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instructors to receive teacher support grant funds from the Department of Education

1 The school system shal pay to certfied CTAE teachers for extended day work performed in
‘addition to the regular classroom instruction based on the minimum hourly rate on the state-
‘approved 190-day base salary schedule

2. The school system shall provide instructors who perform extended day activities with an
‘unencumbered planning period during the regular school day. During this period the instructor
‘may not e responsible for student supenision in either a school or work-Site setting,

3. The school system shall submit to the Department of Education for approval a program of
work for each instructor receiving a teacher support grant that contains the schedule of
‘approved instructional, work-based leaming, and leadership development activties to be
implemented during the extended day.

4. The school system shall conduct work-based leaming activities in accordance with the
standards and guidelines published by the Department of Education

5. School systems participating in Extended Day Programs shall provide travel money,
instructional facilies, equipment and supplies to support the Extended Day Program

6. The school system shall maintain the schedule of approved extended day actiities (POW),
documentation of the monthly instructionalleadership contact hours (Monthly Report). and the
enrollment of paricipating students for each instructor.
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Career Technical and Agricultural Education Resource Network
Cathy Myers, Executive Director
Bob Leffew, Contractor, Harwood International

Overview

The purpose of this manual is to assist all personnel working with Career Technical and Agricultural Education (CTAE) Extended Day.  Georgia Department of Education staff and administrators in local school districts all play a role in the administration of extended day for CTAE teachers.
This document is a guide to assist local system administrators interpret policy, funding and required procedures for implementing extended day.  While this document makes references to policies and administrative rules, it is not an official source that supersedes the legal requirements to follow policy and required funding procedures.  

Agricultural Education Website
This document references the Agricultural Education website that is used for the submission of the Program of Work for all Agricultural Education Teachers:  www.gaaged.org.
CTAE Resource Network
Sections of this document reference the on-line process for administering extended day which was developed as a joint venture of the CTAE division of The Georgia Department of Education and the CTAE Resource Network: www.ctaern.org.  The development of the website and support of the website’s functionality have been contracted to Harwood International.  

All issues and questions related to the process on the CTAERN website should be directed to the CTAERN hotline:

1-866-454-2823

Georgia Department of Education staff does not have direct access to the development of the website for the extended day process and cannot therefore make changes by request or answer your questions regarding functionality.  Please contact the hotline number above as your first step in addressing all extended day processes on the CTAE Resource Network website.

The information in this document is provided as a guide.  The CTAE Resource Network reserves the right to make changes in the website as needed and the graphic representations in this document may or may not be current or accurate.

Hopefully, the information contained herein will provide details and explanations to help all concerned administer this worthwhile endeavor easily and efficiently. 

Section One
Required and Permissible Activities

Extended Day Funding

State Board Of Education Rule 160-4-3-.11
Middle School Support Grants (MSS)
Administration of Agricultural Education Extended Day Grants
Administration of Career and Technical Education Extended Day Grants

Required and Permissible Activities

The nature of Career Technical and Agricultural Education requires that teachers work beyond the school day in order to provide co-curricular opportunities to students.  Extended day grants allocated by the Georgia Department of Education provide pay prorated according to the state salary scale to teachers for providing instructional services to students beyond the school day.  

Activities for which extended day grants are provided are specified in State Board Rule 160-4-3-.11 which is differentiated for Agricultural Education and other Career Technical program areas:

Agricultural Extended Day

Required Activities
Extended Day activities for Agricultural Education that provide career development in the Supervised Agricultural Experience (SAE) and leadership development through participation in the Future Farmers of America (FFA) Organization.

Permissible Activities
Activities which meet the program requirements listed in the Agriculture Education Program Standards and Policies Manual which are designed to support and provide implementation of the required activities.
Career and Technical Teachers (except for JROTC) Extended Day

Required Activities
Extended day activities for Career and Technical program areas that provide Career Related Education activities for developing work sites, coordinating the classroom component for work-based learning or providing direct supervision to students on work site placements and provide leadership development through sponsorship of related CTSO activities. 

Permissible Activities
Career Awareness, Career Exploration, Instructional Related, and Connecting activities as specified in the Georgia Career Related Education Manual - Including Standards for Work-Based Learning.  This may include organizing and maintaining an effective advisory committee to assist in developing business partnerships for work-based learning placements and/or career awareness participation with the instructional program.  Professional Learning activities designed to assist teachers with sponsorship of the CTSO chapter and technical skill attainment that enable the teacher to assist students in technical competitiveness in the CTSO activities are also permissible extended day activities.  
Extended Day Funding
Extended Day funding is appropriated as a line item in the Georgia Department of Education Budget that is approved annually by the State Legislature.  Although the process of implementing extended day may be on-going, the funds are not authorized until the State budget is passed and signed by the Governor.  Extended day pay within this funding stream is governed by State Board Rule 160-4-3-.11 which outlines the requirements for high school programs.  

STATE BOARD OF EDUCATION RULE 160-4-3-.11 

EXTENDED DAY GRANT PROGRAM

(1) DEFINITION.

(a) Agriculture Education Extended Day Grants – grants to local school systems for the purpose of providing instructional services and leadership development activities and supervision of agricultural projects beyond the regular school day.

(b) Technology/Career Education Extended Day Grants – grants to local school systems for the purpose of delivering work-based learning services/experiences and leadership development activities beyond the regular school day for students in technology/career education programs.

(2) REQUIREMENTS.

(a) Each local school system electing to implement an extended-day for Agriculture

Education and Technology/Career education grant program with state funds shall:

1. Pay for extended-day work performed in addition to the regular school day to high school teachers in state-approved program areas offered in grades 9-12. Agriculture Education and Technology/Career programs shall qualify for extended day grant salary based on the minimum hourly rate on the state-approved 190-day base salary schedule.

