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Delaware has historically exhibited strong support for Career Technical Student Organizations as integral components of Career Technical Education Programs. Participation in these organizations complements and enriches instruction. They help students develop strong connections between the classroom and future careers in the workplace. Past Governors and General Assemblies have demonstrated this support through legislation that provides state funding. 
The State Board of Education believes that Career Technical Student Organizations contribute significantly to the motivation, education and total development of students. These organizations provide opportunities that develop leadership abilities, citizenship skills, social competencies, and a wholesome attitude toward living and work. The State Board of Education and the Department of Education promote and support Career Technical Student Organizations through regulations that require all local school districts and charter schools that offer state approved Career Technical Education Programs to “Organize and financially assist Career Technical Student Organizations as integral components of Career Technical Education Programs in public schools that complement and enrich instruction.”   

FOREWORD
This document outlines required practices for all Delaware Career and Technical Student Organizations (CTSOs).  The handbook was created by the CTSO State Leadership Executive Council, in consultation with CTSO state presidents.  

The requirements in this handbook reflect Delaware’s commitment to students by providing meaningful Career and Technical Student Organization experiences.  State regulation requires all schools with career and technical education programs to participate in the affiliated state CTSOs.  As an integral part of the career and technical education curriculum, CTSOs provide students with competency-based and applied learning opportunities that build academic knowledge, higher-order reasoning skills, problem-solving skills, general employability skills, technical skills, occupation-specific skills, and leadership skills.  
Valerie A. Woodruff

Secretary of Education

INTRODUCTION
State Career and Technical Student Organizations (CTSOs) are sponsored by the Delaware Department of Education.  Education Associates for career and technical education content areas serve as the State Advisor/Director for their respective career and technical student organization.

Delaware’s approved Career and Technical Student Organizations include:
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Business Professionals of America                                                      DECA
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    Family Career and Community





FFA

             Leaders of America
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SkillsUSA                                                         Technology Student Association

Goals of State Career and Technical Student Organizations

While each State Career and Technical Student Organization is designed to meet the career training needs of its respective students, there are some goals that are common to all State CTSOs:

1. All Career and Technical Education students will participate in State CTSOs.  
2. Through CTSO participation students will develop leadership, career advancement, and technical skills related to specific career areas.

3. Through CTSO participation students will develop the social and personal skills necessary for effective interactions with business, education, and industry leaders and for workplace success.

4. All CTE students will understand the direct relationship between their CTSO, their selected career pathway, and their related school and work-based educational activities.

5. All CTE students, through various planned activities, will understand the benefits of community service and will be involved in community service programs.

CHAPTER ONE

ADMINISTRATION OF STATE CAREER AND TECHNICAL STUDENT ORGANIZATIONS
Career and Technical Student Organization (CTSO) activities are required components of Career and Technical Education (CTE) curricula, as stated in Delaware CTE content standards and state regulation (14 DE Administrative Code, §525).  The Delaware Department of Education designates a CTSO for each CTE content area (see Appendix A for a list of CTE content areas and related CTSOs).  
Role of the Career and Technical Student Organization State Leadership Council
The Career and Technical Student Organization (CTSO) State Leadership Council provides leadership, establishes procedures, and provides general oversight for all Delaware CTSOs.  Members of the Council include Career and Technical Student Organization State Advisors/Directors.  State Presidents (or designees) of CTSOs are ex officio members.  The Council meets at least four times per year.  

CTSO State Leadership Executive Council Officer Elections and Responsibilities

At its spring meeting, the CTSO State Leadership Council elects a chairperson, secretary, treasurer, and other officers deemed necessary. Elected officers serve a one-year term.  

· The chairperson is responsible for presiding over the council’s meetings.  

· The secretary records the minutes of the meetings and, once they are approved by the chairperson, submits them to each member of the council and the State Director of Career and Technical Education. The council secretary also ensures that all CTSO major activities are posted on the DOE calendar, accessible through the DOE Website (APPENDIX A).  
·  The Treasurer maintains financial records of the council and coordinates the annual audit of all CTSO financial records.  The Treasurer of the CTSO Student Leadership Council will submit the financial records of each CTSO to an agreed upon certified public accountant during the first week of November for an annual audit.  
CTSO State Leadership Council Activities

Coordination across CTSOs

The council develops, coordinates, and aligns activities, programs, and procedures common to all State CTSOs in order to ensure statewide consistency.  Individual members and CTSOs must carry out decisions of the council.  

