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Establishing an'
ﬁd‘WSD?Y oL f

'Commlte@ .

NP

This module contains 'two ma;or par:s T

1. _The pr!nted matérial on estabiishing an Advisory

Committee and conducting and evaluating an IR

Advisory G&ﬁiﬁiiiee Meeting. S *

2. A video—tape presentatmn mustraténg an

Advisory Comr ‘tee Meeting

PFéF&iEisite for module: None
When you have completed. this module; you wiil:

: GOAE l Know the purposes of aﬁ éaviséry committee.

COAI; 2: Know how to establish an advisory co'nmlttee. e

GGA[:' 3: Be abié to mnduct an advnsory committee

T
GOAL 4. EE ‘able to analyze and evaluate zn/édvisory comm:ttee

R _ _ meeting and make racommendat ions for action. . :

- L ; .
To" t;égjn this self~instructaonal module, please turn toc the pre-test
on bage .
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PRE TEST: GOAL ]

KNOW THE PURPOSES OF AN ADVISORY COMMITTEL

DIRECTIONS: if you wish to attemipi ihie moduie
sasesiment, complete the Guestions
for the pre-test.  If you do not
wish to take the pre-test, turii
to page 3 to begin the Learning
Activitiag.

CXPETIOL S G En .

1. List 5 purposes of an advisory committee icr o wor k

2. For each of the following categories, list 2 specific activities an advisary
could be expected to perfc:'m. :

1. Public Relations

2. Classroom Instruction

-

3. On-The-Job Training

DIRECTIONS: When finished with the pre-test
please turn to page 36 and
compare your answers -with ths
pre-test key: If you missed any
of the questions, complete the

learning activities.




LEARNING ACTIVITIES

CUAL T KNOW THE PURPOSES OF AN ADVISORY COMMITTEE

DIRECTIONS : Read pages3 5and then complete
Cihe Solf - Clieck.

INTRODUCTION

Utitizing an advisory committee can
be a very productive and refevaiit
method to involve the community

in education. It provides alink
between the community aid ‘he
school.  Very few work experience
teachiers have the occupationu!
background to conduct an effective
training prcgram without the advice
of people from business and industry.
The followirg guidelines will assist
work experience teachers to . .
effectively understand the purposes

of an advisory committee:

Derinition :

Work Experience Program Advisb’ry Commities

A group of persons within the community.
selected to collectively advise the teacher -
on_educational and occupational efforts
within the Work Experience Program.
Members predominately are from outside
the field of education and‘are chosen

for their specialized knowledge and/or
general standing in _the tcminunity.

Thie Advisory Committee is a formally
organized group which operates under
established rules and which is
approved by proper school authority.

assist in thefurther development and improvement of the Work Experience
program. Generally: ° ' ‘

Purposes of an Advisory Committee: The function of this committes is 5 S

1) To provide a link between the school and community.

2} To bring about a close relationship between the husiness
community and the Work Experience Program. -

3) -Jo .provide an opportunity for interested business people
to help organize the educational needs in a community

. lhrough the Work Experience Program... =
| #) To serve as a sounding board for policies; procedures.
| ' innovations, ideas; etc.; of the program. )

5) To help gain community support for the program by

publicizing the program:

a
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Thc followmg list summarizes 7tne types of spec: fic activities an adwso»y

committee might be expected to perform:

PUBLIC RELAT!ON‘Sf .

1) »Assnst in locatmg new placement op \ortumtles
2) Assist in keep;i’n’g the 'p’Ub’lic‘i,r;iformed regarding the program and
in relaying public opinion to the coordinator.

3) Assist in clarlfymg and strengthemng the relotionshlp of the
program with business and manufacturing organizations and activities
in_the community. This will help the coordirator make some important
contacis. :

4) Arrange publicity for new programs.

S} Other - ask committée for help.

CLASSROOM INSTRUETION

1} Aid school officig s znd the coordmator in planning a sound course
of trairiinro that is fitted to community needs.

2) E'n'co'uré'gé practical training in the clas_room.

3) Provide an. opportumty for the coordmator to obtain counsel and

assistance on special problems and new undertakirigs.

the educatxonal program

7) Give authoritatiVe advice on job activities that shouid be taught in

8§ Flelp secure teachmg aids and equnpment
9) Make recommendatlons to the supermtenderit and the Board cof Education:

10) Brrng together ali trammg sponsors in Auqust or ertember 50 thdt

employmenti.durmg the entire school year.

ON-THE-JOB TRAINING

.

1) Encourage high standards of training on the job:

2) Approve wages paid to trainees and perhaps recommend 2 minimum wage.

-

3) Make recommendatlons on tramlng plans and stations.

6
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4) Advise the school in maintaining and achieving bétter selection and

5) Advise and assist the school in making a job analysis of the

principle occupations.

6) Advise the school in sétting up
standards for selecting of training
stations for cooperative part-
time students,

7) Advise the coordinator ir planning
a well-rounded program which
insures a proper balance
Detween the various occupations
within the program.

OTHER DUTIES

1) Insure the continuation and
stabilization of the program
when changes occur in either
the instructional or admini-
strative staff.

\"" w‘ :, C e i il Lol ool

2) {Assist_new coordinators in

" the business, industrial,
agricultural, and service needs
of the community,

3) Assist in adapting the progMam

to new and changed conditions.

i) Assist the school authorities ‘ |
in' evaluating the work experience
program.

5) Advise and help in securing summertime employment for coordinators
in order to contiibute to their occupational competency by keeping
their skills; knowledge, and methods in line with constant changes
in business and industry.

6) Advise on-the type of students 1o participate in on-the-job training
in the Work Experience Program.

7) Advise on any policies and problems affecting the program:

8) Assist in training and placement of student with "special needs. "

SUMMARY : 7 | |
Since a work experience program is designed to utilize the business community

for an important. part of the student's experience, it is. essential that the program

have the support and assistance of the business community. The work experience

coordinator will find that an effective advisory committee will help to provide that

providing advice on most aspects of program operation as well as serving as a
public relation tool for impréved school-community relations.