2. Provide teachers who deliver extended-day instructional and leadership development activities with a planning period during the regular school day.

3. Schedule teachers who provide extended day instructional and leadership development activities to teach no more than one segment out of field.

4. Participate in the extended-day accountability reporting process.

(i) Submit for approval to the department for each extended-day teacher a program of work that contains the schedule of approved work-based learning services, instructional and leadership development activities to be implemented during the extended day and the number of students to be served.

(ii) Submit to the department an annual report that documents the work-based learning programs, instructional services, and leadership development activities provided through the extended day program and the enrollment of students participating in the extended-day activities.

(iii) Maintain in the office of the vocational supervisor or vocational director the schedule of approved extended day activities for each teacher and the enrollment of participating students.

(b) Local school systems shall utilize extended-day grant funds to support work-based learning, instructional services, and leadership development activities in agriculture education and technology/career education programs.

1. Agricultural Education Extended Day Grants.

(i) Supervised Agricultural Experience. Extended day pay shall be provided to any certified agricultural education teacher who works beyond the regular work day to provide instructional services and supervise entrepreneurial projects, placement, agri-science, and research projects related to the student’s classroom instruction.

(ii) Leadership Development. Extended day pay shall be provided for any certified agricultural education teacher who works beyond the regular work day to provide leadership and career development opportunities through the Future Farmers of America (FFA) Organization.

(iii) Teachers receiving agricultural education extended day pay shall meet the program requirements listed in the Agriculture Education Program Standards and Policies Manual.

2. Technology/Career Education Extended Day Grants.

(i) Work-based Learning. Extended-day grants shall be provided for certified technology/career (vocational) teachers who work beyond the regular work day to develop work-based learning sites, place students, supervise student placement, and coordinate work-based learning activities with classroom instruction. Operation of the work-based learning program shall be in accordance with the guidelines in the Georgia Work-Based Learning Manual.

(ii) Leadership Development. Extended-day grants shall be provided for certified technology/career (vocational) teachers who work beyond the regular work day to provide students with leadership and career development opportunities in co-curricular vocational student organizations.

Authority O.C.G.A. § 20-2-182(e).

Adopted: June 22, 2000
Middle School  Support Grants (MSS)
In addition to high school extended day funds, the Career Technical and Agricultural Education Division appropriates funds through a separate funding stream for middle school programs.  Although middle school extended day is not funded with the appropriation for high school extended day and therefore is not covered by State Board Rule 160-4-3-.11, the standards that have been established for middle school programs are based on the same standards that dictate required and permissible extended day activities. 

Required Activities
Extended day activities for middle school Career and Technical program areas that provide Career Related Education activities which develop Career Awareness and Career Exploration as specified in the Georgia Career Related Education Manual - Including Standards for Work-Based Learning,  and provide leadership development through sponsorship of related CTSO activities. 

Permissible Activities
This may includes organizing and maintaining an effective advisory committee or participation in the advisory committee of the high school program which the middle school feeds.  Also permissible are professional learning activities designed to assist teachers with sponsorship of the CTSO chapter and/or technical skill attainment that enables the teacher to assist students in technical competitiveness in the CTSO activities.  
Administration of Agricultural Education Extended Day Grants

The State Program Manager and the Regional Agricultural Educational staff determine the eligibility of the local teachers for extended day from the local plan application.  Systems submit the request for extended day by identifying any standards that have not been met during the current school year or standards that may not be met for the up coming year and the measures used to correct these deficits.  The local plan contains the assurances that the local system will provide for the extended day grant to be administered under the guidance of the CTAE director.  The local plan is submitted through the Consolidated Application process.  

The role of the State and Regional Agricultural Educational staff is to establish standards and criteria for extended day activities according to state board rule.  The GaDOE staff may consult, coordinate, and share information with local system directors regarding performance of teachers receiving extended day pay although all matters of staff performance are the responsibility of local system administrators.  The goal of the standards and criteria for extended day is to assist teachers in having a balanced program of activities which support the three components of the Agricultural Education program:  (1) classroom instruction, (2) SAE program, and (3) FFA participation.  Classroom instruction is supported and enhanced by the extended day activities of the SAE program and participation in career development events (CDEs).

The local system submits the local plan document and a Program of Work for each teacher who has requested grant funds.  The POW is an outline of the standards and the activities that must be achieved in order to be approved to receive grant funds.
The POW is completed on line with electronic submission via the Ag. Ed web page: 

www.gaaged.org   

Local teachers must complete an annual Program of Work Evaluation by a due date established by the GaDOE staff.  This evaluation measures the standards met and the activities that they have participated in for the current school year.  The POW evaluation is completed on line with electronic submission via the Ag. Ed. Web page:  www.gaaged.org . Each year the Regional Agricultural Educational staff conducts onsite evaluations for one third of the teachers.  These teachers are selected on a three year rotation.  

Teachers must also submit a monthly report of all activities via the Ag. Ed reporting system located on the Ag. Ed. web page:  www.gaaged.org  
To qualify for extended day pay, teachers must comply with the following:

· Complete a POW which outlines activities to be conducted beyond the regular school day

· Submit the completed POW online with local system approval

· Conduct activities during the school year in accordance with the POW

· Record and submit activities during the school year via the monthly report process

· Monitor the POW to insure that standards are being met through approved activities

· Complete the POW evaluation with appropriate completion percentages

· Teachers who do not meet all required standards may be placed on extensive evaluation and be required to submit an improvement plan for approval which outlines strategies that insure achievement of the standards.

· Teachers who do not meet all required standards after 2 years maybe ineligible to receive grant funds based on a decision by the State and Regional GaDOE Agricultural Education staff.

