordance with either sending school or Area Career Center policy.
	

	2C. Students are assisted in making informed decisions about their academic, career, and personal/social development.
	Through a cooperative effort with sending schools, all students are assisted in making informed decisions about their academic, career, and personal/social development through the use of all of the following:

1. individual counseling 

2. individual advisement 
3. small group counseling 

4. classroom guidance
	Through a cooperative effort with sending schools, most students are assisted in making informed decisions about their academic, career, and personal/social development through the use of most of the following:

1. individual counseling 

2. individual advisement 

3. small group counseling 

4. classroom guidance
	Through a cooperative effort with sending schools, some students are assisted in making informed decisions about their academic, career, and personal/social development through the use of some of the following:

1. individual counseling 

2. individual advisement 

3. small group counseling 

4. classroom guidance
	A few students are assisted in making informed decisions about their academic, career, and personal/social development through the use of a few of the following:

1. individual counseling 

2. individual advisement 

3. small group counseling 

4. classroom guidance
	


	2D. Appropriate information is used to assist students in making career and educational decisions.
	Both career assessment data and student information are used to assist all students in making career and educational decisions.
	Either career assessment data or student information is used to assist all students in making career and educational decisions.
	Either career assessment data or student information is used to assist some students in making career and educational decisions.
	Neither career assessment data nor student information is used to assist students in making career and educational decisions.

	

	2E. Area Career Center personnel assist in the individual planning process including the development of the personal plan of study.
	Area Career Center personnel assist on a regular basis in the individual planning process including the development of the Personal Plan of Study.
	Area Career Center personnel sometimes assist in the individual planning process including the development of the Personal Plan of Study.
	Area Career Center personnel seldom assist in the individual planning process including the development of the Personal Plan of Study.
	Area Career Center personnel do not assist in the individual planning process including the development of the Personal Plan of Study.
	

	2F. Area Career Center guidance/career services personnel provide sending schools with student information related to academic, career and personal/social development.


	Area Career Center guidance/career services personnel on a regular basis provide sending schools with student information related to academic, career and personal/social development.
	Area Career Center guidance/career services personnel sometimes provide sending schools with student information related to academic, career and personal/social development.
	Area Career Center guidance/career services personnel seldom provide sending schools with student information related to academic, career and personal/social development.
	Area Career Center guidance/career services personnel do not provide sending schools with student information related to academic, career and personal/social development.
	

	2G. The benefits of the Area Career Center guidance program are promoted to Career Center stakeholders.
	The benefits of the Area Career Center guidance program are promoted to all of the Career Center stakeholders.
	The benefits of the Area Career Center guidance program are promoted to most of the Career Center stakeholders.
	The benefits of the Area Career Center guidance program are promoted to a few of the Career Center stakeholders.
	The benefits of the Area Career Center guidance program are not promoted to Career Center stakeholders.
	

	2H. Area Career Center guidance program materials and policies are reviewed in accordance to district policy to ensure they are free from bias, stereotyping and discriminatory references.
	All of the Area Career Center guidance program materials and policies are reviewed in accordance to district policy to ensure they are free from bias, stereotyping and discriminatory references.
	Most of the Area Career Center guidance program materials and policies are reviewed in accordance to district policy to ensure they are free from bias, stereotyping and discriminatory references.
	A few of the Area Career Center guidance program materials and policies are reviewed in accordance to district policy to ensure they are free from bias, stereotyping and discriminatory references.
	Area Career Center guidance program materials and policies are not reviewed in accordance to district policy to ensure they are free from bias, stereotyping and discriminatory references.
	

	2I. Referral services are provided for students when needs are beyond the training and expertise of school personnel.
	Up-to-date referral listings including state sponsored assistance, local charitable organizations, mental health agencies are provided for all students when needs are beyond the training and expertise of school personnel.
	Referral listings including state sponsored assistance, local charitable organizations, and mental health agencies that are no more than two years old are provided for all students when needs are beyond the training and expertise of school personnel.
	Referral listings including state sponsored assistance, local charitable organizations, and mental health agencies that are more than two years old are provided for some students when needs are beyond the training and expertise of school personnel.
	Referral listings including state sponsored assistance, local charitable organizations, and mental health agencies that are more than two years old are provided for few students when needs are beyond the training and expertise of school personnel.
	


