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	AUGUST

	Activity
	DATE COMPLETED

Or N/A
	Program

Assessment

Standard

	Advisory Committee Membership - Review/Revise
	
	15

	Articulation Agreements in Place- Review
	
	7

	Carl D. Perkins Plan – Review 
	
	20

	Classroom Procedures in Place and Posted
	
	10

	Emergency Exit Plan Posted at Exits
	
	10

	Equipment Maintenance Record - Initiate
	
	10

	Equipment Purchases  - Prepare Requisitions
	
	20

	First Aid Kit Checked for Adequate Supplies
	
	10

	IGP’s/Course Sequences discuss with students
	
	8

	Individual Student Records – Setup 
	
	1

	Lockout Equipment - Prepare list
	
	10

	Monthly Safety Inspection Completed
	
	11

	MSDS Information Current and Visible
	
	10

	O*NET Codes review
	
	2

	Parent letter on Program and Expectations
	
	8

	Policies and Procedures Manual – Review
	
	

	Policy Statements Reviewed and Signed
	
	10

	Professional Development Plan (25-Hours) Prepared
	
	18

	Program Improvement Plan – Update1-Yr/3-Yr/5-Yr.
	
	19

	Program of Work for Student Organization – Prepare
	
	12

	Safety – Prepare Detailed Lesson Plan
	
	3

	Safety Committees - Establish
	
	11

	Safety Glasses Policy Posted
	
	10

	Safety Instruction for Students
	
	11

	Safety Signs Needed/Posted – List of
	
	10

	Safety Tests - Administer (Minimum of two)
	
	11

	Safety Training - 1 Hour Completed
	
	10

	Site-Based at H.S. - Identify committee to serve on
	
	14

	Skills USA/VICA Organization Budget – Prepare
	
	12

	Snow Day Work Plan Initiated
	
	

	Statement of Safety Instruction with Students – Initiate
	
	11

	Student Enrollment Forms
	
	

	Student Orientation
	
	

	Supply Budget Allocation – Review
	
	20

	Teaching Certificate – Review
	
	18

	AUGUST

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Attendance Report – Prepare Monthly
	
	

	Cooperative Agreements, i.e., health programs, etc.
	
	11

	Course Descriptions Available for Publication
	
	1

	Eyewash Station Checked – 1st Week of School
	
	10

	Eyewash Station Checked – 2nd Week of School
	
	10

	Eyewash Station Checked – 3rd Week of School
	
	10

	Identify IEP Students
	
	2

	Internet Use Log
	
	21

	Lesson Plans – 1st Week of School 
	
	3

	Lesson Plans – 2nd Week of  School
	
	3

	Lesson Plans – 3rd Week of  School 
	
	3

	Negotiate Articulation Agreements
	
	7

	Postsecondary Course Sequences in Place
	
	2

	Project Summaries - Prepare
	
	5

	Public Relations/Contact Log – Begin
	
	6/13

	Student Enrollment Forms Completed 
	
	

	Student Organization Activity
	
	12

	Syllabi for each Course
	
	1

	Terminated Students - Notify Office 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	SEPTEMBER

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Advisory Committee Evaluation of Program
	
	4

	Advisory Committee Meeting
	
	4/15

	Advisory Committee Recommendations
	
	4

	Display Student Work
	
	13

	Employability Skills/SCANS Lesson
	
	3/5

	Eyewash Station Checked – Weekly - 1st Week
	
	10

	Eyewash Station Checked – Weekly - 2nd Week 
	
	10

	Eyewash Station Checked – Weekly - 3rd Week
	
	10

	Eyewash Station Checked – Weekly - 4th Week 
	
	10

	Grade Report for 1st 6 Weeks - Prepare
	
	