Administration of Career and Technical Education Extended Day Grants

The Georgia DOE program specialist for each concentration area is responsible for establishing and annually updating the CTSO standards in the extended day Program of Work.  The Georgia DOE program specialist for Work-Based Learning is responsible for establishing and annually updating the CRE standards in the extended day Program of Work.  Through a cooperative effort with the CTAE Resource network, the website for extended day funding and reporting is established and maintained.  Decisions regarding teacher applications and approval for extended day grants are determined at the local level by the local CTAE director.  Funding in the form of a grant process is administered by the Georgia Department of Education (GaDOE) with required accountability measures.  Each local system CTAE director may submit a list of teachers who have been approved for extended day and apply for funds with a matching budget request via the Consolidated Application process.  In order to continue receiving extended day funds appropriated annually, local CTAE directors must insure that all teachers comply with accountability measures outlined below. 

The role of the GaDOE is to establish standards and criteria for extended day activities according to the state board rule.  GaDOE staff may consult, coordinate, and share information with local system directors regarding performance of teachers receiving extended day pay although all matters of staff performance are the responsibility of local system administrators.  The goal of the standards and criteria for extended day is to assist teachers in having a balanced program of activities and CTSO participation along with Career Related Education activities linked to work-based learning.  To achieve this balance, points have been assigned to groups of activities along with a designated minimum that teachers must achieve in each category.  

A Program of Work (POW) must be completed by each teacher applying for extended day funding which outlines activities required for each standard, the value in assigned points and the minimum that must be achieved.  The POW is completed on-line electronically via the CTAE Resource Network (CTAERN) website.  Teachers must have an updated profile on the CTAERN website to complete a program of work.  Sections on the POW are automatically customized for each teacher from the information on the teacher’s profile.  An incorrect teacher’s profile may be the primary reason that a teacher’s POW does not reflect correct information.

To qualify for extended day pay, teachers must comply with the following process:

· Complete a POW which outlines activities to be conducted beyond the school day

· Submit the completed POW to the system director for approval

· Conduct activities during the year in accordance with the POW

· Record entries via the monthly report process and submit to local administration

· Monitor the annual report to be sure points are earned to verify performance of the standards

· Submit an improvement plan if the standards are not met.  The improvement plan must outline strategies for insuring that all standards are met during the next fiscal year.    Eligibility for the following year is subject to the local system administrator approval of this improvement plan. 

Section Two
The Program of Work Process
Meeting the Standards of the Program of Work

Completing the POW on the CTAERN website
Sections of this document reference the on-line process for administering extended day which was developed as a joint venture of the CTAE division of The Georgia Department of Education and the CTAE Resource Network.  The development of the website and support of the website’s functionality have been contracted to Harwood International.  
All issues and questions related to the process on the CTAERN website should be directed to the CTAERN hotline:

1-866-454-2823

Georgia Department of Education staff does not have direct access to the development of the website for the extended day process and cannot therefore make changes by request or answer your questions regarding functionality.  Please contact the hotline number above as your first step in addressing all extended day processes on the CTAE Resource Network website.

The information in this document is provided as a guide.  The CTAE Resource Network reserves the right to make changes in the website as needed and the graphic representations in this document may or may not be current or accurate.

Hopefully, the information contained herein will provide details and explanations to help all concerned administer this worthwhile endeavor easily and efficiently. 

The Program of Work Process

Administration of extended day according to State Board Rule 160-4-3-.11 requires a Program of Work (POW) which outlines the activities to be performed beyond the school day.  The POW exists as an extension of the teacher’s profile on the CTAE Resource Network (CTAERN) website.  The POW has been designed to assist teachers in having a balanced program of activities and CTSO participation along with Career Related Education activities linked to work-based learning.  

Meeting Established Standards for Career and Technical Teachers
To achieve a balanced program of extended day activities, points have been assigned to groups of activities in each standard which must total a minimum of 100 points by commitment of the teacher to minimally meet each standard.  The POW is completed on-line electronically via the CTAERN website.  Teachers must have an updated profile on the CTAERN to complete a program of work.  Sections on the POW are automatically customized for each teacher from the information on the teacher’s profile.  An incorrect teacher’s profile may be the primary reason that a teacher’s POW does not reflect correct information.

Meeting the Standards of the Program of Work
Each teacher qualifying for extended day must have 60 student members or 60% of the teacher’s unduplicated enrollment for the year as dues paying members.  The POW will not meet submission requirements without this standard being met.  Other activities of the standard are designated as required or “priority” items and approvable or “optional” activities that enhance or support services to students.  Below is an outline of the point structure for each standard on the POW:

Standard One – CTSO Sponsorship

A. Operations and Leadership
25 point minimum

1. Priority – affiliating, conducting meetings, attending leadership meetings/conferences

2. Optional – program and budget planning with local officers, 

B. Chapter/National 
25 point minimum

1. Priority – service projects, marketing/public relations

2. Optional – support of voting delegates, state officer candidates, sponsorship of state officer

C. Competitive Events
35 point minimum

1. Priority – student participation at state or national conferences

2. Optional – student participation in regional meetings, student participation in events other than official CTSO

D. Professional Learning
15 point minimum

1. Priority – CTSO operation workshops including GACTE

2. Optional – skill attainment workshops (must include programmatic skill development that will assist teachers in helping prepare students for competitions)

Total Required
100 point minimum

Standard Two – Career Related Education leading to Work-Based Learning

A. Career Awareness
25 point minimum

1.  Priority – planning guest speakers, presentations/videos

2. Optional – planning career day, field trips, transition visits

B. Career Exploration
25 point minimum

1.  Priority – conducting mock interviews, individual guidance sessions, research projects, internet searches/reports

2. Optional – implementing job shadowing, portfolios, use of internet based career planning tools

C. Instructional Related
25 point minimum

1.  Priority – operation of school based enterprises, developing employability skills, assisting with WBL placements by providing input on training plans.  

