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The mission of Walton County School District’s CTE Programs is to
prepare students of all ages for success in college and career by helping them
develop the skills, technical knowledge, academic rigor and real-world
experiences necessary to be successful in a high-skill, high-demand career in
an ever changing global market.

https://www.walton.k12.fl.us/career-and-technical-education
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Jason Catalano, Chairperson, District 5
William (Bill) Eddins, Jr., District 3
Tammy Smith, District 1
Jeri Michie, District 4
Kim Kirby, District 2

The Walton County School Board does not discriminate on the basis of race, color, religion, gender, age, ethnicity, national origin, marital status, sexual
orientation, disability, political or religious beliefs, genetic information or any other basis prohibited by law in its educational programs, services or
activities or in its hiring or employment practices. Retaliation against an employee for engaging in a protected activity is prohibited. The Board also
provides equal access to its facilities to the Boy Scouts and other patriotic youth groups, as required by the Boys Scouts of America Equal Access Act.
Applicant/individuals with disabilities requesting accommodations under the Americans with Disabilities Act (ADA) may call the District’s Equal
Employment Opportunities (EEO) Officer [145 Park Street, DeFuniak Springs, FL 32435, 850-892-1100, Ext: 1309] for assistance.
Lack of English skills will not be a barrier to admission and participation. The district may assess each student’s ability to benefit from specific programs
through placement tests and counseling, and, if necessary, will provide services or referrals to better prepare students for successful completion.
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Perkins V: Strengthening Career and Technical Education for the 21st
Century Act (SCATE)
WHAT IS PERKINS?
The Perkins program is the primary federal investment in career and technical education at both the secondary and
postsecondary levels. The latest iteration of Perkins, known as Perkins V, was signed into law in 2018 as the
Strengthening Career and Technical Education for the 21st Century Act (SCATE). The Act, which took effect
July 1, 2019, amends the Carl D. Perkins Career and Technical Education (Perkins IV) Act of 2006 and
reauthorizes Perkins for six years. The Act defines its purpose as “to develop more fully the academic knowledge
and technical and employability skills of secondary education students and postsecondary education students who
elect to enroll in CTE programs and programs of study.”
Each state participating in the federal Perkins program must submit a four-year plan outlining the state’s approach
to implementation of the Act. The U.S. Department of Education approved Florida’s Perkins Four-Year State Plan
in June of 2020. The Plan outlines Florida’s commitment to providing all students the opportunity to participate in
quality career and technical education (CTE) programs that lead to in-demand occupations.
One of the major changes in Perkins V is the requirement for local agencies to conduct a CLNA, at a minimum of
every two years (Sec. 134(c)). The needs identified in this process of stakeholder engagement and data analysis will
serve as the basis of local agencies’ Perkins application and four-year plan development. Agencies conducted their
first CLNA in the 2019-2020 program year, with the results incorporated into their 2020-2021 application. Agencies
will be conducting their second CLNA during the 2021-2022 program year, which will inform agencies’ 2022-2023
and 2023-2024 local plans.
Agencies will focus on several new facets outlined in Perkins V:
• Develop a data-driven local continuation plan for spending of Perkins funds, based on findings of, and any
updates to, the Comprehensive Local Needs Assessment (CLNA) conducted in 2019-2020.
• Expend Perkins V funds on only those programs that meet size, scope and quality, labor market alignment, and
programs and activities that meet a need identified in the CLNA or any updates.
• Continue emphasis on stakeholder engagement. Perkins V requires significant consultation with a required group
of stakeholders, at both the state and local levels, not only while conducting the CLNA but also in development of
the four-year application and subsequent continuation applications in ongoing program planning, implementation,
evaluation and required needs assessment updates.
• Increase focus on serving special populations and on closing gaps in performance and enrollment between these
and other student groups, which is why the assessment of the current situation of subpopulations was required in the
2019-2020 CLNA.
• Conduct the biennial CLNA to inform each agency’s 2022-2023 and 2023-2024 local plans.
Each year, Florida receives approximately 73 million dollars (pending annual allocations) through the Perkins
program. The bulk of the funds go directly to eligible agencies (school districts and Florida College System
institutions) through annual entitlement grants, as well as competitive grants which have in the past included support
for entrepreneurship education, agencies serving rural areas, students in Department of Juvenile Justice facilitates,
and college career pathways.
If you have questions or comments related to Florida’s Perkins V implementation, please contact
Perkins@fldoe.org.
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Funding
The state of Florida has determined that funding should be allocated to CTE programs based on relative need.
Florida will continue to use student participation in career and technical programs at each level, measured by
instructional or membership hours and converted to full-time equivalent (FTE) students, for the state allocation
formula. The FTE student enrollment in CTE is used for the formula distribution of funds.
The amounts of funds appropriated will be derived by using the following FTE categories to determine the
percentage of basic grant funds:
• The number of FTE in grades 9-12 Career Education reported by local educational agencies for the state funding
formula calculation (classified as program 300 in state reporting).
• The number of FTE in eligible Career Education courses taken by students in grades 7 and 8, based on course
enrollments of 7th and 8th graders reported by local educational agencies.
• The number of FTE in eligible Career Education courses taken by ESE students in grades 9 through 12 as
reported by local educational agencies.
• The number of FTE in Career Dual Enrollment courses, clock hour and credit hour, as reported by local
educational agencies.
Use of Funds
Each eligible recipient receiving funds under Perkins V “shall use such funds to develop, coordinate, implement, or
improve career and technical education programs to meet the needs identified in the comprehensive local needs
assessment as described in section 134(c).” There must be a clear link between needs identified in the local
comprehensive needs assessment and the expenditure of funds.
Funds may be used to support only those programs that are of “sufficient size, scope and quality [as defined by
FDOE] to be effective” (section 135(b)).
Each eligible recipient may not use more than 5% of these funds for administrative purposes. The 95% balance of
funds must be used to improve CTE programs as described in the six (6) required uses of funds:
1. Career exploration and career development
2. Professional development
3. Skills to pursue careers in high-skill, high-wage, or in-demand industry sectors or occupations
4. Programs of study
5. CTE activities that result in increasing student achievement of the local levels of performance
6. Evaluation activities
The six local uses of funds requirement can be supported through federal or non-federal funds.
Funding Distribution
1. Minimal Allocation
As was the case for Perkins IV, under Perkins V, an eligible recipient must qualify for a grant of at least $15,000
under the formula to receive an allocation, or it must enter into a consortium that meets the minimum
allocation requirement. A state may waive this minimum allocation requirement in any case in which the eligible
recipient is in a rural, sparsely populated area or is a public charter school operating secondary CTE programs,
and demonstrates that it is unable to enter a consortium to provide CTE activities.
6

2. Consortia
As for Perkins IV, under Perkins V, any eligible recipient receiving an allocation that is not sufficient to meet
the requirements of the Act is encouraged to form a consortium or enter into a cooperative agreement with an
area CTE school or educational service agency, transfer its allocation to the area CTE school or educational
agency, and operate programs that are of sufficient size, scope and quality to be effective. Funds allocated to
consortia must be used only for purposes and programs that are mutually beneficial to all members of the
consortium and cannot be reallocated to individual members of the consortium.

PERKINS RESOURCES
Visit the below site for the Perkins Implementation Guide, Frequently Asked Questions, and more Perkins
resources:
https://www.fldoe.org/academics/career-adult-edu/perkins/
PERKINS ACCOUNTABILITY MEASURES REQUIREMENTS
Perkins V includes new definitions and accountability measures for secondary CTE programs.
Performance Measures:
Secondary Level
1S1 Graduation Rate, 4 Year Cohort
2S1 Academic Proficiency, Reading/Language Arts
2S2 Academic Proficiency, Mathematics
2S3 Academic Proficiency, Science
3S1 Secondary Placement
4S1 Nontraditional Program Concentration
5S1 Attained Recognized Postsecondary Credential
Secondary Perkins Accountability Measures Definitions
The student population used for the Perkins measures is secondary CTE concentrators meeting the definition
specified in the Perkins law. See the following excerpt from definitions section:

Sec. 3 Definitions (12) CTE CONCENTRATOR.—The term ‘CTE concentrator’ means— (A) at the secondary
school level, a student served by an eligible recipient who has completed at least 2 courses in a single career and
technical education program or program of study

In accordance with this definition, program concentrators will be identified based upon students who earn two or
more high school credits in a single career and technical education program or one high school credit and two dualenrollment credits in a single career and technical education program
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How are Perkins Accountability Measures Calculated for Secondary?
1S1- Graduation Rate,
4 Year Cohort

2S1- Academic
ProficiencyReading/Language Arts

2S2- Academic
ProficiencyMathematics

Numerator

Those students in the
denominator who have a
valid diploma by the end of
the fourth year of the cohort

Denominator

Students in the district’s
graduation cohort who are
identified as secondary CTE
concentrators

Those students from the
denominator who scored
a Level 3 or above on the
FSA/FSAA ELA exam on
the most recently taken
grade level assessment
CTE Concentrators who
were enrolled in the
reporting year and who
took an FSA Exam in
English Language Arts
(ELA)

Those students from the
denominator who scored a
Level 3 or above on the
Algebra 1 EOC, Geometry
EOC or alternative
assessment
CTE Concentrators who
were enrolled in the
reporting year and who
took a high school level
mathematic exam
(Algebra I EOC or
Geometry EOC) or
alternative assessment

3S1-Secondary
Placement

4S1-Nontraditional
Program Concentration

2S3-Academic
Proficiency-Science
Numerator

Those students from the
denominator who scored a
Level 3 or above on the
Biology 1 EOC or
alternative assessment

Denominator

CTE Concentrators who
were enrolled in the
reporting year and who
took the Biology I exam
or alternative assessment

Those students from the
denominator who were
found in the 2nd quarter
after exiting in the following:
postsecondary
education,
employment, military, or
qualifying service/volunteer
program
CTE Concentrators who
exited K-12 in the reporting
year

Those students from the
denominator who were
concentrators in a program
identified as nontraditional
for their gender

CTE Concentrators who
were enrolled in the
reporting year and whose
concentrator status was in a
program flagged as nontraditional

5S1- Attained
Recognized
Postsecondary
Credential
Numerator

Denominator

Those students from the
denominator who earned a
recognized postsecondary
credential by the time of
graduation
Secondary CTE
concentrators who
graduated in the
reporting year
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For a more thorough explanation of Perkins Secondary Accountability Measures please refer to the Guide to
Calculating Perkins Secondary Accountability Measures Baseline document and the list of Secondary CTE
Program Non- Traditional Designations located at:
https://www.fldoe.org/academics/career-adult-edu/perkins/AccountabilityMeasures.stml

Perkins Performance - Common Questions
Can we use Perkins indicator performance to complete the Student Performance section of the CLNA?
(Please see Page. 10)
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 Yes.
What if a student is dual enrolled?
 To be included as a secondary concentrator, the dual enrollment courses must appear on the

comprehensive course code table as an equivalent course for the secondary program.
 Dual enrollment students are not included in the postsecondary measures.
What if coursework was taken at more than one school or district?

