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Purpose 
 
This technical assistance (TA) paper provides guidance on various aspects of the Career and 
Technical Education (CTE) Audit phase out process. Rule 6A-10.0342, Florida Administrative 
Code (F.A.C.), titled, Career and Technical Education Program Quality Audit Florida, requires 
programs to phase out when their performance metrics do not meet state minimum targets within 
the CTE Program Quality Audit. This TA paper is intended to support school districts and Florida 
College System (FCS) institutions in understanding the CTE Audit phase out process and related 
expectations. 
 
If there are questions related to the CTE Audit, phase out requirements or other related matters, 
please contact the Division of Career and Adult Education’s Office of CTE Quality at 
CTEAudit@fldoe.org.  
 

https://flrules.org/gateway/RuleNo.asp?title=MISCELLANEOUS&ID=6A-10.0342
https://flrules.org/gateway/RuleNo.asp?title=MISCELLANEOUS&ID=6A-10.0342
mailto:CTEAudit@fldoe.org
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Understanding Phase Out 
 
Phase Out Defined 
Phase out is the termination of a CTE program offering at a school district or FCS institution when 
it does not meet one or more required audit metric targets in a given audit year and does not 
provide sufficient, timely and acceptable supplemental evidence that would bring the program 
into compliance with an audit metric. 
 
Phase Out Process 
Phase out is a process. Chart 1 provides a flow chart of the phase out process that is additionally 
described in detail below.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chart 1: Phase Out Process Flowchart 
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Phase Out Process Steps and Requirements 
 
Phase Out Notification 
Following the release of an annual CTE Audit, an official notice will be sent from the Division of 
Career and Adult Education (Division) to the school district superintendent or FCS college 
president, along with other relevant CTE and workforce education staff, notifying them that a CTE 
program(s) did not meet a metric target (primary or alternate).  
 
This official phase out notification will be sent from email address CTEAudit@fldoe.org. 
 
The date of the official notice begins the 90 calendar day window for districts and FCS college 
institutions to provide either written notice confirming intent to phase out the program or 
supplemental evidence documenting circumstances that warrant the program not being phased 
out. 
 
Intent to Phase Out 
If the agency elects to phase out the program, within 90 calendar days of the Division sending the 
phase out notification, the school district superintendent or FCS college president must submit 
its intent to CTEAudit@fldoe.org with language similar to, 
 

“We acknowledge the CTE Audit findings and intend to phase out the following 
program(s): [insert program name and program/CIP number]. We will provide a teach out 
plan within the next 30 calendar days.”  
 

Upon receipt of the agency’s intent to phase out, the program must enter teach out and no new 
students may be enrolled into the program. If phase out confirmation is not received within 90 
calendar days, the program is considered to have accepted the phase out by default, must enter 
teach out and provide a teach out plan within the next 30 calendar days.  
 
Teach Out Plan 
Within 30 calendar days of confirmed intent to phase out or within 30 calendar days of an 
unapproved supplemental evidence review, a school district superintendent or FCS college 
president must submit a teach out plan to CTEAudit@fldoe.org.  
 
A teach out plan is a detailed written account of how the agency will aid existing program 
students to finish their studies. The teach out plan must include but is not limited to the following 
components:  

• The number of students remaining in the program,  
• Timeframe, set by the school district or college, to teach out remaining students,  
• Internal and external program transfer options available to remaining students, and  
• Student communication plans.   

 

mailto:CTEAudit@fldoe.org
mailto:CTEAudit@fldoe.org
mailto:CTEAudit@fldoe.org
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A teach out plan must be submitted for each program flagged for phase out. Teach out plans must 
be submitted on official agency letter head and signed by the school district superintendent or 
FCS college president. If the teach out plan is not received within 30 calendar days, the program 
may be ineligible to submit a reinstatement application. Additional actions may be taken for 
failure to submit required or adequate documentation.  
 
Program Teach Out 
Teach out is defined as the process of exiting currently enrolled students and no longer enrolling 
new students into a program. Programs that are flagged for phase out and do not have the ability 
or desire to provide supplemental evidence to appeal phase out status must teach out the 
program before ultimately closing the program and removing it from its list of program offerings.  
 
