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Our Vision

Sharyland ISD...Excellence is our Tradition

Our Mission
Sharyland ISD's Mission is to inspire, educate and
empower all students to reach their full potential and
become leaders of the highest moral character.
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Chain of Command

Because Career and Technical Education has unique needs, it operates under two
complementary systems: Campus Administration and CTE Program Leadership. While
responsibilities differ, both work together to support teachers and students.

Campus Administration

The home campus principal is the teacher’s primary supervisor for day-to-day school
operations, including:

Teacher appraisal

CTSO sponsor and extra duty assignments
Student activity funds & fundraising
Travel approval (in- and out-of-district)
Parent conferences

Routine/emergency work orders
Building/Classroom Assignments
Building/Classroom Room Keys

Class Scheduling

Guidelines from CTE Department

Fire Safety/Emergency Procedures

Grade Books and Grading

Lesson Plans

Pep Rallies

SPTSO/Parent Connect Meetings and Activities
Staffing/Teacher Assignments

Student Discipline

Teacher Appraisal

CTE Program Leadership

The Director of Career and Technical Education oversees the specialized aspects of CTE,
such as:

Award Jackets

Articulation agreements, contracts, and MOUs
CTE Advisory Committees

CTE budget and grant management
Curriculum (excluding individual lesson plans)
CTE equipment inventory and purchases

State reporting and compliance

CTSO operations and stipends
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Adding/expanding CTE programs

Industry-based certifications

Oversight of CTE Materials and Equipment Purchases
Programs of Study (POS)

PEIMS Coding Verification and Support

Specialized staff development

Teacher certifications, assignments, and student recruitment
CTE-related travel approval

CTE facility improvements

Collaboration is Key

Some responsibilities naturally overlap. Success depends on open communication,
shared problem-solving, and mutual support between campus administration and CTE
leadership.

Award Jacket Guidelines and Qualifying Criteria

The Career and Technical Education (CTE) program will utilize state CTE general funds for
the purchase of Award Jackets. Any patches or embroideries must be paid by the
student.

UIL rules state that only one jacket may be awarded per student through his/her high
school career. If the student receives an Award Jacket through any other organization,
our CTSOs will not award a second jacket.

Our CTE Department will have a system in place to track CTE letterman jacket awards.
The Award Jacket shall reflect the school’s colors, and the cost must comply with UIL
regulations.

The Career and Technical Education Teacher or Sponsor must initiate a recommendation
for students who have the required CTE Credits or CTSO to qualify.

In order to qualify for an Award Jacket through one of our CTSOs, a student must meet
both of the following criteria:

CRITERIA #1: Complete at least three CTE courses in the same Program of Study.

CRITERIA #2: Be an active paid member as defined by the respective CTSO
constitutional by-laws & compete at the regional/area, state, or national level for 2 or
more years.

Severe disciplinary action, as determined by Campus/District Administrators, will forfeit
the receipt of an Award Jacket.

The CTE Department Director and or designee will screen and make the final decisions
on any questions and/or scenarios that arise regarding a student’s eligibility to receive
an Award Jacket.
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® Our CTE Department will establish dates for lettering during the Spring, typically around
February.

e No CTSO may purchase or sponsor the purchase of an Award Jacket for a student who
does not meet the above established criteria.

e |f the student is interested in obtaining an Award Jacket through our Sharyland ISD CTE
Department, the CTE student applicant is responsible for completing the Sharyland ISD
CTE Award Jacket Application Form and obtaining the verification signatures from
his/her CTSO Sponsor and CTE Counselor.

Budget

The Career and Technical Education Department maintains a transparent budget process in
support of its Career Technical Education programs.

In our district, state funds are generated through CTE enrollment and student attendance in
grades 7-12; therefore, these funds must only be utilized for students in these grade levels.

All items purchased via state or federal funds are to be utilized for the direct instruction of
students in the Career and Technical Education program, and shall not ever be utilized for a
staff member’s personal use.

Career Preparation & Practicum Courses

Before sending students out into a physical training site outside of your classroom/classroom
lab, a training plan must be on file for each of the students enrolled in that class. Please note
that:

e For students in paid work-based instruction, a training plan must be on file within 15

school days of the student’s employment date. (This only applies to students in our
Career Preparation courses.)

e For students in unpaid work-based instruction, a training plan must be on file before the
student begins participating in training at the site.

