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Purpose of CTE Handbook 
Welcome to Career and Technical Education (CTE) of Baltimore County Public Schools. As a CTE instructor, you 
provide the necessary resources and experiences to support students becoming career and college ready. You 
also prepare them to be productive citizens and employees in the 21st century workforce. As you begin the 
school year, please take time to review this handbook, the purpose of which is to inform you of the 
responsibilities, resources, and processes  that you have as a CTE teacher. Please do not hesitate to reach out to 
the CTE office if you have any questions.  

 

CTE Team 
Douglas Handy, Director, CTE & Fine Arts      dhandy@bcps.org  

Michael Grubbs,  Ph.D., Coordinator, Career and Technical Education   mgrubbs@bcps.org  

Kara Lynch, Ph.D., Supervisor, Business, Computer Science, & HSEP   klynch2@bcps.org   

Robin Bowden, Supervisor, Technology Education     rbowden@bcps.org  

Alicia Fales, Supervisor, School to Career Transition     afales@bcps.org  

MiVida Parham, Supervisor, Technical Programs     mparham@bcps.org  

Michael Bennett, (Colonel – Retired), Facilitator, JROTC    mbennett6@bcps.org  

Ruth Akers, Resource Teacher, Technology Education     rakers@bcps.org  

Amanda Lattimore, Resource Teacher, Computer Science    alattimore@bcps.org  

Valerie Brennan, Resource Teacher, School to Career/Technical Programs  vbrennan@bcps.org  

Jacquetta Higgins, Administrative Assistant III      jhiggins2@bcps.org  

Lisa Thomas, Fiscal Assistant II        lthomas10@bcps.org  

George Tweed, Field Representative       gtweed@bcps.org 

Martha Commins, Field Representative       mcommins@bcps.org  

Renee Mafaro, Support Staff        rmaforo@bcps.org  
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CTE Overview 
Discover Your Opportunities 
 
Today, high school students face many options for academic growth and career preparation. Making 
informed choices about their high school program of study will prepare students for success in further 
education and preparation for rewarding careers. The Baltimore County Public Schools (BCPS) Career and 
Technical Education (CTE) programs provide students with relevant career skills preparation and rigorous 
academic course work. Our state-approved programs of study are designed to prepare students for the 
global economy and its rapidly changing workforce needs. 
 
CTE Offers 
 

• Academic subject matter taught with relevance to the real world, often called “contextual learning.” 
• Employability skills, from job-related expertise to workplace ethics. 
• Hands-on, project-based learning opportunities.  
• Educational pathways that help students explore interests and careers while they progress through 

school.  
• Work-based learning and internship opportunities to apply learning outside of the classroom.  
• Postsecondary career pathways that include registered apprenticeship, industry certification, 

community college certificate/associate degree programs, and four-year college degree programs. 
• Opportunities to transition smoothly into postsecondary education and to earn college credit 

and/or industry credentials in a career field of interest. 
 

CTE Mission 
 
The Office of Career and Technical Education (CTE) provides expertise, service, and support to schools in 
the delivery of programs that prepare globally competitive students for careers and life-long learning. The 
CTE office fulfills its mission through curriculum development, professional development for teachers and 
administrators, and the procurement of instructional materials and equipment. 
 
CTE Vision 
 
The Office of Career and Technical Education (CTE) will ensure that each BCPS student has access to a CTE 
program of her or his choice while continuously improving CTE programs in a manner that is adaptive to the 
needs of 21st Century learners. 
 
Areas of Study 
 
CTE integrates core academic knowledge with technical and occupational knowledge to provide students 
with pathways to postsecondary education and careers. These career paths include occupations in the 
following career clusters: 

• Arts, Media, and Communication 
• Business, Management, and Finance 
• Consumer Services, Hospitality, and Tourism 
• Construction and Development 
• Environmental, Agricultural, and Natural Resource Systems 
• Health and Biosciences 
• Human Resource Services 
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• Information Technology 
• Manufacturing, Engineering, and Technology 
• Transportation Technologies 
• Junior Reserve Officers Training Corps (JROTC) 
• Work-Based Learning 

o Some CTE programs have required work-based learning (WBL) experiences (CWE, 
internships, CCRD, apprenticeships), and other programs allow for elective WBL 
experiences.  These experiences must be coordinated by a work-based learning 
coordinator.  Please contact the coordinator for your school and work with them to identify 
potential placements for students and advisory members for your programs.  All work-
based learning risk management and placement procedures are contained in the most 
recent version of the Coordination Handbook for Work-Based Learning Programs, available 
in each school and in Schoology. 

 
CTE Strategic Plan 
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CTE Best Practices 
Entry Into Programs 

CTE programs of study are offered throughout Baltimore County Public Schools. The CTE office continuously 
reviews offerings to ensure clusters and programs are offered equitably in BCPS. Many CTE programs are offered 
through the magnet application process. However, CTE programs of study are also offered at comprehensive 
high schools. As instructors, department chairs, and school leaders consider recruitment, participation, and 
completion of CTE programs of study, limiting criteria – e.g. grades, coursework, attendance – should not be 
promoted or practiced. Rather, CTE should be encouraged to all students and not restricted by factors beyond 
interest.  

Inventory and Software 

Inventories should be maintained by all teachers on a routine basis. Perkins equipment – purchased by the CTE 
office – also needs to be maintained regularly, with updated tags being provided by the CTE Office, annually. 
Computer labs – especially those funded by Perkins – should be monitored throughout the year to ensure they 
are not removed without notifying the CTE Office. Questions regarding your CTE inventory can be directed to 
your respective CTE Supervisor, and Ms. Martha Commins, CTE Technician, via email mcommins@bcps.org. 
Software is also vetted by the CTE office to ensure alignment to the curriculum. Software needs beyond what is 
provided should be communicated to your respective CTE Supervisor, and Mr. George Tweed, CTE Technician 
via email gtweed@bcps.org.  

Career and Technical Student Organizations (CTSOs) 
Cultivating student leaders and providing them opportunities to extend what they learn in the classroom is a 
vital component of Career and Technical Education in BCPS.  Career and Technical Student Organizations (CTSOs) 
afford students the opportunity to become better problem solvers and future leaders. CTSOs improve student’s 
self-efficacy, goal setting, and career direction. Students that actively participate in CTSO’s build leadership 
qualities that ensure they are successful when they leave BCPS. They develop skills such as public speaking, 
collaboration, team building, problem solving, project management, interviewing skills, and networking. There 
are several approved and supported CTSOs – as well as other CTE opportunities – that are supported in BCPS. 
Please contact your respective CTE Supervisor for more information.  

Safety 

Safety is an integral component of the CTE classroom. Teachers must ensure that instruction is provided for the 
safe use of facilities, equipment, and materials. Students should be provided with appropriate training on how 
to safely participate in the lab/classroom, and safely use equipment, and/or potentially hazardous materials. CTE 
instructors should work with their respective CTE Supervisors to ensure that state and federal safety standards 
are instituted such as:  

• Safety rules are posted in the facilities and are enforced. 
• Fire extinguishers are available. 
• Emergency exits from the facilities are identified and evacuation routes are posted. 
• Personal Protective Equipment (PPE) is provided for students. 
• Safety quizzes and accident reports are maintained.  

mailto:mcommins@bcps.org
mailto:gtweed@bcps.org
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Career & Technical Education Programs 
Career and technical education (CTE) programs of study provide high school students with: 
 Academic subject matter taught with relevance to the real world.  
 Workplace, personal, academic, and technical skills.  
 Educational pathways that help them explore interests and careers. 
 Pathways that include four-year college degree programs, community college certificate/associate 

degree programs, registered apprenticeship, and industry certification. 
CTE programs provide students with BOTH relevant career skills AND rigorous academic skills. 