'support and: strengthen the progiam: The committer can help the coordinator by -

- N T — N
- 7
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SELF-CHECK

e

You are in your office talking to another teacher about establishing an advisory

? committee for your work. experience program. - The Chamber of Commerce person
from your community, who is your: guest speaker .today, and your principal
walk into your office and- catch -thelast part of your informal discussion with
your colleague. Since neither the Chamber of Commerce ;jerson nor your
principal have heard of such a committee; they ask you what it is and what
purpose or function it serves.

1. Write or audio-tape your answer to their guestion.
2. This same rationale will be given during the initial part of your first
. advisory committee meeting and you may wish to prepare a set of
transparencies to assist in your presentation. Outline, in transparency

reproduction form, the purposes of an adviscry committee.

BIRECTIONS: When finished compare you answers

- with the i'ri;fo’idrﬁétibh,,bh,,bafgé's 3-5.
If you would like additional information,
please turn to the Additicnal Resources

listed on page 39:




PRE-TEST: COAL 2
KNOW HOW TO ESTABLISH AN ADVISORY COMMITTEE

B!RE(‘TION If you w:sh to attempt the module

assessment, complete the gGuestions for
the pre-test. If you do not wish ic

take the pre-test, turn. to page 8

to begin the Learning Activities.

1. List the tltleq of at Ieast seveil . busmess mdustry or 5chool personnen who
should serve on a work experience advisory committee and a general list of
membership qulifications:

2. Outhne the procedures to tcke in tdentlf\,mg potentlal committee members
and inviting them to serve;

DIRECTIONS: When fmlshed Wlth t»he pre-test,
please tusn to page 36 and compare
your answers with the pre-tédst key:
If you missed any questions; com'plete;

the learning act|V|t|es




LEARNING AETIVITIES

GOAL 2: KNOW HOW TO© ESTABLISH AN ADVISORY COMMITTEE

-QLFEECTIO@ Read the llemmatlon onr pages 8-13
: and then complete the Self- Check:

iNTRObUCTidN;

Proper orgamzmg prr “edures for & Work
Experience Program ~ Lvisory Committe
are critically important to its future
success. As a result; your program
should enjoy excellent community
relations. And the acceptance .
of graduates by your employing )
community will demonstrate increased
confidence of ‘employers in the
educatlonal experience students’ .
receive in your work experience
program. The following pages
outline the steps necessary for
organizing or establishing an
advisory committee. Items to be
covered include:

1) Establlbhjng adwsory

committee guidelines or
.+ charter.
2) Selection of comm:ttee
members and their

. qualifications

3) Number of members

4) Members' term _of servnce

5) Members' invitation to serve

Written -Guidelines or Chariér-

The charter represents the ofﬂcnal sanctlon of the school For the opera‘gprg
of the Work: Experience. Program Advisory Committee. The guidelines contained

in the official sanction sérve as a base.for fujure communication between
you and: :

1} The schooi bOard o
2} The school admlmstratlon

3) The adv:sory committee members’

The followmg is a sample charter that you should revnew, chance tc 7ocai

conditions, present to your administrator, and cbtain approval §Fém your

school board. “

-3

*



ADVISORY COMKITTEE SAKPLE CHARTER

The Board of Education of Ui this , ¢
day of T S Tauthorizes the esisblishment of

a continuing committee to be known as the Advisory Committee fur the Work
Experience Program. This committee is to be 6rga’hirzé8 and conducted under
procedures to be proposed by the appropriate school representative after recerving
advice from the school staff and otheér suitable consultants and upon spproval by

the Boavd of Educatior;

7 ’

The purpose of the Advisory Conimittee shall be to give advice and assistance

o the appropriate instructional and administrative staff of the institution con
cerning the develoosment, operation, and/or evaluation of the Work Experience
Program:

The Advisory Committee for the Work Experience Program is expected tu contribute
to the establishment and/or improvement of the instructional program by: .

1. Studying-and surveying periodically the educational needs of students within
the committee's designated occupational area.

2. Reviewing, amalpzing, developing, and proposing policies.

Working cooperatively with the administrative; instructional, and noninstructional
staff of the occupational program to develop and operate training programs with

[Eon

proceduies which implement policies and recommendations:
4. Facilitating communication between the professional staff of the program and 1
the people and employers of the community.

5. Studying the efferts of existing and new educational progrems in operation
with refererice to employability of the graduate or ability of the graduate
to proceed tc higher-level instruction. ;

6. Serving as a sounding board of opinion on items proposed by the school
program staff:

7. initiating study and proposals on issues pertinent_ to occupationa! program
improvement.

citizen. participation in school affairs. It is intended to supplemerit and stimulate
other types of citizen participation. The committee will.be expected to operate
within the guidelines: The Board of Education meintains final authority over

the Advisory Commitiee and actions >f the committee: :

The Advisory Committee is not regarded as a substitute for any other form of

In authorizing the development of the Advisory Committee, the Board of Education
pledges complete cooperation in their work: This shall include the appointment

of a school representative with full résponsibility to work with the.Advisory
Committee and keep ald. communications open between the school and the committee:

11




10
Selection of Committee NMembers and Theijr Quaiifications :

Members are selected to give advice in jhe aperation of the Work Experience
Program.

There are about twelve different sources of advicery committee miembers.
They are:

1} School administration

2)  School board

3)  Chambar of Commerce

4)  Professional organizaticns

5) Civic Ciubs

6) Laber organizations

7)  Faculty o

8) Business and industry ,
9) Students (former or current)

10)  Department of public instruction

11)  Employmeny agency

12} Higher education
You. shou!d make every effort to.select individuals kriown for their expertise and
experience in appropriate occupational areas, education, o support servicesw
[t is imperative that potential. members have an interest in éducation, thie school,
and the work experience. program. Generally, three esssntial pcints should he
weighed when qualifications of individual members are considered:

1) Eigg”:'r_iérjcg and Enthisiasm
2) Character o
3) A Availapble time ’

Another vital point to consider is balanced representation.. All segments affected
by, or affecting, the work experience Program should have a voice. A stacked
committee is dangerous and could irtitate other members and those not serving

to the point of non-cooperation.

