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Intended for members of advisory committees for

career education programs, this publication briefly discusses the
importance of advisory committees and defines and describes types of
advisory committees, including a discussion of the purpose, term of
membership, and assistance individual members can provide. The
publication also contains a checklist of activities an advisory
committee could perform, responsibilities of the school
representative and committee chairman, and sample listing of
activities carried out by various advisory committees. (SB)
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YOU ARE NOW A MEMBER
OF ACAREER ADVISORY COUNCIL

You have been asked to lend your capabilities, experience and
knowledge as an ADVISOR to a career education program in your school.
Since you repiesent a segment of business and industry for which your
school is educating students, you are a valuable asset toward the proper
preparation of these students who may be considering or actually entering
the educational program of their choice.

Students, who eventually will work and live in the community,
often must have serious consultation and career exposure in order to help
choose a career. After making a choice, the student needs to learn enough
to: {1) compete successfully in the job market; (2) find employment in the
career specialty for which he is educated and to hold that employment; or
(3) qualify for higher education in the career field of his or her choice. To
provide the modern, up-to-date training for future citizens, your school
needs your advice, assistance, and council!

What your ADVISORY COUNCIL will do and how effective it will
be in developing a quality career educational program depends upon the
combination of your recommendations, the educational beliefs of your
school, the adequacy of the instruction (including sufficient equipment
and facilities), and the motivation of the individual student.

WHY HAVE AN ADVISORY COUNCIL?

An Advisory Council of interested, able and concerned citizens is

the most productive and relevant method to involve the community in

_education. It is a vital link between the community and the school. It can

give advice, make recommendations and provude service otherwise not
available. :

WHY GET INVOLVED? WHICH OF THE BELOW IS IMPORTANT TO
You?

o Recognizes your experience and knowledge in your business.

e Provides the satisfaction of making your knowledge and expertlse
available to your community school. '

o Potential employment of students who can be a source of part -time
employees for your business. ‘
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® Provides a source of better trained and experlenced future full-time
employees. .

o Offers the satisfaction of being involved with the education of
youth and adults of your community.

o Gives you an investment in building leadership for the future “\‘Nork'

force’” of the community. This helps keep the community strong to‘

protect the economic strength of your business.

ADVISORY COUNCIL

DEFINITION

AN ADVISORY COUNCIL IS A GROUP OF PERSONS SE:

LECTED 70 COLLECTIVELY ADVISE REGARDING CAREER EDU-.

CATION EFFORTS WITHIN THE COMMUNITY. MEMBERS -ARE
PREDOMINANTLY FROM OUTSIDE THE FIELD OF EDUCATION
AND ARE SELECTED BECAUSE OF SPECIALIZED KNOWLEDGE: -

TYPES OF COUNCILS _

‘@ CAREERCOUNCIL. . ... . ... .
concerned with the overaII educatlonal program R T

® VOCATIONAL-TECHNICAL COUNCIL TS N
concerned with the overall program of occupatlonal preparatlon ‘

within one school system

e 'OCCUPATIONAL councu.

concerned with one specific occupatronal program, a trade freld or '

" family of occupations. . it

. ® AREA VOCATIONAL CENTER:COUNCIL.: - g ner ve,,)

concerned with occupational programs for several schooI systems
with each member considering: (1) what is best fer the community

" which he: represents; and - (2): what is best.for all the educational
districts served by the Vocational Center,

PURPOSE

. - To collectively advise, make.recommendations. and give. service to
the school, its students, instructors and administrators. ... . .. . i
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HOW YOU CAN HELP

. Adwse on developlng polucy and local phllosophy in regard to career
. and occupatlonal programs

-® - Help determine educatlonal goals and requirements pertalnlng to the
* community in relation t0 each student. -

o Help establish and maintain good communication between the
community and school.

® Advise in developing the educational objectlves for particular
" instructional programs,

® Aid in evaluating the educational program or programs in respect to
community requirements and |nd|V|duaI career accomplishment of
its graduates.

