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ARAPAHOE HIGH SCHOOL CAREER-TECH EDUCATION
Advisory Committee
A functional advisory committee can be a vital asset in helping a teacher set program goals and objectives; identify
needs, job opportunities, occupational trends, and new technologies; and evaluate the program. Advisory
committees can be your greatest asset; serve as spokespersons for your program and providing a link between your
program and the business community.
This document was created to provide simple, concise information for __________ Education teachers on the
formation, functions, duties, and operations of an advisory committee. Samples of an invitation letter, an agenda,
minutes, sign-in sheet, etc. are included for your use.

Definition of an Advisory Committee
An Advisory Committee is a group of partners representing education, employers, industry groups, associations,
and other stakeholders in the community who provide input for program improvement.

Purpose of an Advisory Committee
The purpose of the Advisory Committee is to provide recommendations regarding the goals and objectives for the
program for all three integral components of an __________ education program. The input provided by the Advisory
Committee shall be used by the instructor(s) in planning program activities and improvement. The committee assists
in identifying community resources and program strategies for achieving the goals and objectives. The advisory
committee also assists with the evaluation of the program. The evaluation process is one of reflection as to if goals
and objectives have been achieved, and the analysis process used in determining at what level. The Advisory
Committee is authorized under Title §780:20-3-1 of the Oklahoma Rules for Career and Technology Education:
Each full-time Career-Tech program must have an occupational advisory committee that is formally organized and
meets at least once annually. The membership of the advisory committee must be diversified with the majority of
membership representative of occupations for which the program is training.

Responsibilities of an Advisory Committee















Recommend changes and improvements which will benefit the program
Provide guidance of structure of the program
Review and recommend content for courses
Assist the teacher in finding placement opportunities for students in production and/or businesses
Help attract and encourage interested students into the __________ education program
Serve as an advocate for the program
Promote the __________ education program in the community through presentations at civic clubs, career
days, etc.
Ensure that the course content reflects current workplace needs as defined by business and industry
Identify opportunities for teacher(s) to upgrade their technical skills through workshops and training sessions
Help evaluate the effectiveness of the __________ education program
Assist in identifying a list of capable resources for presentations, speakers and/or judges for classroom and
__________ activities
Serve as a resource person for classroom demonstrations and/or field trips when appropriate
Provide the teacher(s) with technical assistance and keep him/her/them aware of new developments in the
__________ industry
Identify needs of the program and determine priorities
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 Provide current resources for teacher to develop __________ library of visual aids, software, magazines,
books, etc.
 The advisory committee does NOT make policy or procedures; only recommendations which the governing
body (school board, school administration, teacher) has authority to review and accept or reject.

Operational Guidelines
Establishing an Advisory Committee
 The committee should be large enough to foster diversity and broad-based representation, but small enough
to be focused and efficient. Generally, an adequate number would be five to nine members.
 The committee should include representation from education, labor, and business & industry
 Avoid just selecting, “yes men”
 Committee may include representatives of:
 Education (principal, counselor, school board member)
 Postsecondary Education (two-year/four-year higher education institution, technology center)
 Employers (small, medium, and large)
 Industry Associations
 Organized Labor
 Governmental Entities (FSA, wildlife ranger, etc.)
 Parents
 Other Stakeholders
 Members should:
 Be successful industry specialists.
 Exhibit substantial interest in the __________ education program
 Represent the district in __________ enterprises, age groups, ethnicity, religious group, geographic
location within district, education level, etc.
 Demonstrate ethical practices
 Provide constructive input
 Receive approval by the administration and school board
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QUICK QUESTIONS AND ANSWERS
Q.
A

How many members should we have?
Generally 5 to 9 is adequate.

Q.
A.

How many meetings should we have?
Enough to get the job done. No less than two a year, three to six is practical. It’s better to have fewer,
well planned and attended meetings.

Q.
A.

How long should a member serve on the committee?
A three-year term is recommended, with staggered starting years. When an advisory committee is
first formed, identify individuals as members with one-, two-, and three-year terms. A limit should
be set on reappointments.

Q.
A.

How do we fill vacancies?
Vacancies before a term is completed should be filled as soon as it is declared vacant.
Recommendations or nominations may come from the committee, the teacher(s), administration,
etc., and should go through the same administration and school board approval process. A rule
should be established that if a committee member misses meetings repeatedly without reason, they
be replaced on the committee.

Q.
A.

Should we elect officers?
Yes. A chairperson should be elected by the committee. In addition, a vice chair and recorder should
be sufficient. The teacher may serve as the secretary/recorder.

Q.
A.

Who should get copies to the minutes?
Copies should be distributed to all committee members, the principal, the superintendent, the local
CareerTech director, the school board president, and all __________ education teachers.

Q.
A.

Should a multiple teacher department have multiple advisory committees?
That depends. How diverse is your program? It may be necessary to have one general advisory
committee, and then subcommittees that focus on animal science and horticulture, for example.
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ADVISORY COMMITTEE MEETING PLANNER
1.

At least six weeks prior to the meeting:

Identify potential committee members. Choose five to nine persons who by position, background,
experience or training can offer input for improving your program.


Ask your administration to approve your list of prospective members.



Make initial contact. Be prepared to explain the duties of advisory members. Secure a current mailing
address.

2.

At least four week prior to meeting:

Prepare a letter for your administrator's signature. This letter should congratulate committee members
for agreeing to serve on the program advisory committee and be signed by your school superintendent.

3.

Three weeks prior to meeting:

Send a letter from you, the teacher, to the committee members about the first meeting. Include a draft
of the agenda, inviting suggestions. (Make sure meeting time is convenient for members.)

Make arrangements for room, audiovisual equipment, and refreshments.

4.

Two weeks prior to meeting

Compile folders for each committee member with the following materials:

Agenda

Name Tag

Roles and Responsibilities of Advisory Committee

List of advisory committee members and their contact information

Teacher(s) and administrator(s) contact information

General Information on program/school

Program budget summary (including sources of funds)

Contact information for each local legislator

Calendar of upcoming events

Pencil and Note pad

5.

Three days prior to meeting:

Call members individually as reminder.

6.

During meeting:

Have refreshments ready when they arrive.

Begin and end meetings on time.

Ask the principal or superintendent to give a welcome.

Stay on subject; be organized and to the point.

Bring in key people on special problems--outsiders who are not part of the regular
committee.

Elect a chairperson and a secretary.

Take pictures for publicity.

7.

Three days after meeting:

Publicize the meeting in local paper and on chapter/program webpage.
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8.

Send thank you letter and copy of minutes to members.

Two weeks to one month after meeting:
 Keep all members up to date on events and happenings regarding action taken on
recommendations made by the committee members.
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ARAPAHOE HIGH SCHOOL CAREER-TECH EDUCATION
Sample Letter to a Selected Advisory Committee Member
September 21,
Mr. Alexander Webb
Widget Company
P.O. Box 617824Arapahoe, NE 68922
Dear Alex:
On behalf of the Arapahoe school board, administration, and the _____________ Education department,
welcome as a member of the __________ Education program Advisory Committee. While not a policy making
body, you are advisory to the __________ education department, and through the channels, to the principal,
superintendent, and school board. We need your expertise and are glad you are willing to serve in this capacity.
Our Advisory Committee will meet every other month to look at the program and make recommendations about
curriculum, equipment, activities, and any other areas of the program that could be improved. The committee’s
capacity is to advise, not direct, the actions of the program.
We are well underway in the 202_-202_ school year and the program is going well. Enrollment in our agricultural
education program is full, and the interest level of those students is excellent. I believe we have unlimited
potential with this group of students.
We will be holding our first advisory committee meeting at TIME, (a.m. / p.m.) on WEEKDAY, MONTH
DATE, YEAR, in the __________ Ed classroom. A light snack will be available. An agenda is enclosed. Please
give the topics some attention so we can discuss them at the meeting.
Your cooperation and support of our program is commendable. Thank you for your dedication to furthering
__________ through education. I'm looking forward to working with each of you during the school year.
I plan to see you WEEKDAY, MONTH DATE, at TIME (a.m. / p.m.). Thanks again for your support!
Sincerely,

Great Guy
__________ Education Teacher and _____ Advisor Arapahoe High School
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__________ Education Advisory Committee Program Assessment
As an advisory committee member, you’re input is greatly needed to insure that the program maintains
a correlation with industry and meets the community’s needs. To better serve the industry and
community, please make any suggestions or comments that you have for the areas indicated.
Curriculum:
Do you feel the curriculum is satisfactory for the subject matter being taught?
☐Yes ☐No If no, please make suggestions for improvement.

Equipment:
Do you think the equipment is representative of the industry, and is their sufficient quantities?
☐Yes ☐No
If no, please make suggestions for improvements.

Facility:
Do you think the facility is adequate (space, lighting, power requirements, storage etc.)?
☐Yes ☐No
If no, please make suggestions for improvements.

Student Activities:
Do you think the activities the chapter participates in are adequate (number of activities, variety,
participation, etc.)?
☐Yes ☐No
If no, please make suggestions for improvements.

Other:
Please list any other concerns you would like to discuss about the program?