Before making final selection. it is a good idea to discuss with your _admiristration .
the qualificaticns cf potential committee members. Such procedures are important

to insure administration interest and backing for committee activitjes:
Number of Members:

Community members representing business and industry should makeé up. the bulk
of the committee. In selecting business and industry personnel,; do not select
only the "chiefs", but select”irdians" also. A numerical balance between :

executives and employees is desirable to obtain equal viewpoints- and input.

[t may be wise to have one or more of the following people as a member: Chamber .
of Commerce person, former or current Student, newspaper person, a representative
of the empioyment service, ard a support service persor.

The school should be represented on the committee by the principal, director or

head of vocational/business education department, school board member who

represents an occupational area, ur a guidance counselor:

Fied |
ifeY
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Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

th— superm‘rendent may _..&nd meetmgc since he/she can immediagtely interpreat

y questicns concerning school policy that may aris. but as wiith you, T iz an )
e><fo.f‘czo position. The commitiee is advisory to the sciiosl vou, and your é
progran. : ‘

De.. .ining the actual number of advisary committee members is like rollin: dice

or throwing dzrts at a number board. The average advisory committee sivould
be farge crq,@h to be rep -esentative of the ®ommunity and smail enough to

encourage cciive individue Harticipation. 1t is recommended that an lowsz Work
Experience Program Advisory Commiiize number nct be more than 12, .nc uding

the ex-ofricio school members. This number is manageabie from the uLaﬁdporm
of planninc  program of work, and zdecuacy of representation:

Caution:

After the Work EXpC- jence. Program has

provern successful riany influential T
groups and individuais = 'y become

extremely interested in  :ing repre-

'séh"t'e'd on th"e' 'rdr'rir"ittéé. ln’ s"u'ch

rr-ske it unwxexdy and mef’recuve.

l‘oo rﬁéﬁy me'nberx have a . ndency

the only work accomp hs'wed is often
on t-é subcommittee or task force

levei it is \trongiy,recumm‘_ ded
that the policy of a limited number

on the committee be maintained and

a system of rotation of membership
{to be discussed next) be used,
thareby allowing different viewpoints

and contributions over a pez iod of

Member Term of Service:
It is recommended that lowa Work
Experience Program Adv:sony Co'nmlttee

years. This. al'ows members surﬁcnent

time to become personally involved and

to prove most; beneficial to. the committee.

It is suggested that each of the original or charter membéis on the comr itee draw

lots for one, two, and three year terms. In each year of the first three vears,

one-third of the membership will be replaced. This insures new members each
year with varied experience and expertise and-allows others in the community
to make their contribiition té6 the Work Exgperience Program. With two-thirds. of.

the member_,hxp continuing, it allows continuity in leadership and needed stzbility

for committee operation. -
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Aruitoxt provided by Eic:

12

A persor. erving a te:m as a member should be ineligible for reappoint
until one year hzs eiapsed. When a qualified member has served orly z one

G twG year term.because trne advisory committee was new, an exception to i..2
ruie could be considered. Ag con

n, however: loca! conditiors and needs shculec be

most important when determining length of service.

4 .

Lember Invitation to Serve:
The prececures for nominaiion ard invitation of members for a Hew zdvisory
committee are imporiant. The ilowing st ps are sucgeste

v, unpublicized list of nenrinees ann airerpszics .

. e
the schoci administration.
tration submits the list thicugh pro sciv. - chérninels
or N oetizine school board approval. is essantial
~ that ; De obtained befors mersonal contzct is made.
‘i Approved nominees are personally cciiacied By you io detsrmine
if they will serve. You shouid be anle 1o explain the purpose snd
function of the commitige, the numise. of rers, and the possible

, : E P
length of term for that advisory committee fone-, fwo-, o three-yaar
Zppointments) ., - , o B - )

After individual approval is obiained, zn officiai letter of Bppointment
signed by the superintendent is sent to esch- advisory committice
wember: (Refsr ic the samole letter of anpointment on page 13}

Frios 16 vour first official = -ating,
establish 4 time and place v .n ail

littee members, ‘ncluding

ex-officio members, can get 1. jether
for a picwure: Contact a local news-
paper person and have him/her taks o
picture ¢’ the growgz.  Submit an articie
to the newspaper abou: the riewiy.
established advisciy committee and nnie
when the first mzeting wili be helid.
The published picture, alony with the
articie, will give recognition to the
committee membeis, give public notice
of your future action, and helo insure
that your n mbers will attend the first

mezting.

b ioa
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Aruitoxt provided by Eic:

S. 1PLE LETTER FROM SUPERINTENDENT.
=W MEMBERS OﬁF ADVISORY COMMITTEE
(fetter of Appointment)

Dat

Cear - —

The Work Experience program at {name) .uqh schooi

.S bégmmno its (numberi) vear of opérationi.  We in (county or cityj

are extremely proud of this program because of the outstanding contriouticns

=
it has made to our commumty, our school, and above all to our students.

!\erogmzmg vour mterest in thxs orogram may | have the p-easure cl

appomtmg ou to our advisory committee? This committee is comprised
of  (number) local leaders from business, school administrators, and
the local Work Experience Téachér- Coordinator, Mr./Mrs. /Ms .

The purpose of this committee . .{Give explanation of reasons
for needing pcint-of-view of member in meeting probiems, etc.)

Your term of apoointment will become effective  (start)  and will expire
(énd) . Plezse édvise me if you aré willing to accept appointmént to
this committee. Our first meeting will be (complete date and timz) in

the _ _ _{location]) .

Should you have any questiohs ~oncerning the cuties of this advisory
committee, please tei:nhone M- Mrs. /Ms. at
{your office telephonic) .

Sincerely vyours,

S erintendent

b
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Activit y No

Biro Larry Esk, a Work Es Xpe: .'eucé; Program Teacher-Coorainztor, established
his advisory committee as foilows:

Bc_rore orgamzvne the VCOmmxtu:f;; Larr v decided to taik to his QJ‘ intendent.
The Superintenderit agreed that the Advzcor) Committee would be useful for the

Work Experience Program and told Larry to go ahead with his plans. iLarry
wasn't sure who to ask to servé on the commities. He asked several other achers

for recommendations and developmi list of six names. The Distributive Edurauon
teacher suﬁqestec that Larry contact tne Chamber of Cummerce for help in
identifying potentlal members. The Chamber secretary was inore than willing {o
hei after Larryides ribed the program. From all sources, Larry ended up with

a list of twelve putential members. Each potentizl member was 3 business owner

or manager fiom Webster City.

