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CDC/SPC ACTION PLAN 2008-09
Dianne Evans – Career Development and Special Populations 
Coordinator

August

· Provide in-service training for new school personnel on the career development process

· Participate in professional development activities

· Assist in resolving schedule conflicts with CTE special populations students

· Begin identification of special populations students

· Meet with Exceptional Children teachers about services offered in the career center

· Compile and maintain a list of identified students by category

· Schedule career development presentation with senior class English teachers

· Provide CTE teachers with Learning Styles Inventory for students in CTE classes
· Participate in transitional planning for EC students

· Provide assistance to VoCats pretest for special populations students

· Attend CTE departmental meetings and PLC meetings
· Maintain and store special populations records

· Assess needs for career center

· Schedule military recruiters

· Maintain resources for Career Center
· Update materials (college applications) in career center

· Communicate with Alamance Community College about Huskin Bill classes

· Compile paperwork for students attending ACC for classes

· Others: CTE PLC Meetings; Guidance PLC Meetings, Graduation Project Committee Meetings, CRHS NTHS meeting
September

· Continue identification of special population students

· Monitor CTE student progress (grades, attendance, conference, etc.)

· Continue the VEIS from identification process

· Participate in professional development activities
· Assist with planning of Orange County College Fair Night

· Conduct Career Orientation for seniors

· Maintain a list of identified students by category, course, grades, teachers, race and gender

· Coordinate and monitor vocational assessments

· Attend monthly support team meetings 
· Participate in transitional planning for EC students

· Maintain and store career development documentations and records

· Work on CDP+ plans for special populations students

· Coordinate military and college recruit visits
· Provide CTE teachers with  CRHS Special Populations Handbook

· Prepare for NTHS induction ceremony

Other: Action Team Meeting, 504 meetings, Junior Class Night, SAC Meetings, Senior Class Night, CTE PLC Meetings, Guidance PLC Meetings, Hillsborough Chamber of Commerce Education Meeting, Graduation Project Meetings
October

· Continue identification of special population students

· Assist students with four-year plan development (CDP’s and CDP+)

· Schedule conferences for agency referrals as needed

· Monitor CTE student progress

· Assist with assessments (PSAT, ACT, SAT, Computer Test)

· Participate in professional staff development

· Maintain and store career development documentation records

· Coordinate college campus visits (Open House, University Day, etc)

· Coordinate remediation for special populations students

· Participate in local, civic and professional activities

· Participate in transitional planning for EC students and 504 students

· Attend SPC and CDC regional meetings

· Monitor students attending ACC
· Conduct CRHS NTHS induction ceremony

· Compile failure list of special populations students (Interim Reports)
· Check for CTE students on the PLC Watch List

· Assist teachers with remediation for special population students on Watch List
· Send out notification to parents about remediation

· Provide guest speakers for CTE classes

· Plan for Career Fair

· Other: Start planning for Renaissance Pep Rally, Action Team meeting, Assist with internships. PLC meetings (CTE and Guidance), Hillsborough Chamber of Commerce Education Meeting, Graduation Project Committee meeting
· Schedule “Lunch with a Recruiter” meetings

· Assist with administration of SAT/ACT

November

· Continue with identification of special population students

· Continue VEIS form identification process
· Meet with members of NTHS

· Assist with administration of ASVAB assessment

· Participate in professional meetings and conferences

· Monitor special populations student progress

· Continue to coordinate the development of the CDP+ Plan

· Maintain and store career development documentations and records

· Maintain publications, applications and resources for Career Center
· Assist with coordination of university and community college visits

· Conduct Career Fair

· Continue with classroom visits (Sophomores)

· Monitor students at ACC

· Monitor PLC Watch List for special populations student

· Visit EC classes for career development activities

· Provide teachers with resources needed for careers and academics

· Attend all professional meetings (PLCs)