Did you know…? 
 You will be prepared for both college AND careers? 
 You may receive FREE college credit by successfully completing a CTE program?  
 You may be eligible for industry credentials and related scholarships? 
 Your home high school may have a program of study in a career pathway that is of interest to you?  

CTE Programs of Study and Courses – 2020-2021 School Year 
CTE Courses by Cluster/Program CTE Contact/High Schools Offering 

Arts, Media & Communication  
Cluster Completer Programs School to Career Supervisor 

Graphic/Print Communications Technology Kenwood, Western* 

Interactive Media Production Carver*, Catonsville, Chesapeake*, Eastern*, Dundalk, Franklin, New Town, 
Parkville, Pikesville  

Business, Management, & Finance  
Cluster Completer Programs Business Education Supervisor 

Business Management Chesapeake*, Dulaney, Dundalk, Franklin, Hereford, Lansdowne*, Milford 
Mill, Owings Mills, and Patapsco 

Finance and Accounting Dulaney, Hereford, and Milford Mill 

Marketing Catonsville, Chesapeake*, Dulaney, Hereford, Owings Mills, Perry Hall, 
Pikesville, Randallstown, and Woodlawn 

Administrative Services Loch Raven, Milford Mill, and Sparrows Point 
Construction & Development 
Cluster Completer Programs 

Technical Programs Supervisor 
Technology Education Supervisor 

Carpentry Careers Carver*, Perry Hall, Owings Mills, Kenwood, Lansdowne* 
Electrical Careers Lansdowne*  
Mechanical Construction/Plumbing Careers Kenwood, Western* 
Heating/Ventilation/Air Conditioning/Welding Dulaney 
Construction Design and Management Franklin, Milford Mill, Sparrows Point 
Building & Construction Technology Eastern*, Milford Mill*, Sollers Point* 
Consumer Services, Hospitality & Tourism  
Cluster Completer Programs Technical Programs Supervisor 

Cosmetology Careers Carver*, Milford Mill*, Sollers Point*, Western* 
Culinary Arts (American Culinary Federation – ACF) Carver*, Eastern*, Sollers Point*, Western* 
Baking and Pastry Arts (ACF) Sollers Point* 

Food and Beverage Management (ProStart)  
Catonsville, Dulaney, Kenwood, Lansdowne*, Milford Mill, New Town, 
Overlea, Parkville, Patapsco, Perry Hall, Randallstown, Sparrows Point, 
Woodlawn  

Environmental, Agricultural & Natural Resource 
Systems Cluster Completer Programs Technical Programs Supervisor 

Agriculture Science: Animal, Plant, and Mechanical Hereford  
Environmental Technology  
 

Western* 
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Health & Biosciences  
Cluster Completer Programs Technical Programs Supervisor 

Academy of Health Professions  Eastern*, Overlea*, Sollers Point*, Randallstown*, Western* 

Project Lead The Way: Biomedical Sciences Franklin, Lansdowne*, Loch Raven, Milford Mill, New Town, Perry Hall, 
Sollers Point* Woodlawn  

Human Resource Services  
Cluster Completer Programs 

School to Career Supervisor 
Business Education Supervisor 

Child Care and Early Childhood Education Catonsville, Kenwood, Lansdowne*, Milford Mill*, Parkville, Patapsco 
Homeland Security and Emergency Preparedness Chesapeake*, Dundalk, Overlea, Patapsco, Perry Hall, Pikesville 

Teacher Academy of Maryland Eastern*, Franklin, Loch Raven, Owings Mills, Parkville*, Perry Hall, Towson, 
Woodlawn 

Information Technology  
Cluster Completer Programs Business Education Supervisor 

Information Technology: Computer Science Carver*, Catonsville, Chesapeake*, Hereford, Loch Raven, Owings Mills, 
Perry Hall, Sollers Point*, Sparrows Point, Western*, Woodlawn  

Information Technology: Networking  Eastern*, New Town, Parkville, Sollers Point*, Western* 
Manufacturing Engineering & Technology  
Cluster Completer Programs Technology Education Supervisor 

Engineering Careers Eastern* 
Pathways in Technology Early College High School  
(P-TECH) Dundalk**, Owings Mills** 

Project Lead The Way: Engineering Catonsville, Chesapeake*, Dulaney, Dundalk, Owings Mills, Parkville*, 
Pikesville, Woodlawn* 

Transportation Technology  
Cluster Completer Programs 

Technical Programs Supervisor 
Technology Education Supervisor 

Automotive Service Technology Milford Mill*, Sollers Point*, Western* 
Aviation Technology Hereford, Kenwood 
Diesel Truck and Power Systems Technology Sollers Point* 
School To Career Transition  
Completer Programs 

Apprenticeship Maryland Program Coordinator 
School to Career Supervisor 

Apprenticeship Maryland All High Schools; please check with school 
College-Career Research and Development All Comprehensive High Schools 
School To Career Transition Courses School to Career Supervisor 
Internship All High Schools 
Junior Reserve Officers’ Training Corps-JROTC 
Leadership Programs JROTC Facilitator 

Army JROTC Lansdowne*, Patapsco  
Air Force JROTC Kenwood  
Navy JROTC Dundalk, Randallstown, Woodlawn  
Marine Corps JROTC Chesapeake*, Franklin, Parkville  
Technology Education  Technology Education Supervisor 
Required and Advanced Technology Education  Course offerings vary by school 

 A CTE program of study is a sequence of courses in a specific career pathway that provides a minimum of three credits in an approved CTE completer 
program. All CTE programs of study are approved by the Maryland State Department of Education (MSDE) and meet MSDE graduation requirements.  
* Denotes a magnet program at a comprehensive school; applications may be required.  ** Denotes a program requiring separate application. 
For more information about Career and Technical Education, contact your local high school, or the CTE Office at 443-809-

8921, or visit the CTE website at 
http://dci.bcps.org/department/academics/career___technology_education_and_fine_arts 

NOTICE OF NONDISCRIMINATION: The Board of Education of Baltimore County does not discriminate on the basis of race, color, religion, sex, national origin, age, marital status, sexual orientation, gender 
identity, genetic information, disability, or veteran status in admissions, educational programs or activities, and employment and provides equal access to the Boy Scouts and other designated youth 
groups.  Inquiries regarding the Board’s nondiscrimination policies should be directed to:  EEO Officer, Office of Equal Employment Opportunity, Baltimore County Public Schools, 6901 Charles Street, Building 
B, Towson, Maryland 21204 (443-809-8937).  There is a compliance officer responsible for identifying, preventing, and remedying prohibited harassment concerning students.  Complaints of harassment should 
be directed to the executive director, Department of School Safety and Security, 9610 Pulaski Park Drive, Suite 219, Baltimore, Maryland 21220 (443-809-4360). 

http://dci.bcps.org/department/academics/career___technology_education_and_fine_arts
http://dci.bcps.org/department/academics/career___technology_education_and_fine_arts
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CTE Professional Development Calendar 
 

  Meeting Date 
New Educators Orientation Thursday August 27th, 2020 
Professional Study Day Thursday September 3rd, 2020 
Department Chairs 

 

Fall Wednesday September 30th, 2020 
Spring Wednesday March 3rd, 2021 

Quarterly PLC Meetings 
 

Quarter 1 Wednesday November 18th, 2020 
Quarter 2 Wednesday February 17th, 2021 
Quarter 3 Wednesday April 28th, 2021 
Quarter 4 Wednesday June 30th, 2021 

CTEAC 
 

  Monday September 14th, 2020 
  Monday December 14th, 2020 
  Monday March 8th, 2021 
  Monday June 14th, 2021 
Program Advisory Councils 

 

Fall Wednesday October 14th, 2020 
Spring Wednesday March 10th, 2021 
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Literacy in Career and Technical Education 

Daily Literacy Practices in CTE 
Career and Technical Education supports literacy across the disciplines. Career and technical 
literacy requires students to read complex, industry-standard texts; to write and speak in clear, 
procedural and analytical formats; to listen actively and critically in order to gain and consider 
different perspectives; and to think judiciously in order to form arguments and make decisions.  
These skills are required for career success and for success across and throughout students’ 
educational experiences. 
 