Name

Company

Position
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SUGGESTED ARAPAHOE HIGH SCHOOL
EDUCATION
ADVISORY COMMITTEE MEETING AGENDA ITEMS
Welcome and introduce members
Explain purpose of program advisory committee
Give brief overview of total
Education program discussing three circle model and
including courses offered and contest in which program participates.
Tour facilities (if applicable)
Review new curriculum materials (if applicable)
Display new textbooks
Discuss core academics integrated into

Education curriculum

Discuss enrollment – number of males and females and minorities being served
Discuss department and equipment – department improvements, new equipment including equipment used to
integrate technology into classroom instruction, needs, etc.
Discuss program visibility in community
Ask for suggestions for guest speakers, field trips, teaching resources, community service projects, judges for district
competitive events, etc.
Discuss committee concerns and recommendations
Develop a five-year strategic plan for the program
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ARAPAHOE HIGH SCHOOL
EDUCATION
CAREER AND TECHNICAL PATHWAY

Sample Agenda
DATE: January 22, 2007
TIME: 6:30 p.m.
PLACE:

Building

1.

Review and approve minutes of the previous meeting

2.

Call for additional items to be added to the agenda

3.

Committee and progress reports

4.

Review revised course syllabi

5.

Report of activities

6.

our of upgraded facilities

7.

Program assessment

8.

Set next meeting date

9.

Adjournment
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ARAPAHOE HIGH SCHOOL
EDUCATION
CAREER AND TECHNICAL PATHWAY ADVISORY COMMITTEE
Meeting Minutes
,
,
The Arapahoe High School __________ Education program held an Advisory Committee meeting in the
__________ Education classroom at Arapahoe High School on Day of Week, Month
, 2020. Meeting was
called to order at time by Chairperson,
.
Members attending were:
Rudy Perez
Principal, Arapahoe High School
Lender
Loan Officer, Banking First Bank
Josephine Wood
Safety Officer, Wecutum Widget Products
Brad Daddy
Parent and School Board Member
John Greens
Grounds Keeper, Timber Creek Golf Course
Lloyd Prez
Organization President
Troy Farmer
Manager, Hillcrest Widgets
Mary Haddalamb
Auctioneer
The minutes from the previous meeting were approved as read. The agenda was reviewed and no additional
topics were added.
A program update was presented by Guy Great, Instructor. Item of discussion included:
Program Enrollment
Curriculum changes
Career Passport program for students
New equipment from program assistance dollars. Additions/improvements to the facilities
Instructor professional development (PQA training) SAEs update
Upcoming
activities
shared copies of the course syllabi with the committee. With no further
recommendations of changes, the new syllabi will be printed for this fall.
,
commended by Chairperson

Chapter President reported on the Conferences and upcoming activities. He was
for his leadership and hard work.

Advisory members toured the facility and were shown new storage areas and the new equipment. The committee
returned to the classroom and members were given a program assessment instrument to fill out. Comments were
favorable, with most members making very positive comment about the facility, equipment and curriculum.
Recommendations were made as follows:
1. Material Safety Data Sheets (MSDS) for the new greenhouse chemicals need to be included in the MSDS
book posted in the class.
2. Work ethics should be a strong part of the curriculum in every class.
3. Addition of precision __________ should be considered in Plant Science due to the increase in use of this
equipment in the industry.
4. Consider rotating a Leadership class in place of the basketball class every other year to provide more
curricular opportunities for students.
The next meeting is scheduled for March 26, 2007, at 6:30 in the __________ education building. The meeting
was adjourned at 7:49 P.M. by Chairperson
.
Respectfully submitted,
Clayton Lender,
Advisory Committee Secretary
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ARAPAHOE HIGH SCHOOL

EDUCATION

CAREER AND TECHNICAL PATHWAY ADVISORY COMMITTEE BYLAWS
(Each advisory committee should develop their own set of written rules, policies and procedures, including only the
sections necessary to meet the local needs.)
I.

Name
The name of this organization shall be the Arapahoe High School __________ education Local Advisory
Committee hereafter referred to as the Advisory Committee.

II.

Purpose
The purpose of the Advisory Committee is to provide recommendations regarding the goals and objectives
for the program for all three integral components of an
Education program. The input
provided by the Advisory Committee shall be used by the instructor(s) in planning program activities and
improvement. The committee assists in identifying community resources and program strategies for achieving
the goals and objectives. The advisory committee also assists with the evaluation of the program. The
evaluation process is one of reflection as to if goals and objectives have been achieved, and the analysis
process used in determining at what level. The Advisory Committee is authorized under Nebraska Rule 92
“the establishment of advisory boards consisting of business and education representatives to provide
guidance and direction for the operation of Career Academy Programs.” Under the provisions of Sections 79777 and 79-318 R.R.S The membership of the advisory committee must be diversified with the 51 percent of
membership representative of occupations for which the program is training.”

III.

Organization
A. Membership: The committee shall consist of a sufficient number of members to provide a representative
cross-section of the labor market served by the Arapahoe-Holbrook Public School District. The
committee shall have at least five and no more than eleven members.
B. Terms of Appointment: Appointments shall be for three-year terms. Appointments shall be staggered so
that one-third of the members’ terms expire each year. At the time of the initial organization, terms shall
be determined by drawing lots among the members. Members may succeed themselves for no more than
two terms before laying out a term. The term of a new Advisory Committee member shall start on August
1.
C. Officers: The committee shall elect a chairperson, vice chairperson, and secretary/recorder. The
responsibilities of the officers include:
Chairperson – Shall preside at meetings, serve as the chairperson of the executive committee, direct
external relations and legislative activities, and appoint standing and special committees as the need
arises. The chairperson shall develop the meeting agenda in cooperation with the __________ education
teacher(s).
Vice Chairperson – Shall preside in the absence of the chairperson, direct committee program planning,
chair the annual evaluation committee, and assist the chairperson as requested.
Secretary/Recorder – Shall direct the recording of the minutes of the meeting, the transmittal of all reports
to members, and maintain a permanent record file of Advisory Committee activities. The secretary shall
coordinate all correspondence on behalf of the Committee.
D. Executive committee shall consist of the officers plus the chairpersons of any established committees.
The established committees shall be:
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E. Officers shall be elected by the members annually. Other members of the executive committee shall be
appointed annually by the elected committee officers. A replacement for a vacancy in a committee office
shall be elected at the next regular meeting of the committee after the vacancy is created.
IV.

Meetings
A. The advisory committee shall meet a minimum of two times annually. The executive committee shall
meet a minimum of three times annually.
B. Special meetings may be called by the chairperson.
C. The chairperson, after consultation with the advisory committee membership or the executive committee,
shall establish the schedule of advisory committee and executive committee meetings. Meetings may be
postponed or canceled by the chairperson.
D. Written notices of committee meetings shall be mailed/emailed to all members at least 7 days prior to the
meeting by the committee secretary. Written notices of executive committee meetings shall be
mailed/emailed to all executive committee members at least 5 days prior to such meetings.
E. Each meeting will begin at the planned time and will continue for no more than 2 hours unless a majority
of the member’s present vote to extend the meeting.
F. A quorum shall be deemed to exist if at least 50 percent of the members of the advisory committee are
present.
G. Members who are absent for 3 consecutive meetings shall lose their membership unless the Executive
Committee votes to extend their membership.

V.

Reporting and Dissemination
Minutes, reports, and recommendations shall be forwarded to the committee members, the __________
Education teacher and Board of Education by the secretary within days following each committee or
executive committee meeting.

VI.

Parliamentary Authority
Robert’s Rules of Order shall be followed for conducting business within the committee.

VII. Working Rules
The committee shall establish a set of working rules to govern its operation. Items to be included are
committee structure, meeting arrangements, annual priorities for committee work and other organizational
details.
VIII. Funding
Expenditures of the committee shall be assumed by the (school/school board/__________ Education
department) upon the approval of the appropriate board or committee.
IX.

Amendments
Bylaws may be amended by two-thirds vote of the committee provided the following conditions have been
met:
A. The proposed amendment shall have been proposed by the executive committee and distributed to each
committee member
days prior to the time of voting.
B. The proposed changes shall have been approved by the (school/school board/__________ Education
department).
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ARAPAHOE HIGH SCHOOL

EDUCATION

CAREER AND TECHNICAL PATHWAY ADVISORY COMMITTEE REPORT FORM
School
Instructor

Program
School Administration Present

Date of Meeting

Time of Meeting

Location of Meeting
District (check one) Northwest ❏

Northeast ❏

Southeast ❏ Central ❏

Southwest❏

Agenda of Meeting

Minutes of Meeting (use additional pages if necessary)

Name
1

Program Advisory Committee Members Name
of Firm, Position

Present
Yes
No

2
3
4
5
6
7

Complete one form for each meeting. File one copy and give one copy to administrator.

Instructor’s Signature

Administrator’s Signature
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ARAPAHOE HIGH SCHOOL

EDUCATION

CAREER AND TECHNICAL PATHWAY ADVISORY COMMITTEE SIGN-IN SHEET DATE:

Name

Company

Address

Cell Phone Number

Email
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5/28/2020

Career Research Projects – Nebraska Department of Education

Career Research Projects
Career Research Projects engage students in researching the educational requirements, required skills, salary
ranges, job duties, types of work and benefits as well as challenges associated with a particular career field,
cluster or pathway. Quality career research projects involve online research, personal interviews with
individuals employed in that career, written presentation/reflection and oral presentation of the findings.
Benefits


Students explore a career field or pathway in
which they have an interest.



