2008-09 Action Plan 

Career Development/Special Populations Coordinator

Donna Shore- Yadkin County Schools
August

Before the 2007-08 School Year Begins:

· Work on Internship placement – 60 plus scheduled for 1st semester

· Run copies & put together 1.) Internship Parent Permission/Agreement Packets, 2.) Mentor Packets, & 3.) Internship Notebooks, and mail all required Internship Permission papers to interns

· We began Portfolios in the 6th grade.  The portfolios consist of the 4 -Year Plan, Learning Styles, and Interest Inventory.   When the students move to the high school, I collect the Portfolios from the 8 elementary schools.  I run (from NCWISE) each high school’s freshman homeroom list and separate the portfolios by homeroom.   

· Attend both high schools Freshman Orientations 

· Prepare for and have a required Internship Orientation meeting for 1st semester interns, for both high schools.  Schedule one in the morning and one in the evening.

· Attend County Wide CTE meeting 

· Attend an All County Staff meeting

· Attend Yadkin County Chamber of Commence Meeting

· Assist in resolving scheduling conflicts, at one high school

· Attend both high schools staff meeting.  I meet briefly with the freshman homeroom teachers to gave out the Portfolios 

School Begins: Monday, August 27th

· Begin visiting all internship sites to take mentors their required paper work

· Will be in and out of each high to touch base with interns, principal, guidance office, and pass room staff. (Interns sign in/out through the pass room)

· Attend Open-House at both high schools (not sure when they are scheduled)

September

· Continue making initial internship site visits 
· Begin identifying special population students – get EC, LEP & 504 list 
· Make sure CTE teachers get EC modifications from EC Department
· Run R720 Report – CTE Class Rosters with Special Populations data. 
I give Class Rosters to each CTE teacher identifying Special Population students that are Limited English Proficient, Academically Disadvantaged, Economically Disadvantaged, 504 and Exceptional Children, and Non- Traditional 

· Complete Myers Briggs Personality Inventory with 1st semester seniors at both high schools.  Talk about when college applications are due, taking SAT, etc.    (9-10 classes)

· Attend CTE Departmental meeting at each high school (after school)

· Attend CORE meeting (middle grade enhancement teachers) (Friday mornings)*

· Attend STSTEM Tech Prep meet at Surry Community College (2nd Wednesday)*

· Attend Chamber of Commerce meeting (last Tuesday)*

· Attend Regional fall CDC and Special Populations meeting 

· Start planning SCC CTE Career Day

· Visit some interns for the second time

· 1st 4 ½ weeks journals are due (Sept. 26th)…. read and evaluate. Give out mid-term reports

 *Note: I attend these meetings if time allows

October

· Continue  visiting internship sites

· Begin to work on the fall VEIS Report.  Collect following data:

1. 8th grade EOG level I & II

2. 8th grade Computer skills failures

3. LEP list, 504 list, EC list

4. Reading & math competency failures

5. Computer Skills failures

6. Free and reduced lunch list

7. Pregnant & single woman

8. Foster children, homeless children 

Run VEIS Report from Reporting Hub 

· Plan & hold a BELC, Business Education Leadership Council

· Attend National Tech Prep Conference - October 22-24

· Complete Interest Inventory (Dr. John Holland) with 1st semester juniors at both high schools.   Go over North Carolina Career Choice  Tabloid.

Give them CFNC packets containing: “ How Do I Pay for College”, “High School Planner”, “Finding the Right College”, “Your One Source for College Information”, “Your Checklist for College”, “North Carolina’s Independent Colleges and Universities”, “What is Financial Aid”.  

Handouts including: North Carolina College Cost, NC Annual Openings & Wages Associates & Bachelor Degree, and web site resource page. Graphs with: “Fast Growing & High Pay” & “Education & Training Pays” (8-9 classes)

· Hold Surry Community College CTE Career Day in Media Center at both high schools (this is for CTE classes only).  Might have to have one in Nov.