@ Advise the school administration relative to proper qualrflcatlons of
: 'mstructors for certain specialized programs.

e Aid in establishing criteria for selection of students.

@ Assist in long term planning for programs |ncIud|ng currrculum,
“equipment and facilities. :

- ® Promote certain educatlonal services to students and citizens such as
career information, job placement, public reIatrons, obtalnlng
resource people for the classroom, etc. :

TERM OF MEMBERSHIP

It is understood that individuals who serve on different ADVISORY
COUNCILS often have busy schedules. On the other hand each member
must realize that he or she must be wulllng to devote sufﬂclent time to the
council activities to be effective. o

In order that membership may not become burdensome to any.one
member and so that other individuals who have expressed an interest in
the educational program may have the opportunity to make a contri-
bution, the suggested length of membership is three years.

It is suggested that the first advisory council members draw iots for
one, two, or three year terms. Thus each year one-third of the membership
will be replaced. This insures new members each year with varied
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experience and expertise and allows others in the community to make
their contribution to the school educational program. At the same time,
with two-thirds of the membership continuing, it allows for continuity in
leadership and needed stability of the council operation, A person who has
served a term as a member should be ineligible for reappointment until one
vear has elapsed following expiration of his term. Some valuable former
members can be utilized as consultants for specific parts of the program
but for a limited time only.

ADVICE AND RECOMMENDATIONS
; WHAT HAPPENS?

@ After the council secretary documents the council’s recommen-
dations, the School Representative then submits the request to
proper authority for action. This could be the Superintendent of
Schools, President of the Board of Education, Vocational Director
or whomever has the authority to implement.

@® The recommendation is considered by the administrative authority
or teacher and a report is returned to the chairman of the council by
the education representative as soon as posisble as to the action
taken or anticipated. There should be a minimum of delay for this
report to be made.

@ One or more of three results should take place.
e the recommendation is implemented as presented.

e the recommendation is to be ‘implemented with stated
modifications, with explanations.

e the recommendation is declined, with explanations.

B T PLL SR

SAA gy




T T e T

SCHOOL ADVISORY COUNCIL SYSTEM

a )
CAREER ADVISORY COUNCIL

For All Educational Programs

VOCATIONAL
Advisory Council

APPLIED BUSINESS, PERSONAL

BIOLOGICAL MARKETING AND PUBLIC
AND AGRICULTURAL | AND MANAGEMENT SERVICE
OCCUPATIONS OCCUPATIONS OCCUPATIONS

COUNCILS COUNCILS COUNCILS

INDUSTRIAL
ORIENTED
OCCUPATIONS
COUNCILS. .

HEALTH
OCCUPATIONS
COUNCILS

NOTE: The vocational ADVISORY COUNCIL is only one important
segment of the TOTAL CAREER EDUCATION PROGRAM in
the educational system. Doted lines indicate representation on
the consolidated council. o
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CHECK LIST
WHAT AN ADVISORY COUNCIL CAN DO

HELP FOR TEACHERS AND ADMINISTRATORS

Assisting school, administrators, and instructors in establishing a
philosophy of career education :

Assisting in the preparation of measurable objectives for career
programs and courses

Maintaining all advisory council activity on an advisory status only,
but at the same time realize the schoo! needs your assistance to
insure community relevance to local educational careers

Assisting in establishing career education programs and advising on
the use of proper criteria of evaluation

Extending vour expertise for clinics, in-service workshops, seminars
and training programs to school career education faculty

Assisting in establishing teacher qualifications for specific career
occupation teaching

Identifying substitute or resource instructors from the community
to assist regular teachers in the classroom and/or teach in specnallzed
program areas both day and evening

Assisting in preparing job descriptions on which course content may
be used '

Suggesting general occupational abilities necessary for a graduate of
an occupational area to have in order to compete in the community
job market