Section 3-Instructional Support

	STANDARD 3

Provides instructional support of an appropriate type and level as needed for all students.
	4 - Full

Implementation


	3 - Substantial

Implementation


	2 - Moderate

Implementation


	1 - Minimal/No

Implementation


	Score

 ___/40 points

possible

	3A. Students with disabilities are enrolled in career and technology education programs based on their documented interest and ability, work history, current IEP/accommodation plan provisions and/or their Plans of Study.
	All students with disabilities are enrolled in career and technology education programs based on their documented interest and ability, work history, current IEP/accommodation plan provisions and/or their Plans of Study.
	Most students with disabilities are enrolled in career and technology education programs based on their documented interest and ability, work history, current IEP/accommodation plan provisions and/or their Plans of Study.
	A few students with disabilities are enrolled in career and technology education programs based on their documented interest and ability, work history, current IEP/accommodation plan provisions and/or their Plans of Study.
	Students with disabilities are not enrolled in career and technology education programs based on their documented interest and ability, work history, current IEP/accommodation plan provisions and/or their Plans of Study.
	

	3B. A representative of the Area Career Center is included on Individual Educational Plan (IEP) teams for students with disabilities enrolled in a program.  IEP goals and methods for monitoring and reporting student progress in CTE are developed cooperatively between the Area Career Center and the sending school.  The Area Career Center has the latest copy of the IEP on file.
	A representative of the Area Career Center is included on the Individual Educational Plan (IEP) team for each student with a disability enrolled in a program.  IEP goals and methods for monitoring and reporting student progress in CTE are developed cooperatively between the Area Career Center and the sending school.  The Area Career Center has the latest copy of the IEP on file.
	A representative of the Area Career Center is included on the Individual Educational Plan (IEP) team for some students with a disability enrolled in a program.  IEP goals and methods for monitoring and reporting student progress in CTE are developed cooperatively between the Area Career Center and the sending school.  The Area Career Center has the latest copy of the IEP on file.
	A representative of the Area Career Center is included on the Individual Educational Plan (IEP) team for a few students with disabilities enrolled in a program.  IEP goals and methods for monitoring and reporting student progress in CTE are developed cooperatively between the Area Career Center and the sending school.  The Area Career Center has the latest copy of the IEP on file.
	A representative of the Area Career Center is not included on Individual Educational Plan (IEP) teams for students with disabilities enrolled in a program.  IEP goals and methods for monitoring and reporting student progress in CTE are developed cooperatively between the Area Career Center and the sending school.  The Area Career Center has the latest copy of the IEP on file.
	

	3C. Academic instructional support is provided.
	Academic instructional support includes all of the following:

1. math, 

2. science 

3. written language

4. reading comprehension
	Academic instructional support includes at least three of the following:

1. math, 

2. science 

3. written language

4. reading comprehension
	Academic instructional support includes at least two of the following:

1. math, 

2. science 

3. written language

4. reading comprehension
	Academic instructional support includes only one of the following:

1. math, 

2. science 

3. written language

4. reading comprehension

	

	3D. Academic instruction is modified and alternative methods of instruction are used as required to accommodate identified needs of students with disabilities.
	Academic instruction is regularly modified or alternative methods of instruction are used regularly to accommodate identified needs of students with disabilities.
	Academic instruction is periodically modified or alternative methods of instruction are used periodically to accommodate identified needs of students with disabilities.
	Academic instruction is seldom modified or alternative methods of instruction are seldom used to accommodate identified needs of students with disabilities.
	Academic instruction is not modified or alternative methods of instruction are not used to accommodate identified needs of students with disabilities.
	