In order to prepare students to be globally competitive, CTE curricula are project-based, 
requiring students to evaluate challenges, research options, devise evidence-based solutions, 
present findings clearly, and perform tasks accurately according to standards.  Multiple literacies 
are required to achieve these goals, putting students on the path to be responsible and 
contributing members of their families, communities, and society. 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

Expectations for Literacy in CTE 
1. Students connect technical and academic learning through required workplace literacy 

skills. 
2. Students determine impact of informed decisions by analyzing, evaluating, and 

synthesizing multiple sources of information. 
3. Students communicate clearly using industry-specific vocabulary and evidence from 

technical sources. 
4. Students demonstrate creativity and innovation while effectively using technology and 

persevering through complex problems. 
5. Students work productively in teams while incorporating visual representations to 

demonstrate technical skill proficiency. 

Literacy Experiences in CTE 

• Read authentic, industry-specific 
texts. 

• Collaborate with peers to 
complete tasks and projects 
through effective 
communication practices. 

• Practice speaking and listening 
skills in discussions and 
presentations. 

• Conduct research on career-
pathway related topics. 

• Critically analyze and troubleshoot 
technical problems to determine 
root causes while being 
resourceful and divergent.   

• Write technical procedures in 
order to analyze processes. 

• Synthesize information from 
multiple sources, including non-
print sources. 

• Reflect on experiences throughout 
a program of study in order to 
develop post-secondary career 
development plans. 
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Literacy Assessment Chart 
 

Literacy Expectations  Literacy Experiences Sample Assessment Evidence Components/Conditions of 
Literacy 

Students connect technical and academic 
learning through required workplace 
literacy skills. 

Read authentic, industry-specific 
texts. 
 
Conduct research on career-
pathway related topics. 
 

• Cite specific textual evidence to 
support analysis of industry-
specific texts. 

• Create a resume/portfolio 
• Present career related research  

Reading, Writing, 
Language, Critical 

Thinking 
 

1,2,3,4,5,6,7 

Students determine impact of informed 
decisions by analyzing, evaluating, and 
synthesizing multiple sources of 
information. 

Read authentic, industry-specific 
texts. 
 
Write technical procedures in 
order to analyze processes. 

• Write a technical report 
• Create a service manual  
• Troubleshoot a computer 

program 
• Evaluate a schematic 

Reading, Writing 
Critical Thinking 

 
1,2,3,4,5,6,7 

Students communicate clearly using 
industry-specific vocabulary and evidence 
from technical sources. 

Practice speaking and listening 
skills in discussions and 
presentations. 

• Conduct a debate, in support for 
a technical solution 

• Role play customer service 
• Deliver a presentation 

Speaking/Listening 
Critical Thinking 

Language 
 

1,2,3,4,6,7 
Students demonstrate creativity and 
innovation while effectively using 
technology and persevering through 
complex problems. 

Critically analyze and troubleshoot 
technical problems to determine 
root causes, while being 
resourceful and divergent.   

• Use graphic representations to 
solve a problem.  

• Create entries in an engineering 
design journal 

• Apply the design process 

Critical Thinking 
 

1,2,3,4,6,7 

Students work productively in teams 
while incorporating visual 
representations to demonstrate technical 
skill proficiency. 

Collaborate with peers to 
complete tasks and projects 
through effective communication 
practices. 
 
 

• Solve an open-ended problem as 
a team 

• Present research projects 
• Design a product/process  

Speaking/Listening 
Critical Thinking 

 
1,2,3,4,6,7 



E 
 

Page 13 of 45 

Culturally Responsive Curriculum Scorecard for CTE  
Overview 

The Culturally Responsive Curriculum Scorecard for Career and Technical Education is intended to be a 
guiding document for preparing, reviewing, and enhancing CTE curricula across all clusters, programs, 
and courses.  As you implement your curriculum and engage in professional learning communities, 
consider opportunities to provide feedback to the CTE office using the Culturally Responsive Curriculum 
Scorecard for Career and Technical Education. The following concepts should be considered when 
reviewing curriculum and planning lessons: 

1. Representation examples, but not limited to: 
• Images from career professionals, inventions, products, services, and initiatives related to 

Career and Technical Education  
• Discussions of career professionals, inventions, products, services, and initiatives related to 

Career and Technical Education 
• Links to career professionals, inventions, products, services, and initiatives related to Career 

and Technical Education 
2. Social justice examples, but not limited to: 

• Assignment prompts 
• Sample activities 
• Text materials  
• Essential questions and emerging understandings 
• Sample student work 
• Rubrics/ assessments 

3. Teacher materials examples, but not limited to: 
• Introductory info and presentations 
• Standards  
• Rubrics, learning progressions, target learning goals 
• Guiding questions 
• Directions 
• Sample activities 
 

Curriculum review of course:  ___________________________________________ 

Adapted from: 

• https://research.steinhardt.nyu.edu/scmsAdmin/media/users/atn293/ejroc/CRE-Rubric-2018-
190211.pdf 

  

https://research.steinhardt.nyu.edu/scmsAdmin/media/users/atn293/ejroc/CRE-Rubric-2018-190211.pdf
https://research.steinhardt.nyu.edu/scmsAdmin/media/users/atn293/ejroc/CRE-Rubric-2018-190211.pdf
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Representation  
Diversity of CTE Exemplars Tally (Images, references, examples).  

 Female Male Non-Binary Total 
Race 

Asian/ Pacific Islander      
Black/African      

Indian     
Latinx     

Middle Eastern      
Multiracial     

Native American     
Racially Ambiguous     

White     
Nationality 

African      
Asian      

Caribbean     
Central American     

European     
Mexican     

Middle Eastern      
North American     
South American     
South East Asian     

Unknown     
Additional 

Differently Abled     
LGBTQ+     

Total # of Diversity Exemplars:     
  



E 
 

Page 15 of 45 

 
 
Statements 

Very 
satisfied 

+2 

Satisfied 
+1 

Unclear  
-1 

Not 
satisfied

-2 

Average 
(group) 

1. The curriculum features diverse CTE representatives, and representations of people of 
color do not all look alike. 

     

2. There are references to different ethnic and cultural traditions, ways of making, languages, 
religions, names, and clothing. 

     

3. Diverse ethnicities and nationalities are portrayed – not all Asians are Chinese, not all 
Latinx are Mexican, etc. 

     

4. Differently-abled CTE examples of persons with disabilities are portrayed.      
5. Work from CTE representatives of color are prominently included in exemplar groupings, 

not only as additional resources.  
     

6. Career-related works from diverse cultural contexts are not represented stereotypically or 
presented as foreign or exotic. 

     

7. Career-related history is taught from a global perspective that does not prioritize the 
contributions of one group over another. 

     

8. Career-related and cultural traditions formed outside of academic institutions or dominate 
culture are represented. 

     

9. Contextual information is provided for visuals and exemplars (e.g. nationality, geography, 
society, and history.) 

     

Total      
Total Representation Score  
Comments/Feedback: 
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Social Justice Orientation 
 
 
Statements 

Very 
satisfied 

+2 

Satisfied 
+1 

Unclear  
-1 

Not 
satisfied-

2 

Average 
(group) 

10. Curriculum highlights non-dominant populations and their strengths and assets, so that 
students of diverse race, class, gender, ability, and sexual orientation can relate and 
participate fully.  

     

11. The curriculum communicates an asset-based perspective by representing people of 
diverse races, classes, genders, abilities and sexual orientations through their strengths, 
talents and knowledge rather than their perceived flaws or deficiencies. 