Fund Allocations

The CTSO Student Leadership Council is responsible for annually determining a formula for equitable distribution of state funds to each State CTSO.  The distribution formula is finalized once it is unanimously approved by council members or approved by a majority of council members and the State Director of Career and Technical Education.  
The CTSO Student Leadership Council must follow the formula once approved (See Appendix B).  Fiscal documentation is maintained by the CTSO Leadership Council Treasurer.  Allocations to CTSOs are reviewed by the State Director of Career and Technical Education. 

Communication
Council members are responsible for ensuring the DOE and State CTSO web sites are current and provide like information for state CTSO members.  Each council member is also responsible for individual CTSO web sites and correspondence with his or her State Officer team.

Additional activities and responsibilities of the Council are determined by the Council members.  

State Career and Technical Student Organization Advisor/Director Responsibilities
CTE Education Associates at the Delaware Department of Education (State CTSO Advisors/Directors) are responsible for providing leadership and technical assistance to local CTSOs, managing State CTSO activities, and liaising with National CTSOs.  Each State CTSO conducts activities according to its National CTSO by-laws.  

The responsibility of the State CTSO Advisor/Director includes, but is not limited to, the following areas:

1.

Provide leadership in the development and curricular alignment of State and Local CTSO activities.

2.
Organize and conduct professional development and technical assistance for local CTSO advisors.

3.
Organize and oversee the State CTSO including all state sponsored competitive, leadership, and career development activities.

4.
Provide supervision and training for CTSO State Officers.

5.
Develop and implement financial documentation for the use of state CTSO funds.

6.
Serve as ex-officio member of his or her specific State CTSO Advisory Board.

7.
Serve as the liaison between State and National CTSOs.

8.
Conduct other activities necessary for the success of the State CTSO.

Appointment of an Assistant Career and Technical Student Organization Advisor/Director
The State CTSO Advisor/Director may designate person(s) to assist the CTSO as deemed necessary.  The Assistant CTSO Advisor/Director is assigned duties and instructions by the State Advisor/Director.  The State Advisor/Director is responsible for verifying the qualifications of Assistant Advisor/Director.  The State Advisor/Directors may allocate CTSO funds to cover costs associated with Assistant Advisor(s).

Career and Technical Student Organization Executive Councils and Advisory Boards
Each of the CTSO Executive Councils delegates certain powers to an Advisory Board.  Advisory Board purpose and membership is determined through the State CTSO constitution and by-laws.  Each Advisory Board meets under the guidelines of their respective constitution and bylaws and shall use the rules of parliamentary procedure to conduct meetings, but shall not strictly be bound by Robert's Rules of Order.
Student Membership in State Career and Technical Student Organizations
All students participating in CTE courses are state members of the related State CTSOs.   Support for student participation is provided through the Legislature, the Secretary of Education, the State Board of Education, and the Department of Education.
Students may participate in more than one CTSO if they are actively enrolled in related state approved CTE courses/pathways.  Students may also compete in multiple state or national activities/conferences as long as they are members of multiple CTSOs.  However, students may not compete in the same or similar events during both conferences.  Local chapter advisors are encouraged to contact State Advisor/Directors regarding a ruling on the degree of similarity in specific events prior to enrolling students in State and/or National competitions for two CTSOs.  In the event of a dispute/conflict that cannot be resolved at the local/state level, the CTSO Student Leadership Council will review the case and render the final decision.

Students may serve as a State Officer in only one CTSO during a given school year.

CHAPTER TWO
ADMINISTRATION OF LOCAL CAREER AND TECHNICAL STUDENT ORGANIZATIONS
CTSO activities are a required component of CTE curricula, as indicated in state content standards, state regulation (14 DE Administrative Code, §525).  Therefore, every middle school and high school CTE program must operate a local chapter of the state CTSO.   

State regulation also requires the district to provide financial (federal, state and/or local) support for local CTSOs (14 DE Administrative Code, §525).  