Providing criteria for awards and prizes to outstandlng students

Identifying potential training stations for the pIacement of students
in cooperative education programs

‘Arranging meetings to establish cooperative relationships between

the schools, industry (and parents in.high school or elementary
schools) :

3
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STUDENT CAREER SELECT!ON, PLACEMENT AND EVALUATION

®  Assisting in public relations procedures both externally and inter-

nally to encourage young people to consider vocational and
technical education to include:

assisting in the formulation of a speaker’s bureau to make
speeches to civic clubs, career day meetings, etc.

assisting in establishment of procedures for approaching
parents to provide vocational and/or technical information

providing ideas for taking steps to acqu'ai'nt younger students
and teachers in lower grades with the programs

~ considering ideas for a system of visits to vocational center
_ area schools to acquaint them with the programs ava|IabIe to
them

assisting in procedures for approaching and providing infor-
; . mation for guidance counselors who help encourage students
" into the programs

e Assisting in the establishment of criteria and qualifications necessary
. for students to apply for admlsslon to the vocational-technical
¥ programs, including use and interpretation of aptitude tests for
! student self analysis

) Prov1d|ng information concerning desirable aptitudes, educatnon and
' experience preferred for entry-level jobs and ini the area of higher
job level specialization requiring advanced tralnlng

@ . Arranging plant and/or field visits for students, instructors (and -

" "' parents in high school or eIementary) that "are lnterestlng and
educational, and which in some instances may serve as classroom
.instruction as relevant to work experience information

° Provudlng specialized vocatlonal I|terature to. teachers counselors

parents and students; such as occupational folders, brochures,
pamphelts etc.

0 jAsslstlng the instructors in the formatron of accurate realistic
specialized instructional pro]ects for - group and mdwrduallzed

] S e e e h
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o 'speclallzed areas

Assisting in the development and obtza'inin'g of'qualificati'olh,v

certification and licensing tests, including apprenticeship require-
ments to be used for initia! employment of graduates -

Participating in and helping to interpret surveys of local industry
manpower needs, job availability, anticipated employment in the
community and identification of employment areas

Assisting in placement of students in part-and full-time employment
and advise in job placement of career program graduates

Assisting in establishing certain vocational- techmcal programs as
recognized sources for craft apprenticeships

Assisting with procedures for continuous evaluation of the programs
and follow-up evaluation c” graduates for program accountability
which spotlights the value of the program or programs to the
community and its employment needs

EDUCATIONAL PROGRAMS

PERTAINING TO CAREER INFORMATION AND COMMUNITY-
PARENT INVOLVEMENT

Evaluating and issuing supporﬂng recb"mmendatnbns on 'budgetory
requests, physical conditions, adequacy of equipment and supplles
laboratory shops, classrooms, etc.

Assisting in the development and periodic evaluation of course
content to assure its being up-to- date in meeting the changlng skill
and knowledge needs of the communlty, and employment area for
industry and business '

Obtaining needed school equnpment and supplaes on Ioan as glfts or

- atspecial prices

Assisting in the establishment of standards of proficiency to'be met
by students and heIplng with job anaIysls and tasks anaIysls |n

Assisting in the development of school procedures concerning the
“kinds and volume of production work or "live jobs" to be produced
~ by students so that this’ work WI|| be of |nstruct|onal vaIue |n the
educational program
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PUBLIC RELATIONS
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Establishing and helping to maintain a library of specialized visual
aids, magazines, and books conceming industry and business in
conjunction with the school library

Assisting in the development of special educational and training
programs for disadvantaged and handicapped students conducted
with funds made available by the Manpower Development and
Training Act, the Economic Opportunity Act, etc., in accordance
with the needs of the community and representat|ves of the
administrative agency :

Assisting in the development of evening school skill improvement
and. technical courses for employed personnel on the continuing
adult level

Assisting in the development of apprenticeship and on-the-job
training related courses, in .accordance with recommendations of
local craft representatives and their specialized requirements