     

12. The curriculum does not communicate negativity or hostility toward people of 
marginalized backgrounds through verbal or nonverbal insults, slights, or snubs. 

     

13. Curriculum and instructional activities promote or provoke critical questions about the 
societal status quo, presenting alternative points of view as equally worth considering. 

     

14. The curriculum recognizes the validity and integrity of knowledge systems based in 
communities of color, collectivist cultures, matriarchal societies, and non-Christian 
religions. 

     

15. The curriculum presents different points of view on the same event or experience, or 
career-related movement especially points of view from marginalized 
people/communities. 

     

16. The curriculum provides avenues for students to connect learning to social, political, or 
environmental concerns that affect them and their lives and contribute to change.  

     

17. The curriculum encourages students to take actions that combat inequity or promote 
equity within the school or local community 

     

Total      
Total Social Justice Score  
Comments/Feedback: 
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Teacher Materials 
 
 
Statements 

Very 
satisfied 

+2 

Satisfied 
+1 

Unclear  
-1 

Not 
satisfied-

2 

Average 
(group) 

18. The CTE representatives and authors of the teachers’ materials are people of diverse 
identities (race/ethnicity, gender, other identities if possible). 

     

19. Guidance is provided on being aware of one’s biases and the gaps between one’s own 
culture and students’ cultures. 

     

20. Diverse student identities are seen as assets and strengths that can advance individual 
and group learning, rather than seen as challenges or difficulties to be overcome. 

     

21. Guidance is provided on making real-life connections between academic content and the 
local neighborhood, culture, environment, and resources. 

     

22. Guidance is provided on giving students opportunities to contribute their prior 
knowledge and experience with a topic, not just respond to the text and information 
presented in class. 

     

23. Guidance is provided on engaging students in culturally sensitive experiential learning 
activities. 

     

24. Guidance is provided on opportunities to engage students’ families to enhance lessons.      
25. For specific lessons, guidance includes, a range of possible student responses that could 

all be valid, given the range of student experiences and perspectives. 
     

26. Guidance is provided on customizing and supplementing the curriculum to reflect the 
cultures, traditions, backgrounds, and interests of the student population. 

     

Total      
Total Teacher Material Score  
Comments/Feedback: 
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Interpreting Your Schools 

Representation 
Culturally Destructive Culturally Insufficient Emerging Awareness Culturally Aware Culturally Responsive 

-18 to -8 -7 to -1 0 to 6 7 to 12 13 to 18 
The curriculum likely 
reinforces stereotypes and 
portrays people of color in 
inferior and destructive 
ways. There is little to no 
diversity in exemplars, and 
the curriculum provides 
zero opportunities for 
teachers to engage cultural 
responsiveness. There is 
little to no diversity among 
curriculum contributors and 
CTE representatives. 

The curriculum likely has 
culturally and racially 
ambiguous exemplars. Few 
exemplars and stories are 
portrayed in a culturally and 
historically accurate way. 
There is likely little to no 
diversity among curriculum 
contributors and CTE 
representatives. 

The curriculum likely 
represents some groups in 
diverse and dynamic ways 
but not all. Some exemplars 
are portrayed in culturally 
and historically accurate 
ways, while others are still 
depicted as stereotypes. 
There is likely little diversity 
among curriculum 
contributors or CTE 
representatives. 

The curriculum likely 
captures a decent 
representation of diverse 
exemplars, who are 
generally portrayed in 
accurate and dynamic ways. 
There is likely some 
diversity among the 
curriculum contributors and 
CTE representatives. 

The curriculum likely 
captures a wide 
representation of dynamic 
exemplars that are 
reflected in accurate and 
appropriate cultural and 
historical contexts. This 
curriculum was likely co-
authored by and 
representative of a diverse 
group of contributors. 

Social Justice 
Culturally Destructive Culturally Insufficient Emerging Awareness Culturally Aware Culturally Responsive 
-16 to -7 -6 to 0 1 to 7 8 to 12 13 to 16 
The curriculum likely 
centers White or 
Eurocentric ideas and 
culture throughout the 
majority of the exemplars 
and texts. 
Microaggressions, biases, 
and deficit perspectives are 
prevalent. The curriculum is 
likely disconnected from 
students’ lives and provides 
zero to very few 
opportunities for teachers 
to practice cultural 
responsiveness. 

The curriculum 
predominantly centers 
White or Eurocentric ideas 
and culture in most of its 
components. For the most 
part students are not 
encouraged to think 
critically, or take action to 
combat inequity. The 
curriculum provides weak 
connections to students’ 
lived experiences. There is 
hardly any opportunity for 
teachers to engage cultural 
responsiveness 

The curriculum occasionally 
centers multiple 
perspectives. Some critical 
questions are posed to 
students. Non-dominant 
knowledge systems are 
acknowledged and 
mentioned a few times 
throughout the curriculum. 
There are a few 
opportunities for teachers 
to practice cultural 
responsiveness. 

The curriculum likely 
centers people of color, 
marginalized populations, 
and multiple perspectives. 
The curriculum provides 
multiple opportunities for 
students to think critically. 
There are several 
opportunities for teachers 
to connect students’ 
learning to real life issues 
and action. 

The curriculum is likely 
humanizing, liberatory, and 
equity oriented. Instances 
of centering multiple 
perspectives are abundant 
throughout the curriculum. 
There are clear prompts, 
activities, and content that 
connect students’ learning 
to real life issues and 
actions. There are many 
opportunities for teachers 
to engage cultural 
responsiveness. 



E 
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Teacher Materials 

Culturally Destructive Culturally Insufficient Emerging Awareness Culturally Aware Culturally Responsive 
-18 to 8 -7 to -1 0 to 6 7 to 12 13 to 18 
There is no guidance on 
engaging diverse learners 
or culturally responsive 
teaching in the teachers’ 
materials. Teachers are 
not encouraged to reflect 
on their worldviews or 
their practice. There is no 
guidance about 
connecting the 
curriculum to students’ 
lives. There is no 
opportunity for cultural 
responsiveness. 

There is a little guidance 
on engaging diverse 
learners or culturally 
responsive teaching in 
the teachers’ materials, 
but it is mostly on a 
superficial or symbolic 
level. It is seen as 
additive, rather than 
central to the curriculum 
and teaching. 

There is a little guidance 
on engaging diverse 
learners in meaningful 
culturally responsive 
ways. The teachers’ 
materials provide 
guidance on at least one 
of the following: 
supplementing 
curriculum, engaging 
students in culturally 
sensitive experiential 
learning, and making real 
life connections between 
the curriculum and 
students’ lives. 

There is a lot of guidance 
on engaging cultural 
responsiveness. Teachers 
are presented with 
activities to reflect on 
their worldviews and 
how they see and teach 
students. There is some 
guidance on several of 
the following: 
supplementing 
curriculum, engaging 
students in culturally 
sensitive experiential 
learning, and making real 
life connections between 
the curriculum and 
students’ lives. 

There is an abundance of 
guidance on engaging 
cultural responsiveness 
meaningfully throughout 
the teaching approach, 
extensions, lesson plans, 
etc. Culturally responsive 
guidance is clearly 
marked and presented as 
essential to effective 
teaching. Teachers are 
encouraged to 
consistently check their 
own biases and reflect on 
their practice. 
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Career and Technical Education Financial Guidelines 

 
2020-2021 

 
 

 
Consumable Funds 
Funding Substitutes 

Conference Procedures 
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Career and Technical Education 
 

105 W. Chesapeake Ave., 3rd Floor, Towson, MD 21204 
 

 
EXPENDITURE/PURCHASING GUIDELINES 

 
**REMINDER – PERMISSION FROM THE CTE OFFICE IS REQUIRED BEFORE 

SPENDING CONSUMABLE FUNDS. 