	3E. Instructors are involved in the development of accommodations and modifications to instruction for students with disabilities.
	Instructors are involved in the development of accommodations and modifications to instruction for all students with disabilities.
	Instructors are involved in the development of accommodations and modifications to instruction for most students with disabilities.
	Instructors are involved in the development of accommodations and modifications to instruction for a few students with disabilities.
	Instructors are not involved in the development of accommodations or modifications to instruction for students with disabilities.
	

	3F. Facilities, equipment and materials are fully accessible to students with disabilities.
	All facilities, equipment and materials are fully accessible to students with disabilities.
	Most facilities, equipment and materials are fully accessible to students with disabilities.
	A few of the facilities, equipment and materials are fully accessible to students with disabilities.
	Facilities, equipment and materials are not fully accessible to students with disabilities.
	

	3G. Through a cooperative effort with sending school personnel, support services are identified based on assessment results and individual student needs.  Delivery is documented through a career plan, IEP or accommodation plan.
	Through a cooperative effort with sending school personnel, support services are always identified based on assessment results and individual student needs.  Delivery is always documented through a career or, IEP accommodation plan.
	Through a cooperative effort with sending school personnel, support services are often identified based on assessment results and individual student needs.  Delivery is often documented through a career or IEP accommodation plan.
	Through a cooperative effort with sending school personnel, support services are seldom identified based on assessment results and individual student needs.  Delivery is seldom documented through a career or IEP  accommodation plan.
	Through a cooperative effort with sending school personnel, support services are not identified based on assessment results and individual student needs.  Delivery is not documented through a career or IEP accommodation plan.
	

	3H. Students who speak English as a second language receive assistance in developing workplace fluency in English language communication, including speaking, reading, and writing.
	All students who speak English as a second language receive assistance in developing workplace fluency in English language communication, including speaking, reading, and writing.
	Most students who speak English as a second language receive assistance in developing workplace fluency in English language communication, including speaking, reading, and writing.
	A few of the students who speak English as a second language receive assistance in developing workplace fluency in English language communication, including speaking, reading, and writing.
	Students who speak English as a second language do not receive assistance in developing workplace fluency in English language communication, including speaking, reading, and writing.
	

	3I. Career Center instructors are provided with resources and assistance in meeting accommodations for students with identified plans. 
	Career Center instructors are provided with resources and assistance in meeting accommodations for all students with identified plans.
	Career Center instructors are provided with resources and assistance in meeting accommodations for most students with identified plans.
	Career Center instructors are provided with resources and assistance in meeting accommodations for a few students with identified plans.

	Career Center instructors are not provided with resources and assistance in meeting accommodations for students with identified plans.
	

	3J. Individual Educational Plans (IEP’s) and Section 504 plans, including accommodations and transition plans, are on file at the area center and implemented.
	All Individual Educational Plans (IEP’s) and Section 504 plans, including accommodations and transition plans, are on file at the area center and implemented.
	Most Individual Educational Plans (IEP’s) and Section 504 plans, including accommodations and transition plans, are on file at the area center and implemented.
	A few Individual Educational Plans (IEP’s) and Section 504 plans, including accommodations and transition plans, are on file at the area center and implemented.
	Individual Educational Plans (IEP’s) and Section 504 plans, including accommodations and transition plans, are not on file at the area center or are not being implemented.
	


Section 4-Placement
	STANDARD 4

Assists students with transitions into postsecondary education, apprenticeships, the workforce, and/or the military.
	4 - Full

Implementation


	3 - Substantial

Implementation


	2 - Moderate

Implementation


	1 - Minimal/No

Implementation


	Score

___/60 points

possible

	4A. The Area Career Center informs students prior to program completion of the availability of placement services.
	The Area Career Center informs all students prior to program completion of the availability of placement services.
	The Area Career Center informs some students prior to program completion of the availability of placement services.
	The Area Career Center informs a few students prior to program completion of the availability of placement services.
	The Area Career Center does not inform students prior to program completion of the availability of placement services.
	