2. Optional - coordinating assessment with the WBL coordinator, clinical supervision, entrepreneurship projects

D. Connecting
25 point minimum

1. Priority – arranging WBL placements, development of potential employment sites, maintaining program specific advisory committee, Part B – implementation of the Work-Based Learning program. 

2. Optional – mentor training, assisting with articulation, Part B – teacher collaboration

Total Required
100 point minimum

When completing the program of work teachers should keep in mind that all activities must be conducted beyond the school day.  The co-curricular nature of these activities listed results in some activities being conducted during the school day, but the portion conducted during the day should not be entered on the extended day POW or reported on the monthly reports.  

Completing the POW on the CTAE Resource Network

By rule, the POW, Monthly Report and Annual Report for each teacher on extended day must be “maintained in the office of the vocational supervisor and/or vocational director.”  To assist each local system CTAE supervisor/director with these required record keeping processes, the CTAE Resource Network has developed an on-line process for each of these records.  In order for a teacher to complete a Program of Work (POW) and apply for extended day, the teacher must have an updated teacher profile on the CTAE Resource Network.  
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Teachers who have been approved for extended day have a menu item on their profile when they log on to CTAERN.org.  Clicking the menu item provides access to the POW application process.

The Extended Day Summary Page provides access to the POW as well as the Monthly Reports and Annual Report. The monthly reports and Annual Report will be explained in another section of this document.  The status of the points committed and achieved in each standard is shown.  The teacher can also see submission dates and approval dates.
Special Notes:  

1. The status indicated on this page is relevant to the year shown in the drop down menu.

2. The Annual Report section will only show for teachers already on extended day not new applicants.
3. The Improvement Plan section will only show if one was required.  
See the calendar of events for deadlines, submission dates and approval dates.  
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“This POW is for GA DOE School 1. If this is not correct, click here.
Application Instructions

1. Complete both standards listed below. Begin by clicking the blue hyperiink in each
standard

2. As you complete the POW check the caution signs in the "submission summary” box
below to be sure the requirements of all sections have been met.

3. Once you have completed all parts in each standard, click the button below labeled
“Subrmit Completed POW " Note: Do NOT click the SUBMIT button until ALL
sections of both standards are completed because your POW will be locked at
that time!

4. Once you click the "Submit Completed POW" button, read the "Program Assurances™
and click the "Final Submit” button at the bottom of the page.

5. After the "Final Submit” button is clicked, a notiication email will automatically be sent
to the CTAE School Administrator indicating that the POW application s ready for
review

NOTE: You may save and return at any time to make changes or additions to either of
the standards. Make sure you click the button at the bottom of each standard page
labeled 'Save this Standard of the POW' to save your progress.

] Edit



The on-line POW process consists of the following steps:

1. Application Instructions

2. Submission Summary

3. Approval Status

4. Standards Instructions

5. Standards

6. Program Assurances

The next year’s POW will not be available in the drop down menu until the teacher has completed the Annual Report for the previous school year.  The process for completing the Annual Report is explained in Section 4.  If all standards are met, the POW for the next year automatically becomes available.  If the standards were not met, an improvement plan is required and must be approved by the local system administrator in order to make the POW for the following year available.  

Once the POW for the following year is available, the teacher should select the correct year from the drop down menu and then click on the POW tab.  

Each teacher must complete the POW on-line and submit it to the local CTAE supervisor/director.  The POW process will guide the teacher through completion and not allow submission until the requirements of each standard have been met.
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Once all standards have been met, the POW can be submitted for approval.  An e-mail notice is automatically sent to the CTAE director/supervisor when the POW is submitted.

[image: image12.png]Instructions for Meeting Standards and Requirements of Extended Day.

The Teacher Support Grant allows local school systems to provide senvices to students by
funding extended day activities conducted beyond the school day. The local system has the
option of funding full extended day or one/half extended day for teachers. Full extended day
actities require a minimum of 20 hours of work each month beyond the school day. One half
extended day actities require a minimum of 10 hours of work beyond the school day each
‘month. In order to qualify for extended day funding through the Teacher Support Grant,
teachers must complete a Program of Work (POW) which outlines commitments and activities
for each of the following standards:
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‘This POW is for GA DOE School 1. If this is not correct, click here
Further Instructions

1. Complete all four (4) POW standards listed below. Begin by clicking the blue hyperiink
in each standard

2. Once you have completed all four (4) standards listed below, click the button below
Iabeled "Submit Completed POW." Note: Do NOT click this button until ALL four (4)
standards are completed!

K the "Submit Completed POW" button, read the "Program Assurances”

and click the "Final Submit” button at the bottom of the page.

4. After the "Final Submit” button is clicked. a notification email will automatically be sent
to the CTAE School Administrator indicating that the POW application s ready for
review

NOTE: You may save and retur at any time to make changes or additions to any of the 4
standards. Make sure you click the button at the bottom of each standard page labeled ‘Save
this Standard of the POW to save your progress

POW submission requirement summary:
b4

POW submission status:

7] Submit the Completed POW

9 Print





When the POW is approved, the teacher’s activity commitments should be reviewed to insure that the local system can provide resources to support the planned activities.  See item #5 of the Program assurances. 

The process for local administrators to approve the POW is explained in Section 5.