Enable a large number of students to explore a
variety of career opportunities efficiently.



Allow students to practice the career readiness
skills

of

communicating

effectively

and

appropriately through speaking, writing, and
professional etiquette.


Offers the opportunity to use a variety of research
methods including internet research, library
research, job shadowing, personal interviews, etc.



Engage students’ critical thinking and decision making as they meet with various career professionals and
learn more about the responsibilities and rewards of each career field or pathway they represent.

Success Factors


Clearly communicate the objectives and expectations for the career research project.



Provide a sample worksheet with key questions that should be answered in the research (Salary,
educational requirements, job description, occupational outlook, personal characteristics, skills and
knowledge needed, career readiness skills needed, and advantages, disadvantages, rewards, and
challenges.



Incorporate interviews into the research to allow practices of verbal and written communication skills.



Require an information presentation of the information and perspectives gained from the career research
project.

 Provide a clear grading criteria/rubric to guide the career research project activities and specify
outcomes.
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https://www.education.ne.gov/workplace-experiences/career-research-projects/

Career Speakers
Career Speakers are career awareness activities that provide opportunities for students to learn about the skills required in
various industries or career fields; the career paths taken by those in the field; the tools, materials and equipment used; and
the work environment and expectations for performance in various industries.
Benefits:
 Provide an opportunity for a classroom or group of students to hear directly from a business person or career
professional.
 Allows students to gain realistic perspectives on expectations in a job and/or career field and the workplace
requirements.
 Supplements information that can be obtained through other work awareness strategies. Students explore a career
field or pathway in which they have an interest.
 Enable a large number of students to explore a
variety of career opportunities efficiently.
 Provide the opportunity to gain an understanding
of all aspects of an industry.
Success Factors:
 Reach out to diverse local employers and
professionals that align to student interests.
 Consider a panel of 2-3 guest speakers rather than
a single presenter to offer more depth and breadth
of information and alleviate some of the pressure
on a single presenter to fill a specified period of
time.

Request that the speaker:
 Describe a typical work day.











Describe their occupation, educational requirements and specialized training required.
Discuss the aspect of their jobs they like best/least.
Discuss future employment outlook and projections for their career area.
Share the general wage and salary information.
Discuss benefits provided by the company/organization in which they are employed.
Suggest that the guest speaker include hands-on activities for the students.
Obtain a brief bio of the guest speaker in advance of the presentation to share with the class.
Clearly communicate the objectives of having the guest speaker present to the class.
Guide students to think about the importance of the particular career or job by posing an anticipatory set of
questions.
 Have students list or discuss the career readiness skills referenced in the guest speaker’s presentation.
 Allow time for a brief question and answer period.
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Career Readiness Standards Evaluation Rubrics
High School Version
Standard 1: Applies appropriate academic and technical skills
1a Academic Attainment
Level 0 (not proficient)
Indicators
 Lacks proficiency in mathematics and
English/language arts skills.

Level 1
Indicators
 Demonstrates grade-level proficiency
in academic core standards
(mathematics, English/language arts,
science, and social studies)

Level 2
Indicators
 Routinely applies academic
knowledge to workplace situations

Level 3
Indicators
 Has attained an industry or
postsecondary credential (dual-credit,
certificate, etc.)

Level 1
Indicators
 Has completed some training or
started a career education program of
study

Level 2
Indicators
 Has satisfactorily demonstrated
technical skills in a career education
program of study

Level 3
Indicators
 Has qualified for licensure and/or
certification required for the
occupation

Level 1
Indicators
 Navigates processes or systems with
initial training and some coaching

Level 2
Indicators
 Reasons through a situation or issue
without coaching

Level 3
Indicators
 Uses strategic thinking to improve a
situation or process

1b Technical Skill Attainment
Level 0 (not proficient)
Indicators
 Cannot demonstrate technical skills

1c Strategic Thinking
Level 0 (not proficient)
Indicators
 Repeatedly relies on others to
understand processes or systems

Standard 2: Communicates effectively and appropriately
2a Speaking
Level 0 (not proficient)
Indicators
 Does not listen to instructions

Level 1
Indicators
 Usually asks clarifying questions

 Shares incomplete information or
misinformation to others

 Explains ideas, asks questions, and
shares information in a way that can
be understood but may be
incomplete or occasionally confusing

Level 2
Indicators
 Practices attentive listening and asks
pertinent questions to acquire or
confirm information

Level 3
Indicators
 Skilled in listening, questioning and
non-verbal messages while seeking to
understand others

 Shares information completely and
accurately to help others understand

 Articulate, confident, and persuasive in
one-on-one and group conversations

Level 2
Indicators
 Produces clear and logical written
communication using correct spelling,
grammar, and punctuation that is
appropriate for purpose and audience

Level 3
Indicators
 Composes focused written documents
such as: agendas, audio-visuals,
bibliographies, drafts, emails, forms,
notes, reports and technical documents

2b Writing
Level 0 (not proficient)
Indicators
 Written statements are often
incomplete, difficult to understand, or
contains misinformation

Level 1
Indicators
 Completes written records as
directed and writes brief notes that
are typically understandable.
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Career Readiness Standards Evaluation Rubrics
High School Version
2c Presentations
Level 0 (not proficient)
Indicators
 Presentations are confusing, lacking
focus and direction

Level 1
Indicators
 Usually is well prepared but lacks
engagement for audiences

Level 2
Indicators
 Presentations meet the audience needs
and are engaging and informative

 Presentations are not engaging for
participants

 Presents ideas and shares
information in a way that can be
understood but may be incomplete
or occasionally confusing

 Uses proper word choice and tone
when presenting to diverse audiences

Level 0 (not proficient)
Indicators
 Fails to communicate important facts in
a timely manner

Level 1
Indicators
 Usually listens to instructions and
occasionally asks clarifying questions

 Is regularly rude and/or inappropriate
to others in a way that disrupts the
workplace

 Recognizes inappropriate and rude
comments but may not always
recognize the correct tone or style to
use in communicating with others

Level 2
Indicators
 Practices active and attentive listening
skills and asks pertinent questions to
acquire or confirm information

Level 3
Indicators
 Constructs a well-reasoned position,
based on an openness to new
information and ideas, to support a
theory or validate a point of view
 Delivers presentations that sustain
listeners' attention and interest

2d Professional Etiquette

 Almost always identifies and addresses
other’s needs and wants and maintains
a patient and helpful tone

Level 3
Indicators
 Effective in communication in diverse
settings; speaking with individuals in a
culturally understanding and inclusive
manner
 Practices appropriate use of social
media in personal and professional
environments

2e Customer Service
Level 0 (not proficient)
Indicators
 Makes customers feel frustrated,
misunderstood, and/or confused

Level 1
Indicators
 Usually tries to understand and meet
customer needs

Level 2
Indicators
 Always maintains a patient and helpful
tone and attitude to assist customers

Level 3
Indicators
 Consistently goes above and beyond
customer and supervisor expectations

 Is regularly rude and/or inappropriate
to customers

 Usually considers the impact of tone,
word choice, and comments to
customers

 Always seeks to understand the
customer and meet their needs no
matter what the circumstances

 Proactively establishes positive
relationships with diverse individuals

Level 2
Indicators
 Pursues results to completion with drive

Level 3
Indicators
 Models behaviors that demonstrate
reliability, dependability and commitment

Standard 3: Contributes to employer and community success
3a Personal Responsibility
Level 0 (not proficient)
Indicators
 Blames others for lack of
performance

Level 1
Indicators
 Takes responsibility for individual
work tasks
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Career Readiness Standards Evaluation Rubrics
High School Version
3b Meets Workplace Expectations
Level 0 (not proficient)
Indicators
 Is late or absent frequently
 Is not prepared for work tasks
 Is rude or disrespectful to others
and disrupts team work efforts

Level 1
Indicators
 Arrives on time consistently and is
typically prepared

Level 2
Indicators
 Models appropriate behavior with
respect to workplace expectations

Level 3
Indicators
 Demonstrates commitment through work
ethic and professional behavior

 Complies with workplace policies

 Contributes to workplace success,
culture, and established protocols

 Contributes to the expectations of health,
safety, human resource, and environmental
regulations

Level 2
Indicators
 Engages in service opportunities –
through work and/or the community

Level 3
Indicators
 Volunteers for leadership roles and extra
service on teams and committees

 Is not rude or disrespectful to others

3c Civic Responsibility
Level 0 (not proficient)
Indicators
 Mocks those that volunteer or
provide service to others

Level 1
Indicators
 Participates as a useful team
member

Standard 4: Makes sense of problems and perseveres in solving them
4a Perceptiveness
Level 0 (not proficient)
Indicators
 Seldom notices when problems
arise

Level 1
Indicators
 Accurately defines a problem or
issue

Level 2
Indicators
 Recognizes the factors that contribute to
a problem or issue

Level 3
Indicators
 Identifies and clarifies problems or issues
and seeks to understand their cause

Level 1
Indicators
 Knows when to solve problems on
own and when to engage others

Level 2
Indicators
 Generates more than one potential
solution to an identified problem

Level 3
Indicators`
 Evaluates solutions and determines the
potential value toward solving the problem.