Larry sent l&iters of invitation to all twelve. people In addition, he asked the

High Schog! Principal and the Guidance Counselor to serve on the Committee.

Six of the twelve business people notified Larry they would be willing to serve

and. the Principal and Guidance Counselor agreed to zttend the meetings whenever
possible: Since he now had members, Larr, began to orgamze the first meeting.

—

His first step was to scheduls the meetmo and notlfy all Committee members.

Next, hé wioté a brief article for the newspaper describing the organization of

the committee. vinally, ne aevelcped a slide-tape series to orient the new
Committee. memberjs to the Vocational Program. He put together a packet of
materials for each member including duties and functions of Advisory Committees

and @ model Chzrter. One week before the meéting he télephoned all members
to remind them of the meeting. :

The first meeting was devoted 0 orientation functions: Membel s were glven a
detailed look at the Vocational. Program including a tour of the facilities. The
purposes and possibie activities of the Committee were discussed. Since Larry
wanted tc establish a rotation plan for membership, he asked for volunteers
willing to serve 1, 2, and 3- year terms. Four of the new- members agreed to
serve l-year terins, 3 agreed to 2-year terms, and the Principal indicated. he
would be there for 3 years. The Committee agreed to elect officers at the next

meeting_and the first meeting was adjourned. After the meeting, Larry developed

a set of minutes for each member; and he wrote a summary article for the
newspaper.

DIRECT!ONS: Anc.!\,/ze the rrocedures he followed
and respond o the following questions:

b
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How did he select his advisory committee membars and what were
their qualifications? - , ,

How many official and ex-officio members does he have? [< it

toc many or too few? Explain. o B N
What procedure did e utilize in determining the advisory committee
term of service? How does that compare to the recommended term of
service recommendation? 7 ) o ) ,

What other procedures did he utilize in establishing the advisory
committee that you will likely follow? That you won't follow?

Activity No. 2

Develop the Advisory Committee Charter vou will utilize for e
establishment of your committee. = 7

Note the committee members you will select and their qualifications.
Note the methodology you wiil utilize to determine the lerm of

service for each commitiee member. ,
Develop the sampie letter that will be sent from your superintendent
to the members inviting them to participate in your advisory committee.
What are you going to do if your principal or superintendent does not
like the selection you made of vre or two members? : o
What are you going to do if the board of education refases to estabiish
your advisory committee charter? o -

What are you going to do if a ;. ospective advisory commit ce member
refuses to participate? S ) o ,
What are you going to do if your superintendent refuses to send a leiter
of invitation to your approved list of advisory committee members?

Activity No. 3
Read the attached letter that was written by Samuel M. Burt,
distributive education advisory committee member from a Colorado .
town. Highlight the major pcints of his lettar regarding the effective
operaticn of an advisory committee.

¢
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IF YOU WANT ME TC SERVE ON YGUR ADYISORY COMMITTEE

Samue! 1. Burt

Dear Coordinato::

i.am pleased that you he . e asked me to serve on your local ac’isory committee.

| am delighted to accept vour invitation - provided that you assure  that | am
going to be involved in zn activity that is Yoth worthwhile and wiil mave an

of this committee’s work sc +mat | may brag a little to my family, irierds,
associates that | was selectecd ‘o participate: | am proud that vou o0 _ld me
"because of my reputation as zn outstanding member of tha field i\ which | am
earning my living, as well as for my interest in and understanding of the fieid
of ~uu-stion: "

important contribution to the education of oi'r youth. ! want to be prouc enciici

Firs '] am as important on your commitiee as you. say, | would like to
fiave an cfficiai iettér appointing me, and signed by the highest school official
of the system. You see, | need to impress my boss, too, and let Him know thst
| am supporting my community by giving service. Second, the letter should have
some brief biographical information about the committeée chairman and other members
with whom | will be working. Third, tell me exactly what is expected of me as a
committee member in the way of advice, assistance, ccoperation, money, and time:.
Fourth, if you tell me that our committee will meet only two or three times during

tne year, | Il know immediately that we are nof goinc to do anything worthwhile.
Assuming th  wNe are oing to be meeting on a regular basis and that | am going
to be inveivey in helping educate our youth, I will expect to be suppiied with

an agenda “-:fore each meeting, and enough information befcrehand so that | can
come prep: =d to help. | expect to be involved, so | will want to be invited
occasionallv into your classrooms, to attend other meetings with educators, and

be asked to participate in some of your DECA meetings. You will be surprised

how many -ut-of-town trips | will make at my own expense it it will help support
your program and its objectives: | would like to receive materials, newsletters,

and any special information that would help me understand your program better.

What | am saying, in effect, is that if you waht me to advise you, 1 will feel
better prepared and more comfortable if | know something ahout you, your
school, your DECA chaptér activitias, ycur students, and your special needs.

I need to know your curriculum and how you are going to help prepare your
students to enter the world of work; particularly in marketing and distribution.
~ How can | help you? In every possible way! | will be glad t> felp raise
money for a scholarship fund, | will help you get needed classroom equipment -
1 a loan | a_special discount. | may be ‘ble to contribute

on a loan basis, @s a gift, or at ount: | may b
expendable supplies, instructional materials; and the use of my store as a_

rearning center after store hours: _| will be happy to counsel with students and
employ your graduates. | wiil be a judge in your DECA contest activities, and
I will be happy to talk with your administrators and counseélors about the need
for distributive education in the community.” What | om really asking is that
you, the interested educator, provide meé, the interesced layman, with enough

i~ ‘0. mation and opportunity to permit my total involvement in your program.

