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Today, more than ever, it is critical that 

Advisory Committees be

involved in planning programs and reviewing the successes of our efforts.  

Representatives from business, labor organizations, 

education, and former students, who, 

because of their knowledge of the careers related to your programs, 

can provide valuable advice, guidance, and assistance.
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Introduction

To maintain Career and Technology Education (CTE) programs that meet current career specialties needs, CTE educators rely heavily on advice from other educators and business and industry.  An important step in establishing, maintaining, or up-grading an existing CTE program is the organization of a local Advisory Committee.

An Advisory Committee is a group of persons made up of representative lay-people, recognized, and respected in their own fields of work who advise CTE educators, administrators, and local board of education members regarding programs based on the employment, education, training and workforce needs of the community, state, regional, national, and international marketplace.  

An advisory committee has no administrative authority and is not created to usurp the authority of boards of education and administrative staffs.  Whether such groups are called commissions, councils, boards, or committees, it is important to remember that they serve in the advisory capacity.

The general functions are to act in an advisory capacity as a link between education and industry, informing the school of the needs of industry and informing industry of the services that the school can provide.  

An Advisory Committee can assist in answering… 

· Are students being prepared for the future job market?

· What should the training include?

· Is curriculum addressing industry needs?

· How can instructors verify competencies to industry standards?
Advisory Committees can offer many services…

· Provide advice that is not easily obtainable elsewhere.

· Assist in public relations activities.

· Offer different points of view.

· Aid in the placement of graduates.

· Assist in keeping educational programs up-to-date.

· Assist in transition to postsecondary.

· Offer training sites for OJT or “live” work.

Goals, Objectives, and Activities 

The Advisory Committee members review the Career and Technology Education (CTE) program

and advise the CTE instructor on improvements for the program.

Review the course content.
· Review sequence of courses for the program.

· Identify and review resources and other supplementary materials.

· Recommend standards for work-based learning experiences.

· Inform the program of full- or part-time job opportunities for students.

· Help ensure sequence of courses that prepares students for postsecondary or college degree/certification programs.

Review facilities and program equipment.
· Review existing equipment, facilities, and resources.

· Review lab equipment (computers, printers, tools, etc.) 

· Review room (shop, lab) layout, space requirements, workstations, lighting, ventilation, etc., and compare with industry norms.

Assist instructional and learning experiences.
· Provide industry tours and field experiences for students and teachers.

· Assist in locating and/or establishing training stations.  

· Assist in locating sample kits of raw materials, finished products, charts, posters, teaching resources, etc. 

· Support CareerTech student organizations and sponsor student incentives, prizes, and scholarships.

Assist with job opportunities. 
· Assist in surveying manpower needs and new and emerging career specialties.

· Advise on the changing nature of the competencies in career fields.

· Assist in placing graduates or program completers.

Assist in promoting education. 
· Provide news items concerning CTE programs for the local news media.

· Participate in multi-media programs designed to promote career education.

· Testify in support of career and technical education for local and state/national officials, boards, and legislative groups.

· Encourage other businesses to stimulate development of work experience programs.

Provide current occupational information. 
· Provide relevant information to teachers and counselors concerning desirable aptitudes, education, and experience background, which applicants need for entry-level jobs and postsecondary education.

Organization and Operation

	Membership: Considerable attention should be given to the careful selection of members of the Advisory Committee.  It is suggested that the composition of the group include:

· leaders from industry, business, the professions, and labor,

  ( supervisory persons currently employed in an industry directly related to the specific program 

  ( non-supervisory persons employed in a capacity performing those competencies directly related

      to the specific program.

· educators,

· former students with at least three (3) years on-the-job experience related to the specific program,

· parents of students currently enrolled in the program, and

· current President of CTE student organization.

Members need to make their living in areas related to the program.  Comprehensive school faculty and administrators may serve as non-voting members of the committee.  Business and industry members should make up the MAJORITY of the voting and non-voting committee members.  

The instructor(s) of the program area will make recommendations for membership for their program advisory committee to the site director/administrator or a designated appointee during the first month of contracted duty.