Level 0 (not proficient)
Indicators
 Must be reminded frequently to
complete work tasks

Level 1
Indicators
 Executes a task to completion with
direction to do so

Level 2
Indicators
 Requires minimal supervision to
successfully complete tasks on schedule

Level 3
Indicators
 Prioritizes tasks to complete assigned work

 Gives up quickly when faced with a
setback

 Demonstrates some resilience
before giving up on a difficult task

 Overcomes setbacks to continue to work
toward completion of assigned tasks

4b Problem Solving
Level 0 (not proficient)
Indicators
 Uses poor judgment in attempting
to solve problems

4c Perseverance/Work Ethic

 Consistently exhibits perseverance when
dealing with issues or problems to complete
assigned tasks
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Career Readiness Standards Evaluation Rubrics
High School Version
Standard 5: Uses critical thinking
5a Critical Thinking
Level 0 (not proficient)
Indicators
 Makes decisions based on emotional
reaction or with very limited information

Level 1
Indicators
 Uses logic when making
decisions on own

Level 2
Indicators
 Reasons through decisions and
considers more than one perspective

Level 3
Indicators
 Uses cause-and-effect analysis and
feedback from others in making decisions

Level 1
Indicators
 Thinks through multiple
outcomes before making a
decision

Level 2
Indicators
 Develops a rationale before making a
decision

Level 3
Indicators
 Identifies a thorough and complete course
of action that considers impact on others,
risks to success, and potential impact
before making a decision

Level 1
Indicators
 Willing to learn new knowledge,
tasks and/or skills

Level 2
Indicators
 Considers multiple and diverse points of
view

Level 3
Indicators
 Adapts well to change and accepts new
ideas and processes

 Seeks out new knowledge and skills or
ways to improve to be more effective

 Demonstrates ability to organize priorities
in an ambiguous situation/environment

5b Decision-Making
Level 0 (not proficient)
Indicators
 Does not consider the impact of their
decisions
 Makes decisions without considering
others’ input or ideas

 Follows a decision-making process
before making a final decision

5c Adaptability
Level 0 (not proficient)
Indicators
 Struggles to manage new methods or
adapt to use of new skills or systems

Standard 6: Demonstrates innovation and creativity
6a Creativity
Level 0 (not proficient)
Indicators
 Does not appreciate new or creative
ideas of others

Level 1
Indicators
 Is open to new and creative ideas

Level 2
Indicators
 Appreciates new and creative ideas from
others

Level 3
Indicators
 Contributes creative ideas to improve or
add value

Level 0 (not proficient)
Indicators
 Discourages others from offering ideas
to improve processes

Level 1
Indicators
 Willingly shares ideas for
improvement when requested

Level 2
Indicators
 Recognizes and communicates when a
process could be improved

Level 3
Indicators
 Determines feasibility of improvements or
ideas prior to sharing with others

 Takes reckless risks in introducing new
ideas into the process

 Knows when to move from idea to
implementation

 Accepts and incorporates constructive
criticism into proposed ideas

 Understands how to take informed risks
to introduce innovation or a new idea

6b Innovation
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Standard 7: Models ethical leadership and effective management
7a Leadership
Level 0 (not proficient)
Indicators
 Creates negative relationships
with others

Level 1
Indicators
 Engages the support and/or action
of others to accomplish a task

Level 2
Indicators
 Fosters positive working relationships

Level 1
Indicators
 Practices ethical behavior and
complies with the codes of conduct

Level 2
Indicators
 Considers the ethical implications and
impact on personal reputation of decisions

Level 3
Indicators
 Reports and/or holds others accountable to
ethical behavior

Level 1
Indicators
 Uses personal management skills to
ensure effective daily functioning

Level 2
Indicators
 Recognizes the difference between
leadership and management of others

Level 3
Indicators
 Organizes and manages teams to accomplish
stated objectives on time and on budget

 Demonstrates servant leadership attributes

Level 3
Indicators
 Models the positive attributes of effective
leaders (e.g., empathy, motivation,
communication skills, social awareness)

7b Ethics
Level 0 (not proficient)
Indicators
 Practices unethical and/or
illegal behavior

7c Management
Level 0 (not proficient)
Indicators
 Often refuses to accept
leadership role with others on
projects

 Manages small teams to complete tasks with
minimal coaching/assistance

Standard 8: Works productively in teams and demonstrates cultural competency
8a Teamwork
Level 0 (not proficient)
Indicators
 Contributes little to team efforts and
causes distraction or disruption to
team activities

Level 1
Indicators
 Plays a useful and constructive role on
teams

Level 2
Indicators
 Recognizes own limitations and the
strengths of others to utilize the best
people for tasks on a team

Level 3
Indicators
 Works to engage others on the team to
ensure consensus

Level 1
Indicators
 Treats team members as professionals
when there is disagreement

Level 2
Indicators
 Proactively addresses potential
source(s) of conflict with others

Level 3
Indicators
 Negotiates conflict among others
and/or between others

8b Conflict Resolution
Level 0 (not proficient)
Indicators
 Creates personal conflict with others

8c Social and Cultural Competence
Level 0 (not proficient)
Indicators

Level 1
Indicators

Level 2
Indicators

Level 3
Indicators
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 Is disrespectful to people with different
backgrounds, beliefs and experiences

 Shows respect and interacts positively
with people of different backgrounds,
beliefs and experiences

 Uses awareness of world cultures and
languages to effectively communicate
with others

 Is aware of issues in society that impact
the work of the organization

Level 1
Indicators
 Uses a consistent and effective
approach for managing data

Level 2
Indicators
 Uses a variety of effective methods to
search for valid, relevant data

Level 3
Indicators
 Develops methods/processes to
managing data

Level 1
Indicators
 Uses computer and Internet protocols
that ensure cyber security and
confidentiality

Level 2
Indicators
 Demonstrates ongoing knowledge and
skill development to access and
manage data and technology

Level 3
Indicators
 Finds innovative uses of technology to
make tasks more efficient

Level 1
Indicators
 Demonstrates use of technologyrelated tools typically required in the
occupation

Level 2
Indicators
 Demonstrates ongoing knowledge and
skill development to use technologyrelated tools typically required in the
occupation

Level 3
Indicators
 Utilizes and is proficient with current
hardware and software to effectively
and efficiently use technology

Level 1
Indicators
 Follows organizational policies on the
acceptable use of technology

Level 2
Indicators
 Understands the ethical issues related
to privacy and intellectual property in
data and technology applications

Level 3
Indicators
 Evaluates Internet resources for
reliability and validity

Standard 9: Utilizes technology
9a Data Gathering
Level 0 (not proficient)
Indicators
 Poorly manages data

9b Access and Management
Level 0 (not proficient)
Indicators
 Lacks knowledge and skill about the
computer and Internet resources

9c Tools and Applications
Level 0 (not proficient)
Indicators
 Cannot utilize the technology tools
typically required in the occupation

9d Technology Ethics
Level 0 (not proficient)
Indicators
 Uses unsafe and reckless habits in
using the computer and Internet
resources
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Standard 10: Manages personal career development
10a Planning
Level 0 (not proficient)
Indicators
 Has little sense of career goals or path

Level 1
Indicators
 Has career goals and/or objectives
 Understands the requirements and
working conditions of the occupation

Level 2
Indicators
 Researches occupations and employers
and is intentional about a career with
chosen organization

Level 3
Indicators
 Maintains a career development plan
including identifying experiences to
gain new knowledge and skills

Level 2
Indicators
 Researches occupations and employers
and is intentional about a career with
chosen organization

Level 3
Indicators
 Markets self effectively to gain
employment and be considered for
additional opportunities

 Prepares a professional résumé
appropriate for the occupation

 Maintains a professional portfolio of
experiences, credentials, certificates,
and projects/products

Level 2
Indicators
 Understands available advancements
and is willing to put in the effort and
experience to have the opportunity to
attain them

Level 3
Indicators
 Actively participates in opportunities to
learn and develop new skills both
personally and professionally

10b Job Seeking, Résumés, Portfolios and Interviews
Level 0 (not proficient)
Indicators
 Is unable to explain how experiences or
credentials relate to ability to perform
the occupation
 Is inappropriately dressed and presents
self in unprofessional manner

Level 1
Indicators
 Communicates relevant work
experiences, licenses, certifications,
and or examples to demonstrate
competence in performing occupation
 Presents self in an appropriately
professional manner

10c Professional Development
Level 0 (not proficient)
Indicators
 Has little sense of career goals or path

Level 1
Indicators
 Searches for experiences to further
develop skills for employment

Standard 11: Attends to personal and financial well-being
Personal Well-Being
Level 0 (not proficient)
Indicators
 Uses drugs, alcohol or other
prohibited substances at work or in
a manner that impact performance

Level 1
Indicators
 Recognizes the importance of
personal well-being on performance
 Builds positive, personal
relationships with at least one other
person

Level 2
Indicators
 Follows a personal wellness plan
that includes healthy eating,
exercise and disease prevention
 Maintains a supportive network of
co-workers

Level 3
Indicators
 Recognizes the value of a wide range of
knowledge and experiences from the arts,
culture and humanities to promote intellectual
curiosity

Financial Well-Being
Level 0 (not proficient)
Indicators

Level 1
Indicators

Level 2
Indicators

Level 3
Indicators
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 Allows personal financial situation
to negatively impact performance

 Understands the responsibilities of
personal financial well-being

 Maintains a good credit rating
through effective financial
management
 Utilizes available resources to help
with personal financial planning and
well-being

 Utilizes available resources to help with
personal financial planning and well-being
 Utilizes a budget and financial management
protocols

(end of document)
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All Aspects of the Industry Framework
Workplace Experience Observation Question Prompts for Students to Ask Employer/Supervisor/Mentor

Work-Based Experience or Job Shadowing Site:

Student:

Describe how you incorporate all aspects of the industry in the work you do (or the work of the business/industry)?
Industry Aspect
Explanation
What activity will be used to teach this aspect of industry?
1. Business
Strategic Planning, Goals, Objectives, Why/where is business planning important when employed in an area that is related to your
Planning
Form of Business Ownership
position?
2. Management

Organizational Structure, Mission
Statement, Employee Handbook,
Corporate Culture

3. Health Safety Regulatory Issues
and Environment Providing a Safe Workplace

Why it is important to understand organizational structure, mission statement, employee
handbook, & corporate culture when employed in this business?
Why it is important to understand specific regulatory issues & a safe workplace guidelines for your
job or other jobs within this business?
What financial aspects would one need to know when employed in your position (or other positions
within the business)?