CTE Teachers can find the paid and unpaid training plan template_linked here.

CTE Teachers are responsible for collecting a training plan from each of their students enrolled
in these courses by the timelines indicated in the above-listed bullets. In order to ensure that
we have them all in one place and that we are complying with this requirement, all of the
collected forms will need to be uploaded to Eduthings/SchoolLinks.
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CTE Advisory Committees

CTE Advisory Committees are made up of campus CTE stakeholders, students, parents, and
business and industry members from outside the field of education who advise educators on
the establishment and maintenance of CTE programs. These members’ points of view are
crucial to the design, implementation, evaluation, and revision of successful CTE programs. The
ultimate goal is to improve student learning through identified goals that create a means for the
curriculum to remain relevant and ensure that graduates will be capable of either entering the
world of work or post-secondary education.

In our district, advisory committees take the form of either or a combination of the following
setups:

e District CTE Advisory Committee

e CTE Program Advisory Committees

CTE Graduation Accolades
Students who meet the identified criteria are eligible to receive the following CTE accolades for graduation:

Sharyland ISD CTE Graduation Accolades

Accolade Sample *—Iuw to Earn =
Cord One Honor Cord for completing one Program
Program of Study of Study

Meet one of the following two requirements:

1. Complete four or more credits within one
PROGRAM
OF 5TUDY
AND
Complete ONE CTE INDUSTRY BASED
CERTIFICATION within the
completed PROGRAM OF STUDY

Cord
RGV LEAD Scholar

2. Complete an ASSOCIATE'S DEGREE
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CTE Non-Discrimination Notice

As stated in the Career and Technical Education Compliance Review, Office of Civil Rights,
Reference Guide.

“Prior to the beginning of each school year, the local education agency (LEA) must advise
students, parents, employees, applicants, and the general public that all opportunities in Career
and Technical Education (CTE) programs will be offered without regard to race, color, national
origin, sex, or disability. This public notice provides assurance that limited English speaking skills
will not be a barrier to admission or participation in CTE programs, and the LEA designates a
person or persons to coordinate CTE activities under Title IX and Section 504. Announcements
of this policy of nondiscrimination may be made in local newspapers, publications, and/or
media that reach the general public, program beneficiaries, minorities, women, and the
disabled. In addition, if the LEA’s service area contains a community of national-origin minority
persons with limited English language skills, the CTE notice is made available in that
community’s primary language.”

Examples of publications that require inclusion of this statement might include:

e Newspaper articles Application Forms
e Magazine articles e Employee or student
o Newsletters recruitment materials
e Memoranda e \Webpages and
e Bulletins and Postings Brochures
e Studentand e Written
Employee Handbooks communications
e Course catalogs (other)

® Program/Employee
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Here is the full statement we post on our website and newspaper prior to the beginning of

each school year:

Sharyland Independent School District
Public Notlificatlon of Nondiscriminatlon In
Career and Technlcal Educatlon Programs

Sharyland Independent School District offers career and technical education

programs in: « Engineering

« Health Science

« Hospitality and Tourism
« Information Technology
« Law and Public Service
« Manufacturing

o Agriculture, Food, and Natural Resources

» Architecture and Construction

» Arts, Audio/Video Technology, and Communications
« Business, Marketing and Finance

« Education and Training

Admission to these programs is based on interest and aptitude, course sequencing,
age appropriateness, and class space availability.

It is the policy of Sharyland ISD not to discriminate on the basis of race, color,
national origin, sex or handicap in its

and provides equal access to the Boy Scouts and other designated youth groups
as required by Title VI of the Civil Rights Act of 1964, as amended; Title IX of
the Education Amendments of 1972; and Section 504 of the Rehabilitation Act of
1973, as amended.

It is the policy of Sharyland 1SD not to discriminate on the basis of race, color,
national origin, sex, handicap, or age in its employment practices as required by
Title VI of the Civil Rights Act of 1964, as amended; Title IX of the Education
Amendments of 1972; the Age Discrimination Act of 1975, as amended; and
Section 504 of the Rehabilitation Act of 1973, as amended.

Sharyland 1SD will take steps to assure that lack of English language skills will
not be a barrier to admission and participation in all educational and vocational
programs.