(Advisory Committee Meeting Planner–page 8


(Selecting Members for Career and Technology Advisory Committee form– page 9



(Letter of Invitation for Advisory Committee Member sample letter– page 10



(Memorandum of Intent form – page 11



(Appointment of Advisory Committee Member sample letter– page 12



(Program Review for the Advisory Committee – page 20



	Characteristics: Candidates for membership should be civic-minded, cooperative, responsible, and productive people who possess integrity.  Members should have first hand experience in program areas in which they serve.  They should exhibit an unselfish spirit, interest, willingness, commitment, and time availability to serve the Advisory Committee.   



	Size:  It is suggested that the size of the Committee be from 5-7 members (an odd number eliminates tie votes). 



	Replacement:  The replacement of members should be on a regular and staggered basis according to the length of appointment established.  Advisory Committee members generally serve a three-year term; alternate terms of appointment of one, two, and three years may be considered.  It is valuable to recruit new members regularly as new members bring new ideas and perspectives.  Members may be recommended for reappointment after completing their term in office.



(Sample Thank You Letter for Membership Term Expiration – page 13




	Leadership: 


Chairperson – The primary function of the Chairperson is to provide leadership at all meetings.  The Chairperson, selected by the Advisory Committee members, shall not be an employee of the district.  The Chairperson should be sensitive to the views of the members, be able to listen critically, be reasonable, exercise good judgment and fairness, and be able to work closely with the CTE instructor.  The chairperson is expected to spend more time than other members on the affairs of the committee and must be well informed.  


The responsibilities of the chairperson include:

· Assist the CTE instructor in establishing meeting dates.

· Preside over all meetings.

· Plan the meeting agenda with the CTE instructor at least two weeks in advance of the meeting.

· Encourage a relaxed atmosphere conducive to productive discussion during committee meetings.

· Participate in a training session to be held for all chairpersons of program advisory committees.

· Establish goals and objectives for the committee.



(Sample Letter to Notify Members of a Meeting – page 14

______________________________________________

Vice-Chairperson - The Vice-Chairperson is to serve in the absence of the Chairperson and to assist in the planning and development of all committee activities, including the regular meetings.  This will prepare them to be the next year’s chairperson.

______________________________________________


Secretary - The Secretary is responsible for recording the minutes of each meeting and for the timely preparation and mailing of the minutes, meeting agenda, and correspondence.  The instructor may serve as secretary of the committee.



	Role of the Sponsor: A CTE coordinator/instructor should serve as an ex officio member of the committee.  After the Chairperson has been selected, the CTE coordinator/instructor should work cooperatively with the Chairperson in preparing and disseminating agendas, minutes, reports, and recommendations.

The role of the CTE sponsor as an ex officio member of the Advisory Committee is crucial to its success.  They must serve as a catalyst to constantly move the committee forward without detracting from the prestige of the Chairperson or committee members.  To accomplish this goal, the sponsor must be tenacious in planning and carrying out the many mundane procedural requirements of committee work.




Policies and Procedures

	Operational Guidelines: A written set of policies outlining Committee activities such as membership selection, term of appointment, standing or ad hoc committee responsibilities and membership duties should be developed locally and be relevant to local needs.  Long-range goals and objectives should be developed and reviewed annually. 

It is highly recommended that Advisory Committees adopt ROBERT’S RULES OF ORDER as the parliamentary authority.  Use parliamentary procedure to conduct all meetings.



(Example of Operations Guidelines – pages 15-16



	Meeting Scheduling: A minimum of two meetings is to be conducted annually.  However, more meetings may be necessary to effectively carry out the needs of the program.  Goal oriented meetings will provide productive results and will ensure an efficient utilization of the time and of committee members.



	Agenda: An agenda should be prepared for each scheduled meeting and distributed to members before the meeting when the notice of a meeting is sent.  The agenda items should include:

· Roll Call

· Introduction of guests

· Approval of previous minutes

· Financial report (if any)

· Special presentations

· Communications

· Committee reports

· Unfinished business

· New business

· Adjournment


(Suggested Agenda – page 17





 



	Call To Order and Adjournment: Meetings should have a definite starting and adjournment time.  The Chairperson must make a strong effort to begin the meeting on time, move through the agenda in a business-like manner, allow for sufficient discussion, and adjourn the meeting at the scheduled time.




