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Planning

Assemble everything you will need, including:

( 
EDP Review Summary Report form

(
EDP Review Sheet  (paper or electronic)

· Roster of students (see Sampling)

· “EDP Fundamentals” document

· “Career Preparation System Overview” document

( 
Additional documents such as portfolios, if work-based activities or career assessment information is stored somewhere other than the EDP.

Review Instructions

1. Reviewers may record their EDP review results using the EDP Review Sheet provided, or another recording form, as long as the method used provides an accurate record of the review. The following instructions will assume you are using the EDP Review Sheet provided. Note: the electronic copy of the EDP Review Sheet provides 8 different sheets numbered sequentially allowing entry of up to 200 cases. Click on the tab at the bottom of the MSExcel Workbook to go to the next sheet. The last sheet is the EDP Review Summary form and will enter totals automatically.

2. Prepare the EDP Review Sheet(s) with identification numbers for each student. These numbers should be unique to the student, but should NOT identify of the student personally. A good way to do this is to take your student roster and sequentially number each of the students whose EDPs you are to locate and review. These numbers may then be used to uniquely identify the student on your EDP Review Sheet. Record this number in column #2 on the EDP Review Sheet under “Student ID.” Store the student roster separate from the EDP Review Sheet to safeguard student confidentiality.

3. Now consult your student sample list. If the selected student’s EDP has been located, place a ‘1’ on the EDP Review Sheet in column #3 (EDP Present?). Hint: If you want to use the EDP Review Sheet in electronic form and have the form sum your values automatically, you must use the number ‘1’ for each EDP or element found.

4. Review the EDP. For each element listed on the EDP Review sheet (Columns 4-8), place a ‘1’ in the appropriate column if the element is present. Leave blank if absent. Use the criteria below to determine whether the EDP meets the requirement:

a. Personal Information: EDP includes a personal identifier (name or ID number). Student date of birth and grade in school may be included but are not required.

b. Career Goal(s): EDP lists at least one Career Pathway. To meet criteria for this element, the EDP must list one of the six Michigan Career Pathways or list a Pathway that meets the standard for Career Pathways listed in the Career Preparation System Overview.

c. Education/Training Goal(s): EDP lists long-range goals that specify level of educational preparation the student wants to attain. Examples include: on-the-job training, military service, apprenticeship programs, trade and technical education programs, certificate program, 2-year associate degree programs, 4-year university programs and advanced university degree or professional preparation programs.
d. Career Assessment Results: EDP includes a narrative summary of the results of any career assessments, highlighting information that is relevant to making career decisions. May include results of formal assessments (career interest inventories or aptitude tests) and informal observations (areas of success in class projects, hobbies, and/or student organizations). Actual scores of assessments are not required.
e. Plan of Action: EDP includes at least one of the following:
i. Career awareness/exploration activities
ii. Work-based activities
iii. Course selections that support career goals

Activities may include volunteer or work-related experiences including job shadowing or mentorship programs in community businesses and seeking part-time employment in areas related to the career goal.

May also include investigations of educational programs within the school or college curriculum that will provide opportunities to become more aware and skilled in career pathway, such as participation in a technical education program, an internship in a community agency or intensive project-based learning within a particular course.

Course selections should be projected, indicating completion of high school, and the desired advanced degree, certificate or other specialized preparation program.
5. Count the number of elements present on the EDP (the sum of columns 4, 5, 6, 7 & 8). If the total is equal to 5, the EDP has all of the required elements. If you are using the electronic EDP Review Form, the total number of elements present will be summed automatically and a ‘1’ will appear in column 9 if all elements are present. If you are using a paper copy of the form, you should count the number of elements found on the EDP (from 0 to 5) and place a ‘1’ in column 9 if all 5 elements are present. (Think of ‘1’ as the code for ‘yes’ and ‘0’ as the code for ‘no’).

(Note: To avoid deleting the programming in columns 9 and 13 and the ‘Total’ row, avoid clicking in any cell in column 9 or 13 or in the ‘Total’ row. Always double-check the automatic calculations. If the spreadsheet is not calculating correctly, download a new copy from the OCTP website, or enter the correct values by hand.

6. If the EDP has a parent signature or other form of parent endorsement, enter a ‘1’ in column 10 on the EDP Review Sheet.

