CEFGA High School of Technology

Section IV: Students

A. Show individual student work plan for accomplishing employment related training and career goals.

· Student records (attached)
· Performance Profile Sheet and Form 200 (attached)
B. Describe the process your training program uses in the selection of new students.

· List of instructor/counselor visits to feeder schools (if applicable)
CEFGA High School of Technology counselors visit the counselors of every high school in the county twice yearly to recruit students for the Construction Program as well as the other programs offered here. The counselors remind the other counselors about the requirements and expectations for students to be admitted into the Construction Program. In addition, our counselors send broadcast e-mails to the other counselors to keep them abreast of any changes or updates.

We also have open house twice a year. Prospective students and their parents can come into the classroom and lab to see examples of what we do. Many undecided students decide on the Construction Program at Open House.
· Samples of publications of flyers used to recruit students (attached)

· Job fair announcement (attached)
C. Explain the student evaluation system for your training program.

· Examples of completed NCCER written tests used for evaluation (attached)
· Describe your test security procedures and location of completed tests
From Section I.H.
In order to insure the security of the NCCER Standardized Craft Training Program test booklets, tests, and performance tests, all of these materials are stored in a locked cabinet in the instructor’s office. Only the instructor and the immediate supervisor have a key to the cabinet.  Additionally, the instructor’s office is kept locked when the instructor cannot maintain personal control over access to the office.

Completed Performance Profile Sheets, Form 200 Craft Training Reports, Standardized Craft Training Process Forms, and Release Forms are also kept locked in the same cabinet. 

Copies of tests are numbered sequentially to make sure none is lost or stolen. Answer sheets are destroyed after the grades have been entered.

· Example of a completed pass/fail performance test used to evaluate task performance (attached)
D. State your written policy for re-testing upon failure of written or performance tests.

Written Test Policy: A student may re-take a failed written test one time within five days of the failure. The student will be given time before or after regular class periods to study the material. Contren textbooks may not be taken out of the classroom. The test will not be administered during scheduled class hours. The two grades will be averaged to determine a final score for the test. If the grade is still a failing one, no credit will be given for completion of the module on Form 200.

Performance Test Policy: A student may re-take a failed performance test any number of times within five days of the failure. The student will be given time before or after regular class periods to practice the skills. The performance re-test will not be administered during scheduled class hours. If the student has not mastered the skills necessary to pass the performance test within five days, a failure will be noted on that Performance Profile Sheet and recorded as such in the grade book. If a student fails to pass a performance test, no credit will be given for completion of the module on Form 200.

E.  Describe your reward system for outstanding student performance.

· List of student recognition opportunities

· Shop Foreman for the Week/Month/Year

· Student of the Month

· Student of the Year

· Outstanding Student
· SkillsUSA/VICA Participant

· Industry Recognition (e.g. – “Home Depot Student of the Month”)

· Shining Light Award (for applying construction skills in a volunteer event)

· Habitat For Humanity Tee Shirts (for volunteers)

· Newspaper articles (school paper, local paper, industry newsletters)

· Leadership Awards

· Photographs or newspaper articles recognizing students (attached)
· List of students that have received recognition 

	Student Name


	Recognition

	Francisco Moreno
	Student of the Month

	Daniel Fields
	Region V SkillsUSA Masonry 2nd Place

	Josh Wood
	Intro Student of the Year 2003

	Robbie Pullins
	Construction I Student of the Year

	Francisco Moreno
	Construction III Student of the Year


· List of community service projects 

· Podiums for teachers

· Flower beds for the front of the school

· Storage shed for the Track Team

· Prepared materials for the Special Ed Class’ projects
· Float for a parade
· Habitat For Humanity

· Blocks for Early Childhood Ed Class

· Dry erase easels for teachers

F. Describe counseling services provided for students in your training program.

· Explanation of career counseling services

There are two counselors here at the school. These counselors review the students’ applications for the construction program before they are accepted. The counselors follow the students’ progress and note their apparent interest in one area of construction or another. The counselors stay in touch with industry and help students apply for jobs for which they are suited. Students who do not show any interest in any area receive counseling that they may well be wasting their time if they are not interested in the trades.

