Appendix A – Glossary of Terms

Glossary

P E N D I X E

Academy Model:  Operating as schools-within-schools, academies provide the following three unique components: (1) block rostering, which allows each entering class of students to take core subjects together with the same teachers; (2) long-term relationship with the core teachers, who teach the required core subjects for all academy students every year; and (3) formal business ties which provide the real-world basis for the occupational focus of the academy as well as sources of mentors, internship experiences and potential postsecondary employment opportunities 

All Aspects of an Industry:  The Vocational Technical Education Regulations and the Perkins Vocational and Technical Education Act require that vocational technical education programs provide students with “strong experience in and understanding of all aspects of the industry students are preparing to enter”. The aspects that are essential are “health & safety skills/competencies”, "technical skills/competencies", “embedded academic skills/competencies“, “employability skills/competencies”, “planning skills/competencies", "management skills/competencies", "finance skills/competencies", ‘underlying principles of technology skills/competencies", and the knowledge of “labor relations issues”, "community issues", and “environmental issues" related to a particular occupation.

Apprentice:   A worker who is at least 16 years of age, except where a higher minimum age standard is otherwise fixed by law, who is employed to learn a skilled trade under standards of apprenticeship fulfilling the requirements of the United States Department of Labor, Labor Standards for the Registration of Apprenticeship Programs (Title 29 CFR Part 29) and the Equal Employment Opportunity in Apprenticeship and Training Act (Title 29 CFR Part 30).

Apprenticeship program:   A plan containing all terms and conditions for the qualification, recruitment, selection, employment and training of apprentices, including such matters as the requirement for a written apprenticeship agreement in conformance with the United States Department of Labor, Labor Standards for the Registration of Apprenticeship Programs, (Title 29 CFR Part 29) and the Equal Employment Opportunity in Apprenticeship and Training Act (Title 29 CFR Part 30).

Articulation Agreement:  A written agreement or a system-wide written policy which links two or more educational systems to help students make a smooth transition from one level to another without experiencing delays, duplication of courses, or loss of credits.  It serves as a vehicle for high school students to earn postsecondary credit while enrolled in high school or upon entering postsecondary study.

Block scheduling:   A means of circumventing the time constraints of a single class period. The traditional school day is typically divided into six or seven classes that each last from forty-five to fifty-five minutes. With few exceptions, classroom instruction begins and ends within the allotted time period.  Blocked courses may be scheduled for two or more continuous class periods or days to allow students greater time for laboratory or project-centered work, field trips or work-based learning and special assemblies or speakers. Moreover, block scheduling reduces the instruction time lost in passing between.

Business/industry relationships:  Connections between educational entities and local business/industry organizations for the purpose of meeting the needs of the students and employers as customers of the educational process.

Career Academy:  A high school program in which a group of students are scheduled with the same core group of teachers for two, three, or four years. The curriculum organizes academic subjects around an industry or occupational theme—for example, health, finance, computers, media—and enables students to fulfill the requirements for college entrance in addition to acquiring work-related knowledge and skill.

Career and Technical Education (Vocational Education):  A public education program providing educational experiences that enhance the vocational development processes of exploring, establishing and maintaining oneself in worker, family member and citizen roles. One of its unique contributions is the development of occupational competencies.

Career and Technical Student Organizations (CTSO):  Career and technical student organizations are for individuals enrolled in vocational education programs which engage in activities as an integral part of the instructional program. Such organizations must have state and national units which aggregate the work and purposes of instruction in career and technical education at the local level; DECA, FBLA, FCCLA, FFA, HOSA and SkillsUSA.
Career awareness and exploration:  Instruction and programs that assist students to clarify career goals, explore career possibilities, develop employability skills, and make the transition from school to work and/or postsecondary education.

Career Clusters:   A broad group of career areas that represent a scope of employment which involves grouping occupations from one or more industries that share common skill requirements. Career clusters provide a means of organizing the thousands of career choices for implementation in the school curriculum.

