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) FOREWORD

T .
The need for strong and competent administrators of vocatijsnal education
‘has long been recognized. The rapid expansion of vocational education pro-
grams and increased student enrollments have resulted in a need for increasing
numbers of trained vocational administrators at both the secondary and post-
secondary level. Preservice and inservice administrators need to be well
prepared for the complex and unique skills required to successfully direct

vocational programs. "

"

The effective training of local administrators has been hampered by the
limited knowledge of the competencies needed by local administrators and by
the 1imited availability of competency-based materials for the .preparation of
vocational administrators. In response to this pressing need, the Occupa-
tional and Adult Education Branch of the U.S. Office of Education, under
provisions of Part C--Research of the Vocational Education Amendments of 1968,
fundzu The Genter for a scope of work entitled '"Development of Competency-
Bastd instructional Materials for Local Administrators of Vocational Educa-
tion."

~ ..
The project had two major objectives as tolilows:

e To conduct research to 1dontify and nationally verify the compédten-
cies conaidered important to local administrators of vocational

education.

e To develop and field test a series ¢f prototypic competency-based
instructional packages and ¢ user's guide.

The identification of competencies was based upon input from a select
group of experierced vocational administrators participating in a DACUM
(Developing A Curriculum) workshop and the results of an extensive and compre-
hensive literature search and review. The merger of the DACUM and literature
review task statements resulted in a list of 191 task statements that described
all known functions and responsibilities of secondary and post secondary
vocational administrators. These task statements were submitted by question-
naire to a select national group of 130 experienced secondary and post-secondary
administrators of vocational education for verification. Ninety--two percent
(92%) eof these adminisgrators responded to the verification questionnaire and
indicated that 166 of”the 191 statéments were competencies important (median
score of 3.0 or higher) to the job of vocational administrator. For additional
informatien. about the procedures used to establish the research base upon
which this and other modules in the series were developed, see The Identifica-
tion and National Verification ¢f Competencies Important to Secondary and
Post-secondary Administrators of Vocational Education, available from The
Center for Vocational Education.

High priority competencies were identifed and six prototypic modules and
a user's guide were developed, tield testcd, and revised. The materials are
organized in modular form for use by both preservice and inservice vocational
administrators. Each modu¥®e include:s pertormance objectives, information
sheets, learning activities, and feedback devices to help the module user
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(learner) acquire the specified competency. While the modules are basically
self-contgined, requiring few outside resources, they are not eatirely gelf-
instruttional. A qualified resource person (instructoq) is required to guide,
assist, and evaluate the Learncr S progress.

"he titles of the modules, which reflect the competencies covered are:
’ ® Organize-and Work with a Local Vocational Education Advisory Council
e Supervise Vocational Education Personnel
e \ppraise the Personnel Development Needs of Teachers
v Establish a Student Placement Service and Coordinate Follow—up

Studies
. ¢ Develop Local Plans for Vocat{onal Educution Part 1
e N ® Develop Local Plans for Vocational Education: Part II
. . . . N * Q

For more information on the development and field testing procedures
. used, see The Development of Competency-Based Instructional Materials for the
Preparation of Local Administrators of Secondary and Post-Secondary Vocational
Education. For more .information about the nature and use of the modules, see
the Guide to Using Competency-Based Vocational Education Administrator Materials.
Both of these documents are available from The Center.
' W

Several persons contributed to the development of this modyle on the
organization and use of a lo.al vocatioral education advisory council. Spe-
cial recognition goes to Kristy L. Ross, Program Assistant, for her extensive
review of the literature ¢n advisory councils and committees, and for her
writing and editing of tlie manuscript.

Thanks are also due (Clen E. Fardig, Research Specialist, for his sugges-
tions and critique of the manuscript; and to 7¢nest Rush, Director of
Vocational-Technical Educarion, Little Rock, Arkansas for his review of the
manuscript and suggestions for its improvement. Credit for their contribu-
tions also goes to Robert E. Norton, Project Director, for his overall guid-
ance and final content review of the manuscript; and to James B. Hamilton,
Professional Development in Vocational Education Program Director, for his
guidance and administratlve assistange.

Finally appreciation is also extended to Russ Gardner, Kent State Univer-
sity; Aaron J. Miller, Ohio State University; Don McNelly, University of .

+ Tennessee; and Charles Parker, Utah State University; who served as field site
coordinators for the field tescing; and to the local administrators of voca-
tional education who used the modules and provided valuable feedback and
suggestions for their improvement,

Robert E. Taylor
Executive Nirector
The Center for Vocational Education
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_INTRODUCTION S .
e —
* . ¢ . )

Successful programs of vocational education accurately
reflect the occupational environment of the community in which
rhey are located. Relevant and up to date vocational programsg do
not just happen, they are the result of careful planning and con-
sideration of the community's employment needs and the students
occupational interests. Close cooperation between school admin-
istrators and members of the commumity is esscntial. The cffec-
tive use of a local vocational education advisory council 1is an
exc llent mecans of providing for the effective and meanlngful
inv. lvement of community leaders and represcntatives.

A local vocational education advisory council should be
viewed as a low cost but highlys valuable community resource.
¢ With proper administrative guidance, a local advisory council can
offer sound advice that will help pave the way tor more effective
vocational education proqrams.

-Many advisory councils are living up to the expectations of
those forming them. Any council can fulfill its potential if the
admlnlstrator carcefully plans, organizos, and werks with the
council. ' :

The existence of many effective state and local advisory
councils, as well as the National Advisory Council for Vocational-
Education, provides ample evidence of what a council can accom- .
plish. The organization and maintenance of an effective advisory
council, however, requires considerable skill and knowledge of
the procedures used to form and work with advisory councils.

This module focuses on the type of advisory council that is
concerned with the overall program of vocational education at the
secondary or post-seccondary level. A clear distinction is made
between the craft or occupational advisory committee which nor-
mally works with the vocational teacher(s) of a single vocational
program area, and the local vocational education advisory council
“ (or general advisory cormmittee) which works with and relates

directly to the vocational administrator.

-

As a school administrator interested in forming and working
with a local vocational cducation advisory council, your role in
guiding the cdouncil may be critical to its successful operation.
This module is designed to help you organize and maintain an
effective local vocational education advisory council.




Module Structure and Use

This module contains an introduction and four sequential’ learning”cxperiences.
Overviews, which precede cach learning experience, contalin the objective for
that experience and a brief description of ‘what the learning experlence

1. 7 1involves. ‘ ’ _ ) ‘ : ' 2 -~

Ob]ﬂctl\lﬂ .Terminal ObJ_c-_Ltivo While working in an actual ndministrative
siruation, organize .and work with a local vocational educdtion
advisory courcil. Your performance will be assessed by your
resource’ person using the "Administrator Performance Assessment
Form," pp. 75—78 (Icarninq Experience 1V).

Enabling Objectives:

1. After Lompletlng the required reading, demonstrate knowledge
of the procedures for organizing a ltocal vocational education
advisory - council! (Learning Experience I).

2. "After completing the required readling, 5emunstrate knowledge
of the procedures to follow when working with a local voca-
tional bducation advisorv council (Learning Experience I1).

3. Given case situations of administrators organizing and
working with local vocational education advisory councils,
critique the performances of those ddminiQtrators (Learning
Expericonce III).

Resources A list of the outside resources which supplement those contained
within the modules follows. Check with your resource person
(1) to determine the avaflability and the location of these
resources, (2) to locate additional references ‘specific to your
situation, and (3) to get assistance in setting up activities
with pecers or observations of skilled administrators.

Learning Experience i
Optional
» Reference: Hamlin, Herbert M. Citizen Participation in

Local Policy Making for Public Education. Urbana, IL:
University of Illinois College of Education, 1960.

o :

e Reference: American Vocational Association. The Advi-
sory Committee and Vocatlonal [ducation. Washingtnn DC:
American Vocational Associatlog§ 1969.

. —
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Selected Terms

o ' . : a
'y Rotn:nn«v Riendeau, Albovt T, Adviqory Committees for

Occgputlonal Edication: A Gulde to Organization and Opera-

'tion. New York, NY: McGraw yill Book Company, 1977.

® A s¢hool admipistrator knowledgeable about procedures
followed in organizing a general vocational education

advisory committee with whon you can consult. - N

v “

Learning Experience 1]
Optional
e Reterence: Hamlin, Herbert M. Citizen.Pafticipatioq_in-

Local Pollcy Making for Public hducation. Urbana, IL: -
Univcrslty of Illinois College of qucat%&g, 1960,

e A yroup ot peers with whom you can discuss methods of °

fnvolving and supporting advisory council members.
[

e A school administrator and/or the chairperson of a local
vocational edueatjon advisory council with whom you can
di{scuss procedures to follow when working with an advisory
council,

" . e
.

e A meeting of a general vocational education advisory
council that you can attend.

Learning Experilence I11
No outside resources
Learning Experlence IV

Required

e An actual administrative situation in which you can orga-
nize and work with a local vocational education advisory
councll. = s

® A resource person to assess youk .competency in organizing
and working with a local vocational education advisory .
council.

Vi
~

Administrator -- refers to a member of thé secondary or post-
secondary administrative team. This generic term, except where
5pecifica11y designated otherwlise, refers to the community col-
lege president, vjce-president, dean, director; or to the
secondary school principal, director, superintendent.

}
Board -- refers to the secondary or post-secondary educational
governing body. Except where otherwise specified, the term

“"board" is used. to refer to a board of education and/or a board

of trustees.

)
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Resource Person -- refers to ‘the profesulonnl vducagnr who , 18
. directly responsible for gulding and helplng you plan and vnrry
W out your prhfeasional development program. ,
School -- refers to a secundu&y or pont-uecondary educattonal
agency. Except where otherwise specified, this generic term is
used to refer synonomously to secondary schools, secondary ,
vocational gchools, area vocn&tgnal schdols, community colleges,.
post%ﬁecnnﬁ?ry vocdtional and technical schools, -and tyoade
" schools. ' ‘ :

. - [
' . .
L
LN

User’'s Guide For information which is common to all modules, such as pro e-

, dures for module use, organization of modulecs, and definitions
of terms, you should refer to the following supporting document,
' A © Guide to Usirg -Competency-Based Vocational Education Admin-

\lstrator Materlals. Columbus, OH: The Center for Vodntional

Pducation, The Oh[u State University,- 1977, . .

’ ‘_ ~
. . . ' .« 9
. . 4 3

This module addresses task statement numbers 109 and 110 ftom Robert E. Norton,
et al., The Identification and National Verification of Competencies Important
to Secondary and Post-Secondary Administrators of Vocatlotal. Education.
(Columbus,” OH: The Center for Vocational Education, The Ohio State University,
1977). , The-166 task statements in this document which were verified as impor-
‘tant, form the research base fér The Center's competency-based administrator
module development.

4 1y
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OVERVIEW ot tnucd

You will be demonst rating knowlodge of  the proce-
durcs for organising o local advisory council by
completing the "Selt=Check, ™ poo 31,

You will be evaluating your compoelency byycom-
paring your comploted "Solt-Check" with thy "Model
Antiwers, " po. 33=-34, ' :9.. e

Activity

//' \
6
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* For information on the ratiomale for, benefits and
Activity functions of, and steps 1in organizing a local voca-
tional advisory council, read the following informa-
tion sheet

ORGANIZING A LOCAL VOCATIONAL EDUCATION ADVISORY COUNCIL.

Why Have a Council

A sound vocational program must meet and serve the needs of
the surrounding community. In order to meet these needs, the
program should be devcloped and maintained using. input from adu-
cators and members of v'e community which that program serves.
Effective use of a local vocatioral advisory council which is
comprised of’ concerncd and interested communlty lJeaders can pro-,
vide the school with a method of gaining ¢hls valuable comrnunity
input. Such a council works with school administrators and
offers advice to the school board to help improve the overail -
vocational program.

The two-way understanding and communication that can b2 pro-
vided by effective usc of an advisory council is vital if the
vocational program is to be relevant and supported by the commu-
nity. The school must know the needs and wants of the community;
.the community should know what the school is doing and has the
potentlal for doing. This communication can provide the school
with the means of (1) coordinating school programs with cducation
and training programs offcred by employers, other public agencies,
and schools; (2) "selling" vocatiohal education to business and
industry 1leaders, thce school board, 'the community, and local and
state legislators; and (3) determining what jobs are available
and how students can best be trained for them. :

Organizational Structurc

The loca vocational advisory council should. be a major
communications link between the school and the community. A
school administrator, such as the superintendent or director of
-vocational education, usually acts as a liaison officer between
the "'vocaticnal advisory council and the board. “This person
serves as a representative to transmit and oxplaln recommendations
made by members of the advisory council to the®board.