The counselors and the instructor maintain job boards that are designed to raise students’ interest, as well as helping students to see what kind of work is available. We do not encourage students to take an evening job that is more than 15 or so hours per week because a 40 hour job leaves the students are too tired to learn.
· Documentation of guest speakers regarding career opportunity

Schedule of Guest Speakers

	Speaker
	Representing
	Date



	Chuck Little
	IBEW
	October 15th

	Scott Brumlow
	GUCA
	November 13th

	Buster Johnson
	United Forming
	January 22nd

	Sam Grogan
	Plumbers and Pipe Fitters
	February 10th


· Documentation of field trips taken to expose students to career opportunities
	Location
	Sponsor
	Date



	Hill Water Treatment Plant
	Western Summit
	October 22nd

	Atlanta Airport
	GUCA
	November 20th

	Luella HS
	DYCO Electrical
	January 29th


G. Describe how students are encouraged to take licensing or certification tests that are publicly recognized indicators of capabilities.
· Policy/procedures for taking licensing and certification tests
The students receive certification through CEFGA/NCCER for each module that is satisfactorily completed. This certification is recognized nationwide. Students receive a transcript that lists what modules they have passed. Students who complete all the modules for a given level (Carpentry Level 1, for example) receive a certificate of completion and a wallet card which lists their completed level of training.
In addition, students are informed about and encouraged to enter Registered Apprenticeship Programs, such as N.E.C.A. and M.I.T. Though the school cannot certify the students in these programs, the training received in the NCCER curriculum is generally accepted by apprenticeship programs. This gives the students a boost in programs designed to qualify employees for the Journeyman certification.

H. Describe how trainees participate in evaluation of the instructor and the course.

· Example of instructor and course evaluation instrument:
Instructor/Course Evaluation

Instructions: Circle the number that matches your view of this class and the instructor’s performance.  Scale:  1 disagree,  5  agree

This course…

1.  is of value to my future… 1     2     3     4     5

2.  covered topics relevant to what I want to do after I graduate…1     2     3     4     5
3.  contained information I found interesting… 1     2     3     4     5

4.  contained information that was new to me… 1     2     3     4     5

5.  has made me want to learn more about construction … 1     2     3     4     5

This instructor…
6. made topics understandable… 1     2     3     4     5
7. had a good understanding of the subject matter… 1     2     3     4     5

8. was available when needed… 1     2     3     4     5

9. was fair… 1     2     3     4     5

10. was prepared… 1     2     3     4     5

11. What, if anything, would you change about this course?  ___________________

___________________________________________________________________
Comments: _________________________________________________________

___________________________________________________________________

· Compilation of data from instructor and course evaluation:
Instructor/Course Evaluation

Instructions: Circle the number that matches your view of this class and the instructor’s performance.  Scale:  1 disagree,  5  agree

School year 2002-2003

Sample size: 96 students

This course…

1.  is of value to my future – average value 4.86
2.  covered topics relevant to what I want to do after I graduate – average value 4.1
3.  contained information I found interesting – average value 4.66
4.  contained information that was new to me – average value 4.96
5.  has made me want to learn more about construction – average value 4.15

This instructor…

6. made topics understandable – average value 4.51
7. had a good understanding of the subject matter – average value 4.89
8. was available when needed – average value 4.9
9. was fair – average value 4.87
10. was prepared – average value 4.9
11. What, if anything, would you change about this course? Response (number of responses)

Room too cold (8)

Room too warm (8)

Less noise (8)

More outside work (7)

More real projects, like building a house (3)

More computer work (1)

Comments:
Great/excellent course (20)

Useful information for life (18) 

Fun/enjoyed course (11)

Need to let others know about the course (5)

Should be a required course (2)

Proud of what I can do now (2)
I. Describe the written policy and/or handbook for trainees.

· Written policy and/or handbook for trainees (exerpt)
Construction Technology

Course Numbers: XXXXXX, XXXXXX, XXXXXX, XXXXXX

Room # 409

Instructor: [Instructor’s Name]

Statement of Relevance: This class will inform and teach you the skills necessary to construct, inspect, repair, and buy a home. These are life skills that everyone needs to know. You will also be able to enter the construction field at an entry level position, and, with hard work and good attendance, move up to mid level positions faster than people who have not had this education and experience. You may also be able to transfer these credits to an accredited technical college in this area or other locations around the country.
Course Objectives:

1. Safety: Safety will be covered in each unit of instruction and must be practiced at all times in this program. You must pass all safety tests to continue on in each unit of instruction. Unsafe behavior will not be tolerated.

2. Carpentry: Students will learn all phases of construction from foundation work to framing and roofing.

3. Electrical: Students will learn basic electricity and electrical formulas, and how to install outlets, switches, and lights for a home.