7. If there is documentation of work-based activities on the EDP or on another document such as a portfolio, that is available to students and parents as they make course selection and career decisions, place a ‘1’ in column 11 (Work-Based Learning). See pages T18-T20 of the Career Preparation System Overview document, January 15, 2001 for descriptions of work-based experiences. Examples include:

a. Student visitor: Participant visits the worksite to observe and learn about careers, work activities, or other aspects of an industry. Examples include field trips, job shadowing, and work observation.

b. Volunteer work: Participant voluntarily serves unpaid for non-profit public service or humanitarian objectives. Examples include service learning, community service, service clubs and volunteer programs.

c. Unpaid trainee: Participant is trained without compensation at a business/industry worksite. The company permits the student to work under direct supervision to gain exposure to a particular occupation. Emphasis is on documented education and training. A training agreement and training plan are required.

d. Student learner: Participant is enrolled in a course of study and training program under a recognized state or local educational authority or private school. A training agreement and training plan are required. Examples include Cooperative Education, Work Study (Special Education), and Paid Work Experience.

e. Apprenticeship: Participant is employed in an occupation recognized as an apprentice-able trade and is registered by the Bureau of Apprenticeship and Training in accordance with the standards established by the Bureau.

f. In-school placement: Participant is placed in a school setting supervised by a teacher/coordinator, which allows exploration, and learning about this occupationally related placement. Curriculum and goals are established and evaluations are performed. Students must meet six criteria of a trainee at all times. Examples of placement learning include school offices, classrooms, and labs.

8. If there is documentation of career assessment results on a document other than the EDP, such as a portfolio, that is available to students and parents as they make course selection and career decisions, Place a ‘1’ in column 12.

May include results of formal assessments (career interest inventories or aptitude tests) and informal observations (areas of success in class projects, hobbies, and/or student organizations). Examples of career assessments include the PLAN, ACT Explore, COPS, CAPS, MOIS/My Dream Explorer.

9. Place a ‘1’ in column 13 if Career Assessment results were found on the EDP or in another document. The electronic form will automatically insert ‘TRUE’ in column 13 if a ‘1’ is placed in column 7 or column12, indicating the Career Assessment results were found. The number of cases with Career Assessment results on any document will be shown in the “Page Total” row of column 13.

Report Instructions

Once you have completed your review of all of the EDPs in your sample, complete the EDP Review Summary Report. Note: if you are using the electronic form, the form will automatically total all of your EDP Review Sheets. If you are using paper copies of the EDP Review Sheet and have more than one EDP Review Sheet, you will have to add the values in the “Page Total” cells for each column to record the correct number on the EDP Summary Report Form.

1. Enter the number of students in 10th grade, or if you choose to sample 10th graders, the number of students in your sample as the response to question # 1 of the EDP Review Summary Form. (You will have to enter this by hand even if you are using the electronic form). The last case # on the EDP Review Sheet will be the number of students in the sample if you recorded all students in your sample on the form, and started at number 1, with no blank or crossed-out lines.

2. Record the number of EDPs you were able to locate in question #2 on the EDP Review Summary Form. This value is the sum of column 3 on the EDP Review Sheet. Note that the number in question #2 should be equal to or smaller than the number in #1.

3. Record the number of EDPs that had each of the essential elements listed in 3a through 3e in the space for those items on the EDP Summary Report. These values are shown on the EDP Review Sheet on the Page Total line for columns 4, 5, 6, 7 and 8. All of the numbers in 3a –3e should be less than or equal to the number in question #2.

4. Record the number of EDPs that had all essential elements present on the EDP for item #4 on the EDP Review Summary Report. This value is shown in the “Page Total” cell for column #9 on the EDP Review Sheet. The number in question #4 should be less than or equal to the smallest number in questions 3a-3e.
5. Record the total number of EDPs with a parent signature or other parent endorsement. This number is given in the ‘Page Total’ cell for column 10 on the EDP Review Sheet. The number in response to question #5 should be less than or equal to the number in question #2.
6. Record the number of cases with evidence of work-based activities on the EDP or other document available to students and parents as they make course selection and career decisions. This value is given in the ‘Page Total’ cell for column 11 on the EDP Review Sheet. The response to question #6 should be les than or equal to the answer to question #2.
7. Record the number of cases with evidence of career assessment results on documents other than the EDP that are available to students and parents as they make course selection and career decisions. You will find this value in the ‘Page Total’ cell for column 12 on the EDP Review Sheet. The response to question #7 should be less than or equal to the answer to question #2.
8. Print your electronic copy of the EDP Summary Report, if necessary. Sign and date the EDP Review Summary Report certifying that the information is complete and accurate to the best of your knowledge. 