	4B. An electronic system such as Missouri Connections is being utilized to provide college and career information.
	An electronic system that provides sufficient, relevant, college and career information is utilized by all students
	An electronic system that provides sufficient, relevant, college and career information is utilized by most students
	An electronic system that provides sufficient, relevant, college and career information is utilized by a few students
	An electronic system is not being utilized to provide college and career information.
	

	4C. The Area Career Center assists all students in developing employability skills.
	The Area Career Center assists all students in developing all of the following employability skills: 

1. computer literacy

2. job search skills, job interview skills and knowledge of job application procedures including résumé writing

3. interpersonal communications
4. skills for disclosing special needs and requesting modifications (self-advocacy) if appropriate
	The Area Career Center assists all students in developing less than four of the following employability skills: 
1. computer literacy

2. job search skills, job interview skills and knowledge of job application procedures including résumé writing

3. interpersonal communications
4. skills for disclosing special needs and requesting modifications (self-advocacy) if appropriate
	The Area Career Center assists all students in developing less than three of the following 

employability skills: 
1. computer literacy

2. job search skills, job interview skills and knowledge of job application procedures including résumé writing

3. interpersonal communications
4. skills for disclosing special needs and requesting modifications (self-advocacy) if appropriate
	The Area Career Center does not assist students in developing the following employability skills: 
1. computer literacy

2. job search skills, job interview skills and knowledge of job application procedures including résumé writing

3. interpersonal communications
4. skills for disclosing special needs and requesting modifications (self-advocacy) if appropriate
	

	4D. The students are provided opportunities for interaction with industry representatives and post-secondary institutions.
	The students are provided opportunities for interaction with industry representatives and post-secondary institutions regularly during their training experience.
	The students are provided opportunities for interaction with industry representatives and post-secondary institutions at irregular intervals during their training experience.
	The students are seldom provided opportunities for interaction with industry representatives and post-secondary institutions during their training experience.
	The students are not provided opportunities for interaction with industry representatives and post-secondary institutions during their training experience.
	

	4E. Curriculum for job seeking and job retention has been developed and implemented.
	Curriculum for job seeking and job retention containing all of the following has been developed and implemented:
1. career decision making skills

2. use of labor market information

3. completing the job application process

4. demonstrating effective interviewing skills

5. demonstrating work-readiness skills

6. demonstrating effective interpersonal skills
	Curriculum for job seeking and job retention containing at least four of the following has been developed and implemented:
1. career decision making skills

2. use of labor market information

3. completing the job application process

4. demonstrating effective interviewing skills

5. demonstrating work-readiness skills

6. demonstrating effective interpersonal skills
	Curriculum for job seeking and job retention containing three or fewer of the following has been developed and implemented:
1. career decision making skills

2. use of labor market information

3. completing the job application process

4. demonstrating effective interviewing skills

5. demonstrating work-readiness skills

6. demonstrating effective interpersonal skills
	Curriculum for job seeking and job retention has not been developed and implemented.
	

	4F. Students are assisted in developing career portfolios.
	Students are assisted in developing career portfolios that demonstrate competence in all of the following:
1. making career decisions

2. using labor market   

    information 

3. interviewing skills 

4. proper work attitudes and    

    behaviors
5. interpersonal skills  

6. participation in career fairs 
    and college days

7. résumés

8. job applications

9. letters of recommendation

10. academic records
11. extra- and co-curricular 
      activities 

12. completed technical 
       competencies
13. technical skill assessment 
       results

14. attainment of industry credentials when appropriate
	Students are assisted in developing career portfolios that demonstrate competence in some of the following:
1. making career decisions

2. using labor market   

    information 

3. interviewing skills 

4. proper work attitudes and    

    behaviors
5. interpersonal skills  

6. participation in career fairs 
    and college days

7. résumés

8. job applications

9. letters of recommendation

10. academic records

11. extra- and co-curricular 
      activities 

12. completed technical 
       competencies

13. technical skill assessment 
       results

14. attainment of industry credentials when appropriate
	Students are assisted in developing career portfolios that demonstrate competence in a few of the following:
1. making career decisions

2. using labor market   

    information 

3. interviewing skills 

4. proper work attitudes and    

    behaviors
5. interpersonal skills  

6. participation in career fairs 
    and college days

7. résumés

8. job applications

9. letters of recommendation

10. academic records

11. extra- and co-curricular 
      activities 

12. completed technical 
       competencies

13. technical skill assessment 
       results

14. attainment of industry credentials when appropriate
	Students are not assisted in developing career portfolios. 


