
Adult , Career  and Technical Educat ion  

Depar t m ent  Chair  Expect at ions 
 

1.  Work w it h  t he schoo l-b ased  t ext b ook com m it t ee t o  secure need ed  t ext b ooks. 

2.  Work w it h  schoo l-b ased  ad m in ist rat ion  t o  keep  ab reast  o f  all m ast er  sched uling 

com p onent s and  course/p rogram  o f f er ings t o  ensure Ad ult , Career  and  

Techn ical (ACT) st ud ent  success. 

3.  Take an  act ive ro le w orking w it h  gu id ance counselo r s t h roughout  t he year  

p roo f ing  reg ist r at ion  f o rm s and  acad em y ap p licat ions, as w ell as cur r iculum  

hand b ook and  course b ooklet s t o  ensure accurat e p r in t ing. 

4.  Work w it h  t he schoo l-b ased  t echno logy com m it t ee, along  w it h  t he d ist r ict  st af f , 

t o  secure need ed  t echn ical eq u ip m ent  f o r  ACT t eachers. 

5.  At t end  count y level ACT Dep ar t m en t  chair  m eet ings every o t her  m on t h  shar ing 

In f o rm at ion  w it h  o t her  CTE t eachers at  t heir  schoo l. 

6.  Sub m it  m ont h ly ACT Dep ar t m ent  Chair  Rep or t s (w r it t en) p rovid ing t he 

Vocat ional Sp ecialist  w it h  up d at es on  t he f o llow ing f r om  each  schoo l-b ased  

t eacher : 

a. CTSO d evelop m ent s 

b . Recru it m ent  ef f o r t s 

c. Vocat ional concerns 

d . What  can  b e d one t o  m ake m y classes m ore successf u l? 

7.  Dissem inat e in f o rm at ion  shared  b y coun t y level st af f  t o  t eachers. 

8.  Encourage ACT t eachers t o  sub m it  w ork o rd ers t o  keep  t heir  room s and  all 

eq u ip m ent  in  w orking o rd er . 

9.  Encourage ACT t eachers, w hen ab sen t , t o  leave ad eq uat e lesson  p lans. Provid e 

p lans in  cases w here t eachers have no t  lef t  lesson  p lans. 

10.  Provid e ACT t eachers w it h  t heir  p ro f essional o rgan izat ion  af f i liat ion  p ap erw o rk. 

11.  Work w it h  ACT t eachers t o  p rom o t e hum an relat ions st o r ies t h roughout  t he 

schoo l year . 

12.  Assum e a lead ersh ip  ro le t o  p rom ot e Ad ult , Career  and  Techn ical ed ucat ion  w it h  

schoo l b ased  ind ivid uals and  t he com m unit y. 

13.  Sub m it  t o  t he d ist r ict  o f f ice al l req uest ed  in f o rm at ion  in  a t im ely f ash ion . 

14.  Praise and  recogn ize ACT st ud ent s w it h in  t he schoo l and  com m unit y on  a 

regu lar  b asis. 

15.  Encourage act ive invo lvem ent  w it h  t he ap p rop r iat e CTSO w it h in  t he schoo l.  

16.  Work w it h  t he p r incip al and  b ookkeep er  t o  act ively p ursue need ed  f und ing f o r  

a f u lly f unct ion ing d ep ar t m ent . 

17.  Ho ld  regu lar ly sched uled  d ep ar t m en t  m eet ings w it h  all t eachers w it h in  t he 

d ep ar t m ent . 

18. Lead , b y exam p le, and  w it h  a p osit ive at t it ud e, all ACT in it iat ives t o  sust ain  

d ist r ict -w id e success. 

19.  Work closely w it h  t he schoo l-b ased  b ookkeep er  t o  ensure p rop er  t racking  and  

exp end it ures o f  ACT m on ies p laced  at  t he schoo ls. 

 

The ab ove d ep ar t m ent al exp ect at ions have b een d evelop ed  b y t he ACT d ist r ict  level 

st af f  and  should  b e view ed  as an  ad d it ion  t o  schoo l-b ased  resp onsib ilit ies assigned  b y  

t he p r incip al. 


