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GUIDELINES FOR PREPARING PROPOSALS FOR NEW OR EXPANDED PROGRAMS IN SECONDARY SCHOOLS

	INFORMATION ON REQUEST FOR NEW OR EXPANDED PROGRAMS

New program proposals shall be submitted by October 1, preceding the school year in which the program is to be implemented.  The proposal must be returned to:


John L. Davidson, Deputy Director

            Career and Technical Education


            Arkansas Department of Workforce Education


Three Capitol Mall

Luther S. Hardin Building, Room 308D

Little Rock, AR  72201                                

Phone:  501/682-1040

Those preparing new program proposals should follow the guidelines carefully.  It is recommended that applicants for new or expanded programs contact the occupational program manager for technical assistance in the development of the proposal.  Each item must be addressed completely and accurately after which the document should be forwarded to Mr. Davidson at the address above.

All proposals will be carefully reviewed by the applicable Central Office Staff and an on-site visit(s) will be made to schools requesting programs.
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GUIDELINES FOR WRITTEN PROPOSAL (WE-92)

I. General Description of the Program

A. Complete the cover sheet for the proposal (Attachment A) and address each item contained in I – IX of these guidelines:

1. Description of the program to be offered which includes the courses in the Program(s) of Study/Career Major for high school programs.  If the proposal is for a foundation course, it must be at the 7-9 grade level.  Description must include the design of the program and the learning experiences to be provided (must follow state frameworks and content standards).

2. Include drawing board (Attachment B) for new/expanded career major using the format attached.  A drawing board should be provided for each new program of study to be offered, i.e., Automotive Technology, Construction Technology, Business Management, Finance, Child Care and Guidance Services, Natural Resources, etc.  Also, complete a drawing board for all existing career majors offered at your school in the occupational area for which you are applying and include the names of individual teachers currently teaching.  (Please copy the form as needed.)

3. Describe the length of class periods, block scheduling, etc.

4. Include other pertinent information relative to the program being proposed.

II. Justification for the Program

A. Workforce Education programs focusing on occupational job-specific skill training must be justified by the labor force needs in a specific geographic service area.  Sources of justifying labor force data may include:

1. Local surveys which show a need for completers of the proposed program.  Data reflected in the survey includes the number of people employed in the occupational area; number of replacements needed; and the supply of workers available in the occupational area which are trained by similar programs existing in other schools in close proximity.

2. Survey(s) of the county or several counties to show potential employment for completers of the program.

3. Employment Security Department reports when available.

4. Survey(s) to show occupational interests of the students.

5. Other data that reflects need for the program.

III. Student Enrollment Information for Proposed New or Expanded Programs (Attachment C)

A. Complete the Projected Enrollment form on Attachment C for the proposed program.  Include this information separately for each teacher involved in the new or expanded 
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program.  (Please copy the form as needed.)  It is necessary that a survey regarding student interest in the proposed career major be conducted with results of the survey 

taken into account on the projected enrollment.  Enrollment projections compared with actual enrollments will be monitored carefully by the state staff.

NOTE:  Over projections on enrollments and number of class periods actually taught may subject the grant award to a payback of funds.  

B. According to the categories listed on Attachment C, estimate the number of students you expect to serve in the new/expanded program.

IV. Administration

Explain the administrative structure under which the program will function (include an organizational chart).

V. Resource Material

Indicate the supplies, teaching aids, software, and reference materials that will be needed for the program.

VI. Physical Facilities

A. Describe the existing/planned classroom and/or laboratory space that will be provided for the program.  (State facility guidelines must be followed, including handicapped accessible.)

B. Indicate whether the facilities and/or equipment will be shared with another program and, if so, give justification for sharing.

VII. Equipment

Include a list of existing equipment that may be used for the program.  Indicate new equipment and state costs of these items required for the new or expanded program.  (Current minimum equipment guidelines should be followed.)


VIII. Cooperative Program Proposals (Only)

A. Provide results of a recent survey indicating the number and career focus of potential training stations in the area.

B. Indicate the scope of employment opportunities that will be available to trainees of the program.

IX. Faculty Credentials

Does the faculty meet the certification/qualification requirements for the occupation being taught as outlined in the Program Policies and Procedures Handbook?  Attach copy of the teacher’s current teaching certificate.  Indicate teacher’s contract length.
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ATTACHMENT A

PROPOSAL FOR A NEW OR EXPANDED SECONDARY

VOCATIONAL EDUCATION PROGRAM

	     


SCHOOL DISTRICT

	     


SCHOOL NAME AND LEA NUMBER AND COUNTY

	     


FULL NAME OF WORKFORCE EDUCATION OCCUPATIONAL AREA AND SPECIFIC CAREER MAJOR (e.g. Business Technology: Administrative Services; Agricultural Science and Technology: Horticulture; Family and Consumer Sciences: Child Care and Guidance Management & Services, etc.)

	     


PROPOSED STARTING DATE

DEFINITIONS FOR NEW AND EXPANDED PROGRAMS

PLEASE CHECK WHICH TYPE OF PROPOSAL YOU ARE SUBMITTING.

 FORMCHECKBOX 

NEW PROGRAM – Is the addition of a new foundation course with a new additional teacher at the middle/junior high level or the addition of a new program of study with a new additional teacher at the high school level.

 FORMCHECKBOX 

EXPANDED PROGRAM BY ADDING A NEW TEACHER – Is the addition of a new teacher in an existing program of study.

 FORMCHECKBOX 

EXPANDED PROGRAM BY CHANGING CAREER MAJORS – Is the change of the existing career major into a new one without adding a new teacher.  Note:  Only one career major change per occupational area is allowable.

	     
	
	     


        Signature of Superintendent or Authorized Person


   Date

MAIL TO:  
Mr. John L. Davidson, Deputy Director 

Career and Technical Education

Arkansas Department of Workforce Education



Three Capitol Mall, Room 308D



Little Rock, AR  72201
VE-92: 05/01

ATTACHMENT C

	     
	
	     


Program of Study/Career Major (Sr. High)


Teacher’s Name

OR Foundation Course (Middle/Jr. High

FIRST SEMESTER

	Period
	# of Sem.
	Name of Course
	                     Grades

	
	
	
	7
	8
	9
	10
	11
	12
	Total

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     


SECOND SEMESTER

	Period
	# of Sem.
	Name of Course
	                     Grades

	
	
	
	7
	8
	9
	10
	11
	12
	Total

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     

	    
	    
	     
	   
	   
	   
	   
	   
	   
	     


According to these categories, estimate the total number of students you expect to serve in the new/expanded program:

	Handicapped
	     
	Disadvantaged
	     
	Limited-English Proficiency
	     

	

	       RACE:

	Black
	     
	White
	     
	Other
	     

	

	       SEX:

	Males
	     
	Females
	     
	
	


ATTACHMENT B

WORKFORCE EDUCATION “DRAWING BOARD”

Revised 05/01

	Program of Study/Career Major
	     

	Name of Teacher(s)
	     


	
	JUNIOR HIGH
	HIGH SCHOOL

	SUBJECT
	7th GRADE
	8th GRADE
	FRESHMAN
	SOPHOMORE
	JUNIOR
	SENIOR

	MATH


	Instruction to be provided in grades 5-8 as set forth in the Standards for Accreditation of Public Schools

Language Arts

Mathematics

Science

Social Studies

Physical Education

Fine Arts: Art & Music

Health and Safety

Tools for Learning
	COMMON CORE CURRICULUM

English - 4 units

Oral Communications -  unit

Science - 3 units

Math - 3 units

Social Studies - 3 units

Physical Education -  unit

Health and Safety -  unit

Fine Arts -  unit

	ENGLISH


	
	

	SCIENCE


	
	

	SOCIAL STUDIES


	
	

	OTHER


	
	

	FOUNDATION COURSES  for Technical Career Focus
	     

	     

	     
	     
	     

	CAREER FOCUS 

(minimum  3 units)
	     

	     

	     
	     
	     


THIS IS AN EXAMPLE OF WHAT STUDENTS CAN TAKE TO BE CLASSIFIED AS A COMPLETER
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