4. Finance

Capital Acquisitions
Financial Operations

5. Community
Issues

Impact of the company on the
How does your industry or business have an impact on the community and vice versa?
community; Impact of the community
on the company

6. Principles of
Technology

Technology in the workplace;
continued professional training

7. Personal Work Positive attitude, personal fitness,
Habits
appearance and readiness to work
8. Labor

1) What technical skills are important to have when employed in an area related to your work?
2) Why will continued professional training be a necessity?
Why the personal work habits of positive attitude, personal fitness, appearance,
& readiness to work are requirements in order to be gainfully employed?

Employee rights and responsibilities, Briefly describe employee rights and responsibilities and the role of labor organizations (if any) in
role of labor organizations
your business/industry.

9. Technical and Specific technical skills (job/industry Which technical, production and academic skills are necessary for your position (or other specific
Production Skills related), production skills (soft skills), positions within the business related to the student’s career interest.
and basic academic skills needed

Adapted from Shelby County Schools (Tennessee) All Aspects of the Industry Framework Teacher/Course/Program of Study Questionnaire
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EDUCATION & TRAINING EXPERIENCES
Education/Training Experiences are a redesign of a teacher’s aide program for students who are
interested in pursuing careers in the education/training field. The experience must be conducted in
partnership with course work in Education and Training or Early Childhood and supervised by the
education & training instructor.
An Education and Training Work Experience is really a redesign of a teacher’s aide program for
students who are interested in pursuing careers in the education field. This experience provides
students with a context in which they can make a personal assessment of their commitment to pursue a
teaching, professional support services, or educational leadership career. Students are assigned various
education levels of experience including early childhood, elementary, middle and high school in which
they fully participate in teaching and related work. This experience must be conducted in partnership
with course work in Education and Training or Early Childhood and supervised by the education and
training instructor.

DEFINITIONS
Education and Training Supervisors
Supervising Teacher: is the teacher who teaches the Education and Training or Early Childhood courses.
Internship Supervisor: is the teacher, administrator, or professional support services staff member who
supervises and mentors the intern in the appropriately assigned educational setting. This may be the
same as the supervising teacher.

EDUCATION AND TRAINING INTERNSHIP REQUIREMENTS
Prerequisites: Students must have taken at least one course in Education and Training or Early
Childhood to qualify for this experience. It is most beneficial when used as a capstone experience after
completing the Education and Training or Early Childhood program of study.
Professional Work Sample Portfolio (PWS): is a snapshot of the student’s work during the Education
and Training Experience. The PWS should consist of four components (1) planning, (2)
implementation/teaching, (3) evaluation of student learning and (4) personal reflection.
Selection/Qualifications: Education and Training Experience candidates must: Have successfully
completed the prerequisite courses.
 Be enrolled in grades 11-12.
 Have completed the application process.
 Be selected for participation by the Supervising Teacher.
Roles and Responsibilities: Education and Training Experiences require time, commitment and
collaboration of the following partners:
 Students are responsible for conducting themselves in a professional manner. They must
maintain a Professional Work Sample Portfolio.

https://www.education.ne.gov/workplace-experiences/education-training-experiences/
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 Parents/Guardians provide ongoing support to the student and the Education and Training
Experience. They are responsible for the conduct and attendance of the intern.
Parents/Guardians must provide transportation for the intern to and from the experience site if
needed.
 Supervising Teacher provides assistance in locating the most beneficial experience site for each
student, ongoing supervision of the student, and manages all requirements of the experience and
works collaboratively in designing the learning experiences with the Experience Supervisor.
 Experience Supervisor provides opportunities for students to complete experience activities,
gain valuable experience in the field of Education, and evaluates the student’s performance.
 Appropriate Placement is an actual educational setting that provides the student with the
maximum opportunity to learn and gain experience in the field of education. All Education and
Training Experiences must relate to the student’s career objective/pathway/program.
 Credits Earned Credit is earned for the completion of Education and Training Experience.
 Supervision Teacher Requirements must make an on-site visit to the Experience Site at least
twice a month and maintain all required documentation for each student participating. The
Professional Work Sample Portfolio is used to document the student’s mastery of learning and
for determining grades.
 Placement Restrictions or Limitations Interns may not be placed where immediate family
members will be acting as the Supervisor.

REQUIRED DOCUMENTATION AND FORMS
The following documentation must be maintained and on file by the Supervising Teacher for each
participating intern during the Education and Training Experience.

PRIOR TO ENROLLMENT:
 Must declare a career objective related to Education and Training or Early Childhood Must have
completed the Education and Training Experience Application.
 Must complete an interview with the Education and Training Experience teacher
Upon Placement of Student:
 Education and Training Experience Agreement Proof
of Insurance
 Emergency Contact
Form Student
Attendance Record
 Record of Supervising Teacher Visits
 Other Forms as required by the Local Education Agency
Upon Completion of the Externship:

https://www.education.ne.gov/workplace-experiences/education-training-experiences/
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 Student Evaluation of Education and Training Experience Student Follow-up Form
 Copy of Professional Work Sample Portfolio Evaluation

WAGES
Education and Training Experiences are unpaid Work-Based Experiences.

https://www.education.ne.gov/workplace-experiences/education-training-experiences/
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HEALTH SCIENCE CLINICAL
A Health Science Clinical is a structured component of the Career and Technical Education Health Science
curriculum that provides a supervised experience in an approved setting. These experiences are designed to be
completed in a hospital, extended care facility, rehabilitation center, medical office, imaging laboratory, or other
approved setting(s).

Definition
Health Science Clinical is a structured component of the Career and Technical Education Health Science curriculum
that provides a supervised experience in an approved setting. Health Science Clinical is designed to be completed
in a hospital, extended care facility, rehabilitation center, medical office, imaging laboratory, or other approved
setting(s). The Health Science Clinical standards are identified in the Alabama Course of Study: Career and
Technical Education as part of the coursework for Health Science.

Purpose/Objective: Occupational Preparation
Health Science Clinical provides an opportunity for students to gain knowledge and apply previously learned theory
and skills in an actual health care setting. These experiences are uniquely designed to meet students’ career
objectives through supervised experiences, which are coupled with related classroom instruction.

Roles and Responsibilities
Health Science Clinical requires time, commitment, collaboration of the following partners:
1. Students must arrive at the clinical site at the appropriate time and in the appropriate dress. Students must
comply with the rules and regulations of the school district, school, and clinical site.
2. Parents/Guardians should provide ongoing support to the student and assume the responsibility for the
conduct of the students. Parent/guardian is responsible for transportation arrangements for the student to
and from the clinical site and will be responsible for any liability involved.
3. Health Science Teachers shall secure appropriate clinical site(s) based on the student’s career objective.
The teacher shall work with the clinical site(s) to develop a training plan for the student. The teacher will
monitor student progress through visits and/or communication with clinical site preceptor(s) or their
designee. The teacher shall meet with the student regarding his/her progress, behavior, attitude, academics,
etc. and is responsible for the student’s final grade for clinical experience. The teacher is also responsible
for reinforcing clinical site experiences with related classroom instruction.
4. Healthcare Clinical Preceptor(s) shall provide opportunities and placements for students to apply previously
learned theory and skills in healthcare settings, as well as a safe learning environment. Clinical Preceptor(s)
will evaluate student performance and report to Health Science teacher.

Prerequisites
Successful completion of a minimum of one credit in Health Science coursework is required prior to placement of
a student in Health Science Clinical.

Related Instruction
Students must be enrolled in a Health Science course.

Student Selection/Qualifications
Health Science Clinical student must: Be at least sixteen years of age.
1. Be enrolled in a Health Science course.
2. Complete a Health Science Program Application for Clinical Enrollment. Be capable of performing the
tasks of the clinical placement.
3. Be classified as an eleventh or twelfth grader.
4. Be in good academic standing and have an acceptable discipline record as determined by the Health Science
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teacher.