For information about your rights or grievance procedures, contact our Title (X
Coordinator by email at azucenagarza@sharylandisd.org or by calling (956) 580-
5200 and our Section 504 Coordinator by email at afarias@sharylandisd.org or by
calling (956) 580-5200.

Distrito Escolar Independiente de Sharyland
Notificacién Publica de No Discriminacion en
Programas de Educacién Técnica y Vocacional

El Distrito Escolar Independiente de Sharyland ofrece programas de carreras y
educacion técnica en: « Ingenieria
 Agricultura, alimentacion y recursos naturales » Ciencias de la salud
« Arquilectura y construccion o Hospitalidad y turismo
e Artes, tecnologfa de audio/video y comunicaciones ~ ® Tecnologia informatica
« Negocios y administracion de empresas e Ley, seguridad publica
» Educacion y entrenamiento y correctiva

o Manufactura
La admision a estos programas esta basada en los intereses y aptitudes, secuencia
l6gica de cursos, edad apropiada y la disponibilidad de espacio de clases.

Es norma del Distrito Escolar de Sharyland no discriminar en sus programas,
servicios 0 actividades vocacionales y brinda igualdad de acceso a los Boy Scouts
y otros grupos juveniles designados por motivos de raza, color, origen nacional,
sexo 0 impedimento, tal como lo requieren el Titulo VI de la Ley de Derechos Civiles
de 1964, segin enmienda; Titulo 1X de las Enmiendas en la Educacion de 1972, y
la Seccion 504 de la Ley de Rehabilitacion de 1973, segin enmienda.

Es norma del Distrito Escolar de Sharyland no discriminar en sus procedimientos
de empleo por motivos de raza, color, origen nacional, sexo, impedimento o
edad, tal como lo requieren el Titulo VI de la Ley de Derechos Civiles de 1964,
segun enmienda; Titulo 1X de las Enmiendas en la Educacion, de 1972, la ley de
Discriminacion por Edad, de 1975, segn enmienda; y la Seccion 504 de la Ley de
Rehabilitacion de 1973, segin enmienda.

El Distrito Escolar de Sharyland tomara las medidas necesarias para asegurar que
la falta de habilidad en el useo del inglés no sea un obstaculo para la admision y
participacion en todos los programas educativos y vocacionales.

Para obtener informacion sobre sus derechos o procedimientos de queja,
comuniquese con nuestra Coordinadora del Titulo IX por correo electronico
a azucenagarza@sharylandisd.org o llamando al (956) 580-5200 y nuestra
Coordinadora de la Seccion 504 por correo electronico a
afarias@sharylandisd.org o llamando al (956) 580-5200.

CTE Non-Discrimination Statement to Include in District Publications:

Sharyland Independent School District does not discriminate on the basis of race, color, national
origin, sex, or disability in its programs or activities and provides equal access to the Boy Scouts
and other designated youth groups. The following person has been designated to handle
inquiries regarding the nondiscrimination policies: Azucena Garza, Chief Human Resource
Officer, 1200 North Shary Road, Mission, Tx 78572 956-580-5200, agarza@sharylandisd.org.

Sharyland Independent School District no discrimina por motivos de raza, color, origen nacional,
sexo, o discapacidad en sus programas o actividades y brinda igualdad de acceso a los Boy
Scouts y otros grupos juveniles designados. La siguiente persona ha sido designada para
manejar consultas sobre las politicas de no discriminacion: Azucena Garza, Chief Human
Resource  Officer, 1200 North Shary Road, Mission, Tx 78572 956-580-5200,
agarza@sharylandisd.org.
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CTE Project Requests

Our district has two categories of projects that can be requested through our CTE Department:
e Metal and Wood Projects
e Photograph and Video Projects

These projects will be used as a learning experience for our students, providing them with a
real-world connection to our CTE curriculum. For example, a request for a cutting board gift for
the yearly district staff retirees will allow students to practice skills such as measuring, sanding,
and staining techniques. Link to Project Request Form.

Because our CTE course students are continuously preparing for their Industry-Based
Certifications (IBCs) and CTE Student Organization (CTSO) Competitions, these projects need to
be coordinated carefully around these events; therefore, we ask that you submit your requests
6 weeks in advance.

e Existing instructional materials that were purchased from our CTE program funds are
not allowed to be used for these projects, nor can the necessary materials be charged
to our CTE budget.

