New Mexico State CTE Awards Application    Forms S-4a-e 

Teacher of the Year Read-Me First 
PURPOSE: Open and use forms 4a-e if you are applying for Teacher of the Year.  

ELIGIBILITY: Applicants must be full-time classroom teachers in a career and technical education K-14 program. Contributions and accomplishments should cover the past 10 years. The applicant should also be involved in some capacity in ACTE at the Regional and/or National level and must have been a member of ACTE and a state association for at least the past five (5) consecutive years. See additional eligibility guidelines at www.acteonline.org 
Type in all information required on the formatted forms/templates; type directly on each page and save as FORM_S4a, S4b, S4c, S4d, and S4e. The first template is limited to no more than 2 pages and all other pages (forms/tables) are limited to 1 page by adding information to the appropriate table cells. All page margins are 3/4” on all 4 sides, with some pages being formatted with 1.5 line spacing.  

Form S-4a: Teacher of the Year (TOY) program documentation (maximum of 2 pages) 

REQUIRED INFORMATION: This section must include a narrative description of the applicant’s current position and CTE program, along with significant, major accomplishments related to the award category and the nominee’s CTE best practices. This section could also include a brief student success example. When you have completed your typed narrative, proof-read, run spell and grammar check, and then delete any instructional text at the top of the page/s.  

Form S-4b:  (TOY) professional memberships/activities ONLY 1 page 
REQUIRED INFORMATION: This section must include all dates and memberships/activities listed in chronological order starting with the most current information. When you have completed the 1-page table, proof-read, run spell and grammar check, and then delete any instructional text at the top of the page. 

Form S-4c:  (TOY) professional contributions ONLY 1 page 
REQUIRED INFORMATION: This section must include all dates and related contributions listed in chronological order starting with the most current information. When you have completed the 1-page table, proof-read, run spell and grammar check, and then delete any instructional text at the top of the page. 

Form S-4d:  (TOY) education and experience ONLY 1 page 
REQUIRED INFORMATION: This section must include all dates for work experience along and education/degrees, and other training/professional development listed in chronological order starting with the most current information. When you have completed the 1-page table, proof-read, run spell and grammar check, and then delete any instructional text at the top of the page. 

Form S-4e:  (TOY) civic and community involvement ONLY 1 page 
REQUIRED INFORMATION: This section must include all dates and memberships/activities listed in chronological order starting with the most current information. When you have completed the 1-page table, proof-read, run spell and grammar check, and then delete any instructional text at the top of the page. 

Support  (TOY) letters of support to include the letters listed below. 

Guidelines to follow for letters: Each letter should include related information about the candidate and the related CTE program or accomplishments. Letters can be ONLY 1 page in length. After you receive all letters, scan each one and save each into your awards folder to be included in the electronic dossier. Save all original letters for regional and national competitions and verification. 

1.  Letter from NOMINEE’S immediate supervisor 

2.  Letter from another administrator 

3.  Letter from a current or former student 

4.  Letter from a parent or community person 

5.  OPTIONAL – 2 additional letters of your choice 

New Mexico State CTE Awards Application   Form S-4a 

Section 4A: Teacher of the Year 

Program Description 
NOTE: Using the header option (go to the view menu and choose header and footer) replace the words “Your Name” and the date with your name and the correct date; do not change the header format. 
Type in all information required on this formatted page; type directly on the page and save as FORM_S4a. Maintain 3/4” page margins on all 4 sides, and 1.5 line spacing that has already been formatted, and no more than 2 pages. When you have completed this section, proof-read, run spell and grammar check, and then delete this instructional text.  

Begin your narrative here and replace this instructional text with your description. Make sure to maintain the 12-point type size and the 1.5 line spacing.  

New Mexico State CTE Awards Application   Form S-4b 
Section 4B: Teacher of the Year 
Support Information – Professional Memberships and Activities 
NOTE: Using the header option (go to the view menu and choose header and footer) replace the words “Your Name” and the date with your name and the correct date, when all pages have been completed you will need to renumber the pages so that these are in order according to the instructions in the awards packet intro instructions; do not change the header format. 
Type in all information required on this formatted page; type directly on the page and save as FORM_S4b. Maintain 3/4” page margins on all 4 sides, and enter all dates and details in the formatted table cells (cells will expand as needed to accommodate your text; list by most recent dates. If you need to add additional cells, with your cursor in the last cell, use the tab key and click the tab to add more rows to the table. You may delete any unused cells. Limit your entries to 1 page for this section. When you have completed this section, proof-read, run spell and grammar check, and then delete all instructional text.  


New Mexico State CTE Awards Application   Form S-4c 
Section 4C: Teacher of the Year 
Support Information – Professional Contributions 
NOTE: Using the header option (go to the view menu and choose header and footer) replace the words “Your Name” and the date with your name and the correct date, when all pages have been completed you will need to renumber the pages so that these are in order according to the instructions in the awards packet intro instructions; do not change the header format. 
Type in all information required on this formatted page; type directly on the page and save as FORM_S4c. Maintain 3/4” page margins on all 4 sides, and enter all dates and details in the formatted table cells (cells will expand as needed to accommodate your text; list by most recent dates. If you need to add additional cells, with your cursor in the last cell, use the tab key and click the tab to add more rows to the table. You may delete any unused cells. Limit your entries to 1 page for this section. When you have completed this section, proof-read, run spell and grammar check, and then delete all instructional text.  