	Minutes: Minutes are kept by the Committee Secretary and distributed to the membership prior to the meeting to allow for review.  Minutes and other Advisory Committee activity records should be filed at the local school.


(Example: Format for CTE Advisory Committee Minutes – page 18



	Recognition: The committee should provide recognition for members who have contributed considerable time and effort to the Advisory Committee.  An appropriate method might be the awarding of a certificate of appointment and/or certificate of appreciation of service signed and presented by the local school board. Releases to the news media on Committee activity can also provide recognition.  The following are additional suggestions for recognition of Committee members:

Publications:  
The names and pictures of committee members should appear in district annual publications, newspaper articles, brochures, etc.

Complimentary:  
In some settings, committee members may be provided with complimentary tickets to district functions as small tokens of appreciation for their efforts.

District Activities:
Members may be asked to participate in a CTE employer/employee banquet, graduation or other district events.

Letters:
Members should receive letters of appreciation at appropriate times, such as at the end of the year, at term end, holidays, etc.




ADVISORY COMMITTEE MEETING PLANNER

At least six weeks prior to the meeting:
· Identify potential committee members.

Choose five to nine persons who by position, background, experience, or training can offer input for improving your program.

· Make initial contact.

Be prepared to explain the duties of advisory members.

Secure a current mailing address.

At least four week prior to meeting:
· Prepare a letter to congratulate committee members for agreeing to serve on the program advisory committee.  

Three weeks prior to meeting:
· A letter about the first meeting and the agenda should be sent to each member inviting suggestions.  (Make sure meeting time is convenient for members.)

· Make arrangements for room, audiovisual equipment, and refreshments.

Two weeks prior to meeting

· Compile handouts/folders for committee members.  Items you could included are:

Agenda

Name Tag


Role of Advisory Committee


General Information on Program/School


Pencil and Note pad

Three days prior to meeting:
· Consider calling each member as a reminder.

During meeting:
· Have refreshments ready when they arrive.

· Begin and end meetings on time.

· Stay on subject; be organized and to the point.

· Elect a chairperson and a secretary.

· Take pictures for publicity.

Three days after meeting:
· Publicize the meeting.

· Send thank you letter and copy of minutes to members.

Two weeks to one month after meeting:
· Keep all members up to date on events and happenings regarding action taken on recommendations made by the committee members.
Selecting Members for the Career and Technology Education 

Advisory Committee

List potential members for the CTE Advisory Committee.  It is suggested to compile a list of a larger number of people than the desired number of members.  Someone may not elect to serve on the committee when invited.

Business and Industry Representatives

Name


Name of Business 



Job Title 


Address  



Telephone Number 


E-mail  


NOTE:  If parents and/or students are included as members, they should be in addition to the 5-7 business and industry representatives.

Prepare a letter to the desired number of potential members inviting them to become a member of the Advisory Committee.

(
Sample letter of invitation – page 10 

(
Sample Memorandum of Intent– pages 11
Sample Letter of Invitation

District or Program Letterhead

Date

Address

_________________

_________________

Dear  :

The ________________ High School is committed to excellence in its _______________ Program.  

To help us achieve this aim, we reach out to leaders and to parents and students in our community and

ask them to work with us in improving our education curriculum and facilities.

Your name has been suggested for possible membership on our Advisory Committee.  By participating on this committee, you will have an opportunity to guide the __________ High School in preparing students for entry-level jobs or postsecondary education in career and technology education.

The Advisory Committee will meet two times during the school year.  Meetings are usually held at

       Time       at              Location     .  In addition, information calls upon committee members are occasionally made, as the need arises.

If you are interested in serving on this committee, please complete the attached Memorandum of Intent and return it at your earliest convenience.  Please do not hesitate to call (___-___-____) or 

e-mail  (_____________________)  if you have any questions. 

Sincerely,

Teacher Name

Program Name

Enclosure

Memorandum of Intent
_____ Yes, I wish to become a member of the CTE         Program         Advisory Committee at  __________ High School.