	Integration Activity - Detailed Lesson Plan 
	
	3

	Internet Use Log
	
	21

	Lesson Plans – Weekly - 1st Week 
	
	3

	Lesson Plans – Weekly - 2nd Week 
	
	3

	Lesson Plans – Weekly - 3rd Week 
	
	3

	Lesson Plans – Weekly - 4th Week 
	
	3

	Letter to Parents of Student of the Month - Send
	
	6/13

	Mentors for Students - Identify
	
	14/17

	Monthly Attendance Report - Prepare
	
	

	Open House
	
	6/14

	Open Response Question Exercise
	
	5

	Portfolio Writing Exercise
	
	5

	Prepare Item for Newspaper or District TV Channel
	
	6

	Project Summaries - Prepare
	
	5

	Public Relations/Contact Log - Update
	
	6/13

	Safety Inspection - Monthly
	
	11

	Safety Meeting - Quarterly
	
	14

	Safety Training - 1-Hour
	
	10

	Shadowing Sites for Students - Identify
	
	14/17

	Student of the Month by 9/27
	
	13

	Student Organization Fall Leadership Conference
	
	

	Student Organization Funds - Quarterly Statement 
	
	12

	Student Organization Meeting
	
	12

	Terminated Students - Notify Office 
	
	

	
	
	

	OCTOBER

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Detailed Lesson Plan on Employability Skills
	
	3

	Display Student Work
	
	13

	Eyewash Station Checked – Weekly – 1st Week
	
	10

	Eyewash Station Checked – Weekly – 2nd Week
	
	10

	Eyewash Station Checked – Weekly – 3rd Week
	
	10

	Eyewash Station Checked – Weekly – 4th Week
	
	10

	Eyewash Station Checked – Weekly  - 5th Week
	
	10

	Integration Activity with Academic Teacher at H.S.
	
	5

	Internet Use Log
	
	21

	Invite Guest Speaker
	
	6

	Lesson Plans – Weekly – 1st Week
	
	3

	Lesson Plans – Weekly – 2nd Week
	
	3

	Lesson Plans – Weekly – 3rd Week
	
	3

	Lesson Plans – Weekly – 4th Week
	
	3

	Lesson Plans – Weekly  - 5th Week
	
	3

	List of Students for Distinguished Grades Award
	
	13

	Open Response Practice
	
	5

	Portfolio Writing Exercise
	
	5

	Prepare Grades for 1st 9 Weeks
	
	

	Prepare Grades for 2nd. 6 Weeks
	
	

	Prepare Item for Newspaper of District TV Channel
	
	6

	Prepare Monthly Attendance Report
	
	

	Professional Development Plans for VICA - Begin
	
	5

	Project Summaries - Prepare
	
	5

	Public Relations/Contact Log - Update
	
	6/13

	Review Postsecondary Course Sequence
	
	7

	Safety Inspection - Monthly
	
	11

	Safety Training - 1-Hour
	
	10

	SCANS Lesson
	
	5

	Send Letter to Parents of Student of the Month
	
	6/13

	Student of the Month by 10/29
	
	13

	Student Organization Fall Leadership Conferences
	
	

	Student Organization Meeting
	
	12

	TEDS Run of Special Populations
	
	2

	Terminated Students - Notify Office 
	
	

	NOVEMBER

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Detailed Lesson Plan on Work Ethic
	
	3

	Display Student Work
	
	13

	Employability Skills Lesson
	
	3

	Eyewash Station Checked – Weekly - 1st Week
	
	10

	Eyewash Station Checked – Weekly - 2nd Week 
	
	10

	Eyewash Station Checked – Weekly - 3rd Week
	
	10

	Eyewash Station Checked – Weekly - 4th Week 
	
	10

	Internet Use Log
	
	21

	Lesson Plans – Weekly - 1st Week 
	
	3

	Lesson Plans – Weekly - 2nd Week 
	
	3

	Lesson Plans – Weekly - 3rd Week 
	
	3

	Lesson Plans – Weekly - 4th Week 
	
	3

	Open-Response Practice
	
	5

	Plan Field Trip
	
	6

	Portfolio Writing Exercise
	
	5

	Prepare Item for Newspaper or District TV Channel
	
	6

	Prepare Monthly Attendance Report
	
	