The vocational advisory ¢ouncil should also represcnt the
interests of the various occupational or service area advisory

committees:.. These advisory commiLtces~hsually serve one particu-
lar service or occupational ared and work with department super-
visors or teachers. Representatives of these smaller committecs

should serve on the general council in order to facilitate joint

\)‘ :
L]
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action. This system unites cach of the specialty arcas and
allows for a general riepresentation to the school board. See
Figu.e 1 for a diagram of an organizational chart for a sccondary
vocational school which illustrates the council's relationship to
‘the board of education and to the occupational advisory committees.

Functions

. The members of a vocational adviscry council help the school

to determine objectives and procedures that affect the wvocational
program. Council members provide advice only; they have no admin-
istrative or legislative authority. The school board and members
of the school administration must decide whether they wish to act
upon the advice of the advisory council. Ixamples of some proce-

dures which actually have been recommended by advisory councils
and adapted by schoul boards arc given 1n Sample 1.

Many ecducators and resecarchers have conducted studies to
identify the most apgpropriate tfunctions and activities of local
vocational advisory councils. Thesce functions can be grouped
into three broad categcries.

e llelp develop and evaluate the vocational program.
¢ e Help promote and publicize the vocational program.

e Coordinate and support the work of occupational advisory
committees.

Some of the many specific activities in which vocational
education advisory councils participate while carrying out each
of these functions art described:below. ’

Specific activities which vocational advisory councils can
engade in to help develop and evaluate the total vocatlonal

program are as follows.

e ..ssist 1in determining manpower needs and employment oppo
tunities for which vocationadal training should be provid
A}

e Help establish new vocational programs as needed.

- e Assist in making cost studics for specialized programs and
courses. - '

¢ Assist 1in the preparaticon and review of budget requests for
classroom and lab equipment and supplics.

e Conduct survevs and help establish 'student,proficiency
standards. '

e Assist in the dCVilOment of programs for the disadvantaged
and handicappod.

ERIC S S T



| FIGURE 1 J
~ TYPICAL ORGANIZATIONAL CHART FOR SECONDARY VOCATIONAL PROGRAM
¢
BOARD OF
EDUCATION
1 | }
| SUPERINTENDENT
OF SCHOOLS
' LOCAL
VOCATIONAL |y g ma s s VOCATIONAL
ADMINISTRATOR ADVISORY COUNCIL

i

HEALTH
OCCUPATIONAL
COMMITTEE

TRADE & INDUSTRY
OCCUPATIONAL
COMMITTE?

BUSINESS & OFFICE
OCCUPATIONAL

COMMITTEE

AGRICULTURE
OCCUPATIONAL
COMMITTEE

HOME ECONOMICS
OCCUPATIONAL
COMMITTEE

DISTRIBUTIVE
EDUCATION
OCCUPATIONAL
COMMITTEE

METAL
WORKING
COMMITTEE

AUTOMOTIVE
COMMITTEE
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. | o SAMPLE 1

PROC_EDURES RECOMMENDED BY ADVISORY COUNCILS

AND ADOPTED BY SCHOOL BOARDS'

l.. No one shall be permitted to work in the shop except
during designated class periods, or when faculty advisors
are presont.

All students will be expected to appropriately dress for
ficld trips, or they will be banned from these activi-

%]

ties.
3. When going on long‘edugatiOnal trips with students——inm
excess of miles, the school will furnlsh bus trans-

portation at nc cost to the group.

”y

4. Commercial concerns will not be permitted to exp101t
class time--their mission must be educational.

5. All soil, milk, seed testing, and other similar services
shall not exceecd the amount necessary for educational
purposes, and fixed fees shall be charged to cover cost
of solutions and consumable supplies.

{

6. No smoking shall be permltted in the classroom, labora-
tory, or office.

I

7. 'All class work missed by a student because of field trips
or conventions must be made up within two days of the
absence or the student will be barred from further par-
ticipation in such activities.

8. All publicity pertaining to the department is the respon-
sibility of the teacher, and all news releases must be
approved by the admlnlstratlon.

1Adapted from Lloyd J. Phllllps and others, CRU Svstem: A Manual
for Community Resources Utilization. (Urbana, IL: Illinois
University, Department of Vocational and Tochnlra] qucatlnn),
Appendix 2. 11, p. 096 ‘ - -




~

e Assist in the development of continuing education programs
for adults.

¢ Help plan a student placement program.

° Arranqe meetings to establish cooperative relatlonshlps
between the school and lndustry

e Assist in eguipment and supply selection and acquisition.

e Assist iA the preparation and evaluation of one and five
year plans. -

e Help review, evaluate, and update existing occupational
programs. - '

e Assist in the review of courses of study.

e Help evaluate school physical facilities, adequacy of equip-
ment, and :lab layout.

e Help identify community resource persons who can assist with
instruction, facilities planning, etc.

Specific activities which vocational advisory councils can
engage 1n to help promote and publicize the vocational program
are as follows.

e Provide speakers at trade and civic groups, school banquets,
and assembly programs.

e Provide news releases (with administrative approval) on the
vocational program, outstanding students, teachers, etc.

e "Sell" vocational education to friends, clubs, and business
associates.

e Advise employees and employnrs of school programs (i.c.
postlng notices on bulletin boards, placing articles in com—
pany publications, placing enclosures in pay checks). ’

e Participate in radio and television programs designed to
educate the public about vocational education.

e Attend and participate in educational workshops and con-
ferenceb relat1nq to vocational education.

s Lncourage employers to invite students, administrators, and
teachers to visit their businesses and industries.

e Support vocational education legislation and bond issues.

K

‘ 13

11



Advisory councils should coordinate and support the work of
the occupational or scrvice arcva committees. IExamples of activi-
ties directed towards this function include the following.

® Receive and recact, when appropriate, to adv1sory commi ttee
recommendations pertaininag to specific service or occupa-=
tional arcas.

K ®* Receive the minutes of the service or occupaticnal area
advisory committeecs. ‘

.

®* Provide effective linkage and two-way communication between
the occupational advisory committees and ‘the administration
and school board. .

® Represent the community's total vocational program needs. as
.contrasted with the advisory committecs primary concern for

single occupational arcas. .

Organizing an Advisory Council

The plans for the formation of a vocational advisory council
are usually initiated by the vocational school administrator. As
a school administrator, you should be aware of the need for, and

the benefits to be derived from, an advisory council. The impor-
B tance of these councils has beon highlighted by rocent federal
Y acts.

The Vocational Education Amendments Act of 1968 created a
National Advisory Council on Vocational Education. This Council
advises the Commissioner of Education and submits written reports
annually to Congress. The¢ amendments also stipulate that each
stdte receiving fe -ral funds under the Act must cstablish a
state advisory council on vocational education.
¢ -The Vocational Amendments of 1976 stress even more the
importance of advis: -y councils. They state that each school
district reqUUQtlnq funds for vocatlonal education must establish
a local advisory council

...t® provide...advice on current job neceds and on the
relevancy of courses being offered...in meeting such
nceds. .

"The 1976 amendments further state that
...such local advisory councils may be cstablished for
program areas, schools, communities, or regions, which-
ever the recipient (the school district) determines
bivat to meet the needs of that recipient.

s
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a

As a school acdministrator you will probably have major
responsibility for organizing the local advisory council. The
effectiveness of that council is largely going to be determined
by carefully planned and implemented organizational procedures.
The following series of tested procedures have been identified to
help you with your organizational efforts. You may, however,
need to modify these procedures somewhat based upon the situation
in your own school and community.

",

Assessing the Present Situation 5

Before you begin to plan for the formation of a vocational
advisory council, you should arrahge to speak with top school
administrative personnel. It is important that you. inform them
of your plans and that you receive their support and approval.
They will also be able to help you determine the correct proce-
dures to follow when submitting your request to the board. '

These administrators can probably inform you about whether
a vocational advisory council has ever existed at your school. A
search of the vocational department's files should also be made
to determine whether any records or minutes of an advisory
council exist. Sometimes councils that were not organized and
operated properly just fade into non-existence. You must be
aware of this before you continue with your plans. If there has
been one- at your school, you should find out how it was organized
and what it accomplished. This information will help you iden-
tify possible deficiencies in the way the original council was
organized, and will help you to strengthen your advisory council.

If a touncil was formed at your school and is currently
inactive, you may take steps to revive it. You may also seek to .
have it dissolved and then begin to form a new council. Whatever
"you choose to do, be sure you follow procedures acceptable to
your. school administration and board. Caution: If you choose to
dissolve an inactive advisory council, be certain that all members
of this council are notified before you form a new council. -.

You are now ready to begin .to organize your vocational advi-
sory council. You will find the procedures needed to properly
"organize a new or previously dormant council will be basically
the same. . : . -

Board Approval L T ,

—_—, - . ~

The school board has the responsibility for authorizing the
organization of an advisory council. You will need to work i}
through administrative channels to present board members with a
framework for your proposed advisory council before you will gain
their approval. The administration and board members will want
to know why a vocational advisory council needs to be established
for your school, how the council will be organized, and how it
will operate. In order to answer these gquestions, you will need
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to prepare a statement of purposcs tor forming the council and a
charter that ident fies the proposed coungll organizational struc-
ture. ’

At this point, you might wish to scek administrative agproval;
to form an ad hoc committee to help you prepare the statement of
purposes and the charter. A committee of this type may be ourga=--
nized to accomplish a specific purpose and you may dissolve it
when the two documents have becn preparcd. The members of this
committee might include a chief school administrator, a community
leader, a member of an advisory committee in another school sys-
tem, a teacher, and a member of your state advisory council.

When the statement of purposes and the charter have been
drafted, you should submit a written request through the adminis-
tration to the school board asking for authorization to organize
the vocational advisory council. This letter may be co-signed by
a chief administrator and delivered to tie board. ‘

Statement of Purposes.--The statement of purposes documents
the nced for the vocational advisory council. Tt also establishes
tho boundaries within which the advisory council i1s authorized to
work. It should be relatively short and simple since details
will be presented in the charter.

This statement is very important and you should be certain.
that 1t 1s written 1n a professionadl manner. Once approved by
the board, it may be considerced as the formal board authorization
to proceed with formation of a council:

The statement of purposes should answer the broad concerns
of the board. Members of the board will want to know what action
they are being askeéd to take, and how this action may affect 'the
board and the school district. ' ' .

The board 1s legally responsible for the operation of the
school dictrict and has final decision-making authority. - Board!
members will want “to be assured that this advisory -council will
not be encroaching upon the board's authority, while still, being
of benefit to the school and community. Tf the board is reassured
on these points, they will usually authorize council establishment
and pledge their support. .However, most boards will wish to
reserve their right to terminate the advisory council at any time.

Your statement of purposes should contain:-

e name of the groap authorizing the formation of the
advisory council

e proposced purposes for forming the advisory council

o proposcd functions of the advisory council

4
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An example of a statement of purposes for 4 secondary voca-
tional school is given in Sample 2.

Charter.--This document is considered the set of rules that
governs the organization and operation of the vocational advisory
council. It will guide the advisory council for many years and
help ensure its continuity of operation. It will also reflect
the concerns of the board and should contain most of the following
items.

e name of the advisory council being formed

. genéral purposes for forming the advisory council

e school policy in regard to advisory councils

® relationship between advisory council and board

e authorization and appointment of a selection committee
v criteria for selection of advisory council members

e terms of office of advisory council members y;
e guidelines for council activities

e procedures for handling the council minutes

e provisions for maintenance and termination of the advisory
council ’

‘An example of a charter for a secondary school is given in
Sample 3.

Ry
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SAMPLE 2

STATEMENT OF PURPOSES

(authorization)

The board of education of - on
this ° th day of - ' 19 authorizes the
establishment of a continuinq committee to be known as the
"Vocational Advisory Council. The council 1is to be orga-

nized and operated under procedures approved by this board.

The board of education reserves the rlght to dissolve tHe
vocatlonal advisory council at any time and for any reason.
: I

The vocational advisory council is not to be regarded as a
substitute for any other form of citizen participation in
school affairs. It is intended to stimulate end supplement
other types of c1t12en part1c1patlon

o ”
The purpose of the vocational advisory council is to act as a
liaison between the schocl and the community by providing
‘adv1ce and assistance to the board. »

Thq vocational advisory council is expected to contribute to
the impiovement of the vocational education program provided
by the school system by carrying out functions such as: ’

)

1. studying and surveying the educatlon needs of the ~dis-
trict > . ?