e

(COntinued)
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_ You nust understand that sometimes you will have a project or idea that you

down, but it will not indicate lack of mtéFest or support. After all, we as business
persons have our limitations too. On the other hand, | may want to do too much,
and create some problems for_you. If this ever happens just tell me simply and
honestly ‘We have enough of our own problems without creating more. As business
persons we are problem-oriented, so when we can help you with one of yours, it

may be that the committee; acting together, can do a lot toward solutions.

| want to be involved in the scl. .l program as a counselor and friend. Naturally,

there arc ~=-tain school regulations that | miist cbserve when visiting, so please
make them _.car to me so | wiil not be @mbéi*réssé'd When | drop in for a visit,
please nge me a few minutes of your :tme and do not treat me as an: intruder or

meddler into your business. This work both ways - you come and visit me on
1

the same basis. | will not come to your school unless i am interested in your
program.

| néed to know much more than jUSt locai problems. | need to be informed
what other school systems are domg and what is taking place throughout the other
states. | need to know about government-sponsored programs, state agency
programs, and now the U.S. Department of Labor and Department of Health,

Education, and Welfare are related to the local school's eftforts:

By the way, | wotild not like to be put in the uncomfortable position of being
used to support one program in opposition to another. | understand that this can
be a problem, but remember, | uepend upon community goodwill for success. I
cannot afford to take sides in school admiaistration affairs; although prlvately, I
may express my personal feelings: | am a taxpayer, and my business is_a taxpayer.

| want to knowthat I'mdoing everything possible to improve the total effort. |
want the schoo! board to know about our committee and what it is doing to help them.
In this regard, | would Ilke _to meet with your students and Iet them tell me how

the program is doing; and if we are succeeding in our joint efforts. | w0u|d like

to know if vocational education is really relevant to the world of work and the

jobs young people are training for:

"I would like some appreciation for my efforts. If this committee and its
members are as importani as you say, give us some recogniticn. |If | donate a
piece of equipment, put my name on it. Present me a framed: certificate of
appreciation. Hold an annual event such as an employer-employee function: where

the advisory council members are publicly recognized. A picture and article in

the local newspaper will aiso be welcomed. | do_not want recognition just to
inflate my ego; | want it because | feel that my time and efforts are important
to the local school efforts | think when you publicly advertise that business

is advising the school ‘some value is given to- the stature and prestlge of
distributive education. Remember, my company wants to know that my time and
services are weli-received and recognized.

If meetmgs are held on a regular baS|s ‘then | can mark my calendar so that

| can make arrangements to be there.lt will be. good if the agenda can ke mailed

to me at least one week in advance -~ two weeks is preferred: Conduct the meeting
informaily, so I can feel comfortable to speak my mind without strict observance
of parliamentary procedures. Respect my time and do not let the meeting drag out

(continued)

1




Or~ the other hand do not cit it so short thet | feel my. tsme was wasted. And,
please, do not msult me by asking me to approve comethmg that has z2lready beer‘

decided. Sometimes, | may be forced to become a critic if you do not let me help
Yyou as an advisor,

: | know that I am asking a great deal of YOu - but | also have & ‘iot to Offe)

in return: In short, the adVISOr) committee is either importaiit in helpmg yau
run_your program, or eise it serves only as a figurehead. If the latter is true,

I am wasting my time, and | would prefer not to serve. In final analysis, what

| am offering you is my expertise and experierice because ! belicve that | have

that to give to my community, my schools, and the students: . If you think I

speak alone; you are sadly mistaken. | have talked with too many who feel the

same way and who feel that they have been badly misused in the past. You fail

to undersatnd that we are motivated to ser ve - but only when we aregjven the fullest
opportunity. A pootly-used committee is worsec thal none at all. A disgruntisd

committee can become your greatest critic rather than your strongest ally:

In summary, if ydij ,aéaaé to have an advisory committee of busmecs persons,
get serious about it; Plan and organize so it can be effective. If you do, |
surely want to be askeo to serve. | wili be expectingyou to call me soon.

Sincerely,

DIRECTIONS: When compare your answers
with mation on pages 8-13
If you Jdutléﬁél infor mation,
please tu ‘e Additional Resources

listed on pag. 49,

20
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PRE-TEST: GOAL 3

BE ABLE TO CONDUCT AN ADVISQRY COMAITTEE MEETING

DIRECTIONS: If you wisk to attempt the module
assessment, complete the guestion for .
the pre-test. [f vou do not wish to
take the pre-test, turn to page 20
to begin the Lezr: nig Activities.

Develop a plen far you first adviscry commit-3e meéeting. This should include:

Q.

A letter inviting representatives of the business and/or industriai community
o serve on the advisory committee : B o
b. A two-page hand-out on the purposes of your advisory committee

to be given to advisory committee members during the first meeting.
c. ,An agenda for the first advisory committee meeting.- .
d. A list of topics which might be covered at future advisory committee
meetings.

DIRECTIONS: When finished with the pre-test
please turn to page .37 = and compare
your answers with the pre-test key.
If you missed any of the question,
complete the learning activities. ‘

21
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LEARNINC ACTIVIT 1ES

/

GOAL 3: BE ABLE TO CONBUCT AN ADVISORY COMMITTEE MEETING

DIRECTIGNS : Read the information on psges 20-24

2and then complete the Self-Check.

The best organization of an advnsory
committee can _be quickly negated by
pooi- or indifferent operation. Such

highly important procedures as ade-

quate number of meetings, handlmg

of reccmmendations, recognition of
members, and proper follow-up and
implementation of committee recommenda- ) E SV Q@ &
tions must be strictly adhered to if the —eg N N = )
committee is to be effective over any (—3 N V] ] - s
length of time. The following guide- N

lines should be generally followed
and adjusted to the local situation.
Responsibilities of the Teacher-
Coordinator:

There a are six basic I""prnSlbliltleS
which you should understand before
you conduct your first advisory
committeg meeting. First; Ebe
prepare¢ to explain the purpose of
your program and the advisory.
committee. Also it is assumed that
you can interpret school operating
policies and. the lowa Vocational
Education State Plan to advisory
committee members if necessary.