_____ No, I do not wish to become a member of the CTE       Program       Advisory Committee at ________ High School at this time.

If YES, please complete the following:
Home Address



Phone 
    Cell Phone 


E-mail Address ________________________________________________________________________

Business Information

Best time to call:_______________________________________________________________________

Best day and time for a meeting___________________________________________________________

Job Title: 


Official Name of Business  ______________________________________________________________

Street Address 




City, Zip  _____________________________________________________________________________


Business Phone 
    Cell Phone 


E-Mail Address 


Signature: 
      Date






Sample Letter of Appointment of Member

School Letterhead

Date

Name

Address

City, State, Zip

Dear ______________:

Congratulations on your appointment to the _____Program Name

 Advisory Committee.  Your efforts and involvement will help determine the direction our district will take in assessing curriculum and equipment needs.  Also of vital importance is the role you will play in helping us understand the training and educational needs of career and technology education students.

The contribution of an Advisory Committee is at the core of the Oklahoma CareerTech education system.  Through the joint efforts of educators and community leaders at the local level, the availability of productive and prepared employees is enhanced.  You are a key element to the success of this educational process.

Through open communication, you benefit your business, community, and Oklahoma.  The career development of students and the economic future of our community depend on the involvement of concerned and dedicated people like you.

We hope that your experiences as an advisory committee member are rewarding as you help shape the CareerTech educational delivery system.  Your service will help us better serve our students.  Thank you for your help.

Sincerely,

Name of instructor

Sample Thank You Letter for Membership Term Expiration

District or Program Letterhead

Date

Name

Address

City, State, Zip

Dear ______:

Your contributions as a member of the   Program Name   Advisory Committee at       School     is sincerely appreciated.  Your expertise has been crucial, as the program has continued to evolve and achieve higher standards.  Your cooperation and support of career and technology education is exemplary.  

Thank you for your dedication to the      Program Name     Advisory Committee.  We look forward to working with you again soon.

Sincerely,

Instructor

Sample Letter to Notify Members of a Meeting

School Letterhead

Date

Name

Address

City, State,, Zip

Dear _______________:

The 20__-20__ school year is underway and is going well.  Enrollment in __Program___ is full.  These students have shown great interest in preparing for their chosen profession, and their potential is unlimited.

Our first Advisory Committee meeting is scheduled for date, at time in the _______ room at campus name, address.  Refreshments will be served.  Items of discussions will include placement of students completing the program, on-the-job training, salary expectations, equipment survey, etc.
Your cooperation and support of career and technology education is praiseworthy.  Thank you for your dedication to furthering the ____________ industry through education.  I am looking forwarding to working with you during the school year.

Again, thanks for your support.

Sincerely,

Instructor

Example – Operational Guidelines

Article I-Name and Purpose

Section 1
The Career and Technology Education Advisory Committee shall exist only during such time as the program is operational.

Section 2
The purposes and duties of the named advisory committee shall be to:

a.
Provide a link between the school and industry and advise on the many facets of the Career Tech program.  An advisory committee has no administrative authority and is not created to usurp the authority of boards of education and administrative staffs.  Whether such groups are called commissions, councils, boards, or committees, it is important to remember that they serve in the advisory capacity.

b.
Assist in establishing a two-way system of communication:

· informing the school of the needs of industry change, and

· informing industry of the services that the school can provide.

An important factor that determines the attitude of employer and employee groups is the extent to which they are informed and consulted about a training program.

c.
Assist in making a CTE program as efficient and effective as possible while making certain        industry and students are served to the greatest advantage. 

Article II-Business/Industry Advisory Committee Membership

Section 1
Appointments to the Advisory Committee shall be made by (appointing group).

Section 2
The Advisory Committee shall consist of a minimum of three members from the related industry in the community.

Section 3
The Advisory Committee membership shall be selected as representative of the interest in the area or region served.

Section 4
The term of appointment for members shall begin on __________________________________

Section 5
Members shall be appointed for terms of __________________________________
Article III-Leadership
Section 1
The officers of the Advisory Committee shall be the Chairperson, Vice-Chairperson, Secretary, and other such officers as may be required.