While in teach out, existing students must be able to register for and complete courses until 
program completion, if desired, or transfer into another program. The school district or FCS 
institution must communicate with existing program students to inform them of the program’s 
teach out status and provide them with pathways to program completion or transition. 
 
There is no fixed timeframe for completing teach out. The length of the teach out period is 
determined by two factors. 
 

1. The number of students remaining in the program once placed in teach out and 
2. The time needed to serve students to completion or transition. 

 
Teach out is considered complete once program enrollment reaches zero (0). Only when teach 
out is complete may the two reporting year waiting period for reinstatement begin. For more 
information on program reinstatement after phase out, see section Program Reinstatement. 
 
Supplemental Evidence 
If the agency does not elect to phase out the program, within 90 calendar days of the Division 
sending the phase out notification, the school district superintendent or FCS college president 
must submit supplemental evidence for review to CTEAudit@fldoe.org. 
 
A response will be provided within 30 calendar days. Multiple submissions are permissible. The 
90 calendar day submission window will not be extended including when reviews do not result in 
the reversal of phase out.  
 
Evidence must include detailed student level documentation as listed in the “Supplemental 
Evidence Guidance” section.  
 
Possible outcomes of the supplemental evidence review include the following: 

• Approval of supplemental evidence prompting recalculation of performance rates that 
meet or exceed metric targets, resulting in passing the audit. 

mailto:CTEAudit@fldoe.org
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• Approval of supplemental evidence prompting recalculation of performance rates that 
continue to not meet metric targets, resulting in continued phase out status. 

• Non-approval of supplemental evidence resulting in continued phase out status. 
 
If supplemental evidence is approved, program phase out status will be reversed and the program 
will be evaluated in the next annual CTE audit.  
 
If supplemental evidence is not approved, or it does not result in a metric recalculation that meets 
minimum targets, additional evidence may be submitted until the end of the 90 day acceptance 
period.  
 
If supplemental evidence is not received within 90 calendar days, the program is considered to 
have accepted the phase out determination and must enter teach out.  
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Supplemental Evidence Guidance 
 
Supplemental Evidence Documentation 
Supplemental evidence is defined as student level documentation that may be submitted to the 
Division to mitigate CTE Audit metric outcomes.  
 
Documentation must be sufficient and allow the Division to substantiate student placement into 
a metric numerator or removal from the cohort to recalculate the applicable metric target(s) in 
accordance with the published CTE Audit business rules on the CTE Audit Data & Reports 
webpage.  
 
Per Rule 6A-10.0342, F.A.C., only the following supplemental evidence may be submitted to 
reverse program phase out: 

• Documentation that an “act of God” or security incident interrupted the district’s or FCS 
institution’s ability to operate the program; or, 

• Evidence that documents the program’s metrics meet minimum targets for the 
o secondary or postsecondary Continuing Education or Employed Rate, 
o postsecondary Retention Rate, or 
o postsecondary in-demand criteria. 

 
All supplemental evidence must include student identifying information to be accepted, the 
academic year in which the evidence’s activity took place and a detailed written description that 
will allow the Division to understand and contextualize all submitted documentation. A 
combination of evidence documentation may be required to warrant student movement.  
 
Student identifying information allows the Division to match supplemental evidence to student 
level CTE audit data. Student identifying information includes the following: 

• Student first and last name, 
• Student SSN and/or FLEID, and 
• Student address and telephone number. 

 
See Appendix A: Supplemental Evidence Examples for examples of allowable supplemental 
evidence documentation.  
 
 

https://www.fldoe.org/academics/career-adult-edu/cte-quality/cte-audit-data-reports.stml
https://www.fldoe.org/academics/career-adult-edu/cte-quality/cte-audit-data-reports.stml
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“Act of God” or Security Incident that Interrupted Program Operation 
Supplemental evidence for an "act of God" or security incident must demonstrate that an 
external, documented event outside of the agency's control interrupted the agency's ability to 
deliver instruction and/or operate the program as designed. To be considered for approval, 
submitted evidence must establish a clear connection between the event and the students' 
inability to complete coursework, earn credentials or otherwise be counted for the audit.  
 