Local Advisor Roles and Responsibilities
The CTE classroom teacher (Local Advisor) is responsible for administration of the local CTSO chapter in accordance with district guidelines.  The Local Advisor is also a liaison with the State CTSO and the assigned advisor/chaperone of his or her student delegation at all State and National CTSO functions. Advisors must accept and assume any additional roles and responsibilities assigned by the State CTSO Advisor/Director when attending State or National CTSO functions.

District Responsibility for Student Participation in CTSO Activities
The district is legally responsible for the supervision of students at Local, State, and National CTSO activities. The District must also assure that student permission/release forms are completed and signed by students’ parents/guardians for each Local, State, and National CTSO activity. Release forms must include a general release from liability and indemnification provision for the State of Delaware.  All participants (students and advisors) must abide by the rules and regulations set forth by the district and State CTSO.  These rules also apply to state officer team members.  The State CTSO retains the right to prohibit individuals from participation in activities for violation of rules and regulations.  
These rules also cover any member of a state officer team for any activity they attend as a representative of a student organization. 
Chaperones

The district must ensure the Local CTSO has no less than one adult advisor/chaperone for each 10 student delegates in attendance at CTSO activities. If district policies are more stringent, then the number of students per advisor/chaperone shall adhere to district guidelines.  

No student delegation may attend CTSO activities without appropriate adult district-assigned advisor/chaperone(s).  The State Advisor/Director, or their designee, will not accept student registrations for any function without the identification of the district-assigned advisor/chaperone(s). 
Districts/schools are also required to provide both male and female advisors if both male and female student delegates are attending an overnight activity.  In the event a district/school is sending only a male or female advisor, an advisor/chaperone of the opposite gender from another district/school must be identified and pre-approved by the district(s) to assist in chaperoning their students.
Discipline

Each district retains responsibility for their student delegation at all CTSO activities.  State and National CTSO activities are operated within the parameters of the CTSO and district codes of conduct, therefore, CTSO and district codes of conduct apply for students at CTSO activities.  

The Local CTSO advisor/chaperone(s) is responsible to the State Advisor/Director, or their 
designee, for maintaining overall control of discipline and enforcement of student code of conduct, including curfew, for their student delegation.  If a student has a major conduct or disciplinary infraction, the Local CTSO advisor/chaperone must consult with the State Advisor/Director as soon as practicable.  The Local CTSO advisor/chaperone must then contact the school principal, the district school superintendent, or designee to report the incident.  The Chapter Advisor/Director and or State Advisor/Director have authority to send the student home at the expense of the student or district.

Medical Care
Districts must obtain written parental/guardian permission, including complete medical information, for all student delegates.  Those students without written permission and medical information are not allowed to depart the district for the CTSO activity.
The Local CTSO Advisor(s) is also responsible making arrangements to meet the health needs, including medication administration and storage, for his/her students. Only a registered nurse may administer medications or nursing care, with the exception of an educator, who may be trained to assist with self-administration. Districts retain full responsibility to adhere to district policies and procedures regarding administration of medications and/or medical treatments for students in their delegations throughout the CTSO activity. 
If a student has a medical emergency while attending a CTSO activity, the chapter Advisor/chaperone must notify the State Advisor/Director. Parents should be contacted where possible or necessary. Permission forms should include parental permission for any necessary medical treatment, including emergency care. If a student must return home early because of medical problems, the local advisor must consult with the State Advisor/Director, parent and school administration; make the necessary arrangements; and, if required, accompany the student.
Additional Activities
There may be opportunities for educational and recreational tours, events, and/or trips while attending CTSO activities.  Student participation in these activities is at the discretion of the district.  Each district retains responsibility for their student delegation at all CTSO activities.  State and National CTSO activities are operated within the parameters of the CTSO and district codes of conduct, therefore, CTSO district codes of conduct apply for students at CTSO activities.  