Section 2
The election of officers shall be at the  (month)  meeting each year.  The officers shall be elected by a majority vote of the committee membership.

Section 3
The Chairperson shall:

a. preside at all committee meetings;

b. appoint special subcommittees as the need arises; and

c. work closely with the district staff and administration in organizing committee activities and represent the Advisory Committee at all meetings of the general advisory council.

Section 4
The Vice-Chairperson shall perform the duties of the chairperson in his/her absence.

Section 5 
The Secretary shall:

a. keep records of attendance; and

b. organize and disseminate minutes, meeting notices, agendas, and other documents.

Section 6
The Career and Technology Education Teacher will serve as facilitator.  The facilitator shall:

a. assist the Chairperson in organizing meetings;

b. assist the Secretary in disseminating minutes; and

c. maintain a permanent record of all committee activities.

Article IV – Meetings

Section 1
Two regular and/or special meetings of the Advisory Committee shall be held during the year.

Section 2
Notice of committee meetings shall be mailed to all members at least 
(number)
 days before each meeting.

Section 3
Meetings shall be no more than ______ hours in length unless such meetings are continued by the vote of Committee membership.
Section 4

Agendas shall be prepared and disseminated by the facilitator.
Section 5
Standing or special subcommittees are appointed by the chairperson as the need arises.

Article V-Amendments

Section 1
These operational guidelines may be amended by a two-thirds majority vote of active members at any regular committee meeting, provided that notice of such proposed change has been included in the call of the meeting.

Suggested Agenda: First Meeting 

First Meeting Agenda

· District representative on the committee serves as temporary chairperson and appoints temporary secretary.

· The temporary chairperson introduces all persons present.

· The temporary chairperson explains the purpose and functions of an Advisory Committee and the activities with which it will be concerned.

· A representative of the board of education, possibly the superintendent/principal, informs the committee of their relationship to the district.  

· The temporary chairperson may distribute a sample of rules of operations, such as:


-Time and length of meetings


-Method of notifying members


-Method of calling special meetings


-Assessment form for use in evaluations/accreditations


-Adopt constitution 

-Adopt ROBERT’S RULES OF ORDER as the parliamentary authority

· Election of permanent officers; temporary officers serve until end of meeting.

· The committee determines permanent rules of operation that include meeting time, place, and

      dates.

· Representative presents an overview of program that includes the program goals and program 
areas most urgently in need of immediate review.

· The committee sets date, time, and place of next meeting indicating that permanent officers will be elected at that time.

· Tour of facilities.

· Meeting adjourns.

 Suggested Format for CTE Advisory Committee Minutes

Program ______________________________    School/Campus______________________________

Instructor _________________________________     Date _________________________________________
Advisory Committee Chairperson ______________________________________________________________

Advisory Committee Members in attendance:











Present




________________





_________________



_________________



_________________




_________________




_________________



_________________



_________________
Other persons(s) in attendance:




_________________



_________________



_________________
Subject ___________________________________________________________________________________

Action  ___________________________________________________________________________________
Subject ___________________________________________________________________________________

Action  ___________________________________________________________________________________

Subject ___________________________________________________________________________________

Action  ___________________________________________________________________________________
Subject ___________________________________________________________________________________

Action  ___________________________________________________________________________________

Advisory Committee Minutes Cont.

Brief Summary of Advisory Committee Meeting

Date

Review of Local Program
The primary purpose of any review is improvement.  You have been asked to review, as a group, the program in which you are serving as an advisory committee member.

The categories of this evaluation are as follows:


A.  Philosophy and Objectives


B.  Staff


C.  Program Planning, Curriculum, and Content


D.  Instructional Materials, Supplies, Equipment, and Facilities


E.
Placement and Follow-Up

The instructor will provide you with the necessary documentation for completing this evaluation.

Advisory Committee Review

	______________________________________ Program Advisory Committee

Use the following ratings:


A – Excellent, superior, outstanding, well done


B – Above average, good


C – Average, meeting standards


D – Needs improvement; poor


E – Not applicable

Philosophy and Objectives

______ 1.
The program has written goal statements.

______ 2.
The program has a list of written objectives.

______ 3. 
The objectives are based on community and student needs.

______ 4.
The objectives are based on student performance.

______ 5.
The advisory committee has reviewed or updated the objectives within the past twelve months.

Staff

______ 6.
The CTE instructor(s) has recently participated in course work or in-service training directed toward professional growth.