Second,; be responsible for the :
actions of your committee (i.e:, keep the members mforme,d,,of the progrcss in
meeting their re(ommendatlon;, etc.) Third, keep the committee busy, but,
fourth, do not wa.te the member's time. Members should not be asked to do
routine jobs, nor should they be asked to solve problems which they do not
have the background to consider: Plan a worthwhile agenda and sent it out

in zdvance of the meeting. Fifth; g:ve recogmtlon for assistance by:

aj presentmg a certlﬂcate to members in recognition of their mem’b’éi”shi'p’

~ - Oon the committee;
bj providing. folﬁlq\ziqpireoorts on recommendatlons taken or not taken;

c) recognizing members viz media releases; and
d) sendlng letter of commendatlon at the close of the school year

Flnally accept. comm:ttee recommendatlons as a source of constructive crntiéi§ﬁi
and/or assistance to your program. !f you do not act upon the advice of the
committee then the committee should be disbanded.

'go¥
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Chéaracter. . iz¢ of Effective

Committees: , : ﬁ

nhe mast effectlye advxemy commiitee

is one .in which a strong bend of
respect exists among the members for
each others' knowledge and abilities, : o
a generai understanding and NN
accept-nce of committee purposes
exists with a desire to accomplish
committee cbjectives; and a feeling
of team work exists. The committee
which meets only once or twice a
year- will have greater d;ffrcuhy

in developing these kinds of charac-
teristics than one which meets

scveral times a vear.

Numper of MeOtlr‘gs

Théreis no generalagreement on

the maximum or minimum numpber of 7 -
meetings to be held each year or i
whether meetings should be ’

scheduled at regular intervals or
cailed as recessary. However, if
committees meet only once or twice
a vyear, there is a great |lk€:!lhu0d
that such meetmg> will decenerate
into a -meeting for reporti “g progress

and therefor’-;,d\c \.omm (tee

it is recommericded that regu!dr meetlnqs be set ror a certain. day of a spnmfiau week

of specitied months, in order for members tc acquire the habit of reserving that
date for meetings (e.g.. the second Tuesday evening of October, December,
February, and April). The agenda should be sent to members at least two weeks

prior to the meeting and reminders should be given one week before the meeting

date:
Hints:
1) don't call e% meetine st to ichew the fai. - ] : 7
2} don‘t schedule mieeting dates on church mchts school activity iiights,
or on evenir . s when business is open or othu conflicts are liksly to
accur,
Preparation of Ac. ada:

The . pmap»auon of a meetmg agenda <ho.ld be given careful attention.. The agenda

shoaia reflect that there is a geod s-.:on to altte-d. If there is a chalienging

subject to discuss; it should be listea. Interesting agendas shouid result in well-

coriducted, we!l-attended meetings. ' a
I) ;

ERIC
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The First Meeting:

The eSSentlaE Ob’eCtIVe of he f'rst ".eetmo is
the feehnq and knowledge that:

he new members lozve i

o3
@
<
e
P

-

1) The committee is going to..

serve an important funciion
for the school.and work

exparience program.

2) It has the backing and
recogriition of the highest e

school authorlty

status- only, with no.
decision- making rights.

4} Fach member respects other

members of the committee.
5) The chalienges and ¢ oblems,
~as presented, are worthwhile.
6} The members are enthused
about the function of the
committee. {

Tt schoo! supermtendem snou!d

welcome the committee memiers,
briefly explain the global purpose

of the advisory committee, grant L~ /;"J N
the advisory committee charter, and I ; o N

intrnduce the work experience pro- \\ %

gram teacher-coordinator: P \
You should then g:ve a biographic N

resume of yourself, introduce each

member of the committee, and allow - S
each person to give a birief bl)craphncd sketch. Second, e)plam the specific purpose

function, -and need of the advisory committee:. A handout should be presented to
edach - 'mé'm'b'éi* noting member names,; home and c‘f:cc addres=es, and home and office
tclephone numbers.. _Mention some of the basic rules and by-laws the committee will

operate under:. A tour of the schuol facilities and - ‘particularly the classroom where

you hold classes is desirable. After the tour, chalierge the new committee with
one of two immediate problems focr which the program has an immediate need for

study and recommendations (e. g.j}:

1} a ‘asR analygns of emp'oyab!e Skl“S and knowledges in the occupatnons

- for vhich studentc are tc be trained :

2) & community surVey to determine occupdtlonol needs of busmess and 7
. industry 2
3} developmerit of trammg plan:, for each student

§) identifying potential training stations for placement of atldeﬁls .

5} development and implementation of a training sponsor development

program, etc:

OO
PSR
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Finaliy, cx,Jia... tl“at the next me

v D

wiil include the determinazion of
crganized program of work, the
clection of Qrééidéht and vice-

president of the committes (v
will sz the secretarv), and fuL
work on the immediate probl. s

discussed at this meeting: Set cate,

|

time, z2rd lccaticn of the mesting
v P ~E tR
for tn- rest o7 thne y:

s

Thne Second lLleecting:

You should call the meeting
order, read the minutes from the
last meeting, and procede 1o
élect the president and vice-
oresident.  Hawve cach member
draw lots out of a hat tc sece
if they wili serve for one-year;
two-vears, _three-years. .

Now ine commttcc can finalize

and approve the rules and by-
faws to be followed and develop
4 snort and .ong-term program
of work.  Depending upon the

nature of the program of work,
sub: committees may rzed to be

appointed and tasks delineated.

The president should lead a

discussion on the most important
program. ot work items, remind
the members of the date, time,
and location of the next
meeting, and adjourn the
iﬁeéiiﬁ@:

Precautions for Su cess:

P4

The president and you should be alert in informing the committee that it is
advisory only. All recommendations should be in writing. The scincl an
you are the source of accountability for tne ojération of the work experience

_E*jr'béi*arﬁ Do not allow the committee to do administrative work.

cakﬁiﬁ:ifee,actuvnics. Indppend»ﬂt reportmg IS detr;munal to the Lom:mtte
and you should assume ali public relations /news media responsibilities.  In
addition. to the rext meeting's agenda being sent out at least two weeks
ahead of time and one-week reminder notice, ynu should publish a small
article in the newspaper and obtain a radio spol (where appropriate) -
notifving the public of the upcoming meeting. Then, naturally, a "llow-up
newspaper article and radio spot announcemept should be made aier the e

meeting noting the .roceedings of the advisory committee mecting.