 CHAPTER THREE
ANNUAL CTSO BUDGETS, ACCOUNTING PROCEDURES, AND FINANCIAL AUDITS
State-level CTSO activities receive support from state funds appropriated by the State Legislature and Local funds.  Any funds other than the State fund allocation received by a CTSO are considered local funds.  The local funds budget category includes, but is not limited to, income received through:  conference registrations; national membership fees; scholarship contributions; business, industry or foundation contributions; fund raisers, and interest received from savings accounts.  All Local funds received shall be used to meet the organizations needs not being met by State funds.  An activity funded by both State and Local funds shall be split-coded into the appropriate budget categories on CTSO spreadsheet.

All funding for Local CTSOs is accrued through local sources. Fund raising efforts are voluntary activities of the local chapter and must be conducted within the guidelines of the local school/district.  

Each state organization may coordinate and offer statewide fund raising.  The State CTSO shall coordinate the income and expenses from statewide fund raising efforts.  All income from fund raising activities must follow CTSO accounting procedures outlined below.
501 (c) (3) Status of State CTSOs 

State CTSOs receive their tax exemption as a subordinate of their National association’s tax status and are tax-exempt under section 501(c)(3) of the Internal Revenue Code.  Due to their 501(c)(3) status, State CTSOs are eligible to receive tax-deductible contributions in accordance with IRS Code section 170.

Internal Revenue Code prohibits 501(c) (3) organizations from:

1. Organizing or operating for the benefit of private interests, such as the Advisor, members or their families, officers of the organization, other designated individuals, or persons controlled directly or indirectly by such private interests.

2. Allowing any part of the net earnings of a CTSO to benefit a CTSO Advisor or member.  A CTSO Advisor or member is a person having a personal and private interest in the activities of the organization.

3. Benefiting a person having substantial influence over the organization. 

4. Attempts to influence legislation as a substantial part of their activities.  Advisors and members may not participate in any campaign activity for or against political candidates as representatives of the CTSO.

Budget Approval
State CTSOs

Each State Advisor must draft an annual budget for his/her State CTSO.   State Officers must have input and final approval of the annual budget.  Budgets must be developed on a program year basis beginning July 1 and ending June 30.  Each of the CTSO Advisory Boards shall receive a copy of its organization's budget for review.
Each State CTSO must submit an approved budget with a prepared purchase order after July 1 each year.  Funds transfers are then subject to the DOE approval process and availability of funds.
New fiscal year allocations may not be dispersed to each organization until records are up to date through the third quarter (March 31) of the previous fiscal year.  
Local CTSOs
Local budgeting procedures are determined by the district/school and subject to state audit.
Budget Categories and Record Keeping
State budget categories and items for expenditure must be defined and agreed upon by CTSO State Leadership Council.  Any deviation must be approved in advance by the Council and reflected in the meeting minutes.  The CTSO State Leadership Council is responsible for determining, as a group, categorical allowable expenditures and shall review and update the list annually or on an as-needed basis.  The funding formula is outlined in Appendix B. 
Each State CTSO shall maintain a current and accurate accounting of all available funds during each fiscal year.  Current approved budget categories are: 
Advisor/Board Expenses

Assistant Advisor(s)/Expenses

Materials/Supplies

Printing/Communications
State Advisor Travel

State Officer Expenses

State Officer Meeting/Training

State/Student Awards

Subsidies for Student Conferences

Column headings on State CTSO spreadsheets should follow those defined above.  These   headings reflect the approved categorical areas required to complete the electronic financial record keeping statement.  All entries shall follow the CTSO Account Template.
Accounting Procedures
The State Advisors for each CTSO are responsible for proper accounting procedures of all funds received and disbursed for their state or local organization.  Each Advisor must keep appropriate records and make the records available for audit by independent private auditors at the conclusion of each fiscal year.  Advisors must keep complete and accurate accounting records of all expenditures including, but not limited to, canceled checks, deposit slips, and vendors' receipts.  All paid invoices must include the check number and date of payment.  Records must be maintained on file for a minimum of three years.
Expenditures 
All expenditures of State CTSO funds shall be in accordance with the approved budget.  Any major change(s) shall be based upon a vote of the State or Local Officers with a copy of the minutes reflecting the reason(s).  Quarterly reports of expenditures shall be presented, discussed, and approved by the State Officers at official meetings and reflected in the minutes.
State Advisor Travel Expenses
Travel expenses for State Advisor participation in CTSO activities may be covered through DOE funds.  In the event that DOE funds are not available, the State Advisor may utilize CTSO funds for travel purposes.  Travel requests must be approved prior to making any associated expense obligation. Payment for State Advisor travel shall meet the guidelines of DOE.  See Administrative Office Procedures, Chapter 15 – Travel
Meal Allowances

Reimbursements for meals may not exceed the guidelines of the Department of Education for state per diem. See Administrative Office Procedures, Chapter 15; section 12 and 13. Snacks and beverages not accompanying a meal shall not be included. 