 As long as the current district offers the CTE program the student was enrolled in at the prior district, the

prior coursework will count toward concentrator status.

What method is used to determine a concentrator?
 Perkins uses transcript data and includes all courses regardless of whether the student was enrolled in the

same district. Middle school programs/courses are not included.

When determining concentrator status, must the student have completed the first courses, or can it be any
courses within the program?
 It may be any courses within the program.
How are nontraditional programs identified to be included in the nontraditional-related performance measures?
 Non-traditional programs are programs which lead to careers that historically have a low representation

of one gender (25% gender participation or less). For example, automotive programs are considered
“non traditional” for women because there is historically an under-representation of women in the field.
Florida utilized nontraditional program designations as determined by the National Alliance for
Partnerships in Equity (NAPE).

SETTING PERKINS LOCAL PERFORMANCE TARGETS and IMPROVEMENT PLAN
REQUIREMENTS
State Targets are negotiated annually with Office of Career, Technical, and Adult Education (OCTAE).
Local Targets are based on the most recent year of data available. Local eligible recipients established local
targets for the duration of the four-year plan in 2019-2020, through the 2023-2024 program year.
As with Perkins IV, local program improvement plans will be required of agencies who fail to meet 90% of their
local agreed upon level of performance in any of the core indicators. Year-to-year progress will be monitored
through reports on performance indicators and in annual progress reports in local applications. If applicable, local
program improvement plans must be submitted in order to receive a grant award notification.
Local program improvement plans will be required beginning in the 2022-2023 program year. Those agencies
needing to write plans, based on their 2020-2021 performance data, will be notified, as required in Section 123 of
the Act. Notified local eligible recipients will receive under separate cover, instructions for the development and
implementation of these plans.
The local program improvement plan must include:
• The targeted performance level
• An analysis of the performance disparities or gaps identified in section 113
• Specific actions that will be taken to improve performance and address such gaps
• Person(s) responsible
• Projected date of completion
• Description of how the local program improvement plan was developed in consultation with appropriate agencies,
individuals and local stakeholders
10

Agencies that have failed to meet 90% of their local agreed upon performance level on any measure for two
consecutive years after the eligible recipient has been identified for improvement will be required to provide
additional evidence of implementation of specific actions that will be taken to improve performance and address
such gaps. Additionally, agencies may be required to participate in technical assistance and professional
development with the Department and will be contacted separately by staff should they be selected.
PERKINS REPORTING TIMELINE
Secondary measures are calculated using data submitted to the K-12 data system during Survey 5. Each year’s
reporting data will be pulled mid-October.
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PERKINS - COMMON MISCONCEPTIONS
Allocation amount is directly tied to performance


Response: Performance does not impact funding allocation.
Middle school CTE programs are included in performance calculations
 Response: Middle school CTE programs are not included in the Perkins performance calculations, but

secondary CTE courses taken by middle school students are included.

PERKINS COMMON REPORTING ISSUES
Secondary
 Invalid certification codes
 Missing teacher record
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CAPE – Florida Career and Professional Education Act
WHAT IS THE CAPE ACT?
In 2007, the Florida Legislature passed the Career and Professional Education Act (Chapter 2007-216, Laws of
Florida). The purpose of the act was to provide a statewide planning partnership between the business and
education communities in order to attract, expand, and retain targeted, high-value industry and to sustain a strong,
knowledge-based economy (s. 1003.491, F.S.). The objectives of the act are as follows (s. 1003.491(1), F.S.):
 To improve middle and high school academic performance by providing rigorous and relevant curriculum
opportunities;
 To provide rigorous and relevant career-themed courses that articulate to postsecondary-level coursework
and lead to industry certification;
 To support local and regional economic development;
 To respond to Florida's critical workforce needs; and
 To provide state residents with access to high-wage and high-demand careers.
To implement the act, the Florida Department of Education (FDOE), the Department of Economic Opportunity
(DEO), and CareerSource Florida are partnered together. At the local level, the act mandates the development of
a local strategic plan prepared by school districts with the participation of regional workforce boards and
postsecondary institutions (ss. 1003.491(2) and 1003.491(3), F.S.).
A key component of this act is a list of state-approved industry certifications that are critical to Florida’s employers
(s. 1003.492, F.S.). The legislation originally tasked the Agency for Workforce Innovation (AWI) with defining
“Industry Certification.” The agency has provided FDOE with the following definition:
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A voluntary process, through which individuals are assessed by an independent, third-party certifying entity using
predetermined standards for knowledge, skills and competencies, resulting in the award of a time-limited
credential that is nationally recognized and applicable to an occupation that is included in the workforce system’s
targeted occupation list or determined to be an occupation that is critical, emerging or addresses a local need.
In 2014, Senate Bill 850 amended s. 1003.492(2), F.S., to include the following definition of industry certification:
Industry certification as used in this section is a voluntary process through which students are assessed by
an independent, third-party certifying entity using predetermined standards for knowledge, skills, and
competencies, resulting in the award of a credential that is nationally recognized and must be at least one
of the following:
(a) Within an industry that addresses a critical local or statewide economic need;
(b) Linked to an occupation that is included in the workforce system’s targeted occupation list; or
(c) Linked to an occupation that is identified as emerging.
Also, Senate Bill 850 identified a process by which certifications would be recommended for farm occupations in
s. 570.07, F.S., and s. 1003.492(3)(b), F.S. These amendments require the Department of Agriculture and
Consumer Services (DOACS) to provide recommendations for industry certifications to be considered for
placement on the CAPE Industry Certification Funding List (s. 570.07(43), F.S.). These industry certifications
“shall demonstrate student skill proficiency and be based upon the best available data to address critical local or
statewide economic needs.” (s. 1003.492(3)(b), F.S.).
Where can I get additional information concerning CAPE?
The state of Florida has the following website, http://www.fldoe.org/academics/career-adult-edu/cape-secondary ,
that provides the CAPE Funding List (Current and Archived), CAPE Innovations Courses information, a
frequently asked questions document, statutes and rules and resources.
CAREER and PROFESSIONAL ACADEMY
A “career and professional academy” is a research-based program that integrates a rigorous academic curriculum
with an industry-specific curriculum aligned directly to priority workforce needs established by the local workforce
development board or the Department of Economic Opportunity. Career and professional academies shall be
offered by public schools and school districts. The Florida Virtual School is encouraged to develop and offer
rigorous career and professional courses as appropriate. Students completing career and professional academy
programs must receive a standard high school diploma, the highest available industry certification, and
opportunities to earn postsecondary credit if the academy partners with a postsecondary institution approved to
operate in the state. All career courses offered in a career and professional academy and each career-themed
course offered by a secondary school must lead to industry certification or college credit. Career and Professional
Academies registration generally opens in August for High School and in September for Middle School, these
registrations only take place once in a school year.
REPORTING STUDENT ENROLLMENT IN CAPE CAREER ACADEMIES

1) Principal approves prior year academy submission and/or adds new academies to offerings
 District personnel email Principals in August with a list of the prior year’s submitted career
academies.
 Principal emails district personnel back confirming these academies for resubmission for the
current school year and/or requests academies to be added to the school’s offerings.
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 When district personnel receive Principal’s email, the teacher(s) who instruct the academy’s
courses will be emailed and asked to provide the number of students and certifications offered
through this academy.
 District level personnel will submit requested Career Academy information to the State through a
secured password protected portal.
 Once the approved Career Academy list is received by district personnel then it will be forwarded
to Principals, Assistant Principals and Data Control Specialists. At this time Data Control
Specialists can proceed with Steps 2 & 3.
 Refer to https://www.fldoe.org/accountability/data-sys/database-manuals-updates/2020-21student-info-system/ for additional information and Appendix Y: Career and Professional
Academies Registered with FLDOE
2) Ensure proper reporting for Fed State tab in FOCUS (see example below)





Go to the Fed State tab for a student enrolled in an academy
Complete First Career Academy data field
Complete CAPE 1 District
Click Save

NOTE: Students could possibly be enrolled in more than one academy

3) Ensure proper reporting for Technical Education tab in FOCUS
 Go to the Technical Education tab for a student enrolled in an academy
 Complete the Career Academy Participant data field (see example below)
 Click Save
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4) This data element will be pulled in Surveys 2, 3, and 5 by WCSD Data personnel and submitted to
FLDOE.
CAREER THEMED COURSES
A “career-themed course” is a course, or a course in a series of courses, that leads to an industry certification
identified in the CAPE Industry Certification Funding List pursuant to rules adopted by the State Board of
Education. Career-themed courses have industry-specific curriculum aligned directly to priority workforce needs
established by the local workforce development board or the Department of Economic Opportunity. School
districts shall offer at least two career-themed courses, and each secondary school is encouraged to offer at least
one career-themed course. The Florida Virtual School is encouraged to develop and offer rigorous career-themed
courses as appropriate. Students completing a career-themed course must be provided opportunities to earn
postsecondary credit if the credit for the career-themed course can be articulated to a postsecondary institution
approved to operate in the state.
Please note that registration of career-themed courses is the only mechanism in which students earning CAPE
Industry Certifications and CAPE Acceleration Industry Certifications qualify for funding in the Florida Education
Finance Program (FEFP) under s. 1011.62, Florida Statutes. If a student earns an industry certification outside of
one of the registered career themed courses, CAPE funds will not be received for that student. Career Themed
Course registration generally opens in October for initial submissions and there are two update windows one in
February and one in August.
CAPE CERTIFICATE DESIGNATIONS
The following table shows three types of certificates and certifications that are included on the “CAPE Industry
Certification Funding List.” Designations for the different types of certificates/certifications are included on the list
adopted by the State Board of Education.
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Type of Certification/Certificate
CAPE Digital Tool Certificates

Description
To earn a certificate, students must pass an
assessment of digital skills in the following
areas: word processing; spreadsheets; sound,
motion, and color presentations; digital arts;
cybersecurity.