New Mexico State CTE Awards Application   Form S-4d 
Section 4D: Teacher of the Year 
Support Information – Education and Experience Background 
NOTE: Using the header option (go to the view menu and choose header and footer) replace the words “Your Name” and the date with your name and the correct date, when all pages have been completed you will need to renumber the pages so that these are in order according to the instructions in the awards packet intro instructions; do not change the header format. 
Type in all information required on this formatted page; type directly on the page and save as FORM_S4b. Maintain 3/4” page margins on all 4 sides, and enter all dates and details in the formatted table cells (cells will expand as needed to accommodate your text; list by most recent dates. If you need to add additional cells, with your cursor in the last cell, use the tab key and click the tab to add more rows to the table. You may delete any unused cells. Limit your entries to 1 page for this section. When you have completed this section, proof-read, run spell and grammar check, and then delete all instructional text.  


New Mexico State CTE Awards Application   Form S-4e 
Section 4E: Teacher of the Year 
Support Information – Civic and Community Involvement 
NOTE: Using the header option (go to the view menu and choose header and footer) replace the words “Your Name” and the date with your name and the correct date, when all pages have been completed you will need to renumber the pages so that these are in order according to the instructions in the awards packet intro instructions; do not change the header format. 
Type in all information required on this formatted page; type directly on the page and save as FORM_S4e. Maintain 3/4” page margins on all 4 sides, and enter all dates and details in the formatted table cells (cells will expand as needed to accommodate your text; list by most recent dates. If you need to add additional cells, with your cursor in the last cell, use the tab key and click the tab to add more rows to the table. You may delete any unused cells. Limit your entries to 1 page for this section. When you have completed this section, proof-read, run spell and grammar check, and then delete all instructional text.  


New Mexico State CTE Awards Application  
Letter of Intent  
(Type directly in the table cells to add your information; the cells will expand to accommodate your information; delete this text before submitting. NOTE: EMAIL a copy of the intent letter to the awards chair as soon as possible after you decide to apply for an award. By completing this email notification, you will be placed on the perspective nominee list and will receive periodic email messages prior to the deadline.) 

Email this to the following addresses: nmacte07@hotmail.com AND to kvalunas@msn.com 

[image: image1.jpg]



New Mexico State CTE Awards Application   Form LOS Letter of Support 

NOTE: Using the header option (go to the view menu and choose header and footer) replace the words “Your Name” and the date with your name and the correct date, when all pages have been completed you will need to renumber the pages so that these are in order according to the instructions in the awards packet intro instructions; do not change the header format. 
With this Word template open on your computer, place your cursor below these instructions (highlight the words PLACE HERE) and go to the insert menu above. Choose picture>from scanner or camera, and scan the letter of support. When the scan has completed, the letter should automatically be inserted below. Resize if necessary so the letter fits on this page. Following the above directions, scan all original letters of support, one each on a separate LOS template page, and save the original letters for verification. You will need a separate Form LOS for each letter of support. You need a minimum of 4 or a maximum of 6 letters of support. Each support letter should only be 1 page in length so it will fit on 1 form. Letters that are longer will not be considered when evaluating the submitted dossier. Delete all of the instructions shown here before saving each letter. Save the letters as LOS1, LOS2, etc. 

PLACE HERE 
New Mexico State CTE Awards Application   Form LOS Letter of Support 

NOTE: Using the header option (go to the view menu and choose header and footer) replace the words “Your Name” and the date with your name and the correct date, when all pages have been completed you will need to renumber the pages so that these are in order according to the instructions in the awards packet intro instructions; do not change the header format. 
With this Word template open on your computer, place your cursor below these instructions (highlight the words PLACE HERE) and go to the insert menu above. Choose picture>from scanner or camera, and scan the letter of support. When the scan has completed, the letter should automatically be inserted below. Resize if necessary so the letter fits on this page. Following the above directions, scan all original letters of support, one each on a separate LOS template page, and save the original letters for verification. You will need a separate Form LOS for each letter of support. You need a minimum of 4 or a maximum of 6 letters of support. Each support letter should only be 1 page in length so it will fit on 1 form. Letters that are longer will not be considered when evaluating the submitted dossier. Delete all of the instructions shown here before saving each letter. Save the letters as LOS1, LOS2, etc. 

PLACE HERE 
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Dates (list most recent first) �
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Dates (list most recent first) �
Education and Experience 
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Dates (list most recent first) �
Civic and Community Involvement 


(include civic, fraternal, and/or honorary memberships and community activities and/or contributions) �
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Name: 


 �
 �
Replace photo with your photo and delete this text. �
�
School District: 
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Current Position: 


 �
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Awards Category: 


 �
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Details: �
 �
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Special Instructions: �
 �
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Category �
Highlight this text and retype the category you are applying for. �
�






Category �
Highlight this text and retype the category you are applying for. �
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