Career development:  A comprehensive, competency-based developmental program designed to assist students in making and implementing informed educational and occupational choices. The competencies, identified in the National Career Development Guidelines, focus on the areas of self-knowledge, education, occupational exploration, and career planning. Programs include competency-based activities and services that emphasize knowledge, skills, and abilities that enable the learner to identify various aspects of occupational careers; use critical-thinking skills to make meaningful occupational choices; qualify for entry to occupational education programs. The basic skills and abilities the individual should master in order to deal successfully with daily life and career development tasks in a technological society are introduced and developed. This includes, but is not limited to, problem solving, decision making, balancing work and life, evaluation of one’s uniqueness, and acquiring basic knowledge of different occupations.

Career guidance and counseling:  Programs that. pertain to the body of subject matter and related techniques and methods organized for the development in individuals of career awareness, career planning, career decision making, placement skills and knowledge and understanding of local, state and national occupational, education and labor market needs, trends and opportunities; assist individuals in making and implementing informed educational and occupational choices; aid students in developing career options with attention to surmounting gender, race, ethnic, disability, language or socioeconomic impediments to career options and encouraging careers in nontraditional employment.

Career Major:  A coherent sequence of courses or field of study that prepares a student for a first job and that:  integrates academic and occupational learning, integrates school-based and work-based learning, establishes linkages between secondary schools and post secondary institutions;  prepares the student for employment in a broad occupational cluster or industry sector; typically includes at least two years of secondary education and at least one or two years of post secondary education; • provides the students, to the extent practicable, with strong experience in and understanding of all aspects of the industry the students are planning to enter;  results in the award of a high school diploma or its equivalent; such as a general equivalency diploma (GED) or alternative diploma or certificate for students with disabilities for whom such alternative diploma or certificate is appropriate; and a certificate or diploma recognizing successful completion of one or two years of post secondary education (if appropriate), and a skill certificate; and may lead to further education and training, such as entry into a registered apprenticeship program, or may lead to admission to a two- or four- year college or university.

Career Plan:   A career plan is a comprehensive, formalized written plan (that students use alone or with the help of others) that relates learning to career goals. The plan is based on both formal and informal assessments and should include areas in which a student needs to increase knowledge and skills to reach goals. A career plan is designed to facilitate transition from high school to employment and future learning. It can be thought of as both an instrument and a process for monitoring one's career development. As an instrument, a plan provides a place to organize and record progress related to personal, educational, and career and labor market information. As a process, it encourages learners to use the past and present in goal setting and planning. In either case, a career plan should be revisited and modified periodically.
Career portfolio:  A carefully selected collection of information that demonstrates a student’s talents, interests, abilities, achievements and experiences. It documents the development of education/career goals and one’s successful transition from school-to-work.

Career preparation:  Involves high school students in selecting a career major for study. During this time, the student is acquiring the academic and occupational skills and knowledge for entry-level employment and/or admission to postsecondary training. The acquiring of skills occurs in contextual and applied-learning settings. Through the process, a skills certificate must be developed for each student indicating the general workplace and/or specific occupational skills to be achieved. Support services are provided for those who need them. The student continues to evaluate the career plan and is allowed to make the necessary changes based on individual needs.

CIE:  Cooperative Industrial Education.  A Career and Technical Education program designed to prepare students for entry level employment in the trades and industry area.  CIE has been replaced by the Cooperative Career Education program.

COE:  Cooperative Occupational Education.  A Career and Technical Education program designed to prepare students for entry level employment in a wide variety of career areas.  The term COE is also used to refer to any cooperative education activity in any program area.  COE has been replaced by the Cooperative Career Education program. 

Community-based organizations (CBOs):  Private nonprofit organizations which are representative of communities or significant segments of communities and which provide job-training services. 

Company:  The organization which employs the student in a Cooperative Career Education program.

Competency: A skill, an attitude, and/or a knowledge needed by an individual to master an occupation.

Competency List:  The list of skills to be acquired by students. 

Connecting Activities:  Activities which support both school-based and work-based learning outlined in the School to Work Opportunities Act of 1992. employer recruitment/mentor training, staff/professional development, strategies to serve all youth, job search assistance for graduates, school site mentors, post-graduation follow-up services, and program evaluation.

Consortium:  A group of two or more school districts, employers, and other partners which is organized around the common goal of establishing a work-based learning system in the community.