	

	4G. High school seniors receive assistance with college admission, including financial aid, scholarship applications, and college entrance exams.
	Students are assisted in all of the following: college admission including financial aid, scholarship applications, and college entrance exams.
	Students are assisted in most of the following: college admission including financial aid, scholarship applications, and college entrance exams.
	Students are assisted in only part of the following: college admission including financial aid, scholarship applications, and college entrance exams.
	Students are assisted in none of the following: college admission including financial aid, scholarship applications, and college entrance exams.
	

	4H. Industry and postsecondary institutions are provided information on the Area Career Center’s programs, services, and facilities.
	Industry and postsecondary institutions are provided information yearly on the Area Career Center’s programs, services, and facilities.
	Industry and postsecondary institutions are provided information every other year on the Area Career Center’s programs, services, and facilities.
	Industry and postsecondary institutions are provided information infrequently on the Area Career Center’s programs, services, and facilities.
	Industry and postsecondary institutions are not provided information on the Area Career Center’s programs, services, and facilities.
	

	4I. Employment needs of potential employers are identified and used in program development.
	Current and future employment needs of potential employers are identified and always used in program development.
	Either current or future employment needs of potential employers are identified and usually used in program development.
	Either current and future employment needs of potential employers are identified, but are seldom used in program development.
	Neither current nor future employment needs of potential employers are identified and used in program development.
	

	4J. The Area Career Center maintains regular contact with businesses and industries as well as creates and maintains a current list of job openings accessible to all staff and students to facilitate employment of completers.
	The Area Career Center maintains regular contact with businesses and industries as well as creates and maintains a current list of job openings accessible to all staff and students to facilitate employment of completers.
	The Area Career Center maintains regular contact with businesses and industries as well as creates and maintains a current list of job openings accessible to some staff and students to facilitate employment of completers.
	The Area Career Center maintains regular contact with businesses and industries, but does not create or maintain a current list of job openings accessible to staff and students to facilitate employment of completers.

	The Area Career Center does not maintain regular contact with businesses and industries and does not create and maintain a current list of job openings accessible to staff and students to facilitate employment of completers.
	

	4K. The Area Career Center informs students prior to program completion of the availability of job placement services.
	The Area Career Center informs all students prior to program completion of the availability of job placement services.
	The Area Career Center informs some students prior to program completion of the availability of job placement services.
	The Area Career Center informs a few students prior to program completion of the availability of job placement services.
	The Area Career Center does not inform students prior to program completion of the availability of job placement services.
	

	4L. The Area Career Center gives eligible students an equal opportunity to respond to job referrals.
	The Area Career Center gives all eligible students an opportunity to respond to job referrals.
	The Area Career Center gives some eligible students an opportunity to respond to job referrals.
	The Area Career Center gives a few eligible students an opportunity to respond to job referrals.
	The Area Career Center does not give eligible students an opportunity to respond to job referrals.
	

	4M. Members of special populations are provided opportunities to practice employability skills.
	All members of special populations are provided opportunities to practice employability skills.
	Some members of special populations are provided opportunities to practice employability skills.
	A few members of special populations are provided opportunities to practice employability skills.
	Members of special populations are not provided opportunities to practice employability skills.
	

	4N. Students with disabilities are provided information about requesting accommodations needed for occupational competency and/or licensure/certification tests.  
	All students with disabilities are provided information about requesting accommodations needed for occupational competency and/or licensure/certification tests. 
	Most students with disabilities are provided information about requesting accommodations needed for occupational competency and/or licensure/certification tests.  
	A few students with disabilities are provided information about requesting accommodations needed for occupational competency and/or licensure/certification tests. 
	Students with disabilities are not provided information about requesting accommodations needed for occupational competency and/or licensure/certification tests.  
	