2. reviewing, develdplng, and prop051ng vocatlonal program
procedures

3. working with the administrative, instructional, and non-
instructional staffs of the school to develop and main-
tain programs and procedures which implement policies
established by the board of education

4. serving and communlcatlng with the community in order to.
develop favorable‘publlc attltudes toward vocational
education . ~ ) N

s

5. serving as a "sounding board" of communlty opinion on
items proposed by the board ‘ ,

6. 1initiating study and proposals on educational issues
pertinent to the vocatidénal program and the community?




By authorizing the ‘establishment of the vocational advisory
council, the board of education pledges complete cooperation
in the council's work. The vocational advisary council will-
operate within the guidelines set forth in tHe council charter.

(signed by:)

{chairperson of the board)

(superintendent)

(vocationai administrator)

Iy
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SAMPLE 3
mTIONAL EDUCATION ADVISORY COUNCIL CHARTER

Na me g

.The council w1ll be called the Vocationdl Advisory
Council of - , School.

Purpése
The council is formed to:

A. Assist the board of education in developing broad
cducational policies for the school.

E. Work with employees of the school, with the super-
intendent's approval, in plannlng and conducting’
the vocat.onal program.

C. Facilitate cooperation and communication betweeh
the vocational school system and the public, orga-
nizations, and institutions of the district.

-

POlle and Policy Development

A. Policy 18 officially €nacted by the buard of edu-
cation. None of its authority is given to the
advisory council.

B. Suggestions for school policy may come from the

advisory councli.. The council may review pro-
posals from othe: sources and may originate policy
proposals.

Tenure and Responsibility of the Council

A. The advisory council may be dissolved by a major-
1ty vote of the board of education. The board may
reorganize the council if it feels that. the coun- .
cil could function.more profitably under a.differ-
ent organizatiom. :

B. The advisory council will deal only with proklems
directly related” to the vocational program of the
school. o

C. Specific authorization by the board of education
1s necessary before the advisory council may pro-
mote tho adoption of its proposed school policy
and plans. . N~ .

-,
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VI.

Membership

A.

Selection JNominating Committee)

A.

The vocational &dvisory’council shall consist of
members. Members of the advisory council
shall be reelected from the adult.population nor-.

and ex offixio members will include the school
superintendent, a representative of the school
administration, and ‘& member of the board of edu-
cation.

mally serveg\iy the K vocational education program,

The- members of tHe,advisory council will be recom-
mended -to the board of education by an ad hoc
selection committee. The board retains the right
to disapprove individual nominations by the selec-
tion committee; but it will not appoint an indi-
vidual who is not recommended by the select*on
committee. Co L )

An ad hoc selection committee shall be'ﬁamed by
the board of education, for the purpose of recom-

'‘mending prospective members of the . advisory coun-

cil to the administration and_tﬁe,board.

The ad hoc selection committee shall ‘consist of
members who are lay citizeas re51d1ng in the
school district, and represent the—adﬁlt popula-
tion served by the = - ‘ .. (name
of g’chool) vocational education program. Thls
selection committee shall also consist of one mem-
bey of the district's aqministrative staff and one

member of the vocational teaghing staff

- . :
The potentlal members recommended by the ad hoc
selection committee shall possess the following
personal characteristics: = - ’ "

B3

1. intereSted in-qualiﬁy education

2. willingness not to ex9101t thelr membershlp on.

a

the advisory counc1l

~

3. \possesses certaian personal:characteristics .
essential. to the success of the council such
as personal integrity, responsibility, matur-
ity of thought and action,.and tolerance of
varying points of view

£ B
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D. The potential advisory c¢ouncil membership shall be
representative of the school district. Factors to
be considered in selecting members shall include,
but not be limited by:

1. representation of different age groups

2. representation of varying levels of educa-
tional attainment

3. representation of varying civic and communlty
organizational leadership

4. representatlon of different political affilia-
tions

5. representation of persons who have partici-
pated i1n the vocational education program, or
presently have children in the program_

6. representation of a variety of attitudes
toward the schools

7. representation of mlnorlty groups, and both
sexes

E. ©No person is to be recommended or barred from mem-
bership because of affiliation with any organiza-
tion or institution. Neither will a person be
recommended or barred from membership solely on
the basis of ethnic origin, religious affiliation,
or sex. :

F. The ad hoc selection committee shall submi%t its
nominations to the board of education. The board
‘of 'education reserves "the right to reject or
. approve the nomirrees. e

VII. Term of Membershlp

A. The original members. of the adV1sory councii‘will
serve at least two years. At the end of the first
year, the terms of the original members will be
determined by lot. One-third of the #iembers will
serve for one additional year; one-third will
serve for two additional years; and one-third will
serve for three additional years:

&
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B. When a vacancy occurs, the newly-appointed member
will serve during the unexpired term of the member
he/she replaces.

C.- A member will serve one term, and is ineligible~
for reappointment until one year has elapsed fol-
lowing the expiration of that term.

D. All members chosen to replace members who have
completed regular terms will be appointed for
three year terms.

VIII. Consultants

A. A member of the school vocational administrative
staff will Lc appointed to meet regularly with
the advisory council. This person will have
ex officio status. '

B.. A member'of the board of ‘education will be
appointed to meet regularly with the advisory
council. Tr.is person will have ex officio status.

C. ' Outside consultants will be used as peeded. They

T will be approved by the advisory council, board of

education, and administrative staff prior to con-
. ¥,
sultation. i

IX. Resources and Services

A. The board of education shall provide for the
proper and effective functioning or the advisory
council, within the limits of the board's
resources.

B. Meeting facilities, secretarial services for
duplication of minutes of meetings and other offi-
cial communications, mailing expenses, and other
related services :shall be considered essential for
the proper functioning of the advisory counc:il. )

C. A°l financial activities associated with the func-
tioning of the advisory .council shall be in
accordance with the policies oft the board of edu-
cation and school district.

L - — - — e e e e — _— e e e — — e —— —
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XII.

XITTI.

Rules of Operation

A.

The council will determine its meeting dates and
Limes, select its officers and subcommittees, and
formulate i1ts program.

Meeting agendas will be Eeveloped by the council
officers or council chairperson in conference with
the school vocational administrator.

The Board of education will react to any written
recommendaticn submitted by the advisory council.

The advisory council is urged to appoint subcom-
mittees if needed. Tnese committees may include
members of the advisory council, other lay citi-
zens, menmbers of the school staff, and students.

'he advisory council or any of ite subcommittees
may request information or assistance from the
superintendent of schools or from any member of
the school faculty through the superlntendent.

Publlc Announcements

A.

B.

‘Advisory council members are free to discuss

school policies with any citizen of the community.
Members shall not report opinions expressed or
stands taken by other council members in meetings,
nor shall they report official actions of the
advisory council or board of education until such
actions are cleared by the board of education.

The advisory council shall ouserve all aspects of
appropriate right-to-know laws.

Loss of Membership

Any member of the advisory council who is absent with-
out reasonable cause from three consecutive regularly
scheduled meetings will be considered to have resigned
from the advisory council.

L i e . e e e i e e et e e e mme e e e e . e e e e mem e e e e e
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XTV.

XV.

Minutes of Mcetings

Each member of the board of education, members of the
iadvisory council, and the vocational administrative
and teaching staffs shall be mailed or otherwise pro-
vided a copy of the minutes of each regular meeting
of the advisory council. They shall also receive arn
annual report of the activities and accomplishments
of the advisory council at the end of each operating

‘year.

These organizational guldcllnes may be amended by the

board of education at any time. The board of educa-
tion will inform the advisory, council in writing of
any changes approved by the board. Notification will
occur within thirty days.of the board action.

< ()
23




Selection of Advisory Council Members

Once the bpard has authorized the establishment of a voca-
tional advisory council, you are ready to select the council mem-
bers. The number of 'advisory committee members should be based
upon the size of your school and community. However, in many
cases, a successful vocational advisory council has been com-
prised of 12 to 25 members. A smaller council may result in
having so few members present at a meeting that the meeting will
be ineffective. Tf the committee is too large, it may become
unwieldy and you may find it difficult to accomplish anything..

If specified in the charter, an ad hoc selection committee
should nominate individuals for positions on the advisory coun-
cil. The selection committee usually is comprised of members of
the commuhity who were named by the bocard. These members are
guided by the advice of a vocational administrator and at least
one vocational teacher. As the administrator responsible for
organizing the advisory council, you will probably be working
with this selection committee to identify potential advisory
council members.

You should help the selection committee identify and nomi-
néte advisory council members who are leaders in the community.
You should nominate leaders from government, civic associations,
bisiness, industry, and organized management and labor groups
s\v'ch as trade associatigns and unions. For example, you should
gu.de the selection committee in nominating presidents, directors,
manajers, or other types of decision-makers who represent such
groups as the chamber of commerce, the American Federation of
Labor, the citizen's education council, and your local branch of
the Employment Security Division. In addition, the potential
advisory council membership should include representatives from
the occupational advisory committees that are serving your speci-
fic occupational program, and a recent vocational school graduate.

Each individual who is nominated by the selection committee
should have an interest in vocational education. You should feel
certain that each potential member supports vocational education
and is sincerely interested in improving your vocational program.
If he/she is approved as an advisory council member, you should
feel confident that the individual will have the support of his/
her company, organization, agency, or union. Potentiai council
members shcoculd also have:

e the respect of the people they work with
e intelligence, integrity, and courage
e enthusiasm

e the ability to work well in groups

24
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Aruitoxt provided by Eic:

e available time to attend mect ings and to keep abreast of
school activitioes

e a cooporative, civic minded, nd rosponsible attitude

The scloction commil Lee should submit more names than are
needed to €ill the advisory countil pesitions.  Some of thelir
preferred candidates may be unable to accept a position or be
unacceptable to the board. The committee will need to have the
names of additional qualificd iriividuals in order to fill all of
the council positions.

Once the ad hoe scelection committece has identified an ade-
quate number of potential advisory council members, its function
is completed. "The yearly identification and nomination of
replacement council members will usually: become the responsi-
bility of the school administration and the board. If preferred,
it is also acceptable to Form an ad hoc sclection .committee each
vear Lo nominate replacement members. Replacement members are
normally needed cach year it the councll appointments are set up
on a staggered basis so that the terms of one-third of the mem-
boers expire ecach year. .

At the ond of the tirst year, the council members draw lots
to derermine length of terms--one=third seryve for one additional
year, once~third scerve for two additional years, and one-third
serve for three additional years. Thereafter, replacements for
these individuals sorve three year terms on a staggered basis.
This system, if instituted when the council is first formed,
guarantces that, the council will nover again be comprised of
totally now members.

-~

Notitication of Apporntient ' :
Once the selection committee has identified a list of poten-

tral advisory council members, these names should be submitted

through administrative channels to the school board. With hoard

approval, you nmay contact the selected individuals te detorimire

those people who would be interested in servinag on the advisory
council.

At this polns, o sheaitd contact the potential members by
phone.  Br-- tty le oo Lhe purnose ror forming the local voca-
tional alu

i* s uory Ccouncil, some of the ways the council will be

‘able Lo =orve the school and community, and the 1 ospons.bilities

of wembors.  Chese people will probably also want you to glive
them an ider of how much of their time might be involved in coun-
cil meot ings and actarvaties.

Whe onouch peeos e have aecepted to fill every position on
Lhe adzisory counci b, coase calllng,  You don't want €~ of tend
someoone ny later having to say that thelr services are not necded.

1

Submit rlo names o! b persons who accepted to the board once
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again for their information and final approval. While this is
probably not necessary in every case, .t is a gesture that will
reassure the board that their authority is intact.

At this time, the board will usually appoint ex officio mem-
bers to the council. Thesc members will usually include yourself.
a general education administrator, and a member of the board.
These ex officio members provide information and assistance to
the advisory council and help to keep the group running smoothly.
They have no voting rights on the council. :

+ After the board has officially appointed the members and
ex officio members of the council, these members should be nnoti-
fied in writing of their appointment. This official letter of
appointment should come from the chairperson of the board in
order to officially establish their authority. However, in some
cases the board will ask an administrator such as the superinten-
dent or ihe director of vocational education to serve as its
appointing ofticer. o

{

This letter should be written in a professional manner, and
convey the message that the board views this council as important
to the development and maintenance of a quality vocational educa-
tion program. It should be signed by a top-level administrator
and/or the chairperson of the school board. Each advisory coun-
cil member should be made to feel important, and should be ,
encouraged to ‘actively participate in all the council functions.