.Arranging plant or field trip visits for teachers to upgrade their

teaching background in particular occupational areas

Providing, whenever possible, training resources i.e., raw materials,
finished products, equipment, charts, posters, etc., for eXthlt and
instructional purposes in classrooms and shops

Assisting in making cost studies for specialized programs and courses

Assisting in establishing sequence of courses for proper student

development in order that graduates will have proper tra|n|ng in ]Ob

¢luster areas to compete in the job market

Seeking the cooperation, when needed, from other agencles for
career education

e

Supporting career education in- its direct relationship to: the
“activities of IocaI and state schooI officials, boards and IeglsIatlve

B 4

Helpnng to obtain speakers to address trade and civic groups; school
banquets and assembly programs whlch concern the deveIopment of

. career programs - Lo
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e Assisting in arranging for publicity subject to school review, by
using their contacts with news media-such as newspapers, trade
magazines, radio and television stations-that would not otherwise be
available to the school

® Participating in radio and T.V. programs designed to sell career
education to the public

T e i g N g et

e Participating in an ““open house” for students, parents and other
adults in the community

o Inviting teachers, counselors, administrators and students to visit
various plants and businesses

® Advising employees and their families concerning school programs
by posting information on bulletin boards, news stories in company
publications and enclosures in pay envelopes, with approval of top
management

o Assisting through donations and help to arrange for funds to
advertise and advance specific school career education and training
programs

e Supporting through attendance, educational workshops and confer-

ences that advance career education )
i e Assisting in evaluating the public relations policies and actions of 1

the school in respect to the community and the overall career

programs \

10 APPLICABLE TO AREA VOCATIONAL CENTERS

¢ Aiding Area Vocational Centers in studies of area school curricu-
lums to determine needed specialized programs that augment
member school programs

o Studying and advising on the proper representation for the édvisory
council from each area school community

o Helping develop a communication method to report on. Area
Vocational Center activities and progress to each member school
and community : . »

e Aiding in supplying specialized knowledge -for site -seléction,
necessary equipment and facility requirements for an Area Voca-
tional Center




@ Assisting in development of sequential curriculum for area schools
that will help provide a complete training program between all
schools, including the Area Vocational Center

® Giving specialized vocational assistance in planning interaction
between teachers in specific occupational fields in area schools and
an Area Vocational Center

ADVISORY COUNCIL OPERATIONS

® Assisting in setting up and implementing a set of rules and bylaws to E
insure an active permanent advisory council

® Support through regular attendance at meetings and encourage total
attendance of fellow members, to insure a well-represented and
effective council '

STUDENT RECOGNITION

.® Providing scholarships and other financial assistance for outstanding
graduates who wish to continue their career educational training

. e Providing recognition through prizes, awards and publicity for
; outstanding students, as approved by appropriate regulatory agen-
cies ' '

‘@ Providing recognition for outstanding leadership, and encouraging
greater involvement

SCHOOL REPRESENTATIVE ~ S n

RESPONSIBILITI‘ES TO THE ADV&SORY-COU’NCIL'

® Cooperate and work closely with the Council
o Help the Council Chairman to:
formulate the agenda for each meeting

provide advance notices and follow-up communications for
: each meeting.

arrange for and aid the Secretary in writing the minutes of
~ each meeting and disseminate to.all members
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keep attendance records

ep atl , y

notify ‘and cdmmunicate with school officials in regard to K

meetings )

- i '\
; o Be prepared to offer clear explanations, from the school viewpoint, i,
of any question to come before the ADVISORY COUNCIL or agree ;\

{

A

to obtain the answer by the next meeting

o Arrange for the facilities and equipment of the school to be used by
the Council ,

: o Help provide needed research and information needed for Council '
f activity

° Prepere special reports as requested by the Council

o Attend all meetings and establish a personal relationship with all
members

‘e Involve the ADVISORY COUNCIL at the mceptlon of a program or
consideration of change in curriculum

* o Help make the Councal a contlnulng activity even after the program
X " s successful

o Aid in school approved public relations prolects from the Councll
releases to media, etc.