	Project Summaries - Prepare
	
	5

	Public Relations/Contact Log - Update
	
	6/13

	Safety Inspection - Monthly
	
	11

	Safety Training - 1-Hour
	
	10

	SCANS Lesson
	
	5

	Send Letter to Parents of Student of the Month
	
	6/13

	Student of the Month by 11/27
	
	13

	Student Organization Meeting
	
	12

	Submit Bus Request for Field Trip
	
	6

	Terminated Students - Notify Office 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	DECEMBER

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Detailed Lesson Plan on Program Technical Skills
	
	3

	Display Student Work
	
	13

	Evaluate Semester Courses
	
	4

	Eyewash Station Checked – Weekly - 1st Week
	
	10

	Eyewash Station Checked – Weekly - 2nd Week 
	
	10

	Eyewash Station Checked – Weekly - 3rd Week
	
	10

	Internet Use Log
	
	21

	Leave Slips/ Sign Timesheets for Christmas Break
	
	

	Lesson Plans – Weekly – 1st Week
	
	3

	Lesson Plans – Weekly – 2nd Week
	
	3

	Lesson Plans – Weekly – 3rd Week
	
	3

	List of Students for Distinguished Grades Award
	
	13

	Monthly Attendance Report - Prepare
	
	

	Open Response Practice
	
	5

	PDP Activity for SkillsUSA VICA Students
	
	12

	Portfolio Writing Exercise
	
	5

	Prepare Grades for 2nd 9 Weeks
	
	

	Prepare Grades for 3rd 6 Weeks
	
	

	Prepare Item for Newspaper or District TV Station
	
	6

	Project Summaries - Prepare
	
	5

	Public Relations/Contact Log - Update
	
	6/13

	Quarterly Safety Meeting
	
	14

	Quarterly Statement – Student Organization
	
	12

	Safety Inspection - Monthly
	
	11

	Safety Training - 1-Hour
	
	10

	SCANS Lesson
	
	5

	Send Letter to Parents of Student of the Month
	
	6/13

	Student of the Month by 12/20
	
	13

	Student Organization Meeting
	
	12

	Surplus Equipment - Prepare and Submit List 
	
	

	Terminated Students - Notify Office
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	JANUARY

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Detailed Lesson Plan on Problem-Solving
	
	3

	Display Student Work
	
	13

	Employability Skills Lesson
	
	3

	Eyewash Station Checked – Weekly - 1st Week
	
	10

	Eyewash Station Checked – Weekly - 2nd Week 
	
	10

	Eyewash Station Checked – Weekly - 3rd Week
	
	10

	Eyewash Station Checked – Weekly - 4th Week 
	
	10

	Eyewash Station Checked – Weekly – 5th Week
	
	10

	Initial Follow-Up on Students
	
	9

	Internet Use Log
	
	21

	Lesson Plans – Weekly – 1st Week
	
	3

	Lesson Plans – Weekly – 2nd Week
	
	3

	Lesson Plans – Weekly – 3rd Week
	
	3

	Lesson Plans – Weekly – 4th Week
	
	3

	Lesson Plans – Weekly  - 5th Week
	
	3

	Monthly Attendance Report - Prepare
	
	

	Open Response Practice
	
	5

	PDP Activity for SkillsUSA VICA Students
	
	12

	Plan Activity for Career & Technical Ed. Week
	
	6

	Portfolio Writing Exercise
	
	5

	Prepare Item for Newspaper or District TV Channel
	
	6

	Project Summaries - Prepare
	
	5

	Public Relations/Contact Log - Update
	
	6/13

	Safety Inspection - Monthly
	
	11

	Safety Instruction - 1-Hour
	
	10

	SCANS Lesson
	
	5

	Send Letter to Parents of Student of the Month
	
	6/13

	Student of the Month by 1/29
	
	13

	Student Organization Meeting
	
	12

	Student Organization Members - List of
	
	12

	Terminated Students - Notify Office 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	FEBRUARY