An example of a lctter of appointment for a secondary school
is given in Sample 4.
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wll Toxt Provided by ERIC

Dear

SAMPLE 4

LETTER OF APPOINTMENTZ

The
District
school's
for your

The

tunities
program

We ,

that are

advisory

Shortly, you will be notified by
about the time, date, and place for the first meeting of the

board of education of School
is pleased to inform you of your appointment to the
vocational advisory council. We wish to thank you
willingness to serve on this council.

{
ultimate objective of the vocational advisory coun-

cil is to maintain and improve the vocational 'education oppor-

for all in the community who can benefit from the
vour active attendance, part1c1patlon, and interest

in the council's work will be influential in helping making
our community a better place in which to work and live.

as board members. who are contributing our efforts,

find there is insufficient time to accomplish all the tasks

~ecessary in our dynamic and progressive school sys-

tem. Thus, we ask you to share your valuable time with us to
offer advice and assistance as an advisory council member to
help ensure that high quality vocational education 1is avail
able to our students.

council. This meeting will help you better under-

stand the role and function of the council, and your poten-
tial contributions to it. Ycu will have an opportunity to
meet other members of the council, board of education, and
the school administrative staff. At this first meeting,
identification of the areas in which the council may wish to
begin work will be discussed. '

Thank you again for your interest in .ur school's voca-
tional program. ) ¢

Sincerely yours,

-(Signed by the chairpers n of
the board of education or an
administrator)

2pdapted from Module A-4, Organize.an Occupaflonal Advisoxy Com--
mittee, from the Professional Teacher Education Module Series.
(Athens, GA: The American Association for Vocational Instruc-
tional Materials, 1977). 534
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News Relecase for Local Newspapers

Publicity 1s an important part of any vocc: ional education

program and well written news releases can he': Y keep your
vocational program in the public's view. Thr .50 .31tment of the
members and ex officio members to a local vccy ~2: advisory
council is an ideal topic for a. news release. . ils nhews release

can inform the public about’ the purposes of the'advisory council
and can give recognition to the newly appointedsmembers. One
caution: The. adV1sory council members should be notified ot
their app01ntment prior to releasing the news article; they
should not first learn of thelr app01ntment through the news
artlcle.

Your news relecase should be formatted according to accept-
able news release standards and should contain:

e the date the article was written ’
¢ the name of the newspaper receiving the release
s the date you would like to have the article run

» the name of the school contact person and where he/she can
" be reached for more information

e the topic of the news release
The copy should contain:

e the name of the president of the board announcing the
appointment

e the name of the school making the appointment

e the names of the members and ex officio members, with their
titles, or professional affiliations

A

e a brief description of the role of the advisory council

See Sample 5 for an example of a news release announcing the
formation of a vocational advisory council.

335
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SAMPLE B

NEWS RELEASE

0,
jol]
e
o

FOR: Unity News
DATE : For Immediate Release

FOR INFORMATION: Mr. Matthew Charles
Director of Vocational Education
Southwest High School'’
Route 1
Unity, Texas 10133

TOPIC: Formation of a Vocational Advisory Council

Ms. Heather Martin, chairperson of the Southwest School
District Board of. Education, announced the recent formation
of a vocational advisory council. This advisory council will
serve Southwest High School by advising the board of educa-
‘tion and the school administration on issues relevant to the
school's vocational education program. '

In an interview yesterday, Ms. Martin stated, "The voca-
tional advisory council can make outstanding contributions
toward the improvement of our vocational education proJgram.
The Southwest Board of Education feels that the council can
help develop ard maintain high quality educational oppor-
tunities which will be available to all members in the com-
munity-."

The members of the vocational advisory council are:
(Alphabetically list names, titles, and professional affilia-
tions, if appropriate.) '

These council members will work closely with the school
administration and the board of education, to help ensure
that the vocational program is relevant to the needs of both
the students and the community. :
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For further information on procedures for organizing
and maintaining a general vocatignal advisory coundil
you may wish to recad Hamlin, Citizen Participation in
Local Policy Making for Public Education, pp. 3-16;
American Vocational Association, The Advisory Com-
mittee and Vocational Education,- pp. 5-46; and/or
Riendecau, Advisory Committees for Occupational Educa-
tion: A Guide to Organization and Operation.

You may wish to discuss the problems involved in, and
the procedures for, organizing a local vocational
advisory council with an experienced vocational
school administrator. In this meeting you may want
to ask to see copies of a charter, a statement of
purposes, and examples of other materials related to
the advisory council.

37
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The tollowing items chceck your comprehensipn of the
material in the information shcet, "Organizing a
Locgl Vocational fducation Advisory Council,” _
pp. 7-29. FEach of the three items requires a short
essay-type response. Plecase explain fully, but
briefly, and make sure you respond to all parts of
/7 each.item.,

SELF-CHECK

1. You are preparing to speak to your chief school administra-
taor about your plan to form a local vocational advisory
council. - If the administrator asks you why you want to form
this advisory council, how will you reSp?nd?

LA

~

2. In order to help ensure the successful formation of an
active local vocational advisory council, how will you go
about organizing 1t? :

kS

3. Why is it important that the board approve all your plans
for orqganizing ‘an advisory council?

31 3
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Compare your written responses to the "Self-Check" -
with the "Model Answers" given below. Your answers
need not cxactly duplicate the model responses; how-
ever, you should have covercd the same major points.

MODEL ANSWERS '

1. Your responsc to this question should emphasize that the
purpose of a local vocational advisory council is to advise
‘the board -and the school administration. It makes sugges-
tion. and recommendations and helps the school in any area
deemed appropriate by the board and administration.

You should have identified some of the many services that an
advisory council can provide. If the council is organized
and operated properly, it can be an indispensible source of
advice for the school board. The council can obtain much
information that is useful in developing or updating the
vocational program. The council's suggestions for updating
can include recommending better lgbs or equipment, including
new technologies in the program,{adding courses, etc. The
advisory council can help to keep\the vocational program
more relevant to the needs of the community. It can advise
the survice area committees on ways that might help the _
school place cooperative education students or find jobs for
graduating students. You are likely to ffhd that the sSer-
vices of an advisory council can help you to better train
students to meet entry-level job requirements.

Besides helping to develop and maintain a well-balanced voca- .
tional program, the council can be a tremendous help in your
school's public relations effarts. By asking council mem-
bers to serve on the advisory council, you are reassuring
the public that you care about what they think and that you
want to make your vocational program relevant to their needs.
If the advisory council members feel that the group 1is, being
appropriatrly used and is supported by the school, they will
help to promote your program. Members will speak highly of
your program to friends and business ‘associates; they will
support favorable vocational educational legislation and
_probably help to pass bond issues. The council might also

- help to organize public relations activities that support
the school.

2. Your answer should reflect the following steps to be followed
. in organizing the local wocational advisory council:

‘ %
a. ' The present situation needs to be assessed. After

gaining the approval of a top-level administrator to
erganize a council you will need to kn~w the proper
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chaiu of command to follow when submitting requests or
reports to the board. You.also need to thoroughly
research the history of any prev1ously existing or
inactive advisory council. If a council was previously
dissolved, you need to know why, in order to avoid the
same mistakes. If an existing adV1sory council is
inactive, you must cither dissolve it or try to get 1t
operatlng agaLn

b. Preparations need to be made to gain school board-
approval and to ensure. that the advisory council will
be an pfficial extension of the board. . A statement of
purposes that supports the formation of the council and
a charter will need to be developed. :

c. 0ff1c1a1 .permission to organize the local vocational
advisory coun¢il needs t6 be obtained from the board.
Both documents (statement of purposes and  charter)-
should be sent to the board through approprlate admin-
istrative channels for approval.-_

1
d. Once the board authorizes the organizaticon of a local
. vocational advisory council, members should be nomi-
nated according to the procedures outlined in the
charter.

e. After the potential members have been approved by the
board, they should be officially notified by letter of
their appointment. This notification should shortly be
followed by a letter announcing the date, time, and
placc of the first meeting. '

3. The board i1s the only sqpool body that is glven pOllCY making
authority. You must have its approval before . organizing an
advisory council. .You must also seek board approval to
ensure its members that the council will be only advisory.

It is important that t board understand that none of its

authority is being delegated. This approval is needed in

order to firmly establish the .advisory council as a legiti-

mate extension of the board. Sjinee the council is ultimately

responsible to the board and not to an administrator, you

mu=st do all that you can to ensure the effective functioning

of the adv1sory council. The council will not be effectlv

if it is not enthusiastically supported by the board and the

school admlnlstratlon

N
. , ~ * N

LEVEL OF PERFORMANCE: Your completed "Self- Check" should ‘have
covered.the same major points as the model responses. If you
missed some points or have questions about any additional points
you made, review the materials inl the information sheet, "Orga-
nizing a Local Vocational Education Advisory Council," pp. 7-29, =
or check with your resource person if necessary.

— R —
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After completing the requiredereading, demonstrate
knowledge of the procedures to follow when working
with a local vocational education advisory council.

Y
1

. , «
You will be reading the information sheet, "Workipg
with a Vocational Educatlon Advisory Coun01l
pp. 37-50.

You may wish to read the’ supplementary reference
extracted from "News from Natlonal Advisory Council
on Vocationat} Educatlon,' pp. 51-55 of this module,
and to ,discuss. the reading with a grouP of peers.

t

You may wish to discuss the procedures to follow .
when working with a local vocational education
adv . sory council with a school administratdr,
and/or the chairperson of an advisory council.

1
[ /

You may wish to read the éupplemengary reference,’ |
Hamlin, Citizen Participation in Local Policy
Making for:Public Education, pp,,l16-35.
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?.VERVIEH continued

L
! I A You may wish to attend a meeting of a local voca-
Optional -

Activity ‘tlonal‘educatloq advisory council.

1 4

-
¥

\ You will be demonstrating knowledge of the proce-
dures to follow when working with a local voca-
tional cducation advisory council by completing the
"Sclf-Check,"” pp. 57-59. -

~

You will be evaluating your compctency by com-
Feedback paring your complcted "Self-Check" with the "quel
' /// Answers," pp. 61-64. S -

[}
A

Activity
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For information on planning and conducting the first
meetings, the roles of the administrator and the coun-
cil officers, and developing bylaws for a local voca-
tional advisory council, read the following informa-
tion she- t. '

Activity

WORKING WITH A LOCAL VOCATIONAL EDUCATION ADVISORY COUNCIL

N

A newly organized vocational advisory council can help the
school system in a variety of ways. Many hopes are placed on the
ability of this group to offer goed advice that leads the way to
improvement in the school's vocational program.

With the preper leadership, these hopes can be fulfilled and
the advisory council can function effectively to meet some impor-
tant needs of the school. It is the vocational administrator,
however, who must take steps to ensure that the newly organized

- caouncil will both begin and continue to operate effectively.

The administrator plays an important role in the future of
the advisory council. As an administrator responsible for orga-
nizing the council, you help to determine its fate the day you

"begin planning the first meeting. You must be sure that you plan

carefully. You must effectively supply the leadership needed to
guide the council through its initial stages of operation. The
guality of this leadership will to a large extent determine
whether or not the council will be able to effectively assist the

school.

First Meeting .

The first meeting of the local vocational advisory council:
is the most important. At this meeting, the members of the coun-

.cil will form their initial attitudes about their funr ' ions and

responsibilities, They also will form an initial opiunion about
the commitment of the school to the-purposes of the advisory
council. For these reasons, the first meeting must be well plan-
ned and conducted. ' ' .

As the school representative, you should organize and lead
the first meeting. You should carefully plan the agenda in order
to present a balanced and well prepared slate of topic¢s. This
meeting should not last more than two hours. As the temporary
chairperson, you should carefully adhere to the specified starting
and ending times of the meeting.

Before preparing the agenda, you need to determine the
objectives of this first meeting. Usually the first meeting is
designed to provide an opportunity for the members and ex officio

t
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members to become acquainted and begin to develép working rela-
tionships. This is very important if the members are to work as

a team.

The members should ‘be introduced to the major functions of
the council. They should learn about their roles as council mem-
bers and begin to develop a feel for both the possibilities and
limitations of the council. This is.a good time to stress the

advisory nature 6f the council, but, at the same time, to reassure

the members that the school supports and recognizes the impor-
tance of the council, and wants its help.