Appropriate Placement
Health Science Clinical provides opportunities for a student to meet their career objective and train in areas outside
of their primary objective in order to gain a broader perspective. Clinical placements must also meet federal and
state labor laws.

Credits Earned
Credits will reflect the course requirements in which the clinical is incorporated.
Supervision/Coordination Requirements
The Health Science teacher will monitor student progress through visits and/or communication with
clinical site preceptor(s) or their designee.
Placement Restrictions or Limitations
Student may not participate in a hazardous occupation as defined by state and federal labor laws. Student
may be rotated to a different clinical site based on a student’s career objective or area of interest at the
discretion of the Health Science teacher.
Required Documentation and Forms
The following documentation or forms must be completed and placed in the student file with the Health
Science teacher for each student participating in Health Science Clinical. The documents and forms must
be kept on file a minimum of 5 years.
Prior to Placement of Student:
 CPR Certification (American Red Cross or American Heart Association Health Science Clinical
Training Agreement.
 Health Science Clinical Time Sheet.
 Health Science Clinical Evaluation of Student Performance Student Confidentiality Statement
 Other Forms/Documents as required by the Health Science Teacher, Local Education Agency, or
Training Site.
Prior to Enrollment:
 Career Interest/Aptitude Inventory (Assessment used to be determined by the LEA) Health Science
Program Application.
 School/LEA Clinical Regulations and Policies (To be established and approved by the
LEA).Insurance Coverage/Immunizations.
 All participants in Health Science Clinical must provide proof of the following: Current health
insurance coverage.
 Liability insurance coverage.
 Automobile liability insurance (if student provides own transportation) Hepatitis B Vaccine.
 Varicella Vaccine (or diagnosis of varicella or verification of history of varicella disease).
 Current TB Skin test.
 Other Forms/Documents as required by the Health Science Teacher, Local Education Agency, or
Training Site.
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AHS PHILOSOPHY AND GUIDING PRINCIPLES FOR EXECUTION OF THE SUPERVISED
AGRICULTURAL EXPERIENCE COMPONENT OF THE TOTAL SCHOOL BASED
AGRICULTURAL EDUCATION PROGRAM
Adopted from the National Council for Agricultural Education
(Approved by the NCAE Board of Directors March 31, 2015)

Experiential and work-based learning in school based agricultural education allows local programs to extend
beyond the classroom and into the community in order to develop an individual student’s industry and careerbased competencies. The methodology for delivering such high quality experiential learning is the Supervised
Agricultural Experience (SAE). The SAE is a required component of a total Agricultural Education program and
intended for every student. Through their involvement in the SAE program students are able to consider multiple
careers and occupations, learn expected workplace behavior, and develop specific skills within an industry, and
are provided opportunities to apply academic and occupational skills in the workplace or a simulated workplace
environment. Through these strategies, students learn how to apply what they are learning in the classroom as
they prepare to transition into the world of college and career opportunities.
Each portion of the title “Supervised Agricultural Experience” is significant in describing what is expected of all
teachers and students of agricultural education. Teachers should provide supervision of and guidance for the
student’s program while engaging other necessary partners such as parents and/or employers. Planning and
documenting the expected outcomes at the outset of the SAE and getting agreement from all necessary parties is
essential and requires guiding the student in reflection throughout the life of the program for deeper understanding
and improvement. The teacher should provide on-site instruction when and where appropriate but also be able to
use other methods such as social media, computer technology, written documentation, and group meetings to
provide the appropriate supervision, instruction and guidance. In today’s educational environment it is difficult
to expect that agricultural educators will be able to conduct multiple onsite instructional visits each year to all
student SAE programs, but on-site instruction should be provided as guidance.
The second major descriptor of a high quality SAE is that the student’s program is agricultural in nature. While
it is not necessary that a program take place on a farm, ranch or other private agricultural enterprise the experience
program should correlate with classroom instruction and a student’s career exploration, interest and planning
within one of the recognized Agriculture, Food and Natural Resources (AFNR) career pathways. While many
students of agricultural education may end up pursuing fields outside these pathways, it is necessary that
agricultural educators as part of a career and technical education program should engage all students in exploring
and identifying interests they would have within AFNR. Once student interest is identified, teachers can work
with these students to build a program that includes the appropriate experiences necessary to build contextual
knowledge and skill toward career readiness in that field. A guide for the types of skills and competencies that
should be developed by an SAE program in a given AFNR pathway resides within the National AFNR Common
st
Career Technical Core (CCTC), National AFNR Content Standards, Career Ready Practices and the 21 Century
Skills. For students in the agricultural education program who have already identified a career interest outside of
AFNR, consideration should be given to how an SAE can help that student develop skills and competencies
within AFNR context that are transferrable to the student’s main area of interest.
Finally, the definition of the experience itself is critical to understanding what is considered high quality
experiential learning and high quality SAE for school based agricultural education.
Agricultural educators provide experiential learning on a daily basis through inquiry based teaching methods,
directed laboratory instruction in school facilities, field trips, and FFA competitive events. What makes the SAE
component different is that the activity ties back to some level of career planning, is student rather than teacher
managed, happens outside of formal classroom instruction, and takes place in a real world environment (i.e. farm,
ranch or agricultural enterprise) or simulated workplace environment (i.e. virtual program or school
lab//greenhouse/farm). This does not mean that SAE cannot happen on the school campus or even during the
school day but rather serves as a distinction to help teachers understand the difference between the
classroom/laboratory instruction program component and the SAE program component. In reality, to be able to
National Council for Agricultural Education, 2015
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engage all students in SAE some use of simulated work environments may be necessary.
SAE in the secondary Agricultural Education Program is delivered through two levels; Foundational and
Immersion.

•

Foundational: This level of SAE is appropriate for every student enrolled in the program regardless of their
length of time. It is delivered in the classroom instruction component, throughout the four years of the Ag
Ed program. Foundational SAE has five separate focus areas. To engage in the Foundational SAE students
must conduct activities in all five of the areas. They are:
o Career Exploration and Planning
o Personal Financial Planning and Management
o Workplace Safety
o Career and Employability Skills
o Agricultural Literacy
Foundational SAE involves more than classroom instruction in these five areas. Students engage in
individual activities in each area that allows them to gain understanding and knowledge of that area. The
activities of each area will progress throughout the four years of enrollment. Work done in earlier years is
built upon with more complex activities designed to prepare the student for the workplace and or postsecondary education after graduation.

•

Immersion SAE: Student progression through the foundational SAE activities can lead them into more
intensive experiential and work-based learning experiences that reside within individual pathways of the
agriculture industry. These immersion SAEs are based on the following types of experience;

•

Placement Internship: Placement / Internship programs involve the placement of students in agriculture,
food or natural resources related businesses, on farms and ranches, in school laboratories, at community
facilities, or in a verified non-profit organization to provide a "learning by doing" environment. These
experiences may be paid or non-paid.

•

Ownership / Internship: The student plans, implements, operates and assumes financial risks in a productive
or service activity or agriculture, food or natural resources-related business. In these types of programs, the
student owns the materials and other required inputs and keeps financial records to determine return on
investments. An SAE ownership / entrepreneurship program provides students the opportunity to develop
the necessary skills to become established in their own business or gain employment. A student moves from
an ownership experience into a true entrepreneurship experience when he/she expands the business
enterprise to include a business plan that focuses on development of new product, new production /
processing processes or additional market opportunities.

•

Research: As agriculture has become more scientific, there is a need to conduct research to discover

new knowledge to meet the needs of a growing world. There are three major kinds of research
SAE programs.
o

Experimental - An extensive activity where the student plans and conducts a major agricultural
experiment using the scientific process. The purpose of the experiment is to
provide students firsthand experience in verifying, learning or demonstrating scientific principles in the
AFNR career cluster, discovering new knowledge and using the scientific process. In an experimental
SAE, there is a hypothesis and a control group, and variables are manipulated.

o

Analytical – The student chooses real-world agriculture, food or natural resource- related problem that
is not amenable to experimentation and designs a plan to investigate and analyze the problem. The
student will gather and evaluate data from a variety of sources and then produce some type of finished
product. The product may include a marketing display or marketing plan for a commodity, product or

National Council for Agricultural Education, 2015
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service; a series of newspaper articles; a land use plan for a farm; a detailed landscape design for a
community facility; an advertising campaign for an agribusiness, and so forth. A student- led analytical
SAE is flexible enough so that it could be used in any type of agricultural class, provides valuable
experience and contributes to the development of critical thinking skills.
o

Invention – The student identifies a need in agriculture, food or natural resource- related industry and
performs research and analysis in order to solve a problem or increase efficiency by
developing/adapting a new product or service to the industry. The student plans, documents and
develops his/her innovation through the iterative processes of design, prototyping and testing with the
goal of creating a marketable product or service.

•

School-Based Enterprise: A student-managed, entrepreneurial operation in a school setting that provides
goods or services that meet the needs of an identified market. To provide for the greatest educational
value to the student, the SAE should replicate the workplace environment as closely as possible. A
School-Based Enterprise SAE is oftentimes cooperative in nature with management decisions made by
students, while the teacher is responsible for the integration of technical content and skills. School-Based
Enterprises may include, but are not limited to, cooperative livestock raising, school gardens & land
labs, production greenhouses; school based agricultural research, agricultural equipment fabrication,
equipment maintenance services, or a school store.