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Career & Technical Education Week Activity
	
	6

	Course Sequences - Send to feeder schools
	
	8

	Display Student Work
	
	13

	Employability Skills Lesson
	
	3

	Eyewash Station Checked – Weekly - 1st Week
	
	10

	Eyewash Station Checked – Weekly - 2nd Week 
	
	10

	Eyewash Station Checked – Weekly - 3rd Week
	
	10

	Eyewash Station Checked – Weekly - 4th Week 
	
	10

	Grades for 4th 6 Weeks - Prepare
	
	

	Internet Use Log
	
	21

	Invite Guest Speaker
	
	6

	Lesson Plans – Weekly – 1st Week
	
	3

	Lesson Plans – Weekly – 2nd Week
	
	3

	Lesson Plans – Weekly – 3rd Week
	
	3

	Lesson Plans – Weekly – 4th Week
	
	3

	Letter to Parents of Student of the Month
	
	6/13

	Monthly Attendance Report - Prepare
	
	

	Open Response Practice
	
	5

	PDP Activity for SkillsUSA VICA Students
	
	12

	Portfolio Writing Exercise
	
	5

	Prepare Item for Newspaper or District TV Channel
	
	6

	Project Summaries - Prepare
	
	5

	Public Relations/Contact Log - Update
	
	6/13

	Safety Inspection - Monthly
	
	11

	Safety Training - 1-Hour
	
	10

	SCANS Lesson
	
	5

	Student of the Month
	
	13

	Terminated Students - Notify Office
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	MARCH

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Display Student Work
	
	13

	Employability Skills Lesson
	
	3

	Eyewash Station Checked – Weekly - 1st Week
	
	10

	Eyewash Station Checked – Weekly - 2nd Week 
	
	10

	Eyewash Station Checked – Weekly - 3rd Week
	
	10

	Eyewash Station Checked – Weekly - 4th Week 
	
	10

	Integration Activity with Teacher for High School
	
	5

	Internet Use Log
	
	21

	Leave Slips for Spring Break - Prepare
	
	

	Lesson Plans – Weekly – 1st Week
	
	3

	Lesson Plans – Weekly – 2nd Week
	
	3

	Lesson Plans – Weekly – 3rd Week
	
	3

	Lesson Plans – Weekly – 4th Week
	
	3

	Letter to Parents of Student of the Month
	
	6/13

	Monthly Attendance Report - Prepare
	
	

	Open Response Practice
	
	5

	PDP Activity for SkillsUSA VICA Students
	
	12

	Portfolio Writing Exercise
	
	5

	Prepare Grades for 3rd 9 Weeks
	
	

	Prepare Item for Newspaper or District TV Channel
	
	6

	Project Summaries - Prepare
	
	5

	Public Relations/Contact Log - Update
	
	6/13

	Quarterly Safety Meeting
	
	14

	Safety Inspection - Monthly
	
	11

	Safety Training - 1-Hour
	
	10

	SCANS Lesson
	
	5

	Skills Standards Assessment
	
	5

	Student of the Month
	
	13

	Student Organization – Plan for State/Regional Conferences
	
	

	Student Organization - Quarterly Statement 
	
	12

	Student Organization Meeting
	
	12

	Students for Distinguished Grades Award - List 
	
	13

	Terminated Students - Notify Office 
	
	

	
	
	

	
	
	

	APRIL

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Advisory Committee Meeting
	
	4

	CATS Assessment
	
	5

	Display Student Work
	
	13

	Extended Employment Request Completed
	
	18

	Eyewash Station Checked – Weekly - 1st Week
	
	10

	Eyewash Station Checked – Weekly - 2nd Week 
	
	10

	Eyewash Station Checked – Weekly - 3rd Week
	
	10

	Eyewash Station Checked – Weekly - 4th Week 
	
	10

	Grades for 5th 6 Weeks - Prepare
	
	