Section Three

Work Hours and Pay Scale for Extended Day
Monthly Report Process on the CTAE Resource Network
Submitting the Monthly Report to Local System Administration
Sections of this document reference the on-line process for administering extended day which was developed as a joint venture of the CTAE division of The Georgia Department of Education and the CTAE Resource Network.  The development of the website and support of the website’s functionality have been contracted to Harwood International.  
All issues and questions related to the process on the CTAERN website should be directed to the CTAERN hotline:

1-866-454-2823

Georgia Department of Education staff does not have direct access to the development of the website for the extended day process and cannot therefore make changes by request or answer your questions regarding functionality.  Please contact the hotline number above as your first step in addressing all extended day processes on the CTAE Resource Network website.

The information in this document is provided as a guide.  The CTAE Resource Network reserves the right to make changes in the website as needed and the graphic representations in this document may or may not be current or accurate.

Hopefully, the information contained herein will provide details and explanations to help all concerned administer this worthwhile endeavor easily and efficiently. 

 Work Hours and Pay Scale for Extended Day

The extended day grant funded by the CTAE division of GaDOE is for work performed beyond the regular school by teachers in state-approved CTAE program areas.   Pay for the extended day grant salary is based on the minimum hourly rate on the state approved 190-day base salary schedule.  

Full and Half Extended Day

The minimum hourly rate is calculated as one hour per day based on an eight hour workday.  Teachers who work one hour beyond the school day for a 190-day school year receive “full extended day” pay whereas teachers working 95 hours per year receive “half extended day” pay.  For simplicity the hours to be worked have been standardized into 20 hours per month for full extended day and 10 hours per month for half extended day.  Without this simplified rounding off process, the number of hours would vary per month.  For example, the 2008-2009 calendar year of a typical school system calculates as follows:

August

21 days


February
17 days 

September
21 days


March

22 days

October
21 days


April

17 days

November
14 days


May

20 days

December
15 days


June

3 days

January
19 days






Total

190 days

Work Hour Requirements

It should be noted that the above calendar spans 11 months of the year and that only one month contains exactly 20 school days per month.  In this example, if the average of 20 hours per month is worked by the teacher during the 10 primary months of the school year, a total of 200 hours would be worked.  Local systems may adjust hourly requirements per month at their discretion as long as the minimum 190 hours (95 for half extended day) is worked per year.  

Local systems may also choose to allow teachers to average the days across the month, but the minimum hours worked each month should be no less than the number of school days that month.  For example, a teacher may not accumulate 40 hours one month and then cease to perform extended day functions the next month.  

Once the extended day grant budget is approved through the consolidated application process, funds become available to the local system.  Established accounting procedures allow grant funds to be requisitioned in increments and placed into the local system budget.  The extended day salary should be applied to the teacher’s regular monthly salary.   Extended day salary should be treated equivalent to other salary in regard to tax and benefit deductions.

Monthly Report Process on the CTAE Resource Network

By rule, the POW, Monthly Report and Annual Report for each teacher on extended day must be “maintained in the office of the vocational supervisor and/or vocational director.”  To assist each local system CTAE director with these required record-keeping processes, the CTAE Resource Network has developed an on-line process for each of these records.  In order for a teacher to complete the extended day application and reporting process, the teacher must have an updated teacher profile on the CTAE Resource Network.  

Teachers who have been approved for extended day have a menu item on their profile when they log on to CTAERN.org.  Clicking the menu item provides access to the “Extended Day Summary Page” which has a tab to access the monthly report process.
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Monthly Reports

Since the Monthly Report entries do not track completion of the activities by the assigned points, entries can be made in broad categories.  Entries in each category will include the hours worked, number on contacts, and comments/details about the activity.

When making the monthly report entry, enter the number of hours worked in ¼ hour increments.  Contacts to be entered are defined as the number of students or adults you were actively involved in with this activity.  Contacts do not count for passive participation.  Here are a few examples:

1. You attended a professional learning session where you were a passive participant; therefore the contacts would be zero; whereby if you presented a session as an active participant, the number of contacts would be the number of attendees.

2. You attended an advisory committee meeting as a passive participant (0 contacts); verses presenting at the meeting as an active participant where the number of contacts would be those in attendance.

3. You work with CTSO students after school on a leadership preparation event and 20 students were in attendance.   You were an active participant with all 20 students.
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Information typed in the comments box provides additional details about this activity.  These comments print on detailed monthly reports but not on the basic version.  Local administrators should specify the  details of information teachers should enter in the comments section.  Note that lengthy comments may make the detailed monthly reports very long when printed. 

A log of entries is created at the bottom of the screen where entries are made.   On the left of each entry on the log, four icons exist for working with the entries:
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Delete this item
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Edit this item
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Hovering above this icon shows the name of the Activity
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Hovering above this icon shows the comments entered by the teacher

Submitting the Monthly Report to Local System Administration
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All entries are organized into months according to the date recorded on the entry.   A report is available, in PDF format, of the entries that have been made each month.   The basic report shows all information except the comments entered by the teacher.  The detailed report is also available but may be very lengthy depending on the length of teacher comments.   The local CTAE supervisor and/or Director should establish a procedure and due date for each teacher to submit the monthly report to their office.  This report requires signatures and filing in the CTAE supervisor and/or Director’s office.  There is no procedure for submitting this report electronically.  The local CTAE supervisor and/or Director should insure that all teachers perform activities for the duration of hours as described above.  Monthly Reports are not submitted to the Georgia Department of Education. 
Section Four

Annual Report Process on the CTAE Resource Network
The Improvement Plan Process
Accessing the POW for the Next School Year
Sections of this document reference the on-line process for administering extended day which was developed as a joint venture of the CTAE division of The Georgia Department of Education and the CTAE Resource Network.  The development of the website and support of the website’s functionality have been contracted to Harwood International.  