N e e e o

o Arrange for proper recognition of Council members and their efforts

ADVISORY COUNCIL CHAIRMAN . | -

12

WHAT DO YOU DO?
The chairman is a highly important person to an ADVISORY
: COUNCIL. How he operates will often make the difference whether or not
i the COUNCIL is effective. '

HE IS RESPONSIBLE FOVR' ,

! .t i S Tt

@ Working with the school representative and Council members in
setting meeting dates

® Being the "driving force” behirid planning the functions of the
Council and working with the school on an acceptable agenda

15




® Presiding at all Council meetings
e Insuring a good personal relationship with all Council members
® Working with the school representative on needed information and

necessary follow up of Council activities and reports

Council meetings should begin and be concluded on time and
conductéd without adhering to strict rules of order. The Chairman should
provide leadership and give each member an opportunity to express his
viewpoaoint. Firmness and fairness is expected of the chairman. Also another

“duty is to keep well informed on the progress of the educational program
for which the Council was formed.

HOW THE CHAIRMARN OPERATES

Ope_n and close the meeting on time

Revnew and present all pertment mformatlen o

Obtam the vaews of each member an each item on the agenda
Maintain all discussion to the subject matter at hend L
Summarize often and obtain general agreement by group decisien

Make sure all Council recommendations are recorded properly in the
minutes

13
Make Plans for the next meeting

SAMPI.E

: Examples of T
some activities carriecl out by various Advisory Councils

- ADVISORY COURNCIL'S ACTIVITIES
September to June

(NOTE ALL ACTIVITIES MUST BE "TAILORED" TO Mh‘T THE
NEEDS OF EACH COMMUNITY ) :

I
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! ® Advisory Council Members (as. a group) came to school to

“welcome'’ students into program }

,"'."‘"ia':-'f'a'.""’,; ) T . LR \

i e Council formed a “Speaker’s Bureau.”” Makes available speakers on }

( . career topics.of iraportance to students }
{ .

-: o Helped to revise form for students to evaluate their training stations 5

.o Sent a "“Thank You" letter to all cooperating employers in training 3

.._stations, including a copy of rules and regulations for participating
students . L

.Attended area, state and natronal youth conferences I i

e Presented a panel discussion to area teacher-coordinator conference

® Secured interest and space for a feature story m Iocal newspaper,
assisted in its preparation '

e Arranged for Student . of : the  Month” for. occupational areas .
publicity in Chamber of Commerce monthly paper to all members |

® Presented a program on certarn careers before civic clubs

° Secured radlo edrtonal on certam educatronal career programs

- " e e

° Arranged for a Career Foundatron wrth specrflc objectrves and made
- -contributions to fund. . o

14 .. ® Members spoke with many students: on .thejob. to, .determine
h viewpoint and adequacy oftrarnrng N
o Helped formulate the first award program to cooperating employers
on training stations

S
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o Facilitated a special mailing of explanatory letters to all community
businesses and industnes -on. .the school vocatronal cooperative
education program.;: .. ow ooz el 2 it

TN

o Participated in special programs on "Careers" before entire student

i e "Arranged for “Outstanding-Student of the Year' award:winners.to
be guesis to Annual Chamber of Commerce :Banquet; Lions Club
Dinner and other interested community service clubs

| . 17
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Arranged for special newspaper coverage for all award winners and
the Annual Employer-Emponge Bgnquet

Secured teaching materials and equipment for classroom

Developed set of forms to be used in selecting outstanding student
for the year

Secured promotional budget from local Chamber of Commerce of
$350.00 with promise of increase

Held one or more meetings on total evaluation of the programs

Conducted a summer projection “Development of new training
stations’’ ‘ T : ' ‘
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