Statutory References
s. 1003.4203(3), F.S.
s. 1008.44(1)(b), F.S.
s. 1011.62(1)(o), F.S.

CAPE Industry Certifications

The certificates are available to students in
elementary school and middle school grades.
These are industry certifications that either do s. 1003.4203(4), F.S.
not articulate for college credit or do
s. 1008.44(1)(a), F.S.
articulate for up to 14 college credits based on s. 1011.62(1)(o), F.S.
a statewide articulation agreement.

CAPE Acceleration Industry Certifications

The certifications are available to students in
grades 6 through 12.
These are industry certifications that articulate s. 1003.4203(5)(b), F.S.
for 15 or more college credit credits based on s. 1008.44(1)(e), F.S.
a statewide articulation agreement.
s. 1011.62(1)(o), F.S.

In addition to the above items on the funding list, the law added a new type of course called “CAPE Innovation
Courses.” These courses combine academic and career performance outcomes with embedded industry
certifications and must incorporate at least two third-party assessments, one of which must be associated with an
industry certification on the “CAPE Industry Certification Funding List.” (s. 1003.4203(5)(a), F.S.).
CAPE FUNDING WEIGHTS
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 A value of 0.025 full-time equivalent student membership shall be calculated for CAPE Digital Tool
certificates earned by students in elementary and middle school grades
 A value of 0.1 or 0.2 full-time equivalent student membership shall be calculated for each student who
completes a course as defined in s. 1003.493(1)(b) or courses with embedded CAPE industry certifications
and who is issued an industry certification identified annually on the CAPE Industry Certification Funding
List approved under rules adopted by the State Board of Education. A value of 0.2 full-time equivalent
membership shall be calculated for each student who is issued a CAPE industry certification that has a
statewide articulation agreement for college credit approved by the State Board of Education. For CAPE
industry certifications that do not articulate for college credit, the Department of Education shall assign a
full-time equivalent value of 0.1 for each certification. Middle grades students who earn additional FTE
membership for a CAPE Digital Tool certificate pursuant to sub-subparagraph a. may not use the
previously funded examination to satisfy the requirements for earning an industry certification under this
sub-subparagraph. Additional FTE membership for an elementary or middle grades student may not
exceed 0.1 for certificates or certifications earned within the same fiscal year. The State Board of
Education shall include the assigned values on the CAPE Industry Certification Funding List under rules
adopted by the state board. Such value shall be added to the total full-time equivalent student membership
for grades 6 through 12 in the subsequent year. CAPE industry certifications earned through dual
enrollment must be reported and funded pursuant to s. 1011.80. However, if a student earns a
certification through a dual enrollment course and the certification is not a fundable certification on the
postsecondary certification funding list, or the dual enrollment certification is earned as a result of an
agreement between a school district and a nonpublic postsecondary institution, the bonus value shall be
funded in the same manner as other nondual enrollment course industry certifications. In such cases, the
school district may provide for an agreement between the high school and the technical center, or the
school district and the postsecondary institution may enter into an agreement for equitable distribution of
the bonus funds.
 A value of 0.3 full-time equivalent student membership shall be calculated for student completion of the
courses and the embedded certifications identified on the CAPE Industry Certification Funding List and
approved by the commissioner pursuant to ss. 1003.4203(5)(a) and 1008.44,
 A value of 0.5 full-time equivalent student membership shall be calculated for CAPE Acceleration
Industry Certifications that articulate for 15 to 29 college credit hours, and 1.0 full-time equivalent student
membership shall be calculated for CAPE Acceleration Industry Certifications that articulate for 30 or
more college credit hours pursuant to CAPE Acceleration Industry Certifications approved by the
commissioner pursuant to ss. 1003.4203(5)(b) and 1008.44.
 Provision for additional membership calculation for certifications earned through dual enrollment with a
district career center, charter technical career center, or Florida College System institution, if the
certification was not fundable at the postsecondary level
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CAPE ESTIMATED FUNDING VALUES-WALTON-20-21

CAPE TEACHER BONUSES
The following bonuses are required from the funds in the FEFP Calculation:
Funding Weight
0.1 Weight
0.2 Weight
0.3 Weight
0.5 Weight
1.0 Weight

Required Teacher Bonus
$25
$50
$75
$100
$100

Effective 2017-18 the annual cap on teacher bonuses was removed – bonuses will be paid based on
the total number of certifications.
Digital Tools do not generate teacher bonuses.

 Provided to teachers who are employed by the district in the year in which the additional FTE
membership calculation is included in the calculation. (Teacher must be employed with WCSD after July
1st to qualify for bonus)
 Bonus awarded is in addition to any regular wage or other bonus the teacher received or is scheduled to
receive.
 A bonus may not be awarded to a teacher who fails to maintain the security of any CAPE industry
certification examination or who otherwise violates the security of administration protocol of any
assessment instrument.
 All teachers whose instruction in that year leads to the industry certification attainment must receive the
bonus.
 If more than one teacher’s instruction leads to the attainment of the certification in that year, the bonus is
not pro-rated among the eligible teachers. Each teacher qualifies for the statutory amount.
 CAPE monies are received at the district between March and April of the following year, so this is when a
teacher’s bonus is paid.
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Q & A CTE TEACHER CERTIFICATION
Are teachers required to be industry certified in order to teach CTE programs/courses?
Yes. Teachers must hold all the industry certifications that the students are expected to earn in the course.
If the teacher holds a higher-level certification (e.g., Registered Nurse) than what the student is expected to
earn (e.g., Certified Nursing Assistant), then the teacher is not required to hold the lower level certification.
Are teachers required to have the CTE subject area they are teaching on their teaching certificate?
Yes, if a teacher does not possess the allowed CTE subject area (these can be found in the Program’s
Frameworks) on his/her teaching certificate then they are considered out-of-field after one year of teaching
that program/course.
Q & A for CAPE FUNDING EXPENDITURE REQUIREMENTS
What are the relevant statutes for the funding associated with industry certification additional FTE membership?
Section 1003.4203, Florida Statutes – Digital materials, CAPE Digital Tool certificates, and technical assistance
Section 1003.491, Florida Statutes – Florida Career and Professional Education Act
Section 1003.492, Florida Statutes – Industry-certified career education programs
Section 1003.493, Florida Statutes – Career and professional academies and career-themed courses
Section 1003.4935, Florida Statutes – Middle grades career and professional academy courses and career-themed
courses
Section 1008.44, Florida Statutes – CAPE Industry Certification Funding List and CAPE Postsecondary Industry
Certification Funding List
Section 1011.62(1)(o), Florida Statutes – Calculation of additional full-time equivalent membership based on
successful completion of a career-themed course pursuant to ss. 1003.491, 1003.492, and 1003.493, or courses
with embedded CAPE industry certifications or CAPE Digital Tool certificates, and issuance of industry
certification identified on the CAPE Industry Certification Funding List pursuant to rules adopted by the State
Board of Education or CAPE Digital Tool certificates pursuant to s. 1003.4203.
What are the expenditure requirements for the funding associated with industry certification additional FTE
membership?
Section 1011.62(1)(o)2., Florida Statutes (F.S.), requires that each district must allocate at least 80 percent of the
funds provided for industry certification to the program that generated the funds. This section of statute was
added into law in 2010. (Chapter 2010-154, Laws of Florida)

Each district must allocate at least 80 percent of the funds provided for CAPE industry certification, in
accordance with this paragraph, to the program that generated the funds.

Section 1011.62(1)(o)2., F.S., prohibits the use of the allocation to supplant funds provided for the basic operation
of the program. This section of statute was added into law in 2013. (Chapter 2013-27, Laws of Florida)

This allocation may not be used to supplant funds provided for basic operation of the program.
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Section 1011.62(1)(o)3., F.S., provides for teacher bonuses from the industry certification additional FTE
calculation. This section of statute was added into law in 2014 and amended in 2016. (Chapter 2016-237, Laws of
Florida)

3. For CAPE industry certifications earned in the 2013-2014 school year and in subsequent years, the
school district shall distribute to each classroom teacher who provided direct instruction toward the
attainment of a CAPE industry certification that qualified for additional full-time equivalent membership
under subparagraph 1.:
a. A bonus of $25 for each student taught by a teacher who provided instruction in a course that led to the
attainment of a CAPE industry certification on the CAPE Industry Certification Funding List with a weight
of 0.1.
b. A bonus of $50 for each student taught by a teacher who provided instruction in a course that led to the
attainment of a CAPE industry certification on the CAPE Industry Certification Funding List with a weight
of 0.2.
c. A bonus of $75 for each student taught by a teacher who provided instruction in a course that led to the
attainment of a CAPE industry certification on the CAPE Industry Certification Funding List with a weight
of 0.3.
d. A bonus of $100 for each student taught by a teacher who provided instruction in a course that led to
the attainment of a CAPE industry certification on the CAPE Industry Certification Funding List with a
weight of 0.5 or 1.0.
Bonuses awarded pursuant to this paragraph shall be provided to teachers who are employed by the
district in the year in which the additional FTE membership calculation is included in the calculation.
Bonuses shall be calculated based upon the associated weight of a CAPE industry certification on the
CAPE Industry Certification Funding List for the year in which the certification is earned by the student.
Any bonus awarded to a teacher under this paragraph is in addition to any regular wages or other bonuses
the teacher received or is scheduled to receive.
Effective for 2017-18 fiscal year, the annual cap on payment of teacher bonuses was removed from the
statute. (Section 1011.62(1)(o)3., F.S., Beginning with bonuses paid in the 2017-18 fiscal year based upon
certifications earned in 2016-17, teachers who provided direct instruction toward the attainment of a
funded industry certification must be paid bonuses based on the total number of certifications.