9. Obtain the signature of the district superintendent or designee on the EDP Review Summary Report.

10. Keep a copy of the student roster used to select your sample (showing which EDPs were selected for review) and your EDP Review Sheet(s) for documentation purposes, as well as a copy of the completed, signed EDP Summary Report.
11. Submit your completed EDP Review Summary Report to the person identified in your region by the deadline specified.

Appendix

Sampling

You will need to review a sample of 10th grade student EDPs. It is acceptable for the district to review all of the EDPs rather than a sample. If the district chooses to review all EDPs, then the facilitator can ignore the remainder of these instructions. You may also choose to use the alternative sampling instructions which result in a fewer number of EDPs to review, but with slightly less accuracy in the results. It is recommended that you use the same sampling table utilized in 2003.

Important: These sampling instructions are based on district enrollment. All buildings in the district with 10th grade students must be sampled.

Step 1: Get a copy of a roster (class list) of all of the students in the district that are in the 10th grade. This can be done on a building-by-building basis. Note that you need to mark up the roster, so be sure to get a copy.

The roster does not need to be in any order. It may be alphabetic, but it is okay if it lists the students in some other order. Just make sure it lists ALL of the 10th grade students in the district.

Step 2: Identify which EDPs must be reviewed.

The table on page # 7 shows you which students on your class list you should sample. It is based on the total number of 10th graders in your district.

The table lists an enrollment range, a sampling rate, and the method for choosing the sample. For example, if your district has 50 or fewer 10th grade students, the sampling rate is 100%, and you need to use the entire class of 10th grade students. If your district has 312 10th graders, then the sampling rate is 60%, and you would review the EDP for all 10th graders except, out of every five students on the list, you need to select the 1st, 3rd, and 5th, and skip the 2nd and 4th.  

When you are doing the sampling, the end of the class roster may not be evenly divided into the group size that you need for your sampling plan.  It is okay to apply the sampling plan to the last incomplete group. For example, if your district has 312 10th graders, the instructions indicate that you need to sample 3 out of every 5 students.  So near the end of the list, you will sample students #301, #303, #305, #306, #308, and #310.  There will be 2 students left.  By applying the sampling directions, you would sample the 1st student (#311) and not the 2nd. 

Step 3: Record which EDPs were reviewed on the copy of the class roster.

	Number of students in 10th grade in District
	Sampling Rate


	Directions for choosing the sample

	Less than 51
	100%
	Select all students.

	51 – 100
	90%
	Select all students, except skip every 10th name on the list starting with the 4th name. So you would skip the 4th, 14th, 24th, and so forth.

	101 – 200
	80% 
	Select all students, except skip every 5th name on the list starting with the 3rd name. So you would skip the 3rd, 8th, 13th, 18th, and so forth.

	201 – 300
	67%
	Select all students, except skip every 3rd name on the list starting with the 1st name. So you would skip the 1st, 4th, 7th, and so forth.

	301 – 400
	60%
	Select all students, except skip every 2nd and 4th name out of every 5 names on the list, starting with the 2nd name. So you would skip the 2nd; 4th; 7th; 9th, and so forth and select the 1st, 3rd, and 5th names.

	401 – 500
	50%
	Select every other student starting with the 1st student. Select the 1st, 3rd, 5th, 7th, etc.

	501 – 700
	40%
	Select the 2nd and 4th name out of every 5 names on the list. So you would sample the 2nd, 4th, 7th, 9th names, and skip the 1st, 3rd, 5th, 6th, 8th, and 10th names.

	701 – 1000
	33%
	Select 1 out of every 3 students; that is, select the 1st, 4th, 7th, and so forth

	1001 – 1500
	25%
	Select 1 out of every 4 students; that is, sample the 4th; 8th; 12th; and so forth

	1501 – 2000
	20%
	Select 1 out of every 5 students, starting with the 3rd name on the list; that is, sample the 3rd; 8th; 13th; and so forth

	2001 – 3000
	15%
	Select 1 out of every 6 students, starting with the 4th name on the list; that is, sample the 4th; 10th; 16th; 22nd; and so forth

	Bigger than 3000
	10%
	Select 1 out of every 10 students, starting with the 5th name on the list; that is, select the 5th; 15th; 25th; and so forth


Technical notes

Technical note:  These sampling proportions are based on a power analysis for sampling proportions.  See Steven K. Thompson, Sampling, (New York:  Wiley-Interscience), 1992.
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