All issues and questions related to the process on the CTAERN website should be directed to the CTAERN hotline:

1-866-454-2823

Georgia Department of Education staff does not have direct access to the development of the website for the extended day process and cannot therefore make changes by request or answer your questions regarding functionality.  Please contact the hotline number above as your first step in addressing all extended day processes on the CTAE Resource Network website.

The information in this document is provided as a guide.  The CTAE Resource Network reserves the right to make changes in the website as needed and the graphic representations in this document may or may not be current or accurate.

Hopefully, the information contained herein will provide details and explanations to help all concerned administer this worthwhile endeavor easily and efficiently. 

Annual Report Process on the CTAE Resource Network

By rule, The POW, Monthly Report and Annual Report for each teacher on extended day must be “maintained in the office of the vocational supervisor and/or vocational director.”  To assist each local system CTAE director with these required record keeping processes, the CTAE Resource Network has developed an on-line process for each of these records.  In order for a teacher to complete the extended day POW application, Monthly Reporting, and Annual Report process, the teacher must have an updated teacher profile on the CTAE Resource Network.  
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Accessing the Annual Report

The Annual Report is a mirror copy of the POW that enables the teacher to verify activities that have been completed.  To access the Annual Report, the teacher should insure that the correct year is showing in the drop down menu in the upper left corner, then click the Annual Report tab on the Extended Day Summary page.
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Instructions at the top of the Annual Report page direct teachers through the process.  The activity list for each standard matches the POW. The Annual Report will not have any points marked as achieved from the monthly report process since points will only be indicated on the POW and Annual Report. 

Completing the Annual Report

[image: image27.png]th i4| (CTAE Hotline Mon-Fri :00AM-4:00PM 1-866-454-2823

RESOURCE NETWORK
L T Providing a foundation for Georgla CTAE support & services

D r—— GA DOE School 1- GA DOE Test

Annual Report Instructions:
The Annusl Report s 3 summary of your parformance of the activities on the 2007-2008 Program of Wark (POW). If the points on the
Annual Raport for each standard mest or excasd the minimum required the POW for 2008-2009 will appear on your manu after the
‘Annuzl Raport i submittad. If points raquirad for l standards are not met the folloving procedurs vil 2paly:

1. The Improvement Plan ill appear aftar your annual report is submitted.

2. Complete the Improvement Plan and click Submit. This plan vl allow you to state the reasons why the points were not achisved
2nd indicate plans to rectify the situation in the future.

The CTAE supervisor and/or system director may approve or not approve the Improvament Plan.

1f the CTAE suparvisor and/or system diractor approved the Improvement Plan, the 2008-2009 POW vill appear on your menu.

s

Click aach button labsled "View Activity List’ to update your points.

SkilzusA =
QEIITD | Operations Area 30 = 0
CIEIIT)  Leadership Area 30 20 25
QT | Chapter/State/National Area 2 5 .

Contest Preparation and Participation

Architecture, Construction, Communicatons & Transportation
(IZIIE) | Curriculum & Pathway Training Events ° 15 20

(IIZIIE)  Career Technical Student Organization (CTSO) Training Events o 25 o

(IIZIIT)  Professional Organization Training Events o0 o %0



On the left side of the Annual Report green check marks indicate commitments that were made on the POW and the points associated.  The right side has three columns indicating completed items, those that will be completed before the end of the year and the associated points.

Since the POW for the following year must be completed prior to the end of the current year, the teacher must check some items in the “Will be Completed” column in order to verify that the standard has been met by the associated points.  It is the responsibility of the local system administrator to insure that all items checked in this column are in fact completed as planned.  

Submitting the Completed Report

The Annual Report is not generated as a paper report.  Submitting the Annual Report causes one of two actions to take place:

1. If the points in the “Achieved” column meet or exceed the points needed in the “Required” column indicating that all standards have been met, the next year’s (2008-2009) POW becomes available on the teacher’s Extended Day Summary Page. 

2. If the points in the “Achieved” column do not meet or exceed the points needed in the “Required” column indicating that activities of some standards have not been met, submitting the Annual Report will bring up an Improvement Plan page.
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The Improvement Plan Process
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The improvement plan will have a section for all activities of each standard that were not met according to the points achieved.  The teacher must complete the improvement plan and click the button to submit it to their local CTAE director/supervisor.  For each activity where the minimum points were not achieved, two parts must be completed:

1. An explanation and factors that resulted in the activity not being completed.

2. Plans for correction or improvement the next school year.   

Submitting the Improvement Plan

The teacher receives a message indicating that the improvement plan has been submitted to their local CTAE director/supervisor.  The teacher’s POW for the next school year will be available if only if this Improvement Plan is approved.

[image: image2.png]@ﬁwu— CTAE Hotiine Mon-Fri 3:00AM-4:00PM 1-866-454-2623

RESOURCE NETWORK

Providing a foundation for Georgla CTAE support & services

NG FOR G

‘Your improvement plan has been submitted to your CTAE Supenisor/Director. If your CTAE Supenvisor/Director approves your
implevement plan, the 2008-2009 POW will be available on the Extended Day POW/Manthly Report page.




[image: image29.png]CTSO Standard

Required

Commitment

Achieved





Approving the Improvement Plan

The local administrator will receive an e-mail notification that the teacher’s improvement plan has been submitted.  To approve the Improvement Plan, the local administrator accesses it through the same process as accessing the POW.  
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In the example shown, the ’08-09 POW is not active because the ’08-09 Improvement Plan has not been approved.  
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The local administrator has the option of rejecting the Improvement Plan and preventing access to the POW for the following year or approval which will make the POW active on the teacher’s Summary Page.  

