Please download this checklist and use it to guide you through the process of registering your Skills Standards Program.

Checklist for the Skills Standards Programs
Your password will remain the same from year to year.  Please keep it in a safe place to refer to in the upcoming years.  Passwords are case sensitive!

 FORMCHECKBOX 

District Administrator/School Principal has entered the assurances for your school district/program area
· This must be done before you can register your program.
· If you don’t see your program listed for your school, it means the administrator has not entered assurances for your program.  You must contact your administrator.
 FORMCHECKBOX 

Register program/teacher information

· Assurances and Program Registration must be done PRIOR to running the program.  Do not wait until the end of the school year to register your program.

· Make sure you enter your correct email address, as most correspondence from the state office is done via email.

· Do Not enter your name more than once for the same program.
 FORMCHECKBOX 

Register 1st semester students by October 31st; second semester by March 1st
· Check spelling of student names (names are automatically placed into the certificates, so if you misspell a student’s name it will appear that way on the certificate)
· Make sure first name/last name are in the correct fields

· Enter worksite for each student.  The system will not accept your registration if you do not have this field filled in.  For the ACCT, Infant Toddler and the Construction program, where there is no worksite information, please enter NA.
· You may “edit” your student information, but you cannot “delete” a student (contact the state office via email for any deletions).
· DO NOT enter a student’s name in the same program more than once.  If you have problems editing, please contact the state office via email.
· When filling out the student registration, please try to fill in the ethnicity, if you are unsure choose NA for this year.  Please know, however, that in 2009/10 NA will no longer be an option.
 FORMCHECKBOX 

Program Completion
· Use the most current portfolios and evaluation worksheets located on our website at http://cte.dpi.wi.gov/cte_cteskills.

· You must select the certification name and enter a score for each student.  (Please enter all your completers at one time; or if you prefer to enter the scores as students complete their program you can do so, but do not select the “yes” checkbox until all your students that are going to complete the program do so for the current year.  This will eliminate the state office of having to mail certificates piecemeal, rather than in one mailing.)
· Deadline for entry of all Skills Standards program completions, EXCEPT Employability Skills, is August 31st.  Deadline for Employability Skills is December 31st.

· Allow 2 weeks turn around time for certificates to be mailed.
State Office Email Addresses:
Sara Baird
Skills Standards Administrator

sara.baird@dpi.wi.gov
Denise Byrd
Employability Skills Standards Program

denise.byrd@dpi.wi.gov 
Deb Motiff

Cooperative Education Skills Standards

debra.motiff@dpi.wi.gov 
Diane Ryberg
ACCT and Infant Toddler Programs

diane.ryberg@dpi.wi.gov 