CTE Program Evaluations and Goals

At the end of each school year, each program area is to take the time to reflect on ways we can
improve our programs for the following school year. Your respective program CTE specialist,
along with the CTE Director, will review and assist in offering support in the component of your
program standards, recruitment, and retention of students. Along with program participation,
we will review industry-based certification accrual through your classes. As a reminder, the CTE
Department is not your evaluator, and that is the task of your campus administrators. This will
be a development in creating goals for improvement in the programs of study.

® |Include in your data of current Industry-Based Certifications earned prior year and
create goals for what your percentage will be for this year.

e Data on student enrollment in your program will need to be added, and goals for
improvement will need to be a part of your goals for this year.

e Rely on the discussions you had with your industry and post-secondary partners in your
Fall & Spring CTE Advisory Committee meetings.

Eduthings is the CTE Data Management tool that will house each yearly Career Clusters’
Program Goals. The instructions for completing these program goals are linked here.
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CTE Vehicles

In order to ensure that our CTE Vehicles serve the purpose of enhancing our CTE programs, the
following general guidelines should be followed:
® All activities and trips requiring the use of these vehicles should be directly related to
our CTE program, unless otherwise pre-approved by the CTE Director.
Smoking is prohibited while using CTE vehicles.
Personal errands are not allowed to be conducted with CTE vehicles.
All traffic citations in CTE vehicles are the responsibility of the driver.
Remember that you are representing Sharyland 1.S.D. while using a CTE vehicle.

All personal and CTE Vehicles should be parked in designated parking spaces, not in front of
our CTE buildings.

District CTE Administrator Walkthroughs

District CTE Administrators will conduct routine walk-throughs of CTE classrooms. The purpose
of the administration walk-throughs is to determine competence, evaluate adherence to course
TEKS, assess strengths, provide support, and ensure continued growth. These evaluations
ensure that all staff contribute to the achievement of the district’s mission. All participants in
the process shall exhibit positive, progressive attitudes and demonstrate a responsibility and
willingness to grow. Walk-through evaluations and/or recommendations will be supplied by
campus administration.

Equipment and Textbook Inventories:

On a yearly basis, all CTE equipment and textbooks are to be documented on the CTE
Equipment Inventory form. This Equipment Form and this Textbook Form are to be turned in to
the CTE Department Head and/or the CTE Department at the end of each school year. Anyone
wishing to keep equipment over the summer must get prior approval directly from the CTE
Director.

Equipment Disposal
Under no circumstances is a teacher to dispose of any non-functioning equipment.

If any CTE equipment becomes unfunctional and deemed not worth repairing, teachers must fill
out a Fixed Asset Disposal Request Form by following these steps:
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1.) The requesting CTE Teacher will complete the Fixed Assets Disposal Request Form,
which is located in our district’s Finance Department Forms webpage.

2.) _Item Disposal Procedure guidance.

3.) The CTE Teacher will email the completed form to the CTE Department Secretary.

4.) Once this form is received, a walkthrough will be scheduled to have the CTE Director
inspect and sign off on the items to be disposed of.

5.) Our CTE Department will then forward this form for the Purchasing Department review.

6.) Our Purchasing Department will then forward this form for Business Office review and
processing. The processing will entail removing these items from our district’s capital
items inventory and/or balance sheets.

7.) Our district will then contact our Maintenance Department or Auction Company to
coordinate the disposal. Auctions are typically scheduled once in the Fall and once in the
Spring.

IMPORTANT NOTE: All disposals are managed at the district level. Departments are not to
conduct any business with individuals wanting to purchase surplus items.

Extended Educational Experiences (Guest Speakers & Field Trips)

Teachers are encouraged to incorporate various extended educational experiences into their
CTE courses, budget permitting. Extended experiences may include guest speakers, college
tours, or industry tours. Extended educational experiences must also follow our district’s
established course level guidelines:

e Level 1 & 2: Classroom Speakers
e Level 3 & 4: Industry or Local College Tours
e 1 field trip per course
e 2 field trips for Level 3 & 4 courses that are yearlong classes (1 in Fall, 1 in Spring)

Field trip expenses, including travel and cost of meals, will come from each Program of
Studies' General Supplies and Equipment budget. Field trips are not required.

Fuel for CTE Vehicles
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CTE Vehicles are to be fueled using the Transportation Department fuel pump when traveling
locally and before leaving for out-of-town trips. You will need a PIN issued by the
transportation department to fuel at the Transportation Department.