	4O. The Area Career Center provides job placement assistance to completers of full time programs after program completion.
	The Area Career Center provides job placement assistance to all completers of full time programs after program completion.
	The Area Career Center provides job placement assistance to some completers of full time programs after program completion.
	The Area Career Center provides job placement assistance to few if any completers of full time programs after program completion.
	The Area Career Center does not provide job placement assistance to completers of full time programs after program completion.
	


Section 5-Followup
	STANDARD 5

Collects and uses data obtained in an appropriate manner from students and other sources to improve programs.                                         
	4 - Full

Implementation


	3 - Substantial

Implementation


	2 - Moderate

Implementation


	1 - Minimal/No

Implementation


	Score

___/8 points

possible

	5A. Follow-up surveys are conducted.
	Follow-up surveys are conducted for both students and employers. 
	Follow-up surveys are conducted for students only.
	Follow-up surveys are conducted for employers only.
	Student follow-up surveys are not conducted. 
	

	5B. Data pertaining to the performance of students and programs are monitored, analyzed, used to develop program improvements, and disseminated to all stakeholders.
	Data pertaining to the performance of students and programs are monitored, analyzed, used to develop program improvements, and disseminated to all stakeholders.
	Data pertaining to the performance of students and programs are monitored, analyzed, used to develop program improvements, and disseminated to most stakeholders.
	Data pertaining to the performance of students and programs are monitored, analyzed, used to develop program improvements, and disseminated to a few stakeholders.
	Data pertaining to the performance of students and programs are not monitored, analyzed, used to develop program improvements, and disseminated to stakeholders.
	


Career Services Standards and Indicators Summary Sheet
	1- Recruitment, Orientation, and Selection
	2- Guidance and Counseling
	3- Instructional Support
	4- Placement
	5- Follow-up

	Rubric Score
	Rubric Score
	Rubric Score
	Rubric Score
	Rubric Score

	1A=
	2A=
	3A=
	4A=
	5A=

	1B=
	2B=
	3B=
	4B=
	5B=

	1C=
	2C=
	3C=
	4C=
	

	1D=
	2D=
	3D=
	4D=
	

	1E=
	2E=
	3E=
	4E=
	

	1F=
	2F=
	3F=
	4F=
	

	
	2G=
	3G=
	4G=
	

	
	2H=
	3H=
	4H=
	

	
	2I=
	 3I=  
	4I=
	

	
	
	3J=
	4J=
	

	
	
	
	4K=
	

	
	
	
	4L=
	

	
	
	
	4M=
	

	
	
	
	4N=
	

	
	
	
	4O=
	

	TOTAL= _____ /24
	TOTAL= _____ /36
	TOTAL= _____ /40
	TOTAL= _____ /60
	TOTAL= _____ /8


	A. Section Totals
	B. Possible score (# of elements in the section rubric multiplied by 4)
	C. Obtained score (Sum of scores on section rubric circled by rater(s))
	D. Percentage of Implementation (Obtained/Possible multiplied by 100)

	Section 1- Recruitment, Orientation, and Selection
	24
	
	 _______/24X 100 = __________

	Section 2—Guidance/ Counseling
	36
	
	_______/36X100 = __________

	Section 3- Inst. Support
	40
	
	_______/40X 100 = ________ 

	Section 4- Placement
	60
	
	_______/60X 100 = __________

	Section 5- Follow-up
	8
	
	_______/8X 100 = __________

	Total
	168
	
	_______/168X100=____________


Area Career Center Career Services Standards and Indicators Program Improvement Plan
School District Name: _________________________________   Area Career Center Name: ______________________________________       Date: _____/_____/_____         
Person in charge of Area Career Center Career Services Program: ____________________________________________________________________________________
	Indicate Standard and Indicator to be improved by marking the appropriate boxes under Standard and Indicator (Note: Use separate form for each improvement target chosen)
	                 STANDARD:                                                                          INDICATOR:   
 FORMCHECKBOX 
Recruitment, Orientation, and Selection            FORMCHECKBOX 
A   FORMCHECKBOX 
B  FORMCHECKBOX 
C   FORMCHECKBOX 
D   FORMCHECKBOX 
E   FORMCHECKBOX 
F  

 FORMCHECKBOX 
Guidance and Counseling                                       FORMCHECKBOX 
A   FORMCHECKBOX 
B  FORMCHECKBOX 
C   FORMCHECKBOX 
D   FORMCHECKBOX 
E   FORMCHECKBOX 
F   FORMCHECKBOX 
G   FORMCHECKBOX 
H  FORMCHECKBOX 
I                                               
 FORMCHECKBOX 
Instructional Support                                          FORMCHECKBOX 
A   FORMCHECKBOX 
B  FORMCHECKBOX 
C   FORMCHECKBOX 
D   FORMCHECKBOX 
E   FORMCHECKBOX 
F   FORMCHECKBOX 
G   FORMCHECKBOX 
H  FORMCHECKBOX 
I    FORMCHECKBOX 
J   

 FORMCHECKBOX 
Placement                                                                    FORMCHECKBOX 
A   FORMCHECKBOX 
B  FORMCHECKBOX 
C   FORMCHECKBOX 
D   FORMCHECKBOX 
E   FORMCHECKBOX 
F   FORMCHECKBOX 
G   FORMCHECKBOX 
H  FORMCHECKBOX 
I    FORMCHECKBOX 
J    FORMCHECKBOX 
K   FORMCHECKBOX 
L   FORMCHECKBOX 
M  FORMCHECKBOX 
N  FORMCHECKBOX 
O

 FORMCHECKBOX 
Follow-up                                                                    FORMCHECKBOX 
A   FORMCHECKBOX 
B 



	Specific
Being specific gives you a greater chance of reaching the goal.
	2. What specific goal do I want to achieve for this Standard and Indicator?



	Measurable
Having criteria to help you measure progress helps you to stay on track and accomplish your goal by the target date.
	3A. What type(s) of data will I use to determine if I have achieved my goal? 
 FORMCHECKBOX 
Process Data: Provides evidence that an activity or program was conducted.   
How and what will I measure? ______________________________________________

 FORMCHECKBOX 
Perceptual Data: Gives insight into how an activity or program is perceived by the target audience

How and what will I measure? ______________________________________________

 FORMCHECKBOX 
Results Data: Shows the impact the activity or program had on student performance

How and what will I measure? ______________________________________________

	Attainable
By listing what you need to accomplish your goal, you make sure that the goal is one that you can reach.

	4A. In order to attain my goal, the following activities/interventions will be utilized:
1.

2.

 3.
4B.In order to attain my goal, the following resource(s) will be utilized:



	Realistic

The goal you choose is one which you are realistically both willing and able to work to accomplish.

	5. How does this goal help improve the implementation of the Area Career Center Career Services Program?

	Timely
By establishing definite times you are more likely to focus your efforts on reaching the goal.

	6. Which time period for results will I use as the basis for collecting my data to see if I have reached my goal? 
 FORMCHECKBOX 
Immediate Results-obtained directly after the activity/intervention
Date results to be obtained: ___/___/___

 FORMCHECKBOX 
Intermediate Results-usually obtained at the end of a quarter, semester or school year

Date results to be obtained: ___/___/___

 FORMCHECKBOX 
Long-term Results-obtained after an extended period of time

Date results to be obtained: ___/___/___
DATE OF REVIEW OF IMPROVEMENT PLAN: ____/____/____


	What were the results of

the activity in this

Improvement Plan?
	 FORMCHECKBOX 
Achieved goal stated in #2.                         

 FORMCHECKBOX 
Did not achieve goal; made the following changes:
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