Accessing the POW for the Next School Year

To access the next years POW, all teachers will select the current year from the drop down menu in the top left corner of the Summary Page and then click the Annual Report Tab. 
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Section Five
Local Administrator Instructions

POW Approval Privileges

Approving the POW for School Contacts
Approving the POW for and Budgeting for System Contacts
Budgeting for a Teacher Vacancy

Generating the Budget Sheet for the Consolidated Application

Timeline for Extended Day Administration
Sections of this document reference the on-line process for administering extended day which was developed as a joint venture of the CTAE division of The Georgia Department of Education and the CTAE Resource Network.  The development of the website and support of the website’s functionality have been contracted to Harwood International.  
All issues and questions related to the process on the CTAERN website should be directed to the CTAERN hotline:

1-866-454-2823

Georgia Department of Education staff does not have direct access to the development of the website for the extended day process and cannot therefore make changes by request or answer your questions regarding functionality.  Please contact the hotline number above as your first step in addressing all extended day processes on the CTAE Resource Network website.

The information in this document is provided as a guide.  The CTAE Resource Network reserves the right to make changes in the website as needed and the graphic representations in this document may or may not be current or accurate.

Hopefully, the information contained herein will provide details and explanations to help all concerned administer this worthwhile endeavor easily and efficiently. 

Local Administrator Instructions for Administering Extended Day Grants
The on-line extended day process has been designed to provide the maximum amount of local control allowable.  While many parts of the process contain specific requirements, the CTAE director in each local system makes the final decision on approval or rejection of a teacher’s POW and makes the budgeting decisions.  This section covers the process for approval of the POW and budgeting for the grant application process. 

POW Approval Privileges

Local system administrators have two options for managing the extended day process.  The local CTAE director (system contact) can approve POW’s, monitor Monthly Reports, and Annual Reports.  If the system has multiple high schools, the local CTAE director (system contact) may designate the CTAE supervisors (school contacts) with approval privileges.  

1. System Contact approves POW’s, completes the budgeting process, receives all Monthly Reports, and approves Annual Reports/Improvement plans.  This option is most logical for small school systems or systems where only one high school exists.

2. System Contact designates individual School Contacts to approve POW’s, receive all Monthly Reports, and approve Annual Reports/Improvement plans.  The school contact does not have access to the budgeting process; the system contact must complete the budgeting process but also has full access to approval functions.  This option is most logical for larger systems with multiple high schools.  

Budgeting can only be performed by the system contact.  Since changing the POW may affect the budget sheet, once a school contact has approved a POW it is locked and only the system contact can unlock it. 
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System Contacts Only: To designate POW access for school contacts, open the School Contact Designations link.  Then click the “Allow” link for each school contact that you want to have access and approval privileges.  To remove the privilege, click the “Revoke” link.  
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Approving the POW For School Contacts:
Note: System Contacts skip this section and go to page 5-5.
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From the main menu select “CTAE School Contact - Extended Day Process.”  The following procedures are school contacts only and do not include the budgeting process.  Only system contacts can complete the budget process.  System contacts can complete all the process included in this section as well as budgeting.  If you are a system contact, go to the next section.  
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From the System Summary page, choose the school to be viewed by clicking the icon with “POW” on it.
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The School Summary page shows the status of all the teachers in the school.  On this page you may access POW’s that need to be approved and check the status of teacher’s with approved POW’s.
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To access a page where the POW can be approved, click the icon to the left of the teacher’s name.  
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In the Teacher Summary page the school contact may:

1. View the current POW.

2. View the Improvement Plan if one was required.

3. View the current Annual Report.

4. View previous year’s Extended Day documents
5. Approve POW’s
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If more information is needed or the teacher needs to modify what they have submitted, you may send an e-mail message to the teacher by clicking the e-mail icon.  If a change is required, the system contact must click the “POW Locked/Unlocked” button.
A POW is locked when it is submitted.  The POW remains locked until the system contact unlocks it.  The link to unlock does not show up until a POW is submitted. 
When the teacher re-submits the document, you will get another notice and may repeat the process.  Each time a teacher re-submits the POW, it is locked. 

The teachers extended day summary page indicates when you approved the POW. 
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Approving and Budgeting for System Contacts:
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This section is for System Contacts where the system contact and the school contact is the same:

From the main menu select “CTAE System Contact then Extended Day Process.”  This section includes approval of the teacher’s POW and the budgeting process.  The budgeting process can only be completed by the system contact. 
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In the Extended Day System Summary page, choose the school to be viewed by clicking the icon to the left of the school name. During the approval / budgeting phase from March 15 – May 15 all budget amounts from the previous year will be “zeroed out” and the amounts shown will become those for POW’s approved for the upcoming year. 
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The POW School Summary page shows the status of all the teachers in the school.  There are six categories of teachers with submitted POW’s and one category for teacher vacancies:

1. Approved for State Funded
2. Vacant Teachers – State Funded
3. Approved for Locally Funded

4. Approved but Not Funded

5. Approved but Unlocked (funds are deducted from the budget page while unlocked)

6. Approved but Funding Incomplete

7. Not Approved
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To access a page where the POW can be approved, click the icon to the left of the teacher’s name.  
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In the Teacher Summary page the system contact may:

1. View the current POW.

2. View the Improvement Plan if one was required.

3. View the current Annual Report.

4. View previous year’s Extended Day documents

5. Unlock (system contact only) a POW for edits by the teacher.  The teacher must re-submit the POW to lock it back.

6. Select the criteria needed for budgeting purposes. 
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If more information is needed or the teacher needs to modify what they have submitted, you may send an e-mail message to the teacher by clicking the e-mail icon.  If a change is required, the system contact must click the “POW Locked/Unlocked” button.
A POW is locked when it is submitted.  The POW remains locked until the system contact unlocks it.  The link to unlock does not show up until a POW is submitted.
When the teacher re-submits the document, you will get another notice and may repeat the process.  Each time a teacher submits the POW, it is locked. 