•

Service Learning: A student-managed service activity where students are involved in the development of a
needs assessment, planning the goals, objectives and budget, implementation of the activity, promotion,
and evaluation/reflection of a chosen project. It may be for a school, a community organization, religious
institution, or non‐profit organization. The student(s) are responsible for raising necessary funds for the
project (if funds are needed). A project must be a stand‐alone project and not part of an ongoing chapter
project, or community fundraiser. The project must present a challenge that requires leadership, but also
something that students can do with unskilled helpers, and within a reasonable period of time. Service
Learning SAEs may be individual or a small group effort amongst students.

To provide further explanation and support, the National Council for Agricultural Education also provides
the following belief statements in regard to high quality SAE.
We Believe:
•

A key component of quality SAE is documentation which includes not only financial recordkeeping but
also a record of skills and knowledge attained, credentials or certifications earned evidence of prior
planning, evidence of reflection and evidence of career planning.

•

Because there are more than 300 diverse careers in agriculture it is possible that students can engage in
suitable SAE for which no FFA outcome may currently be available. SAE is not defined by FFA award or
recognition programs.

•

SAE should be teacher supervised and guided with the help of appropriate adult mentors to connect to
classroom instruction and ensure a safe learning environment for the student.

•

SAE supervision does not equate to an onsite visit by the teacher every time and in every instance.
Supervision can occur in groups, using computer technology, using social media or any other appropriate
measures that allow teachers to be as efficient with their time as possible. However, this does not mean that
onsite instructional visits are not valuable for many types of SAE.

•

All student SAE programs should conform to national and state youth labor standards and students should

National Council for Agricultural Education, 2015
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attain all appropriate recognized safety and/or OSHA certifications needed to perform necessary job
functions included within the SAE.
•

Exploration of career interests, requirements and opportunities within a chosen career pathway in AFNR is
a key component of quality SAE.

•

SAE provides for application of classroom learning (both academic and technical) in a real world setting
or simulated real world setting.

•

SAE can happen in the school facilities and occasionally during the school day as long as the program is
student managed, outside formal instructional time, simulates a real world work environment, is tied to a
career plan and is otherwise not connected to directed laboratory instruction by the teacher.

•

SAE allows for the establishment of a clear connection between education and the world of work including
participation in authentic work related tasks.

•

SAE helps students assess and understand the expectations of the workplace.

•

SAE supervision requires additional instructor time outside the classroom/laboratory component of the
program and should occur on a year round basis; therefore some of this additional time occurs beyond the
normal teaching contract. To accommodate this individualized, year-round instruction; the teacher should
be provided extended contract days to facilitate supervision during summer months.

•

SAE is an extended, individualized instructional component that is part of the student’s Career Plan of
Study; therefore time and expertise spent in delivering this component should be valued in the teacher’s
performance evaluation.

•

SAE can and should be considered as a source of data for evidence of student growth.

•

SAE documentation should be used as a component of industry certification programs.

•

SAE documentation should be used as a part of articulation agreements between secondary and postsecondary partners.

•

SAE may be utilized to conduct performance assessment of skills for Technical Skill Attainment for Perkins
data reporting.

•

SAE may also be considered for high school graduation credits.

•

SAE documentation and the Career Plan of Study should be a graded component of agricultural coursework.

National Council for Agricultural Education, 2015
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• All student SAE programs should conform to national and state youth labor standards and
students should attain all appropriate recognized safety and/or OSHA certifications needed
to perform necessary job functions included within the SAE.
• Exploration of career interests, requirements and opportunities within a chosen career
pathway in AFNR is a key component of quality SAE.
• SAE provides for application of classroom learning (both academic and technical) in a real
world setting or simulated real world setting.
• SAE can happen in the school facilities and occasionally during the school day as long as
the program is student managed, outside formal instructional time, simulates a real world
work environment, is tied to a career plan and is otherwise not connected to directed
laboratory instruction by the teacher.
•

SAE allows for the establishment of a clear connection between education and the world of
work including participation in authentic work related tasks.

•

SAE helps students assess and understand the expectations of the workplace.

•

SAE supervision requires additional instructor time outside the classroom/laboratory
component of the program and should occur on a year round basis; therefore some of this
additional time occurs beyond the normal teaching contract. To accommodate this
individualized, year-round instruction, the teacher should be provided extended contract days
to facilitate supervision during summer months.

•

SAE is an extended, individualized instructional component that is part of the student’s Career
Plan of Study; therefore time and expertise spent in delivering this component should be
valued in the teacher’s performance evaluation.

•

SAE can and should be considered as a source of data for evidence of student growth.

•

SAE documentation should be used as a component of industry certification programs.

•

SAE documentation should be used as a part of articulation agreements between secondary
and post-secondary partners.

•

SAE may be utilized to conduct performance assessment of skills for Technical Skill
Attainment for Perkins data reporting.

•

SAE may also be considered for high school graduation credits.

•

SAE documentation and the Career Plan of Study should be a graded component of
agricultural coursework.

National Council for Agricultural Education, 2015
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Service Learning Project Planning Worksheet
Project
Planning Team
Management
1. Who will be the key contact person for this project?

2. Which individual or organization has management responsibility? School, Agency, Student(s),
Other?

3. What commitments are participating agencies making to the project?

4. Which students are involved in managing the project?

5. What transportation arrangements need to be made?

6. Other:

Youth Involvement
1. What has been done to make sure youth “buy in” to this project?

2. How many students will be involved in the project?

3. Will they work:

individually?

in small groups?

in large groups?

Number per group
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Service Learning Project Planning Worksheet
Service Components
1. What are the key service objectives for the project?
2. Students will:
 Conduct needs-assessment and planning
 Provide institutional support
 Work directly with people
 Participate in issue-oriented advocacy
 Other
3. Is this project part of an existing project, or is it new?
4. What is the duration of this project?

days/weeks/months

5. Where will the work take place?
6. What kind of supervision will be in place?

Learning Components
1. What are key learning objectives for the project?

2. Will students individually complete the Work-Based Learning Plan, or will the project group be
evaluated together?

3. What academic subject area(s) will be tied to the service?

4. What kinds of reflection will be part of the project?
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Service Learning Project Planning Worksheet
Community Support and Involvement
1. Does this project have the support of the community?
 Yes
 No
2. Have consumers of the service been part of the planning process?
 Yes
 No
3. Do parents/guardians/family members support this project?
 Yes
 No
4. How can parents/guardians/family members become involved in this project?

5. What other support and involvement do you have?

6. Do you anticipate any opposition to this project?

7. If so, how will you respond to it?
Resources
1. Who are some people who can be resources in this project?
2. What funding could you pursue for this project?

3. What other resources will you seek (donations, etc.)?
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SCHOOL-BASED ENTERPRISES
A school-based enterprise is a simulated or actual business usually conducted on the school site as
component of a CTE course. Students create and operate an economically viable venture that replicates a
specific business or industry and generates revenue for the Career-Technical School Organization
(CTSO) or school. School-based enterprises are activities through which students produce or provide
goods or services for sale or for use by people other than themselves.
Purpose/Objective:
The purpose is to assist students in acquiring work experience related to their chosen career pathway.
School-based enterprises are often provided in communities without a sufficient number of businesses or
industry to provide student employment experiences.
Related Instruction:

Students must be currently enrolled in the sponsoring teacher’s CTE class.
Student Qualifications:
The student must be:
 in good standing academically and with the school’s code of conduct,
 approved for participation by the related CTE teacher,
 in grades 9 –12, and
 approved by school administration.
Roles and Responsibilities:
 Students comply with the rules and regulations of the school-based enterprise.
 Parents/Guardians approve and encourage student participation in the school-based enterprise.
They agree to provide transportation to and from the School-Based Enterprise if applicable.

 Career and Technical Education Teachers leads in developing an appropriate school- based
enterprise. They provide supervision during the school-based enterprise and counsel the student
regarding his/her job performance. They determine the student’s final grade and reinforce workbased learning experiences with related classroom instruction.
Credits Earned:
Credit earned is only through the integrated component of a CTE course.
Hour/Supervision Requirements:
Hours are facilitated by the sponsoring Career and Technical Education teacher. Supervision will be
performed by the CTE teacher.
Insurance Coverage:
All students should show proof of current health insurance coverage, if applicable. If the student must
drive in conjunction with the school-based enterprise, he/she must have a valid driver license and
provide proof of automobile liability coverage.
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https://www.education.ne.gov/workplace-experiences/school-based-enterprises/

Current Career Fields
Pathway:
Diversified Agriculture Systems Cluster
Diversified Agriculture Systems Plus

Cluster:
Agriculture, Food and Natural Resources
Agriculture, Food and Natural Resources
Sequence of CTE Courses

Introduction Course
011000 Intro to Agriculture, Food and
Natural Resources (PDF) ‐OR‐
018060 CASE Introduction to AFNR (PDF)

Intermediate Course

Capstone Course

011004 Animal Science (PDF) ‐OR‐

018062 CASE Animal Science (PDF) ‐AND‐
011007 Plant Science (PDF) ‐OR‐
018061 CASE Plant Science (PDF) ‐AND‐
011009 Agribusiness (PDF) ‐OR‐
014000 Food Science and Safety (PDF) ‐OR‐
018065 CASE Food Science and Safety ‐OR‐