Documentation must include the following components: 

• What and when it occurred, 
• How long the interruption lasted, 
• How program delivery was disrupted, 
• Which students were impacted, and 
• Student schedule(s) showing program and course enrollment alignment with the incident. 

 
While the definition of an “act of God” or security incident may widely cover a range of events, 
some examples that would not qualify may include the following: 

• Staffing shortages or other internal administrative decisions, 
• Steep or unexpected enrollment declines, 
• Conflicts with scheduling, and 
• Unexpected curriculum changes. 

 
All documentation must be accompanied by required student identifying information and include 
a written explanation of how the incident affected audit outcomes. Acceptable documentation 
may include, but is not limited to, a combination of the following: 

• Official (state, county, local) emergency declarations with effective dates, 
• Official closure notices issued by the district superintendent or FSC College president 

with effective dates, 
• Facility damage reports, insurance claims, and/or photographs of affected instructional 

spaces (must include dates, locations, and program use descriptions), or 
• Law enforcement and/or security incident reports, and/or dated internal communications 

documenting program closure, restricted access, or loss of instructional capacity. 
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Continuing Education 
Supplemental evidence for continuing education must demonstrate that a student was enrolled in 
a postsecondary program at a postsecondary institution within one year after exit. Acceptable 
documentation may include, but is not limited to, a combination of the following: 

• Career education student follow-up questionnaire per Rule 6A-10.0341, F.A.C., 
• National Student Clearinghouse enrollment verifications identifying the institution and 

term(s) of enrollment, 
• IRS Form 1098-T reflecting tuition paid for the applicable academic year(s), 
• Official transcripts emailed or deliverable to the Division office at 325 Gaines St., Suite 

714, Tallahassee, FL  32399, or 
• Tuition reimbursement documentation. 

 
Employment 
Supplemental evidence for employment must demonstrate that a program graduate was 
employed within one year after exit. The Division aligns the definition of employment with the 
Internal Revenue Service (IRS). Acceptable documentation may include, but is not limited to, a 
combination of the following: 

• Career education student follow-up questionnaire per Rule 6A-10.0341, F.A.C., 
• Third-party employment collection vendors (e.g., Equifax Workforce Solutions reports), 
• Military orders, 
• IRS tax forms showing employment or self-employment (e.g., W2, 1099, 1040, 1065), 
• Bank statements showing deposits from an employer, 
• Employer verification letters, or 
• Pay stubs or earning statements. 

 
Retention or Success Rate 
Supplemental evidence for retention must demonstrate that a student was retained in a 
postsecondary program the following reporting year or completed a program in the baseline year. 
Students are also considered retained when they transfer programs and/or educational 
institutions. Supplemental evidence for success must demonstrate that a student left 
postsecondary education with an approved completion type in the baseline or following year. 
Acceptable supplemental evidence may include, but is not limited to, a combination of the 
following: 

• Career education student follow-up questionnaire per Rule 6A-10.0341, F.A.C., 
• National Student Clearinghouse enrollment verification certificate identifying the receiving 

institution and term(s), 
• IRS tax form 1098-T showing tuition paid for the applicable academic year, 
• Official transcripts emailed or deliverable to the Division office at 325 Gaines St., Suite 

714, Tallahassee, FL  32399, or 
• Tuition reimbursement paperwork. 

 
 
 

https://theworknumber.com/solutions/products/income-employment-verification
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In-Demand Occupation 
The CTE Audit uses two labor market demand sources for this metric.  

1. Master Credential List (MCL), and 
2. Comprehensive Local Needs Assessment (CLNA) 
 

Acceptable supplemental evidence of program demand may include, but is not limited to, a 
combination of the following. 
 
MCL 
The CTE Audit uses the most recently available MCL for primary target in-demand status 
determinations. If the program is not present on the most recent MCL, the program does not meet 
the primary in-demand metric. A school district or FCS institution must utilize the MCL 
application process to resolve MCL program status matters.  
 