This first meeting should present council members with a
short overview of vocational education. It is often helpful to

briefly review the history of the school to give members an -idea

of what problems and issues might need consideration by the coun-
cil.

In addition to these objectives, the first meeting should -
establish procedures for council members to develop a set of
bylaws which will further guide the operation of the council.
Members should also begin thinking about selecting the advisory
council officers. Before the meeting closes, a time, date, and
place should be set for the next meeting. A sample agenda for
a first council meeting is given in Sample 6.

After the agenda has bcen outlined, you should begin plan-
ning. other espects of the meeting. All speakers and a majority
of the advisory council members and ex officio members should be
contactced so as to determine the most convenient date for the
meeting. You might find it helpful to choose two possible meet-
ing dates and call each person to ascertain which date would be

most suitable.

Be sure that the rooms in which the meeting,will be held are
available for the dates selected.” Once the date for the first
meeting has been establiished and you have determined the most
appropriate time, make arrangements to reserve the room. These
arrangements should include a notification to the custodial staff.

\ PIAN

At least two weeks before the flrst Jlocal advisory council
meeting send an invitation to each member, ex officio member, 'and
speaker. This invitation should be accompanied by a copy of the
agenda. \

Since you are the school representative on the advisoty
council, you should arrive at the first meeting well befcre the
first member c¢:i speaker arrives. Not only will this allow you to
greet and introduce each new arrival, but it will give you an
opporturity to bec surc that the room is properly arranged.

‘The room arrangement should create an informal, comfortable
atmosphere. A large table with comfortable chairs around it is
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SAMPLE 6

AGENDA FOR FIRST MEETING OF

LOCAL VOCATIONAL EDUCAT!ION ADVISORY COUNCHL

8:00 Call to order administrator
Opening remarks i administrator
Roll call and introduction to administrator
~members '
—~ Importance of the advisory council representative
(brief discussion of charter and =~ = from board

statement of purposes)

History of vocational education +-administrator

Role of ‘council members - administrator
v 9:00 Introduction to the need for bylaws administrator

Appointment of a committee to
develop the bylaws

Discussion of a possible program of
work for the year

Plan agenda for next meeting
glection of officers
plan program of work
presentation of bylawé

presentation on vocational
education

time, date, place of next
meeting

10:00 Refreshments
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appropriate for an advisory council meeting. If smoking is per-
mitted, ash trays should be convenicntly located. You should be
sure that the room is well lighted and that the temperature is

set at a comfortable level. In addition, on‘}he desk in front of
each chair should be: ' g

e a copy of the meeting agenda

e a list of advisory council members and ex officio members
with their addresses and telephone numbers

a copy of the advisory council charter and statement of pur-
poses as previously approved by the board

e a name card containing the name of a member
e a pad of paper and sharpened pencil

You should also check to see that the refreshments you pre-
viously ordexid will be available at the conclusion of the meet-
ing. An important part of the first meeting may be the informal
discussions which occur during the refreshment pericd after the
formal meeting is adjourned. Thus, it is important that the
meeting start and stop on time so that the council members can
enjoy this time and become better acquainted.

You will be the temporary chairperson for the first meeting.
The council members need this ‘time to develop relationships with
one another before permanent officers are elected. Also a tem-
porary secretary needs to be appointed before the first meeting.
This person will usually serve for the first two meetings.

Second Meeting

You must prepare for this second meeting in much the same
way as you did for the first meeting. You will still function as
chairperson for this meeting, however, you can begin to transfer
leadership to the council members. This 1is the meeting where the
council starts to become operational.

Before the second meeting you should have met with the ad
hoc committee which was appointed to develop a set of bylaws for
the advisory council operation. The bylaws developed should be
a specific set of rules describing the responsibilities of mem-
bers, and the organizational and cperational procedures for the
advisory council. These rules are needed to guide the effective
and efficient operation of the council. The bylaws will help the
council avoid taking inappropriate actions which could reduce or
destroy their ability to assist the school.

A copy of these proposed rules should be included when the
notice of the meeting and the agenda are mailed to members. This

(4

40

46



will allow the council members to become familiar with the rules
before they are presented for adoption at the second meeting. An
example of a set of bylaws is presented in Sample 7.

The objectives for the second meeting need to be reflected
in the proposed-agenda. The following items are usually appro-
priate:

1. Review the accomplishments of the first meeting.

2. Adopt a set of bylaws which will be forwarded to the
board for approval.

3. Elect officers. (You.might prefer to appoint an ad hoc
committee to prepare a list of candidates. Officers
could then be elected at the third meeting.)

4. Appoint an ad hoc committee to begin developing the
first annual program of work with the aid of a voca-
tional administrator. - See Sample 8 for an example of
an annual program of work.

5. Identify one area of concern which the committee mem-
bers will accept as their initial task (e.g., assist in
evaluating the adult continuing education program,
assist in developing a public relations program for the
school., :

6.* Provide for a short presentation on vocational education.

7. Set a time, place, and date for the next meeting.
8. Provide refreshments in order to give members an oppor-
: turity to become better acquainted. .

*Each meeting should consist of a.short presentation and discus-
sion to better acquaint advisory council members with your
school and with vocational education. These learning experi-
ences might include short discussions of each occupational
department, tours of the school, a review of the district's
policies for vocational education, or visual presentations on
vocational education.
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IT.

III.

SAMPLE 7 S
BYLAWS

LOCAL VOCATIONAL EDUCATION ADVISORY COUNCIL

<

Officers

The officers will consist of a chairperson, vice-

chairperson, and a recording secretary. These

officers will be elected annually at the first regular
meeting of the council, and will serve for a one year
term. Officers may be reelected. Together, these
officers will form the Executive Committee.

Subcommittees

A. Subcommittees may be established and discharged by
a majority vote of the advisory council members.

B. Subcommittees may be continuous or ad hoc in
nature depending upon needs.

L3

C. President of the advisory council can charge a -
subcommittee to elect its own officers.

D. Purpose of the committee will be specified by the
advisory council.

E. Subcommittees may be of any appropriate size.
Membership may consist of students, lay citizens,
school employees, and members of the advisory
council. : '

F. At council request, a consultant from the school °
. system may be appointed by the school administra-
tion to meet regularly with a subcommittee. Spe-
cial consultants may also help the subcommittee,
~wit,. advisory council approval.

G. Subcommittees will report regularly to the advi-
sory counctil. ’

A. The advisory council will plan ancd operate under
an annual program of work. Topics, goals, and
activities will be included in the plan.

B. The program for each coming year will be discussed
during the . (month) meeting each year.
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C. The Excecutive Committee will consider program pro-
posals of members and then formulate a plan to be
presented at the (month) meeting for
action.

IV. Meetings

A. The .:nnual program of work will indicate the regu-
lar meetings to be held each year. .

B. At least * meetings will be held each year.

C. Special meetings may be called, or regular meet-
ings cancelled by aCtlon of the Executive Com-
mittee.

e D. The Executive Committee (and/or chairperson) in
- A consultation with the vocational administration
: will be responsible for planning the agenda of

individual meetings.
E. Each meeting will begin at the announced time and
will continue for no more than two hours.

F. Discussion leading toward consensus of the members
will be the prevailing procedure used at meetings.
Parliamentary procedure will be .used only when a
decision of the advisory council is to be recorded
or transmitted.

G. A quorum will consist of a majority of the offi-
cially appointed members of the advisory council.

H. Meeting minutes will be kept of all meetings_and
copies will be distributed to each council member,
the school board chalrperson, and top-level school

admlnlstrators
V. Responsibilities of Members \\
i 7
A. Each member is expected to attend meetings regu-

larly, participate in the advisory council discus-
sions, and serve on subcommittees when requested.

*A consensus of many educators indicates that the most effec-
tive local vocational advisory councils meet at least four
times during the school year.




B. Each member is expected to carefully study any
- problems which come before the advisory council
before reaching a final decision.

: sior, .after considering the views of other citi-.
1 zens and/or organizations.

D. Each member is expected to respect the rights of
fellow council members by not reporting or dis-
cussing opinions of individual members. The opin-

- ions and conclusions of the advisory council as a
" whole may ‘be discussed, within the policies
approved by the board. '

VI. Loss of Memhership

Justification for loss of membership, and procedures
for reinstatement will be approved by the board.

VIiIi. Use of Consultants

The advisory council may utilize consultants from
within and.outside the school system, to obtain addi-
tional knowledge and assistance as needed. '

* I. Amendments

-

These rules of operation may be amended by a two-
thirds vote of thé appointed members of the advisory" -
council and subsequent approval. by the ‘board.

44
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SAMPLE 8
EXAMPLE OF FIRST YEAR PROGRAM OF WORK

September Develop bylaws for council operation.
goals of the vocational program.

November , - Form subcommittee to review manpower needs
) and occupational opportunities in the com-
munity. (Findings and recommendations to
‘be discussed in January meeting and then
submitted to the board.)
4

January Form subcommittee to review school-community
public relations program. (Findings. and
recommendations to be discussed in March
meeting and then submitted to the board.)

March Review the district's one and five year
plans for vocational education.

pare and submit to the board an annual
report of activities and accomplishments.
State recommendations and/or suggestions
for improvement of both the vocational pro-
gram and the council.

‘Elect officers. ~Identify-the existing ~— —f

May Evaluate the school's vocational education. -
program for the year in relatlon to- %he
goals.

Summer Hold a joint meeting with the board. Pre-

The Functioning Advisory Council .

By the end of the third vocational adv1sory council meeting,
the members should be assuming responsibility for the operation
of the council. If the annual program of work was approved at

the third meeting. subcommittees should bé appointed to_  study the

first work topics, identified. Any consultants that mlght be
needed should be contacted to help the advisory council in spe-
cial problem areas. By now members should be comfortable in
their roles and reaay to contribute to the purposes of the coun-
cil.

As the school representative, you should have relinquished
leadership authority to the elccted officers. These individuals
\onuld be prepared to plan and conduct the meetlngs. You should

) l.
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-have established yourself as the school representative who is
guiding council functions and seeking its. advice, when appro-
priate. Each person should have a clearly defined rple at this
time and should be assuming responsibility for that role.

Role of the Administrator

____The effective functlonlng of an_advisory council. usually can.
be attrlbuted to the excellent support and guidance given by the

school representative. If this person decides to form a council,
he/she must devote time and attention to. it. Otherwise, there is

a strong p0551b111ty that the advisory council soon will be inac-

tive.
: }
As the representative and the link between the council and \
the school, you set the tone for the extent and quality of coun-
cil activity. The council's advice should be sought often, and
all suggestions should be followed up by the school administra-
tion and/or the board with feedback provided to the council on °
any action taken. If the suggestions are relevant and workable, -
you should see that appropriate board action is taken as soon as
possible. It is vitally important that you initiate this
follow-@p on council recommendations.. If the advisory council
feels that its efforts are not being supported by the school, the
members will probably lose interest and concern. 9 !
The adviscry council members must be able to identify with
T ‘ﬂhuol and its problems if ‘they are to be receptive to the
's needs. You should involve members in school activities
'sSuci as vocational -faculty meetings, graduation exercises, or
special assemblies. You might invite council members to attend
-these activities as a guest, or you could ask them to present

.. awards, or make other presentaﬁlons. . .

/ - ’
Advisory.council members should be ‘presented with opportuni-
ties to learn more about the students. You should invite members
to have lunch in the school cafeteria, observe a class, give a
demonstration in a laboratory, or tour the school facilities in
general
Any of these activities will help to familiarize council
members with the school and will help to make them:feel appreci-
" ated, But appreciation needs to be expressed in other ways, too.
These courcil members can make many significant contributions to
the school, and you should make certain that they are appropri- 4,
ately thanked\for their services. The names of the wvocational
advisory council member$ should be printed in the school direc»
tory. They should be recognized in-special school programs and
news releases should be written about new and retiring members or
outstanding contributions and achievements made by them. You
might also wish to honor these memberg by giving them certifi-
cates of appreciation or placing nameplates on equipment that
they donated to the school.
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There are many ways that you can supbo;t‘the advisory coun-
cil and help to ensure that it is an active body. The following
list of "Do's and Do Not's" is provided to help you in your role.

[ i ) PO'S
1. Do advise the council on the- status of their sugggstions.
2. Do advise the council on school regulatfons that might

affect them.