RIC

Aruitoxt provided by Eic:
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i,  Pr oper cnannels

essential when working '.TH*GL"L
scnoct aq thnntv arnd menibiars
shouid be aware of these chan

What to tezcn may be & concern
of the &dvisory committee; butl

Bow Lo teachk s not;

H

J’ the school authorities zrd
vnfo"v committee are aware

or these precautions, “ne advise
e

committee will functicn in
proper role within the school
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SELF-CHECK

Actlylty No: 1: You are awamng the rnvai of. \,our newly appcinted committee
members. Thl: is the lnltlal or aan-zauon meetmg and vou intend to follow the
format suggestad on pPisge 22. Your sup‘,r:ntenccm has just diveén & cordial

welcome to the committée members, given tne global purposes uf the committee
and has introduced. you. erte or. a"u'di'o’ tapé in'rro'du'c’tb*v rérriark: zbout

Actlwty No: Z: Now that vou haVE made your presentation, the advisory
committee members bhave some guesticns they would iike answered. Ancviar
their questlons in the spa(_e provided:

Q. What are some specific activities we can perfcrm for votu and your work
experience program?

Q: What happens to the recommendations of this committee: that is. how wili
our recommendations be channeled to those pérsons with authority?

A.

G. | do not understand how we can advise vou on some matters deahng with
curriculum. You have the training in aducation and we have the business
experience, but we have no training in teaching kids

A.

Q. How frequent WIII this committee meet? My work losd would p’é‘ohibit my
attendance toc frequently.

A.



C. Does this commitiee have policy-makin béwer regarding thé work
xperience program?

C Whe

. can this committee do as 2 group or individually ¢ insure growth
in this program?
\
B

3. Do you have *hr_L students you could send to my office tomoriow for a
job interview?

i A
0. What eciipment is needed o preperty trzin students in your classiroom?
1"1;;

O
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What kind of grow'm or changes do vou envisicen for_this work experience

program next year? In three » sars? and in five years from now?

is there a size imn’tat:on for this work experience program so that it can
still be effective?

| was talking to Mr: R. Y. Abel, 2 businessman next door to my business

yesterday. He has hired several studecrits from this work experlehce program
and a lack of success with the students has discouraged him from becoming
too invalved. What can we, as an advisory comrmittee, do to avoid this

situation?

Since most of us have f)bs mvolvmg !ong hgqrs znd 2 great deal ¢

responsnblllty, I am curiocus as to how much time will be involved tor
each of us outside our regular adviscry committee nicetings?

I'jl)
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Q.

How is the federal government, and state government as far as that's
“cincerned, .:volved in this work experience program?

-

Arewegomq tc have to be knowledgeable ab’d@jﬁ,ﬁtﬁé st-*e and federal
vocational education rules as an advisory committee?

king to me about child labor laws, minimiam wage,
How can we

I'm so busy

hose laws

| remember you :
OSHA and a hole bunch of other state and federal laws.
help you out so you can heip us under: snd these laws?
with my own job that | don't have time to read all about t
yoid mentioned to me.

]
‘

77777 ‘time | d it necessary to exercise our power to convince
the Board of Educatio ' ¢ mo
equipment, facilities, secretarial help, textbooks, etc.,
d spot on their meeting agenda?

30

28

n to allocate your program more money for necessary
could you arrange




29,

Q. What is the numbér-one item or thing you want us to accomplish this
year?

Q. 1 drew a one-year term of servmg on thls advuscry committee. Can |
Serve next year, or must | wait for a2 year; or will this be fve~lag
time | will ever be an advisory committee member"

Q. i drew a three year term o
or_the third year, can I
this committee?

n a regular baSIS at a pre-designated time.

_ i o oo
— 7€ a personal conflict m :

g
®
!



Q.

A.

c

A.

30

Are these meetings open to the public?
R

Will you be publicizing the results of our meeting in the local paper,
and, if so, will we be able to screen or approve the copy of that
article?

I'm sold on this type of program. VWNhat; can we doto help you publicize
its merits to our community; especially the businesspecple?

v
Do we have to worry about esqual representation on this committee of
women and nunorities?



I've been on a lot oﬁf committees that do nothing but repOr’t 7wbaft
happened at the last meeting. Are we going to be an active committee

and do something, or are we going to reinvent ti:e wheel or procrasti-

nate activities?

DIRECTIONS When finished compare your answers
with the information on pages 20-24,
If you would like additional information,
please turn to the Additional RPsourtes G

listed on page 39.

33
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PRE-TEST: GOAL 4
BE ABLE TO ANALYZE AND EVALUATE AN ADYISORY COMMITTEE
MEETING AN’B’WMAKE RECOMMENDATIONS FOR ACTION

DIRECTIONS: If you wish to attempt the module
assessment, complete tha question 7
for the pre-test. If you do not wish to
talke the pre-test, turn to page 22
to begin the Learning Activities.

1. Describe the procedure you would use to handie recommendations of an

advisory commitiee.

———

<

A

DIRECTIONS: When finished with the pre-test .
please turn to page 37 and compare
your answer with the pre-test key.
If you missed the question, complete
the learning activities:

31




LEARNING ACTIVITIES

GOAL j4: BE z\BLE TO ADU_U:XZE AND EVALUATE AN ADV!SORY COMMITTEE
MEETING AND MAKE RECOMMENDATIONS FOR ACTION

DIRECTIONS: Please read the information on
Fages 33-34, view the videotape,
dand :nen complete the Self-Check.

Advusory commlttees are umqt - in thei~

akility to provide occupational information

and help the work experience program.