Consortium for Entrepreneurship Education:  A national membership organization for leaders advocating entrepreneurship education, composed of national, state and local education agencies and organizations.  www.entre-ed.org

Contextual learning:  Instruction that imparts knowledge within the context in which it will later be used. Linking abstract concepts with real-life problems, contextual learning enables students to personally test and prove academic theories via tangible, real-world applications. Stressing the development of authentic problem-solving skills, contextual learning is designed to blend the teaching of skills and knowledge in a specific industry or occupational area.

Cooperative Career Education (CCE):  A career and technical education program for high school juniors and seniors.  The program focuses on developing occupational skills which are transferable to a variety of career areas through the use of alternating classroom instruction and on the job training supervised by both the school and the cooperating business.

Cooperative Education:  Cooperative education: a program of vocational technical education for persons who, through a cooperative arrangement between the school and employers, receive instruction, including required academic courses and related vocational technical instruction, by the alternation of study in school with a job in any occupational field. Such instruction shall be planned and supervised by the school and the employer so that each contributes to the student's education and employability. Work periods and school attendance may be on alternate half-days, full days, weeks or other coordinated periods of time.
Cooperative Education: per Perkins Vocational and Technical Education Act of 1988 Public Law 105-332 Section 3 (6) The term ‘cooperative education’ means a method of instruction of education for individuals who, through written cooperative arrangements between a school and employers, receive instruction, including required academic courses and related vocational and technical education instruction, by alternation of study in school with a job in any occupational field, which alternation shall be planned and supervised by the school and employer so that each contributes to the education and employability of the individual, and may include an arrangement in which work periods and school attendance may be on alternate half days, full days,  weeks, or other periods of time in fulfilling the cooperative program.

Cooperative Education:  per The Code of Federal Regulations Title 29 (CFR 29) Part 570.50 (c) (1) (2) defines student learners: "(1) The student-learner is enrolled in a course of study and training in a cooperative vocational training program under a recognized State or local educational authority or in a course of study in a substantially similar program conducted by a private school and; (2) Such student-learner is employed under a written agreement which provides: (i) That the work of the student-learner in the occupations declared particularly hazardous shall be incidental to his training; (ii) That such work shall be intermittent and for short periods of time, and under the direct and close supervision of a qualified and experienced person; (iii) That safety instructions shall be given by the school and correlated by the employer with on-the-job training; and (iv) That a schedule of organized and progressive work processes to be performed on the job shall have been prepared.  Each such written agreement shall contain the name of student-learner, and shall be signed by the employer and the school coordinator or principal.  Copies of each agreement shall be kept on file by both the school and the employer. This exemption for the employment of student-learners may be revoked in any individual situation where it is found that reasonable precautions have not been observed for the safety of minors employed there under.  A high school graduate may be employed in an occupation in which he has completed training as provided in this paragraph as a student learner, even though he is not yet 18 years of age."

Curriculum Guide Sheet:  A part of this project which displays on one page the unit title, topic, performance indicator, standard and objectives along with cross walks to SCANS and the Show-Me Standards.  Also included on this page are suggested activities to support a variety of instructional strategies and assessment.

DECA:  An association of Marketing Students.  The national career-technical organization for secondary and post-secondary student who are enrolled in marketing education programs.
DESE:  The Missouri Department of Elementary and Secondary Education.  The state agency responsible for K-12 and Career and Technical Education.

Dual Enrollment/Articulated Credit:   A program of study allowing high school students to earn credits simultaneously toward a high school diploma and a postsecondary degree or certificate. Written agreements formalize programs of study, the transfer of academic and career and technical education credits among institutions, and the role of secondary and postsecondary instructors.

Employability Skills/Competencies:  Those “non-academic”, “non-technical” skills/competencies that are favored by most employers for hiring purposes and include such skills as reporting to work on time, time management, teamwork, following directions, politeness, customer service, etc.

Employer:  Public and private employers providing work-based learning experiences for students.

Entrepreneurship:  Involves the recognition of opportunities (needs, wants, problems, and challenges) and the use of resources to implement innovative ideas for new, thoughtfully planned ventures.
Extended Contract:  A period of employment beyond the regular school term during which the teacher devotes time to instruction, workplace visits, job development, and/or development of curriculum.

Externship:  Externships refer to a temporary position “outside” or external to one’s area, with the intent of gaining new and valuable experiences that could be used in one’s job. For example: a teacher externs from their teaching position as a chemistry teacher, to work at a biotechnical facility. This externship provides her/him with valuable knowledge and experience in the industry that can be utilized when teaching.