Approving the POW and Budgeting the Salary Supplement

If all documents have been reviewed and the current POW is found to be acceptable, the POW must be approved in order to budget the correct salary supplement for teachers.  Budgeting can only be done by System Contacts.  This process is provided as a tool to administrators to assist them with generating the necessary information for the GaDOE grant application process.  The information is not connected in any way to the Consolidated Application Process but will culminate in creation of an Adobe PDF document that must be uploaded to the consolidated application.  CAUTION:  You cannot open and view your Adobe PDF budget sheet unless you have the Adobe Acrobat Reader on your computer.  There is a link on the System Summary Page to download Adobe Acrobat reader if needed.  The budgeting process is completed on the Teacher Summary page and consists of five steps:

1. Approve the POW

2. Select the Salary Step

3. Select the Certification Type

4. Select the Type of the Funding

5. Select Half or Full Funding (see section 3)

STEP 1
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Approve the POW by clicking the radio button labeled Yes. 

STEP 2
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The correct budget amounts for each teacher are automatically entered simply by choosing the teacher’s salary step and certification level.  Click the appropriate salary step for the teacher.  If you are not aware of how to determine the proper salary step refer to a current salary schedule which can be found on the website.  A copy of the chart from the FY09 salary schedule is shown here. 
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STEP 3

Click on the appropriate certification level.


STEP 4

Click the appropriate radio button to select the type funding.  If the print option is selected on the System Summary page, state funded and locally funded teachers will be shown.  The PDF document produced for uploading to the consolidated application only shows teachers on the state funding request. 

STEP 5

Click the appropriate button to select if the funding request is for Half or Full funding.  Full funding requires the teacher to work 20 hours per month while half funding required 10 hours per month.  See Section 3 for a more detail explanation of funding levels and monthly reporting.  

Budgeting for a Teacher Vacancy


A vacant position on your CTAE staff necessitates the need to budget a projected amount if you anticipate the teacher will qualify for extended day.  This is only necessary if the deadline for submitting grant applications through the Consolidated Application process (May 15) will occur before the new teacher is under contract with your school system and is therefore unavailable to complete a POW.   To perform this step, simply click the button to “Budget a Teacher Vacancy.”

The Vacant Teacher section is inserted with a pre-determined budget amount based on a T-4 certification and “E” for salary step.   Once the teacher is hired and has completed a POW, you must click the “Replace” link to budget the new teacher in place of the “Vacant Teacher” position.  

Generating the Budget Document for the Consolidated Application
Once you have completed the budgeting process, the total on your summary page will indicate the state grant budgeted amount.  The budget sheet for the consolidated application, is produced from the System Summary page.  This PDF budget document shows your total budgeted amount by school.  The PDF “Con Ap” document only includes state grant funds whereas the System Summary page shows all extended day budgeted booth local and state funded. 

To produce the “con ap” document click the link found on the System Summary page.
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You should save this document onto your computer for future reference and for uploading to the Consolidated Application. To save this document to your computer, open the document and check for accuracy, then Click Save As… in the File menu.   

Balancing the Budget Sheet

The worksheet found on the System Summary page reflects the status of your grant request after May 15 with the following information:
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Enter the actual amount of the grant award in line B. 

When your actual grant amount is received, it should be balanced with your original request.  If your actual funding is less than the request you may make them match my doing one of the following:

1.  Supplement the state grant amount with local funds to keep all teacher funding requests the same.
2. Remove teachers from the funded list.
3. Change the teacher status from full to half. 
When budgeted amount and the actual grant amount received balance, the total in item D should be zero.  

Timeline for Extended Day Administration

Fiscal Year July 1 – June 30

July
Notification by GaDOE of grant amount for extended day. Complete local system’s accounting process for teacher salaries for the upcoming year.

July/August
Teachers begin extended day activity on the first day of pre-planning.

September
Teachers submit the August Monthly Report & conduct extended day activities.

October
Teachers submit the September Monthly Report & conduct extended day activities.

November
Teachers submit the October Monthly Report & conduct extended day activities.

December
Teachers submit the November Monthly Report & conduct extended day activities.  Teachers should complete the Annual Report and indicate activities completed first semester. 

January
Teachers submit the December Monthly Report & conduct extended day activities.

February
Teachers submit the January Monthly Report & conduct extended day activities.
March 15
The new POW becomes available for teachers who are new or have not been on extended day before.  Teachers on extended day must submit their Annual Report to activate the new POW
March
Teachers submit the February Monthly Report & conduct extended day activities.

April 15
Deadline for teachers to complete the Annual Report and submit it.  Activities that have not occurred yet are marked as projected.  If standards were met or the improvement plan is approved by the local system administrator, the POW for the next year will become available on their summary page.  POWs for the upcoming year must be completed and submitted by May 1.

April
Teachers submit the March Monthly Report & conduct extended day activities.  Complete the POW for the upcoming year to meet the May 1 deadline. 
May 1
Recommended deadline for POW submission to local administrators.

May
Teachers submit the April Monthly Report & conduct extended day activities.

May 15
Deadline for local administrators to approve POWs, complete the budget process, and generate the PDF budget document for uploading to the Consolidated Application.  POW’s will be locked and changes may not be made after this date.
June
Teachers submit the May Monthly Report & conduct extended day activities.   Some activities may be on going beyond the contract year which teachers may participate in even though they are not commitments on the POW.  An additional Monthly Report can be submitted at the end of June to local system administrators to record these events for accountability purposes.  
Georgia Department of Education

Kathy Cox, State Superintendent of Schools

Page i-2