If the only postsecondary CTE Audit metric that caused program phase out was Metric 3 – In 
Demand, an agency may bypass the full reinstatement process if able to successfully have the 
program added to the MCL. Once evidence has been provided that the program is published to 
the MCL, the Division will take the program out of phase out.  
 
For more information on the master credential list and the application process, visit the MCL 
Frequently Asked Questions webpage. 
 
CLNA 
The CTE Audit uses the most recently available CLNA program needs assessment data for 
alternate target in-demand status determinations. Program needs assessment data is submitted 
by agencies to the Division during the every-other-year CLNA process and during the every-other-
year Perkins request for application (RFA) process. 
 
If the school district or FCS institution did not include a program needs assessment for a program 
or included the program but it did not meet labor market alignment and size, scope and quality, 
the program does not meet the alternate in-demand metric.  
 
If the only postsecondary CTE Audit metric that caused program phase out was Metric 3 – In 
Demand, an agency may bypass the full reinstatement process if the program is able to meet 
labor market alignment and size, scope and quality. To do so, the school district or FCS institution 
may submit a revised Perkins program needs assessment workbook to the state Perkins office 
within the 90 calendar day window to submit supplemental evidence. Revised means that the 
agency previously submitted a CLNA during the initial Perkins RFA process. If a CLNA was not 
previously submitted, revision is not possible.  
 
 
 
 
 

https://careersourceflorida.com/master-credentials-list/#mcl-faqs
https://careersourceflorida.com/master-credentials-list/#mcl-faqs
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Advanced Technical Certificates (ATCs) 
An Advanced Technical Certificate (ATC) is a program of career and technical instruction 
consisting of nine (9) hours or more but less than forty-five (45) college credits of lower division 
and/or upper division courses per Rule 6A-14.030, F.A.C., - Postsecondary Instructional Unit 
Definitions and Awards in Florida College System Institutions. 
 
Agencies do not typically include ATCs within a Perkins CLNA because ATCs are not Perkins 
fundable. Because of the lack of Perkins fundability, inclusion of these programs in the Perkins 
RFA process is not required. However, due to the use of the CLNA in the CTE Audit as the means 
to meet the alternate in-demand metric, it is advised that agencies voluntarily include ATCs in the 
CLNA, even though not Perkins fundable. If an ATC does not meet the primary in-demand metric, 
without inclusion in the CLNA the Division cannot assess it against the alternate in-demand 
metric. An ATC program in this scenario will be flagged for phase out. 
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How to Submit Supplemental Evidence 
IMPORTANT: Supplemental evidence contains student identifying information. Evidence MUST 
NOT be submitted via email. All materials must be securely uploaded to the Division’s designated 
“Supplemental Evidence Upload Folder” within each agency’s “CTE Audit” parent folder within 
ShareFile.  
 
“Supplemental Evidence Upload Folder ” ShareFile folder pathway 

Agency #-Agency Name  CTE Audit  Supplemental Evidence Upload Folder  
 
CTE Audit Supplemental Evidence Coversheet 
Agencies must submit evidence using the CTE Audit Supplemental Evidence Coversheet which is 
located on the CTE Audit Resources webpage. The coversheet, followed by each piece of 
evidence, must be combined and submitted as one PDF file to the “Supplemental Evidence 
Upload Folder.” Reference Appendix B: Supplemental Evidence Packet Example for a sample 
evidence packet. Submit one evidence packet per student, per metric and target1. 
 
Naming Convention 
Ensure that the supplemental evidence packet follows the below naming convention using the 
student and program information provided in the student level file.  

 
Agency Name_Student ID_UniqueID_Metric Year_Metric # _Target #2 

 
Examples:  

• College of Central Florida_045166486X_ 0101010166.FCS.03_2022-23_Metric1 
_Target1 

• Hillsborough Community College_097596251X_0101010166.FCS.10_2021-22 _Metric 2 
• Broward_FL000001867629_8306300.SD.06_2022-23_Metric 2 _Target 2 

 
Follow these steps to submit supplemental evidence:  

1. Login to ShareFile, 
2. Open the “Supplemental Evidence Upload Folder” within the parent “CTE Audit” folder, 
3. Upload supplemental evidence documents, 
4. Notify the Division once all files have been placed by emailing CTEAudit@fldoe.org, 

confirming the district or college name, the number of files to be reviewed and all file 
names. 