Local Advisor Travel Expenses
Travel expenses for local advisors to participate in national or state sponsored CTSO activities may come from either state or federal CTSO funds. Expenditures from either source are not to be excessive and must adhere to regulations. 

To use Perkins federal funds:

· activity to be supervised must be available to all students in the instructional programs

· funds may not be used for participation in social assemblage

Cash Procedures for Student Organizations
All cash and checks must be secured at all times until deposited.  Cash and checks should be secured in a locked cabinet or secured drawer unless a safe is available.  All cash and checks received must be recorded in the CTSO accounts log.  All checks must be endorsed immediately upon receipt by the student organization. The endorsement is as follows: 

FOR DEPOSIT ONLY

Name of the Organization

Organizations Account #
All cash and checks must be deposited intact to the official CTSO bank account at least weekly (preferably daily if revenue volume warrants).  Depositing intact means that the deposit must consist of the same checks and the same amount of currency and coins as indicated in cash receipts.  It is not permissible to make refunds, pay expenditures, or create a change fund from cash receipts. Checks may not be held for future processing. Cash receipts may not be used to cash checks. This is an integral feature of the internal cash control system.
To enhance the internal control over money, CTSO advisors must segregate duties so that errors or irregularities are prevented or promptly detected. The duties of one DOE employee should provide a cross-check of the work of one or more other employees. Cash handling duties must be separate - collecting, depositing, and reconciling - so that no one individual has responsibility for more than one component. In small organizations the person responsible for handling cash cannot be the same person responsible for reconciliation.
State Advisors must review their monthly bank reconciliation sheet and post incomes/expenses in the appropriate category quarterly. All State Advisors/Directors will present a reconciliation sheet for their organization to the State Director for Career and Technical Education before September 30th for review and approval.
Issuing Receipts

For all transactions, whether received through the mail or in person, a written receipt must be issued. Receipts must be issued regardless of the dollar amount received. Further, the receipts must be completed in a timely manner. Each completed receipt should contain the following information:

· Current date

· Amount receipted

· Who money was received from

· Purpose of payment

· Organization to which receipt is to be credited

· Type of transaction: cash or check

· Signature of the person writing the receipt

Give the original receipt (white copy) to the party making the payment. A duplicate receipt shall be maintained in numerical order in the receipt book.  When cash is transferred from one person to another it should be counted in the presence of both parties. The amount should be recorded on a receipt, and the person accepting custody should sign the receipt. 

Deposit Slips

Deposit slips must be filled out accurately. The deposit slip has two parts: the original for the cashiers and the copy for CTSO records. The bank will not accept an altered deposit slip; therefore, all revisions require a new deposit slip. The deposit slip must be completed in ink and should contain the following information:

· Name of the Organization making the deposit

· Date of the deposit

· Account number 

· Total amount of cash deposited

· Total amount of checks deposited

· Check Receipt number(s) must be on the "copy" of the deposit slip
· Total amount of the deposit 

Issuing Checks

1.
Checks shall require two (2) out of at least three (3) pre-approved signatures on all checks.


2.
No more than one student signature is permitted on any check.


3.
An invoice/receipt or appropriate documentation must accompany all checks to be signed.


4.
The two signatories sign checks only after reviewing invoices or other required documentation.


5.
Personal Reimbursements must always have receipts or appropriate documentation


6.
Any person receiving a personal reimbursement shall not sign that check.


7.
NO checks should be made out to cash.


8.
Check books and all financial records shall be kept in a secure location at all.

9.
Payment for meals must not exceed the guidelines of DOE for state per diem.  Snacks and beverages not accompanying a meal must not be included.

