CAREER DEVELOPMENT PROGRAM

DAILY/WEEKLY REPORT FORM

	NUMBER OF STUDENT CONTACTS:

(# of professional contacts with individuals, involving an exchange of information)
	Mon
	Tues
	Wed
	Thu
	Fri
	TOTAL

	Academic
	
	
	
	
	
	

	Career Development
	
	
	
	
	
	

	Personal /Social 
	
	
	
	
	
	

	NUMBER OF CONTACTS WITH:

(# of professional contacts with individuals, involving an exchange of information)

	Teachers (about CD program)
	
	
	
	
	
	

	Teachers (about student/s)
	
	
	
	
	
	

	Other Student Personnel Workers (social workers, psychologists, 
LD, ED, and/or other specialists)
	
	
	
	
	
	

	Referral Agencies 
	
	
	
	
	
	

	Administration 
	
	
	
	
	
	

	Parents 
	
	
	
	
	
	

	
OTHER ACTIVITIES:

	Number of Students (9-12) with current plans of study
	
	
	
	
	
	

	Classroom and/or Group (# of groups or classrooms, not individuals)
	
	
	
	
	
	

	Students Tested (# of individuals)
	
	
	
	
	
	

	Contacts with (recent) Graduates (# of individual contacts)
	
	
	
	
	
	

	Contacts with Dropouts (# of individual contacts)
	
	
	
	
	
	

	Contacts with Adults (# of individual contacts)
	
	
	
	
	
	

	Contacts with colleges & industry (# of contacts)
	
	
	
	
	
	

	Meetings (# of meetings – include explanation in narrative – annual report)
	
	
	
	
	
	

	Other  (include explanation in narrative – annual report)
	
	
	
	
	
	


This form is offered as an option to assist the CD counselor in keeping track of the number of student, staff, administration, group, classroom, and/or parent etc. “professional” contacts throughout a week’s time.  The numbers from these weekly documents can be tallied and then reported at the end of the year on the Annual Report Form.  An annual report with numbers of contacts is required by the CTE Career Development Supervisor at the end of each school year.  This data is utilized by the ND CTE Director during legislative sessions as an accountability tool regarding funding for the ND Career Development Programs. 

Career Development counselors are also encouraged to keep administrators appraised throughout the year of their progress toward completion of the objectives listed on the POW.  

You may access this form at:   http://www.nd.gov/cte/programs/career-dev
(If you have any questions about what belongs in each category and how to count it – call CTE at 328-3196.)