· Attend SYSTEM Tech Prep meeting at SCC 

· Attend Chamber of Commerce meeting

· Attend the annual Councilors Luncheon at SCC

· Hold Teaching Fellows Mock Interviews for both high schools

· End of grading period, Oct. 27th, journals due

· Parent Conferences – Oct. 28th
November

· Read journals – will take several days – grades due in NCWISE

· Continue working on VEIS (November is dedicated to VEIS)

· Visit interns

· Surry Community College CTE Career Fair at Forbush High School in Media Center

· Attend NCACTE Professional Development/Board of Directors meeting in Raleigh 

· Run CTE Potential Failure list and have CTE teachers complete a PDP, Personal Education Plan, for students failing or whose grade has dropped

· Attend SYSTEM Tech Prep meeting at SCC

· Attend Chamber of Commerce meeting

· Attend CORE Team meeting, if needed

· Start working on Internship Presentation schedule & getting adults to help with evaluations

· Start scheduling times to take 1st semester juniors to the computer lab for CFNC/Bridges

· Sometimes I attend the monthly high school staff meetings, on a need-to-be bases

December

· Mid-term – journals are due first week in Dec. – read journals – will take several days
· VEIS is due, so last minutes corrections are made in NCWISE
· Continue to visit interns
· Take all 1st semester juniors to the computer lab.  Go over CFNC/Bridges, Career Foundations of North Carolina web site, Careervoyages.gov, and Employment Security Commission web site.  I spend time showing the students how to look up career information, college information, & how to use the college on-line Application Process.
· Schedule Internship Presentations times
· Recruit adults to help with Internship Exit Presentations 
· Attend the National ACTE Conference  
· Internship Exit Presentations – week before Christmas
· Attend Guidance Christmas breakfast 
· Attend SYSTEM Tech Prep Retreat ?    
· Build VOCATS extract (NCWISE) for VOCATS Bubble sheets
· Work during Christmas break to place 2nd semester interns
January

· Grade Internship Portfolios (60 some)
· Work on placing 2nd semester interns
· Make Internship Packets for 2nd semester interns
· Get Mentor Packets together 
· Take Parent Permission Slips/Student Agreement Forms to 2nd semester interns at both high schools 
· Visit each 1st semester sophomore class and go over the LIFE: Live, Learn, & Earn Booklet put together by Surry Community College (20-30 mins./10-11 classes)
· Help administer elementary 6th grade Keyboarding test.
· Get VOCAT modification test schedule from Testing Coordinator.  Run class schedule for CTE students that are LEP, 504, or EC.  Make sure they are getting mods. on VOCATS at both high schools.  Work with VOCATS coordinator  
· Administer VOCATS, or sometimes whatever else is needed during high school final exams
· Read final journals and enter final semester grades (end of grading period Jan. 16th) 
· Meet with 2nd semester interns, to go over requirements/guidelines (during workday)
Second Semester Starts  - Jan. 22nd
· Start visiting new internship sites to take required paperwork
· Attend Leadership Team meeting at Forbush High School, to start planning 8th Grade Parent Night
· Attend SYSTEM Tech Prep meeting
· Attend CORE Team meeting, if needed 
February

· Continue making initial internship site visits
· Attend 8th Grade Parent Night (for students and parents:  CTE booths are set-up, talk about difference between honors & regular courses, Course of Studies, Pathways, Graduation Project, required courses for freshman, electives for freshman, etc.) 
· Run R720 Report – CTE Class Rosters with Special Populations data. 
Class Rosters are given to each CTE teacher identifying Special Population students.  Meet with CTE teachers to give information

· Begin identifying special population students – get EC, LEP, & 504 list 
· Make sure CTE teachers get EC modifications from EC Department for 2nd semester
· Write thank you notes for 1st semester mentors
·  Complete Myers Briggs Personality Inventory with 2nd                                                                                                                                                           semester seniors at both high schools (7-8 classes)
· Attend CORE meeting, if needed

· Attend STSTEM Tech Prep meet at Surry Community College 

· Attend Chamber of Commerce meeting 

· 1st 4 ½ journals are due…. read and evaluate. Give out mid-term report- Feb. 20th
· Attend high school Parent Conferences- Feb. 26th
· Run CTE Potential Failure list and have CTE teachers complete a PDP, Personal Education Plan, for students failing or whose grade has dropped
· High School Registration begins.  I assist at Starmount High School
· Start planning 8th grade Ground Hog Job Shadowing Day at Surry Community College (we have 8 elementary schools)
· Attend planning meeting for Camp Med and Technology Camp held this summer
· Start working with 2nd semester juniors to complete the Dr. John Holland’s Interest Inventory at both high schools.   Go over CFNC packets, career information, etc. (usually about 10 classes)
· Have a BELC meeting
· Judge for State HOSA in Greensboro, if I can
March