Some of our CTE Teachers have an assigned fuel card that is strictly to be utilized for

out-of-town travel. There shouldn’t ever be any local in-town fuel transactions charged to
these fuel cards.

Health Science Program Insurance

SISD provides a School Blanket Insurance for Health Science students participating in
work-based learning in various off-campus settings. Please contact the CTE Department so that
they may send the required policy form to our work-based learning partners requesting a copy.

Industry-Based Certifications

Refer to our CTE Department Website, under the CTE Program Information tab, for the most
updated listing of our offered Industry-Based Certifications (IBCs).

The great majority of the certifications on our CTE Programs of Study and CTE Certification
documents are Industry-Based Certifications (IBCs). The term IBC is used for those certifications
that count for public school accountability.

Since the 2022-2023 school year, districts have been required to report on the following IBC
PEIMS elements:
e |BC Earned means that all IBC requirements were completed, including passing
examinations and any additional requirements.
e |BC Examination Passed means that the IBC requirements have not been completed to
earn the certification.
e |BC Examination Failed, meaning the student did not meet the passing standard to earn
the certification.

Eduthings (possible migration to Schoolinks) is the CTE Data Management tool that will house
our IBC Certification results. Please continue to post your IBC results for all of your course
students by the district-established deadlines.

Professional Development

Professional development (PD) activities are organized to meet the needs of employees and the
district. All PD activities must be approved by the Campus Principal and CTE Director.
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Professional development sessions shall be predominantly campus- or district-based. The topics
for these PD sessions will relate to achieving campus or district performance objectives and
address the campus or district improvement plans.

Our CTE Department makes every effort to allow CTE Teachers to attend their respective

summer professional development conference on an every-other-year basis. The alternating
year is typically designated for CTE Curriculum Writing. Professional development conferences

taking place during the school year will be evaluated on a case-by-case basis.

Individuals holding renewable SBEC certificates are responsible for obtaining the required
training hours and for maintaining their own appropriate documentation.

Programs of Study

Refer to our CTE Department Website, under the CTE Program Information tab for our most
updated Program of Study documents.

A Program of Study Concentrator is the completion of two courses for two or more credits
within a Program of Study. A Program of Study Completer is the completion of three or more
courses for four or more credits, including one level three or level four course.
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Purchase Requisitions & Purchase Orders

Our CTE Department office will enter all purchase requisitions for the purchase of goods and
services for our CTE programs after principal approval. In order to ensure that adequate items
are purchased, we will ask that the CTE Teacher obtain the first quote for these goods and
services and follow the flowchart below.

SISD CTE
Supplies Requisition Flow

Chart

CAMPUS CAMPUS CTE
TEACHER SECRETARY/ PRINCIPAL SECRETARY
BOOKKEEPER

« Submits itemized « Verifies sufficient + Reviews + Inputs requisitions
cart/quote with funds. information. « CTE Director- Final
supporting « Sends to Campus « Approves/Denies. Approval.
documentation Principal/ CTE * Sends to CTE
including total Admin. Secretary.

funds requested.

Refer to the Purchasing Procedures Manual for more specific information regarding the
purchasing process.

Safety

The district has developed and promotes a comprehensive program to ensure the safety of its
employees, students, and visitors. The safety program includes guidelines and procedures for
responding to emergencies and activities to help reduce the frequency of accidents and injuries.

In order to help prevent or minimize injuries to students, employees, and coworkers, and
conserve district equipment, employees must comply with the following general guidelines:

e Before operating any CTE equipment, ensure that students have received specific
instruction on the safety procedures pertinent to the CTE course in which they are
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enrolled. Teachers shall document and have students sign that this instruction was
covered with each student in the course.

® Only operate equipment or machines for which employees and students have training
and authorization.

e Observe safety rules at all times.

® Keep classrooms, labs, and shops clean and orderly and free of visible trash or materials
that could potentially cause injuries (i.e. sawdust, nails, tacks, etc.).

e Instructional equipment and supplies should not be scattered in our classrooms, labs, or
shops.

e Hazardous materials should be kept in a locked storage at all times.
e Do not allow food or drinks in our computer labs.

e Know the location of the nearest fire extinguisher, eye wash station, or other campus- or
program-specific emergency apparatuses.

e All personal and CTE Vehicles should be parked in designated parking spaces, not in front
of our CTE buildings.

e |Immediately report all accidents to the Campus Principal.