· Plan Mock Interviews for seniors

· Schedule “Lunch with a Recruiter” meetings

· Assist with Graduation Project 

Other: Continue providing assistance with intern students
December

· Continue identification  of special populations

· Monitor progress of students

· Participate in professional meetings and conferences

· Update resources for Career Center
· Complete VEIS information for transfer

· Attend IEP and 504 meetings

· Assist with ACT and SAT assessments

· Coordinate VoCats exams administration schedule for CTE teachers

· Assist CTE teachers with exam schedules and modifications

· Prepare for VoCats Testing-Coordinate and submit a testing plan
· Conduct Mock Interviews

· Provide assistance for Graduation Project

January

· Assist with registration process

· Schedule career development sessions with Freshman English classes

· Provide study skill sessions with CTE classes

· Monitor progress of students

· Assist with Financial Aid Night

· Assist with the planning of Annual Health Fair

· Continue with identification of special population students

· Assist with career/job fair activities

· Assist students with four year plans

· VoCats Testing

· Make information available for students on non-traditional careers

· Coordinate remediation for special population students
· Provide career development information to students and teachers

· Attend IEP and 504 meetings

· Other: Plan Renaissance Pep Rally ; continue assistance with CRHS Graduation Project Advisory Committee
February
· Assist with non-traditional career fair activities

· Monitor progress of students

· Participate in professional meetings and conferences

· Maintain Career and College Advisement Center

· Continue identification of special populations students

· Attend 504, IEP and Action Team meetings

· Assist with registration process

· Assist in coordination of attending CIAA College Day for juniors

· Assist with administration of SAT, ACT

· Assist with College Night

· Coordinate Military Career Fair and Engineer Day

· Assist with Ground Hog Job Shadowing Day

· Continue with planning for Health Fair

· Other: Renaissance Pep Rally, Assist students with FASA online, continue assistance with CRHS Graduation Project Advisory Committee

March

· Assist with registration process

· Attend IEP and 504 meetings

· Monitor progress of students

· Plan Mock Job Fair 
· Meet with local businesses
· Attend district meeting (CTE)

· Coordinate college and university recruitment activities
· Update VEIS information

· Update CTE class rosters with modifications for teachers

· Obtain failure list of CTE students that are on PLC Watch List
· Assist with Health Fair

· Continue assistance with CRHS Graduation Project Advisory Committee

April

· Assist in registration process

· Assist with assessments

· Attend support staff meetings

· Monitor CTE  and ACC student progress

· Maintain records of special populations students

· Attend district SPC and CDC regional meetings

· Review and transfer VEIS report

· Schedule students for career center to work on career project

· Assist with CTE club activities

· Coordinate college and university recruit visits

· Assist with scholarship applications

· Provide advisement for seniors for college and career choices

· Provide CTE teachers with a list of senior CTE honor students

· Order honor cords for NTHS students

· Provide budget for 2009-10 school year
· Submit purchase orders

· Conduct Mock Interviews for second semester seniors

· Continue assistance with CRHS Graduation Project Advisory Committee

May

· Coordinate and provide assistance to VoCats Coord. for special pops. students

· Coordinate and submit CRHS VoCats testing schedule

· Distribute testing schedule to CTE teachers

· Package testing materials
· Assist with VoCats testing at middle schools

· Attend support and professional meetings

· Maintain records of special populations students

· Participate in senior awards day program

· Evaluation of  CRHS Graduation Project Plan

June
· Assist with graduation
· Monitor VoCats testing

· Package VoCats materials for scoring

· Submit additions and deletions for Orange County Local Plan

· Analyze VEIS data for monitoring access, progress and success within the CTE programs

· Assist with CTE Career Academy

· Identify strategies to overcome barriers

· Attend support team meetings

· Update inventory of career center

· Store files and materials

· Submit all reports due to  Orange County Director of Career and Technical Education

July

· Review and update CDP+ plans
· Plan meeting with ACC and prospective Huskin Bill students
· Update college and career materials
· Plan for 2009-10 school year
· Attend CTE Conference in Greensboro, NC
· Assist with ninth grade orientation
· Check with NC Wise Coordinator and guidance about  enrollments for CTE classes for the fall
· Update CTE notebooks for teachers
· Update ACC/Orange County Schools Huskin Bill Handbook