Their use and involvement has only twe
= limitations; they can assume neither

1) legislative acti vn) nor ”) admm.—

strative responsibility. An advisory

committee doesn't automatically

guarantee a successful work experience

pregram no¥ will committees function

without problems and conflict.
Being able to conduct a meeting

doesn't mean_ that you have a
successful advisory committee.
Through the viewing of amr
advisory committee meeting v
VIdeoTape Recording, vou shduld
analyze and evaluate the meeting
and make recommeéndations for

improved operation.
Written Recommendations - What Happehei

Adv:ce in tha form of recammendatmms is
the primary reason for the existence of

an_advisory committee. Unless a commitiee
makes recammengdations as the result of

discussions, it'becomes a "paper
committee" -- ile., ineffective for the
purpose for which formed. You should

have an established method of handling

the recommeéndations from. your advisory

coramittee. The two basic reguirements

suggested are: 1) All recommencations

are submitted in writing, 2} you tske

full respotisrbiht,' for the recommeandation, which includes foifow-up and réepoit of

the decisior. to the committee. The neport to the members should be give within

a reasonable time after the recoimendation is made. Mothing is more devastating
to the future of an advisory committee thar to hzve recommendstions ignored.

Ll
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34.

be tal\er: 1} reccmmendatzon l'nplementea as presented ,‘} "ecommp'\d

implemented wit h stated medifications and explanation, anag 3) recomﬂ*eruat:on
declined with explanation. You, 3s the teacher-coordinates, must be very
sure of proper procedures and channels when handling recommendaticns.
Someé- recomniendations wil! iveed the approval of the schoo! board cr admini-
stration for implementation; others can be lmpxemg.nged by decisicri of the
coordinator: A useful strategy would be tc review ali committee actions

with the administration: following each meeting. It would also be useful to

inform  mmittee members of the channels that will be followed when considaring
comm: .ce recommendatiors.

13
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SELF-CHECK
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[

i,

Yisw the video-tape rec ording of an advisory co mmittee meeting.

List the stremgths enc wesknssses of the procecurs using the information
preserited is module:

Write an oversii évaluation of the mestirg with recommendations for
imrrovements,

For each of the reCO‘rmendatlcns made by the advisory committee, describe
how you Dbelisve it shculd ke handied.

N

DIRECTIONS: When fm:shec compare Voui answers
with the information an pages 33-34.

If you would like additional mformatlon,
plesse turn to the Additional Resources
listed on page 39;

~
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PRE-TEST KEYS
i GCAL 1
7. List 5 purcose of an advisory committee for & nork expériehce prograrm :
AL Provide & link between the srhog! and commuinity .
B. Brin_ about a close rslationship between management and labor.
C. Frovide an gspportunity to study the educational needs ir a community
end make recommendsations thereto:
D. Serve as a sounding bosrd for policies, prosédurss, innoyations, ideas,
ete. of the program, '
Z. delp gain support for the program and rublicize the Crograni,
2. For each of the following cateqories, list 2 specific activities a. acvisory couid
be expected to perform.
A. Public Relations
B. Classroom Instruction
C. On-The-Job Training
A comprehensive list of activities is found o, p2ges ¢-5 of thie module.
hour answers shonld be consistent with that !ist,
GOAL 2
1. List the titiss of at least seven business, industiy, or school pérscnnel whe
should serve cn 2 work experience advisory committee ard i neneral list of
membarship qualifications.
Feview the list of potential members found on page 10 of the moduls.
Members should havé experizsnhce and expertise in related occupational areas;
have an interest in students and the concept of a work experience program.
They should also have the time to serve effectively. '
2. Outline the procedures to takeé in identifying poteatial committee members and
inviting them to secve.
A. A preliminary list should be developed and subniitted to the sciioal
administration:
B. The list should L« approved by thé administrators and school board
C. Approved candidates are contacted to dotérmine if they will zerve.
D. An official letter of appointment is sent signed by the superint:adent.
&) 5
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‘OAL 3
Develop a pian for your first adgviesry commitiee meéting. . ¢ shouid incluce:

2. A letter inviting represent:.ives. oF the busmes:, andfor industrial

com'numty o cerve on thr‘ advnsor,/ comm:tte,

o, A two-page hand-out on *he purposes of vour " davisor, committea to
59 rn.l.'zn to Ad\l-ﬁ"}l nmmgﬁaa membars riurxra thp fn-q? m;-,.-hnn

’

LS S 2

c. An agenda for the first advisory committee meftmc :
d. A list of topics which might be covered at future advfgory committee
maetings.

Answers ara found on pages 22-23.

GOAL 4
Describe the procedure you wouid use to handle recommendations of an advisory
commitiee:

Whern you receive a recommendation, there are three pussible actions that may
be taken: 1) recommendation implemented as presented, 2) recommendation
implemented with stated modifications and explanation; and 3) recommendation
declined with explanation. You, as the teacher- coordinator, must be very

sure of proper procedures and channels when hardling recommendations.
Some recommerdations will need the approval of the school board or admini-
stration for implementation: others can be mplemenied by decision of the
coordinator. A useful strategy would be to review ail comsmittee actions
with the administration following each meeting. It would also be useful to
inform commi{tee members of the channreis that wil! be followed when con-

sidering committee recommendations:

39
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POST-TEST

Ljéxnc_’; your own Advisory Committee, answer the followwing questions:

What are the purposes of your work experience program advisory commitiee?

Who are tne menbers of vour advisory committee, who do they represent;

and now were they selected?

The advisory committee icnc-range goal{s) for this year is?
How are .bu geing to evaiuate the proceedings and effactivencss of
your advizory committee?

Submit documentation ¢f Charter, | - of appeintment, news releases,

and meeting agerdas.

~
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ADDITIONAL RESOURCE.

Involving Advisory Groups in Planning and Evaiuating Vocationz|
and Technicai Education Programs, Blacksburg, Virginia:
Virginia State Advisory Cow.icil on Vocational Education

American Vocational Association, inc., August, 1969.
Advisory Councils are Essential to Vocational Eduication Programs

in Colorado, Denver, Colorado: State Board Community

Colleges and Occupational Education, September. 1971.

A _Guide for Cooperative Vocational Education. for Administrators -
and Coordinators, indianapolis; Tndiana: Department of Public
Instruction, July, 1973.

A Guide for Planning, Organizing, and Utilizing Adviscry_Cauiils,
Springfield, Illinois: Office of Education,

~

" The Advisory Committee and Vocationat Education, Waskington, D.c.
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