3. Do help the chairperson plan the agenda for e§ch meetind.

S . : )
4. Do have a good knowledge of all problems presented to the
council and be able to discuss them intelliygently.
5. Do segk out and listen to the advice and opinions of council
members.’
6. . Do take time to listen to a coun01l member if he/she stops
- by your office.: _
7. ?Do provide the council members with all the necessary back-
ground information before they discuss a school problem.
‘DgaNot's "
- ~
1. Do not underestimate the intelligence of council members Qr\‘

<

their interest in educational matters.

2. Do not allow the council to become administrative in func-
tion.
3. Do not initiate programs without censulting the advisory
council.
4. Do not take any action that is within the realm of the advi-

sory counc11 w1thout first consulting counc11 members.

5. Do not make the’ objectives of the counc1l too broad, or
allow the council to stray too far from original objectives.

-

. Do not ignore the council's recommendations.

7. Do not make promises‘to the council that are out of line
' with your authority or. with school policy.

8. Do not solicit council advice or allow council members to
offer advice on any matters that are strlctly within the
realm of authority of the school administration (e.g.,
teacher evaluation).




Rple of the Chaiggerson

It is usually recommended that a layperson serve as -the
advisory council chairperson. This helps the representatives
from the community to feel more responsible for the success of
the council. It also firmly .establishes the group as an advisory
council representing the interests of the community.

The chairperson must be sensitive to the views of others and
must possess gocd judgment, fairness, and reasonableness. ' This
‘person has a responsibility to see that the meeting starts and
finishes on time. He/she should see that the meketing is con-
ducted in a business-like manner and contributes to the objec-
tives of the council. These meetings should follow prepared
agendas (see Sample 9),- and should be conducted using informal
parliamentary procedures. : ) :

When conducting the meeting, the chairperson should intro-
duce ‘each new topic of discussion and see that all pertinen
information is presented, reviewed, and understood. The chair-
person should make Sure that' each member has an opportunity to
express his/her- opinion on topics and that these opinions are

~accepted as valuable contributions. .

He/she should direct discussion to relevant issues and
close discussion by summarizing:and Jetting group consensus.
This group_opinion should be.reﬁeaged before it is afficially
included in the minutes. L : ‘

.
t

Role of the ‘Secretary .

As the school répresentéEiVe, you will probably serve as
advisory council secretary. This iS'adVisgbLe because of the
amountsof work involved. It is also preferred because you have
easy access to .school supplies, duplitating equipment, and cleri-

cal assistance. , o . - A

As the vocational advisory council secretary, you have the
following major duties. ” ‘ -

. P;an the agenda with the chairperson.

O_ﬁrovide all council members with a copy of the agenda at
least two weeks before the meeting. '

v ’ -
Notify members of .date, time, and place of meeting.

Make and verify meeting room reservations. -

® Prepare any special }eports'fbr'the council or subcommittees.
Invite top-level administratorsy other_staff mémbers, con-‘
sultants, or guests to“attend'meetings,_when appropriate.

b
.. N

\

-7 w® 5y -

- *



‘ \
o SAMPLE 9

'

AGENDA FOR A RE?ULAR MEETING

}

|
7:30 p.u.. Meeting called to order
.Roll call
) U Minutes ¢f last meeting

Report by the subcommittee on evaluation nf
school-community public relations

Report by school public relations officer
8:30 p.m. Discussion of reports and récommendations
View film on vocational education
Discussion of film
Subcommittee reports
7 "Unfinished business
9:3Q p.m. Adjournment

Refreshments

e Make arrangements for any special equipment that may be
nceded (e.g., record playexrs, prcijectors, screens).

e Call members to remind them of the meeting.

‘ e Prepare a report of action taken on recommendations made at
\ previous meeting. ' : .

¢ Record, maintain, and distribute minutes of-meetings to each
member of the council, the chairperson of the board, and the
administration.

A large part of your job as advisory council secretary will

‘be to prepare accurately the minutes of all meetings. The min-

utes. should h2 a summary report or record of the meeting--not a
verbatim report of all discussion. Important comments (such as
suggestions or definite commitments) might be recorded and the
speaker clearly identified in the minutes. Any recommendations
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made by .he council should be summarized in'the’report and
approved by the members. The minutes of the meeting should
include:

e names of members present

e names of school personnel and (uests attending

. daﬁe and place of meeting

o‘time-the meetihg was called to order

e summary of ali reports

e Summary df discussions and agreements reached

e date and place of the next meceting

e time the meeting was adjourned

Each person involved in a vocational advisory council has a
responsibility to see that he/she does everything possible to

make the council function effectively. Members will usually .
accept this responsibility if tucy fe«iL that they are appreciated
and their advice is needed and being usec«d. The officers of the
council, and the administrater in —~arti .lar, have a responsi-

bility to help these council i b © . and to see that the council
is' supported by the school. :



You may wish to read the following letter for infor-
’ 7 mation on the role of the administrator and the advi-
Opnonal " gory committee or council members, and to learn some
\\A‘““'V methods of involving and supporting the members of
& the committee or council. You may then wish to meet
\‘, with a group of peers who are also taking this module
to discuss the reading and other methods for involving
and supporting adviscry council members.

EXTRACTED FROM “NEWS FROM NATIONAL ADVISORY

COUNCIL ON VOCATIONAL EDUCATION"3

‘ July, 1974
Author: Samuel M. Burt

Mr. Educator:

I am pleased you have asked me to serve as an industry mem-
ber of an advisory committee to our school system. I shall be
delighted to accept your invitation--if you can assure me that I
will be involved 1in an activity which is going to make some
worthwhile and important contribution to the education of our
youth. I want tn be proud enough of this ccmmittee's work so
that I may brag a little to my family, friends and associates
that I was selected to participate--as you, yourself, stated--
"because of my reputation as an outstanding member" of the field
in which 1 am earning my living, "as well as for my interest in
and unde.standing of the field of education."

To support my feclings about the importance of my service, I
would like tou have a letter appointing me on the committee signed
by the highest possible school offizial. The letter should
include some biographical .information .on the chairman and other
members in the way of advice, assistance, cooperation, money and
time. Please note that if you tell me the committee will meet
orly two or three times a year, I will know that we really aren't
gning to do anything worthwhile! ;

On the other hand, if you seriously want help from the com-
mittee to improve our educational system, I need to be sure that
T will be provided, initially and on a continuing basis, with
1ntformation concerning educational developments within the school
system, as well as at the state and national levels: ke invited

3Leslie . Cochran, L. Allen P'helps, and Joseph F;_Skupin, Voca-
tional Educatinn Advisory Committces. (Lansing, MI: State of
Michigan Departmeni of Education, 1974) pp. B-175-=B-178.
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occasionally to attend local, state and national conventions of
educators (you will be surpriscd by how many I will attend at my
cwn or my company's expense}); and that I will occasionally
receive a special invitation to attend a school function, a board
of education meeting, or a state board meeting. I would also
like to be kept informed of special studies affecting the educa-
tional program of my school system, and if possible, receive
copies.

" In effect, what I am saying is that if you want me to advise
you, I will feel much more comfortable if I know something about
you and your environment. And while I am learning, hopefully I
am becoming identified with you, the school, and the problems of
the educational system. If you can get me to this point you can
be assured of my active participation in the school program and
on the committee. And beyond offering advice, I will actually
cooperate with you to help you achieve your program goals.

How? 1In every way possible! I would be glad to help .raise
woney for a scholarship fund; to help obtain needed school equip-
ment on loan, as a gift, at special discount; to contribute
expendable supplies, instructional and guidanrce materials; to
provide work/study experiences; to employ graduates, to help
counsel students; to assist teachers in enriching and expanding
their instructional activities; and other services you may
request. You name it! What I am really asking .s that you, the
professional educator, provide me, the interested layman, with
counsel and leadership for my committee responsibilies.

I know there' will be times when you will ask the committee
for something you consider important that for some good reason we
will not be able to provide. But we won't just be negative when
this happens. We will tell you our problem and try to work
things out wi: vyou. 1In the process, we will both learn more
about industry and education, and together prove that industry-
educatiom cooperation can be a viable way of life for citizens

and scho peoplec.

Sometimes I might want to do too much and try to aet involved
in administration. 1If I do, just point out that the best way I
can help you is to give you advice and cooperation and leave the
details of day-to-day school operations to you. In reality, I
don't even have time to handle all my OWN day-to-day administra-
tive problems, much less yours! But remember--as businessmen, we
committee members are problem oriented and if you tell us about
your problems we can help you with them, even if it takes time
from our personal or business affairs. Aifter all, we expected to
spend time with you when we accepted service on the committece.

I would like to be . .:icomed in the school as a friend and
supporter--not seen as a meddlesome interloper. Naturally there
are certain school roegulations which I should observe when visit-
ing and you should make them clear to me. But if I occasionally
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drop in for a visit, give me a tew minutes of your time. Your
-courtesy will be well repaid. 1 wouldn't come if I weren't
interested!

I would like to know what other schools and school systems
are doing about the problems you present to my committee. I want
to feel there is some linkage between our school system and
others in the arca. I would like to know what the private
schools are doing and what MDTA* cducational and training pro-
grams are available in the -community. I want to understand the
relationships which exist between these programs, the State
Employment Service, "war-on-poverify" programs, correctional
institution training programs and any others that will be provid-
ing manpower for industry. T want to know the whole picture, and
even get a chance to visit these other educational programs.
Perhaps our advisory committees ought to meet together once or
twice a year. I want to know about these other programs so that
I will not have the nagging feeling that I am being "used" to
support one program in opposition ‘to another. I want to feel
that I am helping to improve "MY" school's contribution to the
total community ecffort--as a taxpayer, as an employer and as an
interested citizen concerned with and involved in improving edu-
cational and manpower development programs in my community.

I would like to meet, more than on a token once-a-year basis,
with the students in the school or program my committee was orga-
nized to serve. I .rant the students to know my committee exists.
In the final analysis, our efforts are supposed to be directed at
improving the education and training of studerts. I want them to
tell me to what extent we are succeeding. As a matter of fact, T
would like to have cach graduating class elect one of its members
to serve as an ex-ufficio member on our committee to tell us, in
the first year after graduating, how relevant school really is in
terms of real jobs. ‘ '

would like some expression of appreciation for my volun-
teered services and- contributions. If this committee is as
important as you tell me it is, give it and its members some ccn-
crete form of recognition. For example, if I donate a pi.ce of
equipment, put my nameplate on it. Send me a framed certificate
of appreciation for my servicoes. Hold a special annual cvent to
recognize the services of all advisory committee memberc. TInclude
our names in the school catelog and annual reports. We all like
to see our names in print! Besides, when prospective students,
their parents and others see that your programs, as described in
the catalog, are receiving advice and assistancc from industry
people, the programs wili gain in stature and prestige. In addi-
tion, my company and the industry I represent will be more than
ever committed to support you. "

*Now referred to as CETA.
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When you ask me to attend a committece meeting, I want to
know beforehand what will be on the agenda. 1 will want a brief
background statement of the problems to be discussed and several

possible approaches to the solution of each. Give me at least
two week's notice of the mecetimy date. Make it at a convenioent
time and preferably at a school. And don't hesitate to remind me

about it by letter or phone call.

I want the mecting to be conducted informally and rnot to get
tied up in parliamentary rules of order. I will want the meeting
to' be held within rcasonable time limits. Don't let it drag on
and on. I am used to crisp, businesslike procedures. I will
want something to happen as a result of the meeting. I will want
to know, as soon after the meceting is over as possible, what did
and will happen as a reosult of our advice and services. I don't
want to be asked to attend a meceting to approve something after
it has already happened. If I find out I am being used that way,
don't be surprised when I become your critic instead of your
advisor! :

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 com-
mittee, the better your program will be. The same is true for us,
of course. 211 the committee members, as well as the industries
we represent, will be bencfitted by having a continuing source of
qualified manpower available and by getting a good return from
our educational tax dollars. All kinds of benefits will emerge
if the committee is effectively used.

In the final analysis, this is exactly what I want--effec-
tive utilization of my ecxpertise, my knowledge and my interest in
serving one of the most important components of my community--my
schools and their students.

If you are prepared to tell me how, when and where, T will
do my best to help you and will appreciate the chance to serve--
particularly if you get me involved in an activity in which I
have some special interest. This means, of course, you and I
will have to discuss what my special interests are vis—a-vis edu-

cation and young .people.

If you think I speak for mysclf alone, YOu are very much
mistaken. Most industry representatives who agree to serve on
school advisory committees fecl as t do. However, too often and
in too many situations, their oxpectations have not materialized.