Employees with specific questions or concerns relating to safety-related issues should contact
our district’s CTE Department and/or Risk Management Department.

Teacher Mileage Reimbursement

All travel allowance must be pre-approved before paperwork is submitted. Once approved,
the completed reimbursement form(s) must be completed and submitted on a monthly basis by
the established deadlines. The reimbursement rate will be established by the district. Reference

the Intra District Mileage chart when completing a Monthly Mileage Reimbursement form.
Travel

All employee and student travel must be pre-approved by campus administration. Travel
associated with our CTE Program must be submitted to our CTE Department four weeks prior
to the date of travel via Laserfiche. Failure to meet this requirement will result in the
possibility that the travel request may not be approved.
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Guidelines and Forms

All CTE Teachers and CTSO Sponsors should become familiar with our districts
Employee Travel Guidelines and Student Travel Guidelines.

CTE Travel Requiring an Approval

e Travel with Students
» CTSO Travel (Competitive and Non-Competitive)
= Student Conferences
* Industry Tours
= District Campus CTE Events

e Travel without Students
= Teacher Conferences
= Region One Meetings
= Other Out-of-District Meetings

SISD CTE
Travel Flow Chart

CTE CAMPUS CTE

TEACHER SECRETARY PRINCIPAL DIRECTOR CAO
+ Submits

c::mnp-lleted = Verifies proper = Reviews = Send final « Approves/Denies

itemized travel documents. information. approval to Chief travel

and supporting = Verifies sufficient = Approves/Denies Admin. Officer,

documentation funds. through

inCILIding-'nml = Sends to Campus LASERFICHE

funds requested E:::”:'pa“ CTE

through min.

LASERFICHE.

If a staff member must return from a CTE trip for personal reasons, that staff member
will personally be responsible for covering his/her travel expenses to accommodate their
personal schedule.

19 | Page


https://cdnsm5-ss8.sharpschool.com/UserFiles/Servers/Server_416150/File/Departments/Purchasing/Employee%20Travel%202024-2025.pdf
https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/assignments/Boyd/Student%20Travel%202023-2024%20(updated).pdf

If a staff member is serving in the capacity of a judge at any given competition, they will
not be reimbursed for any travel expenses as judging an activity/competition is
considered voluntary.

CTE Travel Not Requiring an Approved Travel Packet

District Convocations

Campus-Initiated Off-Campus Team Building Events
Central Office Meetings or Trainings

Campus CTE In-Service Training Sessions

Campus PLCs
CTSO Student Community Volunteer Events

Websites

CTE Department Website

Our District CTE Department Website can be accessed at any time to obtain information
regarding our CTE program offerings.
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Available SISD Career Technical Student Organizations (CTSO’s)

The Texas Education Agency (TEA) is responsible for leadership and fiscal oversight of the state
affiliate of Career and Technical Student Organizations (CTSOs), as well as integration of CTSO
activities into state-approved CTE programs of study.

Engaging in CTSOs broadens students’ knowledge of their career field, gives them active
opportunities to develop leadership skills, and helps them achieve long-term success. Through
CTSOs, students also have the opportunity to interact with business and industry professionals
and participate in competitive events, community service, school service, and leadership
development activities.

Our district offers a number of CTSOs, including:

Business Professionals of America (BPA)

Family, Career and Community Leaders of America (FCCLA)
Future Farmers of America (FFA)

Health Occupations Students of America (HOSA)

SkillsUSA

Students may also take part in a number of other extended learning opportunities such as:

e FIRST Robotics
e High School Mock Trial
e Texas Public Service Teacher Association (TXPSTA)

CTSO Competition Calendar

At the beginning of each school year, CTSO Sponsors will be asked to submit a calendar of their
CTSOQ’s Calendar of Events to our CTE Department office. Only events that your SISD CTSO
chapter will attend should be included in your calendar submission. These calendars will help
our office be aware of and plan for the upcoming travel.

The calendar submission deadline will be Friday, September 30%. We understand that some
organizations may not yet have their calendar finalized, but please submit the event dates
they have available by this date.

