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Introduction

The purpose of this document is to provide instructions to help you complete the Benchmark Status Summary sheet for reporting your district’s progress on the Career Preparation System benchmarks. 

Planning

Before you begin, follow these steps:

1. Review the Career Preparation System Overview document.

2. Determine what individuals or documents you will need to help you determine your district’s current status on each benchmark, including benchmarks for components that were NOT state or regional priorities.

3. Schedule a meeting or meetings with other individuals to help determine the district’s benchmark status. Examples of individuals you may need to meet with include guidance counselors, work-based learning coordinators, teachers, and administrators, possibly including CTE or other administrators in special areas.

4. Assemble everything you will need, including:

( 
Electronic Benchmark Summary Report Form (MSExcel format)

(
Career Preparation System Overview document

· Copy of Long Range Plan for your district

· Documents to help you determine your district’s current status on each benchmark.

· Contact information for each person you will need to meet with to determine the district’s benchmark status.

5. Meet with other individuals to gather information regarding the district’s status on each benchmark. Examples of individuals you may need to meet with include guidance counselors, work-based learning coordinators, teachers, and administrators, possibly including CTE administrators.

6. Review your district’s status on each benchmark. Use the examples of evidences for each benchmark to help you determine your district’s status (see “Report Instructions”).

Report Instructions

The Career Preparation Benchmark Summary Report reflects the actual status of each district participating in the Career Preparation System at the end of the year.

Your customized Career Preparation benchmark summary report form was created with MSExcel 2000.  This form (CP-4748-fsr) lists your region # and region name in the upper left corner of the form.  The form lists agency codes and names for all eligible education agencies in your region.  If necessary, you may add additional agencies, by entering the 5-digit Michigan Department of Education district code and educational agency name.

The form shows the status for each benchmark as reported in 02-03. You will need to update the form. A code of ‘0’ has been inserted for each benchmark that is not a regional priority. Change the code to accurately reflect the district’s status on each benchmark, even if another source of funds have been used to achieve the status.

Agencies that were not participating in 02-03 have the code ‘9’ for each benchmark. You will need to change this if an agency’s participation status changed.

A paraphrase of the benchmarks for each activity category is provided across the top of the form to help in coding. Do not code based on this paraphrase alone. Refer to the Career Preparation System Overview document for complete benchmark language. Each benchmark has space to record the actual status achieved by each agency in the region by the end of year 2003-04.

For EACH participating agency in your region, indicate the actual status of implementation for EACH benchmark as of the end of Year 2003-04. If an agency is not participating in the 2004 data collection, please enter “9’s” for all benchmarks.

Note: If activities were carried out, even if activity was not a Career Prep regional priority and no Career Prep funds were used, use codes 1-5 to indicate the benchmark status. It is expected that implementation may be at level 0 or 1 for non-state or non-regional priorities. However, some districts may be implementing activities utilizing local or other funds. In this case, districts should report current benchmark status, regardless of the source of funds utilized.

EXAMPLE

For example, if Comprehensive Guidance and Counseling is implemented using local funds in a district, indicate status of implementation, even if this activity category was not a Career Prep regional priority. 

Report Codes

Evaluation/Improvement

A benchmark should be given a status code of ‘5’ if there is evidence of the following:

1. Every aspect of a benchmark has been met;

· With all students 

· Including a full range of activities at every level for all students

· Is engaged in ongoing evaluation and continuous improvement

Example

· Evaluations and modifications based on ongoing assessment.

Fully Implemented

A benchmark should be given a status code of ‘4’ if there is evidence of the following:

1. Every aspect of a benchmark has been met

2. With all students 

3. Including a full range of activities at every level for all students

Examples

· Obtaining board approval

· Utilizing revised and finalized documents and policies with all students

· Utilizing new materials and procedures at all levels with all students.

Partially Implemented

A benchmark should be given a status code of ‘3’ if there is evidence of the following:

1. Some but not all aspects of a benchmark have been met

2. Aspects of the benchmark have been met with some, but not all students 

3. Incomplete, rather than full achievement of one or more aspects of the benchmark

Examples

· Implementation of a limited range of activities at some levels but not others

· Implementation of activities with some, but not all, students.

· Utilizing revised documents and policies with some, but not all students (such as in a single building or at some but not all grade levels)

· Utilizing draft documents and policies.

· Utilizing new materials at some levels but not others.

Development

A benchmark should be given a status code of ‘2’ if there is evidence of the following:

1. Agency engaged in planned activities, but…

2. Agency has not yet achieved any aspect of the benchmark by the end of year 02-03.

Examples

· Seeking but not obtaining board approval

· Initiating changes to documents and policies

· Purchasing materials for future use

Planning

A benchmark should be given a status code of ‘1’ if there is evidence of the following:

1. Agency participated in Career Prep in 02-03 but….

2. Activities were limited to research, investigation, organization and planning

3. No achievement of any aspects of the benchmark in 02-03

Examples

· Holding planning meetings

· Researching promising practices

· Planning future activities
No Implementation Planned

A benchmark should be given a status code of ‘0’ only if:

1. Agency participated in Career Prep in 02-03

2. Activity category was not a priority for this district in 02-03.

3. No activities were planned or implemented toward achieving this benchmark using any source of funds. No achievement of any aspects of the benchmark in 02-03.

4. DO NOT USE THIS CODE if any aspect of the benchmark has been achieved using ANY funding source.

Examples

· District does not engage in any activities in this area using any funding source.

· Activity category is not a Career Prep regional priority AND no activities were planned using any other source of funds either.

Not Applicable

Use this code (8) ONLY for benchmarks that are not applicable due to the grade levels offered within the educational agency.

Note: You should report an actual status (using status codes 1-5) for each agency that has any of the grade levels for which the benchmark applies.

Example

If the agency has only grades K-6, you would enter ‘8’ for Pathways benchmark 4c but would enter a 1, 2, 3, 4 or 5 for EDP benchmark 2. The grades for which each benchmark applies are listed on the report form in parentheses.

Not Participating

For agencies that did not participate in Career Prep in 2003-04, or is not participating in the 2004 data collection, enter ‘9’ for all benchmarks.

Note, agencies that were reported as not participating in 02-03 have been automatically coded ‘9.’ If the agency is now participating, you will need to change the ‘9’s in each cell to an appropriate value. 

Example

Agency did not participate in Career Prep in 03-04.
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