- Why? Because in our experience, we have found that too few
educators and school administrators understand what motivates
industry people to accept scrvice on a school advisory committee.
Or, i1f they do understand, they have not been able to provide the
leadership, time and effort to cffectively utilize the committees.
If you cannot provide the staff time needed to allow for the full
range of interests and desires of your committoe to serve the
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school program, you will be better advised not to establish the
committee in the first place. A poorly used committece is worse
than no committee at all--you would find that you had created
your own Frankenstein. Disgruntled members of poorly used com-
mittees frequently become the most active critics of school offi-
cials and public education..

Well, that seems to cover everything I had to say. It's up
to you now to decide whether you wént me to serve on your commit-
tee. I look forward to hearing from ‘you.

Sincerely,

Signature

.

You may wish to discuss the problems involved in, and

the procedures for, maintaining a local vocational

[ Option u advisory council with an experienced school adminis-—

Activity trator, or with an advisory council chairperson. In
this discussion you could ask to see copies of agendas

\’ and annual programs «f work, and discuss the areas of
concern past councils have identified. :

'4

VR

I For information on advisory council activities, you
gﬂrmrﬂ . may wish to read Hamlin, Citizen Participation in
“ vhvity Local policy Making for Public Education, pp. 16-35.

1 4

& T~
l W You may wish to attend a regular meeting of a voca-
Optianal tional advisory council to observe the procedures
‘Amwuv followed and the administrators role in the meeting.
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The following four sgituations arce designed to check
your comprehension of the material in the information

Activity sheet, "Working with a Vocational lducation Advisory
Council," pp. 37-50. Each of the situations requires
a short essay-type responsc. Please respond fully,

but briefly.

SELF-CHECK*

\

Situation No. 1

This has becen an’excellent day for you. You received many
compliments on the spéech you delivered a few minutes ago to the
regional meeting of local administrators. Two recently hired
directors told you that the information you presented in your
speech on organizing a local advisory council has inspired them
to form councils at their schools. You are confident that the
ideas you presented will work for them because the ideas helped
you to organize a council at your schoel. You ‘found out earlier
today that the board of education authorized your advisory coun-
cil and approved its charter.

As you are preparing to go home, the vocational education
director of a neighboring high school, Gregory Holt, stops to
talk to you. "That was a good speech.  Two bad you didn't tell
those new administrators about maintaining a vocational advisory
council. They wouldn t be so optlmlstlc 1f they knew how much
work that involves. -

Mr. Holt continues by telling you that an administrator
never has enough time to keep an advisory council going. How can
an administrator ever find enough time to plan the agendas for
cach meeting, conduct the meetimngs, and find things to do that
will keep the council busy. This "friend" concludes his mono-
logue by predicting ‘that you will be lucky if you can find time
to hold more than one advisory council meeting during the year.

Of course, you do not attempt to change the opinions of your
~colleague at this point in time. However, you are thinking about
" what you might say if you gave another speech on working with an

4Adapted from Module A-5, Mainlain an Occupational Advisory Com-
mittee, from the Professional Teacher Education Module Series.

(Athens,; GA: The American Association for Vocational Instruc-

tional Materials, 1977).
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advisory council at the next rcgional meeting. If you gained
permission to deliver this specch, what would you say regarding:

l. the leadership role of thce administrator in working with a
local vocational adviscry council?

2. procedures to follow in order to help the new advisory coun-
cil become relatively self-sufficient, thus lightening the
administrator's role?

Situation No. 2

The day has finally arrived. Tonight the first meeting of
your new vocational advisory council will be held. Outline the
agenda you have preparcd for their first meeting.



Situation No. 3

Your first meeting was a success, and the members of the
advisory council have decided to meet again in one month. Out-
line an agenda for this. second meeting. n

Situation No. 4

N Officers have becen elected and the advisory council has been
in operation successfully for three months. You are no longer in
a leadership role, but you do have responsibilities tc the coun-
cil members. What are these responsibilities?

Feedback (
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Compare your written responses on the "Self-Check"
with the "Model Answers" given below. Your responscs
need not exactly duplicatc thermodel responses; how-
ever, you should have covered the same major points.

MODEL ANSWERSS

Situation No. 1

1.

~

The administrator will have many responsibilities during the
initial phases of the establishment of a local vocational
advisory council. The success or failure of the council
will mainly be due to how well this person accepts and
carries out these responsibilities. But, once the advisory
council becomes operational, the administrator's level of
involvement will be reduced. :

The administrator will need to assume the major leadership
role for a newly appointed advisory council. The council
members will need some time before they will feel comfort-
able in their roles. The administrator will gradually
transfer the major .cadership responsibilities to council
members, as the council matures. This leadership £ransfer
process will allow the administrator to slowly shift into
the role of helper, consultant, advisor, and communications
link between the council and the school.

You would probably say that the planning for the first two
meetings and possibly the third is the responsibility of the
administrator. This person will organize and chair these
meetings. But the meetings will be conducted to set the
stage for a gradual shifting of major responsibility for
council operation to the council members. The careful orga-
nizing done by the administrator for these meetings will
allow him/her to help council members slowly assume leader-
ship responsibilities.

The first step in shifting responsibility occurs during the
first meeting. At this time, the administrator will appoint
ah ad. ho- committee to develop a set of rules (bylaws) for
the operation of the advisory council. Once the rules of
operation have been adopted, the council will be able to
elect officers and will have guidelines to ensure continuing
council operation.

|

- . |

|

SAdapted from Module.A-5, Maintain an'‘Occupational Advisory Com-
mittee, from the Professional Teacher, Education Module Series,
(Athens, GA: The American Assnociation for Vocatiocnal Instruc-
fional\Materials, 1977y, - . : )
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Situation No. 2

During the second meeting, these rules will be submitted to

the council for approval by the members. An ad hoc commit-

tee will be appointed to begin developing an annual program

of work. The administrator will either ask the council mem-
bers for nominations for officers or will appoint an ad hoc

commi ttee to prepare a slate of candidates to be voted upon

by the members at the next meeting.

If an ad hoc committee was appointed to elect officers, the
administrator will chair the third meeting, But this will
be his/her last meeting as chairperson becanuse the council
members will vote ~n the nominations: submitted by the ad hoc,
committee. Additionally, the annual program of work will be.
adopted and plans will be made to begin work on the first
topic. NOw there are elected officers who will assume the
responsibility for the lcadership of the council. And, the
council has bylaws to follow and a program of work which
will serve to guide the council offlgers as they plan future
advisory council meetings.

Agenda for the First Meeting
Introductions

(It is very important that all members be formally intro-
duced. As chairperson, the administrator should assume this
responsibility. During the introduction, the administrator
should identify cach member's position in the community and
briefly state what qualifices him/her for membership on the © -
council.)

Remarks from the president of the school hoard and the chief
administrator of the school :

(These people can thank the members for accep' 11 pasitions

"on the advisory council and can tell them how they may help

the school. They can clarify the reporting structure to the
board and can briefly explaln the chartor and the statement

of purposes.)
Explanation of the advisory council concept

(The vocational administrator can briefly describe the role
of a local vocational advisory council ‘and give examples of
what other such councils have done.)

Steps to be taken in’ggﬁablishing an.operating structure

/
(The vocational administrator can explain the ‘need for a set
of rules of operation and appoint an ad hoc committee to
develop a sét of bylaws to be adopted at the next meetlng
Sample ruloq can be distributed.) .
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5. Planning the next meeting

(The administrator should be sure the council members sect a

date, time, and place for the next mect ing. The administra-
v tor can remind members that the bylaws will be on the agenda

and that they will nheed to begin developing an annual pro~

gram of work.)

6. Adjournment and refreshments

Situation No. 3

’

.Agenda for the Second Meeting

l1.. Call to order

(The wvocational administrator is still the acting chairperson.)

2. Roll call
"(By the temporary secretary.)
3. Reading of the minutes of the first meeting | o

(By the temporary secretary.) ‘
. N
4, Report of the ad hoc: committee for developing proposed bylaws

(The vocational administrator should initiate an active dis-
cussian of the proposed bylaws to ensure that-all.members
understand them. A formal vote should be taken to accept
the proposed rules, or the rules as revised by the entire
council during the discussion period.)

5. Planning for. the development of a program of work

(The vocat10na1 act. istrator should lead a dlscu551on to
identify possibl- oals of the coungil for the Ffirst ycar..

An ad hoc committcce should be appointed to develop a program
of work.) oot

6. Council officers

(The vocational administrator may seek the election of offi-
cers by using either one or two methods. An ad hoc commit-
tee may be appointed to prepare a slate of candidates for

the positions; the officers will then be elected at the next
meeting. The administrator may choose to ask council members
for nominations and hold clections during this meeting.) ~

7. Identification of an area of concern to study

(The vocational administrator should be prepared to suggest
a topic for the council to begin examining. He/she should
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Situatién No. 4

have al'l the backyground information on this topic ready to
present to the council.)

8. Short presentation 'for council members .

(It is very important, espccially during the first vyear of
operation, for council members to become familiar with the
school and with vocational ecducation. 'Tho administrator
should set aside a few, Juinutes to inform council members in
these subjects so they N;ll be better able to serve as advi-
sors ta the school and the board.

9. Plans for the next mcetinq ,

(The administrator should be sure that the members of the
council set a date, time, and place for the next meeting.
‘The administrator may wish to remind members of the items on
the next meeting agenda (e¢.q., approve thc annual program of"
work, continuation of- the study of ‘the problem which the

o council chosec as their first work tOplC )

u

10. ' Adjournment and refreshments

(The adm1n15trator should make arranqements to meet with the
ad hoc committee(s) .)

While you are no longer in a leadcrshlp role, as the school
respresentative to the adv1bory council, you still have major
responsibilities to the local vocatlonal advisory council. These
responsibilities extend beyond your role as facilitator. You
must make sure that appropriate action is taken on every recom-
mendation made by the council. You must inform the council of
the status of its recommendations and fully explain the board's
position if a suggestion is not approved. You should seek' advise
from the council whenever it is appropriate, and provide all the
background information needed to study a p:.oblem. You should
involve members in school activities and provide opportunities
for members to learn more about vocational education. You should
also find suitable ways to thank council members for their ser-
vices. These actions, 'supported by your genuine interest and
concern for the members of the advisory council, will help to
make the members feel appreciated and needed. And if they feel
important, they will want to do all that they can to serve the

school.

LEVEL OF PERFORMANCE: @ Your completed "Self-Check" should have
covered the same malor points-as the model responses. If you
missed some poxnts or have gqwestions about any addltlonal points
You made, review the material in the jinformation sheet, "Working
with a Local Vocational Education Advisory Council,". pp. 37- 30

or check with your resource person if necessary.
et U ——
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L.earning Experien'ce i -

OVERVIEW s

Activity

Ghiven casce situations .of administrators organizing
and working with local vocational cducation advi-
sory comeils, critique the performances of those
administrators. . ' '

You w:ll be r&ading the "Case Situations,”
pp. 67-td4, and critigquing the performances of the
administrators described. _ : Y

\

You will bhe  caluating your competency in cri-
tiguing the administrators' performances by com-

“paring yoeur completed critiques with the "Medel

Critiques," pp: 69-71.
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\
rthe following "Case Situations” describe how four
vocational administrators approached their responsi-
bil.ties in working with a local vocational advisory
councilt. Read ecach of the situations described and
then explain (1) the strengths of the administrator's
approach, -(2) the weaknesses of the administrator's
approach, and (3) how the administrator should have
treated his/her responsibilities.

/

CASE SITUATIONS

Mr. Mongovan, the new director of vocational education at
val ~ High School, decided that the school’ needed the ser-
vices of a local vocational advisory councit. Valley High
School was sorely in need of community inpt in order to
make ity vocational education program more relevant to the
community's needs. Having made this decision, Mr. Mongovan
looked through the files of the director he had replaced,
and found an old advisory council charter and statement of
purposes dated two years before. With the aid of these two
documents and his knowledge of advisory councils, he pre-
pared a charter and statement of purposes. He then wrote a
letter asking the board for approval of the documents and
authorization for the council; all three were then forwarded
to the chairperson 6f the board of education. Mr. Mongovan
hoped the board members would be able to review them at the
next meeting and gihe him a decision.