 
 

Expenditure/Purchasing Dates and Deadlines: 
 
 
• Formula (Consumables) Funding 

 
- August 5th, 2020 – Begin consumable spending.  

 
- November 15, 2020 – 75% of consumable funds should be spent (with the 

exception of perishable items for approved CTE programs). 
 

- February 14, 2021 – Last day for non-perishable expenditures. 
 

- Access to these funds will no longer be available once the appropriate CTE 
supervisor has closed out the remainder of available funds after the 
above deadline dates 
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EXPENDITURE 
METHOD 

 

CONSUMABLES 
 

 
 
 
eSchoolMall (eSM) 

1. Check on dynamic links for items if not available on ‘All’ search. 
2. If the item is not available through eSM or contracted vendors on 

BCPS Bid Board, print screenshot showing item is not available, 
then proceed with the appropriate expenditure method below 
(Procurement Card or PO). 

3. Use proper format to name cart  
4. Enter a Cart/Requisition Name formatted as follows: Dept. #, 

Requisition #, Program Name, School Name and Supervisor’s 
name.  

5. Example: 
• School Dept.-Requisition #-Program-School -Supervisor 
• 576-50708-PLTW Engineering – Catonsville - Bowden 

 
 

Procurement Card 
(Use for purchases 

totaling $1,000 or less 
and not available on 

eSM) 

1. Obtain vendor quote or copy of online order for non-perishable 
items. 

2. Complete “Consumable Funds Expenditure Request” (see page 
26). 

3. Follow school procedures for approval and processing. 
4. Submit Quote and eSM search to:  

P-CARD and PO Submissions . 
5. Be sure not to pay tax. 

 
 

 
Purchase Orders 
(Use for items over 
$1000, except for 

eSM requests.) 

1. Obtain quote(s) including shipping cost. 
2. Complete purchase requisition form including CTE program 

name (see form on page 31). 
3. Follow school procedures to process POs. Obtain the principal’s 

signature in the body of the PO. 
6. Submit to the CTE office for approval and processing. Be sure to 

include quotes and screenshot of eSchoolMall search showing 
item not available. 

7. Submit Quote and eSM search to:  
P-CARD and PO Submissions . 
 

Dept. of Technology - 
“Service Invoice” or 

“Parts/Supplies 
Invoice” 

Contact CTE program supervisor for pre-approval. 

 
 
 
 

https://forms.office.com/Pages/ResponsePage.aspx?id=3cPDSRs_g0GOdLONSDpa_QhPCTUHEsdLmady3wr9m79UMEJRRTRNTkFTTklNQ1lEQ0U1S1pLV0kyRS4u
https://forms.office.com/Pages/ResponsePage.aspx?id=3cPDSRs_g0GOdLONSDpa_QhPCTUHEsdLmady3wr9m79UMEJRRTRNTkFTTklNQ1lEQ0U1S1pLV0kyRS4u
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BCPS Bid Board URL: Office Of Purchasing 
**Keep copies of requests and quotes.   

Creating a spreadsheet to track program expenditures is required. ** 
 

Contact the CTE office if products have not been received within 6 weeks of placing the order. 
 
 
• The role of the CTE school staff is to spend allocated consumable funds for 

their intended purpose, track expenditures, and maintain accurate account 
balances. 
 

• The role of the CTE office staff is to approve expenditures and monitor 
spending of allocated consumable funds for their intended purpose. 
 

• Purchasers should be sure no tax has been paid before submitting procure 
statements. It is the responsibility of the purchaser to resolve any tax issues. 

 

Please call the appropriate CTE staff member below for any questions. 
 

Staff Duty 
 

Michael Grubbs, Ph.D.  
(Coordinator) 
443-809-9591 

 

Career and Technical  
Education 

 

Jacquetta Higgins 
443-809-8921 

 

Administrative Secretary III 

 

Lisa Thomas 
443-809-8921 

 

Fiscal Assistant 

 

Michael Bennett 
443-809-8921 

 

JROTC 
 

Robin Bowden 
443-809-8921 

 

Technology Education 
 

MiVida Parham 
443-809-8927 

 

Technical Programs 
 

Kara Lynch, Ph.D.  
443-809-8924 

 

Business Education 
 

Alicia Fales 
443-809-8925 

 

School to Career Transition 

 

Renee Maforo 

 

Contractual 
 

https://esmsolutions.agiloft.com/gui2/system/continue_flow.do;en;page=E45865A7A3C8AA18A1704DA93DD40A000047;CSRF_NONCE=749B2D5C9B43D78053C5D28F96DDCD08
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Note: Consumable funds are allocated to the school’s 0004 activity (materials and 

computer software), but these funds may be used in 0005 activity (software 
licenses & contracted services) with approval from the program 
supervisor. 

 
 Schools should reserve some of the 0004 activity consumable funds for 

equipment repairs using contracted services 0005 funds in CTE programs 
with frequent repair needs (e.g., culinary arts, automotive, etc.).  Needs 
should be estimated by reviewing repair expenditures for the prior two 
years. 

 

 
• Account Codes for 0004 Activity – Consumables-Instructional 

Materials/Software. 
 
Fund Department Unit Object Activity    Function 
1000 * School # 2135 3507 or 3508    0004 0401 

 

*See p. 29 - “Purchase Order Code Reference Sheet” for School Department 
#. 
 

3028 – Textbooks (Soft Cover) - Softback textbooks are eligible for CTE 
consumable funds; hardback textbooks are not eligible. 
 
3145 – Subscriptions (e.g. printed magazines) 
 
3146 - Digital Subscriptions 
 
3507 - Instructional Materials and Supplies – Items under $400 to be used 
by students over a one- or two-year period (i.e., CTE program-specific items 
such as food, small power tools, etc.).  For specialty, higher-cost 
consumables, contact the appropriate supervisor for approval before 
submitting. General office supplies should be avoided.  

3508 - Computer Software (CD/DVD) – BCPS- approved software that is 
updated every one or two years to keep up with business/industry 
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standards.  If a purchase order has more than one object code (e.g., 
instructional materials-3507 and software-3508), include both objects’ 4-
digit numbers and subtotals, including a shipping breakdown for each item 
in the purchase order; otherwise, the purchase order will be returned for 
clarification. 
*** All software must have gone through the approval process before purchase 
requests are made. 
 

• Account Codes for 0005 Activity – Contracted Services and Software Licenses 
 

Fund Department Unit Object Activity Function 
1000 * School # 2135 2834 or 2851 0005 0401 

 
2834 – Contracted Services/Repairs 
 
2851 – Site Licenses 
*** All software must have gone through the approval process before 
purchase requests are made 
 
4840 – Professional Dues (for CTSO i.e. FBLA, DECA, SkillsUSA, and FFA) 

 

• After approval from the school principal is granted, contact the CTE program 
supervisor for repair or site/seat license approval for consumable funds. 
 

Adherence to these guidelines will ensure effective use of resources.   
Please contact the CTE supervisor or fiscal assistant for processing assistance. 
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Career and Technical Education 

CONSUMABLE FUNDS EXPENDITURE REQUEST 
2020-2021 

Procurement Card Charges – Request Hold-Back Money for Repairs 
 

Upload request and vendor quote to CTE office at File Upload  
PLEASE PRINT 

I have checked for this item on eSM and Bid Board [if checked, attach corresponding documentation] 
 

DATE: ________________ FROM:   School Name:  
 
 CTE Completer Program:  Requesting Teacher:   
 

Dept. Chair/Team Leader:   CTE Supervisor:   
 
School Fax Number:    School Phone Number:   
 
Vendor:  Vendor Phone Number:  
 
Typed Quote #:  Vendor Contact Person:  

 
 Use the following approved account string:  1000 -   ____  - 2135 -  _______ - 000___   - 0401 
 Fund   Dept   Unit   Object   Activity   Function 

 
School Fiscal Assistant’s Signature:  Date:   
 
Total purchase request, plus shipping/delivery charge-NO SALES TAX:  $  
(Include vendor quote on company letterhead.  Quotes must total $1,000 or less for procurement card purchases.) 
 