· Continue to visit interns  

· Help with elementary registration where needed (usually about 3 days)

· Attend NC Tech Prep Conference in Greensboro (first week in March)

· Begin to work on the fall VEIS Report.  Collect following data:

1. LEP list, 504 list, EC list

2. Reading & math competency failures

3. Computer Skills Failures

4. Free and Reduced lunch list

5. Pregnant & single woman

6. Foster children, homeless children 

· Run VEIS report from Reporting Hub

· Proctor the NC Writing Test

· Continue to schedule junior classes to complete Interest Inventory

· Finalize 8th Grade Tours of Surry Community College (2 schools a days are scheduled to tour over a 4 day period)

· Attend Regional spring CDC and Special Populations meeting

· Attend SYSTEM Tech Prep meeting

· Attend planning meeting for Camp Med and Tech. Camp at SCC (we meeting month now about the two camps)

· Attend Chamber of Commerce meeting

· Attend spring NCACTE Professional Development/Board of Directors meeting 

· Work on VEIS and make all correction in NCWISE (this takes days)

· Read journals and enter grades into NCWISE (end of grading period March 26th)

April

· Continue to visit interns

· Run CTE Potential Failure list and follow-up  

· VEIS is due.  Make sure all corrections are made in NCWISE

· Take all 2nd semester juniors to the computer lab, both high schools.  Go over CFNC/Bridges web site, Careervoyages.gov, and Employment Security Commission web site  

· Judge for SKILLS USA, in Greensboro

· Attend planning meeting for Camp Med and Tech. Camp at SCC

· Attend Chamber of Commerce meeting

· Attend SYSTEM Tech Prep meeting

· Attend CORE Team meeting, if needed

· Make freshman CDPt folders 

· Spring Break – I get 1 day, 10 month employees get 1 week

May

· Continue to visit interns

· Visit each 2nd semester sophomore class and go over the LIFE: Live, Learn, & Earn Booklet put together SCC (20-30 mins. / 10-11 classes)

· Build VOCATS extract (NCWISE) for VOCATS Bubble sheets

· Schedule Internship Presentations times
· Recruit adults to help with Internship Exit Presentations

· Attend NCACTE Legislative Policy Seminar (Fight for CTE Funds)

· Make sure students get applications for Camp Med and Tech Camp at both high schools and new Learn and Earn College

· Internship Exit Presentations!

· Grade Internship Portfolios (3-4 days)

· Attend planning meeting for Camp Med and Tech. Camp at SCC

· Attend Chamber of Commerce meeting

· Attend SYSTEM Tech Prep meeting

· Attend CORE Team meeting, if needed

· Run class schedule for CTE students that are LEP, 504, or EC in order to start working on VOCAT modifications.  Get VOCAT modification test schedule from Testing Coordinator. Work with VOCATS coordinator

June

· Continue to make last minute visits to interns

· Administer VOCATS, or sometimes whatever else is needed during high school final exams
· Make sure students are getting mods. on VOCATS at both high schools.  
· Read final journals and enter final semester grades

· Tie up loose-ins 

· Technology Camp – 3 days the week after school is out

· The last 2 weeks in June I dedicate to updating CDPt’s (Career Development Plan Plus).  I do not have time during the school year.  There are around 775 Special Population students at the 2 high schools.   Now we have new Learn & Earn High School that I will be responsible for completing CDPt’s  

· Get schedules for 1st semester interns

· Work with guidance to chance some schedules 

· Attend Chamber of Commerce meeting

· I usually take 1-2 days annual leave

July

· Vacation for 3-4 days

· Camp Med for 3 days
· Work on placing fall 1st semester interns
· Work with guidance to chance some interns schedule 
· Start running copies for Internship Notebook, Permission Slips, Mentor Packets
· CTE Summer Conference – 1 week

· Plan for 2009-10 school year

