
Steps for Establishing a Program of Study
Step 1: Establish Consortia Partnership

· Identify Stakeholders

· Secondary Partners

· Postsecondary Partners (to establish dual credit agreements)
· Consortia Director (to communicate to ADE and the consortia members)

· Fiscal agent (to handle any pooled funds if needed)
· Business and Industry Partners

· Previous Tech Prep Consortia members

· Other Stakeholders

Step 2: Build the Program of Study Foundation

· Working within Partnership identify the appropriate career pathway

·  Determine what Program of Study is needed

· Consider Labor Market data

· Consider established approved programs

· Consider criteria for establishing a new program

· Consider previous work accomplished through Tech Prep

· Identify the CTE  Secondary Program 
· must be on CTE List

· must meet the 8 elements of an approved CTE program

· must lead to a postsecondary credential

· Establish desired outcome/exit point (ideally, POS  will have multiple exit points)
· Certification

· Licensure

· Degree

Step 3: Design the Program of Study

· Determine the course sequence for the Program of Study
· Consider the required sequence for a approved secondary CTE program
· Refer to the CTE Handbook Codes and Titles List: 
https://www.azed.gov/cte/HandbookGuidelines.asp 
· Refer to the definition on an approved secondary CTE program 
· Consider the postsecondary course requirements for the identified licensure, certifications or degrees
· Consider the postsecondary academic requirements for completion of the identified licensure, certifications or degrees
· Consider the secondary academic requirements for 
· High school graduation
· College admission
· College success without remediation
· Consider the secondary elective options
· Select recommended academic and elective courses that will meet secondary graduation, college admission, and successfully prepare student for postsecondary required coursework without remediation
· Map out identified course work
· Using the Program of Study Template, map out the identified
· Secondary CTE courses
· Secondary academic courses
· Secondary recommended electives
· Postsecondary required CTE courses
· Postsecondary required academic courses
· Postsecondary required/recommended electives
· Potential licensure, certifications and/or degrees
· Identify appropriate assessment points
· Sign Template
· Align secondary and postsecondary curriculum for identified CTE courses
· Utilizing the Tech Prep curricular flow process or other established curricular alignment process
· Align secondary CTE standards and instruction with postsecondary course objectives and instruction
· Determine over-lap in equivalent instruction
· Determine certification requirements for secondary teachers to qualify to instruct dual enrollment courses
Step 4:  Develop articulation/dual enrollments

· Review credit options for secondary students in order to avoid duplication of course work when student transitions to postsecondary to continue the Program of Study

· Consider all course work that is duplicate instruction
· Determine the amount of credit students may earn in the secondary portion of the Program of Study


· Consider certification requirements for secondary  teachers to qualify to instruct dual enrollment courses
· Consider financial arrangements

· Construct a formal agreement following local policy that will allow secondary students to earn appropriate postsecondary credit

Step 5: Implement the Program of Study

· Plan marketing and recruitment materials and activities

· Work closely with school Guidance and Counseling partners to ensure counselors understand the Program of Study and how to use the Program of Study Templates as a guidance tool in help students establish their Education Career Action Plan (ECAP)

· Develop a strategy with Guidance and Counseling to ensure students participating in the Program of Study are enrolled in the recommended academic, elective and CTE courses
· Develop a strategy to ensure students understand the importance of completing the recommended sequence of courses

· Develop a strategy to ensure that student participate in the dual credit opportunity

· Develop a strategy for informing parents about the Program of Study and the dual credit opportunities

Step 6:  Assessments
· Develop a strategy for administering college placement assessment at the point of greatest impact
· Ensure that all Program of Study students take the CTE end of program Technical Assessment in the last semester of the final secondary CTE course
· Identify postsecondary assessment for credentialing
Step 7: Evaluating and Improving the Program of Study

· Develop a joint secondary/postsecondary advisory board
· Consider the ten components of the Program of Study Design Framework and develop a plan to fully implement all ten components in order to be considered a “Rigorous Program of Study”
· Develop a process for annually evaluating the Program of Study
· Set benchmarks for improvement
· Involve all partners and stakeholders in the evaluation and improvement strategy
· Adopt and evaluation rubric to be used annually in order to document longitudinal progress
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