School Administrator’s Approval:  Date:   

 
 

CAREER AND TECHNICAL EDUCATION OFFICE APPROVAL 
  

 Fiscal Assistant:  Date:   
 

 Supervisor’s Signature:   Date:   
 

Coordinator’s Signature:  Date:   
 
Date & Time Faxed to School:  
Notes:  
 

SCHOOL RECORDS 
 
When approval is received, process the order using the school’s procurement card.  Follow BCPS procedures for processing 
these expenditures and maintaining records. 
 

Ordered By:  Date:   
 

Vendor Representative:  Charge Amount:  $  
 
 Receipt Received:  Date:   
If actual charge total is different than approved amount, please send an email to the fiscal assistant (see chart on p. 23). 

https://bcpscloud-my.sharepoint.com/:f:/g/personal/mgrubbs_bcps_org/https:/forms.office.com/Pages/ResponsePage.aspx?id=3cPDSRs_g0GOdLONSDpa_QhPCTUHEsdLmady3wr9m79UMEJRRTRNTkFTTklNQ1lEQ0U1S1pLV0kyRS4u?e=toQHMy
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CONFERENCE PROCEDURES 

 
CTE Supervisor Approval – Seek written approval from CTE supervisor first (email or memo). 
 
Note: The procedures for conferences on the link below may be modified by the CTE office for groups 
attending conferences. For the 2020-2021 school year, conference travel has been restricted by Baltimore 
County Public Schools. Virtual conferences, when appropriate, will still be considered.  
 
Overnight Travel Approval Form (In or Out of State) - This form must be completed 4 weeks prior to the 

early bird deadline of the conference or a minimum of 6 weeks before the conference. 
 

• Complete this document in its entirety, including total costs of transportation, per diem, housing, and 
registration. Overnight Travel Approvals and arrangement information can be found by clicking on the 
following URL: 
 BCPS Accounting Office   
https://intranet.bcps.org/offices/accounting/ 

 
• The original Overnight Travel Approval form must be sent to the CTE office via interoffice mail with a 

principal’s signature. 
 

• The completed and signed approval form should accompany all purchase orders and reimbursements.   

BCPS current process for conference procedures can be found at the following URL:  
BCPS Overnight Travel Guidelines 
https://intranet.bcps.org/offices/accounting/pdf/Overnight-Travel-Guidelines.pdf  
 
For additional information on expense reimbursement see BCPS Rule 3126 available at: BCPS Expense 
Reimbursement Rule 3126 
http://www.bcps.org/system/policies_rules/rules/3000Series/RULE3126.pdf

https://intranet.bcps.org/offices/accounting/
https://intranet.bcps.org/offices/accounting/pdf/Overnight-Travel-Guidelines.pdf
http://www.bcps.org/system/policies_rules/rules/3000Series/RULE3126.pdf
http://www.bcps.org/system/policies_rules/rules/3000Series/RULE3126.pdf
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Career and Technology Education 
 

Journal Entry Form for Substitute Teachers 
2020-2021 

 
Teacher:  If you have been approved by your supervisor to acquire a substitute, the fiscal assistant should pay the 
substitute through the school’s account and forward this form to the CTE office for reimbursement. 
 

School Name:  __________________________     School Number:  ______ 
 
Person Preparing:  ___________________________________ 
 
Date:  __________________ 

 
In order for your school to be reimbursed for a substitute teacher, please fill out the following information: 
 
 Teacher’s Name:  ______________________________ 
 
 Substitute’s Name:  ______________________________ 

 
 Amount for Substitute (Check One): 
 
  $100.04 (Degreed) 

  $71.50 (Non-degreed) 
 
 Account string to be reimbursed (Substitute Account): 
 
 
__  __  __  __ -  __ __ __ -__ __ __ __ -  __ __ __ __ -  __ __ __ __ - __ __ __ __ 
      Fund               Dept            Unit               Object           Activity         Function 

 
 Date of Teacher Absence:  ____________ 

 
 Reason for Teacher Absence:  ____________________________ 
 
 CTE Supervisor’s Name___________________________________________ 
 
Please note that the name of the substitute is not required.  An account code is needed so that a journal entry can 
be made to reimburse the school.  This is an eight-digit number (your fiscal assistant should know which codes to 
use).  If you have any questions, please call the CTE Office. 
 
PLEASE RETURN THIS FORM TO YOUR SUPERVISOR IN THE CTE OFFICE WITHIN TWO WEEKS OF RETURNING FROM APPROVED 
ABSENCE. 
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Purchase Order Code Reference Sheet 
 

 

High School 
 

Department # 
 

 

Location Number 

Catonsville 576 0174 

Chesapeake 584 1574 

Dulaney 472 0872 

Dundalk 585 1273 

Eastern 535 1575 

 Franklin 563 0472 

G.W. Carver 471 0975 

Hereford 473 0772 

Kenwood 586 1572 

Lansdowne 577 1371 

Loch Raven 474 0973 

Milford Mill 564 0271 

New Town 790 0473 

Overlea 536 1473 

Owings Mills 565 0452 

Parkville 537 0972 

Patapsco 587 1272 

Perry Hall 538 1171 

Pikesville 566 0371 

Randallstown 567 0272 

Sollers Point 588 1274 

Sparrows Point 589 1573 

Towson 475 0971 

Western 578 0175 

Woodlawn 579 0172 
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PURCHASE ORDER BID PROCEDURES 

 
ALL CTE PROGRAMS 

 
 
In accordance with revised state law, effective July 1, 2006, the threshold for requiring bids has 
increased to $25,000.  This applies to any purchase of a single item or for an annual system-
wide purchase for the same item.  If no current approved contract exists for the item(s), follow 
these steps: 
 
• If a purchase is less than $15,000 get one written quote. Complete a purchase requisition, 

attach the vendor quote(s), and forward to the program’s CTE supervisor. 
 

• If a purchase is greater than $15,000 and less than $25,000 get two written vendor quotes. 
Complete a purchase requisition, attach the vendor quotes, and forward to the CTE 
program’s supervisor. 
 

• If any purchase is anticipated to be more than $25,000 contact the CTE program’s 
supervisor immediately for assistance in following the bid process.   
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FAQs/Common Mistakes 
 
• eSchoolMall (eSM):  Purchases must go through eSM if the item is available there. Use 

dynamic links whenever possible, as well as a variety of terms when searching for items. 
Multiple vendors may be included on the same eSM requisition. Once an item is confirmed 
to be unavailable, printouts of the search must be submitted for verification.  
 

• Expenditure Document:  If the purchase total is $1,000 or less and a credit card is being 
used, submit the Expenditure Request Form.  If the purchase total is over $1,000 use a 
Purchase Order. 
 

• Expenditure Request: An electronic version of the Consumable Funds Expenditure Request 
form is available on the CTE office intranet site found at the following URL: CTE Office 
intranet site. https://intranet.bcps.org/offices/cte/ 

 
• Tax:  Purchases are MD Sales Tax Exempt. Ensure that all quotes, invoices, and receipts do 

not include tax. Any that do include tax cannot be processed and will be returned to you for 
removal of the tax. 

 
• Shipping:  Be sure to confirm shipping costs, as these must be added to the quote.  
 
• Signatures:  Requests without proper signatures (i.e. school administrator and fiscal 

assistant) will be rejected.  
 
• Program Specification:  Be sure to identify which program area the purchase is for, and the 

area from which the funding is being drawn, especially if the purchaser oversees multiple 
areas. 

 
• Deadlines: Spend funds in a timely manner.  Late requests will not be honored. 

