SAMPLE Program of Study Planning Checklist 
Name and School District __________________________________________________

Summer address (please list U.S. and e-mail address): __________________________________________________________________________________________________________________________________________________________________

Program of Study: Cluster __________________________ Career Pathway_______________________________
Please check and date the boxes in the far left-hand column when required activity is completed.  Attach and label evidence (by number) to this checklist.  

	Check and date
	Activity
	Timeline (by when?)
	Evidence
	Notes from Evaluator

	
	A. Attendance at  POS meeting
	
	Sign in sheet at meeting (evaluator will have)
	

	
	B.  Identify partners/stakeholders that will be included in discussions for POS.  

	
	List of local advisory committee members and others who will be involved, including parents, students, administration, business partners, and post-secondary reps.
	

	
	C.  Complete the Self Assessment found on the Department of Education website (under CTE).  If criteria evaluation is not in the “Exemplary”column, describe (on a separate sheet of paper) the action plan to achieve that goal, along with timeline.  Share results of self-assessment with advisory committee and discuss strategies for improvement, gathering their input.
	
	Completed self-assessment with plans for exemplary status, if appropriate.  Minutes from advisory committee reflect discussion of self assessment.
	

	
	D.  With advisory committee, verify standards and benchmarks to be taught within each CTE program and course.
1. The CIP Code matches the CIP description and is accurate & appropriate.

2. Standards & Benchmarks identified for the program and courses.

3. Standards & Benchmarks align with the CIP and with the postsecondary program.

4. Identify any gaps

5. Advisory Committee agrees that program aligns with CIP

6. Community College agrees that program aligns with postsecondary program. 
	
	Minutes from advisory committee reflect review and approval of standards and benchmarks.  
	

	
	E.  Meet with local curriculum director, high school principal , and counselor to discuss;

1. How do CTE courses connect to the Iowa Core Curriculum?

2. Which Iowa Core Courses (Math, English, Science and Social Studies) best support this career cluster?

3. Where are 21st Century Skills to be developed within the high school curriculum?   
4. What 21st Century Skills are being developed within CTE courses?  Which courses?

5.  How is our high school integrating a career strand into the 4-Year Plan?
6. How are CTE courses strengthening math and reading skills? 
	
	Completed guided questions about Model Core
Populate Program of Study
	

	
	F.  In collaboration with counselor, create DRAFT of Program of Study boards using knowledge gained from this process.  Show where 21st Century Skills will be integrated.
	
	Completed drawing that includes Iowa Model Core, Career Strand, and is coded with articulated courses, concurrent enrollment courses, 21st Century Skills, work-based learning experiences, and co-curricular activities.
	

	
	G.  Attend POS Meeting (if offered)
1. Share Program of Study draft
2. Make any modifications or improvements (after meeting)
3. Discuss assessment of Technical Skill Attainment and discuss current program assessments
	
	Attendance sheet for meeting (evaluator will have)
	

	
	H. With High School Counselor, make any necessary revisions in POS. 

· Revise drawing boards 

· Get advisory committee approval for significant changes
	
	
	

	
	I.  Submit Completed final version of Drawing Board 
	
	Completed Drawing Board 
	

	
	J.  CC Faculty will review drawing boards, ask high school faculty for clarification, if needed, and sign an articulation agreement when approved.
	
	
	

	
	K.  With advisory committee,
· Share Program of Study 
· Get input on critical technical skills to be assessed, acceptable proficiency levels, and appropriate assessment tools.
	
	Minutes from advisory committee reflect 
· Sharing of POS

· Input on critical technical skills, proficiency levels, and assessment tools.

	

	
	L.  Place Program of Study in student handbook and/or course selection guide.  Present Program of Study concept to current CTE students for feedback.

	
	Documentation of plan to include Program of Study (e-mails, drafts, etc.)
	

	
	M.  Outline plan for continuous review and improvement 
	
	Outline plan for strategies for continued involvement of advisory committee in ongoing review of local CTE programming.

	

	
	N.  Complete “post” self assessment, showing movement toward exemplary status as the result of implementing plan to get there
	
	“post” self assessment showing movement toward exemplary status
	

	
	O.  Attend wrap up meeting(if offered)
	
	
	

	
	P.  Download Program of Study to ihaveaplan.gov.


	
	Program of Study downloaded
	