 
For ShareFile assistance please reference the ShareFile user guide located on the Research & 
Evaluation Resources website. 

 
 

1Target here refers to the metric target. For example, Postsecondary Metric 1 has two targets: Target 1, Retention Rate and 
Target 2, Success Rate. Not all metrics have multiple targets. If the metric does have  multiple targets, include the metric 
number for which supplemental evidence is being submitted. 
2 See footnote 2. 

https://www.fldoe.org/academics/career-adult-edu/cte-quality/cte-audit-resources.stml
mailto:CTEAudit@fldoe.org
https://www.fldoe.org/academics/career-adult-edu/research-evaluation/resources-state.stml
https://www.fldoe.org/academics/career-adult-edu/research-evaluation/resources-state.stml
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Program Reinstatement 
 
Program Reinstatement Defined 
Program reinstatement is the approved return of a phased out CTE program offering at a school 
district or FCS institution.  
 
Program Reinstatement Process 
Program reinstatement is a process. Chart 2 provides a flow chart of the reinstatement process 
that is additionally described in detail below.  
 
 

 
Program Reinstatement Process Steps and Requirements  
 
2-Year Phase Out Period  
Once teach out is complete, there is a mandatory two reporting year phase out period, or waiting 
period, that must pass before an agency may reinstate a program. Teach out is considered 
complete once program enrollment reaches zero (0). 
 
This two reporting year phase out period allows time for school districts and FCS institutions with 
a phased out program(s) to craft and implement strategies for future program success. This can 
be done by doing an analysis of program challenges, completing a root cause analysis and 
creating tailored solutions to improve audit outcomes.  
 
 
 
 
 

Chart 2: Reinstatement Process Flowchart 
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Reinstatement Application 
Phased out programs are not required to remain terminated. If desired by the school district or 
FCS institution, the phased out program may be reinstated after the two-year phase out period. 
Program reinstatement is not automatic, however, and requires the submission and approval of a 
CTE Audit Program Reinstatement Application. 
 
The application requires school districts or FCS institutions to describe program improvements 
made during the two year phase out period that will ensure success if reinstated. The 
improvements must already be made at the time of the application.  
 
The CTE Audit Program Reinstatement Application can be viewed and downloaded from the 
Office of CTE Quality webpage. The application may be submitted no earlier than the end of the 
full two reporting year phase out period and must be signed and submitted by a school district 
superintendent or an FCS institution president. Completed applications plus attachments must 
be emailed to CTEaudit@fldoe.org. 
 
Reinstatement Option for Postsecondary Programs Only Failing Metric 3: In Demand 
Occupation 
If the only postsecondary CTE Audit metric that caused program phase out was Metric 3 – In 
Demand, an agency may bypass the full reinstatement process if able to provide acceptable 
evidence. See the In Demand Occupation Supplemental Evidence section for more information.  
 
Reinstatement Application Review & Approval 
Upon receipt of a completed CTE Audit Program Reinstatement Application, the Division will 
review the application and provide either approval or feedback within 30 calendar days of receipt 
 

 

https://www.fldoe.org/academics/career-adult-edu/cte-quality/cte-audit-overview.stml
mailto:CTEaudit@fldoe.org
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Other General Topics 
 
College Credit Certificates 
A College Credit Certificate (CCC) is a program of career and technical instruction consisting of 
less than sixty (60) college credits which are part of an associate in science degree or an 
associate in applied science degree program and prepare students for entry into employment, per 
Rule 6A-14.030, F.A.C., - Postsecondary Instructional Unit Definitions and Awards in Florida 
College System Institutions. 
 