FBLA:  Future Business Leaders of America.  The national career-technical organization for students enrolled in secondary business education.

FCCLA:  Family, Career and Community Leaders of America.  The national career-technical organization for junior and senior high school students enrolled in family and consumer sciences occupations education.

FFA:  A national career-technical organization for secondary and postsecondary students enrolled in agricultural education programs.

Field Experience:  Field experience is an opportunity for a student to explore and learn more about a career or occupation through business/industry based experiences. These are unpaid and exploratory in nature. Field experience could include activities such as job shadowing, company visits and tours, work based projects, and other events that involve the student in learning activities at a place of business.

Industry Skill Standards:  National voluntary industry skill standards which include content from multiple disciplines which define what productive workers in an occupational cluster or industry sector need to know and be able to do.

Industry-Based Certification:  A portable, recognized credential (tangible evidence) that validates an individual has successfully demonstrated skill competencies in a core set of content and performance standards in a specific set of work-related tasks, single occupational area, or a cluster of related occupational areas.

Instructional Management Plan:  A written plan of activities directed by the teacher-coordinator and completed by the student.  The plan links the classroom instruction to skills and knowledge developed at the workplace.  The Instructional Management Plan is an alternative to the Training Plan, and is part of the evaluation process for determining grades and credit for the cooperative education program.

Integrated and Applied Curriculum:  The integration of academic and occupational education by designing curriculum which brings together related concepts, generalizations, contents and /or processes, combined with techniques that provide students with the opportunity to apply knowledge and skills through authentic tasks.

Internship:  An internship is generally an unpaid learning experience in a workplace in which structured learning occurs related to the student’s program of study. The internship is graded, part of a credit granting course or program, and has an evaluation component. 

Job Shadowing: Typically a part of career exploration activities in late middle and early high school. A student follows an employee at a firm for one or more days to learn about a particular occupation or industry.

Mark Ed Resource Center:  Non-profit consortium of states providing all levels of current curriculum materials for career and technical education teachers.   www.mark-ed.com.
Mentor Training: Training for workplace mentors which includes a review of the role and responsibilities of a workplace mentor; supervision techniques and teaching methodologies appropriate for adolescents; integrating work-based and school-based learning; and student performance evaluation techniques.

Mentoring:   Pairing a student with an individual over an extended period of time during which the individual helps the student master certain skills and knowledge the individual possesses, models workplace behavior, challenges the student to perform well and assesses the student’s performance.  Mentoring may be combined with other work-based learning activities, such as internships or on-the-job training.

MCE:  Marketing and Cooperative Education.  The program in the Division of Career Education at DESE which provides support for programs in Marketing Education and Cooperative Career Education.

MOACTE:  Missouri Association for Career and Technical Education.  The professional organization for those concerned with the future of Career and Technical Education in Missouri.  It is a state affiliate of the national Association for Career and Technical Education.

Objective:  A statement of a teachable skill or knowledge derived from a Standard and Performance Indicator.  An objective is used to build lesson plans, select instructional strategies, and develop assessments.

Performance Indicator:  A statement of a broad understanding needed by individuals to be successful in careers.  A performance indicator is used to set parameters for curriculum content.  

Post Secondary Educational Institution:  An institution legally authorized to provide post secondary education within a state, 

Professional Development:  Providing training and/or orientation to teachers, counselors, administrators, workplace mentors, work based learning coordinators, and others on any or all aspects of the work-based learning system in order to provide skills and knowledge necessary to successfully implement the system components.

Project-based learning:   A method of instruction that offers learners totally integrated work and learning experiences developed around the completion of finite projects that produce tangible results.  SCANS skills, academic content, and knowledge permeate the projects. Learners use research, critical thinking, and problem-solving skills to implement the projects. Supervisors and teachers shift away from telling learners what to do and let learners take on the role of overseer.

Rubric:  A rubric is a scoring guide that describes criteria for student performance and differentiates among different levels of performance within those criteria.

Sample Activity

SCANS:  The Secretary’s Commission on Achieving Necessary Skills (SCANS) was convened in February 1990 to examine the demands of the workplace and to determine whether the current and future workforce is capable of meeting those demands. 