CTSO Chapter Documentation

Completed CTSO Chapter documents should be uploaded to Eduthings/SchoolLinks by the end
of April. Required documentation will include:
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Chapter Bylaws e Receipts of state and national dues

Registered student members and (if applicable)
officers e Fundraiser Activities (up to 2)

e C(Calendar of competitive events e Community Service Activities (2 or
attending more)

o Meeting Agendas & sign-in sheets

CTSO Uniforms

There are times when the CTE Budget may pay for student uniforms, competition, and/or office
dress contingent on the availability of funds. If uniforms are purchased through the CTE budget,
they must be inventoried and returned at the end of the school year.

Rostering of Students

It is important to note that our CTE Program derives its funding from students being enrolled
in our CTE courses, and not from CTSO participation. CTSOs are co-curricular.

To be a CTSO member, students must be enrolled in the CTE career cluster that aligns with their
CTSO and be currently taking at least one course within that cluster in the same school year.

CTSO must compete in events that align with their career clusters only.

To compete, students are required to be active members and must advance through the
appropriate prior competition levels. All UIL academic standards apply, meaning students with
failing grades are ineligible to compete. Official student rosters must be uploaded to
Eduthings/SchoolLinks.

It will be the responsibility of the CTSO Sponsor to verify the CTE course enrollment prior to
registering the students for their competitive event(s).

Sponsorships Assignments

The campus principal will determine which CTE Teacher(s) will sponsor each of our available
Career and Technical Student Organization (CTSO). Additional CTSOs are not to be offered
unless they have been approved at the district level. CTSO Sponsors must be a CTE Teacher for
at least 75% of the time. They must also be a CTE teacher in the aligned CTE cluster.
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Sponsor Responsibilities

In order to ensure CTSOs operate as intended, Sponsors must assume some general
responsibilities, including:

Understand all policies and procedures with regard to the operation of a student
organization as outlined by the district and the CTSO.

Implement CTSO standards as outlined in the state and national organizations.
Collaborate with other CTSO Sponsors.

Ensure all active members meet the criteria set forth by the organization.

Ensure students meet eligibility requirements for all CTSO events.

Assume responsibility for the constant care of equipment and facilities being used.
Instruct his/her competitors concerning rules, updates, new knowledge, and innovative
ideas and techniques.

Accompany his/her students to all CTSO events. If prior arrangements have not been
made and approved by the CTE Director, CTE students may not be able to participate.
Provide information for transportation and logistics to all involved.

Report a summary of all competitions and competition results as per the established
campus procedures.

Submit CTSO required documents on Eduthings/SchoolLinks.

Student Qualifications to Compete in CTSOs

It is not enough for students to pay dues. Students must be active members in order to qualify
to participate in a competitive event. To be considered an Active Member, students must:

Attend scheduled CTSO Meetings;

Attend scheduled CTSO Practices for the event(s) they have signed up to compete in;
Officially advance from the prior competition level (when applicable);

Meet UIL Eligibility Requirements (as noted below); and

Meet any other requirements established in the respective CTSO Bylaws

It will be the responsibility of the CTSO Sponsors to verify Active Membership prior to
registering students for their competitive event attendance.

Submitting CTSO Travel Requests

All CTSO Sponsors should become familiar with our district's Employee Travel Guidelines and
Student Travel Guidelines. Travel should be submitted through Laserfiche at least four weeks

prior to the date of travel. The approval process will be as follows:
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https://cdnsm5-ss8.sharpschool.com/UserFiles/Servers/Server_416150/File/Departments/Purchasing/Employee%20Travel%202024-2025.pdf
https://www.sharylandisd.org/UserFiles/Servers/Server_416150/File/assignments/Boyd/Student%20Travel%202023-2024%20(updated).pdf

SISD CTE
Travel Flow Chart

CTE CAMPUS CTE
TEACHER CAO
SECRETARY PRINCIPAL DIRECTOR
« Submit
C;mlzllcfed * Verifies proper * Reviews + Send final + Approves/Danies
itemized travel documents. information. approval to Chief travel
and supporting = Verifies sufficient = Approves/Denies Admin. Officer.
documentation funds. through
including total * Sends to Campus LASERFICHE
funds requested E::n‘:_'pa VCTE
through min.
LASERFICHE.

In order to streamline the travel request process, the Sponsor will continue to submit the
Laserfiche CTE Travel for their respective CTSO.

Students will need to be individually listed on Eduthings ,indicating the place they earned,
qualifying them to attend each level of competition.
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