______ 7.
The CTE instructor(s) takes active measures to periodically upgrade his/her occupational work experience.

______ 8. 
The CTE instructor(s) utilizes methods of teaching that are adaptable to individual needs, interests, and rates of learning.

Program Planning, Curriculum, and Content

______ 9. 
There is a procedure, which is followed for the periodic revision of the course study in light of changing community needs and technological changes.

______10.
Each instructional unit has been planned, organized, and implemented in a sequential manner.

______11.
The curriculum develops the understanding, skill, and judgment needed for students to secure entry-level employment.

______ 12.
The competency profile reflects the material taught.




	Instructional Materials, Supplies, Equipment, and Facilities

______13
The program has access to and makes use of supplementary materials for instruction.

______14.
Library and instructional materials are filed in such a manner that they are readily accessible to the students and instructors(s).

______15.
Adequate and appropriate instructional supplies are provided for the CTE program.

______16.
The classroom, laboratory, and/or shop are arranged in such a manner as to emphasize safety, function, and class control.

______17.
The size and quality of the classroom, laboratory, and/or shop are adequate to have an effective program.

______18.
The extent and quality of the equipment are adequate to have an effective program.

______19.
Materials and supplies are stored in a systematic way.

______20.
An ample amount of storage space is available for supplies, equipment, and student projects for the program.

______21.
Sufficient funds are made available when the purchase of new equipment is needed.

______22.
Sufficient funds are made available for immediate repairs to malfunctioning equipment.

______23.
The equipment is representative of that being used in industries related to your field.

______24.
All equipment is operative and in good working condition.

______25.
The classroom and/or shop is orderly, attractive, and provides an example of good housekeeping.

Placement and Follow-Up (If  Applicable)

______26.
There is an organized plan for the placement of program completers seeking additional education and/or employment.

______27.
Information is maintained on the occupational status of former program completers.




SUGGESTIONS FROM AN ADVISORY COMMITTEE MEMBER

Dear Educator:

I am pleased to serve as a member of your advisory committee.  I am delighted to accept your invitation--if you can assure me that I will be involved in an activity that is going to make some worthwhile and important contribution to the education of young people and adults.

Please note that if you tell me the committee will meet only two or three times a year, I will know we really are not going to do anything worthwhile!

If I occasionally drop in for a visit, give me a few minutes of your time.  Your courtesy will be well repaid.  I would not come if I were not interested.  I will appreciate receiving a special invitation to attend a school function or a board of education meeting.

Hopefully, I will become identified with you and the school.  I am asking you as the professional educator to provide me, the interested layman, with counsel and leadership for my committee responsibilities.

When you ask me to attend a committee meeting, I want to know beforehand what will be on the agenda.  I will want a brief background statement of the problems we discuss.  Give me at least two weeks' notice of the meeting date.  Do not hesitate to remind me about it by letter or phone.

I am used to crisp, business-oriented procedures during meetings.  I will want to know as soon as possible after the meeting what did and will happen as a result of our advice and services.

I would like to meet more than once a year with the students in the program my committee services.  I want the students to know my committee exists.  I want them to tell me to what extent we are succeeding.

As a matter of fact, I would like to have each graduating class elect one of its members to serve as an ex-officio member on our committee to tell us, in the first year after graduation, how relevant their training is in terms of real jobs.

I would like some expression of gratitude for my volunteer services and contributions.  If I donate a piece of equipment, put my nameplate on it.  Send me a framed certificate of appreciation for my services.

I know I am asking a great deal of you, but I am willing to give a great deal in return.  And the more you get from the committee, the better your program will be.  The same is true for us, of course.  All the committee members, as well as the businesses we represent, will benefit with a continuing source of qualified workers available and get a good return from our tax dollar.  It is up to you to decide whether you want me to serve on your committee.  I look forward to hearing from you.

Respectfully,

An Advisory Committee Member

Page 23