Mr. Schantz had spe
hoc committee appol

nt most of the evening advising the ad
nted to develop an/annual program of work

for the vocational ladvisory council. The meeting had been

vary succossful and| he was pleased with the topics the com-
mittee had choser. |These topics included conducting a man-
power needs survey, \helping to plan the student placement
program, evaluating ‘the performance of rhe distributive
education tceachers, évaluating the school’s onc and five
year plans, and ovalé@ting the need: for an adult education
program. \ ' ’
Today 1is the third mee&ing oi 1 e local vocational advisory .
councgl. Ms. Morris is looki. , forward to this meeting
because it will be the first meeting to be lead by the

newly appoint.:d chairperson. Ms. Morris mentally checks off
all the things that she hnd the chairperson did to preparc
for this meeting. Theiriplanning included reminding members
of the meeting through a letter sent out two weeks ago and a
phone call yesterday, resyrving the meeting room and check-
ing on| the room arrangements, meeting with the ad hoc com-
mittee, to develop a prograpm of work, ordering refreshments
from the school cafeteria,land discussing the agenda for the
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meeting to be held tonight. Unfortunately, the topic that
was scliected by the council members for reoview tontqght i
school-community public relations. Mr. Jones, the school
public relations officer, is unable to make the meeting.

Ms. Morris hopes the council will be | formed on this sub-
ject and will be able to discuss the topic without irnput
from him. .

Ms. Hamm was very disillusioned with the loral vocational
advisory council she had organized. The members secemed very
apathetic about their roles and only about half of the mem-
bers had attendced the council mecting tonight. She had
tried to identify the problem, but still had no idea what it
might be. As she was reaching for a cookie during the
refreshment period after the mecting, she overheard the fol-
lowing conversation between two counzil members.

"Mike, do you know what happened to our recommenda-
tions tor cstablishing a new program in the health
occupations? Ms. Hamm was supposed to give them to the
board about threce months ago.”

"Yeah, Al, a friend of mine who serves on the board
told me they were approved last month. - The only
problem was that they weren't the recommendations we
gave to Ms. Hamm. Ms. Hamm made some revisions after
we made our roecommendations.” ‘ @




Corpare your completed written critigues of the "Case
Situations" with the "Model Criticques" given below.
Your responses need oot exactly duplicate the model
resvonsces; however, you shouid have covered the same

major points.

Feedback
-

\_‘/'

MODEL CRITIQUES

1. Mr. Mongovan was basically headed in the right direction
when he decided to form a local vocational advisory council.
He made this decision because he had seen a real need for
the services of the council. Since he had determined that
community input was needed to update the vocational program,
we can probably conclude that he had gathered evidence to

support this decisiorn. He did not make a snap judgment.
Mr. Mongovanh correct when he wrote a charter, statement
of purposes, « 1 a cover letter. These documents should

have been prepared and forwarded to the board so that the
members could make a decision based upon the information
contained in them. He also showed good judgment in mailing
the documents well before the next board meeting. By mail-
i1,y the papurs ear‘y, he allowed the chairperson of the board
ample time to include authorization of the vocational advi-
scry council on the board's agenda.

Mr. Mongovan did many things right, but he d4id make a seri-
ous error. He comptletely bypassed the school administration.
Immediately after he had decided the school needed an advi-
sory council, he should have spoken to the superintendent
and the school principal about his plans. Mr. Mongovan
needed top administrative approval and support before he
attempted to form an advisory council. He also needed the
superintendent's signatu.c¢ on the statement of purposes.
This signaturc r-epresents top administrative approval of the
council and is iceded before the board will approve the for-
mation of an dvisory council,

Lf Mr. Mongcvan had spoken to other administrators in the
school he might have found out that the school already had
an advisory council. He should have considered this possi-
bility, especially after he found the old charter and state-
ment of purposes in the previous director's files. He never
should hawve attempted to form a new local vocational advi-
sory counc!' without first determining if another council
existed.

2 Mr. Schantz was accepting his responsibility as school repre-
sentative to the advisory council by attending the ad hoc
_ committee meeting. However, he certainly did not do a very

<
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good job of advising the ad hoc committce. An advisory coun-
€il should never be involved in the cvaluation of teachers.
It is completely out of the realm of authority given to an
advisory council ~nd is solely the responsibility of the
school administration. Mr. Schantz needs to "get on the
ball" and prevent the advisory council from getting into
areas where it has no authority or responsibility.

3. Ms. Morris appeais to be interested in, and supportive of,
the adviscry council. She organized the council very well
because officcere have already keen elected and council mem-
bers are assuming responsibility for the operation of the

council. She helped the council identify the first work
topic and an ad hos committec was formed to develop an
arnual program of work. There is a good possibility that

this council will be of grcat service to the school.

Ms. Morris seoms to be quickly slipping into her role as
facilitator to the advisory council. She helped the chair-
person plan the agenda and together they took the necessary
steps to ensurec the success of the next meeting. She pro-
vided guidance to the ad hoc coimmittee and attempted to have
the school public relations officer present at the meetting
to help with the first work topic.

Ms. Morris did many things right, however, she did make some
mistakes that should not have been made. The planning for
the next advisory council meeting did not include mailing an
agenda to cou. 11 members two weeks before the meeting.
These people :hould have received an agenda so they could
adequately prepare for the meet ng. The chief school admin-
istrator and the school board should have received a copy
also. '

When Ms. Morris found out that the public relations officer
could not attend the council meeting, she should have taken
some action. It is very possible that council -members would
need this background information before they could begin to
study the proposed topic. Ms. Morris should have postponed
the meceting, or she should have obtained the background
information that was neceded for the council's study.

It should be mentioned that the failure of the public rela-
tions officer to attend the mceting might have been the
result o} poor planning on the part of Ms. Morris. It could
very well be that he could not attend because she did not
give him enough notice. She should have contacted him imme-
diately after deciding that he could help council members by
addressing the group at the meeting.

4. It looks like the only thing that Ms. Hamm did right in this

situation was to provide for a refreshment period. She
demonstrated an amazing lack of consideration for the
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advisory council members and, thercfore, 1t is not surprising

that they scemed to be apathetic. Her responsibility to the
advisory council included kceping the council continually
updated as to the status of its recommendations. Ms. Hamm +

apparently did not provide any feedback to the council. She
also made a serious crror when she failed to accurately
report the rcecommendations made by the council. As the
school representative and an ex officio council member, she
had no authority to alter any suggestions made by the coun-
cil.” if Ms. tlamm felt that the councii haa made an error 1in
its recommendations, she should have asked the members to
reconsider their suggestions. If they refused, the recom-
mendations should have been submitted as the council origi-
nally decided.

LEVEL OF PERFORMANCLE: Your completed written critiques of the

”Case_Situationsﬁmgﬁould have covered the same miajor points as
the mode} responses. If you minsed some points or have guestions

about any additional points you made, review the material in the
information sheets or check with your resource person if neces-
sary. - '
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Learning Expeﬁence v

FINAL EXPERIENCE

O

ERIC.

Aruitoxt provided by Eic:

Ternmunal

Obyjee tive

.

Activity

While working in an actual administrative situa-
tion, organi+e and work with a local vocational
education advisory council.

As you fulfill your administrative duties, organize
{or reogranize), and work with a vocational advi-
sory cour.2il.  'This will includees

determining whether an advisory council
already exists in your school, and if one does
exist, determining its status (e.g., is it
operational)

developing a written plan outlining the orga-

_nizational steps you plan to take to establish
~a council (or reorganize an existing onc)

submitting this plan to your resource person
for his/her review before you take any further
stoeps

obtaining permission from appropriate school
officials to organize a vocational advisory
council (if a committee already cxists, deter-
mine and assess the procedures followed in
origanizing the council and, if nccessary,
reorganize the eouncil to correct any defi-
ciencies) .

implementing your plans to organize (or reor-
ganize) an advisory council ;

continued
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o planning and conductina the initial meetings
of the advisory council and acting as school
representative once the council is operational

e cnsuring continuing commenication between the
councill and the school bhoard

NOTE: As you complete cach of the above activi-

ties, document your actions (in writing, on tape,
through a log) for assessment purposes.

In your school situatior it may not be appropriate’
for you Lo assume major responsibility for orga-
nizing and working with a vocational advisory coun=
cil. It this is the case, obtain permission to
assist others in fulfilling these tasks.

Arrange in advance to have your resource person
review your completed documentation and obscerve

at least one instance in which you are workinag with
members of an advisory council.

Feedback
//[ Your total compcetency will be assessed by your

— resource person, using the "Adwmipistrator Perfor-
mance Asscessment. Form," pp. 75-78. . Based upon the
criteria specified in this assessment instrument,
your resource person will determine whether you are
compoetoent in organizing and working with a local
vocational educat ion advisory council.

Feedback
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~ Name

Date

Resource Person

Rate the administrator's level of performance on each
of the following performance components involved in
organizing and working with a local vocational advi-
sory council. 1Indicate the level of the admin.stra-
tor's accomplishment by placing an X in the appro-
priate column under the LEVEL OF PERFORMANCE heading.
If, hecause of special circumstances, a performance
compounent was not applicable, or impossible to exe-
cute, place an X in the N/A column.

ADMINISTRATOR PERFORMANCE ASSESSMENT FORM

Organize ~nd Work with a Local

Vocational Education Advisory Council

|

LEVEL OF PERFORMANCE |

NONE
POOR
EXCELLENT

N/A
FAIR
GOOD

In organizing a vocational advisory council:

1. the support and approval of the chief
school administrator and any other top
school administrators were obtained.....

2. the procedures to be followed when
submitting a request to the board were
determined......coeveeevereeass ceeesaeens

3. the school file was checked and other
administrators were .consulted to dis-

- cover the history and status of advi-
sory councils in the school..... R S

4. asteps were taken to reactivate or
dissolve a previously formed advisory
council...veeereeneenennennns S - WO R

75

77

o



6.

a written statement of purpcses was
prepared which met the following
criteria:

a. the statement was clear and
oo ) o¥ & I

b the statement could be used by the
board as a formal .authorization

C. the statement ensured that the
council would not trespass orn the
board’'s domair.........e vt e euen.

d. the statement defined the function
and purpose of the council.........

e. the statement was signed by the
administrator, the chief adminis-
‘trator, and the board chairperson..

a charter was prepared which meets
the following criteria:

a. the-.charter was clearly written....

b. the charter defined how the mem-
bers would be selected, criteria
for selection to the council, size
of the council, and procedure for.
appointing and replacing members...

c. the charter presented guidelines
for council operation........... ..

d. the charter defined the responsi-
pilities of the council in making
reports to the board...............

written request to organize the coun-
cil, a charter, and a statement of
purposes was submitted through proper
chanrels to the board............c.c.v...

boar- permission to organize the coun-
Ccil was obtained............ Ce e ces e
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N/A

NONE

POOR

FAIR

GOOD

EXCELLENT




10.

a letter of appointment to each council

member, with board approval and the

chairperson's or the superintepndent's

51gnature was prepared and mailed..... .
7

. a news release to announce the forma-‘
‘tion of a local vocational adVLSory

council was prepared........eeeerennen..

In planning and conducting the initial

meetings of the advisory council:

11,

12.

-

13.
14.
15.

l6.

17.

18,

appropriate agendas for the initial
meetings were planned...........ivcuv...

invitations, agendas, and necessary
information were mailed two weeks
before the meetings to members, ex
officio members, and quests.............

the administrator served as temporary
chairperson for the initial meetings...

the council was guided in develdping
and adopting a sct of bylaws........... -

the council was guided in electing.
of%}cers,spécified in the bylaws........

the council was given background infor-
mation on vocational education and the
SChool. ... .ol ittt iiietnannans

the council was assisted in developlng
the annual program or work........ e e

leadership was gradually traanerred to
the council members.. .. ..o ivene ...

After Ehe adVLSorxrcoun01l was operatlonal
the administrator: .

19.

20.

met with the chairyeréon hefore eacn
meeting to;help plan the agenda.........

acted as school representntlve on the
Council. ... ittt et i, .

77 2 79

N/A

NONE

POOR

FAIR

GOOD

EXCELLENT

-ty




N/A
NONE
POOR
FAIR
00
|ExcELLENT

]

21. involved council meritbers in school
ACEIVIEICS .t it ittt ettt e e e R

'22. kept council members informed regarding
the status of their suggestions.........

LEVEL OF PERFORMANCE: All itefns niust receive N/A, GOOD} or EXCEL-

~_LENT rasponses.. If any item receives a NONE, POOR, or FAIR

respcuse, the administrator and the resource person should meet
to determine what additional activities the administrator needs
to complete in order to reach competency in the weak area(s).
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