Diversified Agriculture Systems

018080 FNS Food Production, Nutrition, and
Health ‐OR‐
013000 Environmental and Natural
Resources (PDF) ‐OR‐
018064 CASE Natural Resources and
Ecology ‐OR‐
016004 Welding (PDF) ‐OR‐

016000 Power, Structural, and Technical
Foundations (PDF) ‐OR‐

018066 CASE Agriculture Power and
Technology
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011000 Intro to Agriculture, Food and
Natural Resources (PDF) ‐OR‐
018060 CASE Introduction to AFNR (PDF)

011004 Animal Science (PDF) ‐OR‐

018062 CASE Animal Science (PDF) ‐AND‐
011007 Plant Science (PDF) ‐OR‐
018061 CASE Plant Science (PDF) ‐AND‐
011009 Agribusiness (PDF) ‐OR‐
014000 Food Science and Safety (PDF) ‐OR‐
018065 CASE Food Science and Safety ‐OR‐

Diversified Agriculture Systems Plus

018080 FNS Food Production, Nutrition, and
Health ‐OR‐
013000 Environmental and Natural
Resources (PDF) ‐OR‐
018064 CASE Natural Resources and
Ecology ‐OR‐
016004 Welding (PDF) ‐OR‐

016000 Power, Structural, and Technical
Foundations (PDF) ‐OR‐

018066 CASE Agriculture Power and
Technology ‐AND‐
017000 Agricultural Leadership and Career
Readiness (PDF)
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Cluster:
Skilled and Technical Sciences Career Field
Agriculture, Food and Natural Resources
Sequence of CTE Courses

Welding

Introduction Course

Proposed
Pathway:
Welding
Power, Structural and Technical Systems
Intermediate Course

100100 Introduction to Skilled and Technical 101930 Welding 1 ‐OR‐

101940 Welding 2 ‐OR‐

101930 Welding 1 ‐OR‐

101940 Welding 2 ‐OR‐

101941 Welding 3 ‐OR‐

016004 Welding (PDF)

016005 Metals and Fabrication (PDF)

100130 Drafting and Design
Sequence of CTE Courses

Power, Structural and Technical Systems

Capstone Course

Introduction Course

Intermediate Course

Capstone Course

011000 Intro to Agriculture, Food and
Natural Resources (PDF) ‐OR‐

016004 Welding (PDF) ‐OR‐

016005 Metals and Fabrication (PDF) ‐OR‐

018060 CASE Introduction to AFNR (PDF)

016000 Power, Structural, and Technical
Foundations (PDF) ‐OR‐

016006 Precision Agriculture and
Engineering (PDF) ‐OR‐

018066 CASE Agriculture Power and
Technology

016003 Power, Structural, and Technology
Systems (PDF)

042

Proposed
Business, Marketing, and Management Career Filed
Pathway
Accounting
Advanced Accounting
Entrepreneurship
Management
Finance

Cluster:
Business Administration
Business Administration
Business Administration
Business Administration
Finance
Sequence of CTE Courses

Introduction Course

032300 Introduction to Business (PDF) ‐OR‐

Accounting

Intermediate Course

Capstone Course

030501 Accounting 1 (PDF)

030502 Accounting 2 (PDF)

030504 Accounting 4 (PDF) ‐OR‐

320705 Business Mgmt. Work‐Based Learning
Experience (PDF)

032400 College Introduction to Business (PDF) ‐
OR‐
033000 Personal Finance (PDF) ‐OR‐

033002 Wealth Building Fundamentals (PDF)

030503 Accounting 3 (PDF)
Advance Accounting

030302 College Principles of Accounting (PDF)

Entrepreneurship

032300 Introduction to Business (PDF) ‐OR‐

030501 Accounting 1 (PDF) ‐OR‐

032370 Entrepreneurship (PDF) ‐OR‐

032400 College Introduction to Business (PDF)

038100 Marketing (PDF) ‐OR‐

032600 College Introduction to
Entrepreneurship (PDF)

031800 Economics (PDF)

043

032300 Introduction to Business (PDF) ‐OR‐

038101 Marketing Management (PDF) ‐OR‐

032400 College Introduction to Business (PDF)

032370 Entrepreneurship (PDF) ‐OR‐

032802 Management and Leadership (PDF)

Management

032600 College Introduction to
Entrepreneurship (PDF) ‐OR‐
030900 Business Law (PDF)
032300 Introduction to Business (PDF) ‐OR‐

Finance

030501 Accounting 1 (PDF)

038501 AP Microeconomics (PDF) ‐OR‐

032400 College Introduction to Business (PDF) ‐
OR‐

038503 College Microeconomics ‐OR‐

033000 Personal Finance (PDF) ‐OR‐

038500 AP Macroeconomics (PDF) ‐OR‐

033002 Wealth Building Fundamentals (PDF)

038502 College Macroeconomics ‐OR‐
111700 Statistics/Probability ‐OR‐
031800 Economics (PDF)
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Proposed
Health Science
Pathway:
Biotechnology Research
Theraputic Certificated Services
Allied/Public Health

Cluster:
Health Sciences
Health Sciences
Health Sciences
Sequence of CTE Courses

Introduction Course

077300 Health Sciences 1 (PDF)

Intermediate Course

Capstone Course

077600 Medical Terminology (PDF) ‐OR‐

012004 Agriculture Biotechnology (PDF) ‐OR‐

130210 Anatomy and Physiology

077304 Exploring the Clinical Lab (PDF)

077301 Health Sciences 2 (PDF) ‐OR‐

077400 Certificated Nursing Assistant (PDF) ‐OR‐

Biotechnology Research

077300 Health Sciences 1 (PDF)
Therapeutic Certificated
Services

077600 Medical Terminology (PDF)

077300 Health Sciences 1 (PDF)
Allied/Public Health

077301 Health Sciences 2 (PDF)

077402 Emergency Medical
Technician/Cert (PDF) ‐OR‐
077444 Pharmacy Technician ‐OR‐
077401 Medication Aide (PDF) ‐OR‐
077446 Phlebotomy Technician
077900 Allied Health and Medicine ‐OR‐
077303 Personal and Community Medical
Issues/Public Health (PDF)
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Current
Human Sciences & Education
Pathway:

Cluster:
Human Services
Sequence of CTE Courses

Child, Youth, and Family
Studies

Child, Youth, and Family Studies
Introduction Course

Intermediate Course

090123 Human Growth and Development (PDF) ‐
090119 Child Development (PDF) ‐OR‐
OR‐
090101 Introduction to Human
090117 Parents and Families (PDF)
Science/FACS (PDF)

Capstone Course

090116 Interpersonal Relationships (PDF) ‐OR‐
320711 Human Services/FACS Work‐Based
Learning ‐OR‐
090104 Life and Career Readiness (PDF)

Proposed
Human Sciences & Education
Pathway:
Early Childhood Education and Services

Cluster:
Human Services
Human Services
Human Services
Human Services
Education and Training
Sequence of CTE Courses
Early Childhood Education
and Services
Nutrition and Wellness

Nutrition and Wellness

Food Science
Design
Education and Training
Introduction Course

090119 Child Development (PDF)
090107 Fundamentals of Food and
Nutrition (PDF)
090107 Fundamentals of Food and
Nutrition (PDF)

Intermediate Course

090121 Early Childhood Education and
Services (PDF)

090122 Early Childhood Practicum (PDF)

090124 Nutrition (PDF)

090125 Dietetics (PDF)

090113 Food Science (PDF)

320600 Fundamentals of Entrepreneurship (PDF) ‐
OR‐

Food Science

032370 Entrepreneurship (PDF) ‐OR‐

090126 Intro to Design Principles (PDF)
Design

Capstone Course

090103 Textile Construction (PDF) ‐OR‐
090109 Housing and Interior Design (PDF) ‐OR‐
090206 Fashion Design (PDF)

032600 College Introduction to
Entrepreneurship (PDF)
320600 Fundamentals of Entrepreneurship (PDF) ‐
OR‐
032370 Entrepreneurship (PDF) ‐OR‐
032600 College Introduction to
Entrepreneurship (PDF) ‐OR‐
090207 Business of Textiles

046

Education and Training

350001 Introduction to Education and
Training (PDF) ‐AND‐

350002 Best Practices in Education and
Training (PDF)

350010 Field Experience in Education and
Training (PDF)

090123 Human Growth and Development (PDF)
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Proposed
Cluster:
Communication Arts
Communication Arts
Communication Arts
Sequence of CTE Courses

Communications and Information Systems
Pathway
Digital Design
Video Production
Web Design
Introduction Course

Intermediate Course

270602 Digital Media (PDF)

270611 Digital Design (PDF)

270602 Digital Media (PDF)

270609 Video Production (PDF)

270602 Digital Media (PDF)

270604 Foundations of Web
Design (PDF)

Digital Design

Video Production

Web Design

Capstone Course

270613 Advanced Digital
Design (PDF) ‐OR‐
270604 Foundations of Web
Design (PDF)
270610 Media
Production (PDF) ‐OR‐
270604 Foundations of Web
Design (PDF)
270706 Web Design and
Development (PDF)
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