School-based Enterprise:   An enterprise in which goods or services are produced by students as part of their school program. School-sponsored enterprises typically involve students in the management of a project that may involve the sale of goods for use by others.

School-based Learning:  A component of the School to Work Opportunities Act which includes: assessment of student’s academic and work readiness skills, which is integrated with career planning; career awareness and exploration and counseling for all students (beginning no later than the 7th grade); selection by students of a career major no later than the beginning of the 11th grade; curriculum articulation with post secondary education (technical and university); the use of integrated and applied curriculum in a work-based learning context; coordination with community services, as needed, to support all student populations in the work based learning activities; and data collection and program evaluation.

School-sponsored enterprise:  The production of goods or services by students for sale to or use by others. School-sponsored enterprises typically involve students in the management of the project.  Enterprises may be undertaken on or off the school.

Service learning:  A method in which youth develop through active participation in organized service that is conducted in and meets the needs of a community; that is coordinated with a community service program; that helps foster civic responsibility; that is integrated into and enhances the educational components of the community-service program in which the participants are enrolled; and that provides structured time for the participants to reflect on the service experiences.

Show-Me Standards:  A set of 73 rigorous standards intended to define what students should know and be able to do by the time they graduate from Missouri's public high schools.  The standards are organized into 4 goals areas and the content areas of Communications Arts, Fine Arts, Health and PE, Math, Science and Social Studies.
Skill Certificate:  A portable, industry-recognized credential that certifies that a student has mastered skills at levels that are at least as challenging as skill standards endorsed by the National Skill Standards Board established under the National Skill Standards Act of 1994. Except that until such skill standards are developed, the term “skill certificate” means a credential issued under a process described in the approved Carl Perkins State plan. 

Skills USA:  A national career-technical organization for secondary and postsecondary students enrolled in trade and industrial occupation programs.

Standard:  A statement of workplace expectations or duties within a broad area of understanding.  Standards are derived from performance indicators.  Standards define the curriculum content.  Specific instructional objectives are based on standards.

Structured learning experience:  Supervised student co-curricular or extracurricular activities, school-based enterprises, volunteer or paid employment, apprenticeship programs, or community service within educational programs.

System:  A system is a group of interacting, interrelated, or interdependent elements that together form a complex whole. All the parts of the system are related to the same overall process, procedure, or structure, yet they are (most likely) all different from one another and often perform completely different functions (Kauffman 1980).

Teacher Coordinator:  A properly certificated member of the school staff responsible for administering the school program and resolving any problems that arise between the school-based and work-based activities of the cooperative education student. The teacher coordinator acts as liaison between the school and employers in methods of cooperative education.

Technology:  The development and application of tools, machines, materials and processes that help to solve human problems

Training Agreement:  A written document clarifying the specific responsibilities of the student-learner, the training sponsor, the parents, the teacher-coordinator and the school for a cooperative education program.

Training Plan:  A step-by-step procedure listing what the student-learner is to study in school and on the job.

Training sponsor:  An experience employee, supervisor, or manager who is directly responsible for the occupational learning experiences of the student-learner on the job.

Work-based Learning:  A component of the Career and Technical Education initiative includes: youth apprenticeship programs; skill-based school-supervised work experience; such as, cooperative education, local work experience, or supported employment which is based on state and/or national skill standards; volunteer work in the community, which relates to a student’s career major; workplace mentoring; instruction in general workplace competencies, including instruction and activities related to developing positive work attitudes, and employability and participative skills; and data collection and program evaluation; programs linked to postsecondary and national standards.

Workplace:  The place of employment.  In this document the term is used to indicate the student’s training station as part of the cooperative career education program.

Workplace Mentor:  An employee or other individual, approved by the employer at a workplace, who possesses the skills and knowledge to be mastered by a student and who instructs the student, critiques the performance of the student, guides the student to perform well, and works in consultation with classroom teachers and the employer of the student.

Work-Readiness Assessment:  The process of assessing a student’s readiness for a workplace assignment and/or a paid job may include an assessment of any work experiences to date, ability to work with others, knowledge of job application and interviewing techniques, ability to accept work-related supervision, and any other basic work skills deemed necessary to be successful in a job setting.
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