Per state reporting guidance, agencies do not enroll students in an embedded CCC program but 
automatically award the CCC upon student completion of the related program course(s) or upon 
full program completion of the parent associate in science degree or an associate in applied 
science degree program. 
 
CCC Program Phase Out 
It is possible for CCCs to also be standalone programs. When a student is enrolled solely in a 
CCC program, this is considered a standalone CCC program enrollment. It is these standalone 
program enrollments that are accounted for in the CTE Audit. When a CCC does not meet the CTE 
Audit framework of quality and is phased out, two things must occur. 
 

1. The phased out CCC may no longer be awarded to students enrolled in the parent 
associate program.  

2. The CCC must be phased out and no longer offered as a program of enrollment. 
 
There is no impact on the overall offering of the parent AS or AAS program. The parent program 
can continue while the CCC is in teach out and ultimately phased out. Likewise, if an AS or AAS 
program is phased out, the embedded CCC(s) may continue to be offered as standalone 
programs in which students may enroll. 
 
ATC Programs 
An Advanced Technical Certificate (ATC) is a program of career and technical instruction 
consisting of nine (9) hours or more but less than forty-five (45) college credits of lower division 
and/or upper division courses per Rule 6A-14.030, F.A.C., - Postsecondary Instructional Unit 
Definitions and Awards in Florida College System Institutions. 
 
Agencies do not typically include ATCs within a Perkins CLNA because ATCs are not Perkins 
fundable. Because of the lack of Perkins fundability, inclusion of these programs in the Perkins 
RFA process is not required. However, due to the use of the CLNA in the CTE Audit as the means 
to meet the alternate in-demand metric, it is advised that agencies voluntarily include ATCs in the 
CLNA, even though not Perkins fundable. If an ATC does not meet the primary in-demand metric, 
without inclusion in the CLNA the Division cannot assess it against the alternate in-demand 
metric. An ATC program in this scenario will be flagged for phase out. 
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Substantially Similar Programs 
Programs that are substantially similar to the phased out program may not be newly offered at a 
school district or FCS institution until reinstatement requirements are met.  
 
Substantially similar means programs with the same 4-digit Classification of Instructional 
Program (CIP) code and identical Standard Occupational Classification (SOC) codes.  
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Appendix A: Supplemental Evidence Examples 
 
“Act of God” or Security Incident that Interrupted Program Operation 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Official (state, county, local) emergency 
declarations with effective dates 

 

Official closure notices issued by the district 
superintendent or FSC college president with 

effective dates 
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Facility damage reports, insurance claims and/or 
photographs of affected instructional spaces 

Law enforcement and/or security incident reports, 
and/or dated internal communications 

documenting program closure, restricted access 
or loss of instructional capacity 
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Continuing Education 
 
 
 
 

 

National Student Clearinghouse enrollment 
verifications identifying the institution and 

term(s) of enrollment  

Career education student follow-up questionnaire 
as per Rule 6A-10.0341, F.A.C. 

https://flrules.org/gateway/ruleNo.asp?id=6A-10.0341
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IRS Form 1098-T reflecting tuition paid for the 
applicable academic year(s) 

Official transcripts emailed or deliverable to the 
Division office at 325 Gaines St., Suite 714, 

Tallahassee, FL  32399 
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Tuition reimbursement documentation 
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Employment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Career education student follow-up 
questionnaire completed per Rule 6A-

10.0341, F.A.C. 
 

Third-party employment collection vendors 
(e.g., Equifax Workforce Solutions reports) 
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Military Orders 
 

IRS tax forms showing employment or self-
employment (e.g., W2, 1099, 1040, 1065) 
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• Employment contracts, 
 
 
 
 
 
 
 

Bank statements showing deposits from 
an employer  

Employment Verification Letter 

Paystubs or Earnings Statements 
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Retention or Success Rate 
See screenshots for Continuing Education supplemental evidence for retention. Supplemental 
evidence for success must demonstrate that a student left postsecondary education with an 
approved completion type in the baseline or following year.  
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In Demand Occupation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MCL 

CLNA 
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Appendix B: Supplemental Evidence Packet 
Example 
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