  

https://intranet.bcps.org/offices/cte/
https://intranet.bcps.org/offices/cte/
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Technical Skills Guidelines 
Introduction and Guidelines 
Technical Skill Attainment (TSA) is a vital part of Career and Technical Education (CTE) and also 
a requirement of Perkins reporting and accountability. Beginning in the 2019/2020 school year, 
the CTE office will be financially supporting the assessments.  Schools may request for TSAs to 
be paid for directly by the CTE office or apply for reimbursement of certification exams taken by 
students during the 2020-2021 school year. The CTE Office will cover the cost of each TSA under 
the following conditions: 

1. The student must be enrolled in a CTE program of study.  

2. The TSA must one recognized in Table 1.  

3. Each student must take the TSA prior to June 15th, 2021. 

4. Only one attempt, per TSA, is covered.  

5. If school paid with operating funds, the school should submit: 

• Copies of PSI registration forms – PSI does not supply an invoice 

• Copy of purchase order or check request to show the school paid with operating 

funds 

• A complete journal entry including the school’s operating budget account string and 

the CTE operating budget account string 

• All shall be approved by Dr. Grubbs.  

• Dr. Grubbs will then forward the journal entry to Deanna Ashenfelter 

6. If schools collected and paid, with SAF the following will be required: 

• Check request/reimbursement form  

• Copies of registrations forms – PSI does not supply an invoice. 

• Copy of SAF check stub showing that funds were issued to PSI 

• Remit to Dr. Grubbs for approval and the addition of a CTE account string. 

• Dr. Grubbs will forward approved reimbursement request to 

accountspayable@bcps.org  

mailto:accountspayable@bcps.org
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Instructions for Reimbursements 

 
Reimbursements may be submitted beginning July 1, 2020 and ending June 15th, 2021. 
Requests will be reviewed by the CTE office and reimbursed thereafter.  

 
CTE Department Chair/Teacher Instructions 
1. Carefully verify the accuracy and eligibility of all students based on the criteria listed 

in the introduction on page 2.  When you submit the information to the CTE Office, 
you are taking responsibility for its accuracy.  

2. Review Table 1: TSAs Covered.  

3. Compile information for all eligible students into the 2020-2021 Certification Exam 
Reimbursement Application.  

4. Email the application to the CTE Coordinator: mgrubbs@bcps.org   

mailto:mgrubbs@bcps.org
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TSAs Covered 
Note: Only the following TSAs will be covered by the CTE Office. A TSA that is a college credit is not to be reimbursed. It is the articulated credits 
students receive for completing the program. Costs change and should also be conferred with the CTE Office.  
 

 
CTE Program Approved TSA Testing 

Expectation Code Payment Method Costs 

AM
C Interactive Media Production Adobe Photoshop End of Program 011008 CTE Office $99 

Graphic Communications (PrintED) Introduction to Graphic 
Communications Assessment Course # 2 011001 School Reimbursement $20.00 

BM
F 

Business Management A*S*K Business Institute Certification Mid Program 021010 CTE Office $40-60 

Accounting and Finance A*S*K Business Institute Certification Mid Program 021010 CTE Office $40-60 

Business Administrative Services Microsoft Office Specialist Certification End of Program 021005 CTE Office $4,500 for 5 sites 

Marketing A*S*K Business Institute Certification Mid Program 021010 CTE Office $40-60 

CD
 

Construction Design and Management Autodesk AutoCAD  Mid Program 031001 CTE Office $108 

Building and Construction Technology NCCER Core End of Course 031005 CTE Office $25 

Construction Trades - Carpentry NCCER Core and Level 1 End of Course 031005 CTE Office  $25 each/$50 

Construction Trades - Electrical NCCER Core and Level 1 End of Course 031006 CTE Office $25 each/$50 

Construction Trades - Plumbing NCCER Core and Level 1 End of Course 031007 CTE Office $25 each/$50 

Construction Maintenance - HVAC NCCER Core and Level 1 End of Course 031009 CTE Office $25 each/$50 

CS
HT

 

Careers in Cosmetology Cosmetology License 
End of Program 

041001 School Reimbursement   
Practical ($49)and 

Theory ($49) 
 

Culinary Career related (ACF) Certified Fundamentals Cook (CFC) 
End of Program 

041004 CTE Office *$29 online for 
practical/theory 

Baking and Pastry Career related (ACF) Certified Fund Pastry Cook (CFDPC) 
End of Program 

041005 CTE Office *$29 online for 
practical/theory 

Food and Beverage Management (ProStart) National ProStart related Certificate 
End of Program 

041006 CTE Office $36 
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TSAs Covered (Continued) 
Note: Only the following TSAs will be covered by the CTE Office. A TSA that is a college credit is not to be reimbursed. It is the articulated credits 
students receive for completing the program. Costs change and should also be conferred with the CTE Office. 
 

 
CTE Program Approved TSA 

Testing 
Expectation 

Code Payment Method Costs 

EA
N

R Curriculum for Agricultural Science Education (CASE) College Credit End of Program 051099 N/A N/A 

Environmental Science/Studies College Credit End of Program 051099 N/A N/A 

HB
 

Academy of Health Professions (AHP) CNA End of Program 061001 School Reimbursed 
Certified Nursing 

Asst ($20 + 
background 

 AHP - Pharmacy Technician Pharm Tech Certification End of Program 061003 CTE Office $115 

AHP - Allied Health Intern College Credit End of Program 061099 N/A N/A 

AHP - Allied Health Dual Enrollment CNA 
College Credit End of Program 061001 

061099 N/A N/A 

AHP – Dental Dental Assisting Certification- 
RHS ($270)and MDG($290) End of Program 061005 CTE Office $560 

AHP – Physical Rehab 
College Credit 

NSPA Physical Trainer 
Certification 

End of Program 061099 N/A N/A 
$50 Exam Fee 

Project Lead The Way: Biomedical Sciences 
  

College Credit 
BACE  End of Program 061099 

061010  
School Reimbursed $150 

HR
S 

Teacher Academy of Maryland (TAM) 
  

Praxis Core Jr. or Senior Year 071099 School Reimbursed $150 
Early Childhood Education/Child Care 
  

90 hr. Cert. End of Program 071014 N/A N/A 

Homeland Security and Emergency Preparedness- 
HS Sciences  

College Credit End of Program 071099 N/A N/A 

Homeland Security and Emergency Preparedness - 
Criminal Justice/Law Enforcement  

College Credit End of Program 071099 N/A N/A 



 

Page 37 of 45 
 

TSAs Covered (Continued) 
Note: Only the following TSAs will be covered by the CTE Office. A TSA that is a college credit is not to be reimbursed. It is the articulated credits 
students receive for completing the program. Costs change and should also be conferred with the CTE Office. 
 

 
CTE Program Approved TSA 

Testing 
Expectation 

Code Payment Method Costs 

IT
 

Computer Science 
  

AP CS A End of Class 081021 Individual $94 

IT Networking Academy (CISCO) 
  

CCENT Mid Program 081012 School $125 

CCT Mid Program TBD CTE Office $175 

A+ Mid Program 081005 CTE Office $219 

IT Networking Academy (CISCO) - CCNA Routing 
and Switching 

CCT Mid Program TBD CTE Office $175 

CCNA End of Program 081013 CTE Office $300 
IT Networking Academy (CISCO) - CCNA Security 
  

Security + Mid Program 081007 CTE Office $339 

M
ET

 Engineering Technology, General (MISCODE) 
  

Autodesk Inventor Mid Program 031003 CTE Office $108 
Project Lead The Way- Pre-Engineering (PLTW) 
  

Autodesk Inventor Mid Program 031003 CTE Office $108 

TT
 

Automotive Technician (NATEF) 
  

MLR (101009), Brakes (101002), 
Electrical/Electronics (101003), 
Steering/Suspension (101001), 
Engine Performance (101004) 

Certification 

End of Course 470645 CTE Office $40 

Medium-Heavy Truck Technician (NATEF) 
  

Diesel Engine (101013), 
Electrical (101003), Brakes 

(101002), Steering/Suspension 
(101001) Certification 

End of Course 470655 CTE Office $40 

CC
RD

 

Career Research & Development 
  College Credit End of Program 111099 N/A N/A 

 Aviation Technology Remote Pilot’s License End of 3rd Year NA CTE Office $150 
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2020-2021 Certification Exam Reimbursement Application 
 

For the Cosmetology State Board exam, the school will need to pay for the examination first, then 
have the CTE Office reimburse through a Journal Voucher or a Budget Line Transfer. Teachers, or 
Department Chairs, should complete the 2020-2021 Certification Exam Reimbursement Application 
prior to students taking certification exams. CTE recommends students to not incur costs upfront.  
 