Section 1003.491, F.S., requires that each school district develop a three-year strategic plan. This plan must
include “strategies to redirect appropriated career funding in secondary and postsecondary institutions to support
career academies and career-themed courses that lead to industry certification.”
Does the funding associated with additional FTE membership have to be provided to the program which
generated the industry certification? What does program mean in this context?
Yes. Section 1011.62(1)(o)2., F.S., requires that each district must allocate at least 80 percent of the funds
provided for industry certification to the program that generated the funds.
“Program” is meant to be interpreted as the specific program or academy related to the course in which the
certification was earned. For example, an Adobe certification is earned in the registered career-themed course
Digital Design I. The monies could be spent on eligible expenses (s. 1003.491(3)(q), F.S.) within the Digital
Design program number or in a registered academy related to Digital Design. “Program” is not intended to be
interpreted as the general CAPE program (i.e., any CAPE expenses at the school). (s. 1011.62(1)(o)2., F.S.)
May the funding associated with additional FTE membership be used to fund the instructional salary of the
teachers whose students are earning industry certifications?
No. Section 1011.62(1)(o)2., F.S., prohibits the use of the allocation to supplant funds provided for the basic
operation of the program, which includes instructional salaries of teachers. Districts are provided funds for the
course enrollments through the Florida Education Finance Program in accordance with the requirements in s.
1011.62, F.S.
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What are some additional examples of supplanting funds provided for the basic operation of the program?
In general, if a district has an expense, such as supplies or class equipment, that is funded with FEFP allocations
for all other courses but expends the CAPE add-on FTE funds for that same expense for a CAPE program or
course, then the use of funds generated from CAPE add-on FTE funds for that expense would be considered
supplanting. (Id.) For example, purchasing classroom supplies to support the core curriculum of a program with
the CAPE funds instead of other FEFP funds would be considered supplanting. Specific examples include
purchasing food for a culinary program, basic automotive materials for an automotive program or building
materials for a construction program. However, purchasing additional materials for instruction to supplement the
core curriculum, such as specialized curriculum associated with the industry certification exam, would be
allowable. (s. 1011.62(1)(o)2., F.S.)
Please consult with your district finance office regarding allowable expenses from CAPE funds.
How does a district determine which teachers are required to be paid a teacher bonus for industry certification
attainment?
It is the district’s responsibility to identify which teachers’ direct instruction led to the attainment of industry
certifications. All industry certifications for which teacher bonuses are required must be reported with course
numbers. Districts may use this course information to identify teachers who are required to be paid bonuses. All
teachers whose direct instruction led to the attainment of industry certifications are entitled to a bonus.
(s. 1011.62(1)(o)3., F.S.) For example, some students may require instruction in several courses to earn a
certification, so multiple teachers may have provided direct instruction. The bonus is not prorated among the
teachers. In addition, bonuses must be provided to teachers who are employed by the district in the year in which
the additional FTE membership calculation is included in the calculation. (Id.)
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CAPE TESTING ADMINISTRATION PROCEDURES
To report industry certifications, the following procedures must be followed for all written examinations:
o Exam is not proctored by the individual providing the direct instruction for the industry
certification or certificate, except under extremely limited conditions.
 If only one individual is approved by the certifying agency as a proctor, the teacher may

proctor the exams and must be independently monitored by a second individual who does
not provide direct instruction for the industry certification content to the individuals taking
the test(s).

o Exam questions are delivered in a secure manner and paper-based tests are not available to the
proctor for an extended period of time.
o Exam is scored by certifying agency (cannot be scored by anyone at the district).
o Exam is administered in accordance with the certifying agency procedures.
o Exam must not have been administered more than 3 times during the academic year with a
minimum of 20 days between test administrations (student may re-test on the 21st day).
o Certification exams administered that do NOT adhere to the required test administration
procedures cannot be reported to the state for funding or any other purpose.
o Requirements apply to all written or computerized exams given.
o For non-CAPE Assessments, Licensures and Certifications, districts must adhere to the same test
administration requirements in 2017-18.
o Date submitted for the Industry Certification should match the certificate’s date.
o All test outcomes must be entered (both pass and fail). If student fails then passes on 2nd attempt
only report the final outcome and date for the year, so in this example only report the pass with
date.
o There is NO funding cap for students in grades 9-12 but there is a .01 cap for K-8 students.
o Student is ready to test only when they have earned an 85% or better on three final practice exams.
o Industry Certification must be registered with a Career Themed Course to generate CAPE funds.
o MOS Master requires a total of four exams. Please refer to the vendor at
https://www.microsoft.com/en-us/learning/mos-master-certification.aspx for available testing
options to meet this test’s requirement.
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School Responsibilities for CAPE Digital Tools and Industry Certification Testing
Test Scheduling:

Industry Certification Exam Testing should not occur during the same testing window as state FSA, EOC’s, AP/IB,
semester and final exams.
Schools are responsible for coordinating test schedules, creating test sessions, and securing test materials.
Provide CTE District Coordinator and Career Counselor with school’s CTE testing dates.
All CAPE industry certification requirements must be followed, see section – FLDOE CAPE Certification Requirements

School Information:

Schools are responsible for securing test proctors prior to scheduling tests.
All proctors will be qualified and have completed professional development training of CAPE requirements
Testing rooms should be prepared by the instructors the day prior to the date the industry certification is administered.
The schools must ensure proper distribution and collection of testing materials.

Technical Requirements:

Schools are responsible for ensuring that all computers (including laptops) used for industry certification testing have
the required internet connection, software, and updates as required by the test to be administered.
Computers should be checked, and student logins prepared prior to testing.
Please Note: In certain circumstances, the computer on which a test candidate is taking the exam may stop responding
or produce an error condition in which continuation of the exam would not be possible. If a test candidate experiences this
or any other computer interruption, they must notify the administrator and/or proctor immediately to restart the exam.
When the computer is restarted, and/or the error condition resolved, the proctor will launch the software again and the test
candidate will choose the "In-Progress" exam, which will return them to the point at which the interruption occurred. The
software will retain the exam progress and time remaining up to the point of termination, as long as the exam is resumed
on the same computer in which it was started.

Teacher Responsibilities for CAPE Digital Tools and Industry Certification
1. Register students for testing following the appropriate registration process.
• Please note that some students may already have an account due to enrollment in a prior year CTE
course, those students should confirm that they are able to access their accounts. If a student has
forgotten their username or password, they should follow the appropriate retrieval methods listed on
the vendor website. Do not allow students to create random usernames as they will use the same
account throughout middle/high school.
2. Report technology issues prior to testing.
3. Follow all rules as outlined in section – FLDOE CAPE Industry Certification Requirements
http://www.fldoe.org/core/fileparse.php/8904/urlt/cape-act-techassist.pdf

24

Proctor Responsibilities for CAPE Digital Tools and Industry Certification
These responsibilities are to be used in addition to any specific instructions and responsibilities provided by the vendor
of the CTE assessments.
The Proctor oversees the administration of an assessment, to include:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Inventory testing materials before and after the assessment
Post the “DO Not Disturb” sign on the door
Maintain attendance and seating chart
Distribute and collect testing materials
Providing instructions: proctor may answer questions regarding the functionality of the exam or software but
may not answer questions or proved instructions related to exam content.
One student at a time, is permitted to leave the testing room for a restroom break
Keep track of time
Maintain a presence in the testing room to discourage talking or cheating
Protect the participants from disturbances and distractions
Refrain from answering any questions relative to the meaning or intent of test items
Report any irregularities or suspected breach of security to the school testing coordinator and the Coordinator
of CTE
Review and follow prescribed procedures for specific assessment administration
Verify if any accommodations (if allowed by the vendor) will be needed during administration for special needs
students
Verify that non-programmable calculators, scratch paper, and pencils will be available to the students during the
assessment session as allowed by assessment vendor
Be aware of participants who may be experiencing problems with equipment, connectivity or any other
technical difficulty, if a problem occurs contact the school’s Technology Contact
Collect testing materials for any participant who wishes to leave the room, as per assessment vendor’s
guidelines
Complete end of assessment requirements as per the assessment vendor instructions.
Collect written assessments, answer sheets, or verify electronic tests have been completed and submitted
properly
Notify the school administration in the event of behavior issues

Proctors MUST be assigned to the testing site per the table below:
1 – 25 Students
26 – 50 Students

1 Proctors
2 + Proctors

Testing Administration Security
To report industry certifications, the following securities must be followed for all examinations
•
•
•

Exams shall be maintained and administered in a secure manner such that the integrity of the tests shall be
preserved and are complying to certifying agency procedures.
Exams or individual test questions shall not be revealed, copied, or otherwise reproduced by persons who are
involved in the administration or proctoring.
Examinees shall not be assisted in answering test questions by any means by persons administering or proctoring
the administration of any test.

Physical Testing Environment
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•
•
•

Ensure the testing area is a professional environment were examinees may take the exam without interruptions
or distractions.
Ensure that each test is actively proctored with an unobstructed view of each examinee in the testing area.
While testing is in progress, use of equipment such as printers, telephones, or other electronic devices is not
permitted in the testing environment.

Examinee procedures
•
•
•
•
•
•

Examinee may not have any type of recording devices such as cameras & PDAs, or any form of communication
devices such as cell phones or smart watches during testing.
Examinee must not communicate with other test candidates during testing or during any authorized testing
breaks.
Examinee must not remove exam content from the testing area and must not disclose, summarize, or reproduce
any part of the exam content.
Examinee may retake the same failed exam – retake policies vary based on the exam program. State of Florida
requires a 20-day waiting period between exams.
Examinee must abide by all test taking policies and procedures.
Examinees found to have violated testing policies and procedures may lose existing certifications and may be
permanently ineligible for additional certifications.

Protocol for breach of testing procedures
In the event, of any incident during a testing session, the following procedure is to be followed:
•
•
•

•
•

The person reporting the incident is to notify the school’s Principal of the incident
The Principal notifies the Coordinator of Curriculum & Instruction
The Coordinator of Curriculum & Instruction begins the investigation
o Talking to appropriate parties
 Teachers
 Proctors
 Students
 Vendor
If the breach may lead to personnel disciplinary action, then the Coordinator of Curriculum & Instruction will
notify needed parties of the findings.
Depending on outcome:
o When appropriate the Coordinator of Curriculum & Instruction will send findings to vendor.
o When appropriate the Coordinator of Curriculum & Instruction will send findings to FLDOE.
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Industry Certification Assessment Accommodations
School:
Program:
STDT #

NAME

G
R

COURSE #

COURSE
Name

Test

Documentation

Accommodation
needed

Signature:
CTE Teacher:
Date:
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District Results by Assessment 2020 – 2021
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CAPE PROGRAM IMPROVEMENT PLAN
1003.493 Career and professional academies and career-themed courses:
Subsection (5) All career courses offered in a career and professional academy and
each career-themed course offered by a secondary school must lead to industry
certification or college credit. If the passage rate on an industry certification examination
that is associated with the career and professional academy or a career-themed course
falls below 50 percent, the 3-year strategic plan must be amended to include specific
strategies to improve the passage rate of the academy or career-themed course.
REQUESTING AN ADDITION TO THE CAPE INDUSTRY CERTIFICATION
FUNDING LIST
School districts are provided with a standard window in which to request certifications for the
“CAPE Industry Certification Funding List.” This process is specified in Rule 6A-6.0573(4),
F.A.C. See table below for the key timelines for the adoption of this list. This list is adopted each
year by the State Board of Education as part of an amendment to Rule 6A-6.0573, F.A.C.
Deadline
March 1
March 5
March 5-April 1
March 15
August 1

Activity
CareerSource Florida Board approves a list of recommended industry certifications no
later than this date.
Florida Department of Education releases the preliminary “CAPE Industry
Certification Funding List.” Rule 6A-6.0573(9)(a), F.A.C.
Districts may submit requests for an addition to the “CAPE Industry Certification
Funding List.” Rule 6A-6.0573(9)(a), F.A.C.
Department of Agriculture and Consumer Services (DOACS) submits
recommendations for certifications for farm occupations to the Department of
Education. Rule 6A-6.0573(10)(a), F.A.C.
Florida Department of Education releases the final “CAPE Industry Certification
Funding List.” Rule 6A-6.0573(6), F.A.C.

Q & A for Adding Industry Certifications to the CAPE Funding List
Who is eligible to submit?
Only local workforce development boards or public school principals can submit applications.
Other entities interested in submitting certifications for consideration must go through a local
workforce development board or public school principal.
How will submissions be researched and vetted prior to review by the CareerSource Florida Board
of Directors’ consideration in February?
Following completion of the submission cycle in September, all submissions will be researchedby
CareerSource Florida, the Florida Department of Education and the Department of Economic
Opportunity to determine if they meet eligibility criteria. This includes academic rigor, within an
industry that addresses a critical local or statewide economic need, linked to an occupation that is
included in the workforce system’s targeted occupations list; or linked to an occupation that is
identified as emerging. Current labor market data, including, but not limited to, supply and
demand information will be used.
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Who approves certifications for inclusion on the List?
The CareerSource Florida Board of Directors will consider and act on CareerSource Florida staff
recommendations in February for delivery of an approved list of recommendations to the Florida
Department of Education for funding consideration by March 1. The Florida Department of
Education will make the final determination on certifications eligible for CAPE Industry
Certification funding. The CAPE Industry Certification Funding List will be published by the
Department of Education August 1.
When are submissions due?
All submissions are due in September for certifications to be considered for the next program
year.
CAPE Certification Submission Process
An applicant reviews the current CAPE Industry Certification Funding List. If the certification is
on this list, it does not have to be resubmitted for the next cycle.
All certifications submitted for consideration must be linked to occupation(s): on CareerSource
Florida’s Statewide and Local Targeted Occupations List, aligned to Enterprise Florida’s Targeted
Industry Clusters or an infrastructure industry, an occupation that is identified as emerging or
within an industry that addresses a critical local or statewide economic need.
Application
Submissions to this application must be made through a local workforce development board or a
school principal. A separate form must be used for each individual certification being submitted.
The application must be completed and include endorsements from ALL three of the following
entities:
• Florida-based state or regional business/trade association
• Local workforce development board
• Economic development organization
Please be sure to have all required information ready before completing the form. After
completing the application form, be sure to submit it.
All required fields on the form must be completed. Failure to do so will result in an ineligible
submission and will not be considered. During the review process, additional information may be
requested from the submitter.
Submission Review
Completed submissions proceed through an internal review process to determine eligibility. All
certifications passing the eligibility criteria, will be presented to the CareerSource Florida Board of
Director for consideration.
If you have other questions, please contact cape@careersourceflorida.com
Additional information may be found at https://careersourceflorida.com/about-us/policies-andinitiatives/ under the Career and Professional Education Act section.
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REPORTING CAPE CAREER THEMED COURSES AND INDUSTRY CERTIFICATIONS
1) Principal submits all career themed course and certification offerings
 District personnel digitally send to Principals the Career Themed Course Registration Microsoft
Form to complete and submit.
 District level personnel will submit requested Career Themed Course with industry
certification information to the State.
 Once the approved CAPE industry certification list is received by district personnel
then it will be forwarded to Principals, Assistant Principals and Data Control
Specialists.
 There are two additional windows in February and August during the year to add
Career Themed Courses, an email will be sent to Principals inquiring if additional
courses need to be added to the approved list.
2) Ensure proper reporting for Industry Certifications Grades 8 -12 in FOCUS
 Instructor submits completed Industry Certification Reporting Form for entry into
FOCUS. This form may be found at https://www.walton.k12.fl.us/career-andtechnical-education in the Forms for Staff section. (see sample below)
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Data Control Specialist will then go to Student Schedule (see sample below)
 Scroll over to the Industry Certification ID, enter the correct industry cert in this
field from drop down
 Enter the correct industry certification outcome (either P- Pass or F- Fail unless it is
a CAPE Innovations course then could have other outcomes) please refer to
Industry Certification Outcome Data Element at
https://www.fldoe.org/core/fileparse.php/19879/urlt/2021-140500.pdf for a more
in-depth definition of each code
 Enter the correct date the industry certification was earned (this is the date on the
certificate – if you do not print the certificate the same day as the student tests this
date will differ – the date entered should match the date on the certificate for
auditing purposes. It is recommended to print the industry certification on the day
the student tests.)
 Remember: If a student Fails then Passes we only submit the Pass with the passing
date because the state only wants the final test outcome for the year for a specific
test for the student, in addition, this would adversely affect your passing rate if both test
outcomes were erroneously reported. A student must wait 20 days between tests in order
st
to be able to submit it to the state, so no student should re-test until the 21 calendar day
after a Fail.

NOTE: There is no cap on funding for industry certifications.
 Click Save
3) This data element will be pulled in Survey 5 by WCSD Data personnel and submitted to
FLDOE.
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REPORTING CAPE DIGITAL TOOLS
1) Ensure proper reporting for Digital Tools Grades K – 8 in FOCUS
 Instructor submits completed Digital Tool Reporting Form for entry into FOCUS
This form may be found at https://www.walton.k12.fl.us/career-and-technicaleducation in the Forms for Staff section. (see sample below)

2) Data Control Specialist will then go to Student Schedule (see sample below)
 Scroll over to the Industry Certification ID, enter the correct digital tool cert in this
field
 Enter the correct digital tool certification outcome (either P- Pass or F- Fail unless it
is a CAPE Innovations course then could have other outcomes)
 Enter the correct date the digital tool certification was earned (this is the date on the
certificate – if you do not print the certificate the same day as the student tests this
date will differ – should match the date on the certificate for auditing purposes.
Best scenario would be to print the digital tool certification on the day the student
tests.)
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Remember: If a student Fails then Passes we only submit the Pass with the passing date because
the state only wants the final test outcome for the year for a specific test for the student, in
addition, this would adversely affect your passing rate if both test outcomes were erroneously
reported. A student must wait 20 days between tests in order to be able to submit it to the state, so
no student should re-test until the 21st calendar day after a Fail. There is a cap in funding at the
0.01 level for digital tools.
 Click Save.
3) This data element will be pulled in Survey 5 by WCSD Data personnel and submitted to
FLDOE.
REPORTING FEFP CODES
1) When Data entry builds Master Schedule courses, click on the Florida tab (see example
below)
 Choose from one of the following codes
 Grades 9-12 students enrolled in secondary CTE courses should be reported with
FEFP Program Code 300
 Grades 9-12 students enrolled in post-secondary CTE courses should be reported
with FEFP Program Code 103
 Grades 6-8 students enrolled in secondary CTE courses should be reported with
FEFP Program Code 102
 Click Save

High School Course
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Middle School Course

2) Data entry may also change the FEFP Code by going to Student Course Section (FTE
Code). The FEFP Code filters over to the Student Course (as shown below), if you receive
errors for FEFP codes then it is recommended that you check this location as well.
 Click on Student Schedule
 Scroll over to FEFP Number, change if necessary with drop down arrow menu
 Click Save
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NOTE: See Appendix E of the EIAS handbook for all FEFP codes. The 21-22 handbook may be

found at https://www.fldoe.org/accountability/data-sys/database-manuals-updates/2021-22-student-info-system/

3) This data element will be pulled in Surveys 1-5 by WCSD Data personnel and submitted
to FLDOE.
REPORTING ONLINE CREDIT FOR EARNED INDUSTRY CERTIFICATIONS
A student may meet the Online Credit Requirement for Graduation if the student has passed an
industry certification in the Information Technology Primary Career Cluster as identified on the
CAPE Industry Certification list.
1) Go to the Current CAPE Industry Certification Funding List
http://www.fldoe.org/academics/career-adult-edu/cape-secondary/cape-industry-certfunding-list-current.stml to determine which industry certs are in the Primary Career
Cluster for Information Technology. (see first example below)
2) Make sure student has passed an industry certification that is in the Information
Technology Primary Career Cluster and that this information has been entered into
FOCUS (See Reporting Industry Certifications for additional assistance).
3) Ensure proper reporting for Online Course Requirement
 Go to the Student’s Schedule in FOCUS (see second example below)
 Scroll over until you see Online Course
 Change this field to J – Online Course
 Click Save
4) This data element will be pulled in Survey 5 by WCSD Data personnel and submitted to
FLDOE.
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REPORTING SECONDARY CAREER PATHWAYS STUDENT PARTICIPANT
A Secondary Career Pathways Student Participant is defined as a career and technical education
student who has earned 3 or more credits in a single career and technical education program and
has participated in a locally developed Program of Study* that has a written articulation
agreement in place which establishes and validates the career pathway.
A career and technical education student is still considered a Career Pathways Student Participant
even if the student is not currently enrolled in a career and technical education course.
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The student may be in the process of completing complementary academic courses identified in the program of study.
*A Program of Study is a coherent sequence of rigorous academic and technical courses
that prepare students for successful completion of state academic standards and supports
transition to more advanced postsecondary coursework in a related career area of interest.
Additional requirements include:
 A written articulation agreement must be in place for each Program of Study that validates
the career pathway.
 The agreement must be signed and approved by the agency head of each participating local
education agency (LEA).
 The Program of Study must include the locally endorsed sequence of core academic and
Career and Technical Education (CTE) courses.
 Career pathways must lead to a postsecondary credential. This may include a certificate,
diploma, associate, or baccalaureate degree.
 Each Program of Study is expected to be guided by the workforce and economic needs of
business and industry in the community and employment opportunities for students.
1)

Ensure proper reporting for Secondary Career Pathways Student Participant
 Go to Student Grades and confirm student has taken three (3) courses within
one program with a passing grade. Programs of Study can be used to ensure
courses are within the same program and may be found at
http://www.walton.k12.fl.us/career-and-technical-education
 Go to Student, scroll to the bottom on the left-hand side to find WDIS tab,
click it. (see example below)
 Enter Y in the Career Pathways Participant field
 Click Save

2)

This data element will be pulled in Survey 5 by WCSD Data personnel and submitted
to FLDOE.
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Accountability
ACCELERATION
Acceleration Component for Middle Schools (100 points)
In order for a school to be eligible to receive the middle school component, the school must have
students enrolled in both grades 7 and 8. ELLs who have been enrolled in a U.S. school less than two (2)
years and meet the criteria for inclusion are included in the middle school acceleration component.
Denominator – An eligible student for this component is a student who meets one of the following
criteria:
• A current-year, full-year-enrolled grade 8 student who scored a Level 3 or above on the mathematics
statewide assessment or the mathematics EOC assessment taken in the prior year.
o Students must either be enrolled at the school at the time of testing or be enrolled in an EOC
course and have taken the assessment prior to the Spring administration and during the same
school grades school year. These students will be included in the denominator regardless of
enrollment in a current-year EOC course or prior-year industry certification.
• A current-year, full-year-enrolled grade 6, 7, or 8 student who is enrolled in a high school EOC course
and has a valid score for the corresponding EOC assessment.
o These students must be enrolled in a high school EOC course during the prior year Survey 4 or
the current-year Survey 1, 2, or 3, and have a valid score on the corresponding EOC during the
prior-year Summer administration or the current year Fall, Winter, or Spring administrations;
students who take an EOC during the Spring administration must be enrolled in the school as of
the first day of EOC Spring testing.
42

• A prior-year, full-year-enrolled grade 6, 7, or 8 student who took a test for a high school industry
certification.
o Students who take a high school industry certification test will be included in the denominator
only for those CAPE industry certifications identified in the industry certification funding list
adopted in Rule 6A-6.0573, F.A.C.
o Digital tools certifications are not eligible for inclusion.
Students with a valid test score for more than one EOC assessment are counted only once in the
denominator. Students must be enrolled in the high school EOC course for the test that they take; the
courses are not limited to mathematics EOC courses. A student cannot be included for the same EOC for
which the student scored a Level 3 or above in a prior year. If a student’s current year assessment is
invalidated, then the student will be removed from the denominator. Students who meet more than one of
the above criteria are included only once in the denominator. For example, if a current-year grade 8
student is enrolled in a high school EOC course with a valid EOC test score and took a high school
industry certification in the prior year, then the student will only be included once in the denominator.
Students who take an EOC and industry certification in the current year will be included in the current
year for the EOC and the next year for the industry certification.
Numerator – Those students in the denominator who scored a Level 3 or higher on the EOC assessment
for the corresponding course in which the student was enrolled or those students who in the prior year
were full-year-enrolled and earned a high school industry certification.
School Grades Components for High Schools
These components are determined using prior-year data. Schools that had students enrolled in grades 11 and
12 in the prior year are eligible for the following components:

Graduation Rate (100 points)

Florida’s graduation rate is calculated using guidelines set forth by the U.S. Department of Education. The
information guide for calculating the Florida graduation rate can be found here:
https://www.fldoe.org/core/fileparse.php/7584/urlt/1920GradRateInfoGuide.pdf
Denominator – Students in a school’s or a district’s graduation cohort.
Numerator – Those students in the denominator who have one of the following codes by the end of the
fourth year of the cohort:
• W06
• W43
• W55
• WFB
• WRW
• WXW

• W6A
• W52
• WD1
• WFT
• WXL

• W6B
• W54
• WFA
• WFW
• WXT

The definitions for each of the codes above can be found in the information guide for calculating the
graduation rate at the link above.

College and Career Acceleration (100 points)
Denominator – Students from the graduation rate numerator.
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Numerator – Graduates who, during the four years of the cohort, earned at least
• a score of 3, 4, or 5 on a College Board Advanced Placement (AP) examination,
• a score of 4, 5, 6, or 7 on an International Baccalaureate (IB) examination,
• a score of 3, 4, 5, 6, 7, or 8 on an Advanced International Certificate of Education (AICE) examination,
• a C- or better in an approved dual enrollment course, OR
• a CAPE industry certification or a CAPE acceleration industry certification identified in the Industry
Certification Funding List.
For the purpose of calculating a school’s college and career acceleration component, a student shall be
counted no more than once in the numerator and denominator. Graduates do not need to earn college or
career credit from the school that they graduated from; however, credit earned outside of the state of Florida
for AP, IB, AICE, dual enrollment, or industry certifications is not eligible for inclusion.
Approved AP, IB, and AICE assessments are found in the Credit-By-Exam Equivalencies. The AICE letterto-number score conversion table can be found beneath the reporting format table here:
https://www.fldoe.org/accountability/data-sys/database-manuals-updates/2021-22-student-info-system/studentassessment.stml
Approved industry certifications can be found at https://www.fldoe.org/academics/career-adult-edu/capesecondary/cape-industry-cert-funding-list-current.stml
The list of approved dual enrollment courses will be provided upon request. Please note that only collegecredit bearing courses are considered dual enrollment courses for school grades purposes.

Career and Technical Education (CTE) Programs and Related
Topics
CAREER and TECHNICAL EDUCATION FRAMEWORKS
FLDOE Career and Technical Education programs prepare individuals for occupations important
to Florida’s economic development. Each program is aligned to a career cluster and is detailed in
curriculum frameworks. With partners from education, business and industry, and trade
associations, the curriculum frameworks include program standards that are both academically
integrated and responsive to business and industry.
How do I find the CTE Frameworks for a program?
Go to the Florida CTE Frameworks webpage, here you will find CTE Programs by Career Cluster
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/curriculum-frameworks/ . If you
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are not sure which cluster a program falls under there is an alphabetical list on this webpage as well
(see below for location).

PROGRAM OF STUDY
Programs of Study Q & A
Q. What is a program of study (POS)?
A. A program of study is a coherent, articulated sequence of rigorous academic and career courses
commencing in the 9th grade (or sometimes earlier) leading to an associate degree, an industryrecognized certificate or licensure, and/or a baccalaureate degree.
Q. Why develop programs of study?
A. While programs of study are not new to career and technical education (CTE), Perkins IV is
the first federal statute to require their systemic implementation.
Programs of study were deliberately added into Perkins IV as a way to achieve a new vision for
CTE by more consistently and thoroughly connecting secondary and postsecondary education,
requiring integration of rigorous academic and technical instruction and encouraging the
acquisition of postsecondary credits.
Q. Is there consistency in Florida’s programs of study?
A. Yes. Although programs of study are developed to target industries, occupations, and local
educational opportunities, the legislation provided guidelines for their development. Additionally,
Florida’s programs of study are developed using the state-approved template. The template
incorporates the core elements described in Section 122(c)(1)(A)(i-iv) of the Act and can be
accessed at: https://www.fldoe.org/academics/career-adult-edu/perkins/ProgramsofStudy.stml
Q. How can a program of study help students?
A. Programs of study provide a roadmap for students to navigate educational options and prepare
them to successfully transition into postsecondary education, careers, and lifelong learning.
Q. How does a program of study save time and money?
A. By following the recommended coursework in a POS, students make a smooth transition
between high school and college. Students have an opportunity to earn college or technical center
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credits for work completed in high school through dual enrollment or articulation agreements. By
not duplicating coursework, students save time, tuition and book money.
Q. Developing a program of study is a new responsibility for me. Where do I begin?
A. Developing programs of study is a process, not an event and you don’t have to start from
scratch. Fortunately, Florida had a very strong Tech Prep system which has provided a framework
for implementing programs of study. When developing a local program of study, make sure you
have all the stakeholders at the table: business and industry partners, administrators, academic and
technical instructors, counselors, parents, and representatives from higher education. Once a
program of study is created, further refinement and continuous evaluation is important in order to
keep programs cutting-edge to meet the needs of the ever-changing economy.
Q. Where can I find Programs of Study for Walton County?
A. Programs of Study for Walton County may be found at https://www.walton.k12.fl.us/careerand-technical-education. Click on the specific school’s program then click on the pdf document
shown under Program of Study. (See sample of front page of Program of Study below)

TARGETED OCCUPATIONS LIST
The Statewide Demand Occupations list identifies the labor market needs of Florida’s business
community and encourages job training based on those needs, with emphasis on jobs that are both
high demand and high skill/high wage and is used as a baseline for establishing Regional Targeted
Occupations Lists (RTOLs). Regional Workforce Boards (RWBs) develop and use their RTOLs
to identify occupations for which eligible adults and dislocated workers may receive training
assistance under the Workforce Investment Act. High schools use this to establish the need for
new programs by showing a growth for a specific job title within the school’s designated region.
The Targeted Occupations List by Region or Statewide may be found at
http://www.floridajobs.org/labor-market-information/publications-and-reports/labor-marketinformation-reports/regional-demand-occupations-list
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SOC (STANDARD OCCUPATIONAL CLASSIFICATION) CODE
The Standard Occupational Classification (SOC) System is a United States government system of
classifying occupations. It is used by U.S. federal government agencies collecting occupational data,
enabling comparison of occupations across data sets. It is designed to cover all occupations in
which work is performed for pay or profit, reflecting the current occupational structure in the
United States.
The SOC Code List may be found at http://www.floridajobs.org/labor-marketinformation/publications-and-reports/labor-market-information-reports/regional-demandoccupations-list SOC Codes are also included in the CTE Program Frameworks to assist teachers
with jobs students are preparing for while taking the program, generally on page one (see sample

below)

GOLD STANDARD PATHWAYS – STATEWIDE ARTICULATION AGREEMENTS
To expand opportunities for postsecondary degrees and certificates the State Board of Education
approved the Statewide Career and Technical Education Articulation Agreements based on
Industry Certifications known as the Gold Standard Career Pathways. These agreements are
intended to be a minimum guarantee of articulated credit and do not preclude institutions from
granting additional credit based on local agreements. A complete list of industry certifications that
are included in this agreement may be found at http://www.fldoe.org/academics/career-adultedu/career-technical-edu-agreements/ .
ADVISORY COMMITTEES
The main reason to create an advisory board is to seek expertise outside of the CTE program or
school. Advisory committee members should provide the CTE program with knowledge,
understanding and strategic thinking of the program’s related industry. The advisory committee
does not have authority make decisions for the program but can provide their expert advice to the
CTE instructor. CTE teachers should seek advisory committee members whose qualities
complement the CTE program and its industry.
Why should I create and work with an Advisory Committee?
1) 2018 Florida Statute - 1003.493 Career and professional academies and career-themed courses.
This statute states that CTE programs must include one or more partnerships with postsecondary
institutions, businesses, industry, employers, economic development organizations, or other
appropriate partners from the local community.
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Note:

Some of your programs will articulate to Emerald Coast Technical College or another
local postsecondary institution. Programs that do not have articulation agreements
in place with other postsecondary institutions should have a partnership with
business/industry, i.e. advisory committees. However, it is highly recommended
ALL programs have a partnership with business/industry.

2) Occupational advisory committees benefit the program/school in a number of ways:
 Members will provide input to help the instructor develop an understanding of the
business, market and industry trends
 Members will provide “wise counsel” on issues raised by having a CTE Program
 Members may provide unbiased insights and ideas from a third point-of-view (not
involved in the operation of the program)
 Members may act as a resource for the CTE teacher
o Help the program obtain needed equipment and materials by documenting
needs in the meeting minutes
o Some members might opt to donate equipment or supplies if they realize there
is a need
o Become a Guest Speaker for the CTE Program
o Participate in Job Shadowing Day (Field trips)
o Assist in Job Placement for the CTE Program’s students
 Members may also provide a social networking platform for the CTE Teacher to make
additional industry contacts
Who should be a member of an occupational advisory committee?
 4 – 5 local professionals in the industry associated with your program of study
How often should we meet?
 Meet 2 times per year with the instructor(s) and a majority of the professional
members present at each meeting. It is recommended that advisory committees meet
once in the first semester and once in the second semester of the school year.
What should we discuss in the advisory committee meetings?
 Curriculum
 Program Practices (projects, labs, instructional delivery methods)
 Review equipment/materials used in the program
 Industry Certifications
 Ever-changing job requirements for the field
 Job duties
 Soft Skills employees need to possess
What documentation should I maintain from the advisory committee meetings?
 Member List (to include name, title, contact information, brief bio – years in the field
plus any certifications or degrees held)
 Meeting sign-in sheets to verify attendance
 Meeting agendas
 Meeting minutes
Where can I find Advisory Committee templates or sample forms?
 Go to http://www.walton.k12.fl.us/career-and-technical-education under Forms for Staff
 Email Abby Kellam abigail.kellam@walton.k12.fl.us and request Advisory Committee
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forms and templates.
What should I do with my forms after my Advisory Committee meetings?
 All forms must be uploaded to OneDrive and filed in the appropriate folder. It is also
recommended that hard copies are kept and filed.
 Copies must be maintained for auditing purposes.
PROGRAM ADDITIONS and DELETIONS
CTE Program offerings are submitted to the state annually and therefore it is imperative that
proper procedures are followed when adding a program to a school’s offerings or if a program is
no longer viable and being discontinued. Below you will find the necessary steps for these
processes.
When adding a program:
1) Complete the WCSD Recommendation to Add a Career and Technical Education
Program form, this form should be completed by the end of first semester of the year prior
to the new program’s start date. Please request the form from the CTE Coordinator, Chris
Brown or CTE Career Counselor, Abby Kellam.
2) Send completed form to CTE Coordinator, Chris Brown at Tivoli.
3) Advisory Committee should be organized before the program begins
4) Make sure a budget or requests are submitted with the form for consideration
When deleting/discontinuing a program:
1) Evaluate students who have been enrolled in this program to make sure the discontinuation
of this program will not adversely affect the student, i.e.; teach out the program over one or
two years in master schedule if feasible.
2) Complete the WCSD Recommendation to Delete a Career and Technical Education
Program form, this form should be completed as soon as the decision is made to
discontinue a program so the program may be removed at the state level. Please request
the form from the CTE Coordinator, Chris Brown or CTE Career Counselor, Abby
Kellam.
FACTE (FLORIDA ASSOCIATION of CAREER and TECHNICAL EDUCATION)
The Florida Association for Career and Technical Education is a non-profit organization
committed to the development of education that will prepare both young and adult Floridians for
successful careers. Their role is one of leadership and support for CTE teachers, administrators,
and students, who also represent FACTE membership. They perform this role by working towards
the growth of CTE students, staff, materials, information, communication and funding. The
FACTE webpage may be located at http://www.facte.org/ . FACTE has an annual conference that
is full of great sessions for CTE teachers, conference information may be found at
http://www.facte.org/conference---events.html . FACTE also offers some online course
opportunities which may be found at http://www.facte.org/online-courses.html
ACTE (ASSOCIATION FOR CAREER and TECHNICAL EDUCATION
The Association for Career and Technical Education is the largest national education association
dedicated to the advancement of education that prepares youth and adults for careers. Their
mission is to provide educational leadership in developing a competitive workforce. Their
webpage may be found at https://acteonline.org/cte/#.WacGKsmQyUm . ACTE provides a
Clearinghouse of Resources for CTE teachers to use that may be found at
https://www.acteonline.org/professional-development/high-quality-cte-tools/
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NATIONAL RESEARCH CENTER FOR CAREER AND TECHNICAL EDUCATION
The NRCCTE offers professional development, webinars, publications and resources for CTE
educators. Their webpage may be found at http://www.nrccte.org/ .

CTE Scholarships
HORATIO ALGER SCHOLARSHIP
As one of the nation's largest need-based college scholarship programs in the country, the Horatio
Alger Scholarship Programs specifically assist high school students who have faced and overcome
great obstacles in their young lives. While many programs are directed primarily to recognizing
academic achievement or leadership potential, the Horatio Alger Association seeks students who
have exhibited determination, integrity, and perseverance in overcoming adversity, as well as have
critical financial need.
The Career & Technical Scholarship Program is funded through the Horatio Alger Endowment
Fund and the generosity of Association Chairman Emeritus and Endowment Fund President
Walter Scott, Jr. Scholarships are awarded to students who have faced and overcome great
obstacles in their lives who wish to pursue a career or technical education at an accredited nonprofit post-secondary institution in the United States.
Eligibility Criteria:
•
•
•
•
•
•
•

Have completed high school (or earned a high school equivalency credential)
Will be enrolled in eligible program in the Fall
Exhibit a strong commitment to pursue and complete a career or technical program (up to
2 years) at an accredited non-profit post-secondary institution in the United States
Demonstrated critical financial need (must be eligible to receive the Federal Pell grant as
determined by completion of the FAFSA)
Demonstrated perseverance in overcoming adversity
Be under the age of 30
Be a United States citizen

Funds may be used for tuition, fees, books and supplies. All scholarship funds are paid directly to
the institution on behalf of the recipient.
The Horatio Alger Career & Technical Education Scholarship application will open in
May with a rolling selection process that will award the first round of scholarships by
July. Should spaces remain, the application will remain open until all scholarships are
awarded. For more information please visit:
https://scholars.horatioalger.org/scholarships/about-our-scholarship-programs/technical/ .
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FLORIDA BRIGHT FUTURES
Application Process
Students must APPLY for the scholarship by submitting the Florida Financial Aid Application
(FFAA) no later than August 31 after high school graduation. If a student does not apply for the
scholarship by the deadline, a student cannot receive the scholarship! All eligibility requirements
must be met by high school graduation, but scores of ACT®/SAT®/P.E.R.T. tests taken through
June 30th are accepted for evaluation purposes.
Go to http://www.floridastudentfinancialaid.org/SSFAD/home/uamain.htm and Create a Student
Account.

After submitting the FFAA, the student is responsible for tracking application and award status
online and keeping the Office of Student Financial Assistance (OSFA) informed of any
demographic or institutional changes.
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The Bright Futures Scholarship will renew automatically each year (up to the scholarship limit) if
the student maintains the required GPA and earns the required credit hours.
General Requirements
Be a Florida resident and a U.S. citizen or eligible noncitizen, as determined by the student's
postsecondary institution.
 Complete the Florida Financial Aid Application (FFAA) no later than August 31 after high
school graduation.
 Earn a standard Florida high school diploma or its equivalent from a Florida public high
school or a registered Florida Department of Education (FDOE) private high school; or
complete a home education program.
 Not have been found guilty of, or pled nolo contendere to, a felony charge, unless the
student has been granted clemency by the Governor and Cabinet sitting as the Executive
Office of Clemency.
 Be accepted by and enroll in a degree or certificate program at an eligible Florida public or
independent postsecondary institution.
 Be enrolled for at least 6 non-remedial semester credit hours (or the equivalent in quarter
or clock hours) per term.
 If not funded in the academic year immediately following high school graduation, apply
within five years of high school graduation to have your award reinstated.

GOLD SEAL VOCATIONAL SCHOLARS (GSV)
The Florida Gold Seal Vocational Scholars (GSV) may be funded if enrolled in a career education
or certificate program. Florida high school students who wish to qualify for the Florida Gold Seal
Vocational Scholars (GSV) award must meet the following initial eligibility requirements:
 Achieve the required weighted minimum 3.0 GPA in the non-elective high school courses;
 Take at least 3 full credits in a single Career and Technical Education program;
 Achieve the required minimum 3.5 unweighted GPA in the career education courses;
 Achieve the required minimum score on the ACT®, SAT®, or Florida Postsecondary
Education Readiness Test (P.E.R.T.) exams (see table below); and
 Complete 30 service hours. (**See service hours’ explanation below)
College Entrance Exams
Exam types cannot be combined; a student must qualify based on each sub-test score for a single
exam type. Sub-test scores from different test dates may be used to meet the test requirement.
Scores taken through June 30 of the student's senior year (for a regular graduate, or January 31 for
a mid-year graduate) will be accepted for Bright Futures evaluation. There is no limit to the
number of times a student may retake the test prior to June 30 of the student’s graduation year.
Request test scores be sent to one of Florida’s 12 state universities, Florida state colleges (public
community colleges), or public high schools when the student registers for the ACT®/SAT® so
that test scores will be sent to the FDOE repository. (see chart)
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GOLD SEAL CAPE SCHOLARS (GSC)
The Florida Gold Seal CAPE Scholars award (GSC) may be funded if enrolled in a career
education or certificate program. Upon completion of an associate in science degree program that
articulates to a Bachelor of Science degree, a GSC Scholar may also receive an award for a
maximum of 60 credit hours toward a Bachelor of Science degree program. Upon completion of
an associate in applied science program, a GSC Scholar may also receive an award for a maximum
of 60 credit hours toward a Bachelor of Applied Science degree program.
Florida high school students who wish to qualify for the Florida Gold Seal CAPE Scholars award
must meet the following initial eligibility requirements:
 Earn a minimum of 5 postsecondary credit hours through CAPE industry certifications
which articulate for college credit; and
 Complete 30 service hours. (**See service hours’ explanation below)
Service Hours **
Students must complete service hours during high school and by high school graduation. Service
hours may include, but are not limited to, a business or governmental internship, work for a
nonprofit community service organization, or activities on behalf of a candidate for public office.
Except for credit earned through service-learning courses, the student may not receive
remuneration or academic credit for the service work performed. The hours must be documented
in writing, and signed by the student, the student's parent or guardian, and a representative of the
organization.
Each district school board and the administrators of a nonpublic school must establish approved
activities and the process for documentation of service hours. The student must identify a social or
civic issue or professional area, develop a plan for personal involvement in addressing the issue or
learning about the area, and through papers or other presentations, evaluate and reflect upon the
experience.
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SOURCES:
https://www.fldoe.org/academics/career-adult-edu/perkins/
https://www.fldoe.org/academics/career-adultedu/perkins/AccountabilityMeasures.stml
http://cte.ed.gov/resources/perkins-accountability
https://careersourceflorida.com/about-us/policies-and-initiatives/
https://www.microsoft.com/en-us/learning/mos-certification.aspx
https://www.microsoft.com/en-us/learning/mos-master-certification.aspx
http://www.fldoe.org/core/fileparse.php/8904/urlt/cape-act-techassist.pdf
https://www.fldoe.org/core/fileparse.php/19879/urlt/2021-140500.pdf
http://www.fldoe.org/accountability/data-sys/database-manuals-updates/2018-19-student-infosystem/index.stml
https://www.fldoe.org/accountability/data-sys/database-manuals-updates/2020-21-student-info-system/
https://www.fldoe.org/accountability/data-sys/database-manuals-updates/2021-22-student-info-system/
https://www.fldoe.org/core/fileparse.php/7584/urlt/1920GradRateInfoGuide.pdf
https://www.walton.k12.fl.us/career-and-technical-education
https://www.fldoe.org/academics/career-adult-edu/cape-secondary/cape-industry-cert-funding-listcurrent.stml
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/curriculum-frameworks/
https://www.fldoe.org/academics/career-adult-edu/perkins/ProgramsofStudy.stml
http://www.floridajobs.org/labor-market-information/publications-and-reports/labor-marketinformation-reports/regional-demand-occupations-list
http://www.fldoe.org/academics/career-adult-edu/career-technical-edu-agreements/
http://www.facte.org/
http://www.facte.org/conference---events.html
http://www.facte.org/online-courses.html
https://www.acteonline.org/
https://www.acteonline.org/professional%20d
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evelopment/high-quality-cte-tools/
http://www.nrccte.org/
https://scholars.horatioalger.org/scholarships/about-our-scholarship-programs/technical/
http://www.floridastudentfinancialaid.org/SSFAD/home/uamain.htm
http://www.floridastudentfinancialaid.org/SSFAD/bf/bfmain.htm
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Appendix A
Administration Record Security Check List
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Administration Record / Security Checklist
CAPE Industry / Digital Tool Assessment

Proctor:
Date:
Student Test
Code #

School Name / Number:
Start Time of Test:

Last Name

First Name

Grade

Attendance*

Accommodations
Provided**

Accommodations
Used**

Test Session

Test Name

*Attendance Codes: P = Present; A = Absent; P/I = Present by Invalidated
**Accommodations Codes for ESE/504: 1-FP = Flexible Presentation; 1-FR = Flexible Responding; 1-FSC = Flexible Setting; 1-AD = Assistive Devices
**Accommodations Codes for ELL: 2-FSC = Flexible Scheduling; 2-FSE = Flexible Setting; 2-AHL = Assistance in Heritage Language; 2-ADI + Approved Dictionary
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Appendix B
Breaches of Administration
Administrators and proctors who observe violations of rules or suspect a testing security breach must
immediately contact Certiport Customer Service (or Certiport’s Authorized Partner Representative). It is
very important to document all relevant facts supporting the alleged breach. Reports should include date,
time and location of the incident, name of Test Candidate, name and version of exam taken.
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Proctor:
Date:
Room #
Date

Breaches of Administration
CAPE Industry / Digital Tool Assessment

Time

Incident

School Name / Number:
Start Time of Test:
Test Name:

Action
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Appendix C
Incident Statement Form
The district shall prepare a report made to the department and the certifying agency. This notification must occur
within five (5) business days, unless the certifying agency has a more stringent requirement. The report shall
include a description of the incident, the names of the persons involved in or witness to the incident, and other
information as appropriate. Officials from the Department are authorized to conduct additional investigations.
If an exam attempt is invalidated by the certifying agency due to a valid testing irregularity, the district may
administer a re-test before the twenty (20) day waiting period has elapsed.
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Incident Statement Form
Date of Incident:

Incident Time:

Location:

Person Reporting:

Reason(s) for Reporting:
List all involved individuals including witnesses
Full Name
Telephone Number
Witness/Primary Person
1.
Witness
Primary Person
2.
Witness
Primary Person
3.
Witness
Primary Person
Describe the facts of the incident. Please include all information that may be relevant. Be
thorough and objective. Please print clearly, sign and date this form.

Use back of this sheet if needed.
Signature of Person Reporting:

Today’s Date:
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Appendix D
Seating Chart
Maintain a seating chart and record of required administration information.
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Proctor:
Date:
Room #
1.
2.
3.

Seating Chart
CAPE Industry / Digital Tool Assessment
School Name / Number:
Start Time of Test:
Test Name:

Stop Time of Test:

Identify where the front and back of the room are, teachers’ desk, doors
Location of each student
Direction the students are facing
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Appendix E
Security Log
Ensure that proctors and anyone who enters your room for the purpose of monitoring the test - sign the
Security Log for your testing room.
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Security Log
CAPE Industry / Digital Tool Assessment

Proctor:
Date:
Room #

School Name / Number:
Start Time of Test:
Test Name:

Personnel (e.g. test administrator, proctor) assigned to monitor the room for any length of time must complete this log when entering and exiting the room. Please be sure to
indicate your assigned area of the testing room (e.g. first three rows, back of the room, entire room)

Date

Time In

Time Out

Assigned Area

Print Name

Signature
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Appendix F
Student Ticket
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CAPE Industry / Digital Tool Assessment Ticket
Name:

SDIRC #
Last,

First

Login User:

Password:

Test Name:

CAPE Industry / Digital Tool Assessment Ticket
Name:

SDIRC #
Last,

First

Login User:

Password:

Test Name:

CAPE Industry / Digital Tool Assessment Ticket
Name:

Last,

Login User:

First

SDIRC #
Password:

Test Name:
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Appendix G
Restroom Sign Out
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Restroom Sign Out / Sign In
CAPE Industry / Digital Tool Assessment

Proctor:
Date:
Room #
Time In

School Name / Number:
Start Time of Test:
Test Name:

Time Out

Print Name

Signature
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Appendix H
Testing Sign
“Do Not Disturb” testing sign should be placed on the outside door of exam room during testing in
efforts to remove interruptions and distractions during testing.
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Industry
Certification
Testing
In Progress
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Do Not
Disturb