4. Masonry: Students will learn to mix mortar, lay brick and block, and square off a building using a transit.

5. Plumbing: Students will learn how to cut, connect, and install PVC, CPVC, ABS and copper pipe.

6. Tools: Students will learn how to use hand and power tools properly and safely.

Class Rules:

1. Be on time to class each day.

2. Respect others and their property.

3. Bring all materials to class each day.

4. Follow directions on assignments.

5. Speak when appropriate, always be prepared to participate.

Class Rewards:

1. Extended time on assignments and projects

2. Special projects.

Consequences of inappropriate behavior:

1. First warning – suspension of lab privileges for a specific period of time.

2. Second warning – in school suspension.

3. Third warning – parent will be notified.

4. Fourth warning – student will be written up for disciplinary action.

Grading Procedure:

1. Your daily grade will be based on two things: what you know (written tests) and what you can do (performance tests). Attendance is mandatory.
2. A cumulative average of your daily grades will amount to 80% of your semester grade. The final 20% of your grade will be the semester exam, 5% for the written and 15% for the performance final.

3. The grading scale will be as follows:

A = 100 – 90

B =   89 – 80

C =   79 – 71

D =   70

F =  any grade below 70.

Make-Up Policy:

If you are absent with an accepted excuse, and miss an assignment, you must make up the work. You may schedule the make-up work before or after class by scheduling the make-up appointment with the instructor. No work will be made up during normal class hours.

If you have an unexcused absence, you will receive a zero for any written test or performance test. There will be no make-up.

Acceptance:

I have read and understand this policy statement. I understand the value of this education and the consequences of failing to follow the rules of this program. I acknowledge acceptance of and agree to abide by these policies by my signature below.
____________________________                 ____________________________

Student’s Signature               Date                   Parent’s Signature                 Date
J. Does the written policy/handbook include information regarding safety, liability, and laboratory operation?

· Safety policies and procedures manual/document for the lab and classroom

Safety is mentioned on page 12 of the student handbook. It basically says that the instructor will cover specific safety requirements for the school as a whole and especially for the students’ particular program area. It also forbids students to use any equipment without the permission of the teacher.

Students are required to sign a safety contract saying that they agree to work safely. The contract is reviewed and signed by the students’ parent(s). The contract spells out the fact that the student is ultimately responsible for his/her own safety. Students are required to have insurance before going into the lab to do any work whatsoever.
The classroom safety is overviewed in Module 00101, Basic Safety. The lessons from this module are reinforced each day before entering the lab. In addition, the following work skills expectations stress safety:  (see next page)

J. (continued)
Work Skills

Construction Student Expectations

1. Materials – has materials needed; study materials ready; paper and pen or pencil available

2. Assignments – completes assignments; work is timely, accurate, thorough; does his/her own work

3. Organized Study – participates, asks questions, reads thoroughly for meaning, researches, adds personal knowledge, explains

4. Responsible to the Learning Process – contributes to work flow*, acts as a “doer”, helps others, stays with her/his team, becomes involved

5. Supports Learning – asks questions, adds personal knowledge, supportive, pays attention

6. Personal Protective Equipment (PPE) – wears PPE, practices correct use of PPE (e.g. safety glasses on face, worn correctly), reminds others of forgotten PPE, returns PPE to correct storage location, cleans and protects PPE

7. Safety Practices – NO “horseplay”, practical jokes or clowning; prevents accidents; reports problems or hazards; looks out for the safety of everyone

8. Tool Use/Upkeep – treats tools with respect; uses, cleans, and stores tools correctly; inspects tools for wear and safety issues

9. Clean-up – thorough and on time (not before time); shows pride in the work area through a clean, safe environment

10.  Set-up for Next Class – organizes materials; marks items as set-aside for continued lab work; stages materials for next class; reports missing or damaged materials

*Work flow is defined as the transfer of learning opportunities from classroom activities to laboratory activities; from laboratory activities to performance of construction skills; and finally to demonstration of knowledge and skills through written and performance testing.

Name: _________________________________ Date: ________________
J. (continued)
· Procedure for providing safety instruction prior to lab work

Prior to entering the lab, foremen for each area are assigned. The instructor reviews the safety instructions necessary for the activities of the day. The key safety issues are also written on the board in the classroom. The foremen are charged with assisting the instructor with overseeing safety. Safety is stressed throughout the lab period. Any violations of safety rules may result in immediate dismissal from the lab. Repeated violations will be handled as a discipline problem and referred to administration. Safety posters are prominently displayed in both the classroom and the lab.
· Examples of safety instruction as an integral part of training

· Students are required to read and recite the safety tips that come with a circular saw before they are allowed to plug the saw into the outlet.

· Students who remove required PPE (e.g. – put safety glasses on the top of their head) are dismissed from the lab and reminded why safety glasses are worn.

· Students moving long or unwieldy pieces of material are assigned a guide to prevent hitting someone with the material. The guide calls out to everyone that something dangerous is coming through.

· Students are requires to check guards on saws, grinders and other power tools before plugging them into the electrical outlet.

· Students are required to unplug and inspect all power tools for safety issues at “tools away and clean-up” time. This reinforces safe practices for the next person who may use the tool.

· Examples of safety tests (attached)