 SCHOOL APPROVAL 
 

Date:  ______________________________________________________________  

School: ______________________________________________________________ 

Teacher: _____________________________________________________________ 

CTE Completer Program: ________________________________________________ 

Certification Name: __________________________________________________ 

Number of Students:  __________________________________________________ 

Exam Cost:   __________________________________________________ 

Total Costs:   __________________________________________________ 

School’s Fiscal Assistant: ________________________________ Date: _________ 

School Administrator’s Approval: __________________________ Date: _________ 

 
 

CAREER AND TECHNICAL EDUCATION OFFICE APPROVAL 
 

Fiscal Assistant: _____________________________________    Date: _________ 

Supervisor’s Signature: _______________________________  Date: _________  

Coordinator’s Signature: ______________________________ Date: _________ 

 

Date & Time Faxed to School: __________________________  

 

 

Note: Save the final approval for your records. If costs are covered by the school, a JV will be 
attached to this approved form for reimbursement from the CTE office.   
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CTE Advanced Placement (AP) Exam Payment Instructions for the AP 
Computer Science A Exam 
 

 

The Career and Technical Education (CTE) Office will provide funding via Budget Line Transfer (BLT) 
for the AP Computer Science A exams for non-FARMs students in the CTE Computer Science program 
of study. (FARMS students taking this exam should continue to be reimbursed through the Title IV 
Grant through the Department of Academic Services). This is being done in order to encourage 
participation in the MSDE approved Technical Skill Attainment Assessment for those students in the 
CTE Computer Science Program of Study.  Please note that the AP Computer Science Principles exam 
is NOT being funded by the CTE Office, just the AP Computer Science A exam. 

 

Step 1:  Identifying Eligible Students: 

• After the exam registration deadline in November, the AP Coordinator and the AP Computer 
Science A will review the list of students registered for the exam. 

o The AP CS A teacher will identify those students who are in the CTE Computer Science 
completer pathway. 

o The AP Coordinator will cross reference the AP CS A teacher’s list and determine the # of 
those students who are non-FARMS.  (Names are not needed, just an overall number.) 

Step 2:  Submitting Request for CTE Payment for AP CS A Exam Form: (Attached) 

• AP Coordinators at each eligible school will submit the form to the CTE Office as soon as 
possible.  

o Forms can emailed to Dr. Michael Grubbs mgrubbs@bcps.org  
o The school will retain a copy for its records. 

 
Step 3:  Budget Line Transfer (BLT): 

• The CTE Office will complete the Request for a Budget Line Transfer (BLT) to the eligible school 
and remit it by the annual BLT deadline date. 

• Eligible schools will receive the funds and then use them to pay for the eligible student’s exams 
by the College Board due date. 
 

Should you require assistance, please contact the following: 

Dr. Michael Grubbs, Coordinator 
Office of Career and Technical Education  
mgrubbs@bcps.org  
  

mailto:mgrubbs@bcps.org
mailto:mgrubbs@bcps.org
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Request for CTE Payment for AP CS A 

 

Remit to the CTE Office by January 31st, 2021 

Email to: mgrubbs@bcps.org 

 

NAME OF SCHOOL _________________________________________________________ 
 

Notes: 
• Only the AP Computer Science A exam (not the AP Computer Science Principles exam) will be 

covered for non-FARMS, CTE Computer Science completer students by the CTE Office.  The 
FARMS students will be covered separately by the Title IV Grant. 

• Students that are enrolled in the course as an elective are not eligible for payment through the 
CTE Office. 

• Schools that do not offer the full CTE Computer Science program of study are not eligible for 
payment. 

• Funds will be transferred to eligible schools through the BLT process and then schools will use 
those funds to remit payment to the College Board for those exams. 

• Funds already collected from eligible students will need to be returned.  (In the future, eligible 
students will not need to remit funds upfront to register.) 

 
Exams Costs to Be Covered by the CTE Office: 
 
 

# of non-Farms, CTE CS completer students registered for the AP CS A exam  
 

Exam rate x $85.00 
 

Total to be transferred by CTE Office $ 
 

 
By signing below, I acknowledge that the amount to be transferred by the CTE Office and later paid to 
the College Board by school. 
 
__________________________ ______________________________  _______ 
AP CS A Instructor Printed Name AP CS A Instructor Signature   Date 
 
__________________________ ______________________________  _______ 
AP Coordinator’s Printed Name  AP Coordinator’s Signature   Date 
 
__________________________ ______________________________  _______ 
Bookkeeper’s Printed Name  Bookkeeper’s Signature    Date 
 
______________________________ ______________________________  _______ 
Principal’s Printed Name  Principal’s Signature    Date 
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Reporting CTE Certifications 

 

Please log certifications throughout the school year as students attempt/earn their TSA. The 
following procedures outline the steps taken to record each student’s certification status:  

 

SIS: Grades 

CTE Certifications 

Career and Technical Education (CTE) student certification testing can be recorded year-round 
using BCPS One SIS from grades nine through twelve. The CTE Certifications screen allows users to 
add, update, or delete a CTE certifications score to the student record. 

 

CTE test data will be electronically recorded and stored in BCPS One SIS in a format for future 
reporting to MSDE as students take certification exams. 

 

Important Note – All existing CTE certifications should be recorded for high school students (grades 9 - 
12) prior to June 30th or last working day in June of each year for MSED reporting and data 
warehouse retrieval. Certifications for 12th graders must be recorded before senior grades close.  

 

1. Navigate to Grades > Transcripts > CTE Certifications. See Figure 1. 

 

Figure 1. Navigating to CTE Certifications on Grades Menu 
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2. In the Select Student drop-down menu, pick a student. See Figure 2. 
 

 

Figure 2. Selecting a student to view or add/edit CTE certifications 

3. When a student is selected, all test scores related to CTE Certifications for the student would 
be displayed. The page would then contain 3 sections: Select Criteria, Add New Scores, and 
Saved Scores. Current/Max scores would list different test scores based on the grade level of 
the student. The Add New Scores field would allow user to enter test score information 
related to CTE certifications manually for a student. A sample screen for a grade 12 student is 
shown below in Figure 3. 

 

 

 

 

 

 

 

 

 

 

 

Figure 3. Sample Grade 12 CTE Certification score information 
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4. To add new scores for CTE certifications, the user must choose from the following dropdown 
fields: Certification Type, Certification Month, Certification Year, and Certification Status. The 
three options available under Certification Status are Attempted, Passed, and Not Passed. See 
Figure 4. Click Save to add new score once all other information has been provided. 

 

 

 

Figure 4. Adding a New score for CTE Certification 

 

Note – Only certifications that have an Attempted status can be edited or deleted. College Course 
TSAs must be directly related to the CTE program of study.  For example, a College Course in 
Financial Management would count for the Business Program, but not for the Computer Science 
Program.  General Education College Courses do not apply at all, all courses must be subject 
specific.  Check with your CTE Supervisor if you are unsure if a course would count 
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