10. 
Payment for State Advisor travel shall meet the guidelines of DOE.  See Administrative Office Procedures Manual, Chapter 15 – Travel
Voiding Checks and Receipts
A voided check/receipt must be clearly marked "void" on the original and its corresponding copies. The original along with its copies should remain intact in the check/receipt book. If the original receipt is torn out of the book, it should be stapled to its copies.
Monitoring the Cash Receipts Process

Each State CTSO Advisor has the responsibility to quarterly:

· Review monthly activity reconciliations for each Student Organization.

· Evaluate overall internal controls to ensure that reasonable controls exist to safeguard cash, and that employees understand and follow them

A Department of Education support staff designee should work with the State Advisors to keep all records in similar fashion open to the State Director of Career and Technical Education’s inspection. Quarterly State CTSO financial statements shall be available for review by the State Director of Career and Technical Education upon request.
Audit Procedures
All State CTSO accounts must be audited annually.  Copies of State CTSO audit reports must be annually submitted to the State Director of Career and Technical Education. Local CTSOs are audited through the State Auditor’s Office.  
Each October State Advisors must provide for audit: all State CTSO receipts, vouchers for expenditures, deposit slips, check registers, monthly statements, canceled and voided checks, and a completed spreadsheet accurately reflecting the year's fiscal activity for the State CTSO year.  Each CTSO State Advisor will also complete, sign and date a questionnaire from the auditor regarding any knowledge of fraud or suspicious activities affecting their Organization. The Treasurer of the CTSO Student Leadership Council will submit the financial records of each CTSO to an agreed upon certified public accountant during the first week of November for an annual audit.  
This audit will be performed to obtain reasonable assurance of appropriate financial statements including accuracy of accounting and financial reporting, appropriation of assets, and compliance with laws and regulations.  While the audit report is an inclusive report, which reflects the financial status of the CTSOs, each organization is independently held accountable for any audit exception.  

CTE Content Area, Associated CTSO, and Website Information
	CTE Content Area
	CTSO 
Full 
Name
	CTSO Short Name
	CTSO website

	Agriscience
	Delaware FFA Association
	FFA
	www.delawareffa.org 

www.doe.k12.de.us/infosuites/students_family/ctso/ffa/default.shtml 

	Business, Finance and Marketing
	Business Professionals of America
	BPA
	www.delawarebpa.org 

www.doe.k12.de.us/infosuites/students_family/ctso/bpa/default.shtml 

	Marketing Education
	DECA, An Association of Marketing Students
	DECA
	www.delawaredeca.org 

www.doe.k12.de.us/infosuites/students_family/ctso/deca/default.shtml 

 

	Family and Consumer Sciences
	Family, Career and Community Leaders of America
	FCCLA
	www.delawarefccla.org 
www.doe.k12.de.us/infosuites/students_family/ctso/fccla/default.shtml 



	Skilled and Technical Sciences
	SkillsUSA
	SkillsUSA
	www.doe.k12.de.us/infosuites/students_family/ctso/skillsUSA/default.shtml 


	Technology Education
	Technology Student Association
	TSA
	www.detsa.org
www.doe.k12.de.us/infosuites/students_family/ctso/tsa/default.shtml  


FUNDING FORMULA FOR CTSOs
Part 1 Allocation = Base (50% of funding) + 30% of remainder (Based on State Conference Number of Attendees divided by total number of students attending CTSO conferences statewide) + 20% of remainder (Based on Number of Students in each program Statewide divided by total number of Career and Technical Students Statewide)

Part 2 Allocation = Additional Monies allocated by State Legislature starting FY95 divided equally by the six participating Career and Technical Student Organizations except as noted below*

*BY MUTUAL AGREEMENT OF ALL THE PARTICIPATING CAREER AND TECHNICAL STUDENT ORGANIZATIONS, A PORTION OF THE PART 2 ALLOCATION IS PROVIDED TO THE CAREER AND TECHNICAL STUDENT ORGANIZATION/STUDENT LEADERSHIP COUNCIL (CTSO/SLC) FOR COMMON EXPENSES INCURRED BY ALL OF THE CTSO’S.

Allocations provided upon request.
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