	Internet Use Log
	
	21

	Lesson Plans – Weekly – 1st Week
	
	3

	Lesson Plans – Weekly – 2nd Week
	
	3

	Lesson Plans – Weekly – 3rd Week
	
	3

	Lesson Plans – Weekly – 4th Week
	
	3

	Letter to Parent of Student of the Month
	
	6/13

	Monthly Attendance Report - Prepare
	
	

	Open Response Practice
	
	5

	Portfolio Writing Exercise
	
	5

	Prepare Item for Newspaper or District TV Channel
	
	6

	Project Summaries - Prepare
	
	5

	Public Relations/Contact Log - Update
	
	6/13

	Safety Inspection - Monthly
	
	11

	Safety Training - 1-Hour
	
	10

	SCANS Lesson
	
	5

	Staff Exchange Site - Identify
	
	18

	Student of the Month
	
	13

	Student Organization Meeting
	
	12

	Terminated Students - Notify Office 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	MAY

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Advisory Members - Letter to Outstanding Students
	
	14

	Display Student Work
	
	13

	Employee Self-Evaluation
	
	

	Evaluate Year-long Courses
	
	4

	Eyewash Station Checked – Weekly - 1st Week
	
	10

	Eyewash Station Checked – Weekly - 2nd Week 
	
	10

	Eyewash Station Checked – Weekly - 3rd Week
	
	10

	Eyewash Station Checked – Weekly - 4th Week 
	
	10

	Eyewash Station Checked – Weekly – 5th Week
	
	

	Grades for 4th 9 Weeks - Prepare
	
	

	Grades for 6th 6 Weeks - Prepare
	
	

	Internet Use Log
	
	21

	Lesson Plans – Weekly – 1st Week
	
	3

	Lesson Plans – Weekly – 2nd Week
	
	3

	Lesson Plans – Weekly – 3rd Week
	
	3

	Lesson Plans – Weekly – 4th Week
	
	3

	Lesson Plans – Weekly  - 5th Week
	
	

	Letter to Parents of Student of the Month
	
	6/13

	List of Students to Receive Certificates
	
	2/13

	Monthly Attendance Report - Prepare
	
	

	Outstanding Student Selection
	
	13

	Prepare Item for Newspaper or district TV Channel
	
	6

	Project Summaries - Prepare
	
	5

	Public Relations/Contact Log - Update
	
	6/13

	Safety Inspection - Monthly
	
	11

	Safety Meeting - Quarterly
	
	14

	Safety Training - 1-Hour
	
	10

	SCANS Lesson
	
	5

	Student of the Month
	
	13

	Student Organization Meeting
	
	12

	Students for Distinguished Grades Award - List 
	
	13

	Terminated Students - Notify Office 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	JUNE

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard

	Certification – Teacher – Check Expiration Date
	
	

	Clean Shop/Classroom
	
	10

	Color Coding in Shop Areas - Update
	
	10

	Complete Inventory Check of All Equipment
	
	20

	Completed Program Assessment - Turn in
	
	4

	Equipment Maintenance Needs - Identify
	
	10

	Keys - Turn In
	
	

	Leave Slips/Timesheets - Complete
	
	

	Participate in Technical Updates, Staff Exchange or Conferences
	
	

	Permanent Records/Attendance, Grades - Complete
	
	

	Professional Development Plan - Complete
	
	18

	Requisitions for any Supplies Needed 8/1 - Turn in
	
	20

	Student Organization Annual Financial Report
	
	12

	Submit all Travel Reimbursement Requests
	
	

	Submit Equipment Maintenance Record
	
	10

	Surplus Equipment - Prepare List 
	
	

	Textbook Count - Complete
	
	

	Work Orders - Closeout all
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	JULY

	Activity
	DATE COMPLETED or N/A